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VisIo

Introduction

Visioisasoftware tool that allows you to create a variety of professional ooking
graphics. Y ou do this by opening atemplate, which gives you a piece of “paper” along
with one or more stencils. Stencils are a group of related shapes, which you then drag on
to your document.

When you’ re done with your document, you can print it or you can e-mail it to anyone
who also has Visio of the same or higher version on their computer.

But what if they don’'t? Then you can Select all, copy your drawing, and paste it onto any
Word, PowerPoint or Excel document. Then you can e-mail it to anyone in the company,
since almost everyone in Navtech has Microsoft Office 97 on their computers. They can
read and view your drawing, but again, they can’t change it unless they have Visio.

To edit adrawing in a Microsoft document, simply double-click it. Visio will open and
your document will be ready to edit.

This document was written using Visio Standard 5.0. Y ou can also buy Visio Technical
and Visio Professional, though both cost more.

¢ Visio Standard 5.0 has a new name, plus new and improved capabilities
throughout that help you clarify, manage, and communicate business information
effectively through graphics.

¢ Visio Technical 5.0 makes creating and sharing 2-D drawings and technical
schematics easier and more efficient than using traditional CAD programs.

¢ Visio Professional 5.0 makesit easier than ever to visualize the IT infrastructure
of your business. New network equipment shapes and enhanced database and
software design capabilities make this version a must-have management and
anaysistool.

¢ IntelliCAD® 98 by Visio offers unparalleled Autodesk AutoCAD compatibility,
smooth Microsoft Windows integration, and numerous productivity features to
anyone who creates or uses CAD files.

(From Visio Web page: http://www.visio.com/products/)

General Steps

1. Open atemplate. You will see a sheet of paper and all the stencils associated with
that template. (Note: .vsd isthe extension for aVisio drawing and .vst isthe
extension for aVisio template.)
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2.

Add shapesto your new drawing by dragging them from the stencil to the drawing
page. Or you can draw your own shapes using the Drawing toolbar. Y ou can have no
stencil, one, or multiple stencils open at one time.

Arrange the shapesto create the drawing. The grid and ruler help you align and
place your shapes. Y ou can place guides on your drawing, and you can Align or
Distribute shapes to put them where you want in relation to each other. Or your can
use the Size & Position command (go to Shape in the menu bar, then Size &
Position) to enter coordinates and dimensions.

4. Glueshapestogether, so they’ll stay together when you move one or more.

5. Add text to your drawing. Click any shape and start typing. Or use the text tool to
type anywhere on a drawing.

6. Modify the appearance of your shapes. Y ou can change colors, patterns, size, and
borders. You can give three-dimensional effects by using fill and color effects and
shadows. Y ou can also define your own styles and save them for future use.

7. Usethedrawing. You can print it, or copy it and paste it into most Windows
documents.

Toolbars

Go to View>T oolbar s to get this dialog box, and

choose the Toolbars you want. Below isa IT;ME =1

description of what they give you. F Teut Cencal |
¢ Standard. Tools for dragging and dropping, ,rff.:" _ b |
drawing shapes, and opening, closing, saving F Fage
and printing files. ™ Wt
. . ™ Deraslopar

¢ Text. Stylelistsfor text along with tools for
choosing format, alignment, size, color and
bullets.

¢ Shape. Stylelistsfor lines and fills, and tools l_:‘wi“ -
for shadows, layout, grouping, stacking order, R ——
and rotation.

¢ View. Buttons for showing or hiding the grid, guides, connection points, and
displaying particular layers of layer properties.

¢ Page. Buttons for paging forward or back, displaying a particular page, and turning
snap and glue on and off.

¢ Waeb. Toolsfor inserting hyperlinks, paging forward or back on the Web, opening
Internet Explorer, and starting Shape Explorer.

