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1.

ntroduction

Objectives

Learn about Companion by Minitab on page 1

Learn about this guide on page 1

What is Companion?

Companion simplifies your quality initiatives by providing the soft tools that you need to develop, organize, and execute projects.
With all of your tools, files, and data organized in a Roadmap within a single project file, you can focus less on non-value added
details and more on reaching your goals. Companion lets you create Roadmaps, tools, data, and forms to help your teams in their
continuous improvement efforts.

About this guide

This Getting Started Guide uses a simple example to introduce you to some of the most commonly-used features in Companion.

The example

You work for a call center that has a history of customer complaints about long wait times. You use Companion to determine how
you can improve customer satisfaction by reducing the time customers have to wait to get their issue resolved.

By the end of this guide, you will know how to do the following tasks:
1. Create a new project.
Set up and organize your project.

Use a brainstorm tool to generate ideas and create variables.

2
3
4. Map your process.
5. Work with other variables.
6

Insert a Monte Carlo simulation.

What’s next

Let's get started!

companion.minitab.com 1
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2. Create a New Project

Objectives

Start a new project on page 2

Save your project on page 3

Start a new project

Start a new project from a project template.

Companion comes with a set of project templates you can use as-is or modify to meet your needs. You can also start with blank
project templates to design your own company-specific templates.

1. To open Companion, double-click the shortcut icong.

2. Click New, and then double-click a project template. In this example, choose DMAIC Project.

ing to the CDOV methodology: Concept, Desigr

ng to the DMAIC methodology: Define, Measure

Control

ent focused on

Account

Options

Help
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2. Create a New Project

The project opens in Companion. The following image shows a process map in the workspace.
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The Companion interface includes the following components:

1: Roadmap

The area where you add tools and forms and organize your project into phases.

2: Project Manager

The area where you access the

3: Workspace

management and Roadmap tools.

The area where you view and edit tools.

4: Task Pane

(=] x
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Variables  Process | Lean
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(Available only in maps and brainstorm tools) The area where you enter data about the variables in your process.

Save your project
When you save your project for
1. Choose File > Save.
2.
3.
4. Click Save.

What’s next

the first time, choose a location and enter a name.

Choose a recent location, or click Browse and navigate to a different location.

In the Save Project As dialog box, enter a name for the project. In this example, enter Reduce call wait time.

Now that you created a new project and saved it, you can add team members, complete a project charter, and use the Roadmap to

organize your project.

companion.minitab.com
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3. Set Up and Organize Your Project

Objectives

- Add team members, tasks, and other information on page 4
. Complete a project charter on page 4

Use the Roadmap on page 5

Add team members, tasks, and other information

To add team members, tasks and other important information about your project, double-click the appropriate form in the
Management section of the Project Manager.

Reduce call wait time <

Management
Project Today
Project Charter
Team Members & Roles

Tasks

Financial Data

Roadmap

i Define
Measure
Analyze
Implement
Control

Complete a Project Charter

Use the project charter to clearly define your project and document the business case required for stakeholder support and
resources.

Some forms, such as the project charter, share certain data throughout the project. When data is shared, the information you enter
in one form automatically populates in other forms where it appears. For example, when you add the project name, status, and start
date in Project Today, they also appear in the Project Charter.

To open the project charter, double-click Project Charter in the Management section of the Project Manager.

Use the Roadmap

As you work through your project, you can use the Roadmap as a guide to the forms and tools you need to complete within each
phase.

You can follow a default Roadmap, or you can customize one by adding and deleting phases, forms, and tools. Use the Shift key or
the Ctrl key to select multiple items, then drag and drop or copy and paste them to rearrange the Roadmap. You can also create
folders inside phases to group similar content. Additionally, you can insert a Minitab 19 project into the Roadmap, where you can
open it, run analyses, and save it as part of your project.

To add phases, forms, and tools to the Roadmap, click the Insert tab.

To start a Minitab 19 project from the Roadmap, right-click a phase and choose Insert > Minitab Project.

companion.minitab.com 4
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What’s next

Reduce call wait time

Management
Project Today
Project Charter
Team Members & Roles

Tasks
Financial Data

Roadmap
4 Define
== Fishbone
@, Process Map
) C&E Matrix
Measure
Analyze
Implement

Control

Now that you added team members and other important project information, you can start brainstorming to identify potential causes

for long call wait times.
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4. Use a Brainstorming Tool

Objectives

Learn about brainstorming tools on page 6
Insert a fishbone on page 7
- Generate a brainstorm list on page 7

- Create x and y variables from a brainstorming tool on page 7

About brainstorming tools
Companion offers three types of brainstorm tools.

