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MODULE 1

INTRODUCTION

STARTING VISIO

Visio enables you to create a variety of different drawings from orga nafgha

and flowcharts, web site maps and network drawing to office planSQand elines.

When you begin a new diagram you can start with one of the V| tion templates

which contain all the shapes, styles and page scaling that you net that particular

job.

< To start Visio and select the solution ‘em eed:
= (Click the Windows START button, choos&\ €n VISIO 2007.
=  Select DRAWING TYPE then click OK.

Template Categories

Below CHOOSE DRAWING TYPE are
the most recently used Visio solutions

|7 iGetting Started :

[ Samples templates.
[ Business
[ Engine
L Fluwch@
| eral
| s and Floor Plans
rk
edule

Software and Database

MICROSOFT VISIO 2007 INTRODUCTIONLevel 1 4
8/7/2009



The Courseware Shop

{ Gekting Started - =
« » 0
Microsoft Office Online

& Conneck bo Microsaoft OFFice
online

= Get the latest news abouk using
Wisio

= Automatically updake this lisk
From the web

More. ..

Search For:

I |
Example: "Prink g e than one copy"
by
COpen
—~ Below BROWSE EXISTING FILES...
== COpen...
< are the most recently used drawing
D Zreate a news drawing. .. files
®" From CATEGORY, click once on each of the category names ieWathe solution

template types available.

Types of drawing

» Select the FLOWCHART category. solution templates within

Template Categories

Flowchart

3 Getting Started
[ Sarmples

Featured Templates

3 Business

3 Engineering

|7 Howchart |

[ General

3 Maps and Floor Plans
23 Metwark

3 Schedule

each cateqcb
k<)

Basic Flowchart

[ sSoftware and Database

Basic Flowchart Template
Other Template:

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

Measurement Units: O US units @ Metric

Diagram IDEFD Diagram SOL Diagram

= Undgr DRA YPE, select the BASIC FLOWCHART then click oK.

US STENCILS

Stencils are palettes of shapes that you use for your drawings; there are many different

stencils for different tasks and even more can be downloaded from a variety of sources
on the Internet.

When you start a new drawing in Visio based on one of the solutions, one or more

stencils will appear to the left of your drawing page.
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r,_-_k] Eile Edit W¥iew Insert Format Tools Data  Shape  Window Help  Adobe POF Type a question for help . g8

D-BHS &R VE 4 BX I - EEFL-A-8|G0r - @F
: arial - gpt ~- B I U E== EE A D~ [ Theme E';'ﬁ'a
X

Shapes X [

Search for Shapes:
Type your search here v

Drawing
page.

. [ Arraw Shapes (Metric)

StenCIIS fOI’ Backgrounds (Metric)

B o § Basic Flowchart Shapes {Metric)
this solution. -~
s < ontion [ o

C“Ck the 7 pa [I:l] E::(d:jx"ed G Srored data
stencil name i Seavantal () i g
storage data
to slide the T TV o P Fasr:elgpard
: It or holdin
stencils open _ Ml g
Oomay (T iy O prparin

Parllel T aop it ) Teminarer

mode

O On-page v Off-page T Flowchan
reference veference [77 shapes

ﬂ #Auto-height 75 Dynaic Line-curve
box {1 onnacter connactor

D Control B
transfer .‘{—- Annatatien

=

[H Borders and Titles (Metric)

< To close a stencil

= Right click on the stencil name and L
=  Or, Left click on the green Visio { t left of the stencil name and select CLOSE.

S To open a different sten
4/—‘ Shapes

button.
You may have one, makhy stencils open at any time.
= Click the ar ointing arrow on the stencil button (on the toolbar)
= Select th luon category that contains your stencil and then select the stencil
natife.

yolapress the picture part of the button instead of the arrow, you will open the Stencil Dialogue Box

< To move a stencil

may also select a stencil from one of the Visio solution categories. You can also locate other

E’that are not within the solution categories (e.g. downloaded from the Internet or custom stencils).

= Drag a stencil by the stencil name to another part of the screen or

= Right click on the stencil name and select POSITION then choose a position.

MICROSOFT VISIO 2007 INTRODUCTIONLevel 1 6
8/7/2009



The Courseware Shop

o To find out more about shapes on the stencil

= Pause your mouse over any shape on the stencils to show a Tip.

2 To change how you view shapes on the stencil

= Right click on the stencil name and select

" ICONS AND NAME, ICONS ONLY, NAMES ONLY

USING TOOLBARS

The tool bars in Visio contain many buttons that are familiar to users of oth ic t

programs. Pause the mouse over any button to find out what it does.

< To access different toolbars

® From the VIEW menu select TOOLBARS and then choose the requiréd™®oolbar.

L 2
CLOSING VISIO
Like all Microsoft applications, Visio ca 0 #h a number of ways.
o To close Visio using the menu
= From the FILE menu, select B4T.
This will close any drawiiig are currently open then the Visio application. You will
be asked if you wish t@ksa unsaved or updated files before exiting.
2 To close Vi ing the CLOSE button

= Frofft the top right hand corner of the screen, press the X button to close Visio.

tRis will close any drawings that are currently open then the Visio application and

be asked if you wish to save any unsaved or updated files before exiting.
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