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Using Microsoft Visio 2002

When you have completed this learning module you will have seen how to:
¢ Use Microsoft Visio 2002

e Use File Types

¢ Use the Microsoft Web Site

e Work in the Visio Window

e Use the Drawing Page

e Use Stencils

¢ Use the Template Preview

o Use the Task Pane

e Show a Toolbar

¢ Hide a Toolbar

e Move a Toolbar

e Use the Standard Toolbar

e Use the Formatting Toolbar

e Use the Ask a Question Box

e Use Microsoft Visio Help

e Take the Getting Started Tour

What is Visio?

Using Microsoft Visio 2002

e Visio 2002 is the diagramming solution offered by Microsoft Office. Business
professionals can communicate ideas and processes using a variety of
diagrams.

Note: Visio 2002 is available in Standard and Professional editions. This
training manual covers Visio Standard.

Using File Types
¢ By default/Visio 2002 saves files/as drawingspwith the .wsd extension.

Visig 2002 allows you to change an existing stencil or create a new stencil.
Stencils'are saved with'the .vss extension.

Saving a drawing as a template allows you to use a drawing as a model from
which to base future drawings. Templates are saved with the .vst
extension.

Note: Drawings, stencils, and templates can also be saved in XML format.
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Using the Microsoft Web Site

e The Microsoft Office Web site provides Visio users with support, downloads,
tools, and product documentation. You can visit the Visio Web site at
http://www.microsoft.com/office/visio/

OR from the main menu, select Help = Visio on the Web:

i

Help

Mizrozaft Visio Help

Developer Reference

Yizio on the Web e
Office on the wieb”®

& [E] & &

Activate Product...

Detect and Bepair...

About Microzoft Wisio

Getting to Know the Visio Environment

Working in the Visio Window

The Visio window can be divided into four distinct areas:

e The Drawing Page is the main area where all work is performed.
e Stencils are panels that appear to the left of the drawing page.

e The Template Preview covers the drawing page when displayed.
e The Task Pane is the panel to the right of the drawing page:

I

B [ e jrew fpms ok Puge eds e T

D-FHy &% W o-o- F-BR]f-A-0-8- m « 7 * .
s co s m sy EE]E G-k R =-E. Preview Template

NATATATAT AT AT AT AT AT |

Stencils Task Pane

Using the Drawing Page

o The Drawing Page is the main area where drawings and diagrams are
created. The drawing page displays the printable drawing area.
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Using Stencils

o Stencils related to a drawing type open automatically when a new drawing is
created using a template. Visio 2002 offers a variety of stencils containing
different shapes that can be used.

Using the Template Preview

o By default, the Template Preview is displayed when you open Visio 2002.
The Template Preview displays various categories of drawing types and
their corresponding templates.

¢ When displayed, the Template Preview covers the drawing page and stencil
areas.

To display or hide the Template Preview:

e Click the Hide template previews or Show template previews bar on the New
Drawing Task Pane:

| Hide template previews I~
)

Using the Task Pane

e The Task Pane lists common tasks you may want to perform in Visio. Task
Pane titles are descriptive to help you quickly locate the task you want.

e Task Panes available in Visio 2002 include New Drawing, Search, and
Insert Clip Art.

¢ By default, the New Drawing Task Pane (with the Template Preview) is
displayed when you open Microsoft Visio 2002.

To display the Task Pane (if it has been closed):

¢ From the main menu, select View = Task Pane (you will see a check mark
beside it when the Task Pane is visible).

Note: The most recently used Task Pane will"be displayed.

To'display other Task Panes:

¢ Click the OtherTask Panes down arrow and select another Task Pane from
the drop-Zdown menu:

G Mew Drawing F

Open a ¢ Mew Drawing
EH Tes| Search 1. |

Tes Inzert Clip .ﬁ.rt“g

To switch between the most recently used Task Panes:
e Click the Back or Forward arrows in the upper-left corner of the Task Pane.
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To close a Task Pane:
o Click the Close button to the right of the Other Task Panes down arrow.

Getting to Know Visio Toolbars

About Visio Toolbars

e Visio has twelve (12) toolbars including the Task Pane. By default, the
Standard and Formatting toolbars are displayed. The remaining toolbars
are used for specific functionality in Visio.

Showing a Toolbar
¢ From the main menu, select View > Toolbars.

o Select the toolbar you want to display (you will see a check mark beside the
toolbar when it is visible):

Standard
Formatting

Action

Developer

| Farmat Shape [:

Faormat Test

Layout & Routing
Shap & Glue
Stencil

Taszk Pane

View

Web

Customize...

Hiding a Toolbar

¢ From the main'menu, select'View =|Toolbars.

s Select the toolbar you want to hide (you will not see a check mark beside a
toolbar when it is hidden).

Moving a Toolbar

e Place your mouse over the vertical lines at the left side of the toolbar. Your
mouse cursor must change to the Move cursor:

D-cHonaR Y
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Click and drag the toolbar to its new destination.

Using the Standard Toolbar

The Standard toolbar provides quick access to commonly used actions. Each
action is represented by a button. When you move your mouse pointer over
a button, it is highlighted in blue and a descriptive tool tip appears. Click the

action/button you want to use.

The following are buttons on the Standard toolbar:

b - New — Create a new blank drawing or a new drawing based on a
template, using the drop-down menu.

L= Open — Open a drawing.
—
Save — Save a drawing.
= E-mail — E-mail a drawing.
| Search — Display the Basic Search Task Pane.
= Print Page — Print a drawing.
[& Print Preview — Preview a drawing.
o . ,
Spelling — Check spelling.
& Cut — Cut selected items.

Be . .
Copy Drawing — Copy. selectedjite msg

@ Paste + Paste\the last item cut or copied.
< Format Painter — Copy formatting.
.

