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[bookmark: _Toc364692997]Starting Out



Welcome to Visio 2010. The following lesson is intended to give you a gentle introduction to the Microsoft Visio 2010 program.  To start, you will learn what Microsoft Visio is and how to open and close it; and become familiar with the Visio User Interface.
[bookmark: _Toc364692998]What is Microsoft Visio?

If you have complicated information that you would like to communicate fully and clearly, diagrams and charts can be a big help. This is the basic reasoning behind Microsoft’s Visio 2010 application. 

Put simply, Microsoft Visio 2010 is a drawing program; a drawing program with advanced functions and features that allow you to create professional looking diagrams and charts. Visio also provides templates for specific chart or diagram types. These templates can help you create a diagram quickly and easily.

With Visio, you can create eye catching charts and diagrams that illustrate your information graphically. This makes your information easier to visualize, to understand, and to communicate to others. 

In this regard, Visio provides the flexibility to create a wide variety of charts and diagrams that can display pretty much anything from business processes to precise technical specifications. If you want to get your meaning across clearly with a custom chart or diagram, Visio is a great tool to use.







[bookmark: _Toc364692999][bookmark: _Toc142297225][bookmark: _Toc142297473][bookmark: _Toc142298722][bookmark: _Toc142298970][bookmark: _Toc142299094]Interface Overview

A user interface consists of the buttons, Ribbonos, options, and windows that allow you to view your data and access the given application’s functions. The following image shows the typical Visio 2010 screen components.
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	1. Title Bar
	Displays the name of the application, as well as the name of the current drawing.

 At the right of the title bar, you can see the window controls that let you minimize, maximize, restore, or close the Visio screen.

[image: 1110]

	2.  Ribbon Bar
	This bar contains tabs indicating the Ribbon bar on view. Each ribbon have numerous buttons that when you click performs the action.


	
	

	3.  Shapes Pane
	This pane allows you to access (drag and drop) shapes to include them in your diagram.

The shape options that appear in the Shapes pane will depend on which category of shapes that you select.

	4.  Task Pane
	A task pane provides access to different options, hyperlinks, and other controls for managing and modifying your diagrams.

There are multiple task panes in Visio and each one will provide different options.

	5.  Diagram /Chart area
	This is where you will build your diagram (your working area).

At the bottom of this working area, you will notice one or more page tabs. If your diagram spans multiple pages, you can click on a page tab to view the corresponding page.

	6.  Status Bar
	The small bar at the bottom gives you a status report (displays information) related to the current Visio diagram that you are working on.

The Status bar can tell you the dimensions of a shape or object, the coordinates of the object in the working area, and more.




[bookmark: _Toc364693000]Closing Visio

It is quite easy to close the Visio program.  To shut down Visio 2010, just click the white close (x) button in the upper right of the Visio screen (on the title bar).





[bookmark: _Toc364693001]Interacting with Visio



Now that you know how to open and close Visio 2010, it is time to take a closer look at some of Visio’s interface components. 

In this lesson, you will learn how to use Visio’s ribbons and buttons. 
[bookmark: _Toc364693002]Using Visio’s Ribbons

When you open the Visio 2010 program, you will see a ribbon bar across the top of the Visio screen (in collapsed view).

[image: ]

Create a drawing from one of the templates. Select a template category, select a drawing type e.g. Basic FlowChart, then click the Create (as indicated)




[image: ]

The image above shows the Visio 2010 “File” menu.

You can use the options here to create a New drawing, Save, Open and Print drawings.

If you click the Open option, an Open dialogue will appear as shown below.

[image: 125]

[bookmark: _Toc364693003][bookmark: _Toc142297232][bookmark: _Toc142297480][bookmark: _Toc142298729][bookmark: _Toc142298977][bookmark: _Toc142299101]Using the Status Bar

At the bottom of the Visio 2010 screen, you will see the Status bar.

[image: ]

At the far right of the status bar, you will see the Zoom slider that allows you to quickly view the drawing page at different magnifications. On the far left are the numbers indicating page of the current drawing is displayed and the total amount of pages in the drawing.

If you select an object, (like a shape) by clicking on it in the Visio working area, the status bar will display the width, height, and angle of the selected object (as shown in the image below).

[image: ]

Furthermore, if you drag an object with your mouse to move it, the status bar will tell you the position of the left side, right side, and bottom of the object with respect to the rulers on the side and top of the working area as shown below:



[bookmark: _Toc364693004]
Working With Files



[bookmark: _Toc364693005]Saving Files

The default file format for Visio drawings is VSD (Visio Drawing) format. If you are saving a file that you are working on in Visio, you should save it as a VSD file. This way, you can easily reopen the file in Visio to continue working on it or modifying it.

To save a Visio file, click the File Ribbon and then click the Save As option.

[image: ] 

Alternatively, Click the Save Button on the Quick Access Toolbar (top of screen left)


When you perform this action, a save as dialogue will appear on your screen.

[image: 132]

In the Save As dialogue, use the navigation controls on the left to browse to a suitable location on your computer. 

Once you find a place where you would like to save your file, enter a name for the file in the File Name field, and then click the Save button. The file type specified in the “Save As Type” field of the dialogue should be “drawing”. This action will save your file as a VSD file.

If you are planning to continue work on your diagram, save it as a Visio drawing (VSD file) so you can easily open it up in Visio.

If you are finished creating your chart or diagram, you can choose to save it as another file format other than Visio drawing (VSD), by selecting an option from the “Save As Type” drop list.


You can see the list of available file formats by clicking the small arrow at the Right of the “Save as Type” field.

[image: 133]

Just click on the format of your choice from the list to select it. When you click the save button, the Visio file will be saved as the format you selected. 

As you can see from the image above, you can use Visio to save a drawing as an image file (like gif, png, or jpeg), as a stencil or template (we’ll learn more about stencils and templates later), as an AutoCad Drawing, or as one of several other file types.

In general, if you haven’t yet completed your chart or diagram, you should save it as a Visio drawing (VSD file).


The instructions just provided explain how to save a Visio file for the first time. If you are e working on a Visio file that you have already saved, you can save your changes to the file by simply clicking the Save button on the Quick Access Toolbar.

[image: ]

When you click this button, the file (including any changes you made since you opened it) will be resaved with the same file name and location.  If you have not already saved the file, clicking the save button on the toolbar will display a save as dialogue, just ads if you chose the Save as option.
[bookmark: _Toc364693006]Opening Files

When you are opening existing files in Visio, you will typically be opening a VSD file (Visio drawing), a VST file (Visio template), a VSS file (Visio stencil), or perhaps XML variants of these file types (VDX, VTX, and VSX respectively).

Top open an existing file in Visio, click the File Ribbon and then click the Open option.

[image: ]


When you perform this action, an open dialogue will appear on your screen.  In the Open dialogue, use the navigation controls on the left to browse to the location folder for the file you want to open. When you find the file, click it to select it, and then click the Open button.

At his point, the selected file will open up in Visio.

You can also display the Open dialogue by clicking the Open button on the Quick Access toolbar. (If this is not visible, select the small drop arrow at the right to reveal common buttons you may add the this toolbar)

[image: ]

In addition, you can use the CTRL + O keyboard shortcut to display the Open dialogue.


Finally, if you open Visio and display the file ribbon, you will see a list of recently used files by selecting the Recent option(as shown below).

[image: ]

The files listed here will be ones that you have recently worked on or saved. Just click on an item in the recently used list to open it in Visio. By default, the recently used file list can hold up to nine items.
[bookmark: _Toc364693007]
Using the Getting Started Window



One of the features in Visio 2010 is the Getting Started Window. This is the opening screen that you see by default when you first start Visio 2010.  In this lesson, you will learn how to perform different actions with Visio templates by using the Getting Started Window.

[bookmark: _Toc142297242][bookmark: _Toc142297490][bookmark: _Toc142298739][bookmark: _Toc142298987][bookmark: _Toc142299111][image: ]
[bookmark: _Toc364693008]
Choosing a Template Category

When the Getting Started window first appears, you will see two main sections. In the middle you will see the Recently Used Templates, Template Categories and Other ways to get started sections.



In the center area of the Getting Started window, you will see a set of recently used templates (if you are using Visio 2010 for the first time, this section could be empty), and finally, on the right of the Getting Started window you will see details of the selected template and the button to Create drawing.

The list in the Template Categories section, contains all of the different types of drawings that you can create in Visio. 

Note: The template categories list may look different from the one shown in the image above, depending on what version of Visio 2010 you are using.

To select a template type, just click on the Template category (from the list) that you feel is most appropriate for the chart or diagram that you want to create. When you click on a template category in the list, the center part of the Getting Started window will display a list of templates that are available in that category. 

The templates shown in the center area will be displayed as preview/thumbnails, which gives you a general idea of the types of drawings you can create in that template category.

In the following image, you can see how the Template thumbnails give you a general idea of the different types of drawings that you can create from the Business category of templates.

