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Office Charting Tools

Simple needs — use a simple program.
WORD / EXCEL / PowerPoint;

Insert > Diagram
Diagram Gallery x|

Select a diagram type:

! i o ? o Wm—
%03 %T:?:‘; : InsertShape - Layout= | Select= | 03 af 144% -
o
A& ©® D
~— J

Emp 1 4 Emp 2 ) Emp 3

Crganization Chark
Ised ko show hierarchical relationships

(04 I Cancel < o

Drawing Toolbar — Objects & Connectors, Align & Distribute

m
éf@ Lines 3
E Connectars [
B E}' Basic shapes 3
% Block Arrows y ] 7
_ |3E. Elowchart » | 18
3&: Stars and Banners v | = { Flowchart: Decision
%ﬁ Callouts y | o O[] l::]
= '3 ﬁ More AutoShapes. .. @ q,‘;' E Q
o= s utsshases- [N N 10|14 V A D@ &
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Templates

File — Page setup... paper, scale, etc.

File — Stencil — Open — open stencil(s) you use most often — Isometrics / company
standard objects / custom / favourites

Set your drawing scale! — File — Page Setup — Scale — especially for architectural objects.
File — Save as — Type — Template — over write the blank document — becomes your
startup template.

1) Choose a Drawing Template: “Look in: Solutions” Flowchart Wizard vs Template “Audit”
2) Drag & Drop items onto sheet

3) Use toolbar icons to connect the objects

Browse Templates ﬂ
| ﬁ My Docurents J ITF '
Ca Pocket_PC My Documents
E buildings . wsk
| My Diaka Sources Cipen

~
~
~

File name: | Presview

Files of tvpe: |Template (¥ wst) j

Description

[w File preview

& QpEn Cancel
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Business Diagrams

Choosze a Drawing Template |
Loak i I 5] Business Diagram j | | |‘=j€| |
j _Office Lavout Template WS T Organization Chart . Open I

E Charts and Graphs.WST E Froject Timeline ‘Wizard W5T C |
] Project Timeline VST —IE'”':E

E Form Design¥sT

E M arketing Charts and Diagrams V5T Help |

E Office Layout - Impenal WS T

E Office Layout - Metic VST Open
] Office Layout Wizard VST ~ Original
E Organization Chart Wizard WST @ B
"~ Bead Only

File name: IEIrganizatiu:un Chart VST -~ Preview
Files af type: ITempIate [*.wst] j L= ]

Dezcription = =N

Organization Chart Template: Use to create diagrams of [=1 [=] [=1

employees for human resources management, office — —

admirigtration, personnel management, staff organization,

waorkfarce management, and management stuctune

v File Preview

Organizational charts can be created from data automatically, if each employee’s
supervisor is somehow identified (best to have employee job designated to supervisor
job, so as names change into a role — the supervsior is dynamically defined)

This is just a “good to know” topic — the I'T department would have to be involved in
setting up the relationships and automation.



Time Line (MS Project is much better)

— Preview
Mo
[+ File Ereview
Flowcharts

Choosze a Drawing Template E3 |

Look ir: Ia Flowchart j gl

%] fwidit Diagram vsT =] TOM Diagiam s T gpen |
E Data Flows Diagram VST E Work Flow Diagram VST C |

22 | Flowchart - .-'-‘-.d\-'anced WST &l
. Flowchart - Basic. 145 Help |
E Flowachart-TO M Dlagram Wizard V5T

[f] IDEFO Diagram WS T Open

E Mind Mapping Diagram ST ¢ Origingl

= 5DLDi WST -

j iagran ¢ Copy

" Bead Orly

File name: IFIchhart - BazicWST -~ Preview
Filez of ype: ITempIate [#.wzt] j

Dezcription

Flawchart Template: Uze for lowcharts, top-down
diagramz, information tracking diagrams, process planning
diagrams. and structure prediction diagrams. Contains
connectors and link.s.

[+ File Preview
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Maps

Stencils

From any Template — can call up any ‘Stencil’ %

File Edit Wiew [|nzert Format
Hew
Open...

Cloze

Tonls

Chrl+0

4

Save
Save Az
Save Workzpace...

Chrl+5

Stencils

Fage Setup...
Frint Prexiew
Frint....

Chrl+F

Send Ta
Froperties

1 CAwindowstDeskiophname plate, vad
2 ChwindowshDesktophmillztores up.vad
3 ChwindowszhDezktophmillztores map.wed

4 C:h D ataflow Diagram, wed

Shape ‘Window Help

@ (hAF s VOO

v =B 2 U =

Shape Explarer...

