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LESSON1 THE VISIO INTERFACE

The Visio program provides an easy to use interface that allows users to quickly customize the drawing surface and
access the hundreds of shapes and other tools that are a necessary part of any successful drawing

Visio ribbons

Visio professional displays 10 tabbed ribbons each tab includes specific tool groups that can be deployed to change
fonts, draw objects, change the orientation or size of the drawing, etc.

Drawing1 - Visio Professional
Insert Draw Design Data Process  Review View  Developer Help  ACROBAT {_} Tell me what you want to do
T . | = = [ Pointer Tool [ - LaFill+ = ) -
!] X Cut Calibri Jiope <A A =SB = B ,cPolntH ool (] a2 Fill = E ul (A A Find
P B2 Copy & Connector X Abc ke A | | Al Al ‘ Alx dm |« ghlines e Pa s * = Layers~
agie B B I U axAa- . =EE== e - — S— — — — —J Iz pgn asition ange
- ¥ Format Painter = L SETT == AT ‘n Q Effects~ 2] Group ~ Shape - i Select~
Clipboard Font & paragraph & Teols Shape Styles & Arange Editing
-8 -7 4 -5 -4 -3 «2 “1 0 U 2 3 4 5 ] u 8 t 0

Home Draw Design Data Process i View Developer Help  ACROBAT Q2 Tell me what you want to do

o bd i @ O L -~ @ & o=
Plctura Online  Chart Container Callout Connector Link Text ScreenTip Object Field

Page' Pictures Drawmg = = Box ~
Pages IHustrations Diagram Parts Links Text

File Home Insert I i Help ACROBAT

N & € O [—A—AE—A—ARA | &2 Color -

: - r i r B r B —Thlcknﬁs*
Select Draw with Stroke Lasso —~—| |~ |~ ”__,_\__ [~ —‘ d

Touch Eraser Select

Tools Pens. Conwvert

File Home  Inset  Draw Data  Process Revien  View  Developer  Help  ACROBAT QTel\mewhat_vouwanttodo

N oV
F@nlDlrl Ly o Wy X a0 %=
Orientation Size | Auto $ ol ] . #J F s J I Backgrounds Borders & Re-Layout Connectars
v | Sie © Titlesw  Page~ ©
Page Setup [F Themes Variants Backgrounds [F Layout [F

Process

Customize Quick Access Toolbar...

Additional tabs and commands can be added to the - D [ il
w LuUIC CCess ar ow { 0
ribbon by right clicking any visible ribbon tabs and
K " . . ” uage New Cor Customize the Ribbon
selecting “customize the ribbon = lcomment | comrTeTELo

Comments KEpOIs

l
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THE BACKSTAGE VIEW

The backstage view in Visio provides access to recent files this view also allows the user to create new drawings,
print, share and export existing drawings and explore the many drawing templates included in the program the

backstage is a default view when opening the program directly it can also be accessed by clicking the file tab when a
drawing page is active
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LESSON 2  THE VISIO DRAWING SURFACE

v Docloper  Hep  ACROBAT Q Tellme whatyouwentindo

O cutoma

+ e B B

The default Visio drawing surface is 8”x 11”
Portrait orientation, paper size, orientation, and other page settings are available from the design tab

CHANGING THE ORIENTATION OF CHANGING THE SIZE OF THE
DRAWING SURFACE DRAWING SURFACE
o Navigate to the design [ fe tome e oo [ o Navigate to the design
ribbon tab = s ribbon
o3 IO [ h
o Select orientation from the orentation [ [ - o Select size from the top
top left of the design ribbon Page @ Leter left of the design ribbon
o Select the appropriate Shape: | . < o Select the appropriate
orientation for your drawing o an ) = size for your drawing
(portrait or landscape) O e T

To allow the drawing surface to automatically grow to fit larger drawings, click the auto size button to
the right of the size command

Prt S6uD  Page S Drawing Scale  Page Properties  Lapout and Routng AR fext
File Home Insert Draw

Select the small arrow in
_T"E IR | | . the bottom right corner
Orientation Size | Auto - of the page setup group

'Pmmp . to access all page setup
options

-
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PAGE SETUP OPTIONS

PRINT SETUP

Controls printing behavior of the drawing
independent of the actual size of the drawing:
o Select the paper size for your printed
drawing from the printer paper combo box
o Select portrait or landscape for your print

o Regardless of actual drawing size, select the
print zoom percentage to force your
drawing to fit on the selected printer paper
or select fit to remove the guess work

