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All trademarks acknowledged. E&OE.

No part of this document may be copied without written permission from Mobile MOUSe unless produced under 
the terms of a courseware site license agreement with Mobile MOUSe.

All reasonable precautions have been taken in the preparation of this document, including both technical and 
non-technical proofing. Mobile MOUSe and all staff assume no responsibility for any errors or omissions. No 
warranties are made, expressed or implied with regard to these notes. Mobile MOUSe shall not be responsible 
for any direct, incidental or consequential damages arising from the use of any material contained in this 
document. If you find any errors in these training modules, please inform Mobile MOUSe. Whilst every effort is 
made to eradicate typing or technical mistakes, we apologise for any errors you may detect. All courses are 
updated on a regular basis, so your feedback is both valued by us and will help us to maintain the highest 
possible standards.

Sample versions of courseware from Mobile MOUSe
(Normally supplied in Adobe Acrobat format): If the version of courseware that you are viewing is marked as NOT 
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training course, and is made available 
purely for content and style review. This is to give you the opportunity to preview our courseware, prior to making 
a purchasing decision. Sample versions may not be re-sold to a third party.

Contact Information

Australia / Asia Pacific / Europe / Rest of the World
Email: officeadmin@mobilemouse.com.au
Web: www.mobilemouse.com.au
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Using Microsoft Visio 2007

A first look at Visio

Microsoft Visio 2007
 Microsoft Visio 2007 is a tool to create a great variety of drawings ranging

from network diagrams to calendars and from office layouts to flowcharts.

 Visio 2007 creates professional visual documents to help analyse and 
communicate complex information, systems, and processes.

 With Visio 2007 you can improve your understanding of systems and 
processes, gaining insight into complex information.

Getting Started
 When you open Visio 2007 the first window that is displayed, by default, is

the Getting Started with Microsoft Office Visio window.

 The Templates Categories window on the left displays all the template 
categories.  If you click on a template category, then it will display all the 
templates related to that category in the main window.  You can double click 
on a template, in the main window, to open and use that template.

 To the right you may see a pane containing details of recently opened files.
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Opening a sample file
 Before we start delving into creating Visio diagrams, we will first look at a few 

examples.  Click on the Help drop down menu and select the Sample 
Diagrams command.

 Your screen will now look like this.

 Click on the Process Improvement diagram, as illustrated overleaf.
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 You will notice that to the right of the screen you can select either the US 
units or Metric. By default it selects the unit option based on your Windows 
Regional settings.

 Select the measurements for your country and click on the Open Diagram
button.

 You will now see the diagram displayed, as illustrated below.
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Zooming
 You may find the diagram difficult to read.  Click on the Zoom drop down box 

on the Standard Toolbar and experiment with selecting a zoom level.

 Set the zoom level to Page (as illustrated above), before continuing.

Pan and zoom
 As well as the zoom control you can also use the Pan & Zoom window, to 

zoom any selected area of your Drawing Page.
 Click on the View drop down menu and select the Pan & Zoom Window

command.  

 This will display the Pan & Zoom window.

 Click and drag the mouse within the Pan & Zoom window to draw the red 
box, which will be zoomed.
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 Your Drawing page will be zoomed to the selected area.
 Select another area within the Pan & Zoom window, to zoom in to another 

area of the diagram.
 Try selecting all the items within the dialog box, as illustrated below.

 To close the Pan & Zoom window, click on the Close button, at the top right 
of the Pan & Zoom window.
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