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Quick Guide for Diagramly (Center 2)

Diagramly: http://www.diagram.ly
At the Diagramly site, you will see a window that 
looks like the one at right. (Note, instructions may 
change due to changes from the software publisher.) 

Accessing Help
The Diagramly Help section provides tips and tricks 
with illustrated examples.
1. Click “Help” on the Diagramly window. This 

option is located on the right side of the menu 
bar at the top of the Diagramly window. 

2. A menu will drop down. 

a. Choose “Previous Diagramly” to access the 
tips and tricks. 

b. Choose “Discussion/Help Forums” to access 
online discussion groups about the tool.

Entering Shapes
When you first get to the Diagramly website, you 
will see a blank canvas and a panel of shapes on 
the left, as shown above. 
1. Simply drag and drop shapes from the panel 

onto the canvas to start your idea map. You 
then can drag shapes to move and position 
them on the canvas (the cursor will turn into a 
hand when you can move an item).

2. Below the General panel of shapes are several 
terms, such as “Flowchart” and “Arrows.” Click 
on a term to open a panel of additional shapes. 
Click on a term again to close its panel.

Duplicating Shapes
1. Select the shape you want to duplicate.

2. Right-click to open a menu of options. Select 
“Duplicate.”

3. Or click “Edit” in the menu bar and choose 
“Copy” from the drop-down menu. Then click 
“Edit” again and choose “Paste” from the menu.

4. Standard copy, cut, and paste keyboard 
shortcuts also work.

Resizing Shapes
1. Select the shape you want to resize.

2. Using the mouse, “grab” and drag the handles 
around the shape to resize it. 

Entering Text 
1. Select “Text” in the General panel on the left. A 

text box will appear on the canvas. 

2. Using the mouse, “grab” and drag the handles 
around the text box to resize it. 

3. Double-click on the word “Text” to enter text. 

4. To enter text inside a shape, double-click on 
the shape. Type in the text.

5. Use the Text menu to change the font, size, 
color, and other attributes of your text.

Drawing Lines and Arrows
1. To draw a line linking two shapes, click on one 

of the shapes. When a yellow circle with an 
arrow appears, click the arrow and then drag 
and drop a line to the center of the other shape. 

2. If you drag a line from a shape to an empty 
part of the canvas, a line will appear 
connecting the first shape to a duplicate shape.
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3. Several options are available for formatting 
lines and adding arrows to them. 

a. After entering a line on the canvas, select 
the line and use the options in the Format 
menu. Or right-click on a line on the 
canvas to open a quick menu of options.

b. Before entering a line, select the type 
of line you want from the General panel 
on the left of the canvas. Draw the line 
following Step 1 or Step 2.

c. Select a type of arrow or line from one of 
the shape panels. The item will appear on 
the canvas. Drag the item to position it.

Deleting Shapes
To delete a shape, select it and press the Delete key (or 
click the trashcan in the toolbar above the canvas).

Undoing an Action 
Several actions can be reversed. To reverse an action, 
such as to undo a deletion, click “Edit” in the menu 
bar and choose “Undo” from the drop-down menu.

Saving Your Work
1. To save your Diagramly file, click “File” in the 

menu bar and choose “Save As.” 

2. Enter a filename and indicate where you want 
to save the file. The file will be in .xlm format. 

Opening a Saved File
1. To open a saved Diagramly file, click “File” in the 

menu bar and choose “Open” from the menu. 

2. A window will appear to allow you to browse 
for the file. Find the saved the file, select it, 
and click “Open.” You can resume working.

Exporting Your Work as an Image
When you have finished your idea map, you can ex-
port it to your computer as an image file. Note that 
once the work is saved as an image, you can no 
longer make changes to it with Diagramly (unless 
you save a separate file). The image may be saved 
as a jpeg, gif, tiff, or in scalable vector graphics 
formats when you export the image. 
1. To export an image of everything on the 

canvas, click “File” in the menu bar and choose 
“Export” from the menu.

2. Enter a filename and other information for your 
image. 

3. Click “Save.”  

Exported Diagramly images can be inserted in other 
documents, such as the example below. 


