Microsoft Visio 2010 - Module 1

cuerer1 GETTING TO KNOW MICROSOFT VISIO
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Microsoft Visio 2010 is a graphical and drawing application that
helps you to visualise and communicate complex information. With
Visio, you can transform complicated text and tables that are hard

to understand into Visio diagrams that communicate information at
a glance.

Visio provides modern shapes and templates for a diverse range of
diagramming needs, such as IT management, process modelling,
building and architecture, user interface design, human resource
management, project management, and more.

In this session you will:

learn how to start Microsoft Visio 2010
learn how to create a blank drawing from a template
gain an understanding of the Visio screen

gain an understanding of how Microsoft Visio 2010
works

learn how to use the Ribbon

learn how to use the keytip badges on the ribbon

learn how to minimise the ribbon

gain an understanding of Backstage View in Microsoft
Visio

learn how to access the Backstage View

learn how to use shortcut menus

gain an understanding of how dialog boxes work

learn how to launch a dialog box

gain an understanding of the Quick Access Toolbar

learn how to add commands to the Quick Access
Toolbar

gain an understanding of the status bar
learn how to customise the status bar
learn how to save a new drawing

learn how to exit correctly and safely from Microsoft
Visio 2010.
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Microsoft Visio 2010 - Module 1

STARTING VISIO

the Windows Start menu, from a shortcut or even
directly from a drawing itself by clicking on a
drawing icon. We'll use the Start menu in this
exercise.

To create a new drawing or to edit an existing
one, the first thing you need to do is to start
Microsoft Visio 2010. There are several ways of
doing this. For instance, you can start Visio from

@ Microsoft Word 2010

Try This Yourself:

Before you begin, ensure that
your computer is switched on

and that the Windows desktop
is displayed on your screen...

Click on the Windows Start
button at the bottom left-hand
corner of the screen to display
the menu

It’s a round button with the
Windows logo...

Click on All Programs
Click on Microsoft Office

Click on Microsoft Visio 2010

After a moment the Backstage
view will open in Visio ready
for you to either create a new
diagram or open an existing
diagram

a Adobe Fireworks C54

1";' HyperSnap 6

Mozilla Firefox
% Microsoft Outlook 2010
Adobe Photoshop Elements 7.0
g Microsoft Excel 2010
Microsoft PowerPoint 2010
Adobe Acrobat 9 Pro
Notepad

»  All Programs

| Search programs and files

LisaC

Documents
Pictures

Music

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

J. Adobe Design Premium C54
j_. Avira
Ji Canon LBP3100 LBP3108 LEP3150
Ji Canon Printer Uninstaller
). Games
i HyperSnap 6
i Maintenance
4 Microsoft Office
@I Microsoft Access 2010
[&] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
@I Microsoft OneMote 2010
(@] Microsoft Outlook 2010
@ Microsoft PowerPoint 2010
Microsoft Publisher 2010

@ Microsoft SharePoint Workspace 201

[M] Microsoft Visio 2010
Microsoft Word 2010
I Microsoft Office 2010 Tools

4 Back

Search programs and files

LisaC

Documents
Pictures

Music

Computer

Control Panel
Devices and Printers
Default Programs

Help and Support

For Your Reference...
To start Microsoft Visio:

1.

2.
3.
4

Click on the Windows Start button

Click on All Programs
Click on Microsoft Office
Click on Microsoft Visio 2010

Handy to Know...

You can also start Visio by:

e Double-clicking on a Visio shortcut

e Double-clicking on a drawing file icon in a file

listing

e Choosing a drawing from the Recent list on

the Start menu.
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Microsoft Visio 2010 - Module 1

CREATING A NEW DRAWING FROM A TEMPLATE

All new drawings in Microsoft Visio are based on
a template. Microsoft Visio includes a wide range
of templates that you can choose from. The
templates are grouped according to type (e.g.

Flowcharts, Maps and Floor Plans etc) and each
template is accompanied by one or more stencils.
A stencil is a collection of shapes designed
specifically for different types of drawings.

