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[bookmark: _Toc287443544]CREATING AND MODIFYING STYLES
[bookmark: APPLYINGSTYLES][bookmark: _Toc287443545]APPLYING STYLES

A shape's appearance is determined by the formatting applied to that shape. Formatting consists of many individual settings, separated into three groups: fill, line, and text. 
In a drawing, you might use yellow shapes with red, dotted borders to indicate part of a process you are responsible for and white shapes with blue borders to indicate parts of the process that have no owner.  Each of these two sets of formats can be called a style.
 (
Shape style two
) (
Shape style one
)[image: Styled Shapes]
You can save the set of formats that make up the style for a shape with a name; this means that you can then apply the same formatting to another shape by simply selecting the style name instead of each formatting attribute individually.  Hence, styles can save a lot of time and ensure complete consistency of formatting throughout a drawing.
Visio Solution templates already contain styles to control the initial formatting of most objects – (text, lines, connectors and shapes).  You can add your own styles to the list as well.  Any styles that you create are saved with the drawing (or Custom Template) and do not exist in any other drawings.



To create a new style for a shape (or line or text)
The simplest way to create a style is to format a shape or line as desired and then save the applied formats as a style.
Select the shape and apply any desired formatting i.e. Fill Colour, Line Colour and Style,  Shadows and Text Formatting
With the formatted shape selected, click on the FORMAT menu and choose DEFINE STYLES
Type a new name for the style in the STYLE box (it is useful to indicate in the name whether the style is for a shape, line or text e.g. Shape – No Owner, Text - Urgent)
Select any other required options (see next page) and press the APPLY button
 (
This shows the original style of the shape – you will not need to change this.
) (
Type new style name here.
)

 (
Usually, applying a style to a shape or line will remove any existing formatting.  With this option checked, any formats that have been applied to the shapes manually (e.g. fill colour, line style…) will not be changed when the style is applied.
)[image: ] (
If checked, the name of the style will not be added to the list in the Drop-down 
STYLE
 button.
) (
Change any aspect of the formatting saved within a style.
) (
Check any of these boxes to include or exclude any aspect of the applied formatting of the selected shape in the style.
)


To apply a style to a shape (or line)
Select the shape or shapes to be formatted
From the STYLE drop-down button, select the desired style
To change a style
With nothing selected on the drawing page, choose DEFINE STYLES from the FORMAT menu
Click on STYLE name drop-down in the Define Styles dialog box and select the style to be changed
Make changes to the TEXT, LINE and FILL using the buttons under CHANGE
Press OK to confirm each change of formatting
Then press OK in the Define Styles dialog box – any shapes on the drawing page which have been applied with that style will change.
To delete a style
With nothing selected on the drawing page, choose DEFINE STYLES from the FORMAT menu
Click on STYLE name drop-down and select the style to be deleted
Press the button DELETE
Press the CLOSE button to finish.
Note: any shape containing the deleted style will revert back to their Master shapes Default style.
To copy a style to another Visio drawing
In the drawing containing the desired style/s:
Select a shape and apply the desired style
Copy the shape, then paste it into the Visio drawing where you would like the style
You can now delete that shape and the style will remain.
Note: you will need to do this several times if you want to copy several styles to another drawing.
[bookmark: CREATINGATEMPLATE]

[bookmark: _Toc287443546]CREATING A TEMPLATE

For some tasks, it is useful to create your own Solution Template; this will save together Page size and Set-up, Selected Stencils, Printer Settings, Guidelines, Custom Styles and any other Visio attributes that you include in the file.
The benefit of creating a template for tasks that you frequently perform, is that you place all the ‘tools for the job’ in one file – this maintains consistency between drawings and saves time.
To create a custom Solution Template
Start a new Visio file based on whichever solution template is appropriate
Set Page Size, Styles, Guides and any other aspects which will be useful for the task – you can even include drawings and multiple pages if this is what you require.
From the FILE menu, select SAVE AS
Type a name for the file in the FILE NAME box
From SAVE AS TYPE select TEMPLATE (*.VST)
Select a location to save the template in.

 (
Select the file type.
) (
Type a name for the file.
)[image: ]
It is possible to store your own custom templates with the Visio Solution Templates; this enables you to easily access them from the drop-down NEW button on the tool bar.
The Visio Solution Template folders are normally stored in \Visio\Solutions\ - usually on the local hard drive under PROGRAM files but this is dependent on the installations.
Save the custom files directly in the SOLUTIONS folder, in one of the SOLUTION FOLDERS or create your own new folder.


To use a custom Solution Template
When you use a solution template – either custom or one of Visio’s own, you are simply using a COPY of the file and not affecting the original.  This ensures no damage is done and the template remains useable.
From the NEW drop-down button or from FILE then NEW select the custom template from its Visio Solution folder 
Or, if the template is not stored within the Visio Solutions directory:
From the FILE menu, select NEW then CHOOSE DRAWING TYPE and press the BROWSE TEMPLATES button at the bottom of the dialog box to view other folders and directories.
To edit a custom Solution Template
In order to edit a Solution Template, you must open the original file.
From the FILE menu choose OPEN
Select the Solution Template from wherever it is stored
Click the ORIGINAL option on the right side of the dialog box
Click the OPEN button.
Make any changes the close and save the file.


[bookmark: _Toc287443547]WORKING WITH STENCILS AND MASTER SHAPES
[bookmark: CREATINGASTENCIL][bookmark: _Toc287443548]CREATING A STENCIL

It is useful to create a new stencil if either: 
You create shapes of your own that you plan to reuse or share with others. 
You frequently use shapes from several different Visio stencils, and you want to consolidate them on one stencil. 
To create a custom stencil, you must either: 
Add or delete shapes from an existing Visio stencil, and then save the stencil as a copy. 
Build an entirely new stencil using shapes that you create from scratch, and then save the stencil file.
To create a custom stencil based on an existing stencil
Do this if you only want some of the shapes from a particular stencil and not all of them.
If it is not already there, add the stencil to the drawing file.
Right-click on the stencil name and select SAVE AS - stencil displays a red asterisk to show that it is in Edit mode.
Right click on any shapes in the stencil and choose DELETE 	
When you are finished, Right-click the stencil name and select SAVE AS
Give the stencil File a new name and a location and press the SAVE button.
Right click on the stencil name and choose EDIT again to switch off the Edit mode.
Note: Visio stencils are stored in the same solution folders as the Solution Templates – they can also be stored elsewhere if necessary.
 (
Right click and select 
EDIT
.
)[image: ]	





To create a custom stencil from scratch
From the FILE menu select STENCILS then NEW
Drag shapes from other stencils onto the drawing page and then into the new stencil
When the new stencil is complete, Right-click the stencil name and select SAVE AS
Type a name for the new stencil and choose a location
Right-click the stencil name and select EDIT to finish.

[bookmark: CREATINGAMASTERSHAPE][bookmark: _Toc287443549]CREATING A MASTER SHAPE

All shapes stored on a stencil are Master shapes – when you drag a Master onto the drawing page, it becomes an instance (or copy) of that master.
As well as using existing shapes from other stencils as Masters to create a new stencil, shape Masters can be created from scratch and added to a stencil; clipart or drawings can be used.
To create a master shape
Open the stencil that you wish to add new master shapes to (or create a new stencil)
Right-click the stencil name and choose SAVE AS
Right-click on the green area of the stencil and select NEW  MASTER
[image: ]
Type a NAME for the new shape and a PROMPT (text that shows when you pause over the icon in the stencil), then click OK
Double click the new Master icon in the stencil
A blank Master Drawing Window will be shown.
Either draw a new shape using drawing tools, insert clipart or copy and paste an image from another program.
Close the Master Drawing Window using the X button
When asked if you wish to UPDATE THE MASTER choose YES.
When you have finished adding new shapes to the stencil, Right-click the stencil name and select SAVE, then EDIT.
To make further changes to a new master shape
Ensure the stencil is in EDIT mode
Right-click the Master shape that you wish to edit and select EDIT MASTER
Make any changes, then close the Master Drawing Window using the X button
When asked if you wish to UPDATE THE MASTER choose YES.
When you have finished, Right-click the stencil name and select SAVE, then EDIT.
To edit the name and prompt on a Master shape
Ensure the stencil is in EDIT mode
Right-click the Master shape that you wish to edit and select MASTER PROPERTIES
Make changes and click the OK button
When you have finished, Right-click the stencil name and select SAVE, then EDIT.
[bookmark: PROTECTINGSHAPESANDDOCUMENTS][bookmark: _Toc287443550]PROTECTING SHAPES AND DOCUMENTS

Master shapes that you create on a stencil and shapes placed on the drawing page can be protected against a number of actions.
[image: ]
SHAPE PROTECTION OPTIONS:
WIDTH - Locks the selected shape's width to prevent resizing. To lock a 1-D shape against rotation, you must lock its width.
HEIGHT - Locks the selected shape's height to prevent resizing.
ASPECT RATIO - Locks the ratio between a shape's height and width so that its proportions won't change when you resize it.
X POSITION - Locks the x (horizontal) position of a shape so that it can't be moved.
Y POSITION - Locks the y (vertical) position of a shape so that it can't be moved.
BEGIN POINT - Locks the beginning point of a 1-D shape to a specific location so that it can't be moved.
END POINT - Locks the ending point of a 1-D shape to a specific location so that it can't be moved.
ROTATION - Locks a shape so that you can't rotate it by using the rotation tool. You can still rotate a 1-D shape by dragging its endpoints. To lock a 1-D shape against rotation, you must lock its width.
FROM SELECTION - Locks the shape so it cannot be selected. For this setting to take effect, you must also check Shapes in the Protect Document dialog box.
FROM DELETION - Locks the shape so it cannot be deleted.
ALL - Locks all options under Protect. 
NONE - Unlocks all options under Protect.
To protect a shape on the drawing page
Right-click on the shape and select FORMAT then PROTECTION
Select the Protection options and click OK
To protect a Master shape
Ensure the stencil is in EDIT mode
Right-click the Master shape that you wish to edit and select EDIT MASTER
Right-click the Master shape in the Master Drawing Window
Select FORMAT then PROTECTION
Select the Protection options and click OK
Close the Master Drawing Window using the X button
When asked if you wish to UPDATE THE MASTER choose YES.
When you have finished, Right-click the stencil name and select SAVE, then EDIT.
To unprotect a shape
Shape protection is also switched off by right clicking the shape and selecting FORMAT the PROTECTION




To protect a document
Document Protection protects document features from unauthorised changes. Other users can open the file to look at drawings, but they cannot edit the features you protect. You can protect individual features and also set a password. 
From the VIEW menu select WINDOWS then DRAWING EXPLORER
Right-click the drawing icon, and then choose PROTECT DOCUMENT
Select the required options and if you desire, type a password
Click OK, then close the Drawing Explorer window.
 (
Right-click here.
)
[image: ]	[image: ]
PROTECT DOCUMENT OPTIONS:
STYLES - Prevents users from creating and editing styles, although users can still apply styles.
PREVIEW - Protects the file's preview image. If this option is checked, if you make changes to your pages, the file's preview will not be updated. 
SHAPES - Prevents users from selecting shapes if FROM SELECTION is also checked in FORMAT then PROTECTION.
BACKGROUNDS - Prevents users from deleting or editing background pages.
MASTER SHAPES - Prevents users from creating, editing, or deleting masters, although they can still create instances of masters.
To unprotect a document
From the VIEW menu select WINDOWS then DRAWING EXPLORER
Right-click the drawing icon, and then choose UNPROTECT DOCUMENT
Note: if you have set a password, you will need to enter this in order to unprotect the document.
Click OK and close the Drawing Explorer.
[bookmark: CHANGINGSHAPEBEHAVIOR][bookmark: _Toc287443551]CHANGING SHAPE BEHAVIOR

You can control the behavior of any shape you create on the drawing page and in the stencils.  Visio’s own shapes have preset behaviors, some of which you can change and some, which you cannot.
Shape behavior is best set in the Master shape, this way you are also controlling the behavior of every instance of that shape.
To change the behavior of a shape
Right-click the shape and select FORMAT then BEHAVIOR if it is on the drawing page
 (
The Group 
Behavior
 options are only available if the selected item is a group.
)[image: ]
Or, if you wish to change the behavior of a Master shape:
Set the stencil containing the Master shape to EDIT mode, right-click the Master shapes icon and select EDIT MASTER
Right-click the Master shape in the Master Drawing Window
Select FORMAT then BEHAVIOUR
Select the Behavior options and click OK
Close the Master Drawing Window using the X button
When asked if you wish to UPDATE THE MASTER choose YES.
When you have finished, Right-click the stencil name and select SAVE, then EDIT.
SHAPE AND GROUP BEHAVIOR OPTIONS:
INTERACTION STYLE - whether a shape behaves like a line shape or like a box shape.
SELECTION HIGHLIGHTING - whether shape handles, control handles, and an alignment box are displayed when a shape is selected.
RESIZE BEHAVIOR - determines how a shape or other object within a group gets resized when you resize the group.
NON-PRINTING SHAPE - checking this box makes the shape non-printing
ADD SHAPE TO GROUPS ON DROP - when you drag the shape onto an existing group, the shape becomes part of the group.
SELECTION –what happens when you select a group.
GROUP ONLY - when you click a group, only the group is selected; you cannot select the individual shapes within a group.
GROUP FIRST - when you click a group, the group is selected first. If you click again, you can select an individual shape.
MEMBERS FIRST - when you click a group, you select the individual shape that you're pointing to. You must click the bounding box around the group to select the group itself.
GROUP DATA - sets the group display order for text or shapes you've created with the drawing tools.
HIDE - to hide the group's text or shapes that you've created by using the drawing tools except for a group's connection points or control handles. 
BEHIND MEMBER SHAPES - to place the group's components behind the shapes within the group. For example, if the group contains text, the text will be displayed behind the grouped shapes. 
IN FRONT OF MEMBER SHAPES - to place the group's components in front of the shapes in the group. For example, if the group contains text, the text will be displayed in front of the grouped shapes. 
 SNAP TO MEMBER SHAPES - whether you can snap and glue to shapes within a group.
 EDIT TEXT OF GROUP - whether you can edit the text of a group.
 ACCEPT DROPPED SHAPES - the group will accept shapes that are dragged onto it, incorporating the dragged shapes into the group.

