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Your Best STL Learning Tools

Welcome to your Best STL training course.

As part of your training, we provide you with the following tools and resources to
support and enhance your learning experience.

Thank you for choosing Best STL.

p
1 In-course
handbook

To guide you through your
training while you are on the
course.

Contains unit objectives,
exercises and space to
write notes.

.

/

Reference
material

-

a N
Available online through
your delegate account.

Comprehensive reference
material with 100+ pages,
containing step-by-step
instructions.

(&

/

Delegate
account

4

o

Your delegate account
gives you access to:

» Reference material

» Course exercise files

* Advice & support forum

» Rewards programme

* Promotions & Newsletters

E&OE

Trainer hints
and tips

Hints and tips available
online from our Microsoft
qualified trainers for:

+ All MS Office applications
* VBA

» MS Project

» MS Visio

\+ more

/

~

access to Microsoft

trainers /\
e P
Available through online
support forum.

~
3 12 months

Need help? Our team of
Microsoft qualified trainers
are on hand to offer advice

and support.
\_ /

Save with
Promotions

——

Save on further training
courses you book with
Promotions.

» 30% off list price
(time limited)

* £50 off list price
(blue card discount)

Best Training reserves the right to revise this publication and make changes from
time to time in its content without notice.
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Exploring the Visio Environment

In this unit you will be introduced to the visual aspects of Visio and the layout of the working
areas. An understanding of what Visio is and some of the overall tools available to you will
also be obtained.

Objectives

Upon completion of this unit you will be familiar with:
= Getting Started Window

= The Visio Work Area

= Qverview of Templates, Stencils and Objects

= Changing View Settings

www.microsofttraining.net Tel: 0207 987 3777 Page 1
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Getting Started

Templates Window

B Drawing] - Microsoft Visio

‘Ef] Fle Edt Vew Insert Fomat Took Data Shape bindow

Help

: i -t - BIU

D-BHS@RIVE s LBX S gh LA B

- @
- - O (D Thene E.:.g.n

[BEE
Type aquestionforhelp 2 @ %

Template Categoties
Flowchart
[ Getting Starked

[ samples
Featured Templates

=]
23 Maps and Floor Plens
23 Metwork

3 schedule

&=

3 Software and Datebase:

Other Templates

| BascFlowchart  Cross Functional Flowehart  Work Flow Diagram

%

=

i

Data Fiow Disgram

Template Categori

IDEFD Diagram

1es

SDL Diagram

\

Featured Templates

Basic Flowchart Template

inFomation

ent Units: (US units  (2) Metric

\

Template Preview

The Visio Drawing Window

B Drawing1 - Microsoft Visio

Edit  Wiew Insert  Format  Tools  Shape  Window  Help

Type aguestionforhelp = o & X

Q XL | e - -—-@-!

Search for Shapes:

Type your search here  + E!

Don't know how to get

started?

. On the File menu, point ta New,
click Choose Drawing Type, and
then click the template you
wank,

or

. On the File menu, click Shapes,
and choose a stencil of shapes,

—

Toolbars

Page 1f1
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The built-in Templates
will open a new
Drawing with the
relevant Stencils and
Toolbars open ready
for use.

There are many
aspects to the
Drawing Window

Toolbars
Rulers

Stencils and
Shapes Search
Pane

Drawing Page

Page 2



Overview of Stencils and Objects

B Drawing2 - Microsoft Visio

‘4] Fle Edt Vew Insert Format Tools Data Shape Window Help

D-FHS @R VE DB X J9 - E)

AT W

All Stencils’

Shapes

Search for Shapes:
Type your search here

Do <> owesin
[ (E 7o
[ freteeed (T storeddate
Intemal Sequential
xmllrage Q da:; ‘
CO) bt data ] ol
e [T papertape
@ 21:".::;\
(O Prseraion == Pl
(2 Loop lirit ) Teminstor
® Sp @i
L1 Fowcha [
A s bm: 2
R [ e

Coml i
s B Amain

Bl Borders and Tiles (Metric)

7]

PPREUVNUNRR U

by Shapes »
Business

Engineering

(I O R N N

Flowchart

General

taps and Flaor Flans
Netuork

Schedule

Software and Datahase
Visio Extras

open stencil

Dlew Stenci (Metric)
Mgy Stencl (US Linits)

Show Rocument Stencil

Work Flow Steps (U units)

arrow shapes (Metric)

Arrow shapes (US urits)

Basic Flowchatt Shapes (Metric)

Basic Flonchart Shapes (LIS units)

Cross Functional Flowchart Shapes Horizontal (Metric)
| Cross Functional Flowchart Shapes Horizontal (LIS units)
ross Functional Flowchart shapes vertical (Metric)

| Cross Functional Flowchart shapes vertical (U5 units)
| Data Flow Diagram Shapes (Metric)

Datas Flow Diagram Shapes (US urits)

Department (Metric)

Department (LIS units)

IDEFD Disgram Shapes (Metric)

IDEFO Diagram Shapes (U5 units)

