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Appendix 16 

How to Create an Operational Flow Chart Online
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Select an online collaborative site

1. Start the web browser. 
(For help, see Web Technologies Skill 1.1: To open a web browser or Web Technologies Skill 3.1: To open a web browser.)

2. Click to place your cursor in the Address or Location bar. Type http://www.mywebspiration.com/.
(For help, see Web Technologies Skill 1.4: To go to a page on the web or Web Technologies Skill 3.4: To go to a page on the web.) 

Note: Make sure that you type the Web site address correctly since a typing error may take you to a different website that does not work.

3. Press the Enter key on your keyboard or click the Go button. Then, wait as the Web page loads on your computer.

Register for a Mywebspiration Account 

4. Click SIGN UP.
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5. Think of a username and type it in the Username box. 
6. Type your email address in the Email  address box. 

7. Type a password in the Password box.

8. Retype your password in box below to confirm.

9. Fill in the registration details in the boxes, such as your:

· Name and Surname

· Age

· Postal or Pin Code 

· Note: You will notice that some boxes have the drop-down menu which allows you to select one option from several choices. Just click on the down arrow and move your cursor to the option you would like to choose. When it is highlighted, click on it.

10. Click to place a checkmark next to the Terms of Use box to agree to the terms. 

11. Click Sign Up. 
12. Your account has been created.

Note: Once your account is created, you will receive an email notification with details of your account information.
Create a New Diagram 

13. Click LAUNCH WEBSPIRATION.
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14. Click Diagram.
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15. In the Name box, type a title for your diagram. Add tag words in the Tags box. Then, click Save.
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16. Your new diagram is created. You will notice a symbol with your document name is automatically created in the workspace.
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Create your operational flow chart

17. Use the Symbols Palette to select a text box. 
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18. Hold the left mouse button and drag the text box on your workspace.
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19. Inside this text box type a title for your flow chart. You can change the look of your words, or size, or even the colour of your text by using the toolbar located at the bottom of the page.
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20. Click the oval shape that is already present on your workspace. Select the text and type ‘Start’ to indicate the starting point of the operational flow chart process. 
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21. Select the rectangle shape from the Symbols palette. (See Appendix 15 for basic flow chart shapes.)
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22. Hold the left mouse button and drag the rectangle shape below the oval shape on your workspace.
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23. Inside this rectangle, type words to describe a process, task, action or operation as the first step to get your product or service ready for the customer. Make the shape bigger or smaller. Click one of the square-shaped connection points, hold your left mouse button and drag it outward or inward. You can change the look of your words, or size, or even the colour of your text by using the toolbar located at the bottom of the page.
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To connect the two shapes, select the shape where you want the link to begin. Then, click one of the diamond-shaped connection points, hold your left mouse button and drag it to the connection point of the other shape. 




25. Notice that the two shapes are now connected.
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26. Continue adding individual steps as rectangles connected by one-way arrows, till the product or service is delivered.

27. From the information you decided on with your partner during planning time, when your operational process reaches a decision point; add a diamond shape or decision box. (See Appendix 15 for basic flow chart shapes.)

28. To add a diamond shape or decision box, click the down arrow next to the Symbol Library name to view the Symbols Library menu.
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29. Go to Thinking-Planning and pick Flowchart 1. 

[image: image19.jpg]v Basic
Cantral 1deas
Thinking-Planning
Animals
Everyday
Food-Health
Fun
Geography
Gavernment-Ecanomics
History, US.

History, World

Thinking
Arovs
Big6 Skils

Boxes

Flawchart 2
Ides Boxes
Number Boxes

Protikax




30. Or, you can also scroll through the arrows at the bottom of the Symbols Palette. 
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31. Inside this shape, type the decision in the form of a question. 
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32. Answer the question by drawing two paths emerging out of the diamond shape. Draw text boxes and type a possible answer for each path. (NOTE: Each path must re-enter the process or exit the decision point.) 
33. You may notice that your connectors are not linked correctly between shapes.
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34. Click the connector to change the link style. Click the Link Style tool located at the bottom of the page. Select Right Angle. 
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35. You will notice your connector style has changed.
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36. Repeat steps 10 - 18 till you reach the last step in the process.

37. Draw an oval or terminator shape. (See Appendix 15 for basic flow chart shapes.)

38. Inside this shape, type “End” to indicate the end point of the operational flow chart process. 

39. Click Document | Close to close the document. 

40. Or, click Document | Quit to exit the panel. 

41. To update your documents, Click LAUNCH WEBSPIRATION. Then, click Recently Opened and select the document you want to edit.
42. Now that you have an account, just sign in to the site with your account details. 
If you have already registered for the Web site, you can omit the instructions for registration and just login to the site to create the flow chart.





Important Notes:


The instructions given below are specific to an online collaborative site and may differ from other sites. The site below is a suggested site only. You or the staff member may select another site to use for this activity. 


To access the site suggested below, you will need to register for the site. To register for this or any external site, you may need to first set up an active email account. Please consult with the staff member on how to set up an email account. (Refer to Appendix 4 – Create an Email Account). However, before you set up an email account or register for a site or any other external web site, you must become familiar with some basic rules regarding Internet Safety (Refer to Appendix 3 – Internet Safety for Youth). Make sure that your course facilitator reviews basic rules of Internet Safety before registering on any web site.  


When you register for this site, be sure to make it available only to other learners and the staff member for this course. Do not give permission to others to view or comment on the site created for this course.
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