Use a fishbone to brainstorm the possible causes of a particular effect.

-
-\
/ l

Cause ﬂ

DR

Affinity ‘

Use a CT tree to identify ways to meet customers’ needs. CT trees support brainstorming for inputs to a central, critical-to-quality
statement.

Critical to

Affnity

Input ‘

Use an idea map for general purpose mind-mapping or brainstorming. Idea maps support brainstorming for ideas about a central
question.

companion.minitab.com 6
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Insert a fishbone

To insert a fishbone, complete the following steps.

1. Inthe Project Manager, click on any phase or node in the Roadmap.

2. Choose Insert > Fishbone.

HaER . % o &

New Relasted  Minitab | Form Analysis Process  Value

- Idea CT Monte Carlo
= Folder Document Project File Capture Map Stream Map Map Tree Simulation
Roadmap Attach Form Tools Mapping Tools Brainstorming Tools | Simulation Tools

Generate a brainstorm list

In a fishbone, an idea map, or a CT tree, you can quickly generate a brainstorm list by typing items in the task pane, or by importing
variables from other tools in your project.

1. In a brainstorm diagram, choose View > Task Pane.

2. Inthe task pane, type an item and press Enter.

Select one or more items in the list and drag them to a shape on the diagram. You can also drag items from the diagram back
to the list.

Fishbone x

>
Impeort X Variable El Import ¥ Variable

Type an item, and then press Enter to add it
to the list.

representatives lack proper training
representatives lack authority to resolve iss
knowledge base is not up-to-date

peak hour staffing issue
Long call wait time too long to determine problem

Tip: To import variables from other tools into the brainstorm list, click Import X Variable or Import Y Variable in the task pane, and
then, in the Data Selection dialog box, select the variables to import.

companion.minitab.com



http://companion.minitab.com
https://support.minitab.com/en-us/companion/help-and-how-to/data-architects/overview/data-architects-and-the-design-center/

E Companion by Minitab’ 4. Use a Brainstorming Tool

Create x and y variables from a brainstorming tool
You can make an x variable or a y variable from a shape on a brainstorming tool.

Then, you can use these variables in other parts of the project without having to retype them. For example, you can add the
variables to process map shapes or to cause and effect matrices. In this example, you want to make x variables from the shapes
labeled “representatives lack authority to resolve issues” and “representatives lack proper training”.

1. On a brainstorming tool, select representatives lack authority to resolve issues and representatives lack proper training,
right-click, and then choose Brainstorm > Make X Variable.

2. When the Make Variable dialog box appears, click OK.

\

/ representatives lack authority to resolve i§sue |

Insert 4
| Cut Ctrl+X
represent; x . e
3 Copy Ctrl+C
problem | < Delete Delete

Select All Ctrl+A

()

Insert Comment

Edit Text

i [ a

Hyperlink...

Format 3

73= Switch Sides

X| Make X Variable
[F] Make Y Variable

) Send to Word
@ Send to PowerPoint

Companion makes a copy of the affinity, sibling, or child as an unmapped variable. An unmapped variable is one that is not
assigned to a shape on a process map.

What’s next

Now that you generated ideas and made x variables from shapes on a brainstorming tool, use a process map to map your process.
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5. Map Your Process

Objectives

- Insert a process map on page 9
- Add shapes and connectors on page 9
Move unmapped variables to a shape on page 10
- Show data on a map on page 11
- Add a cross-functional process map on page 12

Insert a value stream map on page 13

Insert a process map
To insert a process map, complete the following steps.
1. Choose Insert > Process Map.

2. Click a process map template, and then click OK.

ooOO=2evVDD -
afjatagoooE|-
LT NS Ny

Add shapes and connectors

Use the shape gallery to create your process map.

N

In the Shapes gallery, complete the following steps:

a. Click the start shape @, click the workspace, and while the shape is selected, enter Customer call received.

{ Customer call
received

b. Click the decision shape<{», click the workspace, and while the shape is selected, enter Right representative?.

( customer call | Right
received Representative?-

2. Connect the shapes.

a. Click the right-angle connector 1, , and pause the cursor on the start shape.

{, Customer call & : Right
received | ‘Representative?

companion.minitab.com <)


http://companion.minitab.com

E Companion by Minitab’

5. Map Your Process

b.  When the anchor points appear on the shape, click one and drag one to an anchor point on the other shape. Anchor points
keep the shapes connected when you move them around on the map.