Block Diagram

Buziness Diagram
Flawchart

M apz
I etwwark,
Wizio Extras

qram

E xit

or File — Stencils...

Audit Diagram Shapes
Bazic Flowchart Shapes 2

Bazic Flowchart Shapes

Connectors and Callouts

[rata Flow Diagram Shapes
IDEFO Diagram Shapes

kind k apping Diagram Shapes
Mizcelaneous Shapes

SDL Diagram Shapes

TG Diagram Shapes

Work Flow Diagram Shapes

-~ [Fil: | Nomal =] & - 1 - B - | 2
| 1] Gl a0 100 120 140 160
Dpen Stencil...
Blank Stencil
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Basic Drawing Skills

[ Flowchart [&dditional]

Tagged  LinedfShaded Tagged
process process docurment

PR B,

Lined Transmittal Off-page

dacument tape cannectar
Lo L =
[varable start  “Jarable Create

procedurs request

Qf 1X] (S2

Summing Cuollate Sart
junction
Or Off-line Open
storage rectangle

O = =3

Oata store  Database

1 | |

Primitive  Prmitive to  hdessage
from call  call control  from user

. O

heszage to Ctpost Feedback
user

¢ m [

Chech Check 2 And gate

o 2 I

Drag and Drop object onto drawing area

Can use line tools to connect objects by their X points

Either drag & Drop items onto drawing — or activate stamp tool icon E to be able
click where you want the object centered (great for multiples) or [Ctrl]drag or [Ctrl][d]

-G - @ o ||l @

& | dh =

Shiow Bukkons on One Row % *

|5-:||:| ot Remove Buttons = Standard

%"_

Vigw

4
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Line Settings

Line:l Marmal |- =-=E

Type / Colour / Thickness / Style / Arrow Head / Curvature

d

Modify Connection Points
EY

[Ctrl] click to add connection point to an object

Mame
Title

-

Move / [delete] / Copy with [Ctrl] drag or duplicate =[Ctrl][d]
Undo = [Ctrl][z]
Constrain = [Shift] held down — to move / draw

z

Connect Shapes - Auto (order you select multiples with [Shift] is the order they are
connected) (In Actions toolbar)
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Basic Object Skills

Move = click & drag

Constrain = [Shift] ; to draw straight lines / perfect squares or circles / proportionally re-
size objects / constrain movement to one axis — horizontal or vertical, depending on first
movement direction...

Object Fill

&5 IT\ - B -
I S MaFil
HOEEEOCEO

AEEEEEN B

kare Fill Calors...

A o

Copy = [Ctr]l] drag or [Ctrl][d] or Rt click — Copy then Rt Click - Paste

Format Painter (Copies formatting)
b

Select what you like — paint onto what you want the same format
Double click tool to lock it — for multiple paintings — click to unlock it

Resize = drag pick points on edges of selected object or corners to keep dimensions
Delete = [Delete]

Select Multiples = [Shift] click additional objects — again to un-select
Select All = [Ctrl] [a]

Select Multiples = selection box — Click & drag in empty space to draw a selection box




Align & Distribute

Align Multiples by their edges = TOOLS — ALIGN or icon

O+ -
b

Align Shapes

— Up/Drown Alignment

o09| 8= oo x Cancel |

Help |

— Left/Right Alignrmett

O % O
— |
O O

[N Ereate Fuide and Elue Slhapes ek

Distribute (space evenly) — vertically or horizontally

&

Dizgtribute Shapes |

— Diztribute
Left/Right;

Cancel

R

g Do

+
2 i —

i | =

[T Create Guides and Glue Shapes ta Them
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Size & Position

In Status Bar — you can see the size of an object

= hize and Fogihion
Width = 2 in, Height = 0.7%Jm e= 0

Right click object(s) - View — Size & Position Window

: x|
= B.5in. M
Y 5875 in. @
Width 2in. o
n ) o
Height 05in. o
Angle 0 deg. E_
Pin Pos c

When done with it, just X the corner to close the Window

Note: should size first before alignments and Distributions

Arrange Objects

T;g
Ty

Right click — shape — bring to front or |E send to back is ==

L




Rotate Object
Gi

A 5 2k 4

Click and drag to rotate freely or flip

Rotate Text g

o &3
E Text can be typed @to most ohjects i

Object rotate for text inside objects — text rotate for basic text boxes

Text box — vertical text — just resize text box to squish it vertically

r i
s GREG ¢
‘——-x——l—————i
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Grouping

Select objects
Qo--0---0

1
[m]
1
1

D__

ol

Rt click — shape — group or *=*_ and E to un-group

Can resize / move as one object
Insert — Clipart... Try ungrouping a clipart

Note: VISIO 2003 deals with cliparts properly. If UN-Grouping in an older version of
VISIO damages the clipart, un-group in Word or PowerPoint. Manage the object, then Rt
click — cut — Rt click paste into VISIO...
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“Shape Math”

Shape — Operations —
Subtract vs Intersect

Offset
Draws another on either side of object — offset by amount desired




Stencils - Edit

Close all open files — because when you go into edit mode, it will tile all open

Windows...