[bookmark: USINGAUTOMATICLAYOUT]

[bookmark: _Toc287443552]USING AUTOMATIC LAYOUT

Positioning shapes automatically can help you revise large drawings more quickly than using the pointer tool to select and drag each one to the new location.  Lay Out Shapes works best with the Flowchart, Network Diagramming, Organization Chart, or other connected-drawing types. 
To layout shapes automatically
Select that shapes that you wish to layout, or do not select any shapes to automatically layout the whole page.
From the SHAPES menu select LAY OUT SHAPES
Experiment with the different options, pressing APPLY to view the results until the desired affect is achieved.


[bookmark: _Toc287443553]MERGING SHAPES
Merging shapes together enables you to create new shapes from existing ones, you can then add these as Master shapes to your stencils.
[bookmark: UsingtheUnionCommand][bookmark: _Toc287443554]USING THE UNION COMMAND 

The Union command merges overlapping shapes together to create one shape.
[image: Combine 1]		[image: Combine 2]
Select all shapes to be merged
From the SHAPE menu select OPERATIONS then UNION
[bookmark: UsingtheCombineCommand]
[bookmark: _Toc287443555]USING THE COMBINE COMMAND 

The Combine command merges overlapping shapes and creates ‘knocked out’ areas in the new shape where the initial shapes overlapped.
The resulting shape will take on the colour of whichever shapes was selected first.
[image: Combine 1]		[image: Combine3]
Select all shapes to be merged
From the SHAPE menu select OPERATIONS then COMBINE

[bookmark: UsingtheSubtractCommand]

[bookmark: _Toc287443556]USING THE SUBTRACT COMMAND

With the Subtract command the shape that is selected first works like a piece of ‘pastry’ and the other shapes overlapping it work like ‘pastry cutters’.
 (
Diamond selected first.
) (
Circle selected first.
)[image: Combine 1]		[image: Subtract1]		[image: Subtract 2]

· Select all shapes to be merged
From the SHAPE menu select OPERATIONS then SUBTRACT

[bookmark: UsingtheIntersectCommand][bookmark: _Toc287443557]USING THE INTERSECT COMMAND 

The Intersect command creates a new shape from the area where all selected shapes overlap.
The resulting shape will take on the colour of whichever shapes was selected first.
[image: Combine 1]		[image: Intersect]
Select all shapes to be merged
From the SHAPE menu select OPERATIONS then INTERSECT

[bookmark: UsingtheFragmentCommand]


[bookmark: _Toc287443558]USING THE FRAGMENT COMMAND 

The Fragment command creates a new shape wherever selected shapes overlap.
The resulting shape will take on the colour of whichever shapes was selected first.
[image: Combine 1]		[image: Fragment]
Select all shapes to be merged
From the SHAPE menu select OPERATIONS then FRAGMENT


[bookmark: _Toc287443559]USING BACKGROUND PAGES
[bookmark: CREATINGABACKGROUNDPAGE][bookmark: _Toc287443560]CREATING A BACKGROUND PAGE

Each Visio drawing contains at least one Foreground page and may also contain one or more backgrounds. A Background is a page that appears behind another page. Create a background when you want the same shape to appear on more than one drawing page. 
For example, you can place a common graphical element, such as a company logo or a border, on a background. The element will appear on each page to which you assign the background. 
[image: Back 1]          [image: Back 2]          [image: Back 3]
To create a background page
From the INSERT menu, select NEW PAGE
From the PAGE PROPERTIES tab in the Page Setup dialog box select BACKGROUND for the TYPE
Give the page a name in the NAME box if desired and click OK.
 (
Background page name.
) (
Select 
BACKGROUND
.
) [image: ]
A background page looks and can be used identically to a foreground page.
You can work on the background page by click the background page tab at the bottom left of the screen.
[image: ]
Background pages do not print by themselves – only when they are assigned to a foreground page, where you will see the background page elements on the foreground page.

[bookmark: ASSIGNINGABACKGROUNDPAGE][bookmark: _Toc287443561]ASSIGNING A BACKGROUND PAGE

A background page can be assigned to any foreground pages in the drawing file.
To assign a background page
Go the foreground page that you wish to assign the background to
From the FILE menu select PAGE SETUP and go to the PAGE PROPERTIES tab
From the drop-down BACKGROUND option, select the required background.
Click OK.
To modify the background page
Any shapes, text etc… that you entered on the background page should now show on the foreground page however, you will not be able to select any of the items on the background page.  You will need to click back on the background page to make any changes to it.
Background pages are stored as part of the drawing file.
To un-assign a background page from a foreground page
Go the foreground page that you wish to remove the background from
From the FILE menu select PAGE SETUP and go to the PAGE PROPERTIES tab
From the drop-down BACKGROUND option, select NONE from the list.
Click OK.
[bookmark: _Toc287443562]
 WORKING WITH LAYERS
[bookmark: UNDERSTANDINGLAYERS][bookmark: _Toc287443563]UNDERSTANDING LAYERS

You can use Visio layers to organize related shapes on a drawing page. A layer is a named category of shapes that works likes a transparency; you place shapes on the layers and the transparent layers one on top of the other to build a picture. 
For example, if you are drawing an office layout, you can assign walls, doors, and windows to one layer, electrical points to another, and furniture to a third layer. That way, when you plan the electrical system, you do not have to worry about accidentally moving the walls or furniture. 
With Layers you can, show, hide, or lock shapes and guides on specific layers so you can edit certain layers without viewing or affecting others.   Select and print shapes based on their layer.  Temporarily change the colour of all shapes on a layer to make them easier to identify. Control whether shapes on a layer can be snapped to or glued to. 
[image: layer1]	[image: layer2]
 (
Layers 1+ 2: Fixed Furniture
) (
Layer 1: the Building
)
 (
Layers 1,2,3+ 4: Equipment
) (
Layers 1,2+ 3: Moveable Furniture
)[image: layer3]	[image: layer 4]

Many Visio Master shapes already come assigned to a specific layer.  For example, in the Office Planning shapes, walls, doors and windows are assigned to the Building Envelope layer, computers, telephones and printers are assigned to the Equipment layer and tables, chairs, pot plants and sofas are assigned to the Moveable Furnishings layer.


To check if a shape is assigned to a layer
Right-click the shape on the drawing page and select FORMAT then LAYER
A list of all layers in the drawing is displayed; the selected shapes layer is highlighted.

[bookmark: CREATINGALAYER][bookmark: _Toc287443564]CREATING A LAYER

New layers can be created even if existing ones are present.  Shapes currently assigned to existing layers can be reassigned to the new layers or remain assigned to both the new and the existing layers.
Existing layers can also be deleted as long as no shapes on the drawing page are assigned to it.
To create a new layer
From the VIEW menu select LAYER PROPERTIES
Press the NEW button and type a name for the new layer
Click OK to confirm the name then OK in the Layer Properties dialog box to confirm the new layer.
 (
Number of shapes on that layer
)
 (
Click to create a new layer
) (
Layer names
)[image: ]
 (
Layer colour
) (
Click to remove any layers without shapes on them
)


LAYER PROPERTIES:
VISIBLE - whether shapes on a layer are visible or hidden. 
PRINT - whether to print shapes on a layer.
ACTIVE - the active layer to which shapes that have not been preassigned to a layer are assigned. The active layer cannot be locked.
LOCK - prevents shapes on a layer from being selected or altered. 
SNAP - other shapes can snap to shapes assigned to the layer. A shape on a layer that has Snap unchecked can still snap to other shapes on the same or different layer, but other shapes cannot snap to it.
GLUE - whether other shapes can glue to shapes assigned to the layer. A shape on a layer that has Glue unchecked can still glue to other shapes on the same or different layer, but other shapes cannot glue to it.
COLOR - that all shapes assigned to the layer appear in the specified color; this option does not permanently change the color of the shapes.  Uncheck to return shapes to their original colors.
[bookmark: ASSIGNINGASHAPETOALAYER][bookmark: _Toc287443565]ASSIGNING A SHAPE TO A LAYER

Shape on the drawing page can be assigned to a layer and so can any Master shapes that you create.
To assign a Master shape to a specific layer, you must edit the Master shape with the stencil in Edit mode.
To assign a shape to a layer
Right-click the shape on the drawing page or the Master shape in the Master Drawing  Window
Select FORMAT then LAYER
Select the layer that you wish the shape to be assigned to
Click OK
Note: if the shape is already assigned to a layer, click the layer name to de-select it.  You can if you wish, select more than one layer for a shape by holding down the SHIFT key on the keyboard as you select the layers.
 (
When checked
: if items from different layers are grouped together and placed on a different layer – for example the contents of an office (Equipment layer, Movable Furniture layer etc…) grouped together and placed in the Communal Work Area layer.  The individual shapes will remain on their respective layers but, as a group will exist on the groups layer (the Communal Work Area).
)[image: ]
To display individual layers
From the VIEW menu select LAYER PROPERTIES
Under the VISIBLE property, ensure that only the layers that you want to see are checked and 	click OK.

To delete a layer
A layer can only be deleted if it is not in use, i.e. there are no shapes on the drawing page that are currently assigned to that layer.
From the VIEW menu select LAYER PROPERTIES
Select the layer name that you wish to remove and press the REMOVE button. 
Press the YES button to confirm removal then click OK.

To automatically remove any layers without shapes on them
From the VIEW menu select LAYER PROPERTIES
Check the REMOVE UNREFERENCE LAYERS box and click OK.
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[bookmark: Module6][bookmark: _Toc287443566]DEFINING DRAWING SCALE

When you work on scaled drawings such as construction plans, the drawing scale enables you to fit real-world objects onto sheets of paper. You can specify a drawing scale in Visio to represent real-world measurements on a drawing page. 

In Visio, the No Scale option shows objects at their actual size — a one-to-one scale. On the
Drawing Scale tab, you can specify the following options:

✦ No Scale — Objects appear at their actual size.
✦Pre-defined Scale — Select a category of scales, such as Architectural or Metric, and then select one of the standard scales for that category.

The page size at the bottom of the Drawing Scale screen indicates the real-world size of your drawing page. You can modify these values to change the size of the page. If you do this, the preview window will show the relationship between your page and the printer paper.

✦ Custom Scale — Specify the measurement unit and the associated size in the real world to define a custom scale.

[bookmark: _Toc287443567]SPECIFYING MEASUREMENT UNITS

On the Page Properties tab, you can specify the units used for measuring objects on a page by choosing the units you want with the Measurement Units drop-down list.
The Measurement Units list includes many familiar units of distance, units of time, and a few options that you might not know. When you work on drawings that deal with time, such as graphs showing actions over time, you can specify the time units that appear on the drawing rulers. The remaining units in the list are typesetting measurements; didots and ciceros represent metric measures, and points and picas represent U.S. measures.


[bookmark: _Toc287443568]EXPLORING SCALED DRAWING TEMPLATES

Visio 2010 provides several drawing templates that are designed to produce scaled drawings. Visio automatically sets the units and drawing scale to those common for the type of drawing. Scaled shapes on the associated stencils resize to the scale of the drawing as long as the drawing and shapes scales aren’t too disparate. However, if these templates don’t suit your needs, you can specify the drawing scale for any drawing and create shapes to work at that scale.
[bookmark: _Toc287443569]CHOOSING THE RIGHT SCALED DRAWING TEMPLATE

If you use Visio Standard, the Office Layout template works not only for office layouts but for scaled building plans as well. In fact, it’s your only choice because the Office Layout template is the only Visio Standard template with shapes for walls.
With Visio Professional, you can choose Building Plan templates suited to the type of plan you want to create. Although the Office Layout template is available, the Floor Plan template is better because it creates a standard architectural size page and opens stencils with more shapes for walls, doors, windows, and other common building components. Most of the Building Plan templates use an architectural page size of 36 inches by 24 inches and a drawing scale of 1⁄4" = 1' or an A4 page using a drawing scale of 1:50 and millimeters for metric units. In addition, in the Mechanical Engineering category, the Parts and Assembly template uses mechanical engineering page size and scale. Table 24-1 includes the templates available for scaled drawings.