= R R NES Microsoft Visio [ [ B [
5 EM Home  incet  Design  Data Review  View - @
Try This Yourself: T
B soers Choose a Template Basic Flowchart (Metric)
Create flowcharts, top-down diagrams, informalion_
Before starting this exercise & open o7 G rene . o o lon aarane,contans ormedor
el i Close ecently Used Templates 0 and links.
ensure that Visio has started. o e e
Info
The New window in the cecent ﬁ
Backstage will be opened by
default. This contains the SR ]| e e Dot ot
templates that you use to start a R ————
drawing in the central pane and a " - B
f - 1
preview of the selected template p— % ) §“ ® b
in the r[ght pane, - B et Business Enélneev\ng Flowchart General ;\‘J‘l)a::s;::; B
. Other Ways to Get Started

Ensure that Basic :

Flowchart (Metric) is ﬂ Lé Lj

selected under Recently AN R i

Used Templates

A summary of what you'd
use a flowchart for and
what is included is shown in
the preview pane...

I
A brief description of what
you can use the selected
template is included in the
right pane

Click on Flowchart under
Template Categories

Choose a Template

€+ 3} Home * Flo

A number of flowchart
templates will display under

Basic Flowchart

Create flowcharts, top-down diagrams, information
tracking diagrams, process planning diagrams, and
structure prediction diagrams. Contains connectors
and links.

wehart

:=

Choose a Template...

i

wis

Basic Flowchart

‘\Q

Wark Flow Diagram

Ensure that Basic
Flowchart is selected
under Choose a Template
and that Metric Units is
selected under the preview
pane

Click on [Create]

Flow:

A blank drawing will be
created and the Basic
Flowchart Shapes stencil

Cross-Functional

IDEFO Diagram SDL Diagram

chart

© Metric Units
@) US Units

N

Create
| |

will appear on the left side
of the screen

For Your Reference...

Handy to Know...

To create a blank drawing from a template: e To open a new, blank drawing not based on
1. Click on the File tab and click on [New] anz template, click on Blandk driwing under
g Other Ways to Get Started in the
2. CI!Ck ona Template Category Backstage (New tab), then click on
3. Click on a drawing type [Create].
4. Click on [Create]
© Watsonia Publishing Page 3 Getting To Know Microsoft Visio



Microsoft Visio 2010 - Module 1

THE VISIO SCREEN

Page Setup [F] Themes Backgrounds Layout ]

The Microsoft Visio 2010 screen may appear screen, the drawing page occupying the majority of
cluttered and overwhelming at first glance. There the screen and the stencil area situated to the left
are, however, three key areas within the screen. of the drawing page. These areas are examined
These include the Ribbon at the top of the more closely below.
(@90~ Drawingl - Microsoft Visio [ E . |
e— Home Insert Design Data Review View ] 0 = &
5 =3 NHEEHTHT EIDEEEES.
0 Trientation  Size ?ﬂo E E E E E E ; @Eﬂects' Backgrounds ;?rrtc‘lers RiP-Layout Connectors
- - ize < itles = 'age ~ =

& T T T T T T e N N e T e e M s T e T S T TN T

Shapes <

Mare Shapes »
Quick Shapes

Basic Flowchart Shapes (Metric)
Cross-Functional Flowchart Shapes (Metric)

e I I O A I B S I I

Basic Howchart Shapes (Metric)
I:l Process <> Decision

1 subpracess (2 start/End

U Document /7 Data

CD Database (j External Data
d(u:toml UCunomz
ClCustom3 OCusmm4

On-page Off-page
reference reference

4 b M| Pagel /%7 []4 il 3
Pagelofl | English (US) | | [Elz o U - HE @ & ___o

o The Ribbon is the tabbed band that appears across the top of the window. It is the control centre of Visio 2010.
Instead of menus, you use the tabs on the Ribbon to access the commands that have been categorised into
groups. The commands include galleries of options that you can select from, such as the Themes gallery
shown here.

The File tab is used to access the Backstage view which contains file management functions, such as saving,
opening, closing, printing, sharing, and so on. Visio Options are also available so that you can set your working
preferences and options for Visio 2010.

The Shapes window displays the stencils that are currently open for the drawing. Stencils are palettes of
shapes that you can use to create a drawing. The stencils that appear in the Shapes window depend on the
template on which the drawing is based. For example, the drawing in the sample above was based on the Basic
Flowchart template and by default, two stencils open for this template: Basic Flowchart Shapes (which is
open in the Shapes window above) and Cross-Functional Flowchart Shapes — the Quick Shapes stencil is
always open in the Shapes window. The title bars for the open stencils are shown at the top of the Shapes
window. Click on a title bar to see the shapes in the stencil.