Miscellaneous Flowchart shapes (Metric)
Miscellangous Flowchart Shapes (US units)

SDL Diagram Shapes (Plettic)

SDL Diagram Shapes (LS urits)

Work Flow Objects {Metric)

Work Flow Objects (LIS uniks)

iork Flow Steps (Metric)

File: i Edit  Wew Insert Format  Tools Data  Shape  Window  Help
i 1 Hew » Getting Started. .. “L: A -G 0 5% - @ -
€ € d -]
: il Cpen... Ctr+0 ] Mew Drawing [T [} Theme .
i Close New Drawing from Template. . 0 1 - )
e | <> Cul+5 |3 Business >
&
Tvp Save As.. [ Engineeting > Basic Electrical (Metric)
Ei |8 Save as Web Page.., 4 Flowchart » |E  Basic Electrical (US units)
ER < Find add-ins for other Fle Formats... 3 @eneral 3 @ Circuits and Logic (Metric)
ﬁ Remove Hidden Infarmation. .. [ Maps and Floor Plans 3 Circuits and Logic (US units)
& shapes v |3 Metwork v Fluid Pawer (Metric)
;
= Page Setup... [ Schedde 4 Fluid Pawer (U5 units)
| Print Preview 4 Software and Database » Industrial Control Systems (Metric)
o @ Print. .. Chrl+P Industrial Control Systems (US units)
' Send To » Part and Assembly Drawing (Metric)
H|1 Properties Part and Assembly Drawing (US units)
i) Exit Piping and Instrumentation Diagran {Metric)
Ll T e L) = Piping and Instrumentation Diagram {US units)
Switch
2 _L Ground Process Flow Diagram (Metric)
P Flow Di US unit:
EE N b rocess Flow Diagram (US units)
convarar, Systems (Metric)
bt dfa a-hit i
converter register e (B
-bit afd &-bit dfa
converter conwerter

Notes

It is easy to open
additional Stencils
should the built-in
Template not
provide them by
default.

Select the Shapes
button on the
Standard Toolbar
to view and open
available Stencils.

=

It is easy to create
a New Drawing
from the built-in
Templates if you
are already in an
existing Drawing.

www.microsofttraining.net
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Changing View Settings

I® Drawing? - Microsoft Visio

©] Be  gdt | view | nsert Format  Took  Data  Shape  Window  Help

O~ 25 I |4 shapes window |- "L - A - @ [/ 150% @ -
" () Pan & Zoom Window = = ol O Bttene | = = 2
ST 4] i ncaa o RRTORRY:ORVRON. O RNPOP:RNRRP - PRRRRP - PRTORFR: OO RNNPO RRRRP5 TR

Size & Postion Window
search for shape 2 " d
Trpe your search &) 2raving Explorer Windaw

External Data Yindow
[ Arrow Shapes (|

[E Backgrounds (M Task Pare Curl+FL
[El Basic Flonchart Todlbars G
) Full Screen

v g
(L] pocumen: p

v uides
Connection Paints
Page Breaks
Header and Feater...
CDomadaa [ maup

[ Z  Layer Properties.

(1 card
5l FullScreen F5
5
Q) osor Zoom V| e | e
T T E Page Width | — oom
Whole Page |
Loap i Terminator
O Lonplimic T 3 oy l
Gn-page Offpage o
o g O e
height i |
100 I
5% |
50% |
Zoom., |
&l =
[E Borders and Titles (Metric) 4 4 » M| Page-1
— A
o
*
/
L/

Notes

The Pan & Zoom
Window combined with
the Zoom tool make
working with detailed
and complex diagrams
easier to ensure the
minute details are
completed correctly and
then allow an overall
view of the drawing.

Full Screen is used for
reading/viewing your
drawings on screen. It
allows the viewer to
focus only on the
drawing.

www.microsofttraining.net
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Drawing Tools

In this unit you will learn to create objects and lines using the Drawing Toolbar, add shapes
to your drawing and how to find shapes and stencils.

Objectives

Upon completion of this unit you will be able to:
= Use the Drawing Toolbar

= Draw rectangles and ovals

= Draw lines and curves

= Add shapes to a drawing

= Find stencils and shapes

www.microsofttraining.net Tel: 0207 987 3777 Page 5
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The Drawing Toolbar

The Drawing Toolbar
contains the basic tools.

O </ e/

To access the Drawing

(6] Fle Edt | view | Insert Formst Tooks Data Shape Window Help i
N5 -d & shapes Window X #9- - &H TOOIbar

¢ Arial @ P_an&Zoomw.indow g-! E_ = '3_?'; E; ! - VieW-TOOlbarS-
S| wevsmwedn P Drawing

Size & Position Window
Drawing Explorer Window
External Data Window

Search For Sh s
earch For Shape .
&

Type your search

[H Arrow Shapes (|
[ Backgrounds { Task Pane Chri+F1
[ Basic Flowchart Toobars » | v Standard
|:| P +  Rulers ~  Formatting
v Grid Action
[_lennes :
v Guides Data
Predefined 4, Connection Points Developer
process |
Intemal Page Brezks | L LT —
el Header and Footer... Formak Shape
@ Direct data [ 1% Markup Format Text

Drawing Rectangles and Ovals

The Oval and Rectangle
tools are also the Circle
and Square tools.