¢ Developer. Tools for running macros, displaying the ShapeSheet spreadshest,

opening Visual Basic for Applications, and switching to design mode while working
in VBA.
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Note: To see what atoolbar button does, move the cursor over the button and a
description will appear.
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When you first open Visio, Cibiorana Gag —
you'll get this dialog box: B T ew |
Y ou can now choose the | e b v e
template you want from the r
list. All of the folders have at s

other possible templates you ac ool I g T e— =

want, with the exception of
Blank Drawing .V ST, which
isablank sheet of paper with
no stencils (collections of
shapes.) It doesn’t matter
much which you choose, because you can always open and close stencils from the
drawing.
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To open an additional stencil, click on the Open Stencil toolbar button and choose the
stencil you want. All stencils

will be“docked” onthe left of I
the screen. In this case, the two DSH @A snmd an@vades s noogial v

. . |reaas __J|-|-. I ﬂl;|-.I-'-_gn¢,,¢
stencilsare Basic Shapesand _— j‘.-.q-g-..l.-[— ~Toini mEriaxe

Blocks Raised, with thelowest & Hii 1l LB | ST JATTNE JAWEN T
title bar (Blocks Raised) being ~ [REEe=i 1
the title of the stencil currently J = 'J -

on view. - -..J- I;} r
If you click on theicon on the el [
title bar, you can Close the - 2

g Aghl ks

stencil, causeitto gototheright | o= == = .
of your “paper” by clicking = ::IL a1 3
Switch Sides, or Float if you Rl

want to drag the stencil e mm L) !
somewhereelse. If youchoose Lol
float, you can “dock” it again by dragging it back to the stencil docking area.

Here are some things you can do with a stencil:

To get this effect Do this

Switch between stencils Click the name of the stencil

Open Additional stencils Choose File>Stencils>Open, choose the stencil you want
and click OK. Or... click the stencil button in the toolbars
and you'’ll get the same dialog box.

Close a stencil Right-click the stencil’ s title bar, then chose Close from
the shortcut menu.

Make a stencil float Click inside the stencil where there are no buttons or
icons, then drag the stencil away from its docked position.
Or, right-click the stencil’ s title bar and click Float from
the shortcut menu.

Dock a stencil Click inside the stencil where there are no buttons or
icons, then drag the stencil to the left or right side of the
drawing window. Release the mouse button when an
outline of the stencil appears.

Minimize afloating stencil | Click the minimize button on the stencil’ s title bar. To
expand the stencil again, click the maximize button on the
stencil’ stitle bar.

Move adocked stencil from | Right-click the stencil’ s title bar, then click Switch Sides.
one side of the drawing
window to another

Change how masters display | Ri ght-click the stencil’ s title bar, then choose | cons and
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To get this effect

Do this

on a stencil

Names to display both master shape icons and names,
I cons only to display only master shape icons, or Names
Only to display only the master shape name.

Change the order of masters

on a stencil

Open the original stencil and drag each master shape icon
to arrange them in the order you want.

Templates

To start Visio and open a new drawing file based on a template
1. Start Visio

2. Double-click to open the folder that contains the type of drawing you want,
choose atemplate, click OK.

To start a new drawing using a template
1. Click File>New.

2. Choose one of the Template groups from the new drop-down menu.
3. Choose atemplate. (See below.)
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To open a new drawing without basing it on a template
¢ Choose File>New>Drawing. You'll get an unscaled drawing page with no

stencils.

What’s in a Visio Template?
When you start adrawing with aVisio template (.vst file), you'll get these items:
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¢ The appropriate stencil(s) showing the shapes you need.

¢ A blank drawing using a grid and measurement system appropriate for the
drawing.

¢ A drawing page set up with the correct scale and page size.
¢ Stylesfor text, lines and fills to the type of drawing you’ re creating.

Templates Available in Visio Standard 5.0

To display template help, go to Help>Template Help>Visio Templates and
choose atemplate.