[image: ]

If you want to create a different type of drawing, just click on another category in the Template Categories list by clicking the Back button or Home button across the top of the templates. Examples of the types of drawings that you can create from the templates will appear as previews in the center pane of the Getting Started Window. 
[bookmark: _Toc142297243][bookmark: _Toc142297491][bookmark: _Toc142298740][bookmark: _Toc142298988][bookmark: _Toc142299112][bookmark: _Toc364693009]Choosing a Template

Once you have decided on a general Drawing type, (i.e. business, flowchart, or general) from the Template categories list; you can look in the center pane of the Getting Started window to get an idea of what the drawings from your chosen category can look like.

In the next image, the flowchart category has been selected, which reveals Flowchart template previews in the center pane. You can use the scroll bar at the right of the center pane to view all of the template previews.

[image: ]

If you see a template thumbnail that resembles the type of drawing that you want to create, click on it to select it. The template thumbnail that is selected in the center pane will be shown as a preview in the right side of the Getting Started window. 

Underneath the preview, a brief description will appear, detailing the types of diagrams and charts that the selected template is intended for. 


The following image shows a closer view of the “Basic Flowchart” preview and description.


[image: ]

If you would like to create a diagram or chart based on this template, just click the Create button to get started. 

When you click the Create button, an empty working area will open up, and the shapes available in the selected template will appear in a shapes pane on the left.

[image: ]
[bookmark: _Toc364693010]Searching for a Template

As mentioned above, you can preview the templates that are available in Microsoft Visio 2010 by using the template categories list in the Getting Started window.

When you select a template from a given category, it will be previewed in the getting started window, and a brief description will be provided. By using these features, you can quickly and easily select the template that seems most appropriate for the type of drawing that you want to create.

The templates that come with Visio 2010 will allow you to create a wide variety of different drawings (charts and diagrams). However, the possibility exists that you may have to create a chart or diagram type that isn’t covered by the default Visio templates. If you find that this is the case, you can either create the shapes for your drawing from scratch, or, you can search for additional template resources on line.

[bookmark: _Toc142298747][bookmark: _Toc142298995][bookmark: _Toc142299119]

[bookmark: _Toc364693011]Creating a Basic Drawing



In this section you will learn how to:
Create a basic shape with the Shape pane
Add backgrounds, borders, and titles
Add custom shapes to the drawing
Select shapes in your drawing
Use cut, copy, and paste
Use undo and redo
Resize, move, and duplicate shapes
Change line styles and fill colours
Add shadows to shapes
Modify shape corners
Use themes
Use the Format Painter
Use the Text Box and Text Block tools
Insert symbols
Add basic text effects
Change text colour, size, and type
Align text on the page
Add new pages to the document
Switch between open pages
Remove pages
Use the Page Setup dialogue



[bookmark: _Toc142298748][bookmark: _Toc142298996][bookmark: _Toc142299120][bookmark: _Toc364693012]
 Creating a Basic Drawing


[bookmark: _Toc165987058]
In this lesson, you’ll start looking at the basics of creating charts and diagrams in Visio. More specifically, you will learn about the Shapes pane, how to add Backgrounds, how to add borders and Titles, and how to add basic shapes.
[bookmark: _Toc364693013]Using the Shapes Pane

The Shapes Pane is a key feature for designing charts and diagrams in Visio. Once you choose a template form the Getting Started window, the shapes pane will appear on the left of your Visio 2010 screen.

[image: ]

At the top of the Shapes pane, you will find a search box. Beneath this search box, you will see a list of stencils that belong to the given template.




If you click on a stencil from the stencil list in the Shapes pane, you will see the shapes that belong to the selected stencil displayed in the pane.

The following image shows the shapes that are displayed when you select the Organizational Chart Stencil.

[image: 212]

If you click another stencil to select it, the contents of that stencil will appear in the lower part Shapes pane.


For example, the following image shows the Shapes pane after selecting the Borders and Titles stencil.

[image: 213]


As mentioned before, there is a “Search for Shapes” field at the top of the shapes pane. You can type a search term in this field and then click the green button with the white arrow (or hit your Enter key) to start a search. Visio will find and display any shapes that match the term that you specified.


In the following image, a shape search was performed using the term “Square”.

[image: 214]

You can use the shapes returned from a search just as you would any other shape in the Shapes pane. If you click on a stencil, to display that stencil’s shapes, the search results will still be available in the Shapes pane under a special icon in the stencil list. 



You can close the Shapes pane by right clicking the title bar of the Shape stencil and selecting Close. You can also collapse the stencil by clicking the Chevron symbol button as shown below.

[image: ]

Here is the collapsed view of a stencil.

[image: ]


If you right click on a stencil in the shapes pane, you will be presented with options for saving the stencil, closing it, or changing how the shapes belonging to a stencil are displayed.

[image: ]

To save the given stencil, click the save as button on the popup menu. To close the stencil, click the Close option (closing a stencil will remove it from the shapes pane).

To change how your stencil’s shapes are displayed, click the View option in the popup menu and then select the option you want from the sub menu that appears.

In the following example image, we are right clicking on a stencil, selecting the view option from the popup menu, and then selecting the Icons and Details option.


Please note how the shape icons belonging to the stencil are now accompanied by descriptions.
  
[image: ]
[bookmark: _Toc364693014]Adding Backgrounds

To add a background for your drawing, first select the template that you want to use (from the Getting Started window), and then select the Design ribbon, and from the backgrounds section, click Backgrounds.


When you select the Backgrounds, a set of available backgrounds will appear in the pane.

[image: ]




To apply a background to your drawing, just click your mouse on the background from the list and it will be placed behind any drawing.

Notice that a new page has been added called V-Background. All backgrounds are placed on here.
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[bookmark: _Toc142297255][bookmark: _Toc142297503][bookmark: _Toc142298752][bookmark: _Toc142299000][bookmark: _Toc142299124]To remove a background, that you just added, click the Undo button ([image: 2113]).
[bookmark: _Toc364693015]
Adding Borders and Titles

To add borders and titles to your drawing, start by clicking the Borders and Titles button next to the Backgrounds button on the ribbon.

[bookmark: _Toc142297256][bookmark: _Toc142297504][bookmark: _Toc142298753][bookmark: _Toc142299001][bookmark: _Toc142299125][image: ]

When you select the Borders and Titles, a set of borders and titles will appear in the pane. As with the backgrounds, just use your mouse to click a border /title icon to apply to your drawing.

Once the border/title object that you select is on the page; you can resize it to meet the requirements of your drawing.

 

To add the text for a title, double click on the title area. When you do this, the title area will become active and you will be able to type in the title that you want.

[image: 2117]

Just as with backgrounds, you can add title and border objects before or after you create a drawing by adding shapes. If you add a background to a drawing that contains a title and border, the title and border will appear on top of the newly added background
[bookmark: _Toc364693016]
Adding Shapes

You can add shapes to your drawing in an exactly similar way. Just select the stencil of your choice to display the available shape objects in the Shapes pane, and then drag the shape that you want into position on your diagram/drawing area.

[image: ]

Remember, you can add your shapes first, and then add a background and tile and border; or you can add a background and title/border first.  The choice is up to you.


The following image shows a simple flowchart diagram containing shapes, a background, and a title/border.
 
[bookmark: _Toc142298755][bookmark: _Toc142299003][bookmark: _Toc142299127][image: ] 
[bookmark: _Toc364693017]
Basic Editing Commands



Now that you know the basics of adding shapes, backgrounds, and tile/borders to your drawings, it is time to learn how to modify and edit the shapes in your drawings. 

In this lesson, you will learn how to select shapes, how to use the use the Cut, Copy, and Paste commands, and how to use the Undo and Redo commands. In addition, you will also learn how to Resize, Move, and duplicate the shapes in your drawing.
[bookmark: _Toc364693018]Selecting Shapes

It is easy to select a shape in Visio. To select a shape, just locate it in your drawing and then single click inside of it.

[image: 221]

When you select a shape in this way, it will be surrounded by a green dashed border and small green squares as shown in the image above.
If you select a shape by clicking it, and then press and hold your Control button while you click on another shape, both of the shapes will be selected.

[image: 222]

This can be a handy way of selecting two or more shapes. Just press and hold the Ctrl button while you click the shapes that you want to select.

If you click the Home ribbon, and then click the Edit button, select all option, (Ctrl + A keyboard shortcut) all of the shapes in your drawing will be selected.


(In the following image, all of the drawing’s shapes are selected by using the Select All option on the Select button).

[image: ]
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[bookmark: _Toc364693019]Using Cut, Copy, and Paste

Once you know how to select different shapes and objects in your drawings, it is easy to use the Cut, copy, and paste features.

To cut a shape object from your drawing, simply select it using the appropriate method, and then click the Cut button on the Home ribbon.

[image: ]

When you click this button, the selected item will disappear from your screen! Be careful with what you are selecting when you use the Cut feature. If multiple shapes have been selected, Cut will remove all of them from the drawing.



As an alternative to using the Cut button, you can select an object in your drawing, and then right click the by the cut option. This action will remove the selected object from your screen. 