PAGE SIZE

Controls the page size of the drawing surface
o This feature can also be controlled from the

design tab

o Let Visio expand the drawing page as
needed allows Visio to expand the drawing
surface to fit the drawing

o Select the predefined size that fits your
type of drawing

Standard 8.5”x11”,11”x14”, etc.
Metric

o O O

Engineering
o Architectural

o Select a custom size to accommodate
nonstandard drawing sizes

DRAWING SCALE

Important when working outside of an 8.5”x11
format the default scale is 1”= 1"

o Select from a wide variety of predefined
drawing scales including:
o Architectural
o Civil engineering
o Mechanical engineering
o Metric
o You can even create a custom scale for your
project
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Page Setup

Frint Setup  Page Size Drawing Scale Page Properties Layout and Routing  Alt Text

Printer paper

Lefter; 85, x 11 in, ™
OPortralt
©Lands(ape
Print zoom
Ofitta [I | sheetts across
by|1 heet(s) d
ys ectls] down Printer paper: 11x85in. [Landscape)
Drawing page: 11x 8.5 in. (Landscape)
Print
DGrid\mes Print zoom: Mone
apy | [ok ]| cancel

Page Setup

Print Setup Page 5iz¢  Drawing Scale  Page Properties Layout and Routing  Alt Text
Page size

O Let Visio expand the page as needed

O Pre-defined size:
|Standard ~ ‘

|Letter: 11in.x&5in. ~ ‘

(® Custom size:

BESoT

Page orientation
O Portrait @ Landscape

Printer paper. 11 x&5in. (Landscape)
Drawing page: 11 x 8.5in. (Landscape)

Print zoom: None

Page Setup

Print Setup Page Size Drawing Scale  page Properties Layout and Routing  Alt Text
Drawing scale
©Nn scale (1:1)

O Pre-defined scale:

‘Ar(nitectura\ ~ ‘

[rz =10 ~]

O Custom scale:

=
Printer paper: 11x8.5in. (Landscape]
Page size (in measurement units) Drawing page: 11x 85 1n. (Landscape]




VISIO PAGES
A Visio drawing can contain several pages.
Pages are accessed from the bottom of the drawing window.

To add a second page to a drawing:

= e Navigate to the bottom left corner of the
drawing window
e Click the small plus sign to add the page

Page-1 Page-2 All a )
Navigate to a page by clicking the page name or
selecting all to view all pages of the drawing.
| Right clicking a page allows you to:
Insert
EE'EtE e Add new pages
;Hpncate e Delete existing pages
E Page Setup... o Duplicate a page
: Reorder Pages.. e Reorder or rename a page
Page-1 Page-2 All & o)

You can also click and drag a page to reorder it.

Grids
To activate / deactivate the grid:

Ruler [] Page Breaks

The grid is a visual tool that
facilitates exact placement.
Visio shapes are designed to
snap to the grid which also
aids in exact placement of
shapes in a drawing.

Rulers

Horizontal and vertical rulers
indicate the end and start of
the drawing page.

The ruler can be repositioned
or deactivated.

= Big Process

=
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Select the view tab

Navigate to the show group
Select or deselect the grid check
box

To change grid spacing:

Select the view tab

Navigate to the show group

Select the small arrow in the
bottom right corner of the group
Change the horizontal or vertical
grid to normal, course, fine or fixed

To activate / deactivate the ruler:

Select the view tab

Navigate to the show group
Select or deselect the ruler check
box

To change zero point on the ruler:

Hold your cursor over the edge of
the ruler

Hold the control key and drag until
the ruler’s O is in the desired
location then release

Grid Guides

Show

Ruler & Grid

Rulers
Horizontal

Subdivisions: Fine

Ruler zero: Oin.

Grid
Horizontal

Grid spacing: Fine

Minimum spacing: 0

n.

Grid origin: oin.

(7]

Task

Panei'

Vertical

~ Fine ~

Qin.

Vertical

~ | |Fine

Fine.

HNormal
Coarse
Fixed

Cancel

[] Ruler Y] Page Breaks
fid [ Guides pT““

Show

anes -

F]

Implement




LESSON 3 VISIO SHAPES

Shapes are one of the main components of a Visio drawing.