The diagonal perforated
line appears to show when
a perfect shape has been
achieved.

The Shift key also aids
when trying to create a
perfect shape.

Notes

www.microsofttraining.net Tel: 0207 987 3777 Page 6
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Finding Stencils and Shapes

Shapes X
Search for Shapes:
Flowchart Pracess v
24 Flowwchart Process |
i |

Parion

ﬂ Parzon 1 ﬁ 1,274
-R- -K Person
Parson 2 2,118

Personnelf Personnel!

Staff Sraff 164
E[l Predefined Predefined

process process.31

D Preparation D Preparati,,,
[l:[l Procedure [I:[I Procedur, .
D Process (DCT:(CI:)S g
Process
O (eircle), 148 l:l Process 27
ﬁ' Publizations ﬁ Publicatia...
ﬁ‘ Purchasing % Purchasin...
Cpuality Gruality
ﬁ?@ ATTurance B Aszuranc...
% Receiving % Receivin..,
I_EI Reception &I Reception.

-e Refinernant -e Refinerne ..

Adding Shapes to a Drawing

Shapes ®
Search For Shapes:
Connectors A
B Connectors B __|
A
1 legged 1 legged
CORRECLOr —/ CONNACION. ..
< I {100

1.0 opan 1D
end s :D mm"
:> 1-0 single Cb :;D#Q.le

(=0 2 lines (=1 2 bnes. 168

2-conductor Z-conductor
(e e

— 2-tonductor _s— 2-conductor
plug O phug.354

== zline bus ==l i:;s
2:line 2dine
elbow elbow 237

[l —0 Ev:onducwu =2 Feondugtor
Aty jack Ao jack. 186

= Z-conducter L= I-conductor
plug F— phg.326
= alines B dlines.202

E 4line s [ w&

+line Fhne
b elbow 204

Shapes

Search for Shapes:
Type your search here

[ Arrow Shapes (Metric)

[El Backgrounds (Metric)

oooooo
Pradefined
[ o™ (X storasas
Intemal Sequential
O G2
Manual
(D it dats ] s
Clewd [ panereane
Manual
O L e
{0 preparation == P23
() Loop limit € Terminator
On-page Offpage
oy )

TI< Flowdhar: Auto-height
[ P E T

Snap to Dynamic Grid

Notes

In the Shapes Pane you
can search for required
Shapes and Connectors.

The Shapes Window is on
by default. If the Shapes
Window is closed it can be
found in the View Menu.

To add a Shape to a
Drawing simply drag and
drop the Shape from the
Stencil onto the Page.

www.microsofttraining.net
© Best Training 2013
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Drawing Lines and Curves

The Lines tools can be
used to add to drawings.
Simply select the line you
require and drag and drop.

Notes

www.microsofttraining.net Tel: 0207 987 3777
© Best Training 2013
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Creating Basic Diagrams

In this unit you will gain skills that allow you to control shapes and connection tools which will
help make creating diagrams easy.

Objectives

Upon completion of this topic you will be able to:
= Select multiple shapes

= Connect shapes

= Align shapes

= Distribute shapes

= Group shapes

= Use Snap & Glue

= Rotate & Flip shapes

= Work with Guides

www.microsofttraining.net Tel: 0207 987 3777 Page 9
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Selecting Multiple Shapes

There are many ways
B nrea select to select more than
A = ==

A ecfl. - A - &
= ?
Pl4bd dreaSelect b = .z __ : | one shape at a time.

Lasso Select
The Multiple Select tool
allows you to click on
individual shapes and it
will hold the selection.

The other method to
achieve this is to hold
the shift key down
while selecting each
shape.

The Lasso and Area
Select allow multiple
shapes to be selected
by one click and drag
over the desired
shapes.

Connecting Shapes

There are a number of
ways to Connect
shapes.

Grouping
Order

Rotate or Flip

- v ¥ ¥

Cpetrations

= All at once using

= Align Shapes... the COnneCt

¥ Distribute Shapes... ShapeS Option

E Connect Shapes

*%  Configure Layout... under the Shape
Re-layout Shapes Menu
Center Drawing

Actions

Shape-Connect
Shapes

= Asthey are
dragged onto the
page or individually
using the
Connector Tool
from the Standard
Toolbar.

uL_'th - g <|;.|p 52% -

l-"'I_u Connector Tool

X Connection Point Tool

Notes

www.microsofttraining.net Tel: 0207 987 3777 Page 10
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Aligning Shapes

iSrouping
Crder

Rokate or Flip

Operations
Align Shapes...
Distribute Shapes
Connect Shapes

s Configure Layout...
Re-layout Shapes
Center Drawing

Actions

Distributing Shapes

Grouping

Qrder

Rokate or Flip
Operations

Align Shapes. ..
Distribute Shapes...
Connect Shapes

s Configure Layout. .,

Re-layout Shapes
Center Drawing

Actions

Notes

Align Shapes

Wertical alignment

oo

EIIEF‘ ‘Dln

x

Horizontal alignment;

%3

D ‘
=
[m]

x

Create guide and alus shapes ko it

(84

Cancel

Distribute Shapes

Sertical distribution

Horizontal distribution

| FR) 3 o

[ ] create quides and glus shapes ta them

| o

l [ Cancel

X)

If the shapes need to
be lined up either
vertically or
horizontally use the
Align Shapes
Dialogue box under
the Shape menu.

