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Welcome to SmartDraw

Communicate visually with powerful graphic visuals like Flowcharts, Org Charts, Mind Maps,
and so much more using the quick automatic controls of SmartDraw.

Building a visual is as simple as a few clicks of the mouse! All you have to do is choose the
template for the visual you want to build and use the visual-specific SmartPanel™, with its one-
click building tools, to let SmartDraw do the work for you.

Your days of dragging, dropping, and manually spacing symbols are over.
And once you've finished building your visual, SmartDraw has one-click export options, allowing
you to animate and place your visual into a Microsoft PowerPoint® presentation, save your

visual as a PDF or other file type, or place your visual into Microsoft Word® or Excel®.

This User Guide provides detailed instructions in using these revolutionary controls. You can
find additional help in a variety of locations:
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The Resources Section of SmartDraw.com

Visit our website’s Resources section for access to the SmartDraw Training Center, Tutorials,
Graphics Glossary, and more.

Communicate Visual
ly Free Download W Overview  Training Tutorek  Glossary Forum  Get Things Done

Get the Most Out of SmartDraw.

Welcome to your resource center for al things SmartDraw. Here you'l find everything from details on

how to improve the way you work with the product, to how to be more productive at work, and much s nu'r_- e R T =
Working Smarter
more.
SmartDraw Training Center Tutorials Articles & eCourses
Get a quick answer to your "how-to” guestion In-depth instruction on how to implement Learn best-practice menagement technigues,
or become 3 certified SmartDraw expert. proven strategies and tactics to accomplish a presentation tips, and more from industry
wide range of goals. experts,
\'E A\ ) .
& b 4
R\ v oV 4
\EH B4
< d - L
Get Things Done with Forum Graphics Glossary
SmartDraw Discuss SmartDraw and related topics with other Comprehensive knowledge base on diagrams,
Browse articles and videos about how to be users and SmartDraw help desk associztes. info araphics, and visuals of all kinds.

more productive with SmartDraw.
i | | R S
&5 &
2 U ¥ : :4—‘::) ‘7\\\" = &
. \ i i 5 \ -
[iha) gt g | i N T
! LA i ik 4 i y N ‘Q‘ *

Home | Videos | Features |Buy | Download | Resources | Examples | Support | About |Login | Search | Sitemap | Link toUs | Contact Us

All Righrs Resarved ©2005 SmanDraw.com
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http://www.smartdraw.com/resources/

Tech Support

Visit the Support section of SmartDraw’s website for access to an email form as well as the tech
support phone numbers and Frequently Asked Questions.

SmartHelp

Within SmartDraw, you can click the @ smartHelp button on the right side of any screen to
open an in-screen window of step-by-step instructions and tutorial videos. What's great is that
the SmartHelp window will stay open while you work on your visual so that you can read along
without having to close it or change screens.

SmartHelp

(s
@ Play Video

Use the Split Path Buttons
@ Add Text

Add a Line to Connect Two Symbx.

Select Items in the Work Area

Move an Item in the Work Area
Resize Ttems in the Work Area
Adiust Connector Spacing

Find More Symbols

Change a Symbol to a Different .a
Add or Change Arrowheads
Change the Appearance of the Via.
Save Your Visual

Export Your Visual

Print or Share Your Visual
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Chapter 1: Building Visuals Using SmartDraw

Opening a Visual Template
SmartDraw has many templates for the visuals it offers. Each of these templates has special
settings and a special set of buttons that make building a particular visual fast and easy, so it’s
important that you choose the right template.

When you open SmartDraw, you’ll see the Home Screen.

SmartDraw.com | Chapter 1: Building Visuals Using SmartDraw



SmartDraw

SmartHelp x

@

T o
) _— Open a SmartDraw Visual -
Template
© piay video

Charts & Graphs Floor Plan Flowchart Matrix

[P Search

2D Templates
Recent

2 pocuments

) Templates

To start a new visual, click on
Basics.

[ My Templates
Mind Map Network Diagram Org Chart PowerPoint® Staryboard

In the central Template Preview
Area, you'll find a few of our most
commonly used visual types.
simply dlick on a button to start

EJ ot visu,

Pr t Chart Timeli
roject Cha imeline Vaps e

Flowchart

Or you can click the More folder
to view more visual choices.

Search for Visuals Using
Keywords.

You can enter a keyword to search
for visuals. To do this, click the
Search button on the left side of
this window.

all i | B

The Home Screen

There are a few different ways to open a visual.

Start a Basic Visual Template
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When you first open SmartDraw, notice that Basics are selected in the left-hand column of the
Home Screen. If you have opened SmartDraw before, this may not be the case, so click on

r.;.f)-_—'
[ Search

MNew

Basics.

[ Basics

B Templates

Recent
I3 Documents

) Templates

In the Template Preview Area, you'll find buttons for templates of SmartDraw’s most commonly
used visual types. You can click on one of these to get started right away. Or if the visual you
want to create is not shown here, click the “More” file folder to view the full list of basic visual

templates.
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Excel Chart

Search for a Template Using Keywords

If you know what type of visual you would like to create, you can search for it using keywords.
Click the Search button in the left column of the Home Screen.

This opens the Search bar along the top of the Template Preview Area.
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SmartDraw

_ ﬁ Home | |

X‘ ||—'_‘i¥| Previous et Found: 0

The Search Bar

To get started, type a keyword into the Search Bar’s text entry field. As you type, suggestions

appear below. You can click on one of these to search for that suggestion, or click the [*button
next to the text entry field to run the search.

x |F‘r|:|j| | [ |

Project (Gantt) Chart Examples

Project Planning
Project
Projected
Projectile

Projects

Suggestions Appear When You Type a Keyword
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The first search result is shown in the Template Preview Area. You can view the other search
results by clicking the Previous and Next buttons in the Search Bar. When you have found the
visual you want to open, just click on it to get started.

Open More Specific Templates and Examples

In the left column of the Home Screen, click Templates under New.

. .‘9);‘
|j%> Search

MNew

B Basics

E Templates
Recent k

@ Documents

) Templates

In the Template Preview Area, there are several file folder buttons organizing visuals by their
function. Click on one of these to open it.
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More Symbols

Symbel Libraries

||armw| |[ Search ]

Click on a library name to preview

L) SmartDraw Explorer ”
=) My Favarites Wi
-5 Search Resulks
E uide Signs
E Requlatory Signs 2
ﬁ Warning Signs

E Warni&Signs z M

ﬁ Cave baiwings D D

E Metap Dauble-click name to apen. ute Sign {... State Route Sign (... County Route Sig...

- DX

&% Flowe @@@@@ = =

EBlnck

Sov| 9 YD bbb JCT| [NoRTH
& Fluid A Lﬂ@@@@@@

ﬁ Dz Route Sign... ICT (M2-1) Morth (M2-1)

%zﬂﬁj PHHLHS G E
ﬁFireesI: 95 () [wm) (=) [ o) ==

EStairs E“EHE]IEHL# Iﬂi@

AST | ISOUTHI | WEST |

(“cioze | [[open tbary | [ 0%

Inside these folders, you'll find visuals relevant to the topic of the folder, as well as more folders.
When you find the visual you want to create, click on it to get started.
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At the top of the Home Screen, you'll find the Navigation Bar, complete with € Back and @

Forward buttons, a fﬁHome button and breadcrumbs.

a ﬁ Home | Quality Manag... Examples Mind Map Exa...

The Navigation Bar

The Back button will revert the Template Preview Area to the last screen it had shown. Once
you use the Back button, the Forward button becomes available so that you can return to the
screen you had been viewing when you clicked Back.

The Home button will take you back to the top level of the Home Screen — in this case, as if you
had selected Templates under New again.

The rest of the Navigation Bar is devoted to breadcrumbs. Each breadcrumb is a link to a page
in the path you took to reach your current location in the Template Preview Area. Just click on a
breadcrumb to go back to that page.

Open a Recently Used Visual

In the left column of the Home Screen, click Documents under Recent. In the Template Preview
Area will be any saved file you have created or opened with SmartDraw. Simply click on the
visual you would like to revisit.

SmartDraw.com | Chapter 1: Building Visuals Using SmartDraw
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B Search

MNew

[h Basics
h Templates

Recent
[h Ter'ntes

Open a Recently Visited Template

Even if all you did was open and close a template, SmartDraw records which templates you open
so that you can quickly find them again. Click Templates under Recent in the left column of the
Home Screen to view these recently visited templates.
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@ Search

MNew

h Basics
B Templates

Recent

h Documents

The last template visited is the first on the list.

Using the Application Screen to Build a Visual

Once you've opened a visual template, you will arrive at the Application Screen, where you will
be able to create your visual.

SmartDraw.com | Chapter 1: Building Visuals Using SmartDraw



= Al 4 = E Ribbon [ 2 % (= (i) Ewbme Hiwmens

il VI LN A~ aF oy » = Gvsiue

Tha=a Frara Ll

— i pray video

- iyl o

Liwn the Spidt Path Butiors

Add Tt

Add » Lea iz Conract Twd Symba

Daiisss.  Gwle (g Diossew g kT e o el WOR Al
o o o a Ml 8% 18 o8 g TR ied &
AL | R gt | Sl i Sk B
’ Hempn {be=uy = Ml Wers Lres 0

Bl Fath Adpast Conmedor Speong

- =

- | = Ly . Fired Morn Skt
- - L} L )

Changs & Symbxd ta & Diftarent &

— Fua
A2 B CRdgs Arvtmbakdd
L] e W Appasrarn of e ia
‘_ﬁ‘ rep— B Vins' 'Webastl
Work Area P—
Lo
Brind ior Share Your Wausl
Lo i -
£ O
Srttisy

g v

SmartPanel SmartHelp

. J

The Flowcharts Application Screen

There are four basic regions on this screen: the Work Area, the Ribbon, SmartPanel, and
SmartHelp.
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The Work Area
Your visual will be built in the Work Area. As you add more symbols to it, the Work Area will
automatically grow to make room.

Although the Work Area looks like a single page, you will be able to split the Work Area into
multiple pages prior to printing your visual. This is something you should keep in mind, since a
large visual printed on one page may have to be decreased in size so much that it becomes
illegible. For more on this, see Printing a Visual.

The Ribbon
The Ribbon contains all of the buttons you need for the basics of manipulating items in your
visual. The buttons there never change for any visual. The Ribbon is divided into a set of tabs
which sort the buttons based on their function. For example, there’s a tab devoted to inserting
and formatting tables.

Home | Design  Insert Page Table Chart Picture PowerPoint®  Review Help

The Ribbon Tabs

Each tab is subdivided into groups which further organize the buttons. For example, in the
image below, the Picture tab is divided into a group of options for inserting a picture, a group for
changing the size and shape of the picture, and a group for editing the brightness and contrast
of the picture.
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h
‘“"J Home Design Insert Page  Table Chart | Picture | PowerPoint®  Review

From Picture Open Capture Pan & Crop Trim to Brightness  Contrast
Camera Folder  Picture Webpage Zoom - Shape - -

.

Get Images Picture Size Exposure

The Picture Tab
For more on the buttons contained within the Ribbon’s tabs, see Chapter 2: The Ribbon.

Just above the Ribbon is the SmartDraw button and Quick Access Toolbar.

Home | Desion  Insert Paoe Table
The SmartDraw Button and Quick Access Toolbar

The SmartDraw button opens a menu containing functions such as New, Save, Export, and

various other options for settings.
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The SmartDraw Menu

The Quick Access Toolbar has a series of one-click buttons: Undo, Redo, New, Save, Print, Save

as PDF, Export to Microsoft Word®, Export to Microsoft PowerPoint®, and Export to Microsoft
Excel®.

) The Undo button removes the last action you performed on the visual, literally “undoing”
your action. You can undo up to 100 actions at any given time.

I The Redo button is useful if you use to undo button when you didn’t intend to. The action
removed by clicking Undo will be once again performed when you click Redo. You can redo
anything you’ve undone until you perform a new action on the visual.

_1 The New button will open the Home Screen so that you can choose a template to open. If
the currently open visual has had any changes made to it, clicking on a new template will
start a new instance of SmartDraw, leaving the current visual open. If you click New while

the template is still unchanged, the current template will be closed and the new template
opened in its place.

k-l The Save button will open the Save dialog box, where you can name your visual and specify a

location for the .SDR file on your computer. If you click the Save button again, it will simply
save the file without the dialog box.

=1 The Print button will always open the Print dialog box, where you can select a printer,

specify which pages and how many copies to print, and change some settings for how your
visual will be printed.

SmartDraw.com | Chapter 1: Building Visuals Using SmartDraw



& The Save as PDF button opens the Export dialog box, where you can name your visual and
specify a location for the .PDF file on your computer. You cannot use SmartDraw to edit the
PDF file that is created, but this file format is handy for sharing the visual with your peers.

= The Export to Microsoft Word® button instantly places your visual into a Microsoft Word®
document. If a document is already open, the visual will be placed on a page there. If not, a
new document will be opened, and the visual will be placed on the first page.

] The Export to Microsoft PowerPoint® button instantly places your visual into a Microsoft
PowerPoint® presentation. If a presentation is already open, the visual will be placed on the
last slide there. If not, a new presentation will be opened, and the visual will be placed on
the first slide.

E8 The Export to Microsoft Excel® button instantly places your visual into a Microsoft Excel®
workbook. If a workbook is already open, the visual will be placed on a sheet there. If not, a
new workbook will be opened, and the visual will be placed on the first sheet.

SmartPanel

In contrast to the Ribbon, each visual has its own unique SmartPanel, with controls specialized
to building that particular visual. Some will have symbol galleries for adding symbols, others
have “Add Text” buttons, and many have specific buttons for adding things like tasks, topics,
ancestors, and so on.
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The Flowcharts SmartPanel and the Floor Plans SmartPanel

Many SmartPanels, such as that of Flowcharts shown above, employ Automatic Shape
Connectors, which means you will not only add a symbol, but it will also be connected to
another symbol already in the Work Area, with perfect spacing and placement. These give you
the ability to produce your visual with record speed. We will further discuss Automatic Shape

Connectors in Chapter 3.

As you may notice in the images above, every SmartPanel has a button for opening SmartHelp at

the bottom.

SmartHelp
Because each visual is different from the others, SmartDraw has visual-specific SmartHelp

focusing on how to use SmartPanel and the Ribbon to build the visual for which your template
was intended. Many tasks discussed in SmartHelp also have a link to a web-based video which

shows you how to perform that task.
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By default, SmartHelp is closed so that you have more room in the Work Area. To open
SmartHelp, you can click Open Help in SmartPanel. Or you can click Help in the title bar of the
Work Area.

SmartHelp does not open in a new window, which means you can keep it open while you build
your visual. This way you can follow along without having to close it to do the next step.

Adding Color and Style to a Visual
SmartDraw makes adding color to your visual just as easy as building it.

Themes
You can change the entire color scheme of the visual with a single click. Themes provide a
professional, color-coordinated appearance to the entire visual. In the Home tab, just click on a
theme in the Theme group and all colors are instantly changed.

—_— e
= [ |
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-~ Built-In

o
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Changing Themes from “Default” to “Cornflower”

However, if you manually color an item in the Work Area and then change the theme, the colors
will be overridden so that they match the theme. Instead, you should color items using Quick
Styles.