Understanding the characteristics and properties of shapes are key to creating quality Visio drawings.

DRAWING TOOLS

The Visio program drawing tools allow the user to create a variety of shapes

e Drawing tools are located on the home tab.

e Once selected, the drawing tool remains active
until the pointer tool (or other drawing tool) is
selected.

Once a drawing tool is activated, you can also disengage
the tool by pressing the escape key twice.

The drawing tool can be used to create several different
shapes from simple rectangles lines and ellipses to Arcs
and even freeform shapes.

CREATE A SHAPE USING DRAWING TOOLS

Starting with a blank drawing, navigate to the home tab
and from the tools group, select the small down arrow
next to the rectangle.

e Select the rectangle tool

e Move to the blank page and click and drag a
rectangle shape

e Once you have created the shape to your liking
release the mouse

e The shape is now created

If you are using the rectangle or ellipse tool, a diagonal
line is displayed when the perfect square or circle is
created.
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[>; Pointer Tool [ -
" Connectar X

A Text o
Tools
[} Pointer Toal [~ &F”
r5,—‘;’Cor|r1ec1:or [] Rectangle il
A Text (O  Ellipse
Tools . Line le
4 ¢ Freeform
™ A
#  Pencil
I3 Pointer Tool [+ 2’:”
&~ Connector | [] Rectangle  -if
A Text

Ellipse

Tools

Line le

Freeform

o I

s encil

Two main elements of the
drawn shape are
e Sizing handles —
manually adjust the
shapes size
e Rotation handle — Rotate
the shape



FORMATTING SHAPES

=]
/ \ 4
F /‘ Page-1 All & )]

age 1of 1 Width: 2219in. Height 2.219in.  Angle: 0°  English [United States) fj

When selected, the dimensions of the drawn shape are displayed at the bottom left of the program.

] = - - . L Fill-
(] [ [a=] (e [me] (=] [A=] [2] e
i e e e =

Shape Styles ]

To format a shape, select the shape and from the Home tab, navigate to the shape styles group.

FILL FORMATTING
Bl |15 b e Full color pallet of theme colors
Use Default
Theme Colors [ e Choose no fill to remove the fill color
H EHBE | | 1
e Select more colors to create custom colors or match
AT RGB colors
R e Select fill options to create gradient colors and control
e transparency
Recent Colors
No Fill
¥ More Colors...
& Fill Options...
LINE FORMATTING

.""*"a”‘:“’” : e Same color options as fill

S (i « e Select weight to determine line thickness

'R' . NENEN e Add arrows to lines or make the line dashed

ecent Lolors
e Select line options to create rounded corners (on
Hoine rectangles)
w  More Colors.., 4

E Weight 3

Dashes 3

Arrows }

=
—

Line Options...
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SHAPE EFFECTS

3 Effects~

. Shadow
Reflection
D Glow

Soft Edges

| | Bevel

Algn Posi

»

»

»

v

13

—
[_J 3-DRotation *
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A variety of effects are available including shadows, bevels,
and 3-D rotation.



TEXT SHAPES

Text can be added to existing shapes on a drawing and as a shape/ text box.

End Process|

ADD TEXT TO AN EXISTING SHAPE

e Select the shape

e Start typing your text (no need to double click)
e When you have finished, click away from the shape
e Pressing the enter key adds another line to the shape

ADD TEXT DIRECTLY TO THE DRAWING SURFACE

e From the tools group on the Home tab

select Text (A)

e Click your desired location on the drawing

surface (not a shape)

e When the text box appears on your shape,

type your text

Dj Pointer Toal ) -
— Connector X
A Text e

Tools

e When you have finished, click away from

the drawing

Calibri ~12pt. =~ A A

B I Uabeha~ A -~

Font T

ADVANCED FONT OPTIONS

Text

Font  Character Paragraph TextBlock Tabs  Bullets
Font settings

Font: Calibri v Style: | Regular v

Size: 125t -

@

Normal
Normal
(nor
(nos

Strikethrough: | (nane)

Color:

Language:

English (United States)

Transpareny: [ [

AYZ Department

Basic text formatting in Visio can be accomplished by selecting the text and
applying formatting from the Font group on the Home tab.
Bold, Italisize, and Strikethrough your text.

e Aa Change case ( Normal, All Caps, Each word, Small Caps)
e Aa Increase / decrease font size (2 font sizes at a time)
e Select the small arrow in the bottom right corner for advanced

options

Font  Character Paragraph TedtBlock Tabs  Bullets

FONT

Select your text and from the font
section you can change case, create
subscript and even control
transparency of text.
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PARAGRAPH

Select your text and from the
paragraph section you can control
alignment, indentation and line
spacing.

