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Lab Time: 30 Minutes 

 

Lab Overview: The Office 2010 platform has a new level of integration between the different workflow 

development tools.  Visio 2010 and SharePoint Designer 2010 can work together to create a complete 

workflow.  Each of these tools has its strengths.  By combining these to create a complete workflow, 

business analysts and power users can work together to structure an organization’s processes. 

Visio 2010 is used to create the high level process and is focused on the visual aspects of the process 

rather than the details.  Visio exports this model to SharePoint Designer 2010 which is used to fill in the 

details.  At this point the workflow can be deployed and used within the organization. 

In this lab exercise you will implement a simple timesheet approval workflow using Visio 2010 and 

SharePoint Designer 2010.  The initial process layout will be implemented in Visio 2010 and imported 

into SharePoint Designer.  The process will check the number of hours that were submitted for the week 

and request an approval process if they are over a specified threshold. 
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In this first exercise you will create a simple process in Visio 2010 and export it to SharePoint Designer 

2010.  

1. Launch Visio 2010 and select the FlowChart template group.  

  
Figure 1 

FlowChart templates folder 

2. Within the FlowChart template group create a new file using the Microsoft SharePoint 

Workflow template. 

  
Figure 2 

Select the Microsoft SharePoint workflow folder 



3. Click the Create button in the right pane. 

4. Using the toolbox on the left hand side of the window, locate the SharePoint Workflow 

Terminators section and add Start and Terminate shapes to the diagram. 

  
Figure 3 

The SharePoint Workflow Terminators 

5. Open the SharePoint Workflow Conditions section and add a Compare Data Source shape to 

the diagram. 

a. Double click and change its name to Check if manager approval is needed. 

6. 7. Open the SharePoint Workflow Actions section and add three Log to History List shapes to 

the diagram. 

a. Double click the first and change its name to Log Manager approval required. 

b. Double click the next and change its name to Log automatically approved. 

c. Double click the last and change its name to Log submission to HR. 

7. Add the process flow connections between the shapes.  Use the image below as an example. 

a. Add connections by hovering over the source shape, clicking and dragging one of the  

arrows to the target shape.  (In the figure below, click the light blue arrow outlined in 

red.  This can be easily used to connect to an adjacent shape.) 



    
Figure 4a 

Add connections between the log actions 

 

When you are complete with the connections, it should look like this 

    
Figure 5b 

Add connections between the log actions 

8. Label the connections flowing from the condition yes or no depending on the process flow. 

a. Right click the connection from Check if manager approval is needed to Log Manager 

approval required and select Yes. 

b. Right click the connection from Check if manager approval is needed to Log 

automatically approved and select No. 



  
Figure 6 

Configure the connections 

9. Save the process diagram to your Desktop  as TimeSheet Submission Workflow.vsd. 

a. Export the process by selecting the Process ribbon in Visio 2010 and clicking the Export 

button. 

  
Figure 7 

Export the workflow 

b. Save the exported workflow to your Desktop with the name TimeSheet Submission 

Workflow.vwi. 

In this exercise you created a SharePoint workflow using Visio 2010 for use in the next lab exercise. 
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In this exercise you will import the Visio workflow into SharePoint Designer and complete it.  This 

includes defining the parameters of each step as well as adding some new steps.  In the end you will 

publish your complete workflow and export it back to Visio. 

1. Launch Microsoft Office SharePoint Designer 2010.  You’ll find this link under the SharePoint 

group in the start menu. 

2. Inside SharePoint Designer, click the Open Site button 

3. Open the lab site at http://microsoft.futureofproduc tivity.com/sites/ BVLUserXXX  where 

BVLUserXXX is your login name.  If you are prompted to login, please enter your username and 

password. 

4. Click the Workflows item on the Navigation links on the left hand side of the window to display 

the current Workflows. 

   
Figure 8 

The available workflows in SharePoint Designer 2010 

5. Click the Import from Visio button in the ribbon and select the file TimeSheet Submission 

Workflow.vwi from your Desktop and then click Next.  (Note: If you did not complete the 

previous exercise, you can find this file in the C:\ HOL\ SharePoint\ Workflow folder) 

a. Verify the Name is Timesheet Submission Workflow. 

b. Choose the Reusable Workflow option and select the Time Sheet content type. 



  
Figure 9 

Import Workflow from Visio Drawing 

c. Click Finish to import the workflow. This can take a while.  

  
Figure 10 

The workflow in SharePoint Designer 2010 

6. Add two new local variables to store the maximum hours before approval is required and the 

employee name and set it.  For this exercise, we’ll store the employee id instead of the name.  

a. Click the Local Variables button in the Workflow ribbon. 

b. In the dialog, click the Add button and create a new variable with a name of 

EmployeeName. 

c. Set the Type to String. 

d. Click OK on two dialogs to create the variable. 

e. Repeat the above steps to create a variable named MaxHours of type Integer. 

7. Store the EmployeeID as the employee’s name.  (Note: In a more complete form of this 

workflow, you would probably look up this employee name from an HR system.) 

a. Place the selector at the top of the main step. 

b. Click the Action button in the Workflow ribbon and select Set Workflow Variable. 