Aligning Shapes
ensures the
connector lines are
straight.

Distribution of
shapes controls the
spacing between the
shapes to ensure the
distance between the
shapes is the same.

www.microsofttraining.net
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Grouping Shapes

Shape | Window Help

Grouping
Order

18 Group

Rotate ar Flip

Cperations

™

Align Shapes...

Distribute Shapes. .
Cornect Shapes

% Configure Layout. ..
Re-layout Shapes
Center Draping

I Ungroup  Shift+Crk+y
Add to Group
Remove from Group

Convert to Group

Shift+Ctr-G

e |

Use Grouping to keep
shapes together so
they don’t move in
relation to each other
once in the desired
position.

You can have multiple
groups.

Shapes in groups can
still be singled out so
you can work with a
grouped shape
independently.

= Shape-Grouping-
Group

Snap & Glue
Snap & Glue X Use Snap & Glue to aid
E— — in the positioning of
General | Advanced | shapes.
Currently active Snap ko Glue ko
[¥]Enap: [#]ruler subdivisions [[]5hape geometry - TOOIS-Snap & Glue
Glue Grid Guides
[ ] oynamic grid [ alignment baox [[]5hape handles
Drawing aids [Ishape extensions [ shape vertices
[[]shape geometry Connection paints
Guides
[]shape inkersections
[Ishape handles
[[]shape vertices
Cannection paints
L [o] 9 J l_ Cancel
Notes
www.microsofttraining.net Tel: 0207 987 3777 Page 12
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Rotate or Flip
The Rotate Handle

Rotation - ———— | POSItiONed at the top
Haidig: == T2t T p— T of the shape allows
: : e vl o e =.z | theshape to be
Ratate or Fip v 47 Rotateleft el turned any where
Operations P | D4 Rotate Right  Chrl+R o
|=  Align Shapes... Al Rotate Text from O to 360
B Distribute Shapes... Ab  Flip Horizonkal — CereH YOU can aISO use the
L Connect Shapes 4 FlpVertical G4 . .
i . ——' | Rotate or Flip option
Re-layout Shapes H from the Shape
Center Drawing o Me nu.
Actions 3 b Hoe

= Shape-Rotate or
Flip

Use both Horizontal
and Vertical Guides

to assist with the
placing of Shapes
and lines.
Notes
www.microsofttraining.net Tel: 0207 987 3777 Page 13
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Formatting Shapes

In this unit you will not only learn to add text to shapes and connectors but also how to format
text, shapes, connectors and apply Themes. This will allow creation of a consistent look
throughout your drawings.

Objectives

Upon completion of this unit you will be able to:
= Change shape and line colour

= Add text to shapes

= Format text

= Use the Format Painter

= Duplicate shapes

= Resize shapes

= Use Themes

www.microsofttraining.net Tel: 0207 987 3777 Page 14
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Formatting Shapes
Using the Format Shape Toolbar

FormatShape % x|
Flawchart I RATER:

Using the Fill Dialogue Box

Fill Shadow

Pakbern: 01: Salid - Colar: E

Color:

Transparency: J

Presview Transparency ! J
[ Apply ] [ OK ][ Cancel

Using the Shadow Dialogue Box
Shadow X

Shadow Presview

Skyle:

fLLa Orrsel, iower lert
Pattern: 01: Solid w

Transparency: J
Size & position

% Offset: E]E]
G
Magnification: J l:l

[oppy | [_ox ][ concel |

www.microsofttraining.net Tel: 0207 987 3777
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The Format Shape
Toolbar allows you to alter
the selected Shapes
Corner Rounding,
Transparency, Fill Pattern
and Shadow Colour.

The Fill Dialogue box
allows you to change the
colour and transparency of
the selected Shape and its
shadow.

The Shadow Dialogue box
is where you set and
change the Shadows
colouring, transparency
and Size and Position.

