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2.2 ANALYSIS OF A PROCESS
Learning Objectives
❖ Note the features of a process and
understand how the act of analysis
applies to it.
❖ Identify appropriate criteria for evaluating
a process.
❖ Identify content areas of which processes
are a major component.
❖ Note the different language forms that a
process may take.
❖ Extract a process from a body of text that
comprises other forms of language.
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Analysis comes into play when authors wish to lay out the steps taken to
complete a task or activity, to efficiently manage a situation, or to achieve
success in some undertaking. Alternatively, this form of analysis can provide
information, after the fact, about the steps taken in a task that has already been
completed.

Criteria for Process Analysis
It is referred to as process analysis, since process, according to one dictionary
definition is a ‘systematic series of actions directed to some end
(dictionary.com). The task or activity is therefore viewed as a process that is
broken down into the steps that must be followed. The analysis of the process
must meet two important criteria. First, the steps or procedures must be
accurate and clearly stated. Secondly, they must be properly sequenced. Both
are necessary if the process is to be successfully undertaken by different actors,
at different times and in different places. Similarly, upholding these criteria will
also serve to establish the credibility of a process that is already completed and
which is being reported on.
Following is a selection of areas of knowledge in which process analysis plays an
important part.

Instructions, Directions, Procedures, Formulae
Recipes

Figure 2.6 – Following step-by-step instructions
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The most easily recognizable examples of process analysis are those that clearly
outline procedures for doing something, giving directions to guide a particular
activity. Recipes and other forms of step-by-step instructions fall into this
category. Here is an example:
Extract 2.8
Sorrel
Ingredients
8 cups sorrel petals
50g/2oz grated ginger
12 cups boiling water
Rum
Sugar
a) Place the sorrel and ginger in a large container and pour on the
boiling water.
b) Cover and leave overnight, then strain through a muslin cloth or
sieve.
c) Add a little rum to preserve and sugar to sweeten.
d) Bottle and refrigerate.
Makes approximately 2.75 litres/4 ½ pints
Like any recipe, this one lists the actions to be undertaken in order to make the
Sorrel drink. The actions are very clearly outlined (Place the sorrel and ginger in a
large container) and organized in the order they should be carried out. If for
example the instruction to bottle and refrigerate were placed before ‘pour on
the boiling water’, the entire exercise would be a complete failure. Proper
sequencing is just as important as identifying the correct tasks.

Research methods
Researchers also use process analysis techniques to provide their readers with
the necessary information about how they conducted their research study.
Following is an extract from the methods section of a study conducted to
evaluate an instructional video production on mud volcanoes in Trinidad and
Tobago.
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Extract 2.9
The production script was reviewed for content by a geologist and
a secondary school geography teacher. The latter also reviewed it
for instructional methodology. It was also examined by a
practitioner in the theatrical arts. Based on all three reviews,
adjustments were made and the video production developed.
An objective-type test of 29 items was constructed. It was divided
into two sections, corresponding to the two parts of the video
production. All materials were pilot-tested using a group from the
target population. On the basis of this pilot test some revisions were
made to a few items to produce the final form of the test. …
A pre-post design test was used for the field evaluation. Identical
forms of this objective-type test were administered before and after
treatment

…

A period of two weeks was allowed to elapse after the pre-test and
before administering treatment and immediate post-test …
Unlike the recipe, this extract is providing information about the procedure for
conducting the study after the exercise has been completed. It forms part of
the report that the researcher wrote about the exercise. However, like the
recipe, the researcher must ensure that all key steps are identified, clearly
articulated and properly sequenced.
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Accounting

$£€¥
currency

Figure 2.7 - Process Analysis in Accounting

Process analysis forms a major part of the content of some areas of knowledge
whose primary purpose is to provide instructions and demonstrate how certain
procedures are carried out. It should be noted though that more often than not,
the procedures do not appear separately, as in the case of the recipe
presented above. Rather they are intertwined with other types of content. The
reader must therefore be observant enough to recognize them and to discern
how the author combines them with other types of content.
The following excerpts were taken from the area of financial accounting. The
first example demonstrates the process for setting up a T-account.
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Extract 2.10
T-accounts
A simplified account, called a T-account, is often used as a learning tool to show increases and decreases in an
account. It is called a T-account because it resembles the letter T. As shown in the T-account below, the left side
records debit entries and the right side records credit entries.

Account Name

Debit
(Always on the left)

Credit
(Always on the right)

The type of account determines whether an increase or a decrease in a particular transaction is represented by a
debit or a credit. For financial transactions that affect assets, dividends, and expenses increases are recorded by
debits and decreases by credits. This guideline is shown in the following T-account

Assets, Dividends, Expenses
Debits are always increases
(long arrow pointing upwards)

Credits are always decreases
(long arrow pointing downwards)

For financial transactions that affect liabilities, share capital and revenues, increases are recorded by credits and
decreases by debits, as follows:

Liabilities, Revenues, Share Capital
Debits are always decreases
(long arrow pointing downwards)

Increases are recorded as:

Decreases are recorded as Credits

Credits are always increases
(long arrow pointing upwards)

𝐴𝑠𝑠𝑒𝑡𝑠
𝐷𝑒𝑏𝑖𝑡𝑠

=

Debits

𝐿𝑖𝑎𝑏𝑖𝑙𝑖𝑡𝑖𝑒𝑠
𝐶𝑟𝑒𝑑𝑖𝑡𝑠

+

𝑆/𝐻 𝐸𝑞𝑢𝑖𝑡𝑦
𝐶𝑟𝑒𝑑𝑖𝑡𝑠∗

Debits**

* Revenue and share capital transactions cause shareholders’ equity to increase, so they are recorded as credits.
** Expense and dividend transactions cause shareholders’ equity to decrease, so they are recorded as debits.