[bookmark: _Toc287443570]WORKING WITH SCALE AND UNITS

When you use templates for scaled drawings, Visio automatically sets up your drawing with appropriate units and scale to show real-world objects at a manageable yet accurate size. As you add shapes associated with scaled drawing stencils to the drawing page, the shapes resize to match the drawing scale you’re using. In addition, as you modify or reposition shapes, the dynamic grid, rulers, and other Visio drawing aids help you place shapes precisely, based on the current units and scale. When you glue dimensioning shapes to shapes on a scaled drawing, the distances shown are based on the units and drawing scale. If Visio doesn’t set up the drawing page with the units and scale that you want, you can choose the units and drawing scale you want to work with.


[bookmark: _Toc287443571]WORKING WITH SCALE

A drawing scale represents how a distance on a piece of paper corresponds to a distance in the real world. Whether you use architectural or engineering formats, you can choose the scale that makes your drawing readable on the drawing page. For example, the typical U.S. architectural scale of 1⁄4" = 1' 0" means that 1⁄4 inch on a piece of paper is the equivalent of one foot in the real world, which is useful for most building plans. However, you might use 1⁄8" = 1' 0" for a large building. Conversely, you might use a scale of 1" = 1' 0" to show welds and connection details for a steel column. For site plans that show the configuration of buildings, roads, parking lots and more, you might use 1" = 10' 0".
Note
Sometimes, scales show only the ratio between paper size and real-world size. For example, the metric scale of 1⁄8:1 means that the drawing on paper is one eighth of actual size. In Visio, metric scales are represented as ratios, such as 1:50, which indicates that one meter on paper represents 50 meters actual size.

The smaller the drawing scale, the more you can show on the same size piece of  paper. 

Caution: Because the drawing scale you choose affects the size at which a shape appears on the drawing page, you should set the drawing scale before you add shapes to the drawing page. In addition, if you change the drawing scale after you’ve added shapes to the page, they might not resize properly. For example, the text blocks in title block shapes might not fit properly in their designated boxes.

The shapes on the stencils that open when you use a scaled template are designed to work with scaled drawings. When you drag one of these shapes onto a scaled drawing page, the shape resizes to match the drawing scale.
[image: ]
A shape won’t resize if its scale is more than eight times larger or smaller than the scale of the drawing page. If shapes don’t resize, make sure that you are using scaled shapes from stencils designed to work with the type of drawing you’re using. Visio compares the scale of the drawing on which the master resides to the scale of the drawing on which you drop shapes. You can create masters that work at a specific scale by setting the scale on your master drawing before you create the master shapes

[bookmark: _Toc287443572]SETTING DRAWING SCALE

Each drawing page in a drawing file can use a different drawing scale. This is handy when you want to show the layout of a floor on one page but need a larger scale drawing of a construction detail on another page. To specify the drawing scale for a drawing page, follow these steps:
1. Display the page whose drawing scale you want to set.
2. Choose File ➪ Page Setup and select the Drawing Scale tab.
3. To specify one of the scales predefined in Visio, select the Pre-defined scale option and select one of the following types of predefined scales:
• Architectural — Relates a number of inches or a fraction of an inch on paper to one foot in the real world
• Civil Engineering — Relates one inch on paper to a number of feet in the real world
• Metric — Relates meters on paper to a number of meters in the real world
• Mechanical Engineering — Relates a fraction of a unit to one unit in the real world in order to scale objects down to fit on the page.  Relates multiple units on paper to one unit in the real world in order to scale objects up so they’re legible on paper.

Note: You can also create your own drawing scale by selecting the Custom Scale option and specifying the paper distance and its corresponding real-world distance.
4. Choose the predefined scale you want in the Scale drop-down list. The values in the Page Size boxes change to indicate how many measurement units fit on the page at the scale you’ve selected.
5. Click Apply to save the drawing scale with the drawing page. Although the shapes on the drawing resize to match the new drawing scale, and the distances shown in the rulers adjust to the new scale, the real-world dimensions of the shapes on the drawing page remain the same.
6. If you use background pages with your scaled drawings, display the background page and then repeat steps 2 through 4 to apply the same drawing scale to it.


[bookmark: _Toc287443573]SHOWING SCALE ON DRAWINGS

When you work with scaled drawings, it’s a good idea to indicate the drawing scale somewhere on the drawing page. In that way, anyone viewing a hard copy of the drawing knows what the scale is and can measure objects on it correctly. Visio provides several shapes that automatically display the drawing scale for you.
To use one of these shapes, simply open the stencil on which the master is located and drag it onto the drawing page. By default, each shape shows the drawing scale differently.  However, if you use the Drawing Scale shape from the Annotations stencil, you can change the scale type by right-clicking the shape and then choosing one of the scale styles from the shortcut menu.
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[bookmark: _Toc287443574]SPECIFYING MEASUREMENT UNITS

When you work with scaled drawings, two types of units are important: page units and measurement units. Page units represent the distances or units on the printer page or piece of paper you print. Measurement units represent real-world distances or the units for the actual sizes of the objects you’re drawing. For example, in the architectural scale of 1⁄4" = 1', the page units are inches and the measurement units are feet.
If you use one of Visio’s scaled drawing templates, Visio automatically sets both the drawing scale and measurement units for you. If you use both types of scaled templates, you can specify the units you want by choosing a U.S. units template or a Metric template when you create a new drawing. In addition, because drawing scales specify the relationship between page distances and real-world distances, Visio sets the measurement units and page units for you when you choose a drawing scale.

[bookmark: _Toc287443575]SETTING DEFAULT UNITS

If you don’t use Visio’s templates to create scaled drawings or you use shapes you’ve created yourself, you can specify the units you want to use. 
To specify either U.S. or metric units, choose Tools ➪ Options and select the Units tab. Under Default Units, check the Always Offer ‘Metric’ and ‘US Units’ for New Blank Drawings and Stencils check box. If you want to change the units for the current page, click Change and then choose the new units in the Measurement Units drop-down list.
Tip: The list of measurement units includes units such as days and weeks. You can choose these units if you want to produce schedules in which one inch represents one week or some other length of time.

[bookmark: _Toc287443576]SPECIFYING MEASUREMENT UNITS FOR A PAGE

You can set or change the measurement units for a drawing page. For example, you can specify whether the rulers and drawing grid use inches, meters, or even miles.
In addition, when you want to make sure that the plan you’re drawing fits on the page, you can specify the page size in measurements units. For example, if you want to draw a building that is 60 feet long and 30 feet wide, you can set your drawing page to 70 feet by 40 feet in measurement units. To specify measurement units, use one of the following methods:

✦ Specify measurement units — Choose File ➪ Page Setup and select the Page Properties tab. Choose the units you want from the Measurement Units dropdown list and then click Apply. Visio changes the distances you see on the rulers and adjusts the grid to match the new units.

✦ Specify the page size in measurement units — Choose File ➪ Page Setup and select the Drawing Scale tab. In the Page Size (In Measurement Units) boxes, type the distances you want to represent on the page. For example, to create a page that represents 70 feet by 40 feet, type 70 ft. in the first box and type 40 ft. in the second box. Click Apply to change the page size. Visio shows the size of the drawing page and the printer paper in the preview pane.
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[bookmark: _Toc287443577]DIMENSIONING SCALED DRAWINGS

Measuring a hard copy of a scaled drawing to determine the sizes of scaled objects isn’t always possible. Only the most hard-core architects and engineers walk around with scales in their pockets. Typically, scaled drawings include dimensions to show sizes, offsets, and distances from reference points. Visio Professional provides stencils with shapes you can use to dimension linear, radial, and angular distances.

[bookmark: _Toc287443578]ADDING DIMENSIONS

Some scaled shapes, such as Room and Wall shapes, display dimensions automatically when you select them. However, to annotate your drawings so that dimensions appear whether shapes are selected or not, you can use dimension shapes. Although the Dimensioning stencils include numerous dimension shapes, they all behave similarly. You drag a dimension shape onto the drawing page and glue its dimension lines to the shapes you want to measure. The dimension shape displays the dimension and recalculates the dimension automatically when you resize the shape.
Dimension shapes include control handles you drag to define the distance to measure as well as the location of the dimension lines. The control handles that appear depend on the dimension shape you choose. For example, you can add linear dimensions from a vertical baseline by following these steps:
1. Drag the Horizontal Baseline shape onto the page and position it at the bottom and to the left of the distances you want to dimension.
2. Drag the lower green end point and glue it to a geometry point that defines the baseline for all your dimensions, such as the corner of an exterior wall.
3. Drag the other green end point and glue it to a geometry point that defines the end of the first distance you want to dimension, such as the lower edge of a window.
4. To reposition the text and vertical dimension line for the first dimension, drag the yellow control handle on the first dimension line to the left or right.
5. To define the next dimension, drag the yellow control handle between the dimension shape’s selection handles to a position above the first dimension. Another yellow control handle appears at the end of the horizontal reference line. Drag this control handle and glue it to a point that defines the second distance you want to dimension.
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6. Repeat step 3 until you have added the dimensions you want.
7. To change the spacing between the vertical dimension lines, drag the yellow control handle at the bottom of the dimension shape to the left or right.
8. To change a dimension, drag a control handle or selection handle at the end of the horizontal reference lines up or down.
Shapes for dimensioning angles include selection and control handles you can drag to configure the angular dimension. For example, you can dimension a radius with the Radius shape by following these steps:
1. Drag the Radius shape onto the drawing and glue it to a point at the center of the radius you want to dimension.
2. Drag the yellow control handle onto the arc you want to dimension.
3. To position the radial dimension text, drag the green selection handle to a new location.


For example, you can dimension an angle by following these steps:
1. Drag the Angle Even shape onto the drawing page and glue it to the origin of the angle you want to dimension.
2. To change the lower edge of the angular dimension, drag the selection handle on the Angle Even shape to a new location.
3. To change the top edge of the angular dimension, drag the yellow control handle at the top of the Angle Even shape to a new location.
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[bookmark: _Toc287443579]SPECIFYING PRECISION AND UNITS FOR DIMENSIONS

The dimensions that you add to a drawing show distances based on the measurement units you’ve chosen for that drawing page. However, you can specify precision and units for a dimension that differ from the ones that apply to the drawing page.

To change precision and units for a dimension, follow these steps:

1. Right-click a dimension shape, such as Vertical, Radius Outside, or Angle Center, and choose Precision & Units from the shortcut menu. The Custom Properties window appears.

2. To specify the number of decimal points of precision for the dimension shape, select an entry from the Precision drop-down list.

3. To specify the units you want to use, select an entry from the Units drop-down list.

4. In the Units Display list, select an entry to specify whether or not to show the units.

5. To change the angle of the dimension, type an angle in the Angle box.

6. Click OK.


[bookmark: _Toc287443580]CALCULATING AREA AND PERIMETER

Visio Professional also includes tools you can use to automatically measure the area and perimeter of any closed shape. For example, you can calculate the area within the floor of a building to determine the number of sprinkler heads you need for fire protection, or the perimeter of a parking lot to order fencing.

To measure the area and perimeter of one or more shapes, choose Tools ➪ Add- Ons ➪ Visio Extras ➪ Shape Area and Perimeter. The Shape Area and Perimeter dialog box opens, displaying the area in square inches and the perimeter in inches by default. You can keep the Shape Area and Perimeter dialog box open as you issue other commands. If no shapes are selected, the Total Area and Total Perimeter boxes display the words “No Selection.” As you select shapes, their area and perimeter values appear in the boxes.

If you select more than one shape, the Total Area and Total Perimeter values reflect the values of all the individual shapes combined. For example, to measure the square footage of several separate rooms, Shift+click each room shape. The Shape Area and Perimeter values reflect the total area and total perimeter of all the rooms combined.

To calculate the area and perimeter of the boundary for several shapes, such as the footprint of a building, use the Pencil or Line tool to trace the boundary you want to measure. To calculate the area and perimeter of the boundary, select the boundary you drew.

[bookmark: _Toc287443581]MEASURING AREAS WITH HOLES

In many situations, you want to calculate the area for a space but want to ignore some space within it. Suppose you want to calculate the area of a space with a hole in it. For example, to calculate the rentable space within a building floor, you might want to calculate the area of the building boundary without the area for the building core, which contains stairs and elevators. You can use a Visio shape operation to help perform this calculation for you by following these steps:

1. Click the Line tool or Drawing tool on the toolbar.

2. Draw a shape around the building perimeter and then draw another shape around the building core.

3. With no other shapes selected, Shift+click the two shapes you just drew and then choose Shapes – Operations – Combine.  The Combine command creates a hole in the floor using the shape you drew around the building core. 

4. Select the combined shape and choose Tools Add-Ons Visio Extras – Area Shape and Perimeter.    The Total Area and Total Perimeter represent the values for the entire floor minus the values of the holes.



[bookmark: _Toc287443582]WORKING WITH  BUILDING PLAN LAYOUTS

With Visio templates, you can develop plans beginning with the shell of a building and gradually add walls, doors, windows, and furnishings. You can create additional plans for building services, such as electrical service, plumbing, and HVAC. To complete your plan package, you can expand outdoors and develop site and landscaping plans or draw maps.
Unlike CAD programs, which come with tons of drafting commands, Visio provides its architectural and engineering capabilities through shapes on stencils. The Visio shapes for plan drawings are easy to drag, drop, and configure using basic Visio techniques along with control handles and custom properties to implement special behaviors. Of course, Visio Building Plan templates provide the tools you need to draw plans, but not the specialized skills needed to determine what the plans should contain. You’ll have to read other books to learn about that.