Quick Styles
You can apply a fill color, line color and style, text font, color, and size, and more to selected
items in the Work Area using Quick Styles. Just click on an item in the Work Area - or hold down
the Shift key and click on several items - to select it. Then, click the Quick Styles button in the
Shape Style group of the Home tab and choose a style from the menu.
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Changing Quick Styles
In the image above, changing Quick Styles turned a gray gradient fill to a solid blue fill, changed
a thin dark gray border to no border, and added a drop shadow.
The colors offered in the Quick Styles menu are determined by the selected theme. When you
change themes, the colors change to match the theme, but all other styling remains the same.
Our Style21 shape above will still be Style21, but the color will be different:

Style21 in the ’
"Default" theme

Chrgsanthemum  Comflower

| | [ [
Changing the Theme Only Changes the Color of Quick Styles

AutoStyle
A few visual types, such as Mind Maps and Storyboards, employ AutoStyling to automatically

color and style shapes based on their hierarchical level in the visual. That is, shapes you add or
move automatically adopt the color, size, shape, and style of other shapes in that same level.
These colors and styles are Quick Styles so that changing the theme maintains the differences
while changing the colors.
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Coloring a visual in this manner helps the viewer to understand and see the hierarchy, so
SmartDraw has been designed to do the work for you so you don’t have to color it yourself.

Visuals that use AutoStyle have a Use AutoStyle bytton in SmartPanel so that you can turn

this feature off.

Changing the Fill of a Shape
You can manually change the fill of a shape. However, if you are going to work with themes,
make sure you choose a theme and do not change it again before applying any fill colors. This is
because changing the theme will automatically override the fill color.
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To apply a fill, just click on the shape to select it, then click the Fill button and choose a color
from the menu. You can also choose a gradient, texture, or hatch, and you can set the
transparency of the fill.
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Using the Line Button
You can change the color and style of the border of shapes or of lines using the Line button in
the Shape Style group of the Home tab. Like fill colors, line and border colors are overridden by
a change in themes, so make sure you are satisfied with the selected theme before applying line

and border colors using the Line button.

To apply a line color or style, click on the shape or line, then click the Line button and choose
from the menu. The Line menu looks very similar to the Fill menu above, but with a few
additions at the top: Thickness, Dashes, and (if only /ines but no shapes are selected)
Arrowheads. Use these submenus to change the weight, styling, and arrowhead settings of the

selected line(s) or shape(s).

| Straight Line L

[« T4
-, 73 % I/H- Curved Line

I
_ | Curved Connector
M, | Freehand Line

{:} Polygon Line

The Top Section of the Line Menu
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Applying Effects
Take your visual to the next level by applying effects like shadows, reflections, glows, gloss, and
more to items in the Work Area. Again, changing the theme after applying an effect will
override the effect, so do not apply any effects until you are satisfied with the selected theme.

To apply an effect, click Effects in the Shape Style group of the Home tab, position your cursor
over one of the types of effect, and then choose from the submenu that appears.
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The Effects Menu

The Perspective option at the bottom of the menu is a special case. It allows you to tilt your
entire visual for a unique perspective. However, once you apply the perspective, you can no
longer edit the visual unless you close the Perspective Export window (which is much like the
Print Preview window), thus undoing the perspective.
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Chapter 2: The Ribbon
This chapter will explain in detail the function of each button in the tabs of the Ribbon. Visuals
should primarily be built using SmartPanel, but the Ribbon contains many helpful controls as
well.

The Home Tab
The Home tab contains many of the simple, common functions you might use for formatting and
manipulating your visual.

i K cut — ] —

Paste Select Shape Lime  Arrowheads
— ’_:? Format Painter = — — —
Clipboard Tools
[ i - !
= Z
-
Quick Fill Line  Effects
= Styles, - - -
Theme Shape Style

. Verdana "’[ 10 vl EE Bullets » |_§]Ft|ignrnent -

b= - M .
2 = Spaci = Direction
B 7 UX, x* Av()|| ¢=Spacing ~ v

Font la Paragraph
The Home Tab
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The Clipboard Group

'i'hj & cut
.

| i

Paste LIJ R

< Format Painter

Clipboard

-

The Clipboard group may be quite familiar to you, with common functions like copy, cut, and
paste.

—_ll Simply click the Paste button to paste anything you have copied, even if it was in a
different program. Or click the = below the Paste button to open the Paste menu, which

has more advanced (but easy to use) pasting options.

db Cut
LD Copy

,;f Format Pair

| [ |Paste (Ctd+Vv)
:@‘l Paste Special

53 | Duplicate [Ctrl4D)
!

The Paste Menu

Paste Special allows you to embed an object copied from another program. You can double-
click the object in the Work Area to open it for editing in the program it came from. Just close
the program and the object will automatically be updated.
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Duplicate pastes an exact copy of the selected item(s) into the Work Area. Using this control
will keep you from having to keep remaking the same formatted item.

éb Click the Cut button to copy the selected items and then remove them from the Work Area.

‘1 Click the Copy button to place a copy of the selected items on the clipboard. When you use
the Paste control in most programs, the last thing you copied will be inserted.

¥ The Format Painter button allows you to copy the formatting (that is, fill color, font, and so
on) of an item and apply it to other items. To do this, click on the item which has the format

you would like to copy, then click Format Painter and click on the item to which you want to
apply the format.

The Tools Group

—AE{ =

Text Shape Lime  Arrowheads
- - - -

Tools

The Tools group contains simple controls that can be quite useful for building your visual.

% The Select button changes your cursor so that clicking on an item selects it.

Click the = below the Select button to open the Select menu for more selection options.
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The Select Menu

Click Select Multiple to change the cursor so that you can click on several items to select each of
them. You can do the same thing by holding the Shift key and clicking on each item.

Click All to select every item in the Work Area. You can also hold down the Ctrl button and
press the A key.

Click All Shapes to select every shape, symbol, and anything else that is not a line.

Click All Lines to select every line in the Work Area.
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Click Delete to permanently remove all selected items from the Work Area. You can also press
the Delete or Backspace key.

A The Text button changes your cursor so that clicking anywhere in the Work Area — whether
on a shape, symbol, line, or the background — allows you to start adding text where you
clicked.

I:I Click on the Shape button to add the shape shown on the button. To change shapes, click
the = below Shape and choose a new shape from the menu. When you choose a shape,
that shape will be shown as the button icon instead of the default rectangle. After choosing
a shape, click in the Work Area where you would like to add the shape.
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The Shape Menu

4 The Line button changes your cursor so that clicking and dragging in the Work Area draws
a line. By default the line is straight, but the button is programmed to “remember” the last
line shape you selected from the menu.

Click the = below Line to open the Line menu, where you can choose a new line shape. For
more on drawing lines see Working with Lines.
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The Line Menu

—
= Click the Arrowheads button to open the Arrowheads menu, where you can choose a

direction, or you can click Custom to choose a shape and change other settings for the
selected lines.
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The Theme Group
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Theme

The Theme group is a very unique group with a single function: applying a theme to the entire
Work Area. A theme instantly provides your visual with a professional, color-coordinated
appearance. Just click one of the sets of color samples. You can use the arrows on the right side
of the group to navigate among the 16 themes.

« scrolls the gallery up by one row.
= scrolls the gallery down by one row.
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¥ opens the entire Theme gallery so that you can view all themes at once.

The Shape Style Group

J a2 Z 9

Quick Fill Line  Effects
Styles, - - -
Shape Style

The Shape Style group contains controls for adding color and style to items in the Work Area.

D Quick Styles are a fill color and style, line color and style, font, and more which can be
applied with a single click to the selected items in the Work Area. Clicking this button
opens a menu of all of the Quick Styles available. The colors offered in Quick Styles are
directly determined by the selected theme. When you change themes, any item with a
Quick Style will keep the style but will change colors to match the theme.

SmartDraw.com | Chapter 2: The Ribbon m



*J [ Verdana vl 10 v] := Bulle

Effects A = Spa
= |
R ! !
ae | ome e | [ | [ae | me
B B |

Style2 Style3 Styled Styles Stylet
=)
Styles Styles Stylei0
Er I EE

s,
=
T
S—
o
=
T
e

Stylels Stylel4 Stylels Stylels Stylel7 Stylels
200085
Stylel9 Style20 Style21 Style22 Style23 Style24

r. - e . e - e - . -

Abc Abc Abc Abc Abc
_——

Style25 Style2s Style27 Style28 Style29 Style30

S &
Abc Abc Abc Abc
— J

Style31 Style32 Style33 Style34 Style35 Style36

Abc Abc Abc b Abc Abc

Style37 Style38 Style39 Styledd Styles1 Styled2

Text Block Slide Bullet

Smarturaw.com | CLhapter Z: Ihe Ribbon




The Quick Styles Menu

Q Use the options under the Fill button to simply apply a fill color, gradient, texture, or hatch
to the selected shapes or symbols. Note: If you change the theme, any applied fills will be
overridden.

L The Line button has controls for setting the thickness, dashes, arrowheads, and color of the
selected lines. It can also make these changes to the border of any selected shape or
symbol. Note: Changing the theme will automatically override any applied line color and
style.

You can apply effects, such as shadow, glow, gloss, or reflection, to the selected items
using the Effects button. Click on this button to open the Effects menu, and then position
your cursor over the type of effect you want to apply and choose the effect from the
submenu.

SmartDraw.com | Chapter 2: The Ribbon



iz Bullet=w | E

6} * | Verdana 'l. 10 ']
vee [EEH B 7 g A~ 1= Spacing + =
- -

[} Paragra

Style
D Shadow L4

. Reflection 4 No Reflection
e s

D Glowe LA ]
D Bevel 4

D Gloss 4

Perspective . / . / . A

-

More Reflections...

The Effects Menu

The Font Group

[‘."erdana *[ 10 *]
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Font la

The Font group has controls for editing text. You can select text by clicking and dragging the
mouse to highlight the text (you may have to double-click the item the text is attached to in

order to access the text first).
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s 7! Click this menu button to view a choice of fonts which you can apply to the
selected text. Click on a font to instantly apply it.

0 7! Click this menu button to view a choice of font sizes for the selected text. Click on a
number to select it, or click Custom to define your own font size.

B (Click the Bold button to make the selected text bold.
I Click the Italics button to italicize the selected text.
U Click the Underline button to underline the selected text.

X: Click the Subscript button to make the selected text a subscript.

A Click the Font Color menu button to open the Font Color menu, where you can select a
solid, gradient, or texture color for the selected text.

51 Click the Text Symbol button to open the Insert Symbol dialog box, where you can choose a
text symbol to insert into the selected text.
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The Insert Symbol Dialog Box

Click the Font Group Dialog Launcher to open the Font dialog box, which has some of the
controls in the Font group conveniently placed into a dialog box with a sample preview.

SmartDraw.com | Chapter 2: The Ribbon



Font: Font style: Size:

Reqular 10 k. |
.
Italic 1 — _ Lancel

Bald 12

% wiehdings Bold Italic THE
Wingdingz 15
B wingdings 2 - 1 Help
T wingdings 3 hd 21 v
Sample

[ Superscript
[ Subscript AabbyyZz

Script;

|Western ﬂ

Thiz iz an OpenT ype font. Thig zame font will be used on both pour
priniter and your screen.

The Font Dialog Box

The Paragraph Group

:= Bullets » | E|Alignment »

Ié Spacing = =* Direction »

Paragraph

SmartDraw.com | Chapter 2: The Ribbon



The Paragraph group has controls that will help you to format the layout of the selected text.

:= The Bullets button opens the Bullets menu, where you can choose a style of list bullets, or
remove existing bullets.
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1

The Bullets Menu

b=
+*= The Spacing menu allows you to specify whether the spacing between lines of the selected
text is single, 1.5, or double.

E Click the Alignment button to view choices of how text is aligned. If the text is inside a
shape, the alignment will affect the direction in which the shape grows as you add more text

than can fit inside the shape. If the text is along a line, the alighment changes where the
text rests on the line.
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The Alignment Menu

=" The Direction button opens a menu which allows you to specify whether text on a line
travels along the direction of the line or stays horizontal.

The Design Tab
The Design tab contains controls for helping you manipulate items in the Work Area.
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The Design Tab
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The Position & Size Group

Tawidth | 1.53 B:
3| Height | 0.77 B:

Position & Size Fa

With the Position & Size group, you can precisely control the dimensions of the selected items.
The numbers are in the units specified by the scale (see Working with Dimensions). You can

click on the dimensions to type in new numbers, or use the increase/decrease buttons to their
right.

El Click the Dialog Launcher to open the Position and Size dialog box, where you can
determine the location and dimensions of the selected shapes.
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The Shape Layout Group
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The Shape Layout group has controls which help you to organize and arrange items in the Work
Area.
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= For a neater appearance, you can use the Align button to precisely align the selected items
in the work area. To use this button, first hold down the Shift key and click on each item
you wish to align. The last item on which you click will have black handles while the others

have white handles:

The item with the black handles will act as a reference point for the others, so they will align
with respect to that item. Then, click the Align button and choose an alignment from the

menu.
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d The Rotate button allows you to rotate an item about its center. Select the item, click the
Rotate button, and choose an angle from the menu or click Custom to type your own angle
into a dialog box. When you choose an angle, the item is rotated counter-clockwise by the
angle from its original position. That is, if you click 90° twice, the item will only be rotated a
total of 90° to the left, not the expected 180°.
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% If you have several items which you’d like to keep together, you can use the Group button
to convert them to a single item. Just hold down the Shift key and click on each item, then
click the Group button and choose Group from the menu. If you want the items to be
individual again, just select the grouped item and choose Ungroup from the same menu.

i Items may cover each other in the Work Area. Select an item and click the Bring to Front
button to make that item lay “on top” of the other items in the Work Area. That is, no other
item will cover the selected item.

24 The Send to Back button does the opposite of Bring to Front: all other items will be on top
of the selected item so that it doesn’t cover any others.

A 1n contrast to rotation, the Flip button changes the selected item to a mirror image of itself.
There are two choices in the menu: Flip Vertically and Flip Horizontally:
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Mirror

\— Flip Horizantally

\Flip Vertically

- The Make Same button allows you to make two or more items have the same height,

width, or both. Just select the items by holding the Shift key and clicking on each item. The
last item you select will have black handles while the others have white handles. The white-
handled items will use the black-handled item as a reference point — that is, they will adopt
the size of the black-handled item. Click Make Same and choose from the menu.

H The Space Evenly button allows you to make three or more selected items have the same
vertical, horizontal, or both distance from each other.

The Shape Properties Group
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The Shape Properties group has buttons which allow you to make changes to the shape and
settings of items in the Work Area.

l‘(j_) The Change Shape button opens a menu with two options. Position your cursor over
Change Shape in the menu to see a submenu of shapes into which you can change the
selected symbols in the Work Area. Click Edit Shape Outline to temporarily transform the
handles of the selected symbol so that you can drag the outline into a custom shape.

m Conr
o :'!'hI Text

£ pimi

= Ej- Change Shape »

E Edit Shape Cutline

The Change Shape Menu

The Change Shape button is usually grayed out unless a shape or symbol is selected in the
Work Area.
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l :) Under the Change Line button is a menu for changing the shape of a selected line to a
variety of other shapes. Simply click on a new shape to apply it to the selected line. Again,
this button is usually grayed out unless a line is selected.

== Links
] Dimensicns [l Objects +
fm— = 1 > r 77}
ow LCL Ut
P e Y A
ala r’J — T ‘\

The Change Line Menu

3 vou can anchor lines to connection points on symbols in most visual types. All symbols have
default connection points, but you can change them by clicking Connection Points. This
opens the Choose Connection Points dialog box, where you can choose between Default,
Continuous, and Custom connection points. The dialog offers instruction on how to set
Custom connection points:
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Choose Connection Points

Select Setting Hint oK

Shapes may have either fied or infinite

conhection points. Cancel
The "Default” setting iz best for most
flowcharting, since it makes it easy to Help
link a line exactly to the center of a

= = = a thape's zide.

dii

The "Continuous" setting iz the most
flexible, allowing a line to connect to

(] any point an the barder. Only shapes
with a continuous barder may have this
zething.

= n = The "Cugtom" zetting iz uzeful for

defining a limited number of connection
points at very specific locations. [t is
aften uzed for electncal and other
gpecialized symbols.