File — Shapes — Open Stencil — takes you to “My Shapes”

Other stencils are in the application directory.

Older version of VISIO;

Can add/remove from a stencil (if open it in ‘original mode and you have edit rights)

Open Stencil Ed

Look in: I 3] Business Diagram

= =l g &l ==

E _visio Project Scheduler VS5
[::FCharting Shapes. V55
@ Formg Shapes55

B Marketing Clipart v55

@ b arketing Diagrams.'\55

@ Office Layout Shapes - Imperial ¥55
@ Office Layout Shapes - Metic W55
@ Organization Chart Shapes WSS

E Project Timeline v'55

Open

[ e |
[ o=
_ e |

Cancel

Help

Open
£+ Original

" Copy %
" Bead Only

File name: IEharting Shapes*55 -~ Preview
Filez of type: IStenciI [*.wes) j
D ezcription

. . : . . e Eresiewis avalatle
Charting Shapes: Containg araphics far financial reports, ;

zales reportz, profit and lozs statements, budgetz, statistical
analwiz, diagramz, tables, accounting tazks, market
projections, and annual repaorts.

¥ Filz Ereview

Stencils - custom

File — Stencils — Blank

Can create a new stencil — blank — that you drop your own built objects / lines to...or

create one for your favourite objects from other stencils...
Drag your object(s) to it — when you exit it — save to the stencil folder if you want —
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VISIO x|

@ Save changes to 'Stencil2™?

Mo | Cancel |

C:\Program Files\Visio\Solutions — where stencils are normally installed but on network
drive, would be backed up for you...

Save As

Save i = Solutionz j gl

= Drive_c [C:)

[ Program Files Save I
Buziness Diagr (] Visio J —
Database | W —l
Flawchart & D) Help |
b apz =2 Instally on 'Elkinstall [E:)

Metwork, Diagram

Block Diagram

"izio Extras
Save
[ Workspace
File name: IGreg's Tools [~ Eead Only

Save az ype: ISter‘u:iI [*.wes) j

Can add stencils — ex. One for “Isometric” shapes... “Technical” Stencils...
Just copy the .vss file(s) into My Documents \ My Shapes folder.

Find Shapes

E Drawingl - Microsoft ¥isio

IEﬂ File Edit Wiew Insert Format  Toal
-G d9 3 Q| VE| & -
Arial - Gpk, - | B T

Shapes

-] 2

[ arrow shapes [%
[F Rarkarminds

ddlnta ol '3




Older VISIO;

Tools > Macros >- Shape Explorer... (It may not be installed)

Grayed out — not installed

'@Visiu@ Shape Explorer
File “iew Toaolz Help

Search | Refine Search I

i [=] B3

Search Far: Iarru:uw

j Find Mow

[~ Match exact word or phrase Search Tips | Shom

Type award or phraze that describes the item pou want to find, then click Find

Mo,

Wwhen your gearch iz complete, right-click. an item in the name list, then chooze an

option,

Help

i

FEE Your Search Found: Shape Name | I Stencil

| I Praduct -

' B 11730203 i s

Yizio® Metwork, E quipment —

R T
E 1-D Visio® Standard 5.0

. wizards (0]

M
E 10 Open Containing Stencil

Vizio® Standard 5.0
Yizio® Standard 5.0
Vizio® Standard 5.0

Vizio® Standard 5.0
Vizio® Standard 5.0

Products (0] E 1D Create Mew Stencil
E 1D Browsze Info (& v Vizio.com
BEio .
E 1D Properties
E 10 Single connectars and call...
q 1-D single cohhectors, ves
4

| 128 Shapes found. |.-’-‘n.dds a1-D arrow bo vour drawing.