Note: Versionswill differ. These are the templates available in Visio Standard
5.0a

¢ Audit Diagram

Basic Diagram

Basic Network

Blank Drawing (Doesn’t include any stencils)
Block diagram

Block Diagram with perspective
Charts and Graphs

DataFlow Diagram

Directiona Map

File converter

Flowchart — Advanced
Flowchart- Basic

Flowchart — TQM diagram Wizard
Form Design

Geographic Maps

IDEFO Diagram

Marketing Charts and diagrams
Mind Mapping Diagram

Office Layout

Organization Chart
Organization Chart Wizard

® & & & 6 O O O O O O O O O O O O > >
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¢ Project timeline Wizard
¢ SDL System Description Language) Diagram
¢ Stencil Report Wizard
¢ TQM diagram
¢ Work Flow Diagram
Using Shapes
Adding Shapes to Drawings
¢ Choose a shape from the Stencil and drag it (or actualy, a copy) onto your drawing.
Visio snaps the shape to the nearest grid line or ruler subdivision. To place it more
accurately, zoom in. Y ou can change what you snap to by choosing Tools>Snap &
Glue.
¢ To see an object while moving it, rather than just its box, click and drag it, then pause

while still holding down the mouse button until the shape appears.

Multiple Copies of a Shape

¢

Use the Stamp Tool in the Standard Toolbar. Just click on the stamp tool, then click
on the shape you want in the stencil, and click on your drawing each place you want a
copy of that shape. To turn the stamp tool off, click on the Pointer Tool in the same
toolbar.

Use the Duplicate function. Click on the object you want to duplicate, then simply
press Control +D.

Deleting a Shape

14

Click on it and choose Edit>Clear, or press the Delete key. (Y ou can aso Copy or
Cut any shape.)

Saving Your File

¢

Y ou can enter file properties when you save the file for the first time, or if you use
Save As.

Y ou can save apreview of each page. (Thiswill significantly increase the size of your
file) (File>Save As.)

Y ou can save your file as adrawing (.vst), Template (.vst) or Stencil (.vss). You can
saveit asaVisio 4 drawing, template or stencil. Y ou can also save your drawing in a
variety of graphics types, including Windows, Adobe, HTML, and Web types. Y ou
can also save it as an Adobe Acrobat file. (File>Save As.)
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¢ You can save the workplace as well as thefile. This means when you open the
drawing next time, the stencil and drawing page will look the same. (File>Save As.)

¢ Youcansaveit as Read-only. (File>Save As.)

Using Pages

Why Use Pages?

¢ Keeprelated drawingsin the samefile.

¢ Keeprevisions of the same drawing in onefile.
¢ Link pagestogether like aWeb site.

¢ Placeitems on background pages that you want to appear on every page, such as
company logo.

¢+ Rotate pagesto make it easier to edit information at an angle.

What is a Page?

¢ The page you see on the screen is the drawing page.

¢ The page you send to the printer is the printed page.

¢ Theresult of printing is the printed drawing.

(Usually all three are the same, but for alarge drawing, you might end up printing across
several pages.

I mportant Note: Make sure orientation is the same on the printed page
(File>Print>Properties>Paper) and the on-screen page (File>Page Setup>Page
Size).

Creating and Deleting Pages

The default in Visio is adocument with only one page, but you can add more. A new
page inherits the size, orientation, scale, measurement units, shadow offset and grid
settings of the already existing page(s). Y ou can change these setting in the Page dialog
box when you insert the page, or later in the Page Setup dialog box.

To create a page
1. Click Insert>Page.

2. On the Page Properties tab, type a name for the page, or use the default.

If you want to, click the Drawing Scale tab to change the scale, or the Page Size tab
to change the page size.
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4. Click OK.

To delete a page
1. Choose Edit>Drawing Page>Delete Pages.

2. Choose the page to be deleted.

3. To update default page names to reflect the new page order, check Update Page
Names.

4. Click OK.

Background Pages

Each Visio drawing contains at |east one foreground page, the one you normally think of
as your drawing, and may also contain one or more backgrounds, which are pages that
appear behind the drawing, such as a company logo used as a watermark or a background
in PowerPoint. The background can be changed independently of the drawing.

Note: If you use the Page Layout Wizard (T ools>Macro>Visio Extras>Page

L ayout Wizard) to set up adrawing, the wizard automatically creates a
background and placeholders for title blocks, borders, or whatever else you create.
If you later want to modify the background, you must display the background

page.