Text x

Font  Charader Paragraph TextBlock Tabs  Bullets

Style:

a B I3 v Bullet characters:

)

BULLETS

Select your text and from the bullets
section choose your bullet style and
even create a custom bullet
character.



ALIGNING AND POSITIONING SHAPES

When working with more than one shape in a Visio drawing, positioning (alignment, spacing, etc.) can be accomplished
using one of several tools.

One easy way to position shapes is to use the arrow keys on your keyboard.

To move a shape using the keyboard:

e Select the shape on the drawing surface °
e Tap the right or left arrow on your keyboard °
e The selected shape will move a quarter inch .
[ ]
ALIGNING SHAPES

The first shape selected is
bold and acts as a controlling
shape when aligning.

Select two or more shapes
Select Align from the
Arrange group on the home
tab select

The non-bold shape will
move and align itself to the
controlling shape

= You can hover over
Align Position _, i any of the

el Group ~

Aign Shapes  Je alignment option to

49 Auto Align . see a live preview of

the result.

CONNECTORS

To move in smaller increments:

Select the shape on the drawing surface
Hold the shift key

Tap the right or left arrow on your keyboard
The selected shape will move slightly

(also referred to nudging a shape)

Visio connectors are used to create relationships between shapes in a drawing.
They can be used to link, show flow direction, and can be displayed three different ways.

CREATE A CONNECTOR

Navigate to the tools group on the Home tab
Click the connector tool command

Click the first shape to be connected and drag to the second shape

The two shapes are now connected

Moving one shape will extend the connector and shapes remain connected
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After drawing the default (right angle) connector, right
click the connector to change the connector type

o Right angle connector
o Straight connector

o Curved connector

FORMATTING CONNECTORS

g Line -
‘LIHE mmmmmmmmmmmmm

| Use Defaukt ig

Theme Colors o)

Variant Colors

| u
Standard Colors

[ | | EEEEN

Recent Colors

No Line
More Colors...

Weight »
Dashes »

Arrows b

EL I | [

Line Options... H
1

CONNECTOR TEXT

Connectors are also shapes and text can be added by
clicking (selecting) the connector and typing your text.

e The connector text can be formatted like any

other text in the program

e After typing your text, you can reposition the text
by clicking and dragging the small yellow dot that

appears on the line when selected.
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o’[{) Right-Angle Connector
Straight Connector

Curved Connector

Connectors are lines, so dotted or dashed, colors,

thickness and even arrows can easily be added by

selecting the connector and navigating to the line
formatting options on the home tab.

YesNo————



LESSON 4 VISIO SENCILS

The Visio program contains hundreds of shapes for use in many types of drawings. These shapes range from simple
circles and squares to furniture and even space itself. These built-in shapes can be found on drawing stencils. Shape
stencils are located on the left side of the program.

THE SHAPES WINDOW
e Navigate to the view tab

File Home Insert Draw Design Data Process Review

e Select task panes Tl S O page s [0 Ec;zm
o= Fit to Window
e Select shapes Side Seippets | Pressmalin (7] Grg 7] Guides K| o
(a blank panel will appear if not open already) Side snippets | views snow | Shapes
Shape Data
. . i Shapes < @, Pan&Zoom

**many templates have their own stencils that contain shapes & Sie & Position

. . . Search shapes -p| = .
specifically designed to work with that template i ¥o_Navigation

More Shapes  #

e Click more shapes
e Several categories of shapes will appear

hold your cursor over any category / subcategory
e Click the desired stencil from that category