Page 15



Formatting Lines and Shape Outlines

 Line 3] The Line Dialogue box
Line Line encs allows you to change the

Pattern: o [— v| Begin: | 00: Nare v Line Sty|e which inCIUdeS,
weght:  [oi—=]¥|  Ed:  [00:Nore vl Pattern, Weight, Colour,
O Beginning, Sharpness of
, s | , the corners etc.
Cap: aLe 6| End size! iMEdium v |
Transparency: J | 0% |
Round corners Preview

00en | |
Rounding: [2mem |
[ eonty | [ ok ][ coned |

Formatting Line and Shape Corners

Corner Rounding The Corner Rounding

Dialogue box controls the
h f both Li

1] and Shape comers,

EeEE

Rounding: |E mm |

x)

[ Apply ] [ oK ] [ Cancel
Notes
www.microsofttraining.net Tel: 0207 987 3777 Page 16
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Adding Text to Shapes

Begin Process

G )G

Formatting Text

Formak Text

Text [z|

Font |Character Paragraph | Text Block | Tabs | Bullets

Faonk settings

Font: |Aria\| v

Sige: |Bpt

I

General

Case: | Marmal R | Color:

Position: |N0rmal v | Language: |English (LLE.] v

Underline: | (none) v | Transparency:

3
#

Strikethraugh: | (none) v |

Notes

To add text to a Shape
either:

= Double-click on the
Shape and type.

or

= Select the shape and
type.

The window will zoom in
to focus only on that
shape.

Once you have completed
typing then press Enter.

The window will zoom
back out.

The Format Text Toolbar
allows quick access to
some of the features
found in the Format Text
Dialogue Box.

Use the Format Text
Dialogue box to format not
only Fonts but also
Characters, Paragraphs,
Text Blocks, Tabs and
Bullets.

www.microsofttraining.net Tel: 0207 987 3777
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Using the Format Painter and Duplication

Resize Shapes

Size & Position - Paper ta... X
% 6.4in

| Edi | view Insert Format  Tools
|
9 ndoMovs Object  Cir+Z

|8 can'tRepeat Chri+

i
¥ 9.8in
Width | 1.6in
AT T |Height | 1.2in

Angle 0 deg

Fin Pos | Center-Center

Notes

1% cu Crl+x
o‘ﬁi Copy curl+C
o paste crrlav
| Pastepecial. Cubeaksv
® Paste as Hyperlink
4 aste as Hyperll
% Clear el
o sekaa kA
1 Selectby Type...

' Duplcate D
of  DeletePagss...
A End. Ctrl4F
| Replace...
e
ral Reconyert
o Go To »
Links.
L1 -
—
3 B——a
P 1
|
H |
] L

Resize
Shape

Duplicate is a quick way
to create an exact copy of
a shape and all its
information.

= Select the Shape
=  Edit Menu
= Duplicate

Shortcut:
= Ctrl + D Duplicate

Use the Format Painter to
copy formats from one
shape to another.

= Asingle click will
allow one use.

= A double click will
allow multiple uses.

Either select the corner
handle to resize (and
keep in proportion) the
shape or for more
accurate resizing use the
Size & Position Window.

=  View menu
= Size & Position

www.microsofttraining.net
© Best Training 2013
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Using Themes

I= I

#/|: Theme - Colors v x

Theme Colors

Theme Effects

Apply theme colors:

£

Apply to All Pages
Apply to Current Page
Edit...
1 Duplicate
Delete

Show Large Previews

Notes

4

{ ]
New Theme Colors...
Apply theme to new shapes
v

| @ More about themes

Themes are a quick and
consistent method with
which to format drawings.

Use the Themes Task
Pane to apply and modify
the built in Themes.

The Theme colours and
effects are also set using
the Themes Task Pane.

www.microsofttraining.net
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Tel: 0207 987 3777

Page 19



Working with Pages

In this unit you will learn how to work with both Foreground and Background pages and
prepare drawing pages for printing.

Objectives

Upon completion of this unit you will be able to:
= |nsert, name and delete pages

= Alter the Page and Printer setup

= Create Background pages

= Insert Headers and Footers

www.microsofttraining.net Tel: 0207 987 3777 Page 20
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Inserting, Naming and Deleting Pages

|
Insert iFgrmat Tools  Dat

] MewPage...
Field...

Symboal,..

Shape ScreenTip...
Inserk Page...

- Comment Delete Page
Bicture Ls Rename Page

Text Box Reorder Pages..,
CAD Drawing. ..

GL Contral,..
Object. ..

99 Hypetlinks...  Ctrl+k

Page Setup
Print Setup

Page Setup

Print Setup | Page Size | Drawing Scale | Page Properties || Layout and Routing | Shadaws |

Printer paper

[ 2t % 257 o i~
@ Paortrait
() Landscape
Print zoom
@ Adjustto [100%  w
C)Fktn D sheetis) across
by - sheet(s) down
7 - ) Printer paper: 210:x 297 mm (Partrait)
Drawing page: 210 x 297 mm (Partrait)
Print;
[ aridines Print zoom!  Mone
Apply L Ok J [ Cancel

Notes

New Pages can be
created by either:

* |nsert, New Page
or

= Right click on an
existing Page,
select, Insert Page

The Deleting and
Renaming of pages is
managed on the page
tab by right clicking.

The Page Setup
dialogue box is used to
ready the drawing for
output to printer.