You can also cut an object from your drawing by selecting it, and then pressing the Ctrl key and the X key at the same time. When you perform this keyboard short cut, the selected object will be removed from the drawing.

When you cut an object from your drawing it will be removed from view, but it is still available in your computer’s memory because it is stored on the office Clip Board. When we discuss the Paste feature later in this lesson, you will learn how to paste objects from the clipboard into your drawing.

When you cut an object from your drawing, it is copied to the Office clipboard and removed from the screen. When you Copy an item, it is copied to the Office clipboard, but it also remains in the drawing. 

To copy an item, select it using the appropriate selection method, and then click the Copy button on the Home ribbon.

[image: ]

The selected item will remain in its position in the drawing, but it will be copied into memory on the Office Clipboard.

You can also copy a shape by right clicking on the selected object, and then clicking the copy option from the popup menu.

[image: 2211]

(Note: you can also cut a selected object by right clicking on it and then choosing the Cut option from the popup menu).

Remember, the objects that you have selected will be the objects that are copied. If you select multiple objects in your drawing, they will all be copied to the clipboard.

Finally, you can copy an item (or multiple items) by making your selection and then pressing the Ctrl and C button on your keyboard (Ctrl + C shortcut). 

If you have cut or copied a shape form your drawing, a copy of that shape is stored in your computer’s memory on the office Clipboard. Once you have an item on the clipboard, you can use the Paste feature to insert that item into the drawing you copied from, or another drawing altogether.

The general procedure for pasting is to switch to the drawing (or page in the drawing) that you want to paste into, and then click the Paste button to place the object on the clipboard into the currently displayed drawing area.

[image: ]

(The paste button is shown in the red box in the image above).

The last object that was copied to the Office clipboard will be pasted (inserted) into the currently displayed drawing.

 Generally, the object on the clipboard will be pasted in the center of your working area.

If you want more control over where the shape is pasted into your drawing, you can zoom in on the drawing and use the scroll bars provided to move the drawing so that the location you want to paste to is centered in the working area.


The keyboard shortcut for the Paste feature is the Ctrl key and the V key (pressed at the same time).


Remember that you can select text in your drawing by dragging your mouse pointer over it to highlight it in blue.

[image: 2214]

You can use this selection technique to select paragraphs, individual words, or even individual characters.
 
Once you have selected some text, you can use any of the basic editing options to cut, copy, or paste the text as you require. You can copy text from one shape in your drawing, and then click on another shape to select it. If you then use the paste feature, you can paste the selected text inside the new shape.

When you copy and paste text, the formatting, colour, and size of the text will be preserved.
[bookmark: _Toc364693020]Undo and Redo
[bookmark: _Toc161546460][bookmark: _Toc165987072]When you are creating a Visio drawing, it is quite possible that you will make a formatting change or remove an object; and then wish you hadn’t.


Thankfully, Visio provides an Undo feature that can help you recover from an unwanted change to your drawing.

[image: ]

 If you click the Undo button (a blue arrow curving counterclockwise) on the Quick Access toolbar, you can step back to the state your drawing was in before you performed your last action or modification. 

For example, let’s say that you remove a shape from your drawing by selecting it and using the cut feature.


If you continue to click the Undo button, successive modifications that you have made to your drawing will be undone (in order from last to first).


If you click the small arrow next to the Undo button, you will see a list of actions (that you performed on your drawing) that you can undo. 

[image: ]

You can select adjacent items in this list (starting from the top) by letting your mouse hover over them.  If you click your left mouse button, the selected actions will be undone. 

When you undo an item, Visio allows you to redo the action that you have just undone. You can redo an action by clicking the Redo button on the Quick Access toolbar.

[bookmark: _Toc161546461][bookmark: _Toc165987073]The redo feature is only accessible if you have previously undone an action. You can also continue to click the redo button to redo successive actions that where undone using the Undo button.

Just like the Undo button, the Redo button has a drop list that you can use to redo multiple actions that have been undone.  To see the Redo list of actions, just click on the small black arrow next to the redo button.


[bookmark: _Toc364693021][bookmark: _Toc142297263][bookmark: _Toc142297511][bookmark: _Toc142298760][bookmark: _Toc142299008][bookmark: _Toc142299132]
Resizing Shapes

[bookmark: _Toc165987075]The first step in resizing a shape is to select it. Once a shape is selected, it will be surrounded by a green dashed border, and small green squares.

[bookmark: _Toc165987076][image: 2222]

[bookmark: _Toc165987077]The green squares surrounding a shape are called resize handles. You can resize the selected shape by dragging on these handles with your mouse.
[bookmark: _Toc165987078]If you drag a resize handle that is on the left or right side of the selected shape, the shape will expand or contract along the direction you drag (left or right). 
[bookmark: _Toc165987079]If you drag one of the resize handles on the top or bottom of a selected shape, the shape will expand or contract in the direction you drag (up or down). 

If you drag a resize handle that is on the corner of a selected shape, the shape’s size will expand or contract in two dimensions (width and height) depending on the direction in which you drag.


The following image shows a shape that has been selected by clicking on it.

[image: 2223]

To increase the length of the shape, we can drag the resize handle shown in the red box toward the right.


The following image shows the result of this action.

[image: 2224]

If we wanted to decrease the height of the shape, we could drag the resize handle on the bottom of the selected shape, up towards the top. 


The result of this action is shown in the following image.

[image: 2225]


Finally, if we drag one of the resize handles on the corner of selection area, the shape’s height and width will both change depending on the direction in which we drag. (The shape will shrink if we drag inwards toward the center of the shape, and it will grow if we drag outward).

[bookmark: _Toc165987080][image: 2226]
[bookmark: _Toc364693022]Moving Shapes

To move a shape in Visio, first let your mouse pointer hover inside the shape. When you do this, your mouse pointer should change into a crossed arrow.


When you see this crossed arrow pointer, you will be able to move the shape by holding your left mouse button and dragging it.

[image: 2227]

Once you have placed the shape in the location that you want, release your left mouse button. The shape you dragged will now be located in its new position, and removed from its old position.

[image: 2228]


Furthermore, when you select a shape, you will see a small green circle at the top of the selection area.

[image: 2229]

If you drag this small circle with your mouse, you can rotate the selected shape clockwise or counter clockwise (depending on which way you drag).

[bookmark: _Toc165987082][image: 2230]

[bookmark: _Toc165987083]Remember, you can always cut or copy a shape, and then paste it to move it to another drawing, (or another page in the same drawing file).

Note: You can also slowly move a shape in small increments by first selecting the shape, and then using the arrow keys on your keyboard. Just press the arrow key that corresponds to the direction that you want to move the shape in. The selected shape will move incrementally, each time you press an arrow key.
[bookmark: _Toc364693023]Duplicating Shapes

You have just learned how to move a shape by dragging it with our mouse. You can duplicate an existing shape in your drawing, by using a very similar technique. 

To duplicate a shape, place your mouse pointer inside of it as before; but this time, when you see the crossed arrow mouse pointer, press and hold the Ctrl button on your computer keyboard. When you do this, your mouse pointer will turn into a small plus sign (+).

Now, when you drag the shape (using the plus sign (+) mouse pointer), the shape will be duplicated, and the duplicate copy will be position at the location that you drop it (release your left mouse button).

In the following image, the square shape has been duplicated by dragging it while holding the Ctrl button.

[bookmark: _Toc142298762][bookmark: _Toc142299010][bookmark: _Toc142299134][image: 2231] 
[bookmark: _Toc364693024]
Formatting Shapes



At this point, you should be able to add shapes to a drawing, resize and move shapes, and copy cut and paste drawing shapes/objects. 

Now, the next step is to learn how to format the shapes in your drawing. In this lesson, you will learn how to change the line style for a shape, how to change the fill colour, and how to modify corner rounding. In addition, you will learn how to add shadows, use themes, and use the format painter. 
[bookmark: _Toc364693025]Changing Line Style

To change the line style for a shape, click the shape to select it, and then click from the Home Ribbon the Line button. You can choose directly the type of Line format you require.

[image: ]


If you require more options, select the last option called “Line Options” When you perform this action, a Line dialogue box (like the one shown on the following page) will appear on your screen.

[image: ]

In the top part of the dialogue, you can see drop list fields labeled Pattern, Weight, and Colour. If you click the arrow at the right of the Pattern drop list, you will see a list of pattern options that you can choose from for your shape’s lines.

[image: 2234]

By default, the first option (a solid unbroken line) is used for your shapes.





If you display the Weight drop list, you will see a set of options for specifying the thickness of the lines in your shape.

[image: 2235]

If you click the Custom option at the bottom of this list, a small custom box will appear that you can use to manually enter a specific value for line thickness.

[image: 232]

Once you enter a custom line weight, click the OK button in the small box. The value that you specified will be entered in to the Weight field in the Line dialogue box.


Further down, you will see a Colour drop menu. If you display this menu, you will see an assortment of colours from which you can choose.

[image: 233]

You can select a colour for your shape’s lines by clicking the colour square of your choice.

On the right side of the line dialogue, you will see another series of dialogues that let you specify how a line should begin and end (what type of arrow head starts and terminates a line).

