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BY	JENNY	C.	WRIGHT

Process	and
MIND	Mapping

EVENT	MANAGEMENT	TOOLS

Simply																									the	EASIEST	
Organizational	SOFTWARE	Available

EVENT	MANAGEMENT	TOOLSEVENT	MANAGEMENT	TOOLS
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As event directors, we often face com-
plex, stressful and difficult challenges on 
a daily basis as we do our best to move 
forward. Many of these challenges involve 
the coordination of multiple people, the 
expenditure of a great deal of time and 
money, and the completion of several 
tasks in a precise sequence. Often, it is 
expected to happen all at once!

Our detail oriented world needs soft-
ware that should work like a roomful of 
assistants. It should store data, track tasks, 
export information for professional look-
ing reports, and eliminate the need for 
hard to track printouts and bulky binders. 
Becoming popular these days are software 
programs that are a combination of two 
very powerful concepts, Process Mapping 
and Mind Mapping. Mapping provides 
an intuitive and progressive management 
tool for event directors.

Process mapping had its humble 
beginnings in the early 1900’s by Frank 
Gilbreth and then was further devel-
oped at Cornell University in the 1970’s. 
Originally widely used in the engineering 
field to manage projects by experienced 
facilitators, this streamlining tool is now 
used in industries all across the world. 
Process maps are so versatile they can be 
used in every section of life or business. 
A process map visually depicts the series 
of events to build a product or produce 
an outcome. It may include additional 
information such as sequencing, inven-
tory, equipment information and task 
assignment. It is commonly referred to as 
a work breakdown structure. 

Mind mapping was developed even 
earlier in history and was modernized by 
British psychology author Tony Buzan. 
Mind mapping became a useful tool 
amongst the educational world for brain-
storming, creating, organizing ideas, de-

signing outlines, innovative thinking and 
streamlining note taking. Evolving over 
time, mind mappings ‘creative’ compo-
nent combined with the process mapping 
detailed structure has actually become a 
more intuitive way to manage projects.

Ok, so you ask- What is this mapping 
software and how do I apply it to orga-
nizing my event? Simply, a ‘map’ can  
be defined as a structure or a graphical 
flow chart, similar to an organizational 
chart. However, with the advent  
of advanced software programming it  
has become a powerfully creative, visual 
and logical means of ‘mapping’ ideas, 
concepts, assigning tasks and projects 
down to the very last detail all in one 
diagram. It allows you to plan effectively 
without getting overwhelmed and with-
out forgetting something important.  
Just as in every great concept, its power 
lies in its simplicity. 

A good ‘map’ shows the "shape" of the 
subject, the relative importance of indi-
vidual points, and the way in which facts 
relate to one another. This means that 
they're very quick to review, as you can 
often refresh information in your mind 
just by glancing at one- see Diagram 1. 
above. In this way, they can be effective 
mnemonics - remembering the shape and 
structure of a ‘map’ can give you the cues you 
need to remember the information within it. 
As such, they engage much more of your 
brain in the process of assimilating and 
connecting information than convention-
al notes or record keeping does. 

When created using colors and icons, 
a ‘map’ can even resemble a work of art! 
So, what does a map look like? Bet-
ter than explaining, is showing you an 
example.

Above is a map (see Diagram 1) that 
breaks down the important features 

DIAGRAM 1.

necessary in a software program to use for 
event planning. As you can see, there are 
8 essential characteristics or features of 
this map. The following outline is a result 
of exporting this map into MS Word- a 
couple of clicks is all it took.

Main Idea (Central Image) Event Plan-
ning/ Program Features

1. SEE all aspects of a project in one 
place (Main Themes 1-8)

2. EASY to use
3. Import/Export other programs

3.1 MS Word
3.2 MS Excel
3.3 Gnatt Charts
3.4 PowerPoint

4. Attachments, URL links & Photos
5. Price- Free or nonprofit rate
6. Allow tasks, notes, labeling
7. Print and share 

7.1 Public Collaboration 
8. Mobile application available.

The key benefit to using mapping 
software in event planning is its ease of 
use in translating the event into high level 
project schedules. When brainstorming 
the event in mapping software, the event 
director can easily assign budget and task 
schedules that can be quickly exported 
into Microsoft Excel, Microsoft Project 
or into a Gnatt Chart for further report 
planning and analysis. Also being able 
to transfer a ‘map’ into other documents 
such as MSWord, or PowerPoint presenta-
tions without re-entering any data is a 
huge time saver! Sharing your map in an 
online environment is a powerful way to 
collaborate and enhance team work. It 
is also a great way to present ideas and 
concepts to your stake holders. Presented 
in Diagram 2. are four popular software 
programs to explore including: FreeMind, 
XMind, MindManager and MindView.
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DIAGRAM 2. Quick Summary Review 
Process Mapping Programs (Using 4 mapping structures within XMind)
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DIAGRAM 3.DIAGRAM 3.

FreeMind 
www.freemind.sourceforge.net

FreeMind is a great place to start map-
ping – best asset,it is FREE. If you are an 
unsophisticated techie, you will find it 
is simple and easy to use, but if you are 
tech whiz you will enjoy the JAVA based 
implementation. The program accommo-
dates most all the features necessary for 
planning an event. The maps you create 
can be imported into most mapping soft-
ware to be developed further. If report-
ing to key stake holders and producing 
professional documents is important, 
investigate the other upcoming programs. 