[bookmark: _Toc287443583]WORKING WITH WALLS

Visio provides shapes that represent different types of walls, such as exterior, interior, curtain, or window walls. Built-in shapes for walls are available on both the Walls, Shell, and Structure stencil and the Walls, Doors, and Windows stencil. These shapes come with built-in behaviors that make it easy to draw connecting walls the way you want, and contain custom properties to specify attributes such as wall thickness and fire rating. Additionally, you can create your own custom wall shapes, with, for instance, a hatched fill to show walls to be demolished.
You can create walls by dragging and dropping shapes, such as Wall, Exterior Wall, or Curved Wall, onto the drawing page, by using the Connector tool, or, if you’ve started your design with Space shapes, by converting Space shapes into walls.

[bookmark: _Toc287443584]CONVERTING SPACES INTO WALLS

When you begin with a space plan, you can easily transform those spaces into walls with the Convert to Walls command. You can specify the type of wall you want to use, as well as whether to display dimension lines or add guides to the walls created.
In addition, you can delete the original Space shapes or keep them for further use. For example, if you want to show the square footage of spaces on the drawing or you intend to track space in your building, keep the Space shapes for those purposes.


To convert Space shapes into walls, follow these steps:
1. Select the Space shape or shapes you want to convert and initiate the Convert to Walls command using one of these methods:

• Right-click a shape and then choose Convert to Walls from the shortcut menu.
• Select the shapes you want to convert using any selection method and then choose Plan ➪ Convert to Walls.

2. In the Convert to Walls dialog box, in the Wall Shape list, select the type of Wall shape you want to use.
3. To automatically add dimensions to each segment of a wall that is created, check the Add Dimensions check box.
4. To glue guides to each vertical and horizontal wall segment, check the Add Guides check box. You can reposition wall segments while maintaining their connection to other wall segments by dragging these guides.
5. To keep the Space shapes after you convert them to Wall shapes, select the Retain option. If you are converting some other type of geometry to Wall shapes, select the Convert to Space shape to turn the geometry into Space shapes.
6. Click OK to convert the Space shapes into Wall shapes and add any additional elements you specified. Visio creates a separate Wall shape for each wall segment in the building. Because the Wall shapes are glued together, the intersections between Wall shapes are cleaned up.
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7. To reposition a Wall shape, drag the guide glued to it. Wall shapes glued to the guide resize, but the original Space shapes remain the same.
[bookmark: _Toc287443585]CREATING WALLS

When you want to add walls from scratch, standard techniques such as dragging and dropping, drawing connectors, and dragging handles work effectively with Wall shapes. You can choose the technique you like or switch between techniques depending on the circumstances. For example, if you want to draw all the wall segments for a building shell, using the Connector tool with the Exterior Wall shape is convenient. Conversely, when you add bits and pieces of interior walls as you modify a floor plan, dragging and dropping the Wall shape might be more effective. 
As you add Wall shapes to the page and glue them together, Visio cleans up the intersections so you see lines only for wall surfaces.
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Note: For Wall shapes to connect properly, snap and glue must both be turned on. Choose Tools ➪ Snap & Glue. In the Snap & Glue dialog box, make sure that both the Snap check box and the Glue check box are checked under the Currently Active heading. In addition, make sure that the Connection Points and Shape Geometry check boxes are checked under both the Snap To and Glue To headings.

To create new walls on a drawing, use one of the following methods:

✦ Drag and drop Wall shapes — To add walls one at a time, drag the Wall shape you want onto the drawing page. To glue the new Wall shape to Wall shapes already on the page, glue its end points to connection points or shape geometry on existing Wall shapes. Visio highlights the connection points or shape geometry with a red square to indicate that the shapes are glued.
✦ Use the Connector tool — To add several connected walls, click the Connector tool on the Standard toolbar, click the master for the type of wall you want to add on a stencil, and then follow these steps:
1. For the first wall, drag between two points to define the beginning and end of the Wall shape. As soon as you complete this Wall shape, the pointer changes to the four-headed arrow, indicating that you can move the current point to a new location.
2. To add another Wall shape that starts where the first Wall shape ends, move the pointer away from the end point and then move it back, but not quite over the end point, until the pointer changes to the Connector icon (a plus sign with a small connector next to it).
3. Drag from the current point to the end of the next Wall shape.
4. Repeat steps 2 and 3 to create the Wall shapes for each wall segment you want.

Note: When you add Exterior Wall shapes to a plan, you want the selection handles to appear on the interior surface of the building wall. If an Exterior Wall shape’s selection handles are on the edge that represents the exterior of the building, right-click the shape and choose Flip Wall on Reference Line from the shortcut menu.

[bookmark: _Toc287443586]CONNECTING AND RESIZING WALLS

When you glue Wall shapes together, Visio cleans up the corners and other intersections.
However, this glue only goes so far. If you drag a Wall shape to another position, it separates from its friends and the corners fill in again. You can use guides to move multiple Wall shapes and lengthen, shorten, or otherwise resize connecting Wall shapes. It’s easy to glue Wall shapes to guides as you construct your plan using one of the following methods:
✦ Gluing to existing guides — In many cases, you begin a floor plan by dragging guides onto the drawing page to use as reference. If you drag a Wall shape onto a page and drag its end points to guides, Visio glues the shape to the guide automatically.
✦ Creating guides with the Convert to Walls command — If you convert Space shapes to Wall shapes as discussed in the section “Converting Spaces to Walls,” you can create guides glued to the Wall shapes created during the conversion.
✦ Right-clicking a wall shape — To add a guide to an existing Wall shape, rightclick the shape and then choose Add a Guide from the shortcut menu.
When you drag a guide that is glued to a Wall shape, the Wall shape moves with the guide and any Wall shapes that adjoin that Wall shape stretch or contract.



[bookmark: _Toc287443587]MODIFYING A WALL’S PROPERTIES AND APPEARANCE

Wall shapes include custom properties and options that you can use to change the appearance of the walls on your plan. For example, you can configure every dimension of a wall, including length, thickness, and height, by specifying values for custom properties. You can also change the number of lines Visio uses to display walls.
[bookmark: _Toc287443588]CHANGING WALL THICKNESS AND OTHER PROPERTIES

Visio Wall shapes include several custom properties, some of which modify the configuration of the shape itself, while others store data for reference or reports. For example, the Wall Length and Wall Thickness properties change the length and thickness of the shape, respectively. The Wall Justification property controls the alignment of the Wall shape, such as Centered or Edge. Conversely, the Wall Height and Base Elevation properties won’t change the shape outline. However, you can produce legends, quantity take-offs, or bills of material based on these values. To change a custom property value, right-click a Wall shape and choose Properties from the shortcut menu. Type or select a value from a field’s drop-down list and click OK when done.
[bookmark: _Toc287443589]CHANGING THE WAY WALLS ARE SHOWN

By default, Visio shows walls as double lines, one line for each wall surface, although you might have to zoom in to see them. However, you can also display walls as single lines to streamline a crowded drawing, or show walls as double lines with a reference so that the centerline of the wall is easy to spot. 
If you want to change how Visio displays walls, right-click any Wall shape on a drawing page and choose Set Display Options from the shortcut menu. Make sure the Walls tab is selected and then choose the option you want.
Note: Changing the display options for walls affects all the Wall shapes on the current drawing page but not Wall shapes on other pages in the file.

[bookmark: _Toc287443590]ADDING DOORS, WINDOWS, AND OTHER OPENINGS

Doors, windows, and openings in walls are important, because rooms aren’t very useful if you can’t enter them. Visio shapes for openings make it easy to add openings to walls. For example, when you add one of these shapes, it automatically rotates to match the angle of the Wall shape, glues itself to the Wall shape, adjusts its width to match that of the Wall shape, and cleans up the Wall shape where the opening is located.
After adding these shapes to your drawing, it’s easy to change the configuration of the shape, such as reversing the direction in which a door opens or whether the door opens to the left or right.

[bookmark: _Toc287443591]ADDING OPENINGS TO WALLS

To insert a door, window or other type of opening into a wall, drag a Door, Window, or Opening shape from the stencil onto a Wall shape. When you drop the shape on the Wall shape, the shape rotates into position in the Wall shape, glues itself to the Wall shape, and changes its thickness to match the Wall shape.
Note: If a shape for a door, window, or other opening, doesn’t rotate to match the direction of the Wall shape, the shape isn’t glued to the Wall shape. Drag the shape over the Wall shape until you see the red square indicating that the shape is glued and that it has been rotated to match the Wall shape, and then release the mouse button.
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[bookmark: _Toc287443592]MODIFYING DOORS, WINDOWS, AND OPENINGS

Shapes for doors, windows, and other openings include custom properties and shortcut menu commands that modify the configuration of the shapes. For example, you can change the direction that a door swings (in or out) or the width of openings. In addition, you can use Display Options to change how doors, windows, and openings appear on each drawing page. Use one of the following methods to change door, window, and opening shapes:
✦ Reverse direction — Right-click a Door, Window, or Opening shape, and then choose Reverse In/Out Opening from the shortcut menu.
✦ Reverse swing — Right-click a Door, Window, or Opening shape, and then choose Reverse Left/Right Opening from the shortcut menu.
✦ Reposition opening — Drag the shape to a new position in the Wall shape. Visio heals the opening in the Wall shape at the original position and cleans up the Wall shape at the new location.
✦ Modify dimensions and other attributes — Open the Custom Properties window and then select the shape whose properties you want to change. Type or select the new value from a property drop-down list. For example, with the Double-Door shape, you can specify the width of the door, its height, the type of door, the percentage that the door is open on the page, its number, its fire rating, and its base elevation.
✦ Change the door and window components that appear — You can specify which components you want Visio to display for Door and Window shapes.
For example, Visio displays the window frame and sash by default, but you can also show the header and sill. To change the components you see, right click any Door or Window shape on a drawing page and choose Set Display Options from the shortcut menu. On the Doors or Windows tab, check the check boxes for the components you want to see and then click OK. Changing the display options for Door or Window shapes affects the shapes only on the current drawing page, so you must repeat this step for each drawing page you want to change.
✦ Set default configurations — When you use standard sizes, you can specify default properties for doors and windows. For example, you can specify the width of the door frame and the door panel so that every Door shape you add uses those dimensions. To do so, right-click a Door or Window shape, and choose Set Display Options from the shortcut menu. On the Doors or Windows tab, click Properties. In the Set Door Component Properties or Set Window Component Properties dialog box, specify the default properties you want and then click OK. These settings affect only the current drawing page, so you must redefine these defaults for every page to which you want to apply them.


[bookmark: _Toc287443593]ADDING CUBICLES AND FURNITURE

Visio include shapes for laying out furniture for an office building. You can create a more detailed floor plan using the Floor Plan template. Then, you can open the Cubicles, Office Accessories, Office Equipment, and Office Furniture stencils to lay out your office within that floor plan.
[bookmark: _Toc287443594]ADDING CUBICLES TO AN OFFICE LAYOUT

Visio includes masters on the Cubicles stencil that are preconfigured with cubicle walls, furniture, and equipment. It’s easy to build an office layout by dragging these ready-made Workstation shapes onto the drawing page. If the built-in Workstation shapes don’t conform to the standards for your organization, you can create your own custom Workstation shapes.
You can also construct cubicles piece by piece with Panel shapes, Panel Post shapes, and shapes for work surfaces and storage units from the Cubicles stencil.
You can create a cubicle configured the way you want, group its shapes, and then copy the group to lay out the rest of the office. In addition to cubicle components, you can add free-standing pieces such as Round Table and Stool shapes from the Office Furniture stencil to your custom Workstation shapes.
To create a cubicle from components, follow these steps:
1. Drag Panel or Curved Panel shapes from the Cubicles stencil onto the drawing page. To resize panels, drag selection handles on the shapes.
2. To connect panels, follow these steps:
a. Drag a Panel Post shape onto the page and glue it to one end of a Panel shape. Visio highlights the connection point in red to indicate that the two shapes are glued.
b. Drag a connection point from another Panel shape and glue it to a connection point on the Panel Post shape. The Panel Post shape rotates into position based on the connection point you choose. For example, if you position the pointer over the connection point on the right side of the Panel Post shape, the Panel shape will rotate to horizontal.
3. To add furniture and equipment to a cubicle, drag one or more of the following shapes into the cubicle:
• Modular work surfaces — Drag shapes such as Work Surface or Corner Surface from the Cubicles stencil and position them along Panel shapes.
You can use the shape’s rotation handles or the Rotate or Flip commands on the Shape menu to orient the shapes properly.
• Modular storage units — Drag shapes such as Storage Unit from the Cubicles stencil and position them along Panel shapes.
• Suspended shelves and lateral files — Drag shapes such as Susp Open Shelf or Suspended Lateral File from the Cubicles stencil on top of shapes for modular work surfaces.
• Chairs and other free-standing furniture — Drag shapes from the Office Furniture and Office Accessories stencils into the Workstation shape.
• Computers and other equipment — Drag shapes from the Office Equipment stencil into the Workstation shape.