[image: 234]


The Begin size and End size options help you specify how large the beginning head or the terminal head of a line will be.

Note: typically, shapes have no line beginnings or ends (think of a circle), so the Line ends options do not really apply. 

You would typically use the line ends options when you are dealing with basic lines, not complex shapes.

The following image shows a basic Visio flow-chart shape.

[image: 235]


The next image shows the Line dialogue options after the Line pattern, Line weight, and Line colour have been changed for the selected shape.

[image: 236]

In the Preview box, you can see a preview of what the lines in the selected shape will look like. 

To implement your settings without closing the Line dialogue, click the Apply button. 
To implement your settings and close the Line dialogue, click the OK button.


The following image shows the shape after the line changes.

[image: 237]

In the Line dialogue, you may also have noticed a Cap field and a Transparency slider.

[image: 238]

There are three options that you can select for the Cap field, (Round, Square and Extended). These settings can change how the segments in a broken line pattern look. 

The Transparency slider can control how much of the background or underlying shapes can be seen through the lines. By increasing the transparency (moving the slider to the right), you can increase the amount of background that can be seen through the lines in your shape and decrease the amount of colour that can be seen in the lines.

[image: 239]

[bookmark: _Toc142297267][bookmark: _Toc142297515][bookmark: _Toc142298764][bookmark: _Toc142299012][bookmark: _Toc142299136](The image above shows a shape with the lines set at 80% transparency.)
[bookmark: _Toc364693026]
Changing Fill Colour

You can change the fill colour of a shape by first selecting it, and then clicking the Fill button on the Home Ribbon.
 
[image: ]


When you choose a colour from the fill colour menu, it will be applied to the selected shape.

[image: 2311]


You can also specify a fill colour for a shape by selecting the given shape, and then clicking the Fill button, from the last entry select Fill Options.

When you perform this action, you will see a fill dialogue appear on your screen.  In the Fill dialogue, you will see options for specifying the Colour, Pattern, Pattern colour, and Transparency of the fill effect.

[image: ]

Just like the Line dialogue, the fill dialogue will display an example of what your fill will look like in the preview area.  

The following image shows the dialogue after choosing a colour, a pattern, and a transparency level for the fill.

[image: 2314]


When the OK button is clicked in the dialogue, the fill settings will be implemented in the selected shape and the Fill dialogue will close. 

[image: 2237]
[bookmark: _Toc364693027]
Adding Shadows

If you select a shape and then click the Format menu followed by the Shadows option, you will see the Shadow dialogue appear.

[image: 2315]


If you display the drop list for the Style option in the Shadow dialogue, you will see a list of possible shadow styles that you can choose from.

[image: 2316]

To choose a shadow style, just click on the appropriate item from the list. You can also choose a colour for the shadow, a fill pattern for the shadow, and a transparency level by using the colour option, the pattern option, and the transparency slider respectively.

The following image shows the Shadow dialogue after a shadow style, colour, pattern, and transparency have been selected.


 If you look carefully at the dialogue, you can get an idea of what your shadow will look like in the Preview area.

[image: 2317]


When you click the OK button in the dialogue, your shadow settings will be implemented on the selected shape.

[image: 2318]


There are also options in the Shadow dialogue that allow you to change the shadows position by clicking arrow buttons.

[image: 2319]

You can see the buttons with black arrows in the image above. If you click these arrows, the shadow will move a tiny amount in the direction corresponding to the arrow you click. These changes will be reflected in the preview area so you can see how you are changing the shadow.

You should notice that there is also a slider switch available to increase the magnification of the shadow (the size of the shadow with respect to the shape). 
[bookmark: _Toc364693028]
Modifying Corners

If you select a shape, click the Format menu, and then click the Corner rounding button, you will see a dialogue that looks like the following:

[image: 2320]

With this dialogue, you can click a button to select the type of corners that will appear in your shape. When you select a corner type, you will see what it looks like in the preview area.

For example, in the image above, the square corner button is selected, and the rounding value (displayed in the dialogue’s Rounding field) is zero.  As you can see in the preview, the corners are not rounded.

In the following image, a rounded corner button has been selected, and you can see the difference in the preview area.

[image: 2321]



If you wish, you can even enter your own rounding value in the Rounding field provided. When you have finished setting up the corner rounding, click the OK button in the dialogue to implement your settings.
[bookmark: _Toc364693029]Using Themes

In Visio 2010, there are two types of themes that you can apply to a drawing. You can apply a colour theme, or an effect theme. Basically, a colour theme is a pre-set collection of complimentary colours that can be applied to a drawing (shapes, lines, and text) all at once.

 Since the colours in a theme have been carefully chosen to complement each other, your drawing will take on a consistent professional look when a colour theme is used. 

A theme effect is a set of different line patterns, fill effects, corner rounding, and shading that has been brought together as a theme.  Colour themes and theme effects provide a quick and easy way to improve the visual impact of your Visio drawings.


To apply a colour theme to your drawing, just click the Design ribbon.
All themes are displayed in the ribbon.

[image: ]

[bookmark: _Toc142297270][bookmark: _Toc142297518][bookmark: _Toc142298767][bookmark: _Toc142299015][bookmark: _Toc142299139]
To see further theme designs, click the small drop arrow at the right of the Themes section. Click themes to apply it to your drawing.

[image: ]

[bookmark: _Toc165987095]Near the top of the Theme –Colour section, you will see a Theme Effects button. Click this to display the Them-Effects task pane.

[image: ]

[bookmark: _Toc165987097]
When the Theme Effects task pane appears, you will see a variety of effects themes listed in the pane. The effects themes will be have preview thumbnails that show the currently active colour theme.

[image: ]

Examine the theme effects preview thumbnails carefully. You should notice subtle differences in the hoe the corners are rounded, the line patterns, the shading, and more. When you find an effects theme that you like, just click the thumbnail to apply it to your drawing.





[bookmark: _Toc364693030]Using the Format Painter
[bookmark: _Toc165987099]If you have different shapes with different formats in your drawing, you can use the Format Painter tool to apply the formatting of one shape to another.

To do this, click on the shape with the formatting that you want to copy. Once the shape is selected, click the Format Painter button (paint brush) on the Home ribbon.

[image: ]

[bookmark: _Toc165987100]In the sample image above, the shape has been selected and the Format Painter button has been clicked.


At this point, the next step is to select the shape that you want to apply the format to, by clicking it with your mouse. As soon as you select another shape, the format of the shape that you selected first, (before you clicked the format painter button) will be applied to the newly selected shape.

[image: ]

In the image above, a second shape has been selected after clicking the Format Painter button. (The second shape has assumed the format of the first shape.)

Once again, the procedure is to first select a shape with a format that you want to apply somewhere else and then click the Format Painter button. Once you have done this, the format of the shape you selected will be applied to the next shape that you select.

This process also works in an exactly similar way for the text in your drawings. Just select the text with the formatting that you want to copy, click the Format Painter button, and then select the text that you want to apply the formatting to.

You will learn more about using text in Visio in the next few lessons.

[bookmark: _Toc142298769][bookmark: _Toc142299017][bookmark: _Toc142299141][bookmark: _Toc364693031]
Adding Text



No matter how you design your Visio chart or diagram, you will no doubt want to add textual explanations, labels, and annotations to it.

In this lesson, you will learn how to enhance your Visio drawings Using Text boxes, and Text blocks. You will also learn about typing and editing text, and how to insert symbols into your Visio drawings.
[bookmark: _Toc364693032]Using the Text Box Tool

A text box is a rectangular area in your drawing that is designated for containing text. You can provide explanations, comments, instructions, or pretty much whatever message you want in a text box.

To create a text box in Visio, first click the Insert ribbon followed by the Text Box option.

[image: ]

When you perform this action, your mouse pointer will turn into a plus (+) sign when you let it hover over the working area.

At this point, you can just drag your mouse to draw out a box or rectangle that will hold text.

Once the box is drawn on your working area, you can enter whatever text and text formatting that you want. 

[image: 242]

Once you have created a textbox in your drawing, you can select it by clicking in it with your mouse.

[image: 243]
Once the text box is selected, you can rotate it and resize it much like any other shape. You can even move the text box by dragging it by its dashed border.

(Remember, you can make it easier to enter and format text by zooming in on the working area).

You can also create a text box by clicking the Text tool button on the Home ribbon.

[image: ]

When you click this button (the one with the letter A on it), your mouse pointer will turn into a plus sign when it is over the drawing area. At this point, you can draw out a text box just as before.


[bookmark: _Toc364693033]Using the Text Block Tool

Let’s suppose that you have added a shape to your drawing and you would like to place some text in it. 

If you double click inside the shape, you will see a text block appear.


[image: 245]

When the text block appears inside a shape, you will be able to add text at the curser and format the added text as you wish. A text block is really very much like a text box in this regard.

A text block is a kind of text box that is attached to a shape. If you move or resize the shape, the text block will move with it. The important thing about text blocks; is that you can also manipulate them independently of the shape that they belong to.

