MindView for
Workplace
Adjustments

How Mind Mapping Supports
Neurodiversity in the Workplace

What'’s inside:

Executive Summary
Dyslexia in The Workplace
Mind Mapping & Dyslexia

Mind Mapping Software
MindView in the Workplace

Case Study: How an Employee with ASD Copes at Work Usin
MindView AT Mind-Mapping Software

MATCHWARE _ . Matchware Inc.
. M““Ivlew 1-800-880-2810
www.matchware.com

1




Executive Summary

Employers are now responsible for supporting
dyslexic employees by providing software and
aids to help them overcome the obstacles
they experience in the workplace. Mind
mapping is a multisensory strategy used
by dyslexic individuals for many decades to
assist with writing, memory and organisation.
Recent advances in mind mapping software
can provide support for dyslexic users via a
range of tools. This report looks at why mind
mapping can help dyslexic employees in the
workplace and examines the key aspects of
mind mapping software that enables dyslexic

employees to reach their full potential.



Dyslexia in The Workplace

Dyslexia, once referred to as “Word Blindness”, is often associated with reading and spelling difficulties. Literacy
difficulties are often the earliest indicator of dyslexia, however, due to the cognitive nature of dyslexia, it often impacts
a much wider range of skills. Over the past three decades, research into the causes of dyslexia has led to a greater
understanding of the difficulties associated with it. Dyslexia is now described as:

“a combination of abilities and difficulties that affect the learning process in one or more of
reading, spelling and writing. It is a persistent condition. Accompanying weaknesses may be
identified in areas of speed of processing, short-term memory, organisation, sequencing, spoken
language and motor skills.”

~ British Dyslexia Association, 2007

It is estimated that between 10 and 15% of the population experience some difficulties due to dyslexia and associated
Specific Learning Difficulties (SpLD), with 4% severely affected (British Dyslexia Association, 2012ii). Although often
perceived to affect only an individual’'s educational achievement, dyslexia and specific learning difficulties can have a life-
long impact on day to day tasks as recognised by the Equality Act 2010 (Office for Disability Issues, 2010iii).

While literacy skills may be acquired over time, dyslexic individuals often continue to struggle with mastering new tasks
and recalling information. Many of these difficulties are caused by deficits in working memory and reduced speed of
cognitive processing. This leads to ideas, concepts and information being lost from the conscious mind before they can
be assimilated into long-term memory. Tasks such as writing down phone numbers, taking notes in meetings or preparing
a presentation may all cause difficulties (Moody, 2010iv). Employers are now responsible for making reasonable
adjustments and providing dyslexic employees with the equipment needed to remove the barriers they experience in their
employment (Equality and Human Rights Commission, 2011v).



Mind Mapping & Dyslexia

A Mind Map is a diagram used to represent concepts, ideas, tasks or other items linked to a central theme. The term Mind
Mapping was coined by Tony Buzanvi in the 1970s to formalise the approach of visually representing relationships and
concepts through radial diagrams, incorporating colour and images with keywords to represent ideas. Buzan popularised
the use of mind maps to support note-taking, efficient reading, memory and recall of information — all areas that students
and adults with dyslexia continue to have difficulties with — and brought visual mapping techniques to the attention of
educators and psychologists. Mid map form part of the wider field of concept maps and graphical organisers, such as
flow or spider diagrams used extensively in education, personal organisation and the workplace (Novak, 2006vii).

Many dyslexic students and adults find that they can more easily assimilate information if it is presented and manipulated
in a visual, non-linear format. Recent studies have shown that mind mapping and other graphical techniques are effective
for people with dyslexia (Dexter, 2010viii). The visual-spatial nature of mind maps lends itself to the way many dyslexic
students and adults process information, as they are able to capture information and manipulate it visually. Grant (2010)ix
proposes that this is due to visual memory skills compensating for working memory and processing difficulties. Dyslexic
individuals widely use mind maps for:

+ Understanding and note taking on new topics

+ Creating project plans and drafting reports

+ Planning and delivering presentations

+ Managing to-do lists and deadlines.