Clicking on More Shapes near the top of the Shapes window displays an extensive stencil menu from which
you can open and create stencils, search for specific shapes and more.

A drawing can comprise more than one page and the page tabs let you swap between pages. You can add a
new page by clicking on the Insert Page tab, located immediately to the right of the page tabs.

The Drawing Page area is used to construct your drawing. You can zoom in and out of the page area and set
the page dimensions to match the paper size you require.

The Scroll bar indicates your current position in the page. It lets you move to other positions in the page by
clicking or dragging. The arrows can also be used to move up and down the page.

The Status Bar appears across the bottom of the window. It displays quite a few options in its default state
including page number, language, height, width, angle, macro recorder, switch windows, and zoom commands
such as the zoom slider and access to the Pan & Zoom window.

© Watsonia Publishing Page 4 Getting To Know Microsoft Visio
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How MICROSOFT ViIsIO 2010 WORKS

For a new user the Visio 2010 screen may seem page. The data can be manipulated using
tricky — particularly the commands area at the top commands on the Ribbon. The page is part of a
of the screen. The screen comprises three key larger entity known as a file, and everything you do

areas. The drawing you create is placed on

a to the file is controlled in Backstage view.

The Drawing Page

You can create a hew drawing based
on a template. When you select a
template, a new blank drawing page
will open. The stencils, containing the
appropriate shapes for the template,
will also open. By dragging the shapes
onto the page, you can create a
drawing, such as the sample pivot
diagram shown to the right.

The Ribbon

When you need to do something to the page or to a shape on the page, such as insert an image or
format the selected shape, you'll find all of the relevant commands on the Ribbon. The Ribbon has
the commands organised thematically using a series of tabs across the top.

Insert Design Data Review View

a@o & =

¥ cut Calibri it A A = o= A [¢ PointerTool|[]~ il ~ _g'_i] ? & Bring Forward 34 Find ~
E3 copy o : . ,5—? Connedctor X gLine = ! ) - & send Backward £ Layers v
PoSte o Fomatpainter | B 4 U abe Aa- | A~ =8== = A Text @& | Rsnsdow- | “Homme  r" Bl croup s Select -
Clipboard Font [} Tools Shape Arrange Editing
Backstage View @ a9 0 - G oo Vs [E=EEER S
When you Want to do Home Insert Design Data Review View PivotDiagram & 0 o 8
something with your H save _
: H | Save & Send Send Using E-mail |~
drawing such as save it SO || g sweas
that_you canaccessit & Open 9y Send Using E-mail { . J::ﬂ“;:: copy of the
aga'n |atel’, preV|eW |t, pl‘lnt B Close — — Allows you tO\fvork on
it, send it to your boss, or f LD svetosnareroit el rewing whi the
whatever, you will need to Info e mal recipients work
. - on another
access the Microsoft Recent =FE Changes and )
Offlce Bacl_<s_tage view of @ Change Fle Type if:::?::;:::d tobe |=
Microsoft Visio. Backstage manually
view is accessed using the Create PDF/XPS Document _
File tab on the Ribbon. — Crestean o ol
Rather than offering you drawing

commands on a Ribbon,
Backstage occupies the
entire screen and has a
series of options down the
left side. In our sample to
the right, the Save & Send
option is active, and that is
why you can see a series
of save and send options
on the right side of the
Backstage view.

Help

Options

B Exit

Everyone works on the
same copy of this
drawing

Everyone always sees
the latest changes
Keeps the e-mail size
small

Send a Link

To send a link to this
drawing, it must be

saved to a Web server
or shared folder

Attach a PDF copy of this
drawing to an
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USING THE RIBBON

The Ribbon is the command centre for Visio. It the command groups. Commands are activated by
provides a series of commands organised into clicking on a button, tool or gallery option.

groups that are placed on relevant tabs. Tabs Everything you could possibly want to do in Visio
are activated by clicking on their name to display will be found somewhere on the Ribbon.