If you click the Small arrow next to the Text button on the standard toolbar, you will see two options appear. One of these options will be the text block tool.

[image: ]

If you click on the Text Block tool option, you mouse pointer will change to a plus (+) sign when it hovers over your drawing area. When you are using the text block tool, you can click on the text in a shape with the plus sign (+) pointer to select the text block independently of the shape that contains it.

Once the text block has been selected, you can resize it, move it, and rotate it just as you would a regular shape. When you move or rotate the text box, the text that it contains will be moved or rotated with it.

[image: 247]

In the image above, you can see how the text block has been rotated independently of the shape by using the text block tool.

To change your mouse pointer back to the standard arrow head, (when you are finished with the text block tool), just click the Pointer tool button on the Home ribbon.








[bookmark: _Toc364693034]Typing and Editing Text

Once you have a text box on your Visio drawing area, or a text block in a shape, you can add text just by tying it at the curser in the given text box or block.

[image: 249]

When you are typing text in Visio, spelling mistakes will be automatically underlined with a red wavy line (as shown below).

[image: 2410]



If you select the misspelled word, (or click on it to place your curser there) and then click the Spell button on the Review ribbon, you will see a list of possible spellings for the word in question.

[image: ]

At this point, you can select a word from the list by clicking it, and then click the Change button to change the misspelled word to the word that you just selected. 

If you want, you can also choose to ignore the mistake.

To edit text that you enter into a text box or text block, you can click to place your curser in any position in the text, and use the backspace key on your keyboard to remove individual characters. 

You can also select individual words or groups of words by dragging your mouse pointer over them so that they are highlighted in blue.


In the image that follows, the words “Here is a” have been selected.

[image: 2412]

You can quickly delete selected words by hitting the backspace button on your keyboard. When you do this, all words highlighted in blue will be removed. 

If you use the Copy feature in Visio (lesson 2.2) the selected text will be copied to the clip board. If you use the Cut feature, the selected text will be copied to the clipboard and removed from the screen.

Once some selected text has been copied to the clipboard, you can paste it elsewhere by using the paste feature.

[bookmark: _Toc142297276][bookmark: _Toc142297524][bookmark: _Toc142298773][bookmark: _Toc142299021][bookmark: _Toc142299145]Remember, you can place a text block in a shape by double clicking in the shape. When the text box appears, it will contain a curser which you can use to type text.


[bookmark: _Toc364693035]Formatting Text



[bookmark: _Toc165987112]Now that you know how to add text to your drawings and shapes, it is time to learn how to format your text.

[bookmark: _Toc165987113]In this lesson, you will learn how to add basic text effects, change the colour of selected text, and change the font type and the size of selected text.

[bookmark: _Toc165987114]In addition, you will also learn how to use the alignment tools to align you text for a clean professional look.
[bookmark: _Toc364693036]Adding Basic Effects

Basic text effects include such font styles as bold, italic, and underlined. To apply one or more of these effects to your text, start by selecting the text with your mouse so that it is highlighted in blue.

[image: 251]



Next, just click the button from the Font section on the Home ribbon that corresponds to the effect that you want to apply.

[image: ]

You can apply one or more of the font effects shown in the red rectangle just by clicking on them.

In the following image, the word “text” has had all three effects (Bold, Italic, and Underline) applied to it.

[image: 253]


If you select text that already has effects applied to it, you will see the buttons corresponding to the effects highlighted in orange in the formatting toolbar.

[image: ]

In the image shown above, the selected text is bold.

To remove an effect from your text, select the text and click the button corresponding to the effect that you want to remove (so that the button is no longer highlighted in orange).

When the button is deselected, the given effect will disappear from the selected text.
[bookmark: _Toc364693037]
Changing Text Colour

To change the colour of your text, first select it with your mouse.

[image: 255]

Next, click the small arrow next to the Text Colour button on the Home ribbon.

In the colour menu that appears, you will see two groups of colours. You will see a selection of theme colours, and a selection of standard colours.

[image: ]

The theme colours are provided so that you can choose a colour that is complimentary to the currently selected theme. Of course, if you wish, you can easily choose one of the standard colours as well.

The theme colours that are available will depend on the theme that is currently being used.

When you find a colour in the colour menu that you want to apply to your selected text, just click on its colour square in the menu. The colour you clicked will now be applied to the text.

[image: 257]

Whenever you want to make the default (black) colour the active text colour, just click the Use Default option on the text colour menu.

[image: 259]
[bookmark: _Toc364693038]
Changing Font Type and Size

[bookmark: _Toc165987118]To change the font type of your text, select the text you want to change, and then choose a font type from the Font drop list on the formatting toolbar.

[image: ]

[bookmark: _Toc165987120]You can display the Font drop list by clicking the small arrow next to the Font field in the Home ribbon.

[bookmark: _Toc165987121]When you click on a Font in the list, it will be applied to the selected text.

[bookmark: _Toc165987122]
In the Image that follows, a Courier New font has been applied to the text. You should notice that the Font field in the formatting toolbar displays the words “Courier New”. This means that the Courier New font is the currently active font, and any text that is entered will appear in this font.

[image: ]

[bookmark: _Toc165987124]To change the current font, just use the font drop list to select another font type. If you know the name of the font that you want, you can also type the font name directly into the font field.

[bookmark: _Toc165987125]
You can change the size of your text in an exactly similar way. First, just select the text that you want to resize, and then choose a size value from the Font Size drop list (located in the home ribbon right next to the Font type field).

[image: ]

[bookmark: _Toc165987127]Your selected text will assume a size that corresponds to the value you choose from the Font size list. Moreover, the font size you selected will now be the current font size (displayed in the font size field). 

[bookmark: _Toc165987128]When you type new text, it will appear in the size that is currently specified in the font size field.
[bookmark: _Toc364693039]
Aligning Text

[bookmark: _Toc165987130]Aligning your text is just a simple matter of clicking the appropriate alignment button from the home ribbon.

[image: ]

[bookmark: _Toc165987132]When you select text in a shape or elsewhere in your drawing, the button corresponding to the text’s current alignment will be highlighted in the formatting toolbar. To apply a different alignment to the selected text, just click the alignment button corresponding to the type of text alignment that you want.

[bookmark: _Toc165987133]The Align Left button [image: ] will align selected text so that it is justified to the left side of the text box or block that contains it.


[bookmark: _Toc165987134][image: 2515]

[bookmark: _Toc165987135]
The Align Center button [image: ] will align selected text so that it is centered in the box or block that contains it.

[bookmark: _Toc165987136][image: 2516]

[bookmark: _Toc165987137]Finally, the Align Right button  [image: ] will align the selected text to the right of the box or block that contains it.

[bookmark: _Toc165987138][image: 2519]

[bookmark: _Toc165987139]Remember, you can select text in a shape by double clicking inside the shape. When you do this, the shape’s text block will appear and all of the text in the text block will be selected. 

[bookmark: _Toc165987140]If you want to select specific sections of text in a text block, follow the procedure given just above to display the text block and select all of the text. Next, deselect the text in the text block by single clicking; and then drag you mouse to select the specific part of the text that you need.

[bookmark: _Toc364693040]Working with Pages



There may be times when a single page does not give you enough room to do what you want with your drawing file. For example, you may want to have multiple diagrams in a single drawing file; or, you may want to have a chart on a different page that links to a particular part of a drawing on another separate page. 

 To deal with situations like this, you must learn to manage multiple open pages in Visio 2010.

In this lesson, you will learn about Adding pages, Switching between open pages, and Removing Pages. To close the lesson, you learn how to use the Page Setup dialogue.
[bookmark: _Toc364693041]Adding Pages

When you start a drawing in Visio, you will see a page tab at the bottom of the drawing area.

[image: ]

In the example image above, the page tab is shown in the red rectangle. When you first create drawing in Visio, a single page is provided by default.

To create an additional page, you should first right click on the page tab at the bottom of the screen to display a popup menu.

When the popup menu appears on the screen, you should click the Insert Page option.

[image: ]

When you click the Insert Page option, the Page setup dialogue will appear on your screen.

[image: 263]

The Page Setup dialogue should automatically open to the Page Properties tab. Under this tab, you will see a Name field containing the name of the new page. By default, Visio will name the pages in a drawing in a numbered sequence, like Page-1, Page-2, Page-3, and so on. 

To create a new page for your drawing, enter a name for the page in the Name field (or accept the default name), and then click the OK button in the lower right. (We will deal with some of the details of the Page Setup dialogue later in this lesson).


Once you click the OK button, you should see a new page tab appear at the bottom of the drawing area on the Visio screen.

[image: ]

The page tab for the currently active page will be displayed in white with the page name in bold font. As you can see from the image above, Page-2 is the currently active page. The tabs for the other pages in the drawing will be grey with a standard font. 

You can use the methods described above to add as many pages to your drawing as you require. When you create a page in this way, the new page will have the same size, measurement units, scale, shadow offset, and grid settings as the page that is currently active.