[bookmark: _Toc287443595]CREATING BUILDING SERVICES PLANS

Documenting the equipment and services that keep a building running requires a lot more than just building walls and openings. You can create plans for each building service, including electrical, plumbing, HVAC, and security systems. Most of the shapes on stencils for building services include shortcut commands and custom properties that you can use to select a type of component, specify component dimensions, or configure shapes in numerous ways.
In addition, these shapes include layer assignments so that it’s easy to use layers to control the behavior of building services shapes.
[bookmark: _Toc287443596]ADDING HVAC SERVICES

If you’ve ever worked in your office building on the weekend when the air conditioning is turned off, you know how important HVAC service is to people’s comfort.
In Visio you can create two types of HVAC plans. An HVAC Plan shows the ductwork, registers, and diffusers that deliver and remove air. An HVAC Control Logic diagram represents the sensors and control equipment that control the delivery of air, such as quantity and temperature.
[bookmark: _Toc287443597]SEPARATING BUILDING SERVICES FROM THE BASIC BUILDING

Typically, you draw each building services plan over the exterior walls, structural elements, the building core, the interior walls, and, in some cases, the cubicles. You can use the same basic plan as a foundation for each building services plan by placing the basic building on a background page. You can associate the background page with each foreground page you create for different building services plans. In addition to sharing the same building plan for all your building services plans, a background page also prevents you from inadvertently modifying the basic building plan.
If you add all the building shapes to the same drawing page, layers on the drawing page act as separators. You can turn off the layers you don’t want to see for a specific plan; for example, you could turn off the HVAC layer when you’re documenting the electrical service plan. In addition, if you want to protect the basic building components, you can lock layers, such as Building Envelope, Wall, and Stair, so you can’t edit them as you work on Plumbing shapes.
If you’ve imported a CAD drawing as a backdrop, you also lock that drawing against editing. To do so, right-click the drawing and then choose CAD Drawing Object Properties from the shortcut menu. In the CAD Drawing Properties dialog box, on the General tab, make sure both the Lock Size and Position check box and the Lock Against Deletion check box are checked.

[bookmark: _Toc287443598]DRAWING HVAC PLANS

If you start an HVAC plan with the HVAC Plan template, Visio opens the stencils with HVAC equipment and ductwork for you. If you are adding an HVAC plan in an existing drawing, you can open the same stencils by choosing File ➪ Shapes ➪ Building Plan and then selecting the following stencils:
✦ HVAC Equipment — Includes pumps, condensers, fans, and other types of HVAC equipment
✦ HVAC Ductwork — Includes numerous types of ducts shapes
✦ Registers, Grills and Diffusers — Includes shapes for openings that deliver, remove, or diffuse air
✦ Drawing Tool Shapes — Includes shapes for creating geometric shapes useful in duct layout

To lay out HVAC ductwork and equipment, follow these steps:
1. Open the drawing page on which you want to create your HVAC plan, whether it’s an existing floor plan page, a page with an imported CAD drawing, or a new page.
2. To simplify changing shape properties, open the Custom Properties window by choosing View ➪ Custom Properties Window.
3. Drag shapes that represent ductwork from the HVAC Ductwork stencil onto the drawing page.
4. To change the dimensions of a Ductwork shape, such as Straight Duct or Y Junction, use one of the following methods:
• Selection handles — Drag selection handles to change the length or width of ducts.
• Control handles — Drag control handles to change the angle of branches on ducts.
• Enter dimensions — If the Custom Properties window is open, select the Ductwork shape and then type the new length or width in the Duct Length or Duct Width box.
5. To connect Ductwork shapes on the drawing page, drag a connection point on the second Ductwork shape to a connection point on the first Ductwork shape. For example, drag from a Branch Duct shape to the shape that represents the main duct. Visio highlights the connection points with a red square to indicate they’re glued, and rotates the second Ductwork shape to match the orientation of the first.
6. To change other attributes for some ductwork shapes, right-click a shape and choose a command from the shortcut menu. For example, you can choose between Rectangular Duct and Circular Duct or specify whether the ends are open or closed.
7. To label ducts, use one of the following methods:
• Show duct size — Right-click a Ductwork shape and choose Show Duct Size from the shortcut menu. Shapes that represent rectangular ducts show the duct width and depth. Shapes that represent circular ducts show the diameter followed by the diameter symbol.
• Add a text label — As with other standard shapes, you can select a shape and type the label text you want. You can reposition the label text by dragging the control handle on the text block.
8. To add registers, grills, diffusers, and other types of HVAC equipment, drag shapes from either the Registers, Grills, and Diffusers or HVAC Equipment stencils and drop them on top of Ductwork shapes. These shapes don’t glue to Ductwork shapes or rotate to match the orientation of Ductwork shapes. However, you can use the rotation handles on these shapes to rotate them.

[bookmark: _Toc287443599]DRAWING HVAC CONTROL LOGIC DIAGRAMS

HVAC Control Logic diagrams show the sensors, equipment, and wiring that control the HVAC system drawn on an HVAC plan. However, unlike the HVAC Plan template, the HVAC Control Logic Diagram template creates unscaled schematic drawings by default. These HVAC control logic schematics are single-line or double-line drawings that represent ducts, sensors, and mechanical equipment to control the HVAC system. The built-in shapes for sensors and equipment match the width of the Ductwork shapes so they snap into position when you drag them onto a Ductwork shape.
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In addition, many of the shapes for HVAC controls include custom properties you can use to select the exact configuration you want. For example, after you add a Control shape such as Voltage or Smoke to the page, you can select custom property values to specify whether the shape is a controller or a sensor, the type of controller or sensor, and the limit switch and reset switch settings.
To create an HVAC Control Logic diagram, follow these steps:
1. Start your diagram with one of the following methods:
• Use the HVAC Control Logic Diagram template — To start a diagram from scratch, choose File ➪ New ➪ Building Plan ➪ HVAC Control Logic Diagram.
• Add to an existing plan drawing — Open the drawing page you want to use and then open the HVAC Control and HVAC Control Equipment stencils
2. If you are starting from scratch, drag guides from the horizontal and vertical rulers to provide reference points for adding ducts to the diagram.
3. To add ducts to the diagram, drag Duct shapes, such as Duct, Return Duct, or Supply Duct, from the HVAC Controls Equipment stencil onto the drawing page and glue them to guides. By default, Visio draws Duct shapes with double lines. To represent ducts with single lines, right-click a Duct shape and choose Single Line Ducts from the shortcut menu.
4. To resize Duct shapes, drag their end points. If you want to constrain the Duct shape to its current rotation, press Shift as you drag its end point.
5. Drag Equipment shapes, such as Centrifugal Fan or Humidifier, from the HVAC Controls Equipment stencil onto the drawing page and place them on top of Duct shapes.
6. Drag Sensor shapes, such as Timer or Light, from the HVAC Controls stencil onto Duct shapes on the drawing page. The alignment boxes for these shapes match the width of Duct shapes so they snap into place.
7. To configure some Equipment and Sensor shapes, in the Custom Properties window, change the values for the custom properties. If the Custom Properties window isn’t open, you can also right-click a shape and choose Properties from the shortcut menu.



[bookmark: _Toc287443600]CREATING REFLECTED CEILING PLANS

The Reflected Ceiling Plan template doesn’t actually include a tool to automate the creation of a reflected ceiling plan, so you can start with any building plan template you want. You can create the ceiling grid itself using drawing tools, guides, and the Array Shapes command. 
After the grid is constructed, open the Electrical and Telecom stencil and the Registers, Grills, and Diffusers stencil if they aren’t open already and drag shapes for light fixtures, air diffusers, and smoke detectors onto the plan.
Ceiling grids often repeat the same pattern of tiles and devices throughout most of a building. Because of this, you can draw a portion of the grid with shapes for ceiling tiles and ceiling-mounted equipment and then use the Array Shapes command to repeat that pattern in the rest of the building. 

To create a ceiling grid, follow these steps:

1. Drag guides onto the page to define reference points for one or more ceiling tiles.
2. Use the Line tool or Rectangle tool to draw one or more ceiling tiles.
3. If the ceiling-mounted equipment is located at regular intervals in the grid, drag shapes for lighting from the Electrical and Telecom stencil on the drawing. Drag Diffuser shapes from the Registers, Grills, and Diffuser stencil onto the drawing.
4. Select the shapes for the ceiling tiles and ceiling-mounted equipment that you want to repeat.
5. Choose Tools ➪ Add-Ons ➪ Visio Extras ➪ Array Shapes.
6. To copy the shapes as a grid, in the Array Shapes dialog box, set the Spacing for Rows and Columns to zero, select the Between Shape Edges option, and then click OK.
7. If the ceiling-mounted equipment is not located at regular intervals or some rooms have special equipment, place equipment by dragging shapes from the Electrical and Telecom or Registers, Grills, and Diffusers stencils onto the drawing page.



[bookmark: _Toc287443601]ADDING ELECTRICAL AND TELECOM SERVICES

The Electrical and Telecomm stencil includes shapes you can use to show lighting fixtures, electrical switches and outlets, and other electrical devices on plans for a home, building, or manufacturing plant. You can start a diagram from scratch by choosing File ➪ New ➪ Building Plan ➪ Electrical and Telecom, but it’s often easier to open the Electrical and Telecom stencil while you work on an existing floor plan.
Most of the shapes on the Electrical and Telecom stencil include custom properties with multiple values for specifying different types of electrical devices. For example, the Switch Type property for the Switches shape can change the switch between Single Pole, 3 Way, 4 Way, Timer, and Weatherproof switches. Although the basic shape might stay the same, the shape displays other graphics to indicate which type of component it is. In addition, some shapes include shortcut menu commands for reconfiguring shapes. For example, you can use a shortcut command to flip the orientation of the Switches shape.
Tip: If you don’t see a shape for the device you want, drag one of the shapes onto the drawing page and then right-click it to display the shortcut menu. Look for configuration commands on the shortcut menu or choose Properties to look for custom properties that show different device types.
Although switches and outlets connect to walls on a floor plan, shapes for switches and outlets don’t rotate into position as Door and Window shapes do. You can use the rotation handle on the shape to rotate the shape into position. You can also rotate a shape to the left or right by ninety degrees by selecting the shape and then pressing Ctrl+L or Ctrl+R.
Visio doesn’t offer a tool to draw wiring between electrical devices. You can use the Freeform tool or Pencil tool to draw connections between devices. To add wiring between two shapes, select the Freeform tool, drag from a connection point on the first shape, and drag slowly to the connection point where the wire ends.

[bookmark: _Toc287443602]ADDING PLUMBING

The Plumbing and Piping Plan template creates a new scaled drawing and opens stencils with shapes you can use to show pipes, valves, and fixtures for water supply or wastewater disposal systems. You can start a diagram from scratch by choosing File ➪ New ➪ Building Plan ➪ Plumbing and Piping Plan, but you can also open the following stencils while you work on an existing floor plan:
✦ Pipes and Valves–Pipes 1 and 2 — These two stencils include dozens of linear shapes that represent pipelines and pipeline devices.
✦ Pipes and Valves–Valves 1 and 2 — These two stencils include numerous valves you can glue to the ends of pipeline shapes.
✦ Plumbing — This stencil offers standard plumbing shapes, including Boiler, Radiator, Toilet, and Bath. Bathroom shapes include both top view and side view shapes so you can show how fixtures are connected in a plan or cutaway view.
To create a plumbing and piping plan, follow these steps:
1. Drag Plumbing fixtures onto the drawing page.
2. Drag shapes for pipelines onto the page and glue each end to connection points on shapes for fixtures or plumbing equipment. You can resize shapes for pipelines by dragging their end points.
3. Drag Valve shapes onto the drawing. Glue Valve shapes to the ends of shapes for pipelines.
4. For shapes that include shortcut commands or custom properties, such as the In-line Valve shape, right-click the shape and choose a configuration command from its shortcut menu or select a value in a custom property field.

[bookmark: _Toc287443603]ADDING SECURITY AND ACCESS SYSTEMS

Unfortunately, good security becomes more important every day. Whether you’re designing a state-of-the-art security system for a top-secret development facility or setting up electronic access for an office building, you can use the Security and Access Plan template to draw a security plan. You can start a diagram from scratch by choosing File ➪ New ➪ Building Plan ➪ Security and Access Plan, but you can also open the following stencils while you work on an existing floor plan:
✦ Alarm and Access Control — Includes shapes for card readers, keypads, cameras, and other access devices
✦ Initiation and Annunciation — Includes shapes for paging and alarms
✦ Video Surveillance — Includes shapes for motion detectors, cameras, and other video equipment
Most of the shapes on the Security and Access stencils include custom properties with multiple values for specifying different device configurations. For example, the
Mount Type property, which is associated with numerous shapes, specifies whether the device is mounted on the ceiling, on the wall, flush, hidden, or in other ways.
The shape label changes to reflect the type of mounting, the type of technology, and the function type.


