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Appendix 15 

Basic Flow Chart Shapes 
Terminator
[image: image1]  or 

This shape tells you where the flow chart begins and ends. You need to enter the words to show the entry and exit points of the flow chart. For example, you can enter “Start” or “Begin” to show the start of the flow chart and “End” or “Exit” to show the end of the flow chart. 

Connectors

The connectors show the sequence of the flow chart. These are lines with an arrow at one end. Flow charts are usually drawn top to bottom or from left to right. 

Process or Rectangle 
[image: image2]
A rectangle is the most common shape in the flow chart. It is used to show a process, task, action or operation.. The text in the rectangle almost always includes a verb, for example, “Take order” “Give invoice” “Make payment”. 

Decision Box  SHAPE  \* MERGEFORMAT 



To indicate a decision, a trapezium is used in the flow chart. A decision is usually shown with a question and the flow chart shows which sequence to follow based on the answer to the question. In the example below, if your answer is “yes”, you follow the sequence to the right and if your answer is “no” you follow the sequence below.

 SHAPE  \* MERGEFORMAT 
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Yes





No





Is payment made?
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