Vizio® Standard 5.0

Visio® Standard 5.0 _I;I
[ 3

Right click — add to drawing or bring up that stencil
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Zoom & Layers
Zoom in / out or [Shift][Ctrl] with Left click / Right Click or [Ctrl] wheel mouse

fcycy

& Pan & Zoom Window — you can select area to zoom to;
@ g

1
1
wWwooZ g u

J# il

L[]
=

x

=

Layers =" (In VIEW toolbar — right click toolbar to activate it)

or View — Layer Properties

Layer Properties I
M ame | i | Eisihlel Erintl .-'-‘-.n::;ivel I:n:n::kl Enapl Glue | Calor
accent objects W W W W W
Eackground v W v W Cancel |
Linez W v v v IER
Dbjects W W v v W el Apply |
Test obijectz W W W W W' m
Mew... |
Bemowve |
L\\s Fename... |
j Help |

[~ Remaove Unreferenced Lapers Layer Calar: I_ "’I

Show / hide

Easily select objects — hide other layers!

Print layers desired

Draw objects — select objects — assign a layer to them

I Objectsz

Select object(s) — assign to layer - | will take on that layers properties

Can hide / print / lock / etc.
Remove Unreferenced Layers — any layer with no objects assigned are removed.
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External Objects

Insert — Clipart

Picture — from file

Shape —explorer — Right click — add to drawing... copy to your stencil if desired
Copy object — Paste into VISIO

Data links...setup the data file in Excel or text file according to Visio's requirements
Task#, Task Name, Duration, Start Date, End Date, Dependency, Resource

File — New — Business diagram — Timeline Wizard

See help on Creating Project Timelines from Data Files

EXPORT

File — Save as...
GIFs can store up to 256 colours, and are great for line drawings (low file size)

Save az lype: Drawing [*.ved) j

Encapsulated Postzcript File [* epsz) -
Enhanced Metafile [*.emf]

araphics Interchange Farmat [7.aif]

IGES Dirawing File Format [*.igz]

JPEG Farrmat [*.jpa)

tacintozh PICT Farmat (7 pet]

Fartable Metwork, Graphics Format [*.png)
Postzcript File [F.ps)

Tag Image File Format [*.tif]

YWindows Bitmap [*.brap,*.dib)

Windows ketafile [*wmnf]

Zzoft PC Paintbruzgh Bitmap [*.pox)

-

or Select All = [Ctrl][a] then Edit — Copy — Edit paste will paste as a VISIO Object , like
Insert — Object...

or Edit — Paste Special — as Picture (Enhanced Metafile) (person does not require VISIO
to view it)
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Headers & Footers

View — Headers & Footers..
Header and Footer x|

Header Fooker

Left: | e | 2l
Center: | j Center: | j
Right: | j Right: | j
Margin: W Margin: W

Faormatting Targek printer information

Fonk: 12 pt. Arial Paper size: 11 x 8.5 in. (Landscape)

Choose Font. .. Print Setup. ..
2 K | Cancel

Page Setup

Page Setup ﬂ

Prink Setup lF‘age Size ] Drawing Scale ] Page Properties | Layout and Routing ]

Printer

Paper size:

|LE':':EF J @— Frinter Paper
Paper orientation:

" Paorkrait

* Landscape Setup. ..

B— Drawing Page
Print zoom [all pages)
¢ Adjust bo [100% -
Prinker paper; 11 x 8.5 in. (Landscape)
i Fitto | sheet(s) across Drawing page: 11 x 8.5 in. (Landscape)
b | sheet{=) down Target printer: YWFCCLELKAEDDS

Prinkt zoarm: MNone

ﬂ | (04 | Cancel




Shape > Center Drawing

Simply forces your drawing to be centered on the page.
Line Jumps

In some drawings, such as flowcharts or network diagrams, connectors may cross over
one another. In a complex drawing, it can be hard to follow the path of a connector if it
crosses over another of the same type.

To make connections easier to follow when you or others analyze your drawing, you can
have routable connectors display "line jumps," when they cross over other connectors.

T+

Line jumps (A) clarify the shapes that a connector connects to.

Page Setup ﬂ

Print Setup ] Page Size ] Drawing Scale ] Page Properties  Layouk and Routing l

Routing

Skwles |Flight Angle j Separate: |Llnre|ateu:| lines j
Direckion: | J Crverlap: |Llsin|;| rouking style J
Lime jumps

Add line jumps to: |H|:|ri2|:|nta| Lines j

Line jurnp skwle: |.ﬂ.r|: j

Horizontal size: — — W | |_| |_| |
Wertical size: — — lm I_—LI

Spacing. .. | [T Move other shapes away on drop

ﬂ | (04 | Cancel
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Extra

Tools — Ruler & Grid

BT

Show Grid / Guides / Connectors

Huler & Gnd

Rulers

Horizonkal Vertical
Subdivisions: |Fine j |Fine j
Ruler zero: |III in. |III in.
Garid

Haorizonkal ‘ertical
Grid spacing: |Fine J |Fine J
Minirnurn spacing: |III in. |III in.
&rid origin: |III in. |III in.