Print Setup Tab is
used to set the printer
paper and zoom.

www.microsofttraining.net
© Best Training 2013
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Page Setup
Page Size

Page Setup

| Print Setup | Page Size | Drawing Scale || Page Properties | Layout and Routing | Shadaws |

Page size

O Same as printer paper size

Mekric (150) “
| |

[ 20 o x 267 rom v
Ogustom size:

fioen < ]

() Siize ko fit drawing contents

Printer paper: 210 x 297 mm (Portrait)
Genp arfnleittm Drawing page: 210 x 297 mm (Portrait)
(@ Portrait () Landscape Prink zoom:  Mone
[ Apply ] [ Ok ] [ Cancel

Page Setup
Drawing Scale

Page Setup

Notes

The Page Size Tab allows
the on-screen size of the
drawing to be set.

This may be different to
the Printer paper size.

Use the Drawing Scale

Print Setup | Page Size | Drawing Scale |Page Properties | Layout and Rauting | Shadaws | Tab to set the Scale Of the
Drawing scale curre nt page
®tosclsci No scale will match the
Page Size and Print Setup
"I options selected.
() Custom scale:
|1 T |= |1 m |
Printer paper: 210 x 297 mm (Portrait)
Page size (in measurement units) Drawing page: 210 x 297 mm (Portrait)
|210 m |>< |29? m Prink zoom: Mone
[ Apply ] [ QK ] [ Cancel

www.microsofttraining.net Tel: 0207 987 3777
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Page Setup

Page Properties

Page Setup

Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadows

X

Page properties
Type: (®Fareground () Background
Marme: |Page-1| |
Background: [Mere |
Measurement units: | Metsrs ]
oply | [ ok [ cancel

Page Setup

Layout and Routing

Page Setup

Print Setup | Page Size | Drawing Scals || Page Properties | Layout and Routing | shadows

3

Routing Preview
Style: ﬁowchart v |
Direction: |T0|3 o Bottom R |
Separate! |Unrelated lines W |
Qwerlap: |Using routing style w |
Appearance: |Straight w |

Line jurnps

Add line jumps to: |H0ri20ntal Lines

V| Wertical size: ——J—

Line jump style: |P.rc

v| Horizonkal size; ——— J—

Other

[ Move other shapes away on drop

Enable connector splitting

[ Apply ] [ 0K H Cancel ]

Notes

The Page Properties Tab
appears every time a new
Page is Inserted.

Used to name pages, set
measurements and the
Page Type — Foreground
or Background.

The Layout and Routing
Tab sets the default
behaviour and style for
Dynamic Connecters on
the current page.

www.microsofttraining.net
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Page Setup
Shadows
Page Setup X The Shadow Tab allows
Print Sekup || Page Size || Drawing Scale || Page Properties | Layout and Routingi Shadows”| the defaUIt Shadow for the
i e current page to be set.
[13: Offset,custon_____J To apply the default
To apply this setting to shapes, ShadOW tO a Shape
select the shapes, then click shadow
et as e g, o Fege = Select the shape
Size & position " Format
# Offset; |3 mm :J E]E]E] n ShadOW
_ [#[e]=]
Y Offset: I-S mm _:Ll E]E]E] u Style - Page default
Magnification: J | 100% | L ;
[ Apply ] I Ok l [ Cancel
Page and Printer Setup
Print X The Print dialogue box will
Prinker look at options specific to
Marne: |;C\ut0 Brother HL-S2500N (default office pi | [ Properties. .. ] your p”nter-
Status:  Ready This dialogue box allows
Type: Brother HL-5250DM series [Jno Background the Selectlon Of hOW many
Where:  \\SALESZ\Printerd [ealor as black. pages and Wh|Ch pages
Comment: [CIPrirk ko File are '[O be pl’ln'[ed
Page range Zopies
[OF:1] Mumber of copies: E@
() Current page
{0 Y o R 0 I T
O Current wisw
I oK ] [ Close

Notes

www.microsofttraining.net Tel: 0207 987 3777 Page 24
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Creating Blank Background Pages

Page Setup

(X

Use Background Pages to

Print Setup | Page Size | Drawing Scale| Page Properties |Lay0ut and Routing | Shadaws set UnChang|ng ltems that

o _ need to be used on multiple
ge properties

Foreground Pages such as

Type: OForeground (@ E: )

Titles, Logos etc.
Marne: |Page—1 |
Background: |\-'Backgr0und-1 - | " Insert Page
Measurement units: |Mi||imeters W | u Page Propertles