[bookmark: _Toc287443604]EXPLORING ADVANCED DIAGRAMS
[bookmark: _Toc287443605]CAUSE AND EFFECT DIAGRAMS

Cause and effect diagrams document potential and real factors that produce an effect. By arranging these factors or causes by their level of importance or detail, cause and effect diagrams can help you identify root causes or problem areas, and can show the priority of different causes that lead to an effect. These diagrams are also called fishbone diagrams because they resemble a fish’s skeleton, with main causes shown as the bones that attach to the “spine” of the fish. They are also called Ishikawa diagrams, after their creator, Dr. Kaori Ishikawa, who initiated a well-known approach to quality management in the Kawasaki shipyards.
Note: In quality management, you typically create a cause and effect diagram after investigating the problems associated with a product or service and ranking them in a Pareto chart (also known as an 80-20 chart). You use the effect ranked highest in the Pareto chart as the starting point for your cause and effect diagram. For example, when you determine that the most frequent customer complaint is late delivery, you can construct a cause and effect diagram to explore the reasons for this.
When you create a new drawing with the Visio Cause and Effect Diagram template, Visio opens a new page and automatically adds an Effect shape for the effect you are studying, and four Category boxes to classify the causes on your drawing. The template also includes shapes for primary and secondary causes, which you can use to add more detail.
Note: Causes are frequently grouped into four major categories. You can choose your own categories to suit your study or choose one of two sets: Manufacturing, including manpower, methods, materials, and machinery, or Service, including equipment, policies, procedures, and people.
To create a cause and effect diagram, follow these steps:
1. Choose File . New . Business Process . Cause and Effect Diagram.
2. To specify the effect you’re studying, select the horizontal arrow on the page and type text describing the effect or problem.
3. To create the cause categories you want, use one of the following methods:
• Add a category — Drag a Category 1 or Category 2 shape onto the page and position it so the arrowhead touches the horizontal arrow of the Effect shape. Visio automatically glues the Category shape to the geometry of the Effect shape.
• Delete a category — Select a Category shape and press the Delete key.
• Move a category — Drag a Category shape to the new location until it snaps to the geometry of the Effect shape.
4. For each Category shape on the page, select the shape, and type the name of the cause category that you want to appear as text in the shape box.
5. To show major causes in a category, drag Primary Cause shapes onto the page until the arrowheads snap to category line.
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Note: The only differences between the two versions of primary and secondary cause shapes are the direction of the line and the location of the text relative to the line.
6. To illustrate secondary causes that contribute to primary causes, drag Secondary Cause shapes onto the page until the arrowheads snap to primary cause lines.
7. For each cause, select the shape, and type a description of the cause.
Tip: If text in Cause shapes overlaps on the page, click Align Left or Align Right on the Formatting toolbar to reposition the text in the text boxes within Cause shapes. You can also distribute the text over several lines by adding line breaks. To do this, select the Text tool, click the text, and press Ctrl+Enter.


[bookmark: _Toc287443606]SCHEDULING PROJECTS WITH VISIO

Projects are endeavors that have a definite beginning and ending — typically, special initiatives that are distinct from routine operations of an organization. Projects don’t just happen on their own; they take conscientious planning and tracking. Project managers monitor and control tasks, schedules, resources, and budgets to ensure that projects achieve their goals. Typically, project managers use software such as Microsoft Project to build and track project plans, maintain the database of project information, and perform calculations.
Although Visio is not a project management tool, you can develop project-related diagrams with it to communicate project plans and status. You can also use the Timeline, Gantt Chart, and PERT Chart templates to build and report on very simple projects. Whether you’re managing a project or creating a calendar to track your kids’ school activities, the Calendar template provides shapes to construct calendars that span one day to several years.
In addition to building project management diagrams by dragging and dropping shapes, you can also import data from Microsoft Project or other applications into Visio diagrams. If you develop a prototype schedule in Visio, you can also jumpstart projects by exporting your schedules to Microsoft Project.
In this chapter you learn how to work with the Visio Calendar, Timeline, Gantt Charts, and PERT Chart templates to effectively represent your projects and other time-sensitive information.
[bookmark: _Toc287443607]EXPLORING THE PROJECT SCHEDULING TEMPLATES

In Visio, four project-related templates present project and date-related information in distinct ways. Each template automatically sets the page to a letter-size sheet with landscape orientation, and uses inches drawn at a one-to-one scale. Use the template that corresponds with the type of information you want to convey:
✦ Calendar — Create calendars for projects as well as other purposes showing days, weeks, months, or years. Add reminders, meetings, special events, milestones, and more. The template includes the Calendar Shapes stencil and the Calendar menu.
✦ Timeline — Provides a set of dated timeline shapes that show events along a horizontal or vertical timeline. There are also shapes for milestones and intervals.
The Timeline template includes the Timeline Shapes, Background, and Borders and Titles stencils, along with the Timeline menu.
✦ Gantt Chart — Drag shapes onto a page to create Gantt charts and import data from Microsoft Outlook or Microsoft Project. The Gantt Chart template includes the Gantt Chart Shapes, Background, and Borders and Titles stencils, along with the Gantt Chart menu and toolbar.
✦ PERT Chart — Provides a pair of PERT (Program Evaluation and Review Technique) Chart boxes, or nodes, to show the interdependencies between tasks without taking timing into account. There are shapes for node connectors, callouts, and legends. The PERT Chart template includes the PERT Chart Shapes, Background, and Borders and Titles stencils.
To create a drawing using one of the project scheduling templates, choose  File ➪ New ➪ Project Schedule and then choose Calendar, Gantt Chart, PERT Chart, or Timeline. 
To use one of the project scheduling stencils in a different template, choose  File ➪ Shapes ➪ Project Schedule and then choose the stencil you want. Visio adds the appropriate menu to the Visio menu bar when you drag a shape from one of the template stencils onto the drawing page.
[bookmark: _Toc287443608]CONSTRUCTING CALENDARS

Use the Calendar template to create daily, weekly, monthly, or yearly calendars. You can add appointments, events, or project tasks to calendar days, which are then associated with the calendar dates. With calendar art, you can highlight special dates. You can create calendars by creating a new Visio drawing using the Calendar template or by opening the Calendar Shapes stencil. By specifying a language for the calendar, you set the date formats for your calendars.
[bookmark: _Toc287443609]CREATING DAILY CALENDARS

You can create a calendar consisting of a single day or multiple nonconsecutive days. You could create a calendar of nonconsecutive days to show meetings or events that always occur on Tuesdays and Thursdays, for example. To create a calendar of selected days, follow these steps:
1. Drag the Day shape onto the drawing. The Configure dialog box appears.
2. Enter the date and the date format (if necessary) and then click OK. You can also change the date format by choosing another language. For example, if you choose French (Canadian), the date format changes to yyyy-mm-dd.
3. Repeat steps 1 and 2 for each day you want in your calendar.
4. Resize and move the Day shapes into the size and position you want. To change the date or date format in a Day shape after you’ve created it, select the shape and then choose Calendar ➪ Configure.


[bookmark: _Toc287443610]CREATING WEEKLY CALENDARS

To create a weekly calendar, follow these steps:
1. Drag the Week shape onto the drawing. The Configure dialog box appears.
2. In the Start Date box, enter the date for the beginning of the week.
3. In the End Date drop-down list, select the number of days for the week and the resulting end date.
4. Specify the date format, language, whether you want the weekend to be shaded, and whether you want to show the title of the week (for example, “Week of July 12, 2004”).
5. To add additional weeks, repeat steps 1 through 4.
6. Resize and move the week shapes into the size and position you want.
Tip: for consecutive weeks. Drag the Multiple Week shape onto the drawing. In the
Configure dialog box, specify the start and end dates and any other calendar formatting options, and then click OK.
[bookmark: _Toc287443611]CREATING MONTHLY CALENDARS

You can create a single-month or multi month calendar. To create a monthly calendar, follow these steps:
1. Drag the Month shape onto the drawing. The Configure dialog box appears.
2. Enter the month and year for the calendar.
3. Select the day on which the weeks should begin in the Begin Week On dropdown list.
4. Specify the language if necessary, whether you want the weekends to be shaded, and whether you want to show the title of the month (for example, “August 04”).
5. If necessary, resize and move the Month shape into the size and position you want. By default, it fills the page.
Tip: You can add previous and next month thumbnails to a Month calendar. Drag the Thumbnail Month shape to the position you want in your Month calendar. In the Custom Properties dialog box, enter the month and year and then click OK.
6. To add additional months, add a new page by choosing Insert ➪ New Page and then clicking OK in the Page Setup dialog box. Repeat steps 1 through 5 to set up the month on the new page.


[bookmark: _Toc287443612]CREATING YEARLY CALENDARS

You can create a yearly calendar on a single page, or a multiyear calendar across multiple pages in your drawing. To create a yearly calendar, follow these steps:
1. Drag the Year shape onto the drawing. The Custom Properties dialog box appears.
2. Enter the calendar’s year, the day on which the weeks should begin (that is, Sunday or Monday), the language if necessary, and then click OK.
3. If necessary, resize and move the Year shape into the size and position you want. By default, it fills the page.
4. To add another year to the drawing, add a new page by choosing Insert ➪ New Page and then clicking OK. Repeat steps 1 through 3 to set up the year on the new page.

[bookmark: _Toc287443613]WORKING WITH CALENDARS

After you’ve created a calendar, you can modify it in various ways:
✦ Change dates or format settings — Select a calendar and choose Calendar ➪ Configure.
✦ Change colors — You can change the color of a Calendar shape — for example, an individual day in a monthly calendar or the title area of a weekly calendar.
Right-click the area whose color or pattern you want to change and choose Format ➪ Fill from the shortcut menu.
✦ Change the color scheme — To change a calendar’s entire combination of color, right-click an empty area of the drawing page outside the Calendar shape itself. From the shortcut menu, choose Color Schemes, select the color scheme you want, and click Apply or OK.
✦ Change the calendar title — Double-click the calendar’s title and then type the text you want. When you’re finished, press Esc. To change the title for a year calendar, right-click the calendar and then choose Configure from the shortcut menu. Enter a year in the Year box and then click OK.

[bookmark: _Toc287443614]WORKING WITH APPOINTMENTS AND EVENTS

After you’ve created a calendar, you can add appointments, such as meetings or classes, and events, such as conferences. Appointments and events are associated with the calendar dates you specify, so they move to the new dates automatically if you change the dates on which they occur.
✦ Add an appointment — Drag the Appointment shape onto a calendar day. In the Configure dialog box, enter the start and end times and the subject and location of the meeting, or the name of a one-day project task. You can specify the time and date format displayed as well. Click OK.
✦ Add a multiple-day event — Drag the Multi-Day Event shape onto your calendar. In the Configure dialog box, enter the subject and location of the event or project task as well as the start and end dates. Click OK.
✦ Add text — Double-click the day in which you want to add text, type the text you want, and press Esc. The text box and day box are grouped so that you can move and resize them as one. You can use standard techniques to edit and delete text in calendars.
Caution: Text added to a day box is associated with the day box, but not the actual day, as are appointments and events. To move the text to another day, you can cut and paste it from one day box to another.
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✦ Revise an appointment or event — Right-click it and choose Configure from the shortcut menu.
✦ Delete an appointment or event — Right-click it and choose Cut from the shortcut menu.


[bookmark: _Toc287443615]DOCUMENTING PROJECT TIMELINES
Use the Timeline template to show milestones, intervals, tasks, or phases along a horizontal or vertical bar. A timeline drawing can help you communicate dates and show progress toward a deadline.
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With the Timeline template, you can take advantage of the following options:
✦ Timeline shapes — Specify the look and style of the timeline by selecting a particular Timeline shape.
✦ Milestones — Add one of several Milestone shapes to highlight and describe important dates along the timeline and to synchronize milestones across multiple timelines.
✦ Intervals — Define and annotate intervals in the timeline and synchronize intervals across multiple timelines on a single page.
✦ Markers — Annotate the timeline to show the current day or elapsed time.
The Today Marker automatically moves to the current date as set in your computer system clock. You can also add the Elapsed Time shape to show the duration of a project up to the current date.
✦ Expanded timeline — Add an Expanded Timeline shape to show a detailed view of a segment in an overview timeline.
✦ Data exchange with Project — Import data from Microsoft Project into your Visio Timeline or export Visio Timelines to Microsoft Project.


[bookmark: _Toc287443616]CREATING TIMELINES

You can construct a timeline showing important beginning or ending dates (milestones) or phases of time (intervals). To create a new timeline drawing, follow these steps:
1. Choose File ➪ New ➪ Project Schedule ➪ Timeline.
2. From the Timeline Shapes stencil, drag one of the Timeline shapes, such as Block Timeline or Cylindrical Timeline, onto the drawing.
3. In the Configure Timeline dialog box, under Time Period, specify the start and finish dates and times for the timeline.
4. Under Scale, specify the timescale properties you want in the Time Scale and Start Weeks On drop-down lists. If you select Quarters in the Time Scale dropdown list, you can also specify the Start Fiscal Year On date. Click OK.
5. Drag the new timeline to the position you want on the drawing.
Tip: If you don’t see dates or times on your timeline, select it and choose Timeline ➪ Configure Timeline. Select the Time Format tab and check the check boxes for the dates you want to show in the timeline.
To add a Milestone shape to your timeline to show an event on a particular date, such as the kickoff date of a phase or the due date of a major deliverable, follow these steps:
1. From the Timeline Shapes stencil, drag one of the Milestone shapes, such as Diamond Milestone or Pin Milestone, onto the timeline.
2. In the Configure Milestone dialog box, specify the date in the Milestone Date box. If the time is important, specify it in the Milestone Time box.
3. In the Description box, type the text for the milestone.
4. To change the date format, select a format from the Date Format drop-down list.
5. Click OK. The Milestone shape moves to the specified date in the timeline, and the date and description appear above or below the timeline itself as the milestone’s label.

To add an Interval shape to your timeline to show work over a period of time, such as the duration of the research phase of a project, follow these steps:
1. From the Timeline Shapes stencil, drag one of the Interval shapes, such as Block Interval or Cylindrical Interval, onto the timeline.
2. In the Configure Interval dialog box, specify the start and finish dates for the interval. If the time is also important, specify the start and finish times as well.
3. In the Description box, type the text you want to appear with the interval in the timeline.
4. Change the date format if necessary and click OK. The Interval shape appears at the specified dates in the timeline with the dates and description as labels in the Interval shape.