Help
™ Defaut " Continuous O, Custom Hold the Chrl K.ey down and click to add
C o B S connection points,
Lstom IJze the Delete key to remove them.
Celected Poink: 3 (000 % % 000 % Uze the Ammow keys bo move then.
IJze Chrl-&mraw to change selection.
[ Use Snaps

The Choose Connection Points Dialog Box

Al The Text Entry button opens the Text Entry Properties dialog box, which has options for
how the selected symbols grow as more text is entered than can fit inside the symbol, when
text entry is allowed, what pressing the Enter key while editing text inside the selected
symbol does, and so on.
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Text Entry Properties

Shapes change size when you add test! K

Thiz dialog controls the way shapes change size as you add and remove
text. The choices pou make apply only to the shapes that are cumrently Cancel
zelected. Press help for mare infarmatian.

Help

ttﬂ X]

Select a sizing rule:

{* Change horizontally and vertically

Shapes change size in both directionz, maintaining their shape.

" Change horizontally

Shapes change size harizontally az you add text, and vertically only if
wou type a carmage return <Enters.

" Change vertically

Shapes change zize vertically az you add text.

Allows text to shrink,

[ Allow the size of text to shiink o l_ points,
befare forcing the shape to increase in zize.

Test Marging

Set the gap between the test and the inzide edge of the shape to |2
zoreen pimels [1/100%).

Allow Text Editing of a Shape with a:
+ Double-click  © SingleClick ¢ Do not allow best editing
Typing the Enter key...

{+ |nzertz anew line. ¢ Tabs to the next shape or cell [Chl-Enter inzerts a ling

The Text Entry Properties Dialog Box

'l The Dimensions button opens the Show Dimensions dialog box, where you can specify
when and how the dimensions of the selected items are shown.
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Show Dimensions

Show Dimensions
" MWever = Onlp'when Selected © Alwaps

Cancel

_tieb |
[ |

Show

Help
" The distance between the end points of the line —

" The tatal length of the line

&+ The length of each line seqrent
Eort...

[ The area of the shape

[ Extenzion lines

The Show Dimensions Dialog Box

El You can click the Dialog Launcher to open the Shape Properties dialog box, which contains
many of the same controls as the Shape Properties group, in addition to a few more
settings.
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Shape Properties

[Eraw:
Grow ”

" Proportionally Select the way the shape can be re-zized.
Propaortional growth maintaing a sumbol'z oniginal Cemee]

" i i
Sarzeriely sl ghape and prevents distortion,

Help

ail.

" Wertically anly

[Applhes anly to certain shapes]

Show Dimenzionz Show Area
" Alwags O Only when selected & Mewer || [ Abways show the area of the shape

Linking

[ Allow shape to link to borders [ Allow shape to link to cellz in table

Check these boxes to allow the shape to attach to the border of anather shape or to attach
inzide a cell in a table.

[ Do not check speling
Checking thiz box turns off zpeling corection for any text contained ingside the shape.

[ Print az Transparent
Checking thiz box marks the shape as transparent =o that it will print properly.

[ Allow Image Drop
Checking thiz box allows images to be dropped inta the shape.

The OLE Group

The Shape Properties Dialog Box
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== Links

([§d Objects

OLE

== The Links button opens the Links dialog box, where you can manage the OLE links in the
visual. For an object to be linked, you must have inserted it using the Paste Special control
in the Paste menu on the Home tab and chosen “Paste Link” in that dialog box. In the Links
dialog box, you can update a linked object, open the source from which the object is linked,
break the link, and so on.

Links: Type Update Cancel |
S ampleDocument. docglOLE LINE.Z2 Document Autamatic
Update Mow |
Open Source |

Change Source...

Break Link |

Sourcer G5 My DocumentzhS ampleD ocument. docxl OLE_LIMEZ
Type: bicrozaft Office ‘Word Document

| pdate: ¢ Altomatic " Manual

The Links Dialog Box
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I The Objects button opens a menu with options for opening the source of the OLE item.

The Insert Tab
The Insert tab only contains one group: the Insert group. This is made up of buttons for
inserting different types of items into the Work Area.

=R N N

Takble Picture Chart Mote Map Web  HyperLink More
Page

- - -

Imsert

The Insert Tab

L1 The Table button opens a menu of preset table sizes for you to choose from to insert, or
you can click Define to create a more custom table. See Working with Tables for more
information.

ﬂ The Picture button opens the Insert Picture dialog box, where you can browse through
your computer’s files to find the picture you want to insert. If a shape is selected when you
click the button, the picture will be inserted inside that shape. Otherwise, it will be added to
the Work Area as a new symbol.

34 "
d The Chart button opens a menu of chart types for you to choose from. See Working with
Charts for more information.
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i The Note button adds an annotation to the selected item. Just click the button, type in
the box that appears near the item, and click somewhere else to close the text box. A
yellow icon appears on the item. You can position your cursor over this icon to read the
note, or click on the icon to edit the note. The icons do not appear when you export the
visual, and when you print it, a list of notes is printed on a separate page.

<rThua shape has a note attached to it.

Bv

;jThe Map button opens the Google Maps® tool window so that you can create a custom
map using the power of Google®. You can even import a spreadsheet of data to be
automatically plotted on your map. For more on this, see Working with Maps.

e‘\

j The Web Page button opens an internet browser so that you can navigate to the web
page of which you would like to capture a screenshot. When you have found the web page,
just click Capture Webpage on the browser to insert the screenshot.

== The HyperLink button allows you to convert the selected item into a link to a web page or
file. This can be in the form of a text link, or an item itself can be the link, depending on

whether you highlight text or click on an item.
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Text with a Hyperlink and a Shape with a Hyperlink

‘LJ] The More button opens a menu with more options of objects you can insert. For each of
these, the appropriate program is automatically opened. Make the necessary changes, and then
just close that program’s window. The object will be inserted into the Work Area.

)

HyperLink

[

1% v [ gl |wordart
E Equation

Excel Chart

The More Menu

The Page Tab
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The Page tab contains buttons for setting up and working with the Work Area.

Eﬂ : i| Layers o | =i F
= [] VErS w 8 II Show Rulers Eﬂﬁ Find
— i | Work Area = II Showr Grid
Background | | Orientation Margins Scale  Snaps ab Replace
- - - @ Center in Work Area - - Use Snaps - ac
FPage Style Page Setup Rulers & Grid Find B Replace
The Page Tab
The Page Style Group

i

Background

-

Page Style

The Page Style group only contains one button.

L%
Q The Background button opens a menu, from which you can choose a background color,
picture, gradient, or texture for the Work Area.
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The Page Setup Group

|:| Layers -

| Worlk Area

Crientation Margins

s CEET T A
- - { Center in Work Area

Page Setup

The Page Setup group has buttons for setting up the Work Area.

j’ég The Orientation button opens a menu with choices for whether the page should be
Portrait or Landscape.

__‘ The Margins button opens a menu with choices for the width of the margins when you
print your visual, or you can click Define to create custom margins settings.

I The Layers button allows you to add and manage layers of the Work Area. For more, see
Working with Layers.

| The Work Area button opens the Set the Work Area dialog box, where you can define the
number of pages on which your visual lies, and a few options for controlling the growth of

the Work Area. This dialog box is important if you are going to print your visual because it
will ensure the visual is printed as you want it — you wouldn’t want to print one visual split
into 50 pages, or to shrink a large visual down to fit on just one page.
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Set The Work Area

Presview

Ok

Cancel

ais.

Help

Set the Size of the Wark Area

Add pages ta the wark. area by increazing either the Pages Across or the Pages Daown.

R emowve them by decreazing these valuez. You can anly remove blank, pages. Removing
a page removes all the pages in the zame column..

Pages Acrozs: Inches Across:

[ Fix the image zize in lnches
Fages Down: |1 Inches Dowr; - ?

[ Limit the image size to 50:50 Inches

Idzerz running 'Windows 98 and ME cannot open SmartDraw documents larger than
thiiz.

v sllow the work area to grow automatically,

Thiz alloves the work area to expand automatically IF an operation would mowve an

object outzide the existing area. For example, when adding shapes to an automatic
connectar.

The Set the Work Area Dialog Box

‘@ The Center in the Work Area moves your entire visual so that it is centered on the total white
space of the Work Area, while maintaining all spacing in your visual.
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The Rulers & Grid Group

d =i |:| Show Rulers
. [ show Grid
Scale  Snaps

- - Use Snaps
Rulers B Grid

The Rulers & Grid group contains controls for working with dimensions and snapping items to
the (usually invisible) grid.

%

'_J The Scale button opens a menu with options for the scale of the Work Area. The
dimensions of items will be shown in the scale you select, and the rulers (when visible) will
reflect the scale as well. This is particularly useful for visuals like Floor Plans, in which the
scale matters. For more details, see Working with Dimensions.

J The Snaps button allows you to choose how items attach to the (usually invisible) grid in
the Work Area, or specify whether they snap to the grid at all. Using snaps helps you to
work with items quickly and easily. For example, items which snap to the grid are much
easier to align.

There are three checkbox buttons in the Rulers & Grid group:
- Show Rulers shows or hides the rulers along the top and left edges of the Work
Area.
- Show Grid shows or hides the grid, which is defined by the scale of the rulers.
- Use Snaps turns on or off the setting for all items to snap onto the grid.
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The Find & Replace Group
# Find
Ehéc Replace

Find & Replace

The Find & Replace group helps you to search for words or phrases you may have entered into
the visual.

23 The Find button opens the Find and Replace dialog box, where you can enter a word or
phrase and search for each instance of that word or phrase in the Work Area. You can also
hold down the Ctrl key and press the F key to open the same dialog box.

b . . .
i The Replace button opens the same Find and Replace dialog box, but with more controls for
replacing. You can also reach this dialog box by clicking the Find button and then clicking
“Replace >>" in that dialog box.

Find and Replace _ |

Find'what  |this Find Mest

E3

Replace with: |thal Eeplace
[ Match whoale ward only [ Match caze Replace Al

Al

Cloze

The Find and Replace Dialog Box
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The Table Tab

The Table tab consists of buttons dedicated to creating and formatting tables.

E — E] E E IE E @ =] Join cells

" _ | & split cells
Table = Delete Insert Insert Insert  Insert
e Ll . Left  Right Above Below |4 Distribute v

Insert Takble Rowis & Columns

QFHI‘-r | Convert to Table
:

i

_&* Grid lab] Convert to Text
Format M Autofill )
Table 7. Effectsw Text Editing
Takble Style Data
The Table Tab

The Insert Table Group

Table [
Columns | 3 =
. El

Insert Table

The Insert Table group has controls for adding a table to the Work Area.
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j The Table button inserts a simple table with the number of rows and columns specified to
the right of the button. You can change these numbers by clicking on the menu buttons
and choosing new values.

* The menu button below the Table button opens a menu in which you can choose a preset
size of table to insert, or click Define to create a custom table with more formatting.

Add New Table x|

Select a Table Format
Presview 0K

Simple Columnz
Simple Rows Cancel

Headings with Grid
Headings with Columng
Colurnns 1 Help
Colurnns 2

Lett Align Photo bt

Parameters

Murnber of Bows: |E Mumber of Columns: |3
-

Hemowve. ..
[ Do notinclude any of the text shown when applying this formmat,

i ek

The Add New Table Dialog Box

The Rows & Columns Group
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E E £_| 'ﬂ % = Join Cells

B split cells
Delete Insert Insert Insert Insert prn
- Left Right Abowve Below [ Distribute »

Rows & Columns

The Rows & Columns group has buttons for working with table cells. Most of the buttons in this
group are grayed-out unless you have clicked inside a table.

E The Delete button opens a menu containing options to remove a row, column, or the
contents of a row or column. It’s enough to click inside one cell in the row or column you
want to delete or clear the contents of.

.%'_l The Insert Left button adds a column to the left of the column containing the selected

cell. If more than one column is selected, the same number of columns will be added to
their left.

‘_‘%_] The Insert Right button adds a column to the right of the column containing the selected

cell. If more than one column is selected, the same number of columns will be added to
their right.

lﬁ The Insert Above button adds a row above the row containing the selected cell. If more
than one row is selected, the same number of rows will be added above them.

‘% The Insert Below button adds a row below the row containing the selected cell. If more
than one row is selected, the same number of rows will be added below them.
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=] When more than one cell is selected, the Join Cells button will merge the cells into one cell
by removing the gridlines dividing them.

“! The Split Cells button divides each selected cell into two side-by-side cells by adding a
gridline.

1 The Distribute button opens a menu from which you can choose to space rows or columns

evenly. That s, all rows will have the same height or all columns will have the same width.

The Table Style Group

23 Fill -

& Grid -
Format "
Takble . Effectsw
Table Style

The Table Style group has buttons for changing the color and style of the table cells or the entire
table.

—me

== —

The Format Table button opens the Format Table dialog box, where you can select a
premade table format and define the number of rows and columns. You can also add your
own table formats so that you can apply them to other tables later. Just format a table
manually, click this button, then click [Current Settings] in the list and click Add to List.
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Format Table

X

Select a Table Format

[Current Settings] P2z
Simple Gnd

Simple Columns Cancel
Simple Rows

Headings with Gnd

Headings with Columnz Help

Calurinz 2

Parameters

Murnber of Bows: |E Mumber of Columns: |B

| Resize the table to fit inside the selected shape [if possible)
_ _ _ Hemowve. ..
[ Do notinclude any of the text show when applying this formmat,

The Format Table Dialog Box

Q The Fill button contains options for filling the selected table cells with a solid or gradient
color, texture, or hatch. Simply click on the fill you wish to apply.

== The Grid button contains a menu for the thickness and dashes of the selected gridlines, as
well as a menu very similar to that of the Fill button, except that the color, texture, or hatch
you select will be applied to the gridlines instead of the cells.
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* The Effects button opens a menu of effects such as shadow, glow, bevel, and more. Just
position your cursor over the type of effect you’d like to apply and choose from the
submenu that appears.

C| Conmwvert to Table

{oh] Convert to Text

¥ | More Cast Shadows...

}| Mo Inside Shadow

— Perspective

Inside Shadows

)
Uua

More Inside Shadows...

The Effects Menu
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The Perspective effect should only be applied once you are done creating your visual, since
you will not be able to make any further changes while the effect is applied. This is because
the entire visual is tilted for a 3-D effect.

The Data Group

: qﬂ Convert to Text
Autofill

[l Text Editing
Data

The Data group has buttons for controlling the data entered into table cells.

223 The Autofill button opens the Autofill Table dialog box, where you can automatically

number the cells of a row or column using numbers, dates, months, and so on, starting with
the selected cell.
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AutoFill Table

%)

pe Fresiew

MNumbers
Days af the Week
Date Range [Month/Diay]

Months
Tears

Catizel
Help

Ty Y Y Rl

- Orim &AL =

Conztant

Parameters

Starting Yalue |1 Ending alue 2 Prefix
Inrement 1 Mumnber of Yalues |2 S uFfig

Inzert

" Inzert across the row {* Down the column

The AutoFill Table Dialog Box

[ The Convert to Table button allows you to change any selected symbol into a table. A dialog
box appears, allowing you to choose a table format and the number of rows and columns.
The symbol maintains its original outline, but contains gridlines inside it.

42t The Convert to Text button allows you to change the selected table to a shape instead. All
text in the table is placed inside the shape, arranged in a similar manner to how it had been
in the table cells.
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(] Text Editing This checkbox button allows you to lock or unlock the selected table cells to text
editing. This is helpful for locking headers and other cells for which the text should not be
regularly changed.