My Shapes v
Business

e The shapes will appear on the left side of the Engineering

Flowchart Actions - SharePoint

»
»
»
progra m General 4 Actions - SharePoint 201
Icons 3 Arrow Shapes
Maps and Floor Plans  » Basic Flowchart Shapes
Network 4 BPMN Basic Shapes
Schedule 4 Components - SharePoint 21
Software and Database Conditions - SharePoint 201
USING SHAPES FROM A STENCIL Shapes <
e First, find a shape that you would like to use searhshepes o) =
e Click the shape, hold and drag the shape into e
yOUI‘ draWing e A s o
Furniture s
e The shape will appear on the drawing page and . -
. E:. Sofa - Chair
can be resized, rotated or formatted. £ O, Outdang | | ==
dining table table l

ﬁ Bunk bed Single bed

i Double bed i Queen bed

i King bed M Chest

SEARCHING FOR SHAPES

To search for a shape, click into the search Shapes
window and type the name of the shape you are
searching for (car for example)

Shapes <
fat - X
Local Online(6)

The program will return all shapes that fit your search CoendarShapes =
criteria & Travel-car

Department
& Motor Poal

Directional Map Shapes 3D

, Car1l ' Car2
% Car3 0 Card
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CREATING A CUSTOM SHAPE STENCIL
If you work with certain shapes regularly you may find it helpful to add your favorite shapes to your own custom
shape stencil.

From the Shapes window choose more shapes

e Select new stencil U.S. units Furniture

e When the blank stencil is created, right click the Stencil3 *
asterisk and choose Save

e Give the stencil a name and click ok

e You can now add shapes to your custom stencil
by:

o Right clicking a shape from any other

£ Swimlane Separator @

Swimlane

. . (vertical) Ey Copy
stencil and choosing “add to my shapes” I
o Dragging shapes from the drawing
X Add to My Shapes P M Favorites
surface to your new stencil Remove from Quick Shapes TestStenc

Add To New Stencil...
Add To Existing Stencil...

Qrganize My Shapes

USING YOUR CUSTOM STENCIL
e Select My Shapes from the shapes window Shapes
e Select your stencil from the expanded menu
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LESSON 5 ORGANIZATION CHART TEMPLATES

By using an Organization Chart template, you can significantly reduce the amount of time required to map and display
your organization.

Albert
Mational Manager

Teri wWilkarm Gearge
Regional Manager FRegional Manager Regional Manager

Thamas Sarah Kastherine Elizabeth

Tiaie: 1 Manager Tt £ Manager TRmict 3 Manager TRz 4 Manager

Open
Pasition

e el e e L

~ -

T T T 7 Propossd Tiswiel T Team

Organization Charts can be constructed two ways.
Options include the Organization Chart templates and the Organization Chart wizard.

USING ORGANIZATION CHARTS TEMPLATES

anization Chart

There are three Organization Chart templates to choose
from:

o Department Organization Chart

o Hierarchical Organization Chart 2.5

o Corporate Organization Chart © ©
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Shapes

Search shapes - R
More Shapes  »
Quick Shapes
Organization Chart Shapes
= Executive =1 Manager
=] Position ” =7} Consultant
= Vacancy =] Assistant
eam frame EHE Staff
Multiple Three
J shapes L positions
= Title/Date i Title
&y Dynamic } Dotted-line
‘& connector L — —report
File Home Insert Draw Design Data Process Review View Developer Org Chart Help

] Re-Layout
EH Best Fitto Page  Mave

gi% Spacing ¥ =

Layout

m om Pl Q) 6

Layout ] Arrange Shapes

ADD SHAPES TO THE ORGANIZATION DRAWING

e Select the executive shape from the shapes on the left and drag it onto
your drawing page

e Add a second shape (a manager for example) to your drawing by repeating
the click and drag method but this time drop the manager shape on top of
the executive that is already on the page

WORKING WITH ORGANIZATION CHARTS

The layout of the organization Chart can be easily changed by
using the layout command on the org Chart ribbon:

H

% [ Best Fitto Page  Move
Layout

To create a chart using the
templates:

e Select the organization chart

that best fits your needs (U.S
units for this exercise) and
click create

The drawing surface will be
configured to work with an
organization chart

The org. Chart stencil will
appear on the left side and
an org Chart tab will be
added to the ribbons at the
top of the screen

** organization shapes arrange
themselves and link when
dropped on top of another org
Chart shape.

T2 Re-Layout Spacing * =

orizontal

oo ¢o oo o ao 5

e Select the top shape Vertia
e Choose your desired layout ?jby'f B BgB 3
e All shapes below your selection should adopt the B2 I8 s o

v

selected layout

Spacing * =
Move € =2

Show/Hide Subordinates

To move (right or left). Select the
position and select the move

command from the arrange group. P
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Apply Automatic Layouts to Shape Styles

Adjust the spacing between Org
Chart shapes by select spacing (+ or -)
from the arrange group of the Org
Chart ribbon.