To create a background
1. Click Insert>Page

2. Onthe Page Propertiestab, select Background for Type.

3. You can click the Drawing Scale tab to change the scale or the Page Size tab to
change the page size for the new page.

4. Click OK.

To convert a foreground page to a backgound
1. Open the page to be converted.

2. Click File>Page Setup, then Page Properties tab.
3. For Type, select Background.
4. Click OK.

To display a background so you can edit it
¢ Display the page, then choose Edit>Go>Background.
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To assign a background to a page

1
2.
3.

4.

Display the page to which you want to assign the background.

Choose File>Page Setup, and the Page Properties tab.

In the Background list, select the name of the background that you want to
assign.

Click OK.

Full-Screen View

If you want to view the drawing without all the toolbars etc., such as for a presentation,
you can go to View>Full Screen. Notice you can’t edit from here. To exit full-screen
view, press the Escape key.

Working with Shapes

When you’ re working with shapes, you can do any of these things:

¢

¢
¢
¢
¢

* & & o o

L 2

Resize
Move
Hip
Rotate

Change their stacking order relative to other shapes (move them “in front of” or
“behind” other objects.)

Add and format text.

Glue them to other shapes and guides.

Snap them to a guide, guide point, grid, or the alignment box of another shape.
Revise them by adding segments or changing the way they curve.

Control how they appear onscreen, whether they print, and how they behave when
you double-click them.

Associate them with data and use the data to generate reports.

Add links that go to other pages in the same drawing, to other files, or to Web
sites.

Control their behavior by modifying their ShapeSheet spreadsheets.

Closed and Open Shapes

Open shapes are lines and arcs, and have no “fills’. Closed shapes have a closed outline
which you can “fill” with colors, patterns, etc.
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Customizing Shapes (Using ShapeSheets)

Every Visio shape is described in a ShapeSheet spreadsheet, which contains information
about the shape’ s geometry, coordinates, and dimensions. The information can be defined
by formulas, which allow a shape to behave differently based on how it’s used.

To display a ShapeSheet spreadsheet, select a shape, then choose Show ShapeSheet from
the Window menu. (See below.) You can alter characteristics from here.

Paces Siaid 20 R T i -
....-s....u-.-:.l:wr.........n-i

1, 2 and 3 Dimensions
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>

1 dimensional shape

(has endpoints; can't
be "filled.")

dimensiona
shape

(no fill)

3 dimensional shape
(with fill)

Using Shape Handles

When you click on a shape, asin any other object in an Office document, you get
“handles’ as shown below. To move a shape, smply grab it anywhere in the object
except the handles and drop it where you want it. In a one-dimensional object, you can
make the object longer or shorter and change its angle by moving the end point(s).
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Connections Point, Connectors, and Glue

Notice that the flowchart shapes above also have “ connection points’, little x’s. Use the
Connectors And Callouts stencil and drag in the appropriate connector. Then drag the
endpoint of the connector to a shape's connection point, and the end will turn red. This
means that the end of the connector is“glued” to the shape, and they’ll stay connected no
matter where you move one or both of the shapes.

If your object doesn’t have connection points, you can make them with the Connection
Point tool on the Standard Toolbar. It looks like a blue X. (To turn the Connection Point
tool off, click the Pointer tool again.)

Rotation Handles

Rotation handles appear when you select a shape with the rotation tool on the Standard
toolbar. To rotate a shape, drag a corner handle and the object will pivot around the
rotation point pin, the little circle probably in the center of the object. To change the
center of rotation, move the rotation pin by dragging it.

s o Ehape Whedow
Ao @ (kAFrv s -OCGxE LG E&RF. w0000
' Asial df dmru EEIE = - E®EiEIE ASA L
rE-ELE LG e Jaep-8HF-F-WEASAL BN R
Bttt B bt Bt B s st B s Bt B ot it Bt o s g 81

] 3 s 1 C ] il

Drawing Lines
A. Linedrawn using the Pencil tool on the Standard toolbar.