@_. erc to lable

ab| Convert to Text

Autofill

Data

The Chart Tab

The Chart tab is dedicated to creating and formatting charts and graphs. When creating a chart,
you should use the Charts & Graphs visual template so that you can use SmartPanel. Then,
when you’re done making the chart, you can paste it into the visual of your choice if you'd like
to. For more on this, see Working with Charts.

w8y ey | ] A (o] @)

Mew From File From Add Add Showr Swap Series Fie
- Clipboard Series Category Data Table & Categories Data,

Insert Chart Chart Data

IEPL‘KET Set Range

| (& B

Chart Quick Rotate = —
Type , Layouts, Chart, |£|LF-‘EIF-‘F'IIZ|T Min | Automatic "]

|l_:|Gri|:| - Max[ Autamatic "]

Layout
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Data Horizontal  Vertical Group
Axis Axis Labels

11T |

Labels
The Chart Tab

The Insert Chart Group

o] &y |
Mew From File From

Clipboard

-

Insert Chart

The Insert Chart group contains buttons for different methods of creating a chart.

o1]
d The New button opens a menu of types of chart for you to choose from. Select a chart
type to instantly insert a chart into the Work Area.

i

"I The From File button allows you to browse your computer for a spreadsheet from a
program such as Microsoft Excel®. The data in the file you choose will be read by
SmartDraw and converted into a chart.

b‘
e
s 2 The From Clipboard button reads data you have copied to the clipboard (using the “Copy”
function on a spreadsheet for example) and creates a chart from it.
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The Chart Data Group

T Y R s ]

Add Add Showr Swap Series Pig
Series Category Data Table & Categories Data,

Chart Data

The Chart Data group contains buttons which help you to add and manipulate data on your
chart.

ﬂ The Add Series button adds one more bar, line, or slice to each category. That is, a new
color is added.
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M The Add Category button adds a new set of the series. That is, a new bar or point is
added for each series, all grouped into a new category. Since Pie charts and Relative Value
charts only show one category at a time, this button is grayed out when you are creating
one of these types of chart.

i
—| The Show Data Table button causes the corresponding data table to appear or disappear.
Any changes you make to the data in the table will instantly update the chart, and vice

versa.

1’.—‘1_
A The Swap Series & Categories button changes the series to categories and the categories

to series.

j The Pie Data button opens a menu listing all of the categories of your chart. Choose one
of the categories to instantly convert your chart into a Pie chart with that category shown.
The other data is not lost when you do this — you can switch categories or change back to
another type of chart using the Chart Type button (see the Layout group).

The Layout Group

] Axes »  Set Range

il | n"l.h_J| &y

Chart Quick Rotate = F—
Type  Layouts, Chart, [#] Legend~ Min | Automatic |

IL'Grid *  Max| Autnmatic'l

Layout
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The Layout group has buttons for changing the overall appearance of the chart.

il The Chart Type button opens a menu from which you can choose a type of chart to which
you can change your current chart without losing any data. Once you choose a chart type, a

second menu appears with a few options on layout, including how data labels should be
shown, which direction the chart goes, and so on.

M The Quick Layouts button opens a menu of choices of layouts specific to the type of chart
you are creating. You can choose any of these layouts to apply a professional look to your

chart with a single click, including how data labels are shown, the direction in which the
chart goes, and so on.

ﬂ The Rotate Chart button opens a menu from which you can choose which quadrant of the
axes your chart should use. That is, you can choose which axis your bars or lines grow from.

| The Axes button opens a menu where you can choose whether the vertical and horizontal
axes are shown.

=2 The Grid button opens a menu where you can choose whether various gridlines in the chart

area are shown.

4] The Legend button opens a menu where you can choose whether a legend is shown, the
format of the legend, and where the legend will be shown.
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The Set Range menu buttons allow you to choose the maximum and minimum values of the axis
with number values (by default this is the vertical axis, unless you rotate the chart or choose
a Quick Layout with a rotated chart).

The Labels Group

g &

LY |

Data Horizontal  Wertical Group
- Axis Axis Labels
Labels

The Labels group contains buttons for changing how and whether various types of labels
appear, as well as controls for when the chart is quite large.

The Data button opens a menu where you can choose whether and how data point labels
are displayed.

il

J The Horizontal Axis button opens a menu where you can choose how and whether the
various labels of the horizontal axis are shown, as well as whether there are tickmarks along
the axis.

il

J The Vertical Axis button opens a menu where you can choose how and whether the
various labels of the vertical axis are shown, as well as whether there are tickmarks along
the axis.

SmartDraw.com | Chapter 2: The Ribbon



1111

J The Group Labels button allows you to condense labels by date or by number. The
options in the menu are grayed out unless your chart becomes so large that the labels are
illegible and crowded, such as a chart with 100 or more categories.

The Format Labels button opens a menu where you can format the labels you have
grouped. This button is grayed out unless you have used the Group Labels button on a large
chart.

The Picture Tab

The Picture tab is made up of controls for inserting and formatting images from your computer’s
files.

¢ g d @ e O 0

From Picture Open Capture Pan & Crop Trim to Brightness Contrast

Camera Folder Picture Webpage Zoom Shape

- - -

Get Images Picture Size Exposure
The Picture Tab

The Get Images Group

; :
@ g el @

From Picture Cpen Capture
Camera Folder Picture Webpage

Get Images
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The Get Images group consists of a series of buttons for inserting images.

=51
&*‘ The From Camera button opens the Select Photo Source dialog box, where you can
specify the drive to which your digital camera or memory card is attached.

i

il The Picture Folder button opens a dialog box where you can browse for the folder of JPEG
files you want to open. When you click Open, the folder’s contents are shown in the Library

tab, where SmartPanel is located. Then, you can click on a picture and click again in the
Work Area to add it.

J— The Open Picture button opens a dialog box where you can browse your files for one

image. If a symbol is selected when you click the button, you will be given the option to
insert the image inside the symbol.

The Capture Webpage button opens an internet browser. Browse to the webpage you

want to capture, then click Capture Webpage at the top of the browser to insert a
screenshot of the page into the Work Area.
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The Picture Size Group

=L

Pan & Crop Trim to
Zoom Shape

-

Picture Size

The Picture Size group has buttons for adjusting the image you have inserted.

g The Pan & Zoom button opens a toolbar for adjusting the image when it’s inside a shape.
You can click the Arrow buttons to move the picture around, and the magnifying glasses to
zoom in or out. For example, if you inserted a picture of a person’s face, you can adjust the
picture so that their face is shown inside the shape.
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The Pan & Zoom Toolbar

E The Crop button opens a menu containing a selection of proportions to which you can
crop the image, such as 4”x6".

‘u-% If you inserted an image into a shape other than a rectangle, the Trim to Shape button
will cut the image so that the parts of the image not shown are removed. This can save disk
space, especially if you have inserted many pictures.
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The Exposure Group

; »
1
(D
Brightness Contrast

- -

Exposure

The Exposure group has buttons for changing the quality of the image itself.

"\.} The Brightness button opens a menu in which you can adjust the brightness of the image
by a percentage.

O The Contrast button opens a menu in which you can adjust the contrast of the image by a
percentage.

The PowerPoint® Tab

You can use the PowerPoint® tab to animate your visual so that it appears step-by-step when
you export it to Microsoft PowerPoint®. This will help your viewers to follow along with you as
you analyze your visual during your presentation.

m—

|—| = b Mext
Ste 1 - 0 A_r{
= Include : St:P F Previous
Send to Animation . Preview = of3
PowerPointE Chart Preset|w| F Cancel
Export Animation
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The PowerPoint® Tab

The Export Group

@ Include

Send to Animation
PowrerPointE

Export

The Export group contains a button for sending your visual to Microsoft PowerPoint®, with an
option you can turn on or off.

@ The Send to PowerPoint® button instantly places your visual onto a slide of a Microsoft
PowerPoint® presentation. If a presentation was already open, the visual is added to a new
slide at the end of that presentation. If not, a new presentation is opened with the visual on
the first slide.

If the Include Animation checkbox button is checked, the animations you program using the
Animation group will be included when you send your visual to Microsoft PowerPoint®.

The Animation Group

o g F Mext
e
Step | 1 v| 1 M BSl:t:-EPE F Previous
Chart Preset| Categories v| Freview F Cancel
Animation
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The Animation group has controls for you to program individual items in your visual to appear in
the presentation upon clicking a certain number of times. You can also preview your animation.

You can use the Step menu button to assign a step to the selected item(s) in the Work Area. For
example, if you assign an item with Step 3, it will appear after the third click when you are
presenting the slide containing your visual.

If you are animating a chart, you can use the Chart Preset menu instead of the Step menu as a
shortcut. There are a few common ways you may want to present your chart, such as by having
one category or series appear at a time. SmartDraw can automatically animate your chart using
your choice of method listed in the menu.

R =

Step | T| iFU -
i lo

Chart Preset m Preview

x f‘" Categories

Data Point
Data Point by Series

None

The Chart Preset Menu

FC
A_'(]) The Preview button will allow you to see what the visual will look like in Microsoft
PowerPoint® before you export it. You can use the F Hext and F Frevious buttons to navigate
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from step to step, or simply click the mouse to move the animation forward, just like in
PowerPoint®. You can click ¥ cancel to return to editing your visual.

The Review Tab

The Review tab only consists of the Comments group, which contains buttons for writing and
viewing markup comments on the visual.

Show Comments

L
Add

Comment 4 Previous Comment

F Mext Comment

Comments

=f The Add Comment button opens a temporary text box next to the selected item. Enter
text in this box, then click somewhere else to close it. Your user initials and the comment
number appear in a small colored box on the item. You can position your cursor over this
box to view the comment, or click on the box to edit the comment.

HRC ("User's Name") 09/02/2009,
This shape has a comment.

The comments you add will automatically be removed when you export your visual, and when
you print, the comment markers are replaced by numbers and a list of the comments is printed
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on a separate page. However, you can hide the comments while working in SmartDraw or on
the printout by unchecking ¥/ Show Comments

Use the 1 Previcus Comment and * Mext Comment buttons to read the comments in their
numerical order.

The Help Tab

The Help tab only consists of one group: the SmartDraw group. It contains the buttons you
need to find help and maintain your copy of SmartDraw.

C @ ¢

Tech Updates About License
Support

SmartDraw

g The Tech Support button will instantly take you to the Support page of the SmartDraw

website in a new tab or window of your default internet browser. From there, you can get
the help you need from one of SmartDraw’s experts.

@ The Updates button will instantly take you to the Patches & Updates page of the
SmartDraw website in a new tab or window of your default internet browser. From there,

you can click on the latest updates to download them so that your copy of SmartDraw is up
to date.
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g The About button will open a window giving you the version number, license number, and
more about your copy of SmartDraw. Click on the window to close it.

= —_ | . .
—I The License button opens a dialog box where you can view your current software licenses.

Chapter 3: Automatic Shape Connectors
Most of the visuals offered by SmartDraw have a specific structure to them, with shapes and
symbols connected by lines in a particular layout. It can be quite tedious to make sure
everything is laid out and spaced nicely, and once the visual is finally perfect, you wouldn’t dare
make changes to it!

Thanks to Automatic Shape Connectors, this is not the case in SmartDraw!

For such visuals, SmartPanel has special controls for adding symbols which are automatically
connected to each other and perfectly spaced. They even adjust to accommodate new shapes
as they are added.

Let’s look at a few examples of visuals that use this innovative, easy-to-use tool.

Flowcharts
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Many visuals adopt a flowchart-like structure, with chains of symbols connected to indicate the
flow of a process.

I: Alarm Goes Off

" Now  Press "Snooze" \

Turn Alarm OFf

4

Look Qut Windaw

' “a

Put on Shorts Put on Pants

| Gotatne Beacr) | stay Insice )

A Flowchart on Deciding What to Do on a Weekend

The flowchart shown above only took about ten minutes to make thanks to SmartPanel. Let’s
take a look at how to do this.
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The Flowcharts visual template starts with a shape labeled “Start” already in the Work Area, so
we can click on this and type to add text.

—| e :-.Ar.:lcling Textl-\

Click on a Shape and Start Typing to Add Text

Now we’d like to add the diamond shape (that is, a decision) below the starting shape. In
SmartPanel, we click on the “Decision” symbol in the symbol gallery, then click Add Below.

‘ 5 Build y \

%
b

l!: Alarm Goes Off all Flowchart M , Alarm Goes Off

|

i Process Start/End  Alternate... !

M Data (Inp.. Document | \/

000&

Add Left | Add Right [Add 2bave
The symbol is added automatically attached to the first symbol and perfectly spaced.
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Now we add Process symbols below and to the right of the decision we just added, using the
same method: select the decision, click on the Process symbol in the gallery, and click Add Right.
Then, we repeat to add the process below the decision.

[ Alarm Goes Off

Ready to

Wake Up?

L

We can add text to the connectors by double-clicking on them and typing.

v

Yed|

L |

We can continue adding symbols in the same manner. There are also a few keyboard shortcuts
to make construction even faster. Hold down the Ctrl key and press an arrow key to add a
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symbol in that direction from the selected shape. To add text faster, you can use the Tab key to
move from symbol to symbol.

The second decision, labeled “Sunny Outside?”, is the beginning of a split path, so to add the
processes attached to it, we'll need a different button. In SmartPanel, we can use the Split Path
buttons to add two processes below “Sunny Outside?”

\o% — < g,
- c | > ﬁv[@—b

-2 Join Paths

X 'Y

We add a few more shapes and the flowchart is built:
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The only thing that is missing is the line from “Press ‘Snooze’” to “Alarm Goes Off”. This is a very
specialized line, so we’ll have to draw it ourselves. We click “Draw Lines” in SmartPanel to
change the cursor to a pencil icon.

Limes
|. Line Shape ".l ‘
‘ / Draw Limes h ‘

Then we click on the edge of “Press ‘Snooze’” where we want the line to start, and click again on
the edge of “Alarm Goes Off”. The line is automatically anchored to both shapes so that it will
adjust itself to stay attached to them even if you move one of the shapes.

~ = ] -

Alarm Goes Off Alarm Goes Off

~ Readyto
‘Wake Up?

“ Ready to

Wake Up? Mo Press “Snooze"

Now we just add some color using the Quick Styles and Themes buttons in the Home tab, and
we’ve built the flowchart!
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Mind Maps

Mind Maps and other similar visuals consist of shapes branching from a central main idea shape.

[ ] sk ikt

[rfeariry -

_ Trode Show

Srasant L]
B Advertise

A Mind Map

Just like Flowcharts, the Mind Maps SmartPanel has buttons that make building a visual like this
as easy as a few clicks.
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Build

Add Topic

&

“'[E Add Subtopic

E Demaote
EE Promote
|JT|.< Delete

Use AutoStyle

Wiew as: | Mind Map v|

The Build Group of Mind Maps SmartPanel

You don’t even have to choose symbols from a symbol gallery. Just click Add Topic in
SmartPanel to add boxes attached to the central shape.

SmartDraw.com | Chapter 3: Automatic Shape Connectors



I Main Topic |

q. Add Topic k

X3

| )
\
\

.,
-,

*
/Ih Main Topic =
P
r

o
r
P

Click “Add Topic” Three Times to Add Three Topics

The topics are added on alternating sides of the central shape so that the visual maintains a
balanced appearance.

To add a subtopic to a topic, we just click on that topic and click Add Subtopic in SmartPanel
once for each subtopic.
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Adding Two Subtopics to the Selected Topic

You can also add subtopics to other subtopics to go one level deeper.
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Notice that the subtopics added in the image above are a different color, size, and shape from
the topic to which they were added. This is because Mind Maps (and a few other visuals) use
AutoStyle, which automatically change colors and styles each tier of hierarchy so that they are
visually distinguishable. You can always turn this off by clicking Use AutoStyle in
SmartPanel.