You can also add a new page quickly by clicking the small “star” tab.
[image: ]
[bookmark: _Toc364693042]
Switching Between Open Pages

The in the following image of a Visio drawing, you can see that there are three pages. 

[image: 265]

The foreground page (the one that is displayed in the working area) is Page-1. If you want to switch to another page, just click the appropriate page tab. When you click on a page tab, the corresponding page will become the foreground page, allowing you to edit and modify it.

In the following image, Page-2 has been opened, by clicking its page tab.

[image: 266]

If there are too many page tabs to be displayed under the working area, you can use the page navigation buttons to bring additional page tabs into view.

[image: 267]

If you click this page navigation button, (the one in the red square) [image: 268]  the page tabs will be displayed starting with the first on the left (as shown just below).

[image: 2610]

If you click this page navigation button, [image: 269] the page tabs will be displayed showing the last page on the right.

[image: 2611]

If you click on one of the center page navigation buttons [image: 2612] the list of page tabs will scroll one tab to the left or right (as indicated by the direction of the arrow on the button you push). 


If you wish, you can also use your mouse to drag the left edge of the scroll bar underneath the working area to the right, to reveal more space for the page tabs (as shown in the following image).

[image: 2613]
[bookmark: _Toc364693043]Removing Pages

To remove a page from your drawing, just right click on the page tab corresponding to the page that you want to remove.

[image: 2614]


When the popup menu appears, click the Delete Page option to remove the page form the drawing. When you do this, the page and its tab will disappear from the Visio screen.

You should also notice that there are options to Rename the page, and Reorder the pages available on the menu.

Note: The method described above works when the pages have been named by the user. If you have created pages with the default Visio names (Page-1, Page-2, Page-3, and so on), the most recently inserted page (the page with the highest number) will be deleted when you click the Delete page option.
[bookmark: _Toc364693044]The Page Setup Dialogue

You can use the page setup dialogue to specify a wide variety of options for your Visio drawing pages. 

The dialogue will appear automatically when you insert a new page, but you can also access it for an existing page by making the page active, (making it the foreground page), and then clicking the Design Ribbon, Page Setup section button.

[image: ]


In the Page Setup dialogue, you will see a row of six tabs across the top of the dialogue box. The first of these six tabs is called the Print Setup tab.

[image: 2616]

	1.
	Paper Setup
	The paper size drop list will allow you to select from a list of paper sizes that are supported by your current printer.  

	2.
	Paper Orientation
	The portrait and Landscape radio buttons orient the print out of the current page vertically (Portrait), or horizontally (Landscape).

If you click the Print Setup button, you will see a print setup dialogue appear with options for specifying margins and other settings.

	3.
	Print Zoom
	The Print Zoom settings allow you to change the size of the drawing for printing purposes. The actual drawing size of the actual page is not changed by these settings; only the printed version is changed.

	4.
	Gridlines
	The Gridlines option controls whether or not the drawing page gridlines are included in your print out. If this checkbox is clear, the gridlines will not be printed.



The next tab in the Page Setup dialogue is the Page Size tab.

[image: 2617]

	1.
	Same as Paper Size
	If this radio button is selected, the size of your Visio drawing page will match the size of the printer paper specified in the Print setup tab.

The Page Orientation option at the bottom will only be accessible if the Same as Printer Paper Size option (1) at the top is not selected.   The page orientation option will orient the actual Visio drawing page vertically (portrait) or horizontally (landscape).

	2.
	Pre-Defined Size
	The Pre-Defined size options allow you to set your Visio drawing size to pre-defined paper size dimensions. The pre defined sizes may include: standard sizes, ANSI engineering sizes, ANSI architectural sizes, and Metric sizes.

	3.
	Custom Size
	The Custom Size option allows you to manually specify the size of the Visio drawing page by entering values into the field provided.

	4.
	Size to Fit Drawing
	The Size to Fit Drawing Contents option makes the size of the Visio drawing page just big enough to contain the shapes currently used in the drawing.




The next tab in the Page Setup dialogue is the Drawing Scale tab.

[image: 2618]

	1.
	No Scale
	Under this tab you will be able to specify that the drawing page is un-scaled by clicking the No Scale radio button.

	2.
	Pre-Defined Scale
	You can also choose a pre-defined drawing scale (architectural, metric, or others) for your Visio drawing page by selecting the Pre-defined scale radio button and then choosing from the drop list options.

	3.
	Custom Scale
	You can manually enter a custom drawing scale by selecting the Custom Scale radio button and using the fields provided.

	4.
	Page Size Fields
	Finally, you can use the Page size fields to specify the actual (real) dimensions of what you are drawing. For example, if you are laying out a floor plan for a room using Visio Professional, you could enter the actual room size in these fields.




The next tab is the Page Properties tab. Note: this is the tab that is displayed automatically when you first insert a new page into Visio.

[image: 2619]

	1.
	Page Properties
	With the first radio button option, you can choose if the page will be a foreground page or a background page. A background page can be used as a background for a diagram on another page. If you specify a new page as a background page, it will appear in the background drop list (3) when you view the page properties of another page in the drawing.

	2.
	Name Field
	In the Name field you can enter a name for the page.

	3.
	Background List
	You can use the Background drop list to choose a background for the page. Any backgrounds used in the pages of the current drawing file will b available in the list.

	4.
	Measurement Units
	Finally, you can use the Measurement unit drop list to choose the units implemented on the rulers in the Visio drawing area.








The next tab available in the Page setup box is the Layout and Routing tab.

[image: 2620]

	1.
	Style List
	Under the Routing heading, you will see a Style drop list. You can set up how the connectors in your diagram are routed with the options in this Style list. When you select an option, check the preview area on the right to see how it will look.

	2.
	Direction List
	In the Direction drop list you can specify the direction of your diagram flow (i.e. top to bottom, right to left, left to right).

	3.
	Separate List
	The Separate drop list provides options for specifying how overlapping connector lines will be separated.

	4.
	Overlap List
	The Overlap drop list, on the other hand, provides options to specify how separated connector lines are overlapped.

	5.
	Appearance Options
	With the Appearance option you can specify if the connectors that you add to your drawing will be curved or straight.

	6.
	Line Jumps
	Finally, you can use the Line Jump options to specify what happens when connector lines intersect.




If you click the Spacing button in the lower right of the Layout and Routing tab, you will display a Layout and Routing Spacing dialogue as shown below.

[image: 2621]

You can use the options in this Spacing dialogue to set up how shapes and connectors are spaced in a drawing.


The last tab in the Page setup dialogue is the Shadows tab.

[image: 2622]

	1.
	Style List
	Under this tab, you can specify a shadow style for the page using the Style drop list. You can see what the shadow style that you select looks like in the preview area. 

If you want shapes that you add to your drawing to adhere to the shadow style specified for the page; you should click the Format menu, followed by the Shadow option to display the Shadow dialogue box. Then, in the Style drop list of the Shadow dialogue, select the Page Default option.

	2.
	Size and Position
	Finally, you can use the Size and Position options to precisely specify the position and size of the shadow relative to the shape.



Remember; you will find a help icon in the lower left of each tab in the Page Setup dialogue.

[image: 2623] 

If you click the help icon, a Visio help window will open with information related to the options in the currently selected tab.

You should also remember to click the OK button in the bottom of the Page Setup dialogue when you are finished setting up your options.
[bookmark: _Toc142298778][bookmark: _Toc142299026][bookmark: _Toc142299150]

[bookmark: _Toc364693045]Doing More with Your Drawing



In this section you will learn how to:
Add shapes from Drawing Options
Add screen tips to shapes
Group and layer collections of shapes
Rotate and flip shapes
Align and distribute shapes
Use Snap and Glue
Use double-click behaviors
Connect shapes together
Configure a shape layout



[bookmark: _Toc364693046]
Other Ways to Add Shapes



[bookmark: _Toc364693047]Using the Drawing Tools Toolbar

You can display the Drawing tools on your Visio screen by clicking the Drawing option on this home ribbon (as shown above).

[image: ]

Use this toolbar to create a shape in your drawing, you must first click on one of the shape tools available on the toolbar. These tools are (from top to bottom): the Rectangle tool, the Ellipse tool, the Line tool, the Arc tool, the Free form tool, and the Pencil tool.


In the following example, the rectangle tool has been clicked. Now, the user can use the mouse pointer to drag out a rectangle on the drawing area.

[image: 3111]


You can add other shapes from the Drawing toolbar in a similar way. Just click the tool that you want to use on the toolbar, and then use your mouse pointer to draw the shape on the drawing area.

[image: 3112]

In the preceding image, the Ellipse tool has been used to draw out an oval in the drawing area.


You can use the Arc tool to draw graceful curves:

[image: 3113]

You can also use the Free form tool to create irregular shapes:

[image: 3114]

Finally, you can use the Pencil tool to draw shapes that are constructed from straight or curved lines. You can drag an anchor point (small green diamond) to skew the straight lines created with the pencil tool. You can also drag one of the small green circles, to add curvature to the line segment that the circle is attached to.

[image: 3115]

As is the case with standard shapes; you can double click in a shape that was drawn from a shape tool and create a text block. You can then add and format text inside the shape.