T Th Y |f Home Insert Design Data Review View
TS TORTSE DES2dE 07 @ @ & @=0

1 H H BElank | Pict Cli Chart CAD Contai Callout | Hyperlink Text 5 Tip Object Field Symbaol
Before Startlng thls exercise ensure an icture A:: a ontainer avou yperlin e creenTip Obje ie ymbo

Page - Drawing = Box~

you have a blank draWing open... Pages | Tllustrations | Diagram Parts | Links | Text |

Examine the groups on the e

Home tab
These Contain the mOSt Home Insert Design Data Review View
b El@ = =
_corlnrg'only used cgmmands, 0 22 ol [EE -} & @ = Q
including copy and paste, Blank | Picture Clip Chart CAD | |[Container|Callout | Hyperlink | Text ScreenTip Object Field Symbol
Page - Art Drawing e = Box~
font an(_j paragraph Pages | Tllustrations - oy |Z|
fodr_rtl_qattlng, tools and Shpes p . T,
editing... More Shapes ¥ .
9 Click on the Insert tab Quick Shapes - ™
_ [ Basic Flowchart Shapes (Metric) i
The commands on this tab Cross-Functional Flowchart Shapes (Metric -
are used to create pages " Basic Flowchart Shapes (Metric) = —— g[
and insert items such as B
. . . P Decisi -
illustrations, diagram parts [peces <> pecsion M
and text ObjeCtS... ﬂ:l] Subprocess () Start/End Hg:' ]

e Click on Container in the e

Diagram Parts group to

display the Container - N
ga”ery e Zoom g
This includes 12 containers Maé;ij;::"
that you can use to place © 0%
around selected shapes in © 150%
the diagram... ) 100% (Actual size)
o Click on each of the tabs gzz:
and examine the commands ®) Page width
. @ Whole page
Some of these open dialog ,
boxes... Ofecicse: (B |
o On the View tab, click on [ ok ) [ coancel |
Zoom in the Zoom group to \ )
open the Zoom dialog box
Click on [Cancel] then click
on the Home tab
For Your Reference... Handy to Know...
To use the Ribbon: ¢ Additional tabs known as Contextual tabs
1. Click on a tab to display the commands appear in specific circumstances. For

example, if you insert a picture, the Picture
Tools: Format tab will appear. This provides
quick access to all of the tools you may need
to modify and work with the picture.

2. Click on a tool to activate a command,
display a gallery or display a dialog box

© Watsonia Publishing Page 6 Getting To Know Microsoft Visio



USING RIBBON KEYTIPS

The Ribbon is normally accessed with a mouse.
However, you can also use the keyboard to
access Ribbon commands. When you press @
the letters known as key tips or access keys,

Microsoft Visio 2010 - Module 1

will appear next to commands on the ribbon.
Pressing a key on the keyboard will activate the
corresponding command on the Ribbon just as if
you’d clicked the command with the mouse.

Try This Yourself:

Before starting this exercise
ensure you have a blank

drawing open... Clipboard

Drawingl - Microsoft Visio

N l¢ PointerTool|[ ]~ &rFill -
. 5 Connedor X = Line -
A Text G | 4 shadow

Tools | Shape

Press [a1t] to display the
KeyTips

Press [N ] to activate the

M9 ™=

Home Insert Design

Drawingl - Microsoft Visio

Data Review View

Insert tab and display
the keytips for the Insert

commands ank

Ps|

0 et O3

Picture Cllp

strats

YE

Container Callout | Hyperlink Text

Dr ing '
| ramP ‘ L's |

& &) =

ScreenTip Object  Field Symbol

B .0 @ 0|

Chart

Press [A ] to display the
Callout options

You can use the arrow Td

CRCIE

Drawingl - Microsoft Visio

keys [1]and [1]to move

Design Data Review View

Home Insert

through the options...
ot e ot hERsG OF e 8§ a=s
o ress |Escjtwice O Elank | Picture Clip Chart Container [Callout| | Hyperlink Text ScreenTip Object Field Symbol
return to the previous i _ Drowns = =l | Box- .
IeVeI Of access ke S Pages Illustrations | Diagram E
g Shapes TE - - e & |
q — /
o Press [1b] several times More Shapes » I
to cycle through the Quick Shapes I
" . Text Text Text Tot
commands on the Insert | [ BasicFlowchart Shapes (Metrc) ] / A ( {
tab Cross-Functional Flowchart Shapes (Metric)
I Basic Flowchart Shapes (Metric) I
0 Press [£sc] to return to - A | e T ) =}
normal mode l:l Process O Decision
ﬂ:l] Subprocess () Start/End {_Im, ]1.,, )m: }m:
U Document /7 Data
I I L= ] =2
{:ﬂ Database {j External Data E
— s

For Your Reference...
To use KeyTips to access commands:
1. Press|[ait]to display the KeyTips

2. Press the letter key of the command or tab
that you want to select

Press |Esc | to return to normal mode

Handy to Know...