Moving Automatically Connected Symbols

SmartDraw makes it easy to rearrange symbols, even if they are connected to other symbols by
Automatic Shape Connectors. All you have to do is click and drag the symbol to a new position.
As you approach the new position, dashed lines and connection points appear where the symbol
can be reattached. Simply release the mouse button when the outline of the symbol snaps to
the connection point you want.

Dragging a Symbol to a Connection Point

Some visuals, such as Org Charts and Mind Maps, have a hierarchy in their structure. When you
drag a symbol that has subordinate symbols attached to it, those symbols stay attached.
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The Light Blue Boxes Stay Attached to the Dark Blue Box When It’s Moved

Replacing Symbols with Different Symbols

Suppose you decide you’d like to change a rectangle symbol to an oval symbol. In other
programs, that would mean you have to delete the rectangle, add the oval symbol, readjust the
lines so that they attach to the new symbol, and retype the text that had been in the previous
symbol.

But with SmartDraw, replacing a symbol is a drag-and-drop mechanism. Simply select a new
shape in the symbol gallery, then click on the symbol you want to replace when the cursor looks

like 5G. The new symbol even keeps any text that had been in the original symbol and it
automatically connected when it replaces the original symbol.
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Flowchart - B
Ea)
p Alternab ~ N
rocess rt/ Enid ernate... f
# ----- E'EEL‘-'S“ ----- : ’* | Dacision |
! i | A _/:
- f | | _ -
— | S - ! /}
L]
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Add Left | Add Right [4dd Above| Add Below

Collapsing Branches

Visuals with hierarchies, such as Org Charts and Mind Maps, can become quite large. For this
reason, SmartDraw offers the ability to “collapse” branches in order to temporarily hide them so
that your visual is less cluttered while you work.

Each symbol with subordinate symbols attached to it has an = icon near the branch attaching
the subordinate symbols. Just click on that icon to collapse the branch.
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& ->

Clicking the Collapse Icon

When you want to see the collapsed branch again, just click the # icon where the = button had
been.

. S—

Clicking the Expand Icon

When you print or export your visual, these icons will not be visible. However, if you print or
export your visual while a branch is collapsed, that branch will remain hidden in the printout or
exported file.
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Chapter 4: Working with Items in the Work Area

No matter what visual you are working on, you will be manipulating a variety of items in the
Work Area to create it. This chapter is devoted to discuss in detail what you need to know in
order to do this.

Working with Symbols
The majority of visuals involve a specific set of symbols placed in a specific layout. These

symbols may be geometric shapes, tables, clipart, or anything else the visual requires. Many
symbols have special settings that help you to work with them as well.

Adding Symbols

In many SmartPanels, a symbol gallery is included, with a library of visual-specific symbols
opened.
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Add Shapes

| PERT Chart & Activity Netwark -

3

Task - 1 Task - 2 Task - 2

Ll TASK

Persan(s —

Task
ET LT
days days

Task - 4 Task - 5 Task - 6 |4

Click om a shape above, then click in
the work area.

The Symbol Gallery in the Activity Networks SmartPanel

Other visuals have special buttons like “Add Left”, “Add Topic” or “Insert Descendant”. These
buttons add the appropriate symbol, automatically attached by a line to another symbol already
in the Work Area. For more on these, see Chapter 3: Automatic Shape Connectors.

To add a symbol, simply click on the symbol in the gallery, then click again on the Work Area
where you’d like to add it. The symbol you chose is instantly “stamped” where you click.
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Add Shapes

Furniture & Accessories A

60" Wides... 60" Wides.. Crown Mo.. & é

Crovin Mol... 3| Brown lamp
prer> ) i

Click on a shape above, then click in
the work area.

Clicking on the Work Area to Add a Symbol from the Library

If you hold down the Shift key while clicking on the symbol in the gallery, you can click on the
Work Area multiple times to add the same shape several times. When you’re done adding the
symbol, press the Esc key.

Finding More Symbols

You’re not just restricted to one library of symbols. SmartDraw has hundreds of libraries of
symbols which you can always access. Above the symbol gallery (when it’s present) in
SmartPanel, you’ll find the Library Selector menu button. Click this button for more options:
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Add Shapes

ShelfUnits and Storage

| Clathing _lﬁ'::"
Products -
w" | Shelf Units and Storage
-
Mare.. Unit... —
Close Library

Shelf Bar  Shelf Bar  Shelf Bar

Click om a shape abowve, then click in
the work area.

The Library Selector Menu

For some visual types, there will be other libraries for you to choose from in the Library Selector
menu. For example, in the gallery for Planograms, shown above, the “Shelf Units and Storage”
library is open, but there are also “Clothing” and “Products” libraries available as well. Click on
one of these libraries to open it in the gallery.

If none of the offered libraries has the symbol you want to add, click More... in the Library
Selector menu to open the “More Symbols” dialog box.
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More Symbols

Symbaol Libraries
l | [ Search
Click on a library name to preview

E] Landscape Design
#13) Landscaping
#3) Maps

[+ Marketing Charts
¥ 23 My Symbals
#1.3) Network Design
#-{03) Cffice

#113) Org Charts

=123 Rekail & Planagrams

=23 Shelving & Products

: ﬁ Cluthing
on

----- ﬁ SheIF Unlts and Storage
[#+{3) Storefront
E Bathroom (Elewvation)

ﬁ Bedroom (Elevation)

ﬁ Doars & Windows (Elevation) - Soda Bottle Bottle - 1
ﬁ Kitchen (Elevation)

-4 Lighting {’:\
ﬁ Living & Dining (Elewation)
[#|5) Roads & Freeways v v

[cioze | [[opan iy | [ 0% |

)3

Container - 1 Container - Container -

Can- 2

[

Container - Can-1

The More Symbols Dialog Box
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In this dialog box, you can type in a keyword to search for a particular symbol using the search
bar at the top of the left column. When you click the Search button, a folder called “Search
Results” appears with all the libraries containing symbols related to your keyword search.

You can preview a library by positioning your cursor over the library name, or click on the library
name to show the library in the area on the right side of the dialog box.
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||arrow| |[ Search ]

Click on a library name to preview

I SmartDraw Explorer -
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[closs | [open tibrary | [ ox |

Positioning the Cursor Over a Library to Preview It

You can also browse the libraries using the explorer tree. The libraries are organized into folders
based on the visual for which they are intended, with the exception of the “Clip Art” folder.
Click one of the [ icons to view the contents of that folder.

SmartDraw.com | Chapter 4: Working with Items in the Work Area



When you have found a library you’d like to open, click on its name and click Open Library at the
bottom of the dialog box. Once you have opened all the libraries you want, click OK. All of the
libraries you opened appear in the Library Selector menu.

Symbol Libraries
Although SmartDraw’s large variety of symbol libraries should usually leave you satisfied, you
have the ability to add and customize libraries of your own.

Creating a New Symbol Library
You can create a new, empty library, or you can import a folder of images into a new library.

You can create an empty library to which you will be able to add symbols manually and one at a

=N
time. To do this, click the “*° SmartDraw Button in the top left corner of the window, then

position your cursor over Utilities. In the menu that appears to the right, click Create Library.
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Starting the Process of Creating a New Library

This opens the Create a New Symbol Library dialog box, where you can name the library and
place it into a category. If you don’t choose a category, your new library will be placed in the
“My Symbols” folder, which is accessible when you are searching for more symbols.

Create a Mew Symbol Library

Mame:

Chooge a name for the librang
| Cancel

ili

Help

Categony:
Select a category ar folder for the library [or create a new one).

Create a new categon...

The Create a New Symbol Library Dialog Box

When you click OK, an empty floating library window appears, ready for you to add symbols. If
you prefer to show the library in SmartPanel, you can drag it on top of the gallery. If SmartPanel
does not have a gallery, you can also click the Library tab, next to the SmartPanel tab to show

the library.
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v My New Library

A New, Empty Symbol Library in a Floating Window

If you'd like to add a folder of images from your computer, you can create a new library to hold

%!
those images. To do this, click the @ SmartDraw Button in the upper left corner of the
window, position your cursor over Utilities, and click Library Builder Wizard.
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Starting the Process of Making a Symbol Library from a Folder of Images

This opens the SmartDraw Library Builder Wizard dialog box, where you can indicate the file
format and folder location of the images you want to add. You can also choose where among
the existing libraries your new library will be stored, and you can set up properties for the

images for once they become symbols. Finally, at the bottom you can click Convert Files to
build your library.
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SmartDraw Library Builder Wizard

Corvert your clipart files into SmartDraw symbol libraries by following the simple steps below, Claze
STEF 1: Choosge the type of file you want bo conwvert
[GIFC GIF -] _ b |

STEP 2: Chooze the folder of files that pou want to conwvert

{+ Convert all the GIF files in this folder into one library (Maone]

" Corvert all the GIF files in this Folder's subfalders inta multiple libranes

C:ADocumentz and Settingzhall L zershDocumentzibkdy
PictureshSample Pictures

J

Browse...

STEF 3: Chooge the categon vou want to add the libraries to
Flace all of the new libranes and subfolders created into the SmartDraw library categony:

Library Browse. ..

==

STEF 4: Set the symbol properties

Set the zcale and ather properties for each of the symbols in
your new libraries.

STEP 5: Prezs the Convert Files Button to begin. .

All of the GIF files in each folder will be converted into one or mare

libranez. The folder name will become the library name. LCorveert Files

The name of each oniginal clipart file becomes the name of that
zpmbal in the new librany.

The SmartDraw Library Builder Wizard Dialog Box
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The library you create can be accessed by clicking More in the Library Selector Menu. You can
find the library under the category you selected for it, and the library itself will have the name of
the folder you imported.

Adding Symbols to a Library
You can drag any item in the Work Area into an open library in SmartPanel to add it to that
library. When you do this, a dialog box appears asking if you’d like to add the item. When you
click OK, a second dialog box appears, where you can specify some settings about the item, as
well as give it a name.

SmartDraw.com | Chapter 4: Working with Items in the Work Area



Edit Symbol

Freferned Size: Image
.
Whdth: 1,44 Height: |1.10 Cancel |
Urits:
Help |
Growe: Enter Text: v Automatic Settings
i {* Checking this box setz
~ ~ the gru:uwing., bt and.
connect point properties
i " ko thoze autamatically
- ~ provided by SmartDiraw,
Attaching to Lines [nfio: v Change colars
Adjuzt the paint within the shape that attaches The graved settings are assigned | | Checking this box will allow
ta lines by dragging the diamaond shown in the autornatically ta the SrmartCiraw pou to change the colars
image. You can alzo adjuzst ite position wzing abjects contained in thiz zumbal. of barders and shapes
the controls below. Tao change theze, uncheck the Lzing the Shape men.
g “Butomatic' box above. Thiz may not wark:, far
"'"; k =,
Acrogz (5000 Down (BO00 = some Lser-created
gumbols.
Symbal Narme Prezs Help far more
| |English j detailz.

The Edit Symbol Dialog Box

Working with Lines

For most visuals, SmartDraw will do the majority of your line drawing with Automatic Shape
Connectors. However, you always have the ability to manually draw lines as well.

Adding Lines
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Some SmartPanels include a line-drawing tool:

4

The Lines Group of Some SmartPanels

However, you can always find the Line button in the Tools group of the Home tab. Both buttons

can perform the same tasks.

| =

—

-
Shape Arrowheads

o

7| Straight Line

q TEREE I,/H- Curved Line

Tools

I
" | Curved Connector

M, | Freehand Line

{:} Polygon Line

The Line Button and Menu in the Home Tab

The only difference is that, if you click Draw Lines in SmartPanel, the default line shape is
“Shape Connector”, where as the default line shape of the Line button in the Home tab is

“Straight Line”.
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You can always choose the shape of line you want to draw. Either click the Line Shape menu

button in SmartPanel, orthe ™ below the Line button in the Home tab. In the menu that
appears, you'll find a selection of line shapes.

/" The Straight Line shape allows you to draw a straight line in any direction and with any
length. Once you have selected this line shape, just click where you want the line to start,

hold down the mouse button, drag the mouse to draw the line, and release the mouse
button when the line is the correct length.

e The Curved Line shape allows you to draw an arc. Draw it just like you would draw a

straight line. Once the line is drawn, you can use the central black square handle to adjust
the depth and direction of the arc.

o o , —
N e
Dragging the Center Black Square Handle to Change the Depth of the Arc

I~ The Shape Connector is specially designed for attaching to shapes and other symbols. By
default, most symbols have a predefined set of connection points where lines can be
anchored. To draw a shape connector line, click where you want the line to start, then
simply click again where you want the line to end. When the line is connected to a symbol,
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you can change where the bend in the line is by dragging the central black square handles.
For more on connecting symbols, see Connecting Symbols with Lines.

-, 4};

*I —} FI

Adjusting Where the Shape Connector Bends

- The Curved Connector functions in the same way as the shape connector, except that it has

curves rather than right angles.

A Curved Connector

“\ The Freehand Line tool allows you to draw any line you want as if you were drawing it by
hand. However, since it’s not easy to draw using the mouse, SmartDraw automatically
smoothes the lines you draw for a better appearance. To draw a line, just click and drag the
mouse. If you bring the end of the line back to the beginning, you can create a closed shape

which you can treat like any other shape.
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After you finish drawing the line or the shape, a special set of handles appear so that you
can make adjustments to the line or outline of the shape. Click and drag a white diamond
handle to change the arc depth of the segment between the two nearest square black
handles. Click and drag a black square handle to drag the line segments between the two
nearest black square handles.

Changing the Outline of a Freehand Line

If you are editing a freehand shape, deselecting the shape for the first time causes these
handles to permanently disappear. Once you have deselected the shape for the first time,
reselecting it causes a different set of handles to appear. There are four black square
handles at the corners of the rectangle of space containing the shape. Drag these to resize
the entire shape. There are also black diamond handles, which you can drag to “move” a
segment, causing the two segments attached to either end to lengthen in order to stay
attached.

>
] '%‘ .. | ‘ ]
" t b
|.-,_..I 4

Dragging a Black Diamond Handle of a Freehand Shape
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@The Polygon Line tool allows you to draw custom geometric shapes. When you click on the
Work Area, a line is attached to the point you click and your cursor. Click again to attach the
line to a second point, but it is still also attached to the cursor. Continue clicking at each
corner of the shape you are creating. You can leave it as just a line by pressing the Esc key
when you’re done drawing, or create a solid shape by clicking on the start point of the line.

A Custom Polygon

As with the freehand line tool, a polygon line has white diamond handles and square black
handles, which share the same function as those on a freehand line. If you deselect and
reselect a solid shape, it will change its handles to the black square handles and black
diamond handles as described for the freehand shapes above.

Connecting Symbols with Lines

Quite often, visuals include lines between symbols. These are almost always automatically
drawn using SmartPanel and Automatic Shape Connectors when you add the symbols, and this
should be your primary method to add lines. However, sometimes you need to draw a special
line that Automatic Shape Connectors can’t do.
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For the visual templates in which you are most likely to need the ability to connect symbols, an
optional feature is activated by default, allowing the line to be anchored to the symbols so that
moving a symbol caused the line to readjust itself in order to stay attached. If lines in your
visual do not seem to attach to lines, you can manually activate this feature.

F
Click the “®. SmartDraw Button in the upper left corner of the window. Then, in the menu

that appears, position your cursor over Options, then make sure Allow Lines to Link is checked
in the right side of the menu.
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Activating the Feature Used for Connecting Symbols with Lines

Now choose a line shape (see Adding a Line above), click on the border of one symbol where
you’d like the line to be attached, and draw the line to the other symbol. As you approach the
second symbol, connection point appear along its border, showing where the line can be
anchored. When the line snaps to the desired connection point and your cursor is an anchor

shape, release the mouse button.