Add a picture to your organization
shape by selecting the shape and

then choosing insert picture from @] Picture

the org Chart ribbon.

)

Inzert

| E Multiple Pictures

ORGANIZATION CHART WIZARD

)

Albert
Hatioral Mariager

=i
Manager

Waliam
Regional Marager

Geonge
Regioral Marager

In addition to creating the organization Chart from scratch, the Chart can also be created from data stored in a text or
Excel file. This method is often preferable to manually adding shapes and can help to ensure that the organization stays

up to date.

CREATE AN ORGANIZATION CHART USING THE ORGANIZATION CHART WIZARD (EXCEL EXAMPLE)

The most important step in using the
wizard is the layout of your organization
in the Excel file.

Your Excel file layout should resemble
the sample on the right.

The hierarchy of the Chart is determined
by the Reports To column.

**The person at the top of the
organization reports to no one.

Open Visio and from the template
gallery select organization Chart and
then organization Chart wizard.

Select the Excel file containing your
organization. If

**Be sure the Excel file is closed.
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A

D

E

fllName B AssocID B Title B Band | Reports To 3

2 |Person 1
3 |Person 2
4 Person 3
5 |Person 4
6 Person 5
7 |Person 6
& |Person?7
9 Person 8
-0 |Person 9

113388 Chief Exec
113389 Manager
113390 Manager
113391 Analyst
201544 Senior Analyst
201545 Analyst
201546 Senior Analyst
201547 Manager
201548 Senior Analyst

.1 [Person 10 113397_Ana|yst

2 |Person 11
-3 |Person 12
4 Person 13
5 |Person 14
6 |Person 15
)

8

113398 Manager
113399 Senior Analyst
113400 Supervisor
113401 Supervisor
113402 Analyst

Ovgmization Chart Wizard

.....

5

4 Person 1
4 Person 1
2 Person 5
3 Person 2
2 Person 5
3 Person 3
4 Person 1
3 Person 3
2 Person 7
4 Person 1
3 Person 2
3 Person 11
3 Person 3
2 Person 14 |

Orgaizsticn Chart Wizasd




“Name” and “Reports to” are two fields
that define the organization.

Unless you are working with shape data,
leave this section blank.

You can specify how much of your
organization will display on a page or
allow Visio to spread the organization to
additional pages as needed.

(Select “I want to specify . . .” for this exercise)

To show the entire organization on one
page, select the person at the top of the
organization and click finish.

The wizard will create an Organization
Chart from the data stored in the Excel
file.
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LESSON 6 CROSS FUNCTIONAL FLOWCHART TEMPLATE

The cross functional flowchart templates provide the user with a customized ribbon and all the shapes needed to create
a flowchart that shows the relationship between processes and functions.

Cross-Functional Flowchart

Function 1

Function 2

Function 3

WORKING WITH THE FLOWCHART TEMPLATE.

After selecting the template, you are first asked if
the flowchart will be horizontal or vertical.

Cross-functional Flowchart

Please select the default orientation
(®) Horizontal (O Vertical
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After making your orientation selection, the
drawing surface is configured and a basic cross
functional Chart frame is added to the drawing
with two “Swim lanes”.
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Shapes < The template also provides two shape stencils containing the
shapes necessary to build a cross functional flowChart.

Search shapes -0

o
More Shapes  » e Basic FlowChart Shapes- contain process, decision and
Quick Shapes other basic shapes
Basic Flowchart Shapes e Cross Functional FlowChart Shapes- Provide horizontal
Cross-Functional Flowchart Shapes - and vertical swimlanes and horizontal and vertical

. . Separators
Basic Flowchart Shapes (US units) .
N e A smaller number of shapes from both stencils can also

- Process ’ Decision . .

= be found on the Quick Shapes stencil

|| Subprocess @ Start/End

__—| Document AW Data

Cross-Functional Flowchart Shapes (U...

— Swimlane Separator
l' Swimnlane ___ Separator -
(wertical) (wertical)
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