PROS
Cost: FREE
iThoughts App for Iphone $7.99

CONS
Great if you like to use JAVA & are  
technically savy
No report exporting features 
Used for mind mapping more than proj-
ect mapping

XMind 
www.xmind.net	

XMind is simple and intuitive to use. 
You can quickly move through your 
entire mind map with only a handful of 
keystrokes or jump over to the outline 
view for even quicker navigation. In ad-
dition to a basic map you can also create 
fishbone, organizational, tree, and logic 
charts. You can export charts as HTML, 
images, or text, and XMind comes with 
a free account on XMind.net which al-
lows you to share your charts online and 
embed them into blogs and web sites. 
There is a professional version of XMind 
which expands on the functionality of the 
base application and allows you to create 
online charts, export into MS Word, Pow-
erPoint, use Gnatt charts and collaborate 
with others. 

PROS
Cost: FREE to use basic mapping features 
XMind Pro
Free 30 day trial

Annual license single user $44  
(nonprofit) to $49
Accommodates all features necessary  
for project mapping
In many languages
iThoughts App for Iphone $7.99

CONS
Export into MS Suite is cumbersome
Does not export into MSExcel

MindManager 
www.mindjet.com

Mindjet MindManager’s interface is very 
polished, and the primary menus are set 
up like the Microsoft Office Ribbon. This 
program is definitely oriented towards cor-
porate environments, including extensive 
integration with the MS Office suite and 
support for linking your mind maps di-
rectly into common database formats like 
MySQL and Access. Finding information 
in large mind maps is easy thanks to topic 
sorting, filtering, and text search tools. 
Online collaboration is available.

http://www.freemind.sourceforge.net
http://www.mindjet.com
http://www.xmind.net
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DIAGRAM 3.DIAGRAM 4.

PROS
Free 30 day trial
Offers most choices ranging in price and 
features 
Annual license single user $79 (nonprof-
it) to $399
Free APP for IPhone/Android

CONS
Not as intuitive as XMind

MindView 4 
www.matchware.com

By far the most effective planning 
software program - You have the most 
powerful features available and a collab-
orative environment, with an impressive 
new online map sharing workspace that 
provides the tools that event managers 
need to get real work done – including 
simultaneous multi-user map editing and 
two-way synchronization of project tasks. 
A very attractive tool for organizations 
with work teams. 

PROS
Free 30 day trial
MOST User friendly with excellent  
export features
3 products that range in price and  
features
iThoughts App for Iphone $7.99

CONS
Annual license single user $379
NO special offerings for non-profits

There are many support sources  
available on the net to help you quickly 
learn and use mapping tools, from tem-
plates already created by other people  
to blogs to share what you create. Two 
great sources are Biggerplate.com and 
Mindmappingsoftwareblog.com. Big-
gerplate has thousands of templates to 
choose from to include the following 
example of an event plan map, shown  
in Diagram 3.

When managing events, no matter 
what size, having an intuitive software 
program that meets all your needs, that 

allows you to be creative and actually 
helps you remember a million details  
as you coordinate your people, your 
budget, assign tasks and turn out profess-
ional reports and presentations for  
your stake holders is guaranteed to  
make you a winner. 

How The Woodlands Waterway 
Arts Festival uses mapping to 
plan their festival.

The Woodlands Waterway Arts Festival, 
considered one of the top fine arts festi-
vals in the United States, entered into its’ 
sixth year with a new director in 2011. 
One of the goals The Woodlands Water-
way Arts Council had was to streamline 
all the festival information into one 
place or program. In researching software 
programs and choosing a mind mapping 
program (XMind Pro) on a trial run, they 
were able to conclude after two years, that 
using a ‘mapping’ method of event man-
agement was efficient, time saving and 
ultimately gave the director more time to 
work with the volunteers and contractors.

Managing the 2011 and 2012 festivals 
with a mind map was exciting, creative 
and effective. The following 2012 map, 
shown in Diagram 4., includes all the 
key topics of the festival in the first layer 
labeled with the responsible parties.

Managing a team of 3 contractors and 
25 volunteers is a daunting and detail ori-
ented process. In expanding the Perform-
ing Arts topic below in Diagram 5., you 
can see the details begin to emerge. Each 
performing arts stage has several sub-top-
ics that are being micromanaged in this 
program to include photos, notes, attach-
ments and summaries for future reference.

An example of translating task informa-
tion and deadlines in a Gnatt chart helped 
prioritize deadlines and action for each 
contractor or volunteer for the Palette 
Café Stage as shown in Diagram 6. Once 
the task was completed, the colorful icons 
disappeared. This is a key component to 
assist in detail management as this helps 
the user know the task is complete. 

Exporting the festival mind map into 
PowerPoint to share with the council 
provided the director a tool to easily 
explain and discuss the festival plans and 
processes. The results were professional 
and impressive as the council was able to 
see the excruciating amount of detail and 
work that goes into planning the festival.

http://www.matchware.com
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DIAGRAM 3.DIAGRAM 5.

Jenny	Wright	has	been	involved	in	
The	Woodlands	Waterway	Arts	Fes-
tival	in	The	Woodlands,	Texas	as	a	
volunteer	for	the	first	5	years	and	Fes-
tival	Director	for	the	past	2	years	and	
is	looking	forward	to	directing	the	
2013	festival	on	April	13,	&	14.	Born	
and	raised	overseas,	with	an	affinity	
for	culture	and	art,	Jenny	is	proud	to	
bring	200	world	class	fine	artists	and	
the	Woodlands	community	together	
to	celebrate	and	experience	art	along	
The	Woodlands	Waterway.	Jenny	can	
be	reached	at	jenny@woodlandsarts-
festival.com

Ultimately, by using mapping to plan 
the festival and to produce efficient record 
keeping, not only was the director effec-
tive managing the details, but this out-
come provided her with more time on her 
hands to spend with the most valuable 
asset any event can have – its volunteers! 

Happy Mapping!
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