Drawing a Line to Connect Two Shapes

Working with Tables

Tables are a simple yet useful tool for organizing any quantity of data. In fact, many of
SmartDraw’s visuals are based on tables. However, you can always add a table to any visual.

When working with tables, you should use the Table tab. Please visit The Table Tab for a full
description of the buttons found on this tab.
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Adding a Table

To add a simple table, choose the number of rows and columns using the menu buttons, then
click Table on the Table tab.

Rows | & "|

Columns | 3 "| !

Insert Table

Adding a Simple Table

You can also click the ™ under the Table button to view a menu of preset sizes of simple table
for you to insert. In the menu as well, you can click Define to open the Add New Table dialog
box, where you can make a more advanced table.
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The Add New Table Dialog Box

In this dialog box, you can choose from a variety of premade table formats, which you can
preview. You can also define the number of rows and columns in your new table. When you
have defined the table, click OK to insert it.

Working with Table Cells

You can always change the number of rows and columns to a table you have already added.
One way is to change the numbers in the drop menus in the Insert Table group of the Table tab
while the table is selected.

SmartDraw.com | Chapter 4: Working with Items in the Work Area



Another way is to use the buttons in the Rows & Columns group of the Table tab, where you
can add a column to the left or right of the selected cell or a row above or below the selected
cell. Oryou can delete a column, row, or the contents in those cells.

E EI ﬁ_l 'ﬂ % £ oin Cells

B split Cells
Delete  Insert Insert Insert Insert o
- Left Right Above Below [ Distribute

Rows & Columns

The Rows & Columns Group on the Table Tab

Some table-based visuals also have similar controls in SmartPanel:

The Format Group from Affinity Diagrams SmartPanel
You can also format your table further using the remainder of the Rows & Columns group.
You may want to join a few cells to make, for example, a header cell. To do this, just click and

drag your mouse to highlight all the cells you want to join, and click =!I Join Cells. The cells are
instantly transformed into a single cell.
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Joining the Top Three Cells into a Single Cell

Perhaps you’d like to break one cell into two side-by-side cells. Just select the cell (or highlight
several cells), then click B Split Cells. Each selected cell is instantly split into two cells.

I Hr—

- = >

Splitting the Top Three Cells

Working with Text

SmartDraw is primarily meant for building visuals rather than editing text, but every visual needs
text in order to bring clarity to it. For this reason, you can add text to symbols, along lines, in
tables, or as free-floating text boxes.

You can format the text you add using the Font and Paragraph groups on the Home tab. For
details on what each button does, see The Home Tab.
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Adding Text to Symbols

To add text to any symbol, just double-click on the symbol and start typing. When you are done
adding text, press the Esc key or click somewhere else in the Work Area.

| ~. —_— .ﬁkdding Text] I
i T%] |

Double-Clicking on a Shape and Typing to Add Text

Text is added inside most symbols, but for some, such as symbols related to engineering, the
text is added below the symbols instead.

If you are adding text to a series of symbols, you can press the Tab key to quickly move from
symbol to symbol, speeding up the process.

As you continue to add text, the symbol is automatically resized to accommodate the text.

Send patient to changing
room with blue surgical gown
and check street dothes into
locker along with any metal
| jewelry and electronics

Send patient to

Send patient to ) changing room with blue
changing room surgical gown and check
street clothes into locker

Symbols Automatically Grow as Text is Added to Them

You can change a symbol’s growth properties by clicking L=_] Text Entry on the Design tab. This

opens the Text Entry Properties dialog box, where you can specify whether the selected
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symbols grow horizontally, vertically, both. Or you can choose to make the text decrease in font
size first.

Text Entry Properties

Shapes change size when you add test! K

Thiz dialog controls the way shapes change size as you add and remove
text. The choices pou make apply only to the shapes that are cumrently Cancel
zelected. Press help for mare infarmatian.

Help

ttﬂ X]

Select a sizing rule:

{* Change horizontally and vertically

Shapes change size in both directionz, maintaining their shape.

" Change horizontally

Shapes change size harizontally az you add text, and vertically only if
wou type a carmage return <Enters.

" Change vertically

Shapes change zize vertically az you add text.

Allow test to shrink,

[ Allow the size of text to shiink o l_ points,
befare forcing the shape to increase in zize.

Test Marging

Set the gap between the test and the inzide edge of the shape to |2
zoreen pimels [1/100%).

Allow Text Editing of a Shape with a:
+ Double-click  © SingleClick ¢ Do not allow best editing
Typing the Enter key...

{+ |nzertz anew line. ¢ Tabs to the next shape or cell [Chl-Enter inzerts a ling

The Text Entry Properties Dialog Box
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Adding Text to Lines
To add text to a line, simply double-click on it and start typing. This includes Automatic Shape

Connectors as well.
You can change where text is positioned on a line using the E Alignment button in the

Paragraph group of the Home tab. To use this button, be sure the line and not the text is

selected.

1= oullers [T
tSseacine v 5] [E™[F

ZERERE
d d [

Examples of Each Option in the Alignment Menu

For lines which are not horizontal, you can also specify whether the text should go along the
direction of the line or stay horizontal using the = Direction button also in the Paragraph

group on the Home tab.

SmartDraw.com | Chapter 4: Working with Items in the Work Area




Examples of the Options in the Direction Menu

Adding Text to Table Cells

With most table cells, all you have to do is click inside the cell and start typing to add text.
However, some cells — especially in premade tables like form blocks — are locked to text editing,
so that clicking on them only causes them to turn blue rather than allow text entry. You can
unlock a cell by selecting it and then clicking [ Tt Editing iy the Data group of the Table tab.

= q@ Convert to Text
Autefill e
ext Editing
Data

You can use this tool to lock your own cells as well — just uncheck the Text Editing checkbox

button while the cells are selected. You may find this especially useful when you are designing
forms.
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Adding Free-Floating Text

Text does not have to be attached to a preexisting item in order to be added. Instead, you can

make a new free-floating text box in the Work Area. Many SmartPanels contain an Add Text
button:

Add Text

The Add Text Button Found in Many SmartPanels

However, you can always find the A Text button in the Tools group of the Home tab. Both
buttons have the same function.

A ] 4 =
& —
Text Shape Lime  Arrowheads

- - - -

Tools

The Text Button Found on the Home Tab

To add text, click one of these buttons, then click again in the Work Area where you’d like to add
text and start typing.

However, you should be careful where you click, because if you click on an item in the Work
Area, you will add text to that item instead of creating a new text box. If you want to add a text
box which you can manually position over an item (giving you greater control over where text
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inside an item lies), add the text to a blank place in the Work Area, then drag the text box into
place.

By default, the text box you add has no fill or border. However, you can treat this text box just
like any other shape: you can color it, resize it, move it, rotate it, attach lines to it, and so on.

If you delete all of the text from a text box and then deselect it, SmartDraw will automatically
delete the empty text box so that the Work Area does not become cluttered.

Moving Items in the Work Area

Once you've added items, you can move them anywhere in the Work Area by clicking and
dragging the item to a new position.

Manually Dragging a Shape in the Work Area

If the item you are moving is a table or shape with no fill, make sure you click on its border to

move it so that you actually make contact with the item rather than the background. Also, make

sure the cursor looks like =] so that you will be moving the item rather than resizing or rotating

it.
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You can also move a symbol one pixel at a time by clicking on it to select it, then using the arrow
keys on your keyboard. However, if the visual you are constructing employs Automatic Shape
Connectors, you may not be able to use this feature since the symbols are connected.

For more on how to move automatically connected symbols, visit Chapter 3: Automatic Shape
Connectors.

Resizing Items in the Work Area
When you click on an item, black square handles appear along it or its border. To resize an item,
simply click and drag one of these handles.

| -

Dragging the Bottom-Right Handle to Resize a Shape

Most library symbols can be resized disproportionately. To resize the symbol proportionately,
hold down the Shift key while dragging the handles. If the symbol you are working with resizes
proportionately by default, holding down the Shift key will cause it to resize disproportionately.

By default, symbols automatically grow as you add text to them, so you won’t have to worry
about resizing those symbols manually. However, if you are creating a visual with many symbols
containing text, it may end up looking messy with all the symbols differently sized. To fix this,
hold down the Shift key while clicking on each symbol you’d like to make the same size, clicking
on the symbol which has the size you’d like the others to have last. Then, click Make Same in
the Design tab and choose Both from the menu that appears.
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This symbol has had to grow
even more because it has so
much text in it. We should

make all of the other symbals

This symbal has had to grow
a little bit in order to
accommodate this much text.

This symbol doesn't have
much text

Making Symbols the Same Size for a More Uniform Look

Some visuals require the use of dimensions for precise sizing to scale. For more on this, see
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Rotating Items in the Work Area

Rotating an item causes it to spin in place. This is particularly useful in Floor Plans and other
layout-planning visuals, since furniture and other such items are commonly laid out in a way
that is not necessarily aligned with the page. You can even rotate an entire frame of walls and
any furniture contained inside it.

There are two ways to rotate items. Every item has a small circular rotation handle when it is
selected, usually located near the right edge. You can click on this handle and drag in a circular

motion to freely rotate the item.

Rotation Handle

Rotating a Symbol Using the Rotation Handle

For a more precise rotation, you can click on the d Rotate button on the Design tab and
choose a specific angle from the menu. These angles are the angle when rotating the item
counter-clockwise from its original position. That is, if you choose 90° twice, the item will only
be rotated a total of 90° rather than the 180° (two 90° rotations) you might expect.
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Rotating a Shape by 45° Counter-Clockwise

Flipping Items in the Work Area

In contrast to rotating an item, flipping an item creates a mirror image of the item. This is
another feature which is particularly useful in Floor Plans and other layout-planning visuals. For
example, you may want to fix a door symbol so that it swings in the correct direction.

To flip an item, click on it to select it, then click H Flip in the Design tab and choose either Flip
Vertically or Flip Horizontally from the menu that appears.
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Mirror

\— Flip Horizantally

\Flip Vertically

Flipping a Symbol to Create a Mirror Image

Aligning Items in the Work Area

For a neater appearance, you can align items in your visual with each other. Begin by holding
down the Shift key while clicking on each item you’d like to align. The last item you click on will
have black square handles while the others have white square handles. This item will be used as
a reference for the others, so that all of the items with white handles will align with the item

with black handles.
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The Last Item Selected has Black Handles

Once the items are selected, click *—:E::' Align in the Design tab and choose how you want the
items to be aligned.
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The Shapes Aligned With the Bottom of the Dark Blue Shape

Grouping Items in the Work Area

Sometimes it’s useful to be able to treat several items as a single item. For this reason, you can
group items. To do this, select each item by holding down the Shift key and clicking on each
item, or click and drag the mouse to trace a box around the items you want to select. Then, click

% Group in the Design tab and choose Group Objects from the menu.

[ ] ]
"E& Bring to Front O|d Make Same

"Ea Send to Back Mk Space Evenl _I
* JTL Flipw # .r ) ]
E Group Objects [Ctrl+G) |
: [ [ ]

Grouping Three Shapes into a Single Shape

You can ungroup a grouped item by choosing Ungroup Objects in that menu instead.

Working with Charts
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Although you always have access to the Chart tab, it’s best if you create a chart using the Charts
& Graphs visual template in the New > Basics folder, or one of the templates in the Charts &
Graphs folder under New > Templates.

ﬁ
|_'_‘].-% Search

MNew

[ Basics

h Templates

Recent
I3 Documents

) Templates

Opening the Basic Charts & Graphs Template
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Opening the Folder of More Specific Charts & Graphs Templates

This is because SmartPanel for these templates has some special tools designed to make
creating a professional-looking chart faster and easier.
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The Charts SmartPanel

When you’re done creating your chart, you can always copy it and paste it into another visual
such as a flyer, product sheet, or newsletter. To do this, make sure nothing in the Work Area is
selected, then press the Ctrl and C keys at the same time to copy the chart. Then, go to the
other visual and press the Ctrl and V keys at the same time to paste the chart.

Inserting a Chart

For some Charts & Graphs templates, a chart is already inserted when you open the template.

If it’s not the type of chart you want to create, click 2 Change Chart Type in SmartPanel and
choose a new chart type from the menu to instantly change the chart.
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The Change Chart Type Menu

Or if you want to create a chart by importing data, you can press the Ctrl and A keys at the same

time to select the chart, then press the Delete key.

If you already have a spreadsheet with the data you want to represent in the chart, you can
easily import that data, and SmartDraw will automatically construct a chart from it. There are

two ways to do this. You can copy the data in the spreadsheet, then click [ Paste Data from
Clipboard in SmartPanel. A chart is instantly generated.
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The other way to import data is to click i Import from Excel® File in SmartPanel, then browse
for the file you want to import. SmartDraw will read the file and create a chart from its
contents.

If you just want to start with a blank chart to which you will manually add data, choose a chart

type from the menu under 4% Create New Chart in SmartPanel.

Adding Series and Categories

A chart is made up of series and categories. A series is an aspect being analyzed by the chart,
such as a person or company. A category consists of one instance of each series, such as a year.
For example, suppose we are modeling the sale of a set of products over a few years. Each
product would be its own series, and each year would be a category, containing sales data for
each product.

Series

A Category
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Series are typically assigned a color which is different from that of other series so that they are
distinguished, and each category has one of each color.

If you added a blank chart without importing your own data, you may wish to add more series or

categories, or you may want to remove some. In SmartPanel, you can click M Add Series or
I.I‘I_I

and choose either Remove Series or Remove Category from the menu to remove the selected

it
Add Category to add a series or category, respectively. Or you can click M Remove

series or category.

; ) .
illl | illil | E il L
Add Add Showr Swap Series Pig

Series Category Data Table & Categories Data,
Chart Data

You can find controls to add series or categories in the Chart Data group of the Chart tab as
well.

Adding Data to a Chart

If you created a chart by importing data, you won’t have to add much more data to your chart.
However, if you added a new chart, you’ll have to manually add your data. There are several
ways to do this:

e Edit the Data Table

e Edit the Data Labels

e Drag a Series by its Handles
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Edit the Data Table
SmartDraw automatically creates a data table corresponding to the chart, although by default

iy
it’s hidden. To show this table, click J Show Data Table in the Chart Data group of the

Chart tab. You can also click the [Z icon found at the bottom right of the chart area. Click either
of these again to hide the data table.

- Category 1 | Category 2 | Category 3  Category 4

Series 1| 3 10 5 2
Series 2 24 3 10 18
Searies 3 14 13 3 27

A Data Table of a Chart

If you change the data in this table, it will automatically be reflected in the chart as well. You

can even change the series and category names in this table, and they will be changed on the
chart and legend.

Edit the Data Labels

You can choose how and whether data labels are shown on your chart using the menu under
&
| Data in the Labels group of the Chart tab.
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The Data Menu
If the data labels of the chart are shown, you can click on the label and edit the number. If you

click somewhere else or press the Enter key, the corresponding data point will instantly adjust
to reflect the change you made in its label.

19 48

* —22] *

Editing a Data Label to Change the Value of a Bar
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When you press the Enter key, the next data label is automatically selected so that you can just
start typing to edit that data value.

Drag a Series by its Handles
When you click on a series, black square handles appear on each data point (bar, point, or slice)
of the series. You can click and drag this handle to manually adjust a data value. As you drag
the handle, a temporary data label appears so that you can see the value.

13
A \

< -

Dragging a Handle to Change a Data Value

Filling a Series with Color or Images

It’s easy to change the color of the entire series. Just click on one data point (bar, line, or slice)
of the series to select the entire series. Then, you can use the Style group of SmartPanel to
choose a new color or image.
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The Style Group of Bar Charts SmartPanel

Simply click on a color in the gallery to apply it to the selected series. The swatch in the legend
will also be changed to match the series.