( Customer call
received

3. Continue to map your process.

FaN

Right
Representative? P

=~

received

( Customer call |

— Call routed back—+

> Right
/ Representative?

No

Wrong
representative

.

—— Yes —P<_|ssue resolved? >

Yes—{ End call

Y ;

i

Call on hold

t i

p———————_Issue resolved? >

Tip: Use the Multi-Insert button on the Ribbon to add the same shape or connector multiple times.

0

Select IMulti-Tnsert

Maode

abl!

P..-ln

Move unmapped variables to a shape

You can add, copy, and move x variables, y variables, lean data, and process data to shapes on a process map to give you a better
understanding of which variables affect the outcome of each step.

In this example, you want to move the unmapped x variable you created in the fishbone to a shape on your process map.

1. Select the Wrong representative shape.

2. Inthe task pane, under X - Input Variables, click Move.

companion.minitab.com
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3. Inthe Data Selection dialog box, select the variable, and then click OK.

= Data Selection X

X Variables List:

Process Map - Activity ~ Name Type Data Type =
[¥] Unmapped Variable call routed to wrong representative
!_ | Unmapped Variable not enough phone lines
[ Unmapped Variable customer chooses wrong option
! | Unmapped Variable too long to determine problem
1 r

Uncheck All

OK | Cancel

The variable name appears in the task pane.

Variables = Process = Lean

X - Input Variables

—— Call routed hack—+ Nev | Move | Copy X | Coy.)
g
i Cu:;i::idca” '_J—’ R?DTERSIE:;@-'E? T Y - Output Variables
2. | New | Move | Copy X | Copy ¥
No
o 85— o
Wrong

a7 representative

o a

Show data on a map
Show data on the map to see where to focus your attention.

1. Right-click the shape Wrong representative and choose Shape Data > Select and Arrange Shape Data.

2. Inthe Select and Arrange Shape Data dialog box, under X Variable, drag Name to the shape, position it, and then click OK.

[E3 Select and Arrange Shape Data b

Data: Display location:
WA
NVACT
Rework %
Scrap %
Sequence ID
StDev
VA %
VACT
Yield(TP) %
Yield(TRAD) %
4 X Variables
Data Type
Lower Limit
Optimal Setting
Status
Target
Type
Units
Upper Limit XVarisbles Name
4 Y Variables
Data Type
Lower Limit
Name
Target
Units
Upper Limit - ~

@ Todisplay data on the map, drag data from the list to where you want it to appear next to the shape.
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The variable appears next to the shape.

— Call routed backj

I Customer call "‘| 1 » .~  Right
received .,' - “Representative?-

No

.

Wrong
representative

X:call routed to wrong representative

Yes ——|

Add a cross-functional process map

If the process that you are evaluating contains multiple phases that occur in different departments, you can use a cross-functional
process map to display the process.

1. Choose Insert > Process Map

2. Click the cross functional process map template, and then click OK.

Note: Departments (also called swim lanes) divide the steps horizontally. After you add a department, you can add a phase.

-

3. Add phases, departments, and process steps to complete your map.

Reduce Call Wait Time
Initial call Tier 1 Delay Tier 2 Delay Resolution

[ Customer call

I 2
Start | received .“
" Right - N
Representative —_—e< e Yes ———P< Issue resolved? ~

“Representative?~”

- - Yes
Wrong > B
Call on hold %< Issue resolved? >
Error Cause representative %
X:call routed to wrong representative T
No
.
End End call
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Insert a value stream map

A value stream map shows how materials and information flow through the value stream. A current state value stream map helps

you to identify waste and to envision an improved future state.

buymorebooks.com | Customer Demand
8000 pieces /mo
11 Orders = 1. (Takt Time 3.60000 min)
Publisher Final Customer
1 shipmen
per week
e s
Out of Stock € \;‘.y nventory
" ;'_:.LLU[J |
|perday |
[Publisher's local r
warehouse
| Sales Process ] A Fulfillment | A Packing | . Shipping
- _’.'.—' .—-.\—’ — vy
000 _ - 1000 — 5 000 - . 84g0
90 min Cycle Time 4 min 30 min Cycle Time  2min 100 min Cycle Time 3 min 720 min Operators 1
VA CT 3 min VACT 05 min VACT 25 min
Operators 42 NVACT 15 min Operstos 32 e -
Operatoss 20 otal {T= 31 min
20 min 4min 90 min 120 sec 100 min 12 e Tokal VA.CT = 28.3 min
3min 30sec | 2 min Total NVA CT = 25 min
Lead Time = 1031 min

1. Choose Insert > Value Stream Map.

2. Click a value stream map template, and then click Create.

. If you opened a template that contains shapes and connectors, then start by adding data to the shapes. Add additional shapes

and connectors as needed.