B. Linedrawn using the Linetool on the Standard toolbar.
C. Linedrawn using the Freeform tool on the Standard toolbar..
D. Linedrawn using the Arc tool on the Standard toolbar.

Selecting Shapes
To work with a shape you must select it. Here are some suggestions:
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Todothis... Do this

Select one shape Move the pointer over a shape. When the pointer
changes from a black arrow to awhite arrow, click to
select the shape. The selection handles appear in green.

Select multiple shapes by Select the first shape, hold down the Shift key, then
clicking click to select other shapes one at atime. The primary
(first) shape has green selection handles, and all others
shapes have blue selection handles.

Select multiple shapes by Use the pointer tool from the Standard toolbar and drag

dragging aselection net around all the of shapes you want to
select.

Select al shapes on the Choose Edit>Select all. If there are more than 25

page shapes, they appear with a magenta outline to show that

they are selected. Otherwise, they’ re green and blue.

Select all of aparticular Choose Edit>Select Special, then check the types of

kind of object. object you want to select, such as shapes, groups, or
guides.

Cancel aselection Click away from the selected shape or press the Escape
key.

Cancel the selection of one | Shift+click the shape.
shape when severa are
selected.

Flipping Shapes
1 Select a shape

2. From the Shape menu, choose Flip Vertical or Flip Horizontal. Y ou can
also use theflip vertical or horizontal button on the Shape toolbar.

Reversing a Shape
Select a shape. Choose Shape>Rever se ends.

Formatting Shapes

Y ou can format shapes by using Toolbar buttons or the Format menu.
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Toolbar:

¥iso Starsdars - Oraesingd: Page-!

BRI EIWR PR WY, WA, W Y. SORERON, . O OO 009, .. (50, 06T [, 7, WP W 7 W, 7 W, |

A BCDEF G HIJKLMNOPQRSTUVW
A. Linestylelist M. Lay out shapes
B. Linecolor palette N. Connect shapes
C. LineWeight list O. Flip horizontal

D. Linepattern list P. Flip vertical

E. Lineendslist Q. Rotateright

F. Corner roundingslist R. Rotateleft

G. Fill stylelist S. Bringtofront

H. Fill color palette T. Send to back

I. Fill pattern list U. Group

J. Shodow color palette V. uUngroup

K. Align shapes W. Custom properties
L. Distribute shapes

Note: Buttons S-V only appear if your resolution is higher than 600x800.

Formatting lines
Click on aline and click Format>Lines. You'll get thisdialog box:

K
A J
B I
C
D

H
E

G
F
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A. Choose among none, solid and dashed lines. The spaces between dashes are
transparent.

B. Choose among line widths.

C. Choose colorsthat are set in the Visio color palette. To add a new color to the
color palette, choose Custom. All the colors are solid (not dithered) and opague,
including white.

Choose Round or Square. This applies to open shapes only.
E. Choose among various corner formats. This applies only to shapes with corners.

F. You can enter anumerica equivalent for the roundness of the corners instead of
choosing one of the corner options. The higher the number, the rounder the
corners.

G. Displays asample line with the formatting options you have selected.

H. For Begin and End, choose among various line ends of the line. For Size, choose
the size of the line end. Line ends only apply to open shapes.

I.  Appliesformats without closing the dialog box.

J. Closesthe dialog box without applying any of the formatting you’ ve selected,
even if you clicked Apply previoudly.

K. Appliesthe formatting options you selected and closes the dialog box.

©

Adding Colors and Shadows to Shapes
Y ou can fill closed shapes, and you can give shadows to both closed and open shapes.

Fills and shadows can be a solid or bitmap pattern. Fills can also be a gradient pattern.
Y ou choose colors and a pattern from set lists to which you can add custom colors or
patters you create.

The only difference between fills and shadows is that a shadow is a copy of the shape
that is offset from and behind the shape to which it’s applied.