You can still use the shortcut keys for menu
commands that were available in previous
versions of Office. For example, [cu1] +|B ]
applies bold to selected text.

© Watsonia Publishing
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MINIMISING THE RIBBON

The Ribbon at the top of the screen, valuable as
it is, does tend to occupy a reasonable amount of
space. You can minimise the Ribbon so that only
the tabs remain visible. You can minimise the

Microsoft Visio 2010 - Module 1

Ribbon as a once-off operation, or have it remain
constantly minimised and display full commands
only briefly while a tab has been clicked.

e Home Insert Design Data Review View

Try This Yourself:

s
0 [

)

o)

Eﬂ[&-ﬁ .l;l @@[D]Q

Before Starting th|s exercise Blank | Picture Clip Chart Container Callout Hyperlink | Text ScreenTip Object Field Symbol
Page ~ Art Drawmg g Box
ensure yOU ha.Ve a blank Pages Tllustrations | Diagram Parts | Links | Text |
drawing open...
. e File Home Insert Design Data Review View
Click on the Insert tab T T TG
. Shapes P T T L o o o O PO T T T
to display the Insert E
More Shapes L IEE

commands

220

Quick Shapes

Double-click on the

Basic Flowchart Shapes (Metric) |

200

Cross-Functional

Insert tab to minimise

Flowchart Shapes (Metric)

the ribbon
[ 1o

Basic Flowchart Shapes (Metric)

180

While the tabs stay

visible, the rest of the

commands are
hidden...

Click on the Review

‘*&iﬁi

<% Nacici =
Insert Design Data Re\rlew View
E F ] j £ Delete [ q} Delete Markup E
& _jPrew:uus 2 @) Previous Markup
Spelling Research Thesaurus | Translate Language
Markup 23 Next Markup O

= Comment Comment 22 Next
| Language | |

tab to redisplay the " T Markup
I‘ibbon, th|S t|me W|th . Cross-Functional Flowchart Shapes (Metric) | %

the ReV|eW Basic Flowchart Shapes (Metric) B

commands o 5 neici =

o grlgzvl\(”g;(:k in the e Home Insert Design Da.ta Review View
Shapes o (TR e Rt P TP P R TR TR

The ribbon will hide Wibre Shapes =

again — it only T =

becomes visible when Basic Flowchart Shapes (Metric) JIlE] ‘

yOU need it. You can . Cross-Functional Flowchart Shapes (Metric) | .:E

redisplay it Basic Flowchart Shapes (Metric) =3

permanently though... o S D =

Double-click on the
Design tab to

Oxm -

Insert Design Data Review View

redisplay the Ribbon B REI OHEHE) 2
permanently Orienvtation Sife ,:gto . B 5 2 - ] | -
0 Click on the Home tab PRI = — WIS
Shapes P T T A T S A A ST E e T S M e
Maore Shapes » gj
Quick Shapes E ' |
For Your Reference... Handy to Know...
To hide/display the Ribbon: e You can also minimise the Ribbon by
1. Double-click on the active tab to hide the clicking on Minimise the Ribbon [« and
Ribbon then maximise it again by clicking on
2. Click on a tab to see the Ribbon temporarily IExpandd th‘; Rlpzon .fTEes;l;gttons EUE
3. Double-click on a tab to redisplay the ocated at the right end of the Ribbon.
Ribbon permanently
© Watsonia Publishing Page 8 Getting To Know Microsoft Visio
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UNDERSTANDING THE BACKSTAGE VIEW

The Ribbon lets you work on the content in a access to frequently used features for managing
drawing — you can add more content, format it, your drawing. You can save it to use it later, print it
copy it, and much more. The Backstage view, on paper, send it via email, and more using the
which is accessed using the File tab, provides options found in Backstage view.

