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Introduction

Microsoft Visio is flowcharting software that can be used to represent processes, workflows, networks, office
organizations, data flows, cause and effect diagrams, timelines, floor plans, electrical circuits, charts, and
more. This booklet covers the creation of a flowchart, an organizational chart, and a timeline.

The Microsoft Office 2010 Interface

The Ribbon
| Drawing2 - Microsoft Visio =t = 52
Home Insert Dasign Data Process Review View a@ o =
| = | ¢ PointerTool |1+ Sy Fill - = [ Bring Forward Find -
Calibri lept = at o= (s pointer Tool|[] ' = # Bring 3 @ Fin
. 52 g_,—'? Connecor X g Line = 3 Ak 37 Layers =
Paste Y . = iF = = gn Paosition . .
: B I U abe Aa _— = i A Text @ L shadow ~ 2 if25) I Select ~
| Clipboard Font ] Paragraph ) Tools Shape Arrange Editing

Figure 1 - The Ribbon

The ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by tabs. The
ribbon is designed to help you quickly find the commands that you need to complete a task.

The ribbon is made up of a set of tabs that pertain to the different functionalities of Visio, such as designing
pages, inserting objects onto pages, or linking data to shapes. Each tab is further divided into logical groups (of
buttons), such as the Font group shown above. There are also “contextual tabs” that appear, depending on
what you are working on at that time. For example, if you insert pictures, the Picture Tools tab appears

whenever a picture is selected (see Figure 2).

|E|| =, B Drawing2 - Microsoft Visio Pictirre Tools = = 37
Home Insert Design Data Process Review View Format | (] @ o B &R

Ly e u ¥ { | P =1
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gt O j s — =] ] ._II:Q. —a
Erightness Contrast AutoBalance Compress Line Ering Send Rotate Crop
" x Picture = Forward = Backward = =, Tool

Adjust a | Pictare Styles Arrange

Figure 2 - Contextual Tab
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The File tab

Clipboard

Figure 3 - File Tab

The File tab provides a centralized location called the Microsoft Office Backstage View, for all tasks related to
Visio file management, which includes opening, creating, closing, sharing, saving, printing, converting to PDF,
and emailing. The Backstage View also allows for viewing document properties, removing personal
information, and reducing the file size by removing unused items.
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Figure 4 —File Tab
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Flowcharts

Creating a New Flowchart

1. Click on the File tab.
2. Choose New.

3. Select the Flowchart template category.

Choose a Template
+ fif Home
s B @ ﬁ o L
P oo 11 I
o) R S = | (@ s
Business Engineering Flowchart General Maps and
Floor Plans

Metwork Schedule Software and
Database

Figure 5 - Flowchart Template Category

4. Select the flowchart of your choice.

Choose a Template

€ (& Home * Flowchart

|

Basic Flowchart BPMM Diagram Cross-Functional IDEFD Diagram Microscft SDL Diagram
Flowchart SharePoint
Workflow

Work Flow Diagram

Basic Flowchart

Create flowcharts, top-down diagrams, information
tracking diagrams, process planning diagrams, and
structure prediction diagrams, Contains connectors
and links,

) Metric Units
@ US Units

Figure 6 - Flowchart Templates

5. Select Metric or US Units.

6. Click on the Create button.
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Building the Flowchart

1. Click and drag a shape from the Shapes window onto the drawing page.

ShEpES £ m;:hHI|||I|||I|||I|ﬁl|||I|i|I|||I||5|I|||I|||I|||I|
More Shapes ] _E
Quick Shapes _E
I Basic Flowchart Shapes (U5 units) | m_f
Cross-Functional Flowchart Shapes (US units) _E
Basic Flowchart Shapes (US units) = R =7
] -
==
|
I:I Process [<> Decision ‘} =
I]:” Subprocess () Start/End =

Figure 7 - Inserting Shapes

2. Repeat the process until all the shapes for the flowchart have been placed.
3. Click the Connector Tool on the ribbon. 5= Connector

4. Click to select a shape on the drawing page. Connecting arrows appear around the shape.

Figure 8 - Connecting Arrows

5. Place the mouse cursor over an arrow.

You have the following three options to connect the shape to other shapes: automatically connect to a nearby
shape, create and connect to a new shape, or manually connect to any shape on the drawing page.
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5.1. To automatically connect to a nearby shape, click on the blue arrow to confirm the connection.