» Type - Background

[ Apply ] I oK H Cancel

Creating Background Pages Using Templates

Shapes X[

Spe— — The Backgrounds and _
Search for Shapes: —— Borders and Titles Stencils
vk | B | are opened by default when
. Arrow Shapl_es (Mat"':) [ Arrow Shapes (Metric) a BUI|'[ il’l Template |S
__ag_kg_rounds (Metric) ~ [ Backarounds {Metric) opened
D Background D Background & [ Basic Flowchart Shapes (Metric)
penl solid L [ Borders and Titles (Metric) To create a Background
247 Backaround ackground — A . B
iy ighiach e Page simply:
B S [ Sugoret L = Select Background
1 Background Background
i ) fesf e o = Drag and Drop over
D E auwd Q Background Esboder | Border Foreground page
——__ neon 2 { triangles
i Background Background Border = Border DO the same for Borders and
l wiorld =] Compass a graphic 1 graphic 2 T|t|eS
4| Background ﬂ Batkgrund M porder ES__ Sondlar )
oy, L) _rmederm 1 0 “rodem 2
@ Background Background @ Bordar Border
mountaing PEITHTIC technical 1 |= technical 2
N l== O
i e W
Title block == Title block
E ]'atgge‘ﬂ cotntemp.
itle black itle black:
= ;'re:ro -erlégant
LS -
L
s Tie block Title block
[ Basic Flovachart Shapes (Metric) == hotrizon % spthere
[ Borders and Titles (Metric) —p. Tileblock [T |Motebox %]
www.microsofttraining.net Tel: 0207 987 3777 Page 25
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Inserting Headers and Footers

Header, and Footer

Header

Left: |

IO

Center: |

»

Right: |

®

Farrnatting

Faont: 12 pk, Arial

Fooker

B

Left: | | E]
Center: | | E]
Right: | | D

Ok l’ Cancel ]

Go to Pages

3 ¥} Undo Next Page Ctrl+Z ) iy )(7; v .

113 can'tRepeat Criy

uE=E=E
& Cu ChrHs &0
53 Copy Drawing Chrl+C
:'35 Paste Ctrhy
o Paste Special...  CtrHalk+y
W Paste as Hyperlink
9 Clear Del
© Select All Chrl+-A
Select by Type...
Duplicate Chrl+D

Delete Pages...
3 Find... CtrF
Replace. ..

Reconyert

d GoTo » Foreground

Links... Background

Object 1Page-1
2 Page-2

3 VBackground-1

plimit D Terminator
Page..,
“nane 1 offoace

www.microsofttraining.net
© Best Training 2013

Page

Select page:

VBackgrouns- &

] open page in new window

e

][ Cancel ]

Tel: 0207 987 3777

Header and Footers will
appear at the top and
bottom of all Foreground
pages.

To apply a Header and
Footer:

= View
= Header and Footer

Headers and Footers
are only visible in Print
Preview.

There is more than one
way to Go To a Page.

=  Edit
= GoTo
= Page

This also contains an
option to create a New
Page.

or
= Edit
= GoTo

= Select the desired
page.

or use the Page Tabs at
the bottom of the
Drawing Area.
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Building Diagrams

In this unit you will learn to create Organisation, Flow and Brainstorming Diagrams.
Objectives

Upon completion of this unit you will be able to:

=  Create Organisation Charts

= Create Basic Flowcharts

= Create Brainstorming Diagrams

www.microsofttraining.net Tel: 0207 987 3777 Page 27
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Visio 2007 Introduction

Rafle & Co Loss Adjusters

Thursday, January 15, 2009

Henry Ralfe
Owner

David Rafle

General Manager

Lee Hutson
Office Manager

e

Shani Hastings
Receptionist

Rhonda Perium
Receptionist

Jeff Pryde Tania Redden
Sales/Marketing Financial
Manager Manager
[ 1 1 | __________
Andrew Stanford Susan Clark Julia McMurray Richard Murphy | Anthony Wicking |
Sales Sales Marketing Adjuster's Accountant |
Manager || = 20— /T -
[ T T 1
Lara Hughes Kerry Evans Brent Shepherd Bill Murphy
Senior Adjuster Senior Adjuster Senior Adjuster Senior Adjuster
Burglary Motor Building/Contents Liability
Andrea Burton . . Cynthia Curnow Paula Roche Emily Harrison . Kate Haynes
Claims Technician BSrralzamA?jmgper l\L/IyoatgroAh;uZ?enr Claims Technician Building/Contents Claims Technician Li;lajlili?afgiger Claims Technician
Burglary giary Ad ! Motor Adjuster Building/Contents Yy Ad Liability
Page 1
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Visio 2007 Introduction

Creating Organisation Charts
Organisation Chart Shapes
The Organisation Chart

b D rgr L A - Shapes Stencil provides

[E Crganization ChartSlﬂns(l'l'letn:‘}i the Shapes to create a

I:g Executive [:,_-_'I Manager i Chart

] P ] Conmitant The Organisation Chart
i Toolbar provides tools to

L] vacaney L] Assistan change the layout and

T Tam navigate around you

[ fame [ SR

Organisation Chart.