2]

0] 4 | Cance

Tools - Snap & Glue
et

Snap & Glue

zeneral l fidvanced ]

Currently ackive

[ [vnarnic grid
[v Drawing aids

Snap ko

v Ruler subdivisions
v Grid

[ alignment bog

[T shape extensions
v shape geometry
v Guides

[ shape interseckions
[T shape handles

[~ shape wertices

v Connection poinks

Glue ko

[~ Shape geometry
[w Guides

[ shape handles
[~ Shape wertices
[w Connection poinks

| Ik | Cancel
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Format — Define Styles

Rather than constantly changing line colour, thickness, end type, size arrow head, etc.
you could default it with STYLES

Define Styles x|
style: |0r|;| Mormal j
Based on; |'-.-'isi|:| 03 j

| Delete Rename. .. |
Includes
[w Text [ Line [w FEill
Zhange
Texk. .. Line. .. Fil...

[ Hidden style

[~ Preserve local formatting on apply

& Apply | Cancel

Line Line ends

L]

Patterm: |1: |— J Eeqin: |IZI: Mone &
Weight: |3: |— J End: |I:I: Mone
color:  |0: [ - Eeqgin size: |Medium

Cap: |R|:|uru:| J End size: |Medium i

L

L

L

Round corners Preview

I~ | |
|| |~

Rounding: |III in.

2]

Future use of Connector Icon will default to this style in this document.

Zancel

Could save this style on the Blank Template... or your main template you use each time.



Tools — Lay Out Shapes

Lay Out Shapes

Flacement

Skulg: |Radial

Direction: |

Cepth: |Meu:|ium

Connectors

Skl |Right Angle

F

Direction: |

|

[v Apply routing style to conneckars

[ align shapes to grid when possible

P Spacing... |

Apply | K, | Cancel

Apply settings ko

(* Selection  © Current page

[ Enlarge page to fit drawing

Drawing Scale

File — Page Setup

Page Setup

Print Setup ] Page Size [Crawing Scale | page Properties | Layout and Routing ]

Drawing scale

i~ Pre-defined scale:

" Custom scale:

Page size (in measurement units)

(S

&— Printer Paper

B— Drawing Page
Prinker paper; 11 x 8.5 in. (Landscape)
Drawing page: 11 x 8.5 in. (Landscape)

Target printer: YWFCCLELK\EDODS
Prinkt zoarm: MNone

| Ik | Cancel
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Pages
Insert — Page

Page Setup

Page Size ] Crawing Scale  Page Properties || ayout and Fouting

Page properties

Type: * Foreground Background

MName: |F‘age-2|

Background: |N|:|ne J
Measurement uniks: |In|:hes J

Shape shadow of fset

Right: |EI.125 ir. Down: [0.125 100,

[ Open page in new windaw

2 (04 | Cancel

If in File — Page Setup — change page size custom to be greater than printer can handle —
will give multiple pages automatically, but will not be ‘separate pages’

Next / Previous Page — Page Dropdown

4 [ IF'age-E j
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Visio Cheat Sheet

Actual Size .......ccccvvvvvvennes [Ctrl][I]

Add Anchor point............. [Ctrl] click with El‘x active
Align Objects.........ccue...... [F8]

Constrain ..........ccceeuveeee... [Shift] draw or [Shift] drag
COPY weovveereerieeeeeeeeee [Ctrl] drag or [Ctrl][d] or rt click — copy / paste
Group...cccocveeevieeeeieeeene [Ctrl][g] or E

Help .o [F1]

Repeat.......cccceevveeinuneennnnn. [F4]

Rotate Left...........ovvvveennees [Ctrl][L]

Rotate Right...................... [Ctrl][R]

Select All .............ol. [Ctrl] [a]

Select Multiples................ [shift] clicking or selection box
Send object Back.............. [Ctrl][b] or i)

Send object Front ............. [Ctrl][f] or |£

Undo an Undo (Redo)...... [Ctrl][Y]
Undo....oovvveveeeeeeiiiieiiiinn, [Ctrl][Z]
Ungroup......cccoeevvveeeennnnee. [Ctrl][U] or ﬂ

Whole Page ...................... [Ctrl][W]

Zoomin/ out..........cc.euu.... [Shift][Ctrl] with Left click / Right Click