For an even more professional look, click Fill with Images. This opens a library of images, which
are displayed where the squares of color had been.
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Clicking Fill with Images

Click on an image to instantly fill the selected series with that image.
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Filling a Series with an Image

You can change how the image fills the series by clicking Image Fill Type below the gallery. In
the menu that appears, you can choose from a variety of options. You can even create a custom
value for each image if you choose to stack the images. We recommend that you try each one
so that you can see which one looks best for your chart.
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The Image Fill Type Menu

You can also import your own images with which to fill a series. While the series is selected,
click Import Image in the Style group and search your computer for the image of your choice.
The image you choose is instantly inserted into the series.

Want to search for more SmartDraw symbol libraries? Click Libraries in the Style group, then

choose More. For more on how to use the More Symbols dialog box, see Finding More
Symbols.

Working with Maps
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SmartDraw offers two different types of map template. The Map template offers symbols in the
shape of countries and states which you can stamp. The Live Map template uses Google® to
build a custom map, to which you can also add overlays representing data you import. This
section will cover Live Maps.

To insert a Live Map from the Live Map template, begin by clicking Insert Map in SmartPanel.

Get Started

EZ  Edit Map

The Insert Map Button in Live Maps SmartPanel

However, you don’t have to use the Live Maps template to create a Live Map. For example, you
B A

can directly insert a map into a flyer or floor plan. This is because you can always find the L2
Map button on the Insert tab, which will lead you to the same Google® Maps tool.

Clicking either Insert Map in the Live Map SmartPanel or Map on the Insert tab will open the
Google® Maps tool window, where you can enter a location or address to get started.
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The Google® Maps Tool Window

Within this window, you can use the controls on the left side to further customize your map.

The Map Type menu button allows you to choose between a road map, a satellite image, or a
satellite image with roads superimposed on it.
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The Zoom slider allows you to zoom in or out on the map. You can also use the scroll wheel on
your mouse.

The Map Size menu button allows you to choose from a variety of sizes for the area of map
shown. This changes the actual size of the viewing square, whereas the zoom changes the size
of the features of the map.

The remainder of the Format group is used only if you use the Overlays group below it, so we
will return to it after discussing the Overlays group.

The Overlays group allows you to insert markers and overlays highlighting the locations you
wish to illuminate in your custom Live Map.

If you want to plot something like regional sales or the location of offices, and this data is
already in a spreadsheet or outline, click Add Data & Markers to import data from a file with a
format like .TXT, .CSV, .TSV, .XLS, or .XLSX. Or you can choose to paste or type your data into the
dialog box. SmartDraw will automatically read your data and place a marker at each location.

Under the Add Data & Markers button is a tree of checkboxes for countries, states, zip codes,
cities, and so on. Click a checkbox to automatically generate an outline of that region.
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The Shape Quality menu button at the bottom of the Overlays group allows you to control the
detail of the outlines. However, the more detail you add, the more memory the map will take,
so if you have a slow computer, you shouldn’t increase the detail.

Now that you know how to add data, markers, and outlines, let’s return to the bottom of the
Format group in the maps tool window.

The Bottom of the Format Group
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The Background menu button allows you to choose how much of the map is visible with respect
to the outlines. For example, “Map inside outlines” crops the map so that only the outlined
regions are shown, and “Outlines Only” causes only the outline with no map to be shown.
When you choose from this menu, the actual results won’t be visible until you import your map
to the Work Area.

The Show Markers checkbox button allows you to show or hide any data markers you have
added. Similarly, the Show Overlays checkbox button allows you to show or hide outlines.

The Show Traffic checkbox button inserts the green, yellow, and red lines on major roads to
indicate traffic conditions, just like Google® Maps.

When you are done creating your map, click Import to SmartDraw to instantly insert the map
into the Work Area. You can always edit your map by double-clicking on it, or if you are using
the Live Map template, you can click Edit Map in SmartPanel.

You can use the Fill and Line buttons in the Shape Style group of the Home tab to change the
color of outlines and markers.

Working with Dimensions

Some visuals, such as Floor Plans, Crime Scene Diagrams, and Storage Designs, require the use
of dimensions so that they can be drawn to scale. The templates for these visuals include
libraries of special symbols which are already drawn to scale and have settings that make their
dimensions appear when selected.
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Setting the Scale

Most of these visuals begin with the “Floor Plan (Standard)” scale setting, which means that one
inch represents four feet. The exceptions are Planograms and Storage Design templates, which
start with a scale of one inch representing two feet. If your visual has the scale you want, then
you don’t need to read this section!

. %] Show Rulers

Show Grid
Sﬁle Snaps ]

- . Use Snaps

Sh[}'.-'.l’ Rulers

1 Ruler Settings
L

F ]

Standard
" | Floor Plan {Standard)
Metric

Floor Plan {Metric)

M | Custom...

The Scale Menu

You can always change the scale by clicking Scale on the Page tab and choosing from the menu:
e Standard causes one inch to actually represent one inch.
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Floor Plan (Standard) causes one inch to represent four feet.
Metric causes one centimeter to actually represent one centimeter.
Floor Plan (Metric) causes one centimeter to represent half (0.5) of a meter.

Or you can click Custom to open the Set Rulers and Grids dialog box, where you can create your
own scale, along with the position and appearance of the rulers.

Set Rulers And Grids E|
Scale:
One o oh the screen equals |4_|:||:| |Feet j

Cancel
Set the pozition af 0 on the wlers [the angin:
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Yertical Fuler,  Place 0 at |0.00 Feet units fram the top edge.

Hint: “'ou can alzo set the zero position of a ruler by haolding the Cirl key
dovn and clicking in the ruler. Dauble-clicking in a ruler warks too, You can
zet the zero position back to the top-left by double-clicking in the corner
wihere the rilers meet,

Divizionz Preview

g

Select the number of I:I|I|I|||I|I|4|I|I|||I|I||

divizionz showr in
each inch on the
FCIEEn.

g

12 -

Hide and Show
[ Check here
ko hide the rulers

|||4|||||||||||

Shaps
Snapthe ¢ Center + Top-Left of a shape tothe grid
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The Set Rulers and Grids Dialog Box

Showing Dimensions

In the visuals that use dimensions, most items will show their dimensions only when selected by
default. However, you can change the settings of each individual item.

HE . . . .
Select the item you want to change, then click ' | Dimensions in the Design tab to open the
Show Dimensions dialog box.

S5how Dimensions E|

Show Dimenzionz
" Mever ©* Onlp'WhenSelected O Alwaps

Cancel

Show
. . . Help
" The distance bebween the end points of the line
" The tatal length of the line

{+ The length of each line zegment

=
|
_pm |

Fant...
[ The area aof the shape

[ Extersion lines

The Show Dimensions Dialog Box

In this dialog box, you can specify whether and when dimensions of the selected item are
shown. You can also specify what exactly the dimensions are measuring, from lengths to area.
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There are two ways for dimensions to be shown: standard and extension lines. Most items use
standard dimensions, but extension lines give you more control over where the dimensions are

so that you can control their visibility.

g 3"

45" 3"

Standard Dimensions Versus Extension Line Dimensions

When a symbol with extensions lines is selected, a black diamond-shaped handle appears on
each dimension. You can click and drag this handle to lengthen the connectors of the

dimension.
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Dragging a Dimension to Extend its Connectors

SmartPanel of some visuals, such as Floor Plans, Landscape Designs, and Crime Scene Diagrams,
has a special Show Dimensions checkbox button, which will allow you to show or hide the

dimensions of all walls and other lines.
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Show Dimensions

Show Dimensions
" MWever = Onlp'when Selected © Alwaps

Cancel

_tieb |
[ |

Show

Help
" The distance between the end points of the line —

" The tatal length of the line

&+ The length of each line seqrent
Eort...

[ The area of the shape

[ Extenzion lines

The Show Dimensions Checkbox Button in Floor Plans SmartPanel

Resizing Items to Scale

Although symbols are already drawn to scale, you may wish to give them different
measurements.

If the dimensions are shown at least when the symbol is selected, you can click on a dimension
and edit its number. When you click somewhere else or press the Enter key, the symbol is
resized to match the dimension.
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Typing a New Dimension to Resize a Symbol

Otherwise, you can always use the Position & Size group of the Design tab. Select an item, then
use the increase/decrease buttons to change the size, or you can click on the dimensions shown
in the group and edit the numbers there.

iwidth | 1.52 E‘:
3| Height | 0.77 E{:

Position & Size P

The Position & Size Group of the Design Tab

Working with Layers

You can make your visual in several Layers. You can think of a layer as a stack of transparent
sheets of paper, to which you can attach symbols and lines. Then, you can change the order of
the “stack” to view and work with a different set of items. Layers provide a way to keep items
separated so that they cannot interact with each other, and so that you can hide an entire set of
items from view with a single click.

Although most visuals do not require the use of layers, there are several common applications.
For some Floor Plans, it may be desirable to place wiring or crime scene evidence on a different
layer from the floor plan. In Swim Lane Flowcharts, the swim lanes are kept separate from the
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flowchart so that the lines do not interfere with each other. In Web Page Annotations, the
screenshot of the web page is on a different layer from the annotation symbols. Layers also
make it easy to create a worksheet with an answer key that can be hidden.

The Swim Lane Flowcharts and Web Page Annotations templates start with layers already
created for you. For all other visual templates, you must add your own layers if you would like
to use them.

Begin by clicking the [ Layers button in the Page Setup group of the Page tab. In the menu
that appears, you can add or manage layers and make changes to the selected item in the Work
Area with respect to the layers.

B .o I i
New Layer

Define Layers

Show &ll Layers

Mowve Object to Layer L |

Bring to Front of Default

Send to Back of Default -

L =

The Layers Menu

Click Define Layers to open the Define Layers dialog box. Here you can add new layers, edit
existing layers, and more.
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Define Layers

What are Layers?

Each shape and line in a SmartDraw drawing belongs to a layer. “ou
cah create and manage additional lavers here.

Y'ou can make each layer vizgible and "'clickable’ independently. vou
could uze this to zeparate furkiture from walls i a floorplan, for example.

All new shapes are drawn into the top layer. You can move different
layers ta the top uzing the Mowve Laper Up button,

“Y'ou azsign shapes to different layers using the Move Shape to Layer
command. Thiz iz found under the "Layers" menw and nat in this dialog.
Lapers

Mame Yigble Clickable Objects

Cancel

Help

ikl

Add a Mew Layer... |

Edit Layer. .. |

The Define Layers Dialog Box

Of course, there is always at least one layer to your Work Area, and it’s titled “Default”. To add
another layer, click Add a New Layer. This opens a second dialog box, where you can give the

new layer a title and define some properties:
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e Visible means that when this layer is not on top, you can still see it. When this box is
unchecked, all items on that layer will disappear if another layer is selected.

e Clickable means that when the layer is not on top, you can still click on and manipulate
items on it.

Once you have defined the new layer, click OK and the layer will be added to the list in the
Define Layers dialog box. You can always edit the title and properties of the layer by selecting it
in this list and clicking Edit Layer.

When there are two are more layers in a visual, silver layer tabs appear at the bottom of the
Work Area. You can click on these to quickly switch from layer to layer. You can also quickly
change the properties of a layer by clicking on the small arrow on its tab.

Mew Layer |@+:';“'-'. D efault —%F

Layer Tabs

When you print, export, or share your visual, pay attention to which layer is on top because
SmartDraw will print what is visible. If a layer which is not visible is not on top, it will not appear
on the printout.

Chapter 5: Exporting, Printing and Sharing a Visual

Being able to share your finished visual quickly and easily is just as important as building it. With
features such as the Quick Access Toolbar and Microsoft SharePoint® integration, SmartDraw
makes sure sharing your visual is a snap!
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Setting up the Page

As you add items to the Work Area, it will automatically expand to make room for your visual.
Because of this, you may not realize how large your visual has become. When you share your
visual, you’ll want to check the settings in order to avoid squeezing a large visual onto one page
or making a 100-page file or printout.

Click | Work Area in the Page Setup group of the Page tab to open the Set the Work Area
dialog box.
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Set The Work Area

Presview

Ok

Cancel

ais.

Help

Set the Size of the Wark Area

Add pages ta the wark. area by increazing either the Pages Across or the Pages Daown.

R emowve them by decreazing these valuez. You can anly remove blank, pages. Removing
a page removes all the pages in the zame column..

Pages Acrozs: Inches Across:

[ Fix the image zize in lnches
Fages Down: |1 Inches Dowr; - ?

[ Limit the image size to 50:50 Inches

Idzerz running 'Windows 98 and ME cannot open SmartDraw documents larger than
thiiz.

v sllow the work area to grow automatically,

Thiz alloves the work area to expand automatically IF an operation would mowve an

object outzide the existing area. For example, when adding shapes to an automatic
connectar.

The Set the Work Area Dialog Box

In this dialog box, you can see and define how many pages are spanned by your visual. You can
also turn off the automatic growth of the Work Area.
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You can change settings so that dashed lines appear at the edges of pages in the Work Area. To
do this, click the SmartDraw Button and position your cursor over Print.

SmartDraw - Flowc

Hnome  Necinm Tneert | DBana | Tahla Chart Birtire PrierarBo

Preview and Prepare Document for Printing
MNew

~u @ Print Preview

j — i
| 1mport b P Perspective Export

H Save E| Page Setup

ﬁ Save As ] ;-i Brint
% SharePointE

=

_ Export ]

IEI__} Email L

Clicking Page Setup in the SmartDraw Menu

Then, click Page Setup to open the Page Setup dialog box.
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Marme: SmartDiraw POF Filker Propertiez

Status: Ready
Type: CUSTPDF “friter
Where:  CPWPT344:

Comment:

Paper Orientation
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Source: |.":".u|:l:ll'l'|atil:a||_'r' Select j " Landscape

Page Marging [Inches]
W Print on Ore Page | Scale up to fit page Left: [050  Right: [0.50

[ Print to Scale...

i Top: 050 Bottam: |0 50
[ Print the Grid
[ Print Page Footers [ Usze the minimum margins

far this printer.
[ Allow 1/68" overlap between each page

when printing on multiple pages.
[ Print Markup

Metwarlk... OF. | Cancel

Frint to Large Farmat

IJze a SmartCiraw Printing Parther to
produce and distribute
profezzionally-printed presentations,
bound documents, large-farmat
pozters and high-volume orders.

LS

TS O

Privt b | arne Frrrnat |

The Page Setup Dialog Box
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Then, uncheck Print on One Page in the Options section of the dialog box. This will cause
dashed lines to appear at the edges of pages. Click OK to return to your visual.

Exporting a Visual to Different Programs and File Formats

The majority of visuals built using SmartDraw are instantly sent to a Microsoft Office® product,
or exported as another file format. This section will cover how to do this.

Exporting a Visual to Microsoft PowerPoint®
Visuals go hand-in-hand with presentations, so SmartDraw includes some special controls for
preparing a visual for Microsoft PowerPoint®. Studies show that viewers of a presentation are
better able to follow along with the presenter if animations are used. That is, components of
the slide appear bit by bit as the presenter addresses them.

If a visual is simply inserted into a PowerPoint® presentation, it is counted as one image, and so
the animation tools in PowerPoint® cannot be used. That’s why SmartDraw has the
PowerPoint® tab, complete with tools for animating and exporting your visual!

j |—| = ¥ Mext
Ste 1 - i L{l
— Include 3 SSt:Fé F Previous
Send to Animation ) Preview =
Chart Preset -
PowerPointE |w| F Cancel
Export Animation

The Groups of the PowerPoint® Tab

Use the Step menu button in the Animation group to assign a step number to each item in your
visual. The step number represents the number of mouse clicks before that item appears.
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When you are assigning these steps, try to think of how you will present the visual. Where will
you start? What things should appear in the same step? Remember, the goal is to help your
audience follow along and understand what you are saying.