The Backstage View

looks and works and preview it

Lets you share your drawing with

; Allows you to close and exit Save & Send
B3 Exit y other people

Microsoft Visio

Provides access to Microsoft's
help network and also provides
licensing information about your
software

: . . Mid9-®- Drawingl - Microsoft Visio = B et
The Flle tab on the R|bb0n 1S nOt Home Insert Design Data Review  View 2@ o P =R
a normal tab — as you can tell by = ]
the fact that it is coloured. Clicking e Seue St Send Send|Uing Ematl
on the File' tap Iagnches a 'm.ini- &5 open It@ St (v e % £ [0 S e
program within Microsoft Visio o dlose e Allows you to wor an one
. FHl  saveto Sharepoine end as copy of this drawing, while the
knOWﬂ as Backstage VleW Info Attachment :;‘r;\tahwle:ac\plantsworkon
Backstage, as it's known for i File Types Changes and fsthckpecdo
short, occupies the entire screen B chomseriee
although the tabs from the e . Crestean e maltht coniin ik
Ribbon still remain visible across prin Create PDF/XPS Document T Eryereuorscothesame
the top' Save 8 Send seeeHn Everyone always sees the latest
changes
At the left of the Backstage is a Help Keeps the e-mail size smal
navigation pane which is made up S e T
of Quick commands, smallish 8 o orsharedfolder
buttons which will perform an = Attach  PDF copy of ths drawing to
operation immediately, and S Document ks the sameon
. . ; end as moet computers
largish tabs, which display more POF Preserves fonts, formating, and
options and information to the e
right of the screen. s
The whole underlying purpose of | = Aitach a XPScopy of this deawing o
the Backstage is to let you save == Document ks theame on
your drawing, share it with others send ee XPS Preserves forts, formatting/ and
and let you set options for a—_
Microsoft Visio. S
Quick Commands Backstage Tabs
The Quick commands provide immediate The Backstage tabs provide more options for
access to an operation. working with a drawing.
Saves the current drawing Provides status information about
the current drawing and lets you
Allows you to save the current remove personal information and
= drawing under a different name or reduce the file size
location . .
_ . Provides a list of recently saved
Opens a previously saved drawing drawings
_ Lets you create a new drawing
Closes the current drawing and provides access to a large
gallery of templates
. ; Provides access to options that . .
[] options > L
allow you to control how Visio Lets you print the current drawing

Help
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ACCESSING THE BACKSTAGE VIEW

The Backstage View provides options for
working on drawings and key information about

the Ribbon, but it can also appear when specific
commands and options in the Ribbon have been

the status of Microsoft Visio 2010. It is usually selected.
accessed by clicking on the File tab to the left of
Md9-0= Drawingl. - Microsoft Visio B )
Try ThIS Yourself Home Tnsert Design Data Review View a@ o R
= save
Print
Before starting this exercise B savess S
ensure yOU ha.ve a blank B Open l=/a Send the whole document directly to the default
drawing open &5 Close — printer without making changes.
e - Print
CIle on the Flle tab on R l-a Se_\acta printer, number ofcop\as,and other
q A ecent — printing options before printing.
the Ribbon to display the ha
Backstage view, then e Biint Previen
CI'Ck on the |I’]f0 ta.b |f |t |S @ z;:ftl‘engand make changes to the pages before
not already selected S
9 Spend a few moments Help
studying the properties, 2 options
dates and related people =
information at the right o
9 Click on the Print tab (at e
the left) to see commands
for p_rlntl_ng and . Md9-5= > Drawingl - Microsoft Visio ESREER)
preVIeWIng the draWIng Home Insert Design Data Review View =Y e o e B
o Click on the Help tab (on i s et product Activated
the left) to see the help save s Microsoft Visio Professional 2010
. Microsoft Office Hel -
OptlonS and also product &5 Open 9 P This product contains Microsoft Visio.
Iicensing and infOI’matiOI'l h L@ Getting Started About Microsoft Visio
. e Version: 14.0.4760.1000 (32-hit)
o CIICk on the Home tab Of . @ Contact Us Additional Version and Copyright Information
the Ribbon to close _
Backstage view and | ew e L st oo et
return to the drawing Rt s e
Save & Send @ Check for Updates
] options
B4 et

For Your Reference... Handy to Know...