. If you opened a blank template, then start by adding shapes and connectors to map the value stream.

As you add data to shapes on the value stream map, Companion calculates a timeline at the bottom of the map. Inventory time

appears on the peaks of the timeline, as shown in the following image.

Cycde Tme 4 min
VACT

R =P

1000

Imin
Cperatos 47
Tmin 7
Cycle time appears in the troughs of the timeline.
. - -
7000 _ 1000
S0 min Cycle Tme 4 min
WA CT Imin
Cperatoss 47
%0 min m 200 min

What’s next

Now that you have mapped your process, you can use various forms to evaluate the variables that are affecting your process and

develop plans to address the issues.

companion.minitab.com
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6. Work with Variables in Forms

Objectives

- Use a C&E matrix to prioritize x variables on page 14

- Add a control plan on page 15

Use a C&E matrix to prioritize x variables

After you map your process, you can insert a C&E matrix to evaluate and prioritize the potential variables that might be causing long

wait times.

1. Choose Insert > Form.

0 i | 4 4 ol
0 & . G == 2C i
New Related  Minitab Process  Value Fishbone Idea CT Monte Carlo
= Folder Document Project File Map Stream Map Map Tree Simulation
Roadmap Attach Form Tools Mapping Tools Brainstorming Tools | Simulation Tools

2. Inthe Insert Tool dialog box, click C&E Matrix, and then click OK.

3. Toadd an x variable, hold the pointer on the row, click the add/delete button|, and then choose Create New X Variables.

Importance of each cutput to the customer
Outputs

Process Map - Activity

Inputs (X Variables)

Create New X Variable ( ]D
n each output

Select Existing X Variables

Weighted Value by Input

9% of Net Effect by Input  Status

4. Toadd ay variable, hold the pointer on the column, click the add/delete button g, and then choose Create New Y Variables.

&E Matrix [+ ]
P
Importance of each output to the customer Gremte New YV siable
Outputs

Process Map - Activity Inputs (X Variables)

Select Existing ¥ Varisbles

t Effect by Input  Status

Weighted effect on each output

5. Complete the matrix.

To move between fields and table cells, press the Tab key.

companion.minitab.com
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6. Review the Pareto Chart to determine which x variables are likely to have an effect on reducing call wait time. The Pareto Chart
identifies representatives lack proper training and too long to determine problem as potential variables that have the most
impact on long wait times.

Input Effect
700 ___7)__.‘ 100
o -
L st -80
| 500- T
5 50 e LoE
T e g
/"V ]
% 300 _’,/" 40 g
200 —
; 20
100
0 (1]
o n y &m\" \‘{'5‘ v ,9}‘7 &Oﬂ
.
" \d‘nr& \ 5“\( #o"‘g
o o w""‘q & eNz‘goc"'
o o o o
o a‘""‘w
Data values 182 172 168 113 88
Percent 252 238 232 156 122
Cum % 52 as 722 878 100
Inputs

Add a control plan
After you identify the problem areas to address, you can use a control plan to create a list of the following items:

- The vital inputs to be controlled and outputs to be monitored.

. The tools to be used for controlling or monitoring these variables.

Note: You can create new x and y variables that you believe are affecting your process or you can select existing variables that you
have already identified. For example, variables from a process map are available in the C&E matrix and are displayed when you
choose to select existing variables.

1. Choose Insert > Form.

o8 % G S-Hf &

Analysis Process  Value Fishbone Idea CT Monte Carlo
apture  Map Stream Map Map Tree Simulation

New = Related Minitab
e Folder Document Project File

Roadmap Attach Form Tools Mapping Tools Brainstorming Teols  Simulation Tools

On the Insert Tool dialog box, click Control Plan, and then click OK.

3. To add an x variable, hold the pointer on the row, click the add/delete button I, and then choose Select Existing X Variables
to see the variables that you created earlier on your fishbone diagram.

Select Process Map - Call on hold while the representative researches or consults with others.

Complete the form.

ey Inputs (Vital Xs) to be Controlled
Activity / Step Input Specification Control Control Description
Characteristic to be Method
Controlled
Process Map - Call on hold while the representa ~ representatives Representative Training Plan  All representatives to receive 3 week
lack proper Certification training program prior to staffing
training phones.