[image: 3116]

[bookmark: _Toc364693048]Working With Shapes



The quality of the charts and diagrams that you create in Visio will largely depend on how well you can arrange and manipulate shapes. With this idea in mind, you will now start to learn about some more advanced ways of working with shapes.

In this lesson you will learn about grouping shapes, layering shapes, and rotating and flipping shapes. To close off the lesson, you will learn more about aligning and distributing shapes, and finally, how to use the snap and Glue features.
[bookmark: _Toc364693049]Grouping Shapes

If you create a lot of drawings in Visio, there will surely come a time when you have to rearrange some of the shapes in a particular drawing. 

Let’s look at the following image of a Visio diagram as an example.

[image: 321]


Now, suppose that you wanted to move the column of four rectangles on the left of the diagram so they are directly under the diamond shape. You could reposition each rectangle individually by dragging it with your mouse, or you could use Visio’s shape grouping feature.

To collect multiple shapes together in a group, select them by holding the Ctrl button as you click on the shapes, or by dragging a selection rectangle around the shapes with your mouse.

[image: 322]


Once the multiple shapes are selected, click the Group button followed by the Group option, from the home ribbon:

[image: ]

(You can also select the shapes that you want in your group, and then use the Ctrl +Shift + G keyboard shortcut to create a group).

Once you perform this action, you will be able to select the multiple shapes as a single group, just by clicking on any shape in the group. 

Once the group of shapes is selected, it can be moved as a group by dragging it with your mouse. If you want to select an individual shape within the group, click on a shape to select the group first, and then click within the group on the shape that you want to select individually.


The image on the following page shows the group of shapes from our example being moved together so that they are located beneath the diamond shape.

[bookmark: _Toc142297291][bookmark: _Toc142297539][bookmark: _Toc142298788][bookmark: _Toc142299036][bookmark: _Toc142299160][image: 324]

[bookmark: _Toc364693050]Rotating and Flipping Shapes

You already know how to rotate a shape by dragging the green circle (rotate handle) that appears above a shape when it is selected. The following discussion deals with more options for rotating and flipping Visio shapes.

To rotate or flip a shape, you must first select it by clicking on it. Once the shape in question is selected, you can click the Shape menu followed by the Rotate and Flip option to reveal a sub menu of options for rotating and/or flipping your shape.

[image: ]

If you click the Rotate Left option, the selected shape will be rotated 90 degrees to the left. If you click the rotate Right option, the shape will be rotated 90 degrees to the right.

If you click the Flip Horizontal option, the selected shape will be flipped around its vertical axis. 




Here is an image of a shape before it is flipped horizontally.

[image: 328]

Here is an image of the same shape after it has been flipped horizontally.

[image: 329]

If you click the Flip Vertical option, the shape will be flipped around its horizontal axis. The image shows a shape before it is flipped vertically.

[image: 3210]


The next image shows the same shape after it has been flipped vertically.

[image: 3211]

You can also rotate a shape and then flip it, or flip the shape first and then rotate it.
[bookmark: _Toc364693051]
Aligning and Distributing Shapes

When you have an assortment of different shapes in your drawing, you can use Visio’s Aligning and distributing tools to help arrange them. 

In the following image, you can see three shapes scattered over the drawing grid.

[image: 3212]

To align these shapes, first click to select the one shape that you want to align the other shapes to.

Once you have selected your shape, hold the Ctrl button and click the other shapes that you want to align with the first shape. When you do this, the initial shape will be surrounded by a heavy magenta border. Each shape that will be aligned with the initial shape will be surrounded by a thin magenta border.


Look at the following image and take not of the borders surrounding the shapes. The rectangle on the left is the shape that the other two shapes will be aligned with.

[image: 3213]


Once you have selected the shapes that you want to align, click the Position button on the Home ribbon then the Align Shapes option.

[image: ]


Once you have selected an alignment button, click the OK button in the dialogue to go ahead and align the shapes.

[image: 3216]


You can also distribute shapes in Visio by using the Distribute option on the Shape menu. For example, the following image shows four, somewhat jumbled shapes.

[bookmark: _Toc142297294][bookmark: _Toc142297542][bookmark: _Toc142298791][bookmark: _Toc142299039][bookmark: _Toc142299163][image: 3217]

To distribute these shapes more evenly, we should first select them by drawing a rectangle around them with the mouse pointer (or clicking on the shapes while holding the Ctrl button).


Once the shapes have been selected, you can click the Position button on Home ribbon.
Select Space Shapes.
 
[image: ]


If you want more distribute options then click the More Options to display the following:

[image: ]

Much like the Alignment dialogue, you can click a button in the Distribute Shapes dialogue that corresponds to how you want to distribute the shapes.

Once you click a button to select it, click the OK button in the dialogue to implement your choice.

(Note: you must select 3 or more shapes to make the distribute option to be accessible on the Shape menu).


The following image shows the same four shapes as shown previously; but now they have been distributed vertically.

[image: 3220]
[bookmark: _Toc364693052]Snap and Glue

By default, shapes that are added to a drawing snap to gridlines and ruler subdivisions. When something snaps to an object, it means that it automatically aligns itself by attaching itself to the object.

For example, if you drag a rectangle into a drawing grid and position it very close to a grid line, it will easily snap (adhere) to that gridline. This snapping feature helps you draw diagrams by making it easier to align shapes to particular reference points (like grid lines).

If shapes did not snap to gridlines, you would have to very carefully position each shape in a diagram if you wanted them to align evenly.

Typically, the term “glue” is used to describe when a connector (or perhaps something else) attaches to some object in a drawing, so that it remains attached even if the object is moved. 

(Note: a connector is a line that flows from one shape or object in a diagram to another).

To change the snap and glue settings in Visio, you can click the View ribbon, followed by the Visual Aids button as indicated below:

[image: ]

When you follow these options, a Snap and Glue dialogue will appear on your screen.

[image: 3222]

Under the General tab of the Snap and glue dialogue, you can click to place checkmarks next to the options that you want to implement. If you do not want an option to work, make sure that the checkbox is removed.

[image: 3223]

Under the Currently Active heading, you can clear the Snap checkbox to disable the Snap feature.

If the Snap feature is enabled (the Snap checkbox is checked) you can specify what objects will be Snapped by adding or removing checkmarks to or from the “Snap To” column of options. Similarly, you can change how objects are glued by adding or removing checkmarks to or from the “Glue To” column.

[bookmark: _Toc364693053]More Shape Tasks



There are still a few more shape tasks to cover about before we move on to other Visio subjects.

In this lesson, you will learn how to connect shapes, configure a layout, and use the Re-Layout feature. At the end of a lesson, you will learn how to add data to a shape. 
[bookmark: _Toc364693054]Connecting Shapes

Organizational charts, flowcharts, network diagrams, and project management diagrams are only a few of many diagram types that use connections between shapes. 

Typically, connections between shapes imply a logical flow across a diagram. Perhaps the logical flow indicates a sequence of steps in a process, or possibly a flow of data or information through a sequence of steps in a mathematical algorithm or a business hierarchy. 

Whatever the case, the secret to creating successful diagrams often lies in your ability to make connections between shapes.

In Visio 2010, you can connect shapes easily by using the AutoConnect feature. To activate AutoConnect, click the AutoConnect button on the View Ribbon.

[image: ]

To connect shapes using AutoConnect, let your mouse pointer hover over a shape that you want to connect to another shape (assuming there are two or more shapes in the drawing). 

Once you let your mouse pointer hover over a shape, you will see light blue arrows appear at the top, bottom, and sides of the shape.

[image: 332]

The next step, is to let your mouse pointer hover over the blue arrow that points to (is closest to) the object that you want to connect to. When you do this, the blue arrow will darken, and a red box will appear around the shape object that will be on the other end of the connection.

[image: 333]

In the example image above, you can see what happens when the mouse pointer hovers on the blue arrow at the bottom of the oval shape. The arrow darkens, and a red box appears around the neighboring shape (the diamond), indicating that it will be the end point for the connection.

If the implied connection is looks like what you want, just click on the blue arrow that you are hovering over. A connection line will then automatically be drawn between the shapes.

(The image below shows the same two shapes as in the example above, except that now they have been connected).

[image: 334]

When AutoConnect is activated, you can easily connect to a new shape as well.  To do this, first click on the new shape (in the Shapes pane) that you want to add to the diagram. 

[image: 335]

At this point, the shape you want to add should be highlighted in blue in the Shapes pane.





Next, let your mouse pointer hover over an existing shape in the diagram. When the blue connection arrows appear, choose the arrow that corresponds to the side of the existing shape that you want to connect to the new shape.

[image: 336]


When you click on the connection arrow (blue arrow), the shape that is selected in the Shapes pane will appear on the diagram. Moreover, the newly added shape will be connected to the shape at the side corresponding to the blue connection arrow you clicked on.

[image: 337]

 You can also connect shapes by using the Connector tool on the Home ribbon toolbar.