[bookmark: _Toc287443617]EXPANDING TIMELINES

In Visio, you can use the Expanded Timeline shape to create a more detailed view of a segment of an overview timeline. For example, you can create an overview timeline that shows the phases for a project as a whole. Then you can expand one part of the timeline to show the detailed tasks for just one phase. You expand timelines to several levels. You can expand one timeline from an overview timeline. Then, you can create a second expanded timeline to show additional detail for the first expanded timeline. You can also have more than one expanded timeline for a single overview timeline. To add an expanded timeline shape to your drawing, follow these steps:
1. Draw and configure the overview timeline.
2. From the Timeline Shapes stencil, drag the Expanded Timeline shape onto the drawing.
3. In the Configure Timeline dialog box, specify the start and finish dates for the expanded timeline. If the time is also important, specify the start and finish times as well.
Note: The dates in the expanded timeline must be within the date range of the overview timeline.
4. In the Time Scale box, select the detailed timescale. For example, if the overview timeline has a timescale of months, consider using a timescale of weeks in the expanded timeline.
5. Click OK to configure the expanded timeline. Any milestones, intervals, and date markers drawn on the overview timeline for the expansion time period also appear in the expanded timeline. Grey, dashed lines correlate the start and finish dates on the expanded timeline and the overview timeline.
6. Draw any additional milestones or intervals on the expanded timeline.
Note: Milestones and intervals added to the expanded timeline do not appear on the overview timeline. However, if you add a milestone or interval to the overview timeline within the date range of an expanded timeline, it appears on the expanded timeline as well. Visio synchronizes changes to milestones or intervals with the associated timelines.
You can use the mouse to change the expanded timeline in the following ways:
✦ Move — Drag the expanded timeline to the location you want on the drawing.
The expanded timeline’s association with the overview timeline is maintained even when you move it.
✦ Resize — Select the expanded timeline and drag any of the four selection handles to the size you want. This only resizes the timeline, and does not change the dates.
✦ Change the start or end date — Select the expanded timeline. On the overview timeline, drag the yellow control handles to the new date.

[bookmark: _Toc287443618]SYNCHRONIZING MILESTONES AND INTERVALS

Just as Visio synchronizes milestones and intervals in overview and expanded timelines, you can synchronize milestones and intervals across multiple timelines on a page. You can synchronize existing milestones or intervals or you can create the synchronization using the Synchronized Milestone and Synchronized Interval shapes.
To synchronize a milestone or interval with another, follow these steps:
1. Use one of the following methods to select a milestone or interval:
• Existing shapes — Select the milestone or interval you want to synchronize.
• New shapes — From the Timeline Shapes stencil, drag the Synchronized Milestone or Synchronized Interval shape onto the timeline.
2. Choose Timeline ➪ Synchronize Milestone or Timeline ➪ Synchronize Interval.
3. In the Synchronize With drop-down list, select the milestone or interval with which the selected shape should be synchronized.
4. Select the date format if necessary and click OK. A gray, dotted line appears, showing the synchronization between the milestones or intervals.
Note: Deleting the gray, dotted line does not remove the association between synchronized milestones or intervals. To break the link between synchronized milestones or intervals, delete one of the synchronized shapes. You can then add it back as a regular unsynchronized shape.

[bookmark: _Toc287443619]MODIFYING TIMELINES

For existing timelines, you can modify dates and times as well as the overall look of a timeline. To change date or time information and formats, select the timeline and choose Timeline ➪ Configure Timeline. In the Configure Timeline dialog box, use one or more of the following methods:
✦ Start and end dates — Select the Time Period tab if necessary. Under Time Period, change the start or finish dates.
✦ Timescale — Select the Time Period tab if necessary. In the Time Scale drop-down list, select the timescale you want, such as Months or Weeks.
The timescale specifies the tick marks and interim dates that show on the timescale.
✦ Date or time format — Select the Time Format tab. Under Show Start and Finish Dates on Timeline, select the date format you want in the Date Format drop-down list. To change the date format for interim dates, select the format under Show Interim Time Scale Markings on Timeline.
✦ Timescale date and markings — Select the Time Format tab. Uncheck the Show Interim Time Scale Markings on Timeline check box if you don’t want any tick marks or dates between the start and finish dates. Uncheck the Show Dates on Interim Time Scale Markings check box if you don’t want interim dates to show. Your start and finish dates, as well as any milestone and interval dates, still appear.
✦ Revise dates automatically — Select the Time Format tab. Check the Automatically Update Dates When Markers Are Moved check box when you want dates to dynamically change as you move milestones or intervals along the timeline (this is the default). Uncheck this check box if you do not want dates to update automatically.
You can change the look of your timeline in the following ways:
✦ Change the timeline orientation — Select the timeline and drag the selection handles to move the timeline to a vertical orientation.
✦ Change the type of timeline — Right-click the timeline and choose Set Timeline Type from the shortcut menu. In the Timeline Type drop-down list, select the type of timeline you want.
✦ Show arrowheads — Right-click the timeline and then choose Show Start Arrowhead or Show Finish Arrowhead.
Note: To delete a timeline, select it and press Delete. All milestones, intervals, and any other shapes associated with the timeline are deleted as well.



[bookmark: _Toc287443620]SCHEDULING PROJECTS USING GANTT CHARTS

The Gantt chart is one of the most popular diagrams for showing project task information.
With a Gantt Chart, you can list tasks next to charts of task bars, milestone markers, and other symbols along a horizontal timescale. Using the Gantt Chart template to draw a Gantt chart in Visio can be helpful in the initial planning stages of a project when you’re developing a broad outline of project phases and milestones.
A Visio Gantt Chart also be helpful during project execution when you’re preparing presentations or progress reports.
[image: ]
With the Gantt Chart template, you can perform the following actions:
✦ Draw a Gantt Chart — Use the Gantt Chart Frame, Column, and Row shapes to define the Gantt Chart drawing.
✦ Draw task bars and milestones — Indicate the scheduling of tasks with the Task Bar shape, and the major accomplishments with the Milestone shapes.
✦ Create a hierarchy of project tasks — Indent and outdent tasks to create summary tasks and subtasks.
✦ Link tasks — Show dependencies between predecessor and successor tasks using the Link Lines shape.
✦ Specify working time — Indicate the normal working days and hours for your project team.
✦ Explain the Gantt Chart to others — Use the Title, Legend, Text Block, and Horizontal Callout shapes to add clarification to the Gantt Chart.
✦ Add columns — Insert predefined or custom project fields, such as Resource Names or % Complete, in the table area of the Gantt Chart.
✦ Format the Gantt Chart — Specify the look of the task bars, milestones, summary task bars, and text.
✦ Exchange project data — Import and export project information with Microsoft Project.
Note: The Visio Gantt Chart is primarily a visual representation of a project. It uses SmartShapes technology and can perform basic calculations among start dates, finish dates, and durations. However, the Visio Gantt Chart does not calculate resource allocation, budget estimates, and other typical project management information. To perform such project management activities, use a software tool such as Microsoft Project.
[bookmark: _Toc287443621]CREATING GANTT CHARTS

Start a new Gantt Chart drawing by setting up the overall parameters of the project. Next, specify the details for individual tasks. Add milestones, organize the tasks into a hierarchical outline or work breakdown structure, and link tasks together to show task dependencies.
To create a new Gantt Chart in Visio, follow these steps:
1. Choose File ➪ New ➪ Project Schedule ➪ Gantt Chart. A new drawing with the Gantt Chart Shapes stencil, the Gantt Chart toolbar, and the Gantt Chart menu appears, along with the Gantt Chart Options dialog box.
Note: To add a Gantt Chart to an existing drawing, choose File ➪ Shapes ➪ Project Schedule ➪ Gantt Chart Shapes. From the Gantt Chart Shapes stencil, drag the Gantt Chart Frame shape onto the drawing.
2. In the Gantt Chart Options dialog box, specify the number of tasks you want to define, the major and minor timescale units, the duration time units you prefer, the anticipated start and finish date for the project, and so on.
Caution: Under Time Units, don’t make your timescale too detailed for the timescale date range you specify. For example, if your timescale range is a year, and you set the time units for days within months, your chart will be much larger than what can fit on a standard page.
3. When you’re finished, click OK to build and display the Gantt Chart.

To enter task details in the table area of your Gantt Chart, follow these steps:
1. Zoom into the Gantt Chart if necessary to see text in the columns.
2. In the Task Name column, double-click Task 1 in the first row and change Task 1 to the first task name in your project. When you’re finished, double-click Task 2 and repeat the process. Repeat this for each task in your project.
3. In the Start and Finish columns, double-click a date and change it to the date for the corresponding task. When you’re finished, click outside the field.
4. In the same way, change the Duration field to the duration you want for the corresponding task.
Although you can specify the start date, finish date, and duration for tasks by typing in their table columns, you can also specify this information by dragging task bars under the dates indicated on the timescale of the Gantt Chart. When you select a task bar, selection handles and control handles appear, which you can use to define task information. Specify task details in the chart area of the Gantt Chart as follows:
✦ Change the start date — Drag the left green selection handle to the left or right until it’s under the start date you want. The date in the Start Date column for the task changes as well.
✦ Change the finish date — Drag the right green selection handle to the left or right until it’s under the finish date you want. The date in the Finish Date column for the task changes as well.
✦ Change the task duration — Drag either green selection handle until the task bar spans the number of days you want. The amount in the Duration column for the task changes as well.
✦ Indicate progress in the task bar — Drag the left yellow control handle toward the right in the task bar to display a pink progress bar.

[bookmark: _Toc287443622]NAVIGATING IN GANTT CHARTS

Tools on the Gantt Chart toolbar  help you scroll to task bars or dates in your Gantt Chart. Use the following tools to scroll the chart area within your Gantt Chart.
[image: ]
✦ Go To Start — Shows the first task bar in the project
✦ Go To Previous — Shows the time period just before the period currently showing
✦ Go To Next — Shows the time period just after the first period currently showing
✦ Go To Finish — Shows the last task bar in the project
✦ Scroll To Task — Shows the task bar for the currently selected task
[bookmark: _Toc287443623]ADDING MILESTONES

To add a milestone to your Gantt Chart, follow these steps:
1. From the Gantt Chart Shapes stencil, drag the Milestone shape onto the task above which you want to insert a new milestone task. Visio inserts a new task above that point and the milestone marker appears in the chart area.
2. Double-click New Task in the Task Name column and then change the placeholder name to the milestone name.
3. Change the Start Date field to the milestone date. In Visio, milestones must have a duration of 0, so as soon as you enter the start date, Visio updates the finish date to the same date. You can also drag the milestone marker in the chart area to the date you want. Visio updates the fields in the Start and Finish columns automatically.
Note: Leave the duration for the milestone task at 0. If you add a duration, the milestone marker changes to a Task Bar shape in the chart area. Likewise, if you change a task duration to 0, its task bar changes to a milestone marker.

[bookmark: _Toc287443624]ORGANIZING TASKS

You can set up the tasks in your Gantt Chart as an outline of summary tasks and subtasks. This is helpful for setting up individual tasks within phases or for subdividing tasks with larger scope into their component tasks, as in a work breakdown structure. To arrange tasks into a hierarchy of summary tasks and subtasks, follow these steps:
1. Add all the summary tasks and subtasks in the proper order for the hierarchy.
2. Select the task you want to transform into a subtask of the task above it.
3. Click the Indent tool on the Gantt Chart toolbar or choose Gantt Chart ➪ Indent, which makes the following changes:
• Visio indents the selected task to show that it’s a subtask of the task above it.
• Visio bolds the font for the task above, indicating that it’s now a summary task of the indented tasks below it.
• The summary task information calculates rolled up values for all its subtasks.
• The task bar for the summary task is marked with triangular end points, and represents the start, finish, and duration for all subtasks.



[bookmark: _Toc287443625]LINKING TASKS

Many tasks cannot start until other tasks are completed, a condition which is known as a task dependency, or task link. To link tasks to show their dependencies, follow these steps:
1. Select the first task or the predecessor you want to link. Then Shift+click or Ctrl+click the second task, or successor. Click as many tasks as you want in the order that you want them linked.
2. On the Gantt Chart toolbar, click the Link Tasks tool. Visio links the selected tasks in a finish-to-start relationship, as shown by link lines in the chart area of the Gantt Chart. Start and finish dates might be recalculated to reflect the scheduling changes caused by the new task links.