Select a shape, then go to Format>Fill. You'll get this box.
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For both Fill and Shadow, you can specify a blank (transparent), solid, or bitmap
pattern. For fill you can also specify a gradient pattern. When you specify colors
for foreground and Background, Visio changes the display of the Pattern list
according to your color choices. The number preceding the patterns and colorsin
the Pattern, Foreground and Background lists act as |abels.

. For both fill and Shadow, you can specify a foreground color. If you choose the

solid pattern, Visio uses the foreground color for the fill or shadow. Each bitmap
and gradient pattern uses both the foreground and background colors. The
foreground col Qr is applied to the dots and lines making up the pattern.

Choose the colar you want for the background of a bitmap pattern or for the
second-eofor in'a gradient pattern.

Displays asamplefill with the formatting options you’ ve selected.
Applies formats without closing the dialog box.

Closes the dialag bag without applying any of the formatting you’ ve selected.
Applies the formatting options you’ ve selected and closes the dialog box.

Aligning and Distributing Shapes

¢
¢
¢

Y ou can align shapesto ruler intervals and grid lines.
Y ou can zoom in so that you can be more precise.

Y ou can align shapes to other shapes. Y ou can align the tops, bottoms, |eft sides,
right sides, or centers of shapes.

Y ou can create guides or guide points and align shapes to them. When shapes are
glued to a guide, the aligned shapes move with the guide.

Y ou can distribute three or more shapes to create an equal distance between the
ends or centers of the shapes.

When you’ re aligning shapes to one another, the primary shapes, indicated by
green handles, is the first shape you select and is the shape to which other shapes
align. Select that shape first, then press Shift and select the other shapesto be
aligned or distributed one by one. If you drag a selection net around several
shapes, the top shape in the stacking order is the primary shape.

Aligning Shapes

1
2.

Select the shapes to align.

Select Tools>Align Shapes. Or, you can click the Align tool on the toolbar and
choose one of the alignments. If you click on the box on the right of the align
button, you’ll get 6 alignment possibilities. Note that you can align by the shapes
left or right edges or buy the axes down the middle of each if your aligning
vertical objects. Or you can align by top edges, bottom, or the middles axesif
they’re horizontal objects. If you click on the left side of the button, you get more
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options, including the option of creating a guide. Or you can click thered X to
cancel your selection.

Select the alignment options you want.

4. To create aguide and glue the shapesto it, check Create Guide and Glue

Shapesto it. If you choose this option, you can move all the shapes and maintain
their alignment by selecting and moving the guide.

5. Click OK.
6. Another way to create a guide and glue shapesto it isto drag a guide from the

ruler onto the drawing page. The guide is a green line that turns blue when it’s not
selected. Choose Tools>Snap & Glue to make sure that glue is checked under
Currently Active and Guidesis checked under Glueto. Click OK.

To align shapes to a guide point, point to the crossbar at the intersection of the
two rules, and drag to where you want the guide point. The guide looks like two
blue crossed lines. Now position the shapes you want to align with their centers,
selection handles (for 2-D shapes) or endpoints (for 1-D shapes) on the guide
point.

Distributing Shapes

Distributing shapes refers to creating an equal distance between the ends or centers of
the shapes. When you distribute shapes vertically, the top and bottom shapesin the
selection define the boundaries of the distribution. For horizontal distribution, the
leftmost and rightmost shapes define the boundaries.

1.
2.

Select the shapes you want to distribute.

Click Tools>Distribute Shapes. Y ou can also use the Distribute Shapes buttons
on the Shape toolbar. Y ou can distribute centers horizontal, distribute horizontal
spacing, distribute centers vertical, or distribute vertical spacing. Choose a
distribution option.

To add guides and glue the shapes to them, distribute shapes by going to
Tools>distirbute Shapes and check Create Guides and Glue Shapesto Them. If
you choose this option, you can more an outermost guide to redistribute all the
shapes.

Adding Text

14

Y ou can add text to any Visio shape, including connectors, by selecting the shape
and typing.

If you want to add text anywhere in your drawing, select the Text too, create a
text-only block on your drawing, and type.

Y ou can format the font, font size, alignment, color, and weight.
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