L 4

Figure 9 - Connecting to Nearby Shape

5.2. To create and connect to a new shape, click on a shape from the pop-up.

LI M=

[T

Figure 10 - Connecting to a New Shape

w

5.3. To manually connect to any shape on the drawing page, drag the blue arrow to connect to a Glue
Connection Point on the other shape, and then release.

C. D

Figure 11 - Glue Connection Point

G

L 4

Figure 12 - Connecting Manually to Another Shape
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Modifying the Flowchart
6. Altering a connecting line:

6.1. Click on the connecting line to select.

Move
Midpoint

6.2. Move the Midpoint by dragging it on the screen.

6.3. Release the Midpoint.

Figure 13 - Selected Connecting Line

Figure 14 - Modified Connecting Line

7. Removing a connection:

7.1. Click on the connecting line to select.

7.2. Press the Delete key.

Figure 15 - Removed Connection
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8. Redirecting a connecting line to a different connection point:

8.1. Click on the connecting line to select.

Mowve
Endpoint

Figure 16 - Selected Connecting Line

8.2. Drag the Endpoint and align it with another connecting point of the shape.

Figure 17 - Aligned Endpoint

8.3. Release at the connection point.

Figure 18 - Redirected Connection
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Connecting to a different shape:

9.1. Click on the connecting line to select.

9.2. Drag the Endpoint and align it with a connecting point of a different shape.

Figure 19 - Aligning Endpoint with Another Shape

9.3. Release at the connecting point.

Figure 20 - Connected to a Different Shape
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10. Moving a shape:

10.1. In the Pointer Tool mode, click the shape to select.

Figure 21 - Selected Shape

10.2. Drag the shape to a new location. The connector remains attached.

1 TU
i

Figure 22 - Moving Shape to the Left

10.3. Release the shape at the desired location.

Figure 23 - Moved Shape
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11. Deleting a shape:
11.1. Click on the shape to select.

11.2. Press the Delete key.

Modifying Shapes
12. Formatting a Shape:

12.1. Click on the shape to select.

12.2. Use the ribbon tools in the Shape group, under the Home tab.

by Fill -
o Line =
ﬁ Shadow =

Shape

Figure 24 - Shape Formatting Tools

13. Editing the text in a shape:

13.1. Double-click the shape.

13.2. Enter the text.

13.3. Click outside the shape to confirm text entry.

Figure 25 - Adding Text to Shape
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14. Resizing a Shape:

14.1. Click on the shape to select.

14.2. Drag one of the sizing handles, and then release at the desired size.

Resize
Shape

Figure 26 - Resizing a Shape

15. Rotating a shape:

15.1. Click on the shape to select.

15.2. Click and hold the blue dot above the shape.

Center of
Rotation

Figure 27 - Rotation Dot

15.3. Rotate the shape, and then release at the desired angle.

N\

Figure 28 - Rotated Shape
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Organizational Charts

Creating an Organizational Chart

1.

2.

3.

4.

5.

Click on the File tab.

Choose New.

Select the Business template category.

Business

Choose a Template

+ ¥ Home

@ ?j 2

Engineering Flowchart

General

Maps and

Floor Plans

Metwork

Schedule Software and
Database

Figure 29 - Business Template Category

Select Organization Chart.

Choose a Template

# + (X Home » Business

=

Audit Diagram

4-o
Oo=8

ITIL Diagram

Brainstorming
Diagram

Marketing Charts
and Diagrams

!