[image: ]


When you click the Connector button on the ribbon bar, your mouse pointer will show a bent arrow when it hovers over the drawing area. You can then use this tool to draw a connector between two shapes by dragging your mouse.

[image: 339]

When you draw a connector in this way, you should try to attach (glue) the ends to the connection points (blue x’s) on the shapes.


To change a line connector end points, select the line then click the Line format button on Home ribbon, Select more Line options for dialog.

You can get an idea of what the connector will look like by observing the Dialogue’s preview area.

[image: 3310] 

[bookmark: _Toc142297298][bookmark: _Toc142297546][bookmark: _Toc142298795][bookmark: _Toc142299043][bookmark: _Toc142299167]To implement the new connector settings, click the Ok button in the dialogue.


[bookmark: _Toc364693055]Other Shape Operations

There are more Shape operations available in Visio that you can perform when shapes are overlapped in a drawing.

[bookmark: _Toc142297301][bookmark: _Toc142297549][bookmark: _Toc142298798][bookmark: _Toc142299046][bookmark: _Toc142299170][image: ]

In the image above, there are two shapes that overlap a third shape. You can change the stacking order of these shapes (which shape is underneath which) by using the Order options under the shape menu. 


To do this, you must first select a shape that you want to re-order, and then click the relevant button from the Arrange section on the home ribbon.

[image: ]

Under the Order option, you will see a sub menu of options for changing the position of the selected shape. 

The Bring to Front option will bring the selected shape to the top of the stack, while the Send to Back option will bring the shape to the bottom of the stack. If you click Bring Forward, or Send Backward, the selected shape will move up or down one position in the stack, respectively.





[bookmark: _Toc142298800][bookmark: _Toc142299048][bookmark: _Toc142299172]

[bookmark: _Toc364693056]Inserting an Image

In Visio, there are two basic ways that you can insert images and photos. You can either insert images from Clip Art, or insert images from other sources, that have been saved in a folder on your computer. 

To insert images from clipart, click the Insert ribbon, and then choose the Picture option followed by the Clip Art option.

[image: ]


When you follow these options, the Clip Art task pane will appear on the right of your Visio screen. (An image of the Clip Art task pane is shown on the following page).

[image: ]

Near the top of the Clip Art pane, you will see a field labeled Search For. You can enter a name or term that specifies the type of Clip Art images you are looking for, and then click the Go button to search for any Clip Art that matches the search term.

As an example, suppose we are looking for Clip Art that matches the word “tree”.  The first step is to enter this word into the Search For field. 


Before you click the Go button to start the search, you can use the “Results should be” drop list to refine your search criteria.

[image: ]

In the Clip Art pane shown above, the search term is “book”, and the search location is All Locations, which includes both online and offline Clip Art sources. Only Clip Art results will be returned from the search, as specified in the “Results Should Be In” drop list.


Once the Clip Art is in the drawing, you can select it, move it, and resize it with your mouse.

[image: ]

You can even make connections from the Clip Art to other shapes in the drawing.


If you want to insert a digital image/photo (like a .gif or .jpeg) that is stored in a folder on your computer, just click the Insert ribbon and choose the Picture option.

[image: ]

When you follow these options, an Insert picture dialogue (much like a standard Open dialogue) will appear on your screen.

[image: 3512]


In this dialogue, you can use the navigation controls on the left to browse to the particular folder on your computer that contains your pictures. Once you see the folder listed in the dialogue, double click it to list its contents.

[image: ]


Next, click on a thumbnail image to select the picture you want to insert, and then click the Open button in the lower right of the Insert Picture dialogue. When you click the Open button, the selected picture will be inserted into your drawing.

[image: ]

Once the picture is inserted into your drawing, you can select it, move it, and resize it with your mouse. You can also create connections from the picture to other shapes in the drawing.

[image: ]

[bookmark: _Toc364693057]Viewing and Printing your Drawings



In this section you will learn how to:
Use minimize, maximize, and restore
Use the zoom feature
Use guides
Use the dynamic grid
Show or hide rulers, grids, guides, and connection points
Use the Size and Position window



[bookmark: _Toc364693058]
Managing your Drawings



In this lesson, you will learn a few more techniques for managing and laying out your drawings. You will learn about the drawing window control buttons, and you will learn how to use the Visio zoom control.

To close the lesson, you will learn how to use guidelines, the dynamic grid, and how to show or hide gridlines, guidelines, rulers, and connection points.
[bookmark: _Toc364693059]Using Minimize, Maximize, and Restore

In Visio, you can control a drawing window by using the window control buttons in the upper right of the drawing area.

[image: ]


If you click the minimize button ([image: ]) the drawing window will collapse down into the lower part of the Visio screen, as shown in the following image.

[image: ]

As you can see, the Visio drawing window contained both the grid area and the shapes pane. 

If you want to maximize the drawing window to fill the Visio screen, click the Maximize button in the title bar of the collapsed window.

[image: ]

When you click this button, the drawing window will expand to fill the Visio screen. This maximized view is what you have seen through most of this manual so far.


If you click the Restore up button…

[image: ]

The Drawing window will expand, but it will not completely fill the Visio screen. Instead, there will be a border around the drawing window that separates it from the rest of the Visio screen. 

When you click the restore up button, you can drag the surrounding border of the drawing window with your mouse to resize it.

[image: ]

You can also move the resized drawing window around in the Visio screen by dragging its title bar.

You can maximize or minimize the resized drawing window at any time, by using the appropriate buttons in the drawing window’s title bar.




[bookmark: _Toc364693060]Using Zoom

When you are creating a drawing in Visio, you may want to see an overview of your entire diagram, or you may want to focus in on a particular part of your diagram.

 Since there is only a limited space on your computer screen, you cannot see a close up of a particular shape and the overall diagram at the same time; however, you can obtain these views independently by using the Visio Zoom feature.

Visio’s Zoom control is found on the Status bar in the bottom right of program.

[image: ]

Basically, there are two ways that you can use this zoom control. You can drag the slider or click the Plus/Minus buttons either side.

You can alter the zoom by using buttons on the View ribbon as shown here.

[image: ]



[bookmark: _Toc364693061]Using Guides 

Guides can help a great deal when you are trying to neatly arrange and organize shapes in your drawing.
As you already know, Visio provides rulers at the top and side of the drawing area.

[image: ]

If you wish, you can place your mouse pointer on either of these rulers, and then drag your mouse onto the drawing area. When you do this, a blue dotted line will appear across the grid area at the point where you stop dragging. This blue line is called a guide.

If you drag a guide down from the top ruler, it will appear as a horizontal line across the drawing area. If you drag a guide over from the side ruler, it will appear as a vertical line on the drawing area.


In the image shown on the following page, one guide has been dragged down from the tip ruler, and another has been dragged over from the side ruler.

[image: ]

These guides can help you place shapes along straight lines, when you drag a shape over to your drawing and place it close to a guide, it will snap (attach one edge) to the guide.


In the image that follows, guides were used to place a series of shapes along a 90 degree angle.

[image: ]
[bookmark: _Toc364693062]Using the Dynamic Grid

There is another layout tool available in Visio 2010 called the Dynamic Grid. When you use this tool, Visio will automatically suggest a good spot (provide a temporary guide line) when you add a shape to your drawing. The alignment that is suggested by Visio will be based on the position of the shape you added just before, or the other shapes in your drawing.


To use the Dynamic Grid, check the Dynamic box on the View ribbon.

[image: ]



Selecting Visual Aids button will show the following for more options.

[image: ]

To activate the Dynamic Grid, click to place a checkmark in the Dynamic Grid checkbox and click OK in the dialogue.

Once the dynamic Grid is activated, you can drag shapes over to your drawing, and look for the temporary guide lines that appear.

These guidelines will appear when your shape is aligned correctly relative to another shape in your drawing (usually the previously added shape).

[image: ]

In the image above, a diamond shape has been dragged to the drawing area. When the diamond is perfectly aligned with the rectangle shape, a faint guideline appears (indicated in the drawing by the red arrow). If you stop dragging at this point, the newly added shape will be nicely aligned relative to the other shape.
[bookmark: _Toc364693063]
Viewing or Hiding Rulers, Grids, Guides, and Connection Points

Typically, when you are creating a drawing in Visio, you will want to see gridlines, rulers, guides, and connection points. These reference tools can be a big help when you are laying out the shapes in your drawing.

[image: ]

The rulers can tell you the size of your shapes, and the gridlines and guides can help you position the shapes correctly.


[bookmark: _Toc165987260]
To view all the visual aids such as rulers and grids, these are available from the View Ribbon in the Show section.

[image: ]

If the Rulers, Grid, Guides, or Connection Points are visible on your drawing area, there will be a checkmark next to the appropriate option in the View menu.   If one of these options does not have a checkmark by it, the corresponding reference tool will not be visible on the drawing area. (In the image above, all of the reference tool options have checkmarks by them, so all of these tools will be visible on the drawing).

To remove or hide one or more of these tools, just click the option or options in question to remove or add its checkmark.


The following image shows the same drawing that was shown before, but without the guides, grid, rulers, or connection points.

[image: ]
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