+ Using templates to ensure documents are structured correctly

~ McLoughlin & Leather, 2013

Furthermore, many dyslexic individuals find using a multi-sensory approach to working (combining visuals, sounds

and words) enables them to overcome some of their difficulties. Mind maps convey information in a multisensory
environment. Complex information can be broken down into keywords and relationships. Images and colour can be used
to categorize or stress relationships.



Mind Mapping Software

Concept and mind mapping has been embraced by the corporate world as a planning and management tool (Moon et

al, 2010xi) as well as in clinical care (Schmehl, 2013xii). In a survey of mind mapping software users by Frey (2011)xiii,
over 50% of the respondents reported that mind mapping software increased their productivity by 30% or more and had a
significant impact on the way they worked. Respondents also reported that mind mapping software is particularly useful
for understanding complex issues and managing workloads. Mind mapping software is now used in the majority of large
companies (Innovation Management, 2007xiv). Sophisticated mind mapping packages link mind maps to a range of
office and management tools — for example being able to export a mind map as a Microsoft Word report or links tasks
and actions to Microsoft Outlook.
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Software that enables users to create concept or mind maps bring added advantages for dyslexic users as it allows them
to capture ideas and information and then view it in a visual, non-linear form. However, the choice of mind mapping tool
used in the corporate world is often directed by the IT and project management objectives. The priorities and the needs of
dyslexic employees should also be considered when procuring mind mapping and organisational tools; as this group will
benefit from specific aspects of these software packages. In a report on feedback on the use of mind mapping software,
James and Draffanxv draw attention to the important features for dyslexic users:

Ability to rearrange and style the map to suits the user’s
preferred thinking style

This allows maps to be customised to make content
easier to read and understand. Software packages that
provide tools for quickly switching between different
layouts and designs allow maps to be re-configured for
different users with minimum effort.

Provision of an outline/text view of the map content

By switching between a map and an outline view, dyslexic
users can read and edit information in their preferred
non-linear visual view and then easily switch to a linear
or list view of the information. This is particularly useful
when using maps to outline reports and presentations.

Ability to export to Word, PowerPoint and other Office
applications with minimum of re-formatting

Being able to export the content of maps to other office
applications allows dyslexic users to use the mind map
as their central workspace. Reports, presentations and
spreadsheets can then be created quickly to share with
colleagues and clients.

Ability to quickly add content to the map with the
minimum of keystrokes

Capturing ideas and thoughts quickly is important.
Software packages that enable users to type a keyword
and press enter to add a new branch are the most
powerful for those users with poor working memory.

Facility to add notes, images, icons and colour to maps.
Access to a range of tools to annotate and link sources
to a mind map can make it a powerful knowledge store
and memory tool.

Compatibility with text-to-speech and other
accessibility tools

Dyslexic employees may rely on text-to-speech to
assist with reading or speech recognition to enter text.
Similarly, they may need to alter the colours and fonts
of text to assist with reading. Mind mapping software
should be compatible with these assistive tools.



MindView in the Workplace

MindView is a powerful mind mapping package used widely in education and the workplace. As well as offering advanced
management and collaborative features, it provides a unique range of tools developed to support dyslexic employees:

Familiar interface
MindView uses a similar interface to Microsoft Office packages; it feels familiar making it easier to learn and use
effectively. The Simple Interface option enables users to see key functions.

Personalising the mind map
MindView allows users to change map styles and layouts to suit their individual learning style. Users can develop
custom styles for use in future maps.

Quick idea generation enabling the user to focus
MindView allows users to generate and express their ideas visually on the computer using simple keyboard shortcuts or
icons. Full-screen mode enables a map to be created and edited without any distractions.

Utilise a range of templates
MindView comes with over 50 business-focussed mind map templates providing guides and frameworks for everything
from business strategy to day-to-day planning. Users can edit or create new templates to match their needs.

Outlining and reviewing mind maps
MindView allows users to switch to an outline view to get a linear overview of their work.

Annotate & extend maps
MindView allows users to add content to maps via text notes, hyperlinks, sound files and attachments. This allows
users to visually organize ideas, notes or research into one document with links to all the relevant information.
Additionally, images from the included multimedia catalogue, shapes and icons can be added to branches to provide
visual cues.