TQM Diagram

Value Stream Map

Cause and Effect
Diagram

Chartsand Graphs

EPC Diagram

Fault Tree Analysis
Diagram

&
T

—a

L

Qrganization Chart

COrganization Chart
Wizard

PivotDiagram

Six Sigma Diagram

Organization Chart

Craate diagrams for human resources management,
stoff organimtion, office administration, and
management structures,

sep

) Metric Units
@ US Units

]

Create

Figure 30 - Organization Chart Template

Select Metric or US units.
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6.

Click on the Create button.

Building the Organizational Chart

10.

11.

Click and drag an Executive or Manager shape from the Shapes window and drop it onto the drawing

page.

While the shape is still selected, type the name and the title of the person. The page will zoom to
100%. When done, click outside the shape to confirm the text entry.

Shapes “
Mare Shapes 3
Quick Shapes

r Organization Chart Shapes (U5 units)

Organization Chart Shapes (US units)

[ 1
Executive Manager

Position r___l Consultant

® EVacancy Assistant

E Team frame E'_Iz Staff

I:l MU'tip'E I:l Three

shapes positions
EE g HYET T
== Title/Date o Title

g Dynamic Diotted-line

I
o |
= connector L _ _ report

Figure 31 - Organization Chart Shapes

Drag and drop a Position shape on top of the Executive or Manager shape. The Position shape will be
placed below the Manager shape, with a connector between the two.

Drag and drop another Position shape onto the Manager shape. Any shape dropped onto another
shape becomes subordinate of that shape.

Continue the process until you have added all the necessary positions.
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Note: There may be times when you need to manually connect two shapes. To do this, click the Connector

Tool on the ribbon, position the Connector Tool over one of the connecting points of a shape

(indicated by an X), and drag to a connecting point of another shape.

Manipulating Shapes

To format a shape, select the shape and use the ribbon tools in the Shape group, under the Home tab.

To edit the text on a shape, double-click the shape.

To resize a shape, select the shape and drag one of the sizing handles.

To move a shape, click and drag the shape to a new location. The connector remains attached.

To delete a shape, select the shape and press the Delete key.

To change the connecting point of a shape and a connecting line, click and drag the connecting line so
that the end point of the line aligns with another connecting point of the shape.
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Timeline

Creating a Timeline
1. Click on the File tab.
2. Choose New.

3. Select the Schedule template category.

Choose a Template

r i} Home
. [ . F | _ = :..: 1% :..:
- §‘ ' & ,
_ @ 1] ]@% & 0 : Ejj
saf () 8% ek | o5 L (=
Business Engineering Flowchart General Maps and Metwork Schedule Software and

Floor Plans Databaze

Schedule

Figure 32 - Schedule Template Category

4. Select Timeline.

[
[E— S—
- h:ﬁ
] i H‘
I
Calendar Gantt Chart PERT Chart Timeline

5. Select Metric or US units.

Figure 33 - Timeline Template

6. Click on the Create button.

Building the Timeline

7. Click and drag a timeline style shape (Block, Line, etc.) from the Shapes window onto the drawing
page.
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[ Timeline Shapes (U5 units) |
Timeline Shapes (US units)

Block L
| fimeline = l—""—"' ingfimeline
- e e e
""" Diamond Wl Square
....... milestone : - milestone |

i Circle LY )
. x X milestone
W milestone a3

||||||||||| ||||,lE||||||||||I||

Figure 34 - Inserting a Timeline Style Shape

The Configure Timeline dialog box opens.

Configure Timeline

Time Period | Time Format

X

Time Period
Start: 9/8/2011 E] 12:00:00 AM :
Binish: 3f8j2012 E] 12:00:00 AM L
Scale
Time scale: Months |E|
Start weeks on: Sunday

Start fiscal year on: [1/1/2011

[ Ok ] [ Cancel

Figure 35 - Configure Timeline

8. Inthe Time Period section, set the start and finish dates of the timeline.

9. In the Scale section, select the unit of measure for the timeline.

10. Click the Time Format tab and make any necessary changes.

11. Click OK.

Note: To change any of these settings later, open the Configure Timeline dialog box again by right-clicking
the timeline, and then clicking Configure Timeline.
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1r T T

