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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 drawirigs raiiging
from network diagrams to calendars and from office layouts tH ficwcharts.

e Visio 2007 creates professional visual documents to help afialyse and
communicate complex information, systems, and processes,

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

Getting Started

e When you open Visio 2007 the first window that is displayed, by default, is
the Getting Started with Microsoft Office visio window.

Ele Edit Miew Insert Format  Took Dats  Shape  Window  Help  Adobe POF Type a question for help [+
D-SFHae R VE % BEXF9-0- 8L A-B ] @ o
i - B rulES=||teow i EE v ThepfP=E - =

Template Categories

y . Getting Started with Microsoft Office Visio
1 Getting Started
[ Samples

Recent Templates Recent Documents
[ Business >
: —_— [ More...
(3 Engineering : = ) ‘
& Flowchart E =1 .. ]%.l
23 General | == o 1= o IL ﬂ
3 Maps and Flaor Plans W (5 g e Y =
[ Hetwerk A= 3 e ] O * BLNKDG_LI
[ Schedule
[ Software and Database Process Improvement 1T Asset Management  Sale Summary {Metric) lnor Plan (Metric) Basic Diagram (Metric)  Basic Flowchart (Metric)
(Metric) (Metrich
sam| |
4
Organization Chart Brainstorming Cisckamn  Project | helne (Metrich
(Metricy
Ol e . More on Office Online:
Li2.0ffice Online

Training | Templates | Downloads

what's new in Visic -0077

1 Weve 1o bsiln = Visio b elp you create disgrams . Getthe latest cantent whils working in the 2007 Micrasoft
SN even easie 1asten | arm more sbout the new Office system
E S 07 feat Jenhancements. @ Visuglize complex infarmation by using PivotDiagrams
3

@ Give your diagram the professional touch with themes

e The Templaics 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 teniplace, in the main window, to open and use that template.

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

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

: File Edit Wew Insert  Format  Tools Data  Shape  Window | Help L:ﬁﬂ:@e FDF

: BE _’_5 B e O e @5 = i = I lt}] Microsoft OFfics Yisio Help
| i|_ | B 7 U = I #7 Developer Faieionce
: = * L U | = !

- =]
AW g

Template Categories

Sample Diagoms
Microfatt s Online

Conkack Ls

Getting Started with

Chetl for Updates

|1 Samples b Office Dlagnostics. ..

Recent Templates :
ACtvate Product, .,

T
j E:Zli:::ring . Privacy Options...

[ Flowchart E | I : l ahout Microsoft Office Wisio
[~ I _E.E.fll =

e Your screen will now look like this.

‘ fle Edit View Insert Format Took Dats  Sheps  Window Help  Adobe PDF Type & question forhelp =
RERA=N" R N R A R R AR "
= - x T
H = B L u|===Ifow owe = RIS RAGAL
=R
Template Categories X
Samples
[ Getting Started ” -
|z Samples’; h
All Diagrams g
3 Business — a p—
= . «
3 Engineering = - - £B8 —|-*.J
(23 Flowchart X o | - = ‘ ' .. e LY )
- e = = = — e = | |
=] General ) ”E' 3 == - E & 1 ]
(23 Maps and Floor Flans &) - 5 P e e &y N ="
[ hetwark -8 = — =6 e L : Gl r" ]
23 Schedule &5 =@
3 Softwars and Database: IT Assek Managemerk  Process Improvement Project Managei Praject Timeline Sales summary o~ T
kil
— g
IT Asset Management
Track network health and statistics using up-to-date information in an
Excel spreadshest, Assaciate equipment in network diagrams to its
physical location in rack diagrams for easy browsing.
Measurement Units: (U5 units (3 Metric
Open Diagram Open Sample Data

e Click on the Proce:ss Improvement diagram, as illustrated overleaf.
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! File  Edi Wiew Insert Format  Tools Data  Shape  Window Help  Adobe PDF
iN-BEH O &0 FE B X I

i B - B s U = ||} iz =

B

Template Categories

Samples
[ taetting Started

All Diagrams

[ Business

[ Engineering

3 Flowchart

3 General

3 Maps and Floor Plans

=B
[ Metwork .a.a é
[ Schedule

[ Software and Database IT Asset Management . Praject Manage% e Sales Summary

¢ You will notice that to the right of the screen you ¢an select either the US
units or Metric. By default it selects the unit opnti ased on your Windows
Regional settings.

B

L 4

Measurement Units: OI_IS uniks @)Metric \\
e Select the measurements for your counmclick on the Open Diagram
button.

Open Diagram 0

, as illustrated below.

¢ You will now see the diagram

2] Ble Edt View Insert Fomat Tools Daba ghape  Mindow Help  Adobe PDF Type aquestionforhelp [+ o @ X

N-BHS & YR s eRX 92-0 13 5-1L.-A-@ 0w -|l@F
: aviel - ot -|B 1 u|EES= cde D Thens | =-E R

B9 g —_—

Shapes x PN P P M P PP s O TP s . s s A5 £ RS
 Search for Shapes:

Type your search here %

[ Arrow Shapes (Metric)

[ Basic Flowchart Shapes (Metric)

Contose, Inc.
~ ey
[ process <> Decon | P
C] Document £_F Data
Pradefined
Tntemal Q Sequential
storage data
() et dara (] Jranee!
o t:] Paper tape
Manual
) oty o
() Preparation == Firalel

() Loop limit ) Terminstor

On-page Off-page =
O gnn (g Mo Shape Data

TI<> Flowchan
[AZF shapes et b
[15) Dynamic i
(& connactor

& Contral
transfer 5. Mame Owner Status Description Average Time (da... Average C... Inputs Qutputs e |
1.1 Handle Req... Service Sal.. Inactive Receive an,.. 2 100,00 USD  Initial custo, ., Tracking nu... F
2.1 AssessTec.. ServiceSal.. Inackive Create esti... 3 S00.00USD Customer ... Technical Fe...
: |®2 22  AssessFina.. Service Sal.. Inactive Create fina... S 500,00 USD Customer r...  Financial im. .. <

X M 4 ¥ ¥l Workilow
Page 11
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Zooming

¢ You may find the diagram difficult to read. Click on the Zoom drop dovwin/box
on the Standard Toolbar and experiment with selecting a zoom level,

e Set the zoom level to Page (as illustrated above), Lafore continuing.

Pan and zoom

e As well as the zoom control you can also use.the rFaii & Zoom window, to
zoom any selected area of your Drawing Page.

e Click on the View drop down menu and sclectthe Pan & Zoom Window
command.

EI:J File Edit | Wiew ) Imsert  Formakt  Tools Do
. T ; Rl
- 4 shapes Window

EEi.aI = '(E, Pan & Zoom Window *
"= = |21 shapeDataWindod ]

e This will display the Pan & Zoum wisidow.

Pan & Zoom x

e Click and drag the mouse within the Pan & Zoom window to draw the red
box, which will be zoomed.
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Pan & Zoom

X

¢ Your Drawing page will be zoomed to the selected @reas

e Select another area within the Pan & Zoom window, to zoom in to another
area of the diagram.

e Try selecting all the items within the dialog box, &s illustrated below.

Pan & Zoom x

e To close the Pan & Zooritwwindow, click on the Close button, at the top right
of the Pan & Zoom windaiwv.

Pan & Zoom ;l
q
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