ITEC113 FALL 

Microsoft Visio
Microsoft Visio is a popular technical drawing tool that is being used by so many people.
At the beginning of CSIT/CPIT 113 course, the students will learn how to use Visio in order to draw  Flow-Charts.

The design job in Visio is based on the following tasks:

Selecting an object,dragging and dropping it to an appropriate place, changing its size and color, writing a caption on it.

How to Open visio : 

Start > Programs>Microsoft Visio.  

Or  Use shortcut icon to visio on the desktop. 
[image: image1.wmf]Shortcut to Visio32.lnk


	CREATING  NEW DRAWING OR OPENING EXISTING FILE

When visio is opened , create a new drawing page or open existing file options will appear. Choose create new drawing and press OK. (FIG 1)
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FIG.1
	

	CHOOSING DRAWING TYPE

Click to  the drawing type as flowchart from the left hand side of the menu, the drawing types will be shown on right. and choose basic flowchart on the right hand side then press OK. The new blank page will be displayed (see fig3) 
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 FIG.2
	

	WORKING ON THE PAGE 
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Rotation Tool: click on shape then rotation button around selected shape green dots will appear hold from green dots and rotate the object

Line tool: has 4 different line drawing option straight line, curved line, free style and hand drawing. Choose one of them and apply to drawing page 

Rectangle/ellipse tool: choose one of the shape to draw and draw on to page as big as needed 

Text writing and rotating tool: click on A then click on the page where text to be written, if clicked on shape, text can be written in that shape, if clicked somewhere on page on that clicked part text box appears and text can be written in it. To rotate the written text choose other option in A and click on text which will be rotated, then hold from green dots and rotate text, in this option only test will be rotated not shape  

Connector tool and others: draws connector to connect shapes to each other. 


	

	Basıc Flow Chart Shapes:neseccary flowchart driving shapes are given in this stencile, to switch between other stenciles pressing on stencile will be enough. 
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 FIG.3
	

	ADDING NEW STENCILS:

To add new stencils(drawing tools) to the existing drawing page use the stencil button on the tool bar (red circle). A stencil box will be opened choose the required tool and press ok the new tool bar will be added to the existing drawing bar (to the blue part). To change the drawing stencil bar press to the other bar . inorder to add connectors choose Visio Extracts then connectors.
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	DRAWING SHAPES
	

	Visio has the drag and drop property, press on the object with the mouse and without leaving the mouse button drag the object and drop it to the blank white page. The object will be apper on the page with blue crosses on the sides that indicates the connection points.to move the object on the page press on the object and move the mouse while the mouse button is pressed

To change the properties of the object click on to the object then press right button, on the format you can change  text, line and fill properties. on the shape menu you can change the position of the object . To write a text in to the object double click on to the object and a text box will be displayed ,the format of the text can be changed by using toolbar on the top or from the format menu that appears when right button of the mouse is clicked.
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	The line properties: allows user to change the line properties pattern thickness arrow size and direction.
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	Fill properties : to fill the drawn shape with selected color and pattern , applying shadow in different color and patterns.
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	SAVING
	

	To save the drawing use file menu on the menu bar or the disket sign on the tool bar menu. Change the file name, choose the location of the file and press ok.  
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	Creating a new on current page and naming. To name the page1 either double click on to the page1 it will be active and name can be change or click right button of the mouse while curser is on the page1, there will be options, click rename page and page1 will become active then change name
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	INSERT PAGE: To insert a new page in to the current page click right button of the mouse while curser is on the page1 then press insert page a new page request information will appear after making changes(if needed)  press ok and new page will be inserted  . In a one visio page there can be several pages with different properties. DELETE PAGE:  to delete a page repeat same information given and press delete this time. The selected page will deleted for the visio page.
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	REORDER : this option will reorder the order of the pages. 


Rotation tool 





Line tool 





NEW: opens a new blank page





STENCILE: allows user to choose and open the drawing stencils





Rect/ellips tool 





cut copy paste





SAVE: saves the file 





OPEN: opens previously created page





connector tool 





text tool 





Adding new stencil 





File name write a name to name your file





Save in choose location to save
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