What’s next

Companion provides a Monte Carlo simulation tool that lets you use random data samples to evaluate the behavior of a complex
system or process.
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7.

nsert a Monte Carlo Simulation

Objectives

« Learn about Monte Carlo simulation on page 16
- Learn about parameter optimization on page 17

- Learn about sensitivity analysis on page 18

What is Monte Carlo simulation?

If you want to improve your product or service by using simulated data, you can insert and run a Monte Carlo Simulation. Monte
Carlo simulation uses repeated random sampling to simulate data for a given mathematical model and evaluate and optimize the
outcome.

1. Choose Insert > Monte Carlo Simulation.

2. After you insert a Monte Carlo simulation, there are four main steps to running a simulation in desktop app.

a. Define the model and run the simulation. Enter the variables and the response equation manually, or click Import Models
from Minitab and import them from a Minitab 19 project.

b. Review the results.
Perform a parameter optimization.

d. Perform a sensitivity analysis.

After you run a Monte Carlo simulation, Companion displays the results, how your results compare to generally accepted values,
and guidance for next steps.

Simulation Results

Process Performance (Cpk)

0.3478

% Out of Spec

15.50 %

Summary Statistics
N B

Mean

Standard Deviation

ect Time values to fall outside of the

The simulation indicates that you can expec
s ally accepted minimum value of

tion limits. This ssponds to a Cpk ¢

* More Results

Next Steps @
The Cpk is below the generally accepted value. To improve these results

C « lue, Tc you can perform Parameter Parameter Optimizati
Optimization to identify optimal settings for the inputs that you can control
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What is parameter optimization?

Parameter optimization identifies optimal settings for the inputs that you can control. Companion searches a range of values for
each input to find settings that meet the defined objective and lead to better performance of the system.

Parameter Optimization Results

Process Performance (Cpk)

0.4688

% Out of Spec

8.79%

Summary Statistics
N

Mean

Standard Deviation 5.1661

» More Results

Assumptions

Optimization Goak Minimize the % Out of Spec of Project Time
Inputs
Name New Settings Search Range Previous Settings Distribution
Proposal 05 2 Low High: 0.35; 2] Uniform
Low High
@ Low High 1224
4 Low: 4.5 High: 5 5; 15 Norm
puts
Name Equation
Project Time Proposal +Scoping + Execution+Delivery
Next Steps @
pk is below the generally ac ue. Consider p ning a Sensitivity Analysis, which Sensitivity Analysis

demonstrates how changes to the v. of the inputs affect the variation of Project Time.

You can also perform another Parameter Optimization with wider ranges

What is sensitivity analysis?

Sensitivity analysis identifies inputs that have little effect on the variation of the output, or inputs that reduce the variation of the
output. Companion displays a graph that shows the effect of changing the input standard deviation on the percent of output that is

out of spec.
»

§ 1
.

5
- 15
e
= o
§ 125
=
g
= 10
g a5
W
- 5
-
=

0% 30% -20% 0% 5% 0% 5% 10% 20% 0% 0%
Change of Input Standard Deviation

After you analyze the results, you can change inputs or outputs, and then rerun the analysis to evaluate a number of “what if”
scenarios.
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What’s next

For videos, how-to’s, and glossary terms, go to Companion Support.

Minitab B  Our mission is to help people discover valuable insights in their data.

Minitab helps companies and institutions to spot trends, solve problems and discover valuable insights in data by delivering a comprehensive and best-in-class suite of
data analysis and process improvement tools. Combined with unparalleled ease-of-use, Minitab makes it simpler than ever to get deep insights from data. Plus, a team of
highly trained data analytic experts ensure that users get the most out of their analysis, enabling them to make better, faster and more accurate decisions.

For nearly 50 years, Minitab has helped organizations drive cost containment, enhance quality, boost customer satisfaction and increase effectiveness. Thousands of
businesses and institutions worldwide use Minitab Statistical Software, Companion, and Quality Trainer to uncover flaws in their processes and improve them. In 2017,
Minitab acquired Salford Systems, a leading provider of advanced analytics which delivers a suite of powerful data mining, predictive analytics and modeling capabilities.
Unlock the value of your data with Minitab.

m Minitab E Companion by winitab: Quality Trainer” O} Salford Predictive Modeler®

© 2019 Minitab, LLC. All rights reserved.
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