[bookmark: _Toc287443626]ANNOTATING GANTT CHARTS

You can polish up Gantt Charts by adding annotations. From the Gantt Chart Shapes stencil, drag one or more of the following shapes to the Gantt Chart drawing:
✦ Title
✦ Legend
✦ Text Block (8-point, 10-point, or 12-point text)
✦ Horizontal Callout or Right-Angle Horizontal (callout)

[bookmark: _Toc287443627]MODIFYING THE CONTENT IN GANTT CHARTS

After you’ve built your Gantt Chart, you can modify it to make necessary adjustments or add detail. You can add and delete tasks or show and hide columns in the table area of the Gantt Chart. Use one or more of the following methods to modify the content of your Gantt Chart:
✦ Add a new task — Click the task above which you want to add a new task. On the Gantt Chart toolbar, click New Task. You can also choose Gantt Chart ➪ New Task or drag the Row shape from the Gantt Bar Shapes stencil onto the Gantt Chart. Type the name of the new task along with the start date, finish date, duration, and any other task information.
✦ Delete a task — Select the task you want to delete. On the Gantt Chart toolbar, choose Delete Task, or choose Gantt Chart ➪ Delete Task.
✦ Rename a task — Double-click the task name, edit the name, and press Esc.
✦ Add a column to the table — Click the column heading to the left of where you want the new column. Choose Gantt Chart ➪ Insert Column or drag the Column shape from the Gantt Chart Shapes stencil onto the Gantt Chart. In the Column Type drop-down list, select the field you want to add, such as % Complete or Actual Duration. To add a custom column, select one of the User Defined fields, such as User Defined Duration. Click OK.
✦ Remove a column from the table — Click anywhere in the column you want to delete. Choose Gantt Chart ➪ Hide Column

[bookmark: _Toc287443628]FORMATTING GANTT CHARTS

To clarify a Gantt Chart, you can format how Visio displays time-based information. You can also change the appearance of chart area elements to make a Gantt Chart more compelling. Format your Gantt Chart in the following ways:
✦ Change timescale dates and units — Choose Gantt Chart ➪ Options and then select the Date tab if necessary. Under Time Units, specify the major and minor time periods for the timescale in the chart area of the Gantt Chart.
Under Duration Options, specify the time unit for duration. Under Timescale Range, specify the start and finish dates for the project.
✦ Change the look of task bars and milestones — Choose Gantt Chart ➪ Options and then select the Format tab. Specify the shapes on the ends of task bars and summary bars (the type of text appearing in or around the task bars) and the shape of milestones.
✦ Change text formatting in the table area — Select the text you want to format and then choose Format ➪ Text.
✦ Change colors in the Gantt Chart — Select the item whose color you want to change and choose Format ➪ Fill.



[bookmark: _Toc287443629]BUILDING PERT CHARTS

Like Gantt charts, Program Evaluation and Review Technique (PERT) charts are also popular for displaying project task information in a network diagram layout.
Each task is represented by a box, or node, which is connected to other nodes in the PERT chart via their task links in a manner similar to a flowchart. Each node contains task information such as task duration, start date, and finish date. Use Visio to create PERT charts showing the relationship between tasks in your project.
[image: ]
[bookmark: _Toc287443630]CREATING PERT CHARTS

To create a new PERT Chart in Visio, follow these steps:
1. Choose File ➪ New ➪ Project Schedule ➪ PERT Chart. A new drawing containing the PERT Chart Shapes stencil appears.
Tip: To add a PERT Chart to an existing drawing, choose File . Shapes . Project Schedule . PERT Chart Shapes.
2. From the PERT Chart Shapes stencil, drag the PERT 1 or PERT 2 shape onto the drawing. The PERT 1 shape creates a task node containing the task name, with six boxes in which to enter task details. The PERT 2 shape contains four additional boxes for task details.
3. Drag a PERT node shape onto the drawing for each project task you want to show. It’s best to use the same type of PERT shape for all tasks.
4. To enter a task name, select a node and then type the task name. When you’re finished, press Esc.
5. To enter other task information in the node, first select the node, select a text box, type the information, and then press Esc.
Tip: To empty a text box, select it, press the spacebar, and then press Esc.
6. To show a task dependency from one node to another, click the Connector tool on the Standard toolbar, click the Line Connector, Line-curve Connector, or Dynamic Connector in the PERT Chart Shapes stencil, and then drag from the predecessor to the successor node.
7. To add a legend or callouts, drag the Legend shape onto the drawing and update the text to help others understand the information in your task nodes, or drag the Horizontal Callout or Right-Angle Horizontal shape onto the drawing.
[bookmark: _Toc287443631]SUMMARIZING PROJECTS ON PERT CHARTS

You can use the PERT Chart’s Summarization Structure shape to create a high-level graphical overview of a project. To do this, follow these steps:
1. Choose File ➪ New ➪ Project Schedule ➪ PERT Chart. A new drawing containing the PERT Chart Shapes stencil appears. To add a PERT Chart to an existing drawing, choose File ➪ Shapes ➪ Project Schedule ➪ PERT Chart Shapes.
2. From the PERT Chart Shapes stencil, drag the Summarize Structure shape onto the drawing.
3. Type the text you want in the box. The drawing instantly zooms when you begin typing. When you’re finished, press Esc, and the drawing zooms out.
4. Repeat steps 2 and 3 for the additional shapes in your project summary.
5. To show links among the summary structures, drag the yellow control handle in a structure lower in the hierarchy to the connection point on the bottom of the related structure above it.
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[bookmark: _Toc287443632]INSERTING PICTURES AND OBJECTS
[bookmark: INSERTINGAPICTURE][bookmark: _Toc287443633]INSERTING A PICTURE

Most graphic formats can be inserted into Visio.
To insert a picture onto a drawing page
From the INSERT menu select PICTURE
From the dialog box, select the picture location and file name
Press the OPEN button to insert the picture.
[bookmark: EMBEDDINGANOBJECT]
[bookmark: _Toc287443634]EMBEDDING AN OBJECT

When an object from another application is embedded in a Visio drawing file, you are still able to edit from inside Visio using its source program tools.  The link to the source program is lost so any changes that you make to the embedded object do not affect the file that it came from. 
To embed an object using copy and paste
Select the item to be copied and press the COPY button (or that programs equivalent)
View the Visio drawing page where you wish to paste the item
Press the PASTE button or PASTE from the EDIT menu.
To embed an object using the INSERT menu
From the INSERT menu select INSERT OBJECT [image: ]
From the OBJECT TYPE list, select the type of object that you wish to insert
Select whether the object is already in existence (CREATE FROM FILE), if you are going to create it there and then (CREATE NEW) or if you want only to display the files icon which can be double-click to launch the embedded object (DISPLAY ICON).
If you select to CREATE FROM FILE, the BROWSE button will enable you to search for the file
Click the OK button in the Insert Object dialog box to finish.

[bookmark: LINKINGANOBJECT][bookmark: _Toc287443635]LINKING AN OBJECT

An embedded object is an object from an application other than Visio; for example, it could be an Excel spreadsheet, a PowerPoint slide or a chart from Excel.  Create a link to an embedded object when the source file is going to be updated and the Visio drawing file needs to reflect any changes.
To create a link to a file using copy and paste
Select and copy the object to be linked (e.g. a Microsoft Excel table)
In the Visio drawing file select PASTE SPECIAL from the EDIT menu
Check the PASTE LINK option and click OK
Changes made the source file will reflect in the Visio file.  
You can double click the embedded object to change it at its source.
To create a link to a file using Insert
In the Visio drawing file select OBJECT from the INSERT menu
Select CREATE FROM FILE and locate the required file with the BROWSE button
Check LINK TO FILE in the Insert Object dialog box.
Click OK
As above, changes made the source file will reflect in the Visio file.  
You can double click the embedded object to change it at its source.

[bookmark: INSERTINGFIELDS][bookmark: _Toc287443636]INSERTING FIELDS

A Field is a text ‘placeholder’ that displays information such as when a files was lasted edited, by whom and the number of pages in a file.  This information is automatically updated when the file is changed.  
A Field can also read information from Lotus Notes.
To insert a field
A text field must be place in either a shape or a text box and can be used on a foreground or (most often) on a background page.
Double-click a shape to activate the text insertion point or draw a text box
From the INSERT menu select FIELD
From the Field dialog box select the CATEGORY of field, the FIELD and the FORMAT of the field.
Click OK 
[image: ]

Note:  often a Page Number field is placed on a background that is assigned to several of the foreground pages in a file.  Occasionally, the page numbers do not appear to update when view however, they do tend to correct themselves when they print.
©TCS, 2007. All rights reserved


[bookmark: Module7][bookmark: _Toc287443637]WORKING WITH SHAPESHEETS
[bookmark: UNDERSTANDINGTHESHAPESHEET][bookmark: _Toc287443638]UNDERSTANDING THE SHAPESHEET

Each Visio shape has its own Shapesheet spreadsheet; a detailed description of what makes the shape, its dimensions, where it is placed, how it reacts when modified etc…
Each section within the Shapesheet relates to a different aspect of the shape and shows the properties of the aspect that can be changed.  For example, the Shape Transform section contains general positioning information about a shape; its width, height, angle, and center of rotation (pin); whether the shape has been flipped; and how the shape should behave when resized within a group. 
Many of the properties within the shape sheet can be controlled with the general shape formatting commands.  For example, if you change the size of the font inside the shape on the drawing page, you will see that it also changes in the Character section on the Shapesheet.
To view a shapes Shapesheet
Select the shape on the drawing page
From the WINDOW menu select SHOW SHAPESHEET
The drawing screen will shrink to allow the Shapesheet to share the window space.
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To close the Shapesheet
Click the X button at the top right of its window
Note: you will need to also MAXIMISE the drawing window again.
[bookmark: CHANGINGSHAPESHEETPROPERTIES][bookmark: _Toc287443639]CHANGING SHAPESHEET PROPERTIES

The properties in the Shapesheet can be changed simply by typing into the cells however, many properties are expressed as numbers or formulas (e.g. Times New Roman is expressed as the number 20) and you would need to look these up from the Developer section of the Visio Help.


[bookmark: _Toc287443640]USING SPECIAL FEATURES
[bookmark: CUSTOMPROPERTIESOFSHAPES][bookmark: _Toc287443641]SHAPE DATA OF SHAPES

A shape in a flowchart can store data about the cost, duration, and resources involved in the process the shape represents, these are Shape Data (like fields in a database).  
Any Visio shape can have shape data; some Visio Masters already come with them, you can add, remove or edit the shape data for most stencil shapes and shapes that you draw in Visio.
With shape data, a shape can act as a visual database field that stores data you can retrieve in a report.
The shape data for a shape can be seen in the shapes Shapesheet.
 (
Shape data
)[image: ]

To enter shape data for a shape
Right-click the shape on the drawing page and select SHAPE then PROPERTIES
[image: ]
If a shape has shape datathen they will appear and you can simply enter the data.
To define new shape data
User-defined shape data should always be added to Master shapes or they will not appear in any property reports that are generated.
Right-click the stencil title and select EDIT
Right-click the Master shape that you wish to edit and select EDIT MASTER
Right-click the shape and select SHAPE then PROPERTIES
If the shape has no custom properties, a dialog box will ask if you wish to define some – press 	the YES button
Or, if you wish to add to existing shape datapress the DEFINE button in the Shape Data dialog 	box.
In the Define Shape Data box, press the NEW button to add a new Custom Property (or Field) 	– it will be call Property#
Enter and select settings for the shape data
Press the OK button when you have finished, this will return you to the Shape Data box where 	the new field will be displayed, click OK to close.

 (
Existing Properties (or Fields)
) (
Help text that will appear in the Shape 
databox
 to help the user.
) (
The value initial value (can be left blank) 
) (
Select a format 
) (
Data type – select from drop-down
) (
Field Name
) [image: ]

When you have finished defining custom properties, close the Master Drawing Window using 	the X button
When asked if you wish to UPDATE THE MASTER choose YES.
When you have finished, Right-click the stencil name and select SAVE, then EDIT.
	Each instance of that Master will now contain the user-defined shape datawhen you drag and 	drop them onto the drawing page.
To view shape data for shapes
Right-click any shape on the drawing page
Select PROPERTIES
A window will open on the screen to show shape data for that shape that you have selected.
The window remains open until you close it.
[image: ]
[bookmark: WORKINGWITHHYPERLINKS]
[bookmark: _Toc287443642]WORKING WITH HYPERLINKS

A hyperlink is a link attached to a shape on the screen that when you click on it, you are transported to a different location.
You can add hyperlinks to each Visio shape and drawing page. The links can jump to another page in the same Visio drawing, another Visio drawing, another application or even a Web site. 
To add a hyperlink to a shape
Select the shape on the drawing page that you wish to add the shape to
From the INSERT menu select HYPERLINKS
Enter the link details and click OK

 (
Make the selected hyperlink the default.
) (
Delete the selected hyperlink.
) (
Add a new hyperlink.  It is possible to have more than one link from a Visio shape.
) (
Text that appears when you pause over the shape containing the link.
) (
Specifies the location in a file or Web site that you want to link to, such as a specific page or anchor.
) (
Type a URL or click BROWSE to find a file.
) [image: ]

A hyperlink symbol will appear on the cursor when you move over a shape containing a 				hyperlink.

To use a hyperlink in a page
Right-click the shape containing the hyperlink
The hyperlink (or hyperlinks) will be displayed at the top of the menu list
Click a hyperlink name to jump to it

To use a hyperlink in Full Screen mode
Full Screen mode shows the Visio drawing without any stencils, toolbars, menus etc…  It is a useful way to view drawings when you are not working on them.
From the VIEW menu select FULL SCREEN
When you move over a shape containing a hyperlink, the cursor will change to a hand
Click the shape; either you will jump to the link destination or, if there are multiple links, a list will appear for you to select from.
To come out of Full Screen mode, press ESC on the keyboard.
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Save with

Promotions
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Reference

material

Available online through

your delegate account.



Comprehensive reference

material with 100+ pages, 

containing step-by-step

instructions.
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