Undo — Undo the last action or multiple actions using the drop-down
menu.

7 Redo — Redo the last undo action or multiple undo actions using the

drop-down menu.

L - Open Stencil — Open a stencil using the drop-down menu.
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et Find Shape — Search for shapes in existing stencils and on the Web.
k Pointer Tool — Select shapes.

& Connector Tool — Select the Connector Tool, Connection Point Tool, or
Stamp Tool using the drop-down menu.

A - Text Tool — Select the Text Tool or Text Block Tool using the drop-
down menu.

- Rectangle Tool — Select the Rectangle Tool or Ellipse Tool using the

drop-down menu.

S Line Tool — Select the Line Tool, Arc Tool, Freeform Tool, or Pencil Tool
using the drop-down menu.

G- Rotation Tools — Select the Rotation Tool or Crop Tool using the drop-
down menu.

R0 . . .
Zoom — Zoom in or out of a drawing using the drop-down menu.

) Microsoft Visio Help — Display Microsoft Visio Help.

~ Toolbar Options — Customize the Standard toolbar using the drop-down
menu.

Using the Formatting Toolbar

o The Formatting toolbar provides quick access to commonly used formatting
actions. Each.,action is represented, by a button. \When you move your.
mouse pointer over a button, it is highlighted in blue.and a descriptive tool
tip appears./Click .the formatting action/button you want to use.

e The following are buttons on the/Formatting toolbar:

Baic Ok Style —Apply’' a style to selected text.

e * Font — Select a font type from the drop-down menu.

Bt Font Size — Select a font size from the drop-down menu.

B Bold — Apply bold style to selected text.
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Italic — Apply italic style to selected text.

Underline — Apply underline style to selected text.

Align Left — Align text to the left.

Align Center — Align text to the center.

Align Right — Align text to the right.

>

" Text Color — Change the font color using the drop-down menu.

s

" Line Color — Apply a line color using the drop-down menu.

@

" Fill Color — Apply a fill color using the drop-down menu.

" Line Weight— Change the line weight using the drop-down menu.

Line Pattern — Change the line pattern using the drop-down menu.
Line Ends — Change line ends using the drop-down menu.

T Toolbar Options — Customize the Formatting toolbar using the drop-down
menu.

Getting Help

Usingthe Ask a Question Box

The Ask a Question Box allows you to type in key words relevant to the
topic with which you would like help.f It is locatedsin the main menu atithe
top right of yourscreen:

|T)fp§.-‘=ﬂ;":-' help vi|

To use the Ask a Question Box:

Type in a question using natural language.
Press the Enter key on your keyboard.
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Using Microsoft Visio Help

e Microsoft Visio Help offers help using a Help window divided into three
tabbed sections: Contents, Answer Wizard, and Index.

e The Contents section offers a list of topics and sub-topics. Double-click a
topic to open it.

e The Answer Wizard section searches for answers to any question you type.

e The Index section displays index entries which can be searched.

To use Microsoft Visio Help:
¢ From the main menu, select Help = Microsoft Visio Help

OR click the Microsoft Visio Help button on the Standard toolbar:

(2]

Taking the Getting Started Tour
e The Getting Started tour is useful for learning the basics of Visio 2002.

To take the Getting Started tour:

e From the main menu, select Help = Microsoft Visio Help.
o Click the Getting Started link in the Microsoft Visio Help pane:

# Microsoft ¥isio Help -
What's New
L

earn about the new
Features in Microsoft

Visio Skandard 2002,

Microsoft Office 1
Web site N
Yisit the Micrasaft i

COffice Web site to find
additional products,
service, and
assistance, B

Microsaft Yisio
drawings. - |

Review Questions

How would you:
e Use Microsoft Visio 2002?
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e Use File Types?

¢ Use the Microsoft Web Site?
e Work in the Visio Window?

e Use the Drawing Page?

e Use Stencils?

e Use the Template Preview?

o Use the Task Pane?

e Show a Toolbar?

¢ Hide a Toolbar?

e Move a Toolbar?

e Use the Standard Toolbar?

e Use the Formatting Toolbar?
e Use the Ask a Question Box?
e Use Microsoft Visio Help?

e Take the Getting Started Tour?

SAMPLE
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Working with Drawings

When you have completed this learning module you will have seen how to:
e Display Drawing Categories and Templates
e Browse Category Templates

e Browse Sample Drawings

e Display the New Drawing Task Pane

e Create a New Blank Drawing

e Create a Drawing from an Existing Drawing
e Create a Drawing from a Template

e Open an Existing Drawing

¢ Display the Basic Search Task Pane

e Search for Files

e Customize Searches

e Use Search Results

e Save a Drawing

e Change Drawing Properties

e Save a Drawing as a Web Page

e Close a Drawing

Exploring Visio

Displaying Drawing Categories and Templates

e The Template Preview is divided into drawing categories and templates.
Although the Template Preview is displayed by default when Visio 2002 is
opened, you may need to access templates at a later stage.

To display drawing categories and templates:
e From the main menu, select File = New = Choose Drawing Type.

Browsing Categoty Templates

¢ The first time you open Visia 2002, you will be prompted to click a category
to browse' drawing templates:

Category Template

-

[ Building Plan _(

[ Flowchart Click a category to browse
DEnAT drawing templates.

[ Formg and Charts —L

[ Map

[ Metwark,

[ Orgarnization Chart

[ Project Schedule
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To browse a category of templates:

o Click on the category. This displays corresponding templates in the
Template area:

Template

B azic Diagram Block Diagram Block Diagram with
Perspective

Browsing Sample Drawings

e Sample drawings are useful for getting an idea of what each drawing
template can communicate:

To browse sample drawings:

e From the main menu, select File > New > Browse Sample Drawings.
e Select the sample drawing you want to view.

e Click Open.