  
Figure 11 

Set Workflow Variable 

c. Click the workflow variable link and select Variable: EmployeeName. 

d. Click the value link and then click the fx button. 

e. In the dialog select EmployeeID in the Field from source drop down list. 

  
Figure 12 

Lookup for String 

f. Click OK to close the dialog. 

8. Store 40 in the MaxHours variable. 

a. Place the selector just below the action you just added, right before the first If 

statement. 

b. Click the Action button in the Workflow ribbon and select Set Workflow Variable. 

c. Click the workflow variable link and select Variable: MaxHours. 

d. Click the value link type in 40. 

9. Define a condition that will be true if the number of hours worked is greater than MaxHours. 

a. Click the first value link in the If statement then click the fx button to assign a value. 



b. Leave Data Source as Current Item and select Hours in the Field from source drop down 

list.  Click OK when you are done. 

c. Click this test and select is greater than. 

d. Click the second value link in the If statement then click the fx button to assign a value. 

e. Set Data Source to Workflow Variables and Parameters. 

f. Set Field from source to Variable: MaxHours. 

g. Click OK to close the dialog.  

10. Define the message logged when a timesheet requires manager approval.   

a. Click the this message link on the first Log action that immediately follows the If 

condition. 

b. Click the Χ button to define the text of the logged message. 

c. Enter the text The time sheet for.  

d. Click Add or Change Lookup to retrieve information from the environment. 

i. Select Workflow Variables and Parameters in the Data Source drop down list. 

ii. Select Variable: EmployeeName in the Field from source drop down list. 

iii. Click OK to close the dialog. 

e. Finish the message by entering requires manager approval after what you have already 

typed. 

f. Click OK to close the dialog. 

  
Figure 13 

Configure the workflow 

11. Repeat the previous step for the second Log action with the following exceptions 

a. When finishing the message instead of entering requires manager approval, enter does 

not require manager approval. 



12. Log that the time sheet has been approved and submitted to HR. 

a. Click the this message link on the final Log actions. 

b. Click the Χ button and enter the message The time sheet has been submitted to HR. 

c. Click OK to close the dialog. 

 
Figure 14 

Configure the workflow 

13. Finish the workflow’s final settings and publish it to the SharePoint site. 

a. Click the first Timesheet Submission Workflow item on the workflow header to return 

to the workflow’s home page. 

   
Figure 15 

Publish the workflow 

b. Check the Show workflow visualization on status page check box (found in the Settings 

group on the right). 

 
Figure 16 



Show workflow visualization on status page 

c. Click the Save button in the ribbon to save the workflow settings. 

d. Click the Publish button in the ribbon to publish the workflow to the SharePoint site. 

  
Figure 17 

Publish the workflow to SharePoint 

e. Click the Associate to List button in the ribbon and select the Time Sheets list. 

  
Figure 18 

Associate the workflow 

f. When the browser window loads, set the Content type to Time Sheet. 

g. For workflow template, select Timesheet Submission Workflow.  This is the new 

workflow you just published. 

h. Type in name for the workflow.  For example, Timesheet Workflow. 

i. Click Ok to associate the workflow to the list. 

 
Figure 18 



Associate the workflow 

14. Inside Internet Explorer, select the Time Sheets link in the quick launch navigation menu on the 

left. 

15. Switch to the Documents ribbon and click New Document to create a new document. 

16. Save the new document to the Time Sheets document library. 

a. When saving the document, set the EmployeeID to 1. 

b. Set the Hours to 38. 

c. In the document library select the new document’s drop down menu and click 

Workflows. 

d. Click Timesheet Submission Workflow to start the new workflow. 

e. On the Initiation  page click Start to start the workflow. 

f. When the workflow has started, navigate back to the Time Sheets list and click the 

Completed link on the item. 

g. View the Workflow Information page and see that the steps in the workflow were 

completed. 

h. Repeat the process if you’d like using a Time Sheet that has hours that are greater than 

40. (Note: In a more complete form of this workflow, you would add logic to have this 

approved by someone.) 

  
Figure 19 

The workflow history 

17. Since the process was changed by your work in SharePoint Designer, export those changes back 

to Visio to keep the process models in sync. 

a. Switch back to SharePoint Designer and verify the workflow is still in the active window. 

b. Click the Export to Visio button in the ribbon. 

c. Save the updated .vwi file to your Desktop as Timesheet Submission Workflow.vwi. 

18. Switch back to Visio and import the update .vwi file. 

a. Click the Import button in the Process ribbon tab. 

b. From your Desktop, select the Timesheet Submission Workflow.vwi file. 

c. The Visio diagram should now be updated to include the Set Workflow Variable tasks 

added in SharePoint Designer. 



 

 
Figure 20 

The updated Visio diagram 

In this exercise you imported a workflow created in Visio 2010 into SharePoint Designer, made a few 

changes and then deployed it to SharePoint. You then sync’d those changes with the original Visio 

diagram. 