If you are going to export a chart, you don’t have to assign steps. Instead, the Chart Preset
menu button offers several preset choices for how your chart will be animated, such as one
category appearing at each click.

While you are animating, you can click Preview and use the Next, Previous and Cancel buttons
to see how the visual will look. You cannot edit your visual while in preview mode, so make sure
you click Cancel before trying to make any changes.

Once you are ready to send your visual to Microsoft PowerPoint®, make sure Include Animation
is checked in the Export group, then click Send to PowerPoint®. If a presentation was already
open, the visual will be positioned on a new slide at the end of the presentation. If not,
PowerPoint® will open a new presentation with your visual on the first slide.

The visual may be reduced in size so that it can fit on a slide.

You can also click the = button on the Quick Access Toolbar, at the top of the window next to
the SmartDraw button, to send your visual to Microsoft PowerPoint®.

=" | Home | Desion  Insert Paoe Takble

The Quick Access Toolbar
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Exporting a Visual to Microsoft Word®

It's as easy as one click to send the contents of the Work Area to Microsoft Word® as an image.

Simply click = in the Quick Access Toolbar, which can always be found in the top left corner of
the window.

Home | Desion  Insert Paoe Takble

The Quick Access Toolbar

If a Word® document was already open, the visual will be inserted where the text entry cursor is
blinking at the time, the same as if you had inserted an image using Word®. If a document is not
open, a new document is opened with the visual on the first page.

The visual may be reduced in size so that it can fit on a page in Microsoft Word®.

You can’t edit a SmartDraw visual from within Microsoft Word®, but it’s easy to replace an
exported visual by deleting it in the document, then exporting the edited visual again from
SmartDraw.

Exporting a Visual to Microsoft Excel®

Just like exporting to Microsoft Word®, it’s as easy as a single click to export a visual to Microsoft
Excel®. Just click E2 in the Quick Access Toolbar. If an Excel® workbook was already open,
the visual will be placed on the sheet that is open. If a workbook is not open, Excel® will be
automatically started, and the visual will be placed on the first sheet.
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You can’t edit a SmartDraw visual from within Microsoft Excel®, but it’s easy to replace an
exported visual by deleting it in the workbook, then exporting the edited visual again from
SmartDraw.

Saving a Visual as a PDF

When you click Hin the Quick Access Toolbar, your visual will be saved as a .SDR—a
SmartDraw file. We recognize that you may wish to share your visual with people who may or
may not own a copy of SmartDraw. For this reason, we make it easy for you to save your visual
as a PDF, which is readable by programs like Adobe Acrobat®.

£

Home | Desion  Insert Paoe Takble

The Quick Access Toolbar

Just click & in the Quick Access Toolbar, found in the top left corner of the window. The Export
dialog box appears, allowing you to name the file and choose a location in your computer to
which to save your PDF.
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Save in: |['_'| My Documents ﬂ % Ef-

2 E}, 2y Music

" 2}ty Pictures
by Becent
Documents

-

Desktop

L.'

My Documents

@

by Computer

File name: FIn:n.-'-.u::}'uartE:-:arn ile ﬂ Save
ﬂ Cancel

by Metwork, Save as bype: |F'|:|rta|:||e D ocument Format [*.FDF)
Places

Pl

Help

[v Fit on Qe Page

The Export Dialog Box for PDFs

Notice the Fit on One Page checkbox in the bottom left corner of this dialog box. If this is
checked, your visual will be scaled down so that it fits on a single page. If your visual is large,
this process may cause it to be illegible. For more on this, see Setting up the Page.
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Exporting to Other File Types

Clicking i in the Quick Access Toolbar will only save your visual as a .SDR SmartDraw file.
However, SmartDraw offers many more choices of file type to which you can save your visual in
order to make sharing your visual easier.

N
When you are ready to export your visual, click the % SmartDraw Button and position your
cursor over Export. In the menu that appears is a list of all the file formats to which you can
export your visual.
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Export Options in the SmartDraw Menu

Click on a file type to export your visual. Each selection opens a specific dialog box with options
for saving your visual to that file type. Most include an option to name the file and choose a
location on your computer.

Save in: |b FlawchartE xample2 ﬂ £k B~

by Becent
Documents

F"L_

Desktop

\$

My Documents

-

by Computer
g File name: FIn:n.-'-.u::}'uartE:-:arn ile j Save |
by Metwork,  Save as bype: |JF'EI3[”.JF'I3] j Cancel
Places
Help
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The Export Dialog for JPEG

The exception is the Export to HTML Files dialog box, which appears after you click HTML in the
menu. Instead of saving a file, a folder containing all the files you need to upload to your web
server is created. This is usually a .GIF file and a .HTM file.

Export to HTML Files X
Help | Cancel | E wpart |
Settings
Size of web page in piZelz: 495 % 915 Change...
Image Format; GIF, 256 Colors,
[

Export to HTHL Files

Export to Folder:  |[RstTs =l 3hE sl Browse. ..

In Path:  C:ADocuments and Settingshheatherchidy Documents

The Export to HTML Files Dialog Box

Printing a Visual

Before printing a visual, you may find it useful to check the size of it. Because the Work Area
automatically grows as you add more items, you may not realize how many pages your visual
may take up. Also, the default printing setting is usually to print your visual on a single page. If

SmartDraw.com | Chapter 5: Exporting, Printing and Sharing a Visual



your visual is large, this means SmartDraw will have to shrink it down, perhaps so much that it
becomes illegible. For more on how to address these issues, please see Setting up the Page.

It’s as easy as one click to start the printing process. Click .= in the Quick Access Toolbar
located in the top left corner to open the Print dialog box.

Frinter

Mame: SmartDraw PDF Filker Properties

Status: Ready
Type; CUSTPDF ‘whiter
Where:  CPWPTS44:

Comment; [ Prirt ta file
Frint range Copies
IO | Murmber of copies: 1 :
" Pages from: ,1— to: |2— ﬂ
|’. 4

~
Options
[¥ Print ot One Page [ Scale up to fit page
[ Print to Scale...
[~ Prirt the Grid Cancel
[ Print Page Footers

Freview. ..
[ Print Markup 1EIE

Usze a SmartDraw Frinting Partner

Use a SmartCiraw Printing Partner to
produce and distibute
professionally-printed presentations,
bound documents, large-format
posters and high-volume orders.

3 "-::vﬂi.__
Lse Prirting Partrier... | ARS8

The Print Dialog Box

SmartDraw.com | Chapter 5: Exporting, Printing and Sharing a Visual



In this dialog box, you can choose a printer, the pages and number of copies you want to print,
and a few more options. Click Preview to see your visual as it will look on the page.

fa]
You can also reach these options and more by clicking the ?, SmartDraw Button and

positioning your cursor over Print.
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The Print Menu
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In addition to Print and Print Preview, there are also the Perspective Export and Page Setup
controls. For details on how to use the Page Setup dialog box, see Setting up the Page.

%]
On the print menu, if accessed by using the ’?" SmartDraw button, you will see an option
called Perspective Export.
The Print Menu: Highlighted Perspective Export

Perspective Export let’s you add a 3D effect to your graphic to help you catch the eyes of the
people you are presenting to. Perspective Export works best when making charts, flowcharts or
diagrams etc., it is not a good effect when creating flyers.

Example of a Presentation Using Perspective Export

When using Perspective Export, there is one thing that you need to remember! After you apply
the Perspective Export you have to print your graphic as is; you can no longer go back and edit
your graphic UNLESS you close out of the Perspective Export by putting your cursor in the top

right hand corner of your screen and clicking the Close button.
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Using SharePoint along with SmartDraw
Importing Visio Files

In order for you to import any files or documents from Visio to SmartDraw you need to make
sure that your computer has Visio and .Net installed for the importing to work. At any point
while working with SmartDraw though, you can import documents from Visio, whether you’ve
just opened SmartDraw or if you are already working on a graphic. When you are ready to

la% ]
import a Visio document all you need to do to import a file from Visio is click on the ?,
SmartDraw button. Once you have clicked the button position your cursor over Import. In the
menu that appears are two options: Import Single Visio File and Convert Folder of Visio Files.

The Import Menu
If you click on the Import Single Visio File option it will open up your Open dialog box. From

there, you will navigate to the SINGLE Visio file you would like to import to SmartDraw. This
option only allows one Visio file to be imported.
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The second option, Convert Folder of Visio Files, can only be accessed when you are at the
SmartDraw Homepage. To get to the Convert Folder of Visio Files option all you need to do is

click on the ?szartDraw button and position your cursor over Import. In the menu that
appears are two options: Import Single Visio File and Convert Folder of Visio Files. When you
click on the Convert Folder of Visio Files options a Visio Import Dialog Box opens up.
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Visio Import

Visio Conversion Wizard

£3

Selct the folder of files to convert:

IC: WSMARTD~1

]| Brovise |

I:l Include Subfolders

Cancel

| | Conmvert |

Visio Import Dialog Box

This dialog box allows you to choose which folders you would like to convert. By clicking the
Browse button, another dialog box will pop up entitled Browse for Folder. This box allows you
to find the folders, including the subfolders, which you would like to convert to Visio.
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After you select the folder you would like to convert to Visio click the Ok button. This will take
you back to the Visio Import Dialog Box, in this box you can select whether you would like to

_
include folders subfolders by clicking — "='““= SU5fl22r= 1y 01 vou click the Convert button in

the bottom right hand corner of the Visio Import Dialog Box.
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Installation & Licensing
In order to be able to use the great graphics, effects and other great things SmartDraw has to
offer you, you will need to install the product fully by online download or by CD installation and
obtain a license.

Installation
Installation Guide

Installation Options

There are two ways to install SmartDraw for use in an organization:
1. Onanetwork server
2. Onindividual client computers

Installing on a client computer

The simplest way to install SmartDraw on an individual PC is to insert the program CD into the drive,
wait for setup.exe to start, and then enter the serial number when prompted.

Alternatively, if your users have permission to install programs on their own PC, they can self-install
from the setup.exe/setup.msi copied to a network server\share. The steps required are:

1. Copy setup.exe\setup.msi from the CD to a location on a shared server. (See Step # 1:
Setting the server up properly for basic steps on how to create your shared directory.

2. Send the network (UNC) path to the setup.exe\setup.msi to your users and have them run
the file.
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3. When they execute the file, they will be prompted for the Serial Number to proceed with
the install.

This is not however the most efficient way to install a large number of licenses onto client machines. For
mass deployment of SmartDraw, you can use the Orca MSI table editor to change or bundle certain
information directly into the MSl install. After modifications, you can use a distribution package to
quickly install without any user action such as:

e  Group Policy and the Active Directory

e Systems Management Server (SMS)

e Other remote installation software
Installing on Windows Vista®

With the release of Windows Vista®, a new feature called User Access Control was introduced. The main
goal of User Account Control is to reduce the exposure and attack surface of the operating system by
requiring that all users run in standard user mode and software is installed on a per user basis by
default. For programs such as SmartDraw, which takes an average of 2 gigabytes of disk space, per user
installation by machine is not recommended.

As a defense-in-depth measure, User Account Control also provides additional protection for
administrators through its Administrator Approval Mode. With Administrator Approval Mode, Windows
Vista® will run most applications with standard user permissions even if the user is an administrator. If a
user wishes to run a program that requires administrator permissions, they must give consent through a
User Account Control prompt. This helps limit malware's ability to make system-wide changes without
the administrator's knowledge. However, Administrator Approval Mode does not provide the same level
of security or control as a true standard user account.
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The UAC control creates some difficulties when installing SmartDraw, as the Windows Installer 4.0
engine, running in the Local System account on Windows Vista®, has lesser permissions than it had on
previous Windows versions and inheritance of permissions does not work properly with MSI
installations.

Installing a individual client PC

To work around this, you must install with setup.exe, instead of setup.msi. Windows Vista® will
immediately detect that setup.exe is an install program that will require elevated rights and therefore
display the UAC prompt in which you can give it permission to continue running. As a result, the entire
install executes with elevated privileges. In contrast, when running the setup.msi directly, the UAC
prompts occur later and do not elevate rights in the correct sequence of events; as a result, and most
installations run with restricted permissions.

Deploying via Group Policy & SMS

Deploying via Group Policy, SMS® or other deployment systems should largely remain unaffected, as the
Systems Administrator should not be affected by UAC when deploying to a Vista® client. Please contact
support@smartdraw.com with your network environment details if you encounter problems.

As documentation on how to work with these new restrictions is released, SmartDraw will continue to
monitor and improve this aspect of installation.

Installing SmartDraw on a Network Server

SmartDraw may be installed remotely on a server and shared by multiple users with a multi-seat license.
The program is loaded from the server but actually runs on a user’s client machine. No registry entries or
other changes are made to the server. This method of installation requires the least amount of
maintenance from an Administrative standpoint as only one installation of SmartDraw needs to be
maintained and updated.
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Step # 1: Setting the server up properly.

To install on a server, you must set up an appropriate network share. On the target server, create a
folder called “SmartDraw”.

1. Right-click on the SmartDraw folder and select “Share & Security”.

Folders x| Mame =
[} Deskiop
#1 (L) My Documents
= 9 My Computer
) 3% Floppy (A1)
5] e Systemt (C1)
5 bin
D del
51 1.5 Dacuments and Settino:

i temp Expand|
1 WINBOWS

Explore
Open
Sgarch

)
) S22 shared on Ml

i (3 control Panel
& Kk Places

s

Send To 3

L
Copy
Delete.
Rename

Properties

2. Choose to share the folder and give it an appropriate share name.

3. Click on the Permissions button to set the appropriate access to the folder.
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[smartDraw Properties
General Shating | Secuiy | Customize |
= “You can share this folder with other users on your
netwark. To enable sharing for this folder, click Share this
Falder.
Do ok share this folder
& Ehara T e

Share name: |SmartDiaw —
——

Userlimit & Masimun allowed
Al tis rumber of users =]
. I=|
To set permissions for usets who acoess s Permissions
felder aver the network. click Permissions -
To configure settings foroffine access. ciek  Caching
Caching

Cancel Apoly

In the Permissions Dialog, click on “Add” to selectively add permissions to the folder.

[Permissions for SmartDraw

Share Permissions |

Giroup or ussr names:
€7 Everyone
" hdd. | Remove
Permissions for Everyane Allow Deny
Full Control a
Change [u]
Flead [u]

oK Cancel Apply

4. Under Normal Server configurations, you can give access to users, groups, or built-in security
principles.
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Select Users, Computers, or Groups ﬂ E
Select thiz object twpe:
IUsers, Groups, or Builk-in security principals Object Types. . |
Erom this location:
Ismartdraw. com Locations... |
Enter the abject names to select [examples]:
| Check Names |
Advanced. .. | Cancel |
P

Once permissions are set, your share on the server should be ready.

= Server
ol SrnartCir v

%2 Printers and Faxes

A Note on Permissions
The administrator installing SmartDraw should have “Full Control” over the folder.

It is recommended that you give users “Change” and “Read” permissions to the folder so they can freely
access the program and make changes to libraries if necessary.

In the event you wish to lock down the environment, you can set the permissions to “Read” only for the
folder with the exception of one file, SDX.DLX (that is created after you install SmartDraw).

This file keeps track of the number of seats used and must be set to “Change” and “Read” permission for
all users.

You must set the permission of SDX.DLX after it has been installed.
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Step # 2: Installing SmartDraw

Once you've set up the share properly, run the SmartDraw “setup.msi” from the client machine or on
the server.

If you install from the server, your installation directory should read:
C:\SmartDraw\SmartDraw (or the name of the shared folder you created)

If you wish to install to a client PC, you will need to map the SmartDraw share before proceeding to the
next step.

1. To Map your share, open @My Computer.
2. On the Tools menu, click Map Network Drive