E Three EZ Tide
CORF

positions

71§ Dynamic ' Deotted-ine B|Organization Chart ~ |

o 5| 2 % g | ae %

Adding Multiple Shapes

Use the Add Multiple

Add Multiple Shapes ] Shapes tool on the
Organization Chart
Mumber of shapes: |3 95 -
brber of shapes: 3 3| Shapes Stencil to insert
Shape: more than one shape at a
q Execukive ~ time.
q The maximum number of
Manager

shapes that can be added
at the same time is 50.

e
1 Consultant

m:j Yacancy w
[ (a4 ] [ Cancel
Notes
Changing Position Type
www.microsofttraining.net Tel: 0207 987 3777 Page 29

© Best Training 2013



Visio 2007 Introduction

_ If a manager receives a
Change Position Type | promotion to executive,
- use the Change the
Position dialogue box to
reflect this promotion.

Mewy position bype:

» Select shape
ﬁ Posttion — = Organization Chart

[:fl] Consulkant menu
1 = Change Position Type
{7 Macancy v Dialogue box

= Select New Position

| ok || cancl Type

= Click OK

Arranging Subordinates

The Arrange Subordinates
Dialogue box is used to

Arrange Subordinates X change the layout of the
Layouts . . _ Subordinate Shapes which
Harizonkal: Wertical: Side-by-side: aIIows the Chart to better

reflect the true nature of
the organisation.

S R
ES|E{RE-
‘E'_'i'" "5;‘ TE = Organization Chart
Menu
? = Arrange Subordinates

= Select the Manager
Shape

=
=
=i
E

60 889 oo?) |oa®

o] [coneel ] = Select desired
arrangement
= Click OK
Notes
www.microsofttraining.net Tel: 0207 987 3777 Page 30
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Visio 2007 Introduction

Need for change discovered

Change request form is submitted

Is the change complex or

Simple

Roll back

simple?

Complex

Test the change, quantity risk and identify required
resources

www.microsofttraining.net

Develop documentation of change

eview procedure to

Redesign the plan and
retest for any changes

accomplish change

Assign resources,
accept the level of risk
satisfy schedule
requirements, and
deliver notifications

Deploy change, monitor progress, and measure success

Report success to
management and

technology conslutants

Update documentation and collateral systems and build
knowledgebase

© Best Training 2013

A

Close ticket
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Visio 2007 Introduction

Creating Basic Flowcharts

Basic Flowchart Shapes
[ Arraw Shapes (Metric) Thel’e are many F|OWChaI’t
[E Backgrounds {Metric) . .
[ Basic Flowchart Shapes (Metric) Stenc' IS . USIng a .
I — combination of the skills
learnt in the earlier units of
R this book creating Basic
[ prcel™ (X stored dma Flowcharts should be
] Sequentl relatively simple.
G) Direct data [ :\::::Jal
Cl Card t:__] Paper tape
() oislay s
{ ) Preparation == parjuel
() Loop limit > Terminator
® S e ]
IO Flowchant {J’z Auto-helght
[ shapes ~ box
g i Drynarnic '(;‘/O Line-curve
2::;% AEF annotation
Borders and Titles (Metric) |
Notes
www.microsofttraining.net Tel: 0207 987 3777 Page 32
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Purchasing

@ Decorating

Visio 2007 Introduction

Sanding

Painting

Legend N
Legend Subtitle
Symbol ‘ Count ‘ Description

@ 1 Design
@ 1 Quotes
@ 1 Decorating
) Ask Brother to
k) 2 make bedside
tables
}., 1 Needs follow
up
) 1 Good
1 Meeting
H 1 Done

www.microsofttraining.net
© Best Training 2013

colours

Spanish White

Tel: 0207 987 3777

Plastering
T\ Fix It Building I_Livingstons
@ Quotes
Murray Builders
M Plans
Renovations
Design
@ Butter Yellow Ideas
Surface changes
Total redo
Blue White
@ Guest room
Bathroom
Livingroom
Master room Kitchen
Page 33



Visio 2007 Introduction

Creating Brainstorming Diagrams

The Brainstorming Menu and Toolbar

[Brainstorming | ‘Window  Help

% Auto-Arrange Topics

& Add Main Topic

%.  Add Subtopic

o< Add Peer Topic

45’:_- Add Mulkipls Subkopics...
Change Topic Shape. ..
Move Topic to New Page. .,
Brainstorming Skyle. ..
Outline Window

Import Data. ..

Export Data 3

Brainstorming * X
B

The Brainstorming Outline Window

[ERA Oravingl7
== Renovations
[=)-~=- Drecorating
= Purchasing
[=)-=- Painting
[ colours
= Blue White
= Spanish White
= Butter felow
= Sanding
= Plastering
=)= Quates
= | ivingstons
= Murtay Builders
= Fix It Building
(=)= Design
= Plans
[ Ideas
[=)--=- Surface changes
= (Guest room

-= Livingroom
[=)-=- Total redo

-=- Master room

= Bathroom

= Kitchen

Outline Window X

Notes

To add topics, change the
layout and customise the
Brainstorming Diagram
use the Brainstorming
Toolbar and Menu.

The Outline Window
allows a tree overview of
the Brainstorming Diagram
and can be used to select
levels to allow easy
selection of topics.

= Select Brainstorming
Menu

= Select Outline Window

www.microsofttraining.net
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