Exporting to Microsoft Office
MindView integrates with Microsoft Office. Users can turn their mind maps into structure Microsoft Word or PowerPoint
documents with one click. Alternatively, presentations can be delivered from within MindView using the Presentation
Mode.

Visual action plans
Dyslexic employees struggling with time management and organisation can add dates and times to their MindView
maps. With one click this information can be converted into a timeline which can be further personalized by adapting
styles and using different colours and icons. Gantt charts can be produced at the click of a button for project
management activities. Tasks can also be exported to Microsoft Outlook.

Compatibility with Assistive Tools

the developers of MindView have worked to provide compatibility with popular assistive tools. Speech recognition users
can utilise macros to control and edit maps. The integrated “Narrate” tool reads aloud map content.
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at Work Using MindView A

Mapping Software

Mohammed Asif
ATM Operations

Company
Lloyds Banking Group

Industry
Personal Banking/Finance

Location
London, UK

At-A-Glance

Lloyds Bank offers a
comprehensive range of
financial products and services
- including current accounts,
savings, mortgages, loans and
credit cards.

LLOYDS BANK

Background

Mohammed Asif works for ATM Operations at Lloyds Banking Group. As well as making
sure that support issues are completed within strict timescales, he is also involved with
completing system updates, prioritising and organising workloads, process development
and ongoing process reviews. This means that every day he has to balance the demands
of incoming technical support against on-going projects. Mohammed sometimes finds

it difficult to communicate, prioritise and organise tasks as he has an autism spectrum
disorder. In particular he would find it difficult to put thoughts down on paper and then
structure and prioritise them.

Challenge

Like many people with an ASD, Mohammed is a visual learner. He finds connecting
information spatially, using colour and images helps him organise his ideas and

gets him started on tasks that he would otherwise struggle to know where to begin.
Mohammed underwent a workplace assessment that suggested mind mapping
software may help with structuring tasks and communication. This led him to try
Matchware’s MindView software. MindView is a powerful mind mapping package used
widely in education and the workplace. As well as offering advanced management and
collaborative features, MindView’s AT Edition provides a unique range of tools for users
who need additional support with writing and reading. With MindView, users can quickly
build a map with all their ideas, and then re-organise and extend their thoughts simply by
dragging ideas around the map. Mohammed noted “Even though MindView has lots of
tools built-in, within a couple of weeks | was very efficient with using the software. | use
it all the time now.”



‘|l have used other
mind mapping
programs, but they
did not have the
functionality | needed
in the workplace”

Capturing Ideas

Mohammed found that with MindView he can capture his ideas and organise his tasks
much more quickly than before. “When | use MindView, it helps me to think better and
more creatively. | don’t have to worry about what I'm saying, just the ideas and how |
connect them.” He also found being able to add colour and images to his MindView
maps made it easier to read the information. “I find that if | associate ideas with
pictures or particular colours then | can recall them more easily. | can think through

my ideas based on their spatial relationship, remembering what they look like which

is much quicker for me. | can also use the text to speech tool in MindView to read
aloud everything | have written to make sure it is correct, which is improving my written
communication.”

Integration with Office

Mohammed has also been impressed with how MindView integrates into the common
Office applications. “I have used other mind mapping programs, but they did not have
the functionality | needed in the workplace. MindView offers the right supportive
features as well as all the productivity tools | need in the workplace.” Mohammed finds
the office integration particularly useful for supporting written communication. “While

| might prefer to keep my information on a visual map, that's not always the best way

to share it with colleagues to complete a report. MindView's Word export tool makes it
easy to export my map as a Word document. The document it creates is structured with
headings making it easier for everyone to navigate through, and for me to complete any
remaining sections.”

Mohammed also makes use of MindView's project and task management tools. “I add
deadlines for tasks to my map, this helps me prioritise my work and with the timeline

| can see which task | should work on next. | have also found the Gantt chart view very
useful when | have been working on new projects.”

Conclusion

Now that Mohammed has been using the software for two years he continues to see
the positive benefits. “MindView is helping me to work quicker and more efficiently. It's
also helped me be more creative and makes managing my workload less stressful. | can
really see how it has improved my performance overall.”



