Tutorial Instructions for Opening and Using Microsoft Visio

John Wallace, http://www.devrycols.edu/facstaff/JWallace/visio.doc

1. Log on to any PC workstation.
2. Click on the Start button in the lower left corner of the screen.

3. Scroll up and search through the categories to find the Microsoft Visio application (its exact location in the list of categories may vary depending on which PC you’re using).

4. Click on Visio to open and run the Visio software.

5. With the Visio software now open and running, select the option for Create new drawing (this item will probably already be selected with the radio button filled in), then double click on the selection indicating Choose drawing type…

6. Looking at the list of categories on the left side of the window, click once on the Flowchart selection.

7. Looking at the pictorial selections on the right side of the window, double click on Basic Flowchart.  This will open a form window (a small white page with gridlines) in which you can draw a flowchart.  

8. Click and hold on any one of the Basic Flowchart Shapes on the left side of the window, then drag this shape to the right and onto the empty form window.  When you release, the shape has been copied and remains in the form window.

9. Now, working in the form window, click and hold on the shape, then practice dragging and releasing it to move it to different locations around the form.

10. You may similarly want to practice selecting other Basic Flowchart Shapes from the left side of the screen and also moving them onto the form window.

11. At the top of the screen, find the Connector Tool button on the tool bar (Hint: it’s located between the button displaying the arrow and the button displaying the A).

12. Click once on the Connector Tool button, then move the cursor back onto the form window.


13. Click and hold anywhere on the form window while dragging the cursor – this will draw a connector line.  You can draw multiple connector lines in the form window.  You can “turn off” the Connector Tool by moving back up to the tool bar and clicking the Connector Tool button again (the Connector Tool toggles On and Off).  

14. Don’t worry if you start to fill up the form window with a lot of shapes and lines – you don’t need to draw a pretty picture at this point, since we’re only practicing with Visio.

15. Now let’s print your practice flowchart – and remember that it doesn’t have to look good.  Select File (upper left corner on the tool bar), scroll down and click on Print, then click OK in the Print Window – you can now retrieve your hard copy printout from the printer.

16. Your hard copy printout will show all of the flowchart shapes and connector lines that you dragged, drew, and placed on the form window.

17. Now save your practice flowchart.  Select File (upper left corner on the tool bar), scroll down and click on Save, then select your private drive in the Save in: window.  You can name your flowchart file whatever you’d like in the File name: window (it defaults to “Drawing1” if you don’t provide a file name), then click OK (you may need to click OK again if another window opens).  Your file is now saved in your private drive on the network.  By default, Visio saves each file with a .vsd extension (suffix); leave this alone.

18. If you’d like to go a bit further in using Visio’s flowcharting features, open your file again (under the File menu) and single click on any shape previously created in your form window, then use the sizing handles around the edge of the shape to change its size.  You can also double click on any shape in your form window and enter text into the text block that will open up inside the shape.  Finally, to build a complete flow chart, you can try using the Connector Tool to draw connector lines between multiple shapes.