T

10/1/2011 11/1/2011 12/1/2011 1/1/2012 2/1/2012 3/1/201z2
9/8/2011 3/8/2012
Figure 36 — Block Timeline
12. Drag and drop a Milestone shape onto the timeline.
The Configure Milestone dialog box appears.
Configure Milestone | 2 |
Milestore date: | 10/14/2011 E]
Milestone time: 12:00:00 AM =
Description: Milestone Description
Date format: | 10/6/2011 (=]
Example: 10/14/2011
[ Ok ] [ Cancel ]
Figure 37 - Configure Milestone
13. Set the date and time for the milestone.
14. Enter a description for the milestone.
15. Set the date format.
16. Click OK.
10,/14/2011
Miles-mnegi:ption
=B 4=
T g T T T T T
10412011 11/1/2011 12/1/2011 17172012 2/1/2012 3/1/2012
9/8/2011 3/8/2012

Figure 38 - Block Timeline with X Milestone

Note: You can quickly change the date or time of the milestone by clicking and dragging the milestone

marker to a new spot on the timeline.
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17. Click and drag an interval shape onto the timeline.

—— Bracket
- interval 1

e ylindrical
interval

[I]:III Block intenrall ‘7 Ruler interval

— Bracket
- interval 2

Today
rmarker

Figure 39 - Interval Shapes

The Configure Interval dialog box appears.

Start date:

Start time:
Finish date:

Finish time:

Description:
Date format:

Example:

Configure Interval

10/31/2011

12:00:00 AM

11/30/2011

12:00:00 AM

=

=]
=]

Interval Description

10/8,2011

10/31/2011 - 11302011

[=]

| o

][ Cancel ]

Figure 40 - Configure Interval

18. Enter the interval information in the Configure Interval dialog box, and then click OK.

10/14/2011
Milestone Description

3

10/31/2011 - 11/30/2011

10/1/2011 117142011

978/ 2011

12/1/2011

1/1/2012

2/1/2012

I
3/1/2012
3/8/2012

Figure 41 - Block Interval on Timeline

19. Modifying the Interval Shape

19.1. Moving the interval:

You can quickly change the interval by clicking and dragging the interval shape to a new spot on

the timeline.
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19.2. Moving the interval text:

You can move the interval text off the timeline by clicking and dragging the yellow control handle in
the center of the interval shape.

11/1/2011 12/1/2011 11/1/2011 12{1/2011
Figure 42 - Yellow Control Button Appears on Selected Shape Figure 43 - Dragging the Yellow Control Button
10/31/2011 - 11/30/2011
Interval Description
*
I '} I}
L =, Ly
117172011 12/1/2011
Figure 44 - Text is Moved Off
10/14/2011 10/31/2011 - 113072011
Milestane Description Interval Description
)I( ﬁ
T T I I I I
10412011 11/1/2011 12/1/2011 1/1/2012 2/1/2012 3/1/2012
9/8/2011 /82012
Figure 45 - Timeline with Text Off

Modifying the Timeline

You can edit any of the elements of the timeline by hovering the mouse pointer over that element,
right-clicking, and selecting the appropriate item on the shortcut menu.
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Saving a Diagram
You can save your diagram as a standard Visio file (drawing) that you can share with other people who have
Visio. In addition, there are many different formats that you can save your diagram in directly from the Save
As dialog box.
1. Click the File tab.
2. Click Save As, and then select a format in the Save as type list.
The different formats are useful for different ways of using or sharing your diagram.
¢ Standard image file (including JPG, PNG, TIF, and BMP formats)
e Web page (htm format)
Note that image files and other resource files are saved in a subfolder of the location where you save
the HTM file.

« PDF

e AutoCAD drawing

Printing a Diagram

1. Click the File tab.

2. Click on Print.

3. To print the diagram, click Print.

4. In the Print dialog box, do the following:
4.1. Inthe Name box, select the printer that you want (if it is not already selected).
4.2. Under Page range, specify the pages in the drawing that you want to print.
4.3. Under Copies, specify the number of copies that you want to print.

5. Click OK when you are ready to print.
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