The overall aim of the segment is to demonstrate how to set up a T-account.
However, the entire segment provides information that goes beyond the basic
analysis of the process. When we examine it closely, we notice that it begins
with two statements – the first describes what a T account is and how it is used
and the second gives the reason for its name. At the third sentence, the
segment enters into the analysis. If we were to rephrase that sentence to put it in
the mould of a directive, as in the case of the recipe for the sorrel drink, it would
read
Record debit entries on the left and credit entries on the right.
The follow-up sentence is another statement that alerts the reader to the
conditions under which the basic function of recording debit and credit entries
apply. Thus, returning to the analysis format, with one set of accounts (assets,
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dividends, expenses), the instruction is to
record debits as increases and credits as decreases.
For the other set of accounts (liabilities, revenues, share capital) it is the reverse:
record debits as decreases and credits as increases).
Then the author provides a formula, another form of process analysis, to show
how increases and decreases are calculated.
The point to be noted here is that the instructions for setting up a T-account
combine various statements (descriptions, explanations) with steps derived from
an analysis of the process.
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The second example also deals with the T-account but this time, it focuses on
how the account works.
Extract 2.11
The following summary shows how debits and credits are used to record increases and decreases in various types of
accounts.
ASSETS
DIVIDENDS
EXPENSES

LIABILITIES
SHARE CAPITAL

Increases are debited
Decreases are credited

Increases are credited
Decreases are debited

The account balance is determined by adding and subtracting the increases and decreases in an account as shown
below:
Debit
10,000
3,000
400
Balance

Cash

Credit
4,000
2,000
2,400
5,000

Accounts Payable
Debit
Credit
700
5,000

Balance

4,300

The $5,000 debit balance in the Cash Account was calculated by adding all the debits and subtracting the credits
(10,000 +3,000 + 400 - 4,000 -2,000 - 2,400). The $5,000 is recorded on the debit side of the T-account
because the debits are greater than the credits. In Accounts Payable, the balance is a $4,300 credit calculated by
subtracting the debits from the credits (5,000 – 700).

As in the preceding example, this one starts off with a statement setting out
what is to follow. The diagram that follows is essentially another statement
outlining how increases and decreases are to be treated in order to balance
the different types of accounts. This leads to the actual formula, first in the form
of a table and then in the follow-up paragraph. According to the formula, one
must add and subtract as directed in the table and the final paragraph. These
are the steps to be carried out according to the analysis of the process for
balancing the Cash Account and Accounts Payable respectively.
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Manuals, skills training materials, study guides

Figure 2.8 – “How To” books

All materials of the types listed in the heading provide guidelines/instructions to
assist users in successfully undertaking a particular task, pursuing a training
programme or a course of study or alternatively managing all the activities that
comprise the various facets of their lives – be they personal, work-related or as a
trainee/learner. By extension, they all involve the use of process analysis in
conveying the required information.
While the sequential format, typical of a recipe, is also found in these materials,
the analysis of the processes may not necessarily be presented in such a clearcut fashion. Writers of such texts may opt for a writing style that is more
conversational and more engaging of their readers. As such they tend to merge
the directions about what their audience should do with other information.
Indeed the language of the directions may also be altered to fit into the
broader writing style. Readers must therefore be alert to this and be able to
extract the tasks to be performed from the content in which they are
embedded. See if you can identify the tasks for setting up a file management
system in the following segment:
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Extract 2.12
Computers provide the means for storing vast amounts of
information. The worldwide web adds to this ability by offering
enormous volumes of data that you can save electronically. You
should not have any problem with a shortage of information. Often
the dilemma is that you have too much. Information is not useful
unless you can quickly locate it, so it is important to have an
efficient and effective filing system

that is, one which is:

•

meaningful – the names of files and folders should be easy to
recognise so that information can be located in a
straightforward
way;

•

clearly structured – simple, consistent and clear. Too many files
and folders can make location more difficult.

It is also important to back up your information so that it is safe
should you have a problem with the computer. There are various
ways of storing your information. Most computers now offer a CD or
DVD burner (i.e. you can make your own disks). Alternatively,
external hard drives are cheap and easy to use (you plug them into
your computer). These options enable you to make a copy of your
files.
To create a filing system in Windows operating system, you need to
employ Windows Explorer. This can be opened by selecting the
Start button, highlighting the Programs option to reveal the list of
applications…
The approach that this author takes to providing instructions for setting up a filing
system is, to some extent, similar to that used in the excerpts on the setting up
and functioning of the T-account examined earlier. In this instance, the author
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begins by outlining the rationale for setting up a filing system that is meaningful
and clearly structured. Thereafter he proceeds to lay out some tasks to be
performed to achieve the desired goal. For example,
Back up your information
Select from among the storage systems available
Create a filing system using Windows Explorer
Select the Start button (on your computer)
Highlight the Programs option
…
Again, as we noticed earlier in the case of the T-account, other bits of
information are also intertwined here. For example there is a reason why you
must back up your information.
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Key Takeaways
❖ Authors use process analysis to provide
instructions, procedures for completing a
task.
❖ The instructions are presented in a stepby-step fashion.
❖ Often the instructions are organised as a
list.
❖ However, they can also be incorporated
in the text with other forms of language.
❖ Recipes, research method, accounting,
‘how-to’ guides are some of the areas
that feature process analysis.
❖ Two criteria always apply when
conducting a process analysis:
o
o

The steps must be accurate and clear.
They must be properly sequenced.
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