To access the Backstage view: e You can also close the Backstage view by
1. Click on the File tab on the Ribbon pressing [esc].
2. Click on the desired tab or quick command * If you have no drawings open in Visio as you
at the left access the Backstage View, the New tab

will be selected by default allowing you to
quickly create a new drawing.
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USING SHORTCUT MENUS

In addition to the Ribbon, Visio also features where you click. Shortcut menus provide an
shortcut menus that appear when you right-click alternative, usually a quick one, to trudging through
in an area on the screen or on an object. The the Ribbon to find a specific operation or
content of the menu will vary depending upon command.
Try This Yourself: L Clbn et A &
A A4
Before starting this exercise ensure
you have a blank drawing open... 2
Past
Drag any shape from the % ;::t: Special.
Basic Flowchart Shapes croun o
stencil (at the left of the g | Bring to Front | »
screen) onto the drawing page, By, sendtoBack | >
then move the mouse pointer Container b
over the shape and click with Q rperine.,
the right mouse button to N
display a shortcut or A R
contextual menu @ w7
Because you have clicked on a Properties
shape in the drawing the menu '
InCIUde_S Commands that relate e Shapes cgﬁ-\ -1 [0 1 B
to working with shapes... More Shapes *" Float Window
e Click anywhere on the page ek ShopS _ o enatons
with the left mouse button to [ Besi@Fiowchart Shapes (Mietric e
close the shortcut menu . Cross-Functional Flowchart Shap Names—only
Basic Flowchart Shapes (Metric) -
Right-click on the title bar of : Icons and Details
e the Shapes window to display [ proces i Search Options...
a Shortcut menu ﬂ:l] Subprocess () Start/E Closg All 5tencils
) ) ) %2 Hide Window
Notice how it differs from the (1 bocument /7 Data =
previous menu. Visio has =
made an educated guess — =
about what you want to do o LI
based upon what you have _ : ,
. Home Insert Design Data Review WView
CIICked"' E * cut Customize Quick Access Toolbar..,
o RIght-ClICk on one Of the tabS - '%‘3 Copy Show Quick Access Toolbar Below the Ribbon j
on the ribbon ase F Format Customize the Ribbon... =
Clipboard Minimize the Ribbon
A different menu W’” dISp/ay Shapes < mé:lﬂ?lllllll-lzl‘l’lllll ‘I’IIIlIIIIl%‘I’IIlIIIIl‘I‘
o Click anywhere on the page M"_’is::"e‘ d =
with the left mouse button to Qi Shapes . E
Iose the ShOI’tCUt menu Basic Flowchart Shapes (Metric) ] =
c Cross-Functional Flowchart Shapes (Metric) _§
" Basic Flowchart Shapes (Metric) 1=
For Your Reference... Handy to Know...
To display a shortcut menu: e Once a shortcut menu appears, the options
1. Point to the object or area of the screen on in it are selected by clicking on them with the
which you want to perform an operation left mouse button or by pressing the

2. Right-click to display the shortcut menu Uit TS IR i kS AN Tl
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Microsoft Visio 2010 - Module 1

UNDERSTANDING DIALOG BOXES

Dialog boxes contain a series of controls that are
used to adjust settings for a particular aspect of a
drawing. They appear either when you click on a
dialog box launcher || at the bottom right

corner of a group, or when you click on a command
that displays a dialog box. Dialog boxes are often
used for adjusting some of the more advanced
aspects of a drawing.

Typical Dialog Box Controls

Dialog boxes have various tools to help you perform tasks. These tools are known as controls and

some typical ones are shown below.

i ™
Tabs are used | Page Setup e
to provide I | | | | | |
more settings —— Print Setup | Page Size | Drawing Scale | Page Properties Layout and Routing | Sshadows .
Preview boxes
on the one i : . ;
dialog box roume : reven provide a preview
syle: | Fowehait =] of what the
Direction: | Left to Right =] selected settings
Separate: |Unrelated lines |Z|| D_E[g]_l:l will look like
Overlap: |U5ing routing style IZH
Appearance: |Straight |z“
Line jumps

Check boxes Add line jumps to: |Horiznr113| Lines |Z|| Vertical size: =

turn settings

either on or off. Line jump style: |Arc IZH Horizontal size: —D—

When on they Other

dlsplay a tick {71 Mave other shapes away on drop [¥] Enable connector splitting

and therefore

these controls

are also known [ moy | [Loc J[ cancel |

as tick boxes *~ // — 2

Drop arrows provide a list of
options for the text box when
the arrow is clicked. The list

“drops down” from the arrow

Command buttons provide a
means of saving the changed
settings [OK], or closing the
dialog box without accepting any
changes made [Cancel]
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