Using the New Drawing Task Pane

About the New Drawing Task Pane
¢ The New Drawing Task Pane provides a central point to create a new

ne ith thesTemplate
ncl to w or hide
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Displaying the New Drawing Task Pane
e From the main menu, select File = New = Choose Drawing Type:

@ & Hew Drawing * X

Open a drawing
Office Layouk (US units),wsd
Organization Chart (U5 units),wsd

Tesk, vss

=& More drawings. ..

Mew

[ Elank drawing

Mew from existing drawing

@ Choose drawing. ..

Mew from template
Biasic Diagram (LS units),wsk
Mind Mapping Diagram {15 units),:
(= More templates. .,

| Show template previews

@ Microsaft Yisio Help
[w] Show at startup

Creating or Opening a Drawing

Creating a New Blank Drawing

¢ Click the Blank drawing link on the New Drawing Task Pane in the New
area:

Me
[ Blankydrawi
OR k New butto n tandard toolbar

OR from the main menu, select File = New > New Drawing

OR press the Ctrl+N key combination.

Creating a Drawing from an Existing Drawing

¢ Click the Choose drawing link on the New Drawing Task Pane in the New
from existing drawing area:
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Mew from existing drawing

Eﬂ Chuusgﬁiawing. "

¢ This opens the New from EXxisting Drawing dialog box.
e Locate and select the file you want to base your new drawing on.
e Click Create New.

Creating a Drawing from a Template

e Creating a drawing from a template can be performed from the New
Drawing Task Pane or from the Template Preview.
e Templates are discussed in more detail in the next chapter.

To create adrawing from atemplate using the New Drawing Task Pane:

o Click the Choose template link on the New Drawing Task Pane in the New
from template area:

New from template

= Chuﬁse template. ..

e This opens the Browse Templates dialog box.
e Locate and select the template you want to base your new drawing on.
e Click Open.

Note: If you have previously opened a template, the template will be listed
on the New Drawing Task Pane. If the template is not listed, click More
templates:

New from template

] Mind Mapping Diagram (US units),
] Biasic Diagram (S units),wsk

= More kemplates. ..

Toereate a drawing from atemplate usingthe Template Preview:

o If the templategpreview is not displayed, click-Show template previews on
the New/Drawing Task Pane:

Show template previews I~

&

o Click a category to view templates.
e Click the template you want to base your new drawing on.
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Opening an Existing Drawing

Click the Choose drawing link on the New Drawing Task Pane in the Open
a drawing area:

Open a drawing
[ Choose u:Ir.E'u.-wing!I-._ll-I~

This opens the Open dialog box.
Locate and select the drawing you want to open.
Click Open.

Note: If you have previously opened a drawing, the drawing will be listed on
the New Drawing Task Pane. If the drawing is not listed, click More
drawings.

Open a drawing
map,wad
Dirawings, vad
Office Layauk (US units),wsd

= More drawings@

OR

Click the Open button on the Standard toolbar. This opens the Open dialog
box.

Locate and select the drawing you want to open.
Click Open.

Using the Basic Search Task Pane

Pan
Pan can searc rf on your
X a/tmlle
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a o Basic Search * X

Search for:

Search kext:

| Search | | Reskore |
@ Search Tips...

Other Search Options:

Seatch in:

|SE|EE|:EI:| locations | v|

Results should be;

|SE|EE|:EI:| file bypes | v|

Fast searching is currently disabled
Search ophions. ..

See also

B advanced Search

Displaying the Basic Search Task Pane
e Click the Search button on the Standard toolbar:

o

OR from the main menu, select File = Search.

Searching for Files

e Enter the text to search for in the Search text box.
e Click Search.

usto ing
ecta lo
° a fi

and speed

Using Search Results

To open afile from the search results:
e Click on a file in the Search Results list.
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OR

e Click the down arrow next to the file in the Search Results list.
e Select Edit with Microsoft Visio:

map,wsd

| Mew fram this fileg

Copy link to clipboard

Properties

Managing Drawings

Saving a Drawing
¢ From the main menu, select File > Save

OR press the Ctrl+S key combination

OR click the Save button on the Standard toolbar:

Note: If you are saving a new file, the Save As dialog box will open. Enter a
file name in the File name text box and click Save.

e This opens a Properties dialog box:

SAMPLE
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General  Summary |Contents|
Title: IMarketing
Subject: I
Author; ICDpyright {c) 2001 Microsaft Corporation.  All rights reserved.,
Manager: I
Company: I
Categoty: I
Keywords! I
Description:
Hyperlink I
base:
Preview: "/ Hope {* Fitstpage ) &llpages
Qualiby (%) Draft. ) Detaied
@I ] 4 I Cancel |

Note: The Properties dialog box only appears the first time you save a
Visio drawing. Information entered in the Properties dialog box appears in
the Open dialog box to help identify the file when you are searching for and
opening a Visio drawing.

e Enter the drawing properties you want.
e Click OK.

Changing Drawing Properties
e Accessing drawing properties is useful if you want to change the information

entered in the Properties dialog box the first time the Visio drawing was
saved.

To change drawing properties:

esr"From the mainsmenu, select File = /Properties:
s Enter the drawing properties you want.

o Click OK.

Savinga Drawing as.aWeb Page

e From the main menu, select File > Save as Web Page. This opens the
Save As dialog box.

e Enter a file name in the File name text box.

Note: To change the title of the Web page (the name that appears in the
Web page title bar), click Change Title. Enter a new name and click OK.

¢ Click Save.
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Closing a Drawing
e From the main menu, select File > Close.

Note: You will be prompted to save the drawing if there are unsaved
changes.

Review Questions

How would you:

e Display Drawing Categories and Templates?
e Browse Category Templates?

e Browse Sample Drawings?

e Display the New Drawing Task Pane?

o Create a New Blank Drawing?

e Create a Drawing from an Existing Drawing?
e Create a Drawing from a Template?

e Open an Existing Drawing?

o Display the Basic Search Task Pane?

e Search for Files?

e Customize Searches?

e Use Search Results?

e Save a Drawing?

¢ Change Drawing Properties?

e Save a Drawing as a Web Page?

e Close a Drawing?

SAMPLE
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Choosing a Drawing Type

When you have completed this learning module you will have seen how to:
e Create a Basic Diagram

e Create a Block Diagram

e Create a Block Diagram with Perspective
e Create an Office Layout

e Create an Audit Diagram

e Create a Basic Flowchart

e Create a Cause and Effect Diagram

e Create a Cross-Functional Flowchart

e Create a Mind Mapping Diagram

e Create a TQM Diagram

e Create a Work Flow Diagram

o Create Charts and Graphs

e Create a Form Design

e Create Marketing Charts and Diagrams
e Create a Directional Map

e Create a Directional Map 3D

e Create a Basic Network

e Create an Organization Chart

¢ Use the Organization Chart Wizard

e Create a Calendar

e Create a Gantt Chart

e Create a PERT Chart

e Create a Timeline

Working with Templates

About\isio 2002 Templates

e A Visio 2002 template is a '‘collection of items needed to create a spegific
drawing type.

Items specific to altemplate include Menus, Stencils, Shapes, and the
Prawing Page.

Template items change according to the template chosen.

Working with Block Diagram Templates
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Creating a Basic Diagram

e A Basic Diagram offers simple 2-D geometric shapes and directional lines
useful for drawing a plan or communications process, or mapping out a
concept.

To create a Basic Diagram:
¢ With the Preview Template open, click Block Diagram in the Category
list:

Chooze Drawing Type
Category

= Block Diagram:

[ Flowwchart

[ Forms and Charts
[ Map

[ Mebwark

[ Organization Chart
[ Project Schedule

e Click Basic Diagram in the Template list

OR from the main menu, select File = New = Block Diagram = Basic
Diagram.

Creating a Block Diagram

o A Block Diagram offers 2-D and 3-D geometric shapes and directional lines
useful for drawing a plan or communications process, mapping out a concept,
representing hierarchies with tree shapes, and creating onion diagrams with
partial layer shapes.

To create a Block Diagram:

o Withithe Preview Template open, click|Block'Diagram in the Category list.
e Click"'Block Diagram in the Template list:

Template

CT A O ]
1l il
O S B =)

B azic Diagram Block Diagram Block Diagram with
Perzpective

F
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OR from the main menu, select File = New > Block Diagram > Block
Diagram.

Creating a Block Diagram with Perspective

o A Block Diagram with Perspective offers 3-D geometric shapes,
directional lines, and a vanishing point for changing depth and perspective.
The vanishing point is automatically included on the drawing page when a
Block Diagram with Perspective template is opened. Shape perspectives
automatically align toward the vanishing point when placed on the drawing:

e

WP

I__I__
-

[

HE

To create a Block Diagram with Perspective:

o With the Preview Template open, click Block Diagram in the Category list.
¢ Click Block Diagram with Perspective in the Template list

OR from the main menu, select File = New = Block Diagram = Block
Diagram with Perspective.

Working with Building Plan Templates

Creating an Office Layout

o __An Office Layout offers cubicle, office accessory,, office equipment, office
furniture, wall,'door, and window shapes. | An Office\Layout is useful for
drawing office layouts, floor plans /inventory lists, and space plans.

To createran Officeglzayout:

e \With/the Preview Template open, click| Building Plan in|the Category list.
o Click Office Layout'in the Template'list:
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Template

;

Dffice Lapout

OR from the main menu, select File = New = Building Plan = Office
Layout.

Working with Flowchart Templates

Creating an Audit Diagram

¢ An Audit Diagram offers shapes for financial transactions, money
management, decision flowcharts, and other financial communications. Audit
diagrams are useful for analyzing financial processes.

To create an Audit Diagram:
e With the Preview Template open, click Flowchart in the Category list.
e Click Audit Diagram in the Template list

OR from the main menu, select File = New = Flowchart > Audit Diagram.

Creating a Basic Flowchart

e A Basic Flowchart offers basic shapes and connectors useful for drawing an
information flow, documenting procedures, and planning processes.

To create a Basic/Flow chart:

o With“the Preview Template open, click Flowchart in the Category list.
e Click Basic/Flowechart in the Template list

OR from the main 'menu, select File = New > Flowchart > Basic
Flowchart.

Creating a Cause and Effect Diagram

¢ A Cause and Effect Diagram offers effect, primary cause, and secondary
cause shapes to document factors that contribute to a given outcome. Cause
and effect shapes are automatically included on the drawing page when a
Cause and Effect Diagram template is opened:
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IO S

To create a Cause and Effect Diagram:

e With the Preview Template open, click Flowchart in the Category list.
¢ Click Cause and Effect Diagram in the Template list

OR from the main menu, select File = New > Flowchart = Cause and
Effect Diagram.

Creating a Cross-Functional Flowchart

e A Cross-Functional Flowchart shows the relationship between a process
and the organizational or functional units responsible for the process. The
Cross-Functional Flowchart offers bands, which represent the functional
units, and shapes, which are responsible for the processes:

E5
S

To create a Cross-Functional Flow chart:

e With the Preview Template open, click Flowchart in the Category list.
o  Click:Cross-Functional Flowchart in the Template list

O©R.from the mainimenu, select File = New > Flowchart > Cross-
Functional Flewchart!.

Note:. When you create a Crass-Functional Flowchart, wouwill be

prompted to select the number of bands in the flowchart and the orientation
of the bands:
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Crozs-functional flowchart |

Band arientation
&+ Horizankal " Wertical

= T
= E

iy

Mumber of bands: I 3:

v Include title bar

@l Ok I Cancel |

Creating a Mind Mapping Diagram
e A Mind Mapping Diagram offers graphical representations of thought

processes to create drawings depicting brainstorming and note-taking. Mind
maps are useful for meeting ideas, event planning, and outlines.

To create aMind Mapping Diagram:

e With the Preview Template open, click Flowchart in the Category list.
¢ Click Mind Mapping Diagram in the Template list

OR from the main menu, select File > New > Flowchart > Mind Mapping
Diagram.

Creating a TQM Diagram

o A"TOM Diagram is used to create a flowchartforTotal |Quality
Management projects.. TQM diagrams are |useful for drawing improve ment
plans and quality solutions.

To create a TQM Diagram.:

e w\With the/Preview Template open, click Flowchart in thexCategory list:
e Click TQM Diagram in the Template list

OR from the main menu, select File > New > Flowchart > TQM Diagram.

Creating aWork Flow Diagram

¢ A Work Flow Diagram is useful for describing, analyzing, and documenting
information flow, business processes, and human resources tasks.
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To create a Work Flow Diagram:
e With the Preview Template open, click Flowchart in the Category list.
e Click Work Flow Diagram in the Template list

OR from the main menu, select File = New > Flowchart > Work Flow
Diagram.

Working with Form and Chart Templates

Creating Charts and Graphs

e Charts and Graphs offer x-axis, y-axis, normal curve, and other shapes to
create 2-D and 3-D bar graphs, line graphs, pie charts, and feature
comparison charts:

e Charts and Graphs are useful for illustrating reports.

To create Charts and Graphs:

e With the Preview Template open, click Forms and Charts in the Category
list.

e Click Charts and Graphs in the Template list

OR from the main menu,.select File.= New.> Forms and Charts = Charts
and Graphs/

Creating a FormeDesign

o A Form Design is'useful for ¢reating product orders, inventory records,
customer-information; timesheets, rosters’, and other business forms.

To create a Form Design:

e With the Preview Template open, click Forms and Charts in the Category
list.

e Click Form Design in the Template list

OR from the main menu, select File = New = Forms and Charts = Form
Design.
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Creating Marketing Charts and Diagrams

¢ Marketing Charts and Diagrams are useful for drawing product life cycles,
the marketing mix, pricing matrices, time and cost analysis, and other
marketing processes. Marketing Charts and Diagrams include 2-D and 3-
D bar graphs, circle spoke drawings, line graphs, market analysis drawings,
pie charts, and pyramids:

To create Marketing Charts and Diagrams:

¢ With the Preview Template open, click Forms and Charts in the Category
list.

¢ Click Marketing Charts and Diagrams in the Template list

OR from the main menu, select File = New > Forms and Charts >
Marketing Charts and Diagrams.

Working with Map Templates

Creating a Directional Map

¢ A Directional Map offers landmark shapes, metro shapes, recreation
shapes, transportation shapes, and road shapes useful for drawing maps and
routing directions.

To create a Directional Map:

e With'the Preview Template open, click Map in the Category list.
¢ Click Directional Map in the Template list

OR from the main menu, select/File = New > Map > Directional Map.

Creating a Directional Map 3D

e A Directional Map 3D offers 3-D shapes useful for illustrating small
geographical areas:
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To create a Directional Map 3D:
¢ With the Preview Template open, click Map in the Category list.
e Click Directional Map 3D in the Template list

OR from the main menu, select File = New = Map = Directional Map 3D.

Working with Network Templates

Creating a Basic Network

¢ A Basic Network offers network and computer equipment shapes useful for
drawing network architecture diagrams:

B azic Metwark

To create a Basic Netw ork:

e With the Preview Template open, click Network in the Category list.
e Click Basic Network in the Template list

om the in men lect Fil Ne or Basic N
Work AnMrt IemplatesI I

Creating an Organization Chart

¢ An Organization Chart offers shapes to graphically represent the reporting
relationships, as well as activities and functions of employees in an
organization:
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Oraanization Chart Organization Chart Wizard

To create an Organization Chart:

¢ With the Preview Template open, click Organization Chartin the Category
list.
e Click Organization Chart in the Template list

OR from the main menu, select File = New > Organization Chart >
Organization Chart.

Using the Organization Chart Wizard

e The Organization Chart Wizard generates an organization chart by using
existing personnel data or by using data entered into the wizard.

To use the Organization Chart Wizard:

¢ With the Preview Template open, click Organization Chart in the Category
list.

e Click Organization Chart Wizard in the Template list

OR from the main menu, select File > New > Organization Chart >
Organization Chart Wizard.

This opens the Organization Chart Wizard:

Organization Chant Wizard

ppkion i aka is Ied in I
Plus (*.t icrosoft Excel (*

M|crnsoFt Exchange Server, or QDEC-compliank
database file.

Cancel < Back I MNext = I Firisti
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e Depending on whether you're using an existing database or entering
information using the wizard, complete the wizard steps.

Working with Project Schedule Templates

Creating a Calendar
e A Calendar offers shapes to create a monthly or yearly calendar.

To create a Calendar:

¢ With the Preview Template open, click Project Schedule in the Category list.
e Click Calendar in the Template list

OR from the main menu, select File > New > Project Schedule >
Calendar.

Creating a Gantt Chart

¢ A Gantt Chart offers scheduling shapes useful for project management,
scheduling, planning, and goal setting.

¢ Opening a Gantt chart template opens a Gantt Chart Options dialog box
requesting chart information. The information entered automatically creates
a Gantt Chart on the drawing page:

To create a Gantt Chart:

o' "With, the Preview Template\ open, clickl] PraojectiSche dulenin the Categorynlist:
s Click Gantt Chart in the Template/list

OR frem the main menu, select File = New = Project Schedule = Gantt
Chart.

Creating a PERT Chart

¢ A Program Evaluation and Review Technique (PERT) Chart is useful for

monitoring projects, establishing time frames, and showing task
dependencies.

To create a PERT Chart:
o With the Preview Template open, click Project Schedule in the Category list.
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e Click PERT Chart in the Template list

OR from the main menu, select File > New > Project Schedule > PERT
Chart.

Creating a Timeline

¢ A Timeline offers timeline, milestone, and linear shapes useful for drawing a
series of events.

To create a Timeline:

e With the Preview Template open, click Project Schedule in the Category list.
o Click Timeline in the Template list

OR from the main menu, select File = New > Project Schedule >
Timeline.

Review Questions

How would you:

e Create a Basic Diagram?

e Create a Block Diagram?

e Create a Block Diagram with Perspective?
e Create an Office Layout?

e Create an Audit Diagram?

e Create a Basic Flowchart?

e Create a Cause and Effect Diagram?
e Create a Cross-Functional Flowchart?
e Create a Mind Mapping Diagram?

e Create a TQM Diagram?

e Create a Work Flow Diagram?

e mCreate Chartsgand Graphs?

s Create a Form Design?

e Create Marketing Charts and Diagrams?
o Create a Directional Map?

e Create a Directional Map 3D?

e n.Create a/Basic Network?

e Create an Organization Chart?

e Use the Organization Chart Wizard?
e Create a Calendar?

e Create a Gantt Chart?

e Create a PERT Chart?

e Create a Timeline?
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Building a Drawing

When you have completed this learning module you will have seen how to:
e Use the Stencil Toolbar

e Opena Stencil

¢ Switch Between Stencils

e Create a New Stencil

¢ Add Shapes to a Stencil

¢ Name a Stencil

e Edit a Stencil

e Save a Stencil

e Close a Stencil

¢ Use the Document Stencil

e Change the Stencil View

¢ Add a Shape to the Drawing Page

e Add Text to a Shape

¢ Move a Shape

o Resize a Shape

¢ Find a Shape

o Delete a Shape from the Drawing Page
e Manually Connect Shapes

e Manually Connect a Series of Shapes
e Automatically Connect Shapes

e Use the Connector Tool Button

e Add Connectors from a Stencil

e Create Dynamic Glue

e Create Static Glue

e Add Text to a Connector

e Delete a Connector from the Drawing Page
e View and Hide Connection Points

¢ Open the Backgrounds Stencil

e TAdd, a Background

s Open the Borders and Titles Stencil

e, Add a Border and Title

Working'With Steficifs = = & P ——
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About Stencils
e Stencils contain Microsoft SmartShapes used to create drawings:

Shapes ——— X
[F Backgrounds

[F] Borders and Titles

[F] Mind Mapping Ciagram Shapes

o Creating a drawing based on a template automatically opens task-related
stencils. By default, the Backgrounds and Borders and Titles stencils
open for most templates. Stencils can also be opened independently of a
template (useful when creating a new blank document) and can be
customized and saved.

Using the Stencil Toolbar

e The Stencil toolbar provides quick access to some commonly used stencil
tasks.

S Vie (e)o) nc
Stenc '
h y @ = E

Opening a Stencil
o Click the down arrow on the Open Stencil button on the Standard toolbar:
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Organization Chart »
Project Schedule  »

Wizio E straz »

B [ A
] "Block Diagram  »
1 Buiding Plan 3
1 Flowchart 3
"1 Fomms and Chartz  »
] Map 3
] Metwark 3
i

]

L]

¢ From the drop-down menu, select the stencil you want to open.

OR

¢ From the main menu, select File = Stencils = Open Stencil. This opens
the Open Stencil dialog box.

¢ Locate and select the stencil you want to open.
e Click Open.

Switching Between Stencils
e Click on the title bar of the stencil you want to view:

[F] Borders and Titles

ur own sha

stencil:
¢ From the main menu, select File > Stencils = New Stencil

OR click the New Stencil button on the Stencil toolbar.

Adding Shapesto a Stencil

To copy shapes from an existing stencil to a new stencil:
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¢ Make sure both the existing and new stencils are open.
¢ Click and drag the new stencil title bar toward the drawing page so the stencil
becomes a floating stencil:

# My Stencil

¢ Click and drag the shapes you want from the existing stencil into the new
stencil.

Note: You can only add shapes to a stencil if the stencil is in Edit mode.

Naming a Stencil
¢ Right-click on the title bar of the stencil for which you want to add or change
a name.

e From the pop-up menu, select Properties. This opens a Properties dialog
box.
o Type a name for the stencil in the Title text box:

Stencild Properties

General  SUmmMary |Cu:untents|

Title:

jeck: I [ N
ick OK.
Not You can only.ch e ro tie r a stencil he stencillis in Edit

Editing a Stencil
¢ To make changes to a stencil, the stencil must be in edit mode.

To place astencil in edit mode:
¢ Right-click on the title bar of the stencil you want to edit.
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From the pop-up menu, select Edit. A red asterisk will appear on the title
bar indicating the stencil can be edited:

#] Borders and Titles |

Saving a Stencil

Right-click on the title bar of the stencil you want to save.
From the pop-up menu, select Save.

Note: Only the Save As option will appear if the stencil is not in Edit mode.

Enter a name in the File name box.
Click Save.

Note: It is recommended that all stencils be saved in the Solutions folder
located at the following file path: Program Files\Microsoft
Office\VisiolO\1033\. Saving a stencil in this location adds it to the Visio

stencil menu:

&[22 [k ]~ A

1 Elock Diagram b
] Building Plan b
1 Flowechart b
] Fomz and Charts »
] Map b
1 Metwark b
1 Organization Chart »
] Froject Schedule »
1 Visio Extras b
MyStenci

Closinga Stencil

Right-click on the title bar of the stencil you want to close.
From the pop=uprmenu,|select Close.

Using the Document Stencil

Any shape added to the drawing page is automatically added to the
Document Stencil. The Document Stencil is useful for seeing all shapes
in use on the drawing page, and for making an edit to a shape on the stencil
which is then applied to all instances of that shape on the drawing page:
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Document Stencil

To view the Document Stencil:
¢ From the main menu, select File > Stencils = Document Stencil

OR click the Document Stencil button on the Stencil toolbar.

Note: The Document Stencil cannot be saved.

Changing the Stencil View
¢ Click the various view buttons on the Stencil toolbar.

Working with Shapes

About Microsoft SmartShapes

¢ Microsoft SmartShapes are the shapes on a stencil used to create a Visio
drawing. A shape can be anything from a line to a complex calendar.

Adding a Shape to the Drawing Page
e Click and drag a shape from a stencil to the drawing page:

Adding Text to a Shape
e Click the Pointer Tool on the Standard toolbar.
o Select the shape for which you want to add text.
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e Start typing:

Moving a Shape
e Select the shape you want to move.
¢ Click and drag the shape to where you want.

Resizing a Shape
o Select the shape you want to resize.
¢ Click and drag the Resize handle to the size you want:

Finding a Shape
e Searching for a shape searches for shapes in existing stencils and on the
Web.

To find ashape:
e Click the Find Shape button on the Standard toolbar

OR.from the mai lect File

g a'Shape fro
e Select the shape you want to delete.
o Click the Delete key on your keyboard.

Working with Connectors
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About Connectors

e Connectors are lines that join shapes together to establish a relationship
between the shapes. Connectors can be inserted automatically or manually
and are also available on some stencils.

¢ Connectors automatically adjust and reposition when shapes are moved on
the drawing page.

Manually Connecting Shapes
e To connect shapes, there must be two or more shapes on the drawing page.

To manually connect shapes:

¢ Click the Connector Tool button on the Standard toolbar.
e Mouse-over the shape you want the connection to originate from until a red
box surrounds the shape:

®

¢ Click and drag the mouse over the shape you want to connect to until a red
box surrounds the shape:

¢ Release the mouse button.

Manually Connecting a Series of Shapes

e Select each shape you want to connect (while holding down the Shift key) in
the order you want them connected.

e From the main menu, select Shape > Connect Shapes.

Automatically Connecting Shapes
o Before placing any shapes onthe drawing|page, click the Connector Tool
button on'the Standard toolbar.

¢ nAdd shapes to the drawing page. Each shape automaticallyseconnects tospthe
one placed before it.

Note: If you do not wanta new shape to connect to the one placed before it,
select the shape you want the connection to originate from and then add a
new shape to the drawing page.
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Using the Connector Tool Button

e Connecting shapes using the Connector Tool button automatically creates a
Dynamic Connector shape. A Dynamic Connector avoids passing through
another shape, so when a shape is in the way of a connection, the Dynamic
Connector will route around it as opposed to going through it.

Adding Connectors from a Stencil

e Connectors are also available from selected stencils in addition to the
Connectors stencil.

To open the Connectors stencil:
e From the main menu, select File = Stencils > Visio Extras > Connectors.

To add connectors from astencil:

e Click and drag the connector from the stencil to the drawing page.
¢ Drag the connector's begin point to the shape you want the connection to
originate from until a red box surrounds the shape.

Note: The begin point is represented by an x.

¢ Drag the connector's end point to the shape you want to connect to until a
red box surrounds the shape.

Note: The end point is represented by a +.

Creating Dynamic Glue

e Dynamic glue is also known as shape-to-shape glue. Connecting two shapes
by having a red box surround each shape during connection creates dynamic
glue.

e When shapes connected by dynamic glue are moved, the connector
repositions so the two closest points between the shapes are connected:
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Creating Static Glue

Static glue is also known as point-to-point glue. Static glue connects

connectors to specific points on shapes so when the shapes are moved, the
connector stays glued to the original points:

.
= %
by
s kil
e
2 i e
i ﬁ
L3 -

To create static glue:

Click the Connector Tool button on the Standard toolbar.

Mouse over the connection point you want the connection to originate from
until a red box surrounds the connection point:

e Click and drag the mouse over the connection point you want to connect to
until a red box surrounds the connection point:

Click the Pointer Tool on the Standard toolbar.
Select the connector for which you want to add text.
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e Start typing:

- <

/T

Taxd

Deleting a Connector from the Drawing Page

o Select the connector you want to delete.
e Click the Delete key on your keyboard.

Viewing and Hiding Connection Points
¢ From the main menu, select View > Connection Points.

Adding Backgrounds, Borders, and Titles

Opening the Backgrounds Stencil

e The Backgrounds stencil opens automatically when a drawing is created
from a template. Visio 2002 offers 18 backgrounds to choose from:

| Bordars and Titles 1

To open the Backgrounds stencil (if it is not already open):

¢ From the main menu, select File > Stencils > Visio Extras >
Backgrounds.
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Adding a Background

o Click the title bar on the Backgrounds stencil to display the backgrounds
available.

e Click and drag a background from the Backgrounds stencil to the drawing
page.

e Click Yes to make the shape the background image for the page:

Opening the Borders and Titles Stencil

e The Borders and Titles stencil opens automatically when a drawing is
created from a template.

To openthe Borders and Titles stencil (if it is not already open):

e From the main menu, select File = Stencils > Visio Extras > Borders and
Titles.

Adding a Border and Title

¢ Click the title bar on the Borders and Titles stencil to display the borders
titles available.

d Titles stencil the

How would you:

e Use the Stencil Toolbar?
e Open a Stencil?

e Switch Between Stencils?
¢ Create a New Stencil?

e Add Shapes to a Stencil?
¢ Name a Stencil?
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e Edit a Stencil?

e Save a Stencil?

e Close a Stencil?

e Use the Document Stencil?

e Change the Stencil View?

¢ Add a Shape to the Drawing Page?

o Add Text to a Shape?

e Move a Shape?

o Resize a Shape?

e Find a Shape?

e Delete a Shape from the Drawing Page?
e Manually Connect Shapes?

¢ Manually Connect a Series of Shapes?
e Automatically Connect Shapes?

e Use the Connector Tool Button?

e Add Connectors from a Stencil?

e Create Dynamic Glue?

e Create Static Glue?

e Add Text to a Connector?

e Delete a Connector from the Drawing Page?
¢ View and Hide Connection Points?

e Open the Backgrounds Stencil?

¢ Add a Background?

e Open the Borders and Titles Stencil?
e Add a Border and Title?

SAMPLE
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Formatting a Drawing

When you have completed this learning module you will have seen how to:
e Use the Format Text Toolbar

e Change the Font Type

¢ Change the Font Size

e Change the Font Color

e Change the FontCase

e Change the Font Position

¢ Change the Font Transparency

e Change the Font Style

e Change Character Spacing

e Align Text

e Change Line Indentation

e Change Paragraph Spacing

e Change Text Margins

¢ Add a Text Background

e Add Tabs

e Add Bullets

e Use the Format Shape Toolbar

e Change the Fill Color

¢ Change the Fill Pattern

e Change the Fill Transparency

e Add a Shadow

e Change the Line Color

e Change the Line Weight

o Change the Line Pattern

e Change the Line Ends

e Round Corners

e Apply a Color Scheme

e Use the Action Toolbar

e Group and Ungroup Shapes

s Order Shapes

o, Rotate Shapes

e Flip Shapes

o Align Shapes

e nbistribute Shapes

e Lay Out Shapes

e Center a Drawing

e Use the Layout and Routing Toolbar
e Change Connector Routing Options
¢ Change Routing Style and Direction
e Separate Overlapping Connectors
e Overlap Separated Connectors

e Set Line Jump Options
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e Set Space Options

e Use Curved and Straight Connectors
e Use the Snap and Glue Toolbar

¢ View Active Snap and Glue Elements
e Snap to an Item

e Glue to an Item

e Assign a Shape to a Layer

o Create a New Layer

¢ Show and Hide Layers

e Select a Layer to Print

e Lock alLayer

e Rename a Layer

e Assign a Color to a Layer

o Delete a Layer

¢ Display the Insert Clip Art Task Pane
e Search for Clip Art

e Customize a Clip Art Search

e Use the Clip Organizer

e Search for Clips Online

e InsertClip Art

e Inserta Picture from a File

e Inserta Picture from a Scanner or Camera

Formatting Text

Using the Format Text Toolbar

e The Format Text toolbar provides quick access to some commonly used text
formatting tasks.

To.display the Format Text toolbar:
e From the main 'menu, select View = Toolbars > Format Text:

hoe, L AW - A

Changing‘the Font Type
e Double-click the text box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

e Select the text for which you want to change the font type.
e Select a font type from the Font drop-down menu on the Formatting
toolbar.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 54 — Microsoft Visio XP - Foundation Level Manual

OR

From the main menu, select Format > Text. This opens the Text dialog
box.

Select a font type from the Font drop-down menu:

Fonk: Fn Arial j
: H Franklin Gothic Medium Cond -
pize: T Freestyle Script
Erllan: T French Script MT
Language: Hr Gautami %

T Georgia
Click OK.

Changing the Font Size

Double-click the text box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

Select the text for which you want to change the font size.

Select a font size from the Font size drop-down menu on the Formatting
toolbar:

E pt.
2 pt.
9 pt.
10 pt.

14 pt.
18 pt.
24 pt.
a0t
36 pt.
43 pt.
Bihgt.

OR

From the main menu, select Format > Text. This opens the Text dialog
box.

Select a font size from the Size drop-down menu.
Click OK.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 55 — Microsoft Visio XP - Foundation Level Manual

Changing the Font Color

Double-click the text box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

Select the text for which you want to change the font color.
Click the Text Color down arrow on the Formatting toolbar.

From the drop-down menu, select the font color you want.
Note: For more colors, click More Text Colors.

OR

From the main menu, select Format > Text. This opens the Text dialog
box.

Select a font color from the Color drop-down menu.
Click OK.

Changing the Font Case

Double-click the text box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

Select the text for which you want to change the font case.

From the main menu, select Format > Text. This opens the Text dialog
box.

Select a font case from the Case drop-down menu.
Click OK.

Changing the Font Position

Changing the font position 'makes font superscript or subscript.

To change the font'position:

Double-click the text\.box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

Select the text for which you want to change the font position.
Click the Superscript or Subscript button on the Format Text toolbar.

OR
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e From the main menu, select Format > Text. This opens the Text dialog

box.
e Select a font position from the Position drop-down menu.
e Click OK.

Changing the Font Transparency
o Double-lick the text box containing the text you want to format

OR click the Text Tool button on the Standard toolbar and click in the text
box containing the text you want to format.

o Select the text for which you want to change the font transparency.

¢ From the main menu, select Format = Text. This opens the Text dialog
box.

e Click and drag the Transparency slide indicator to the transparency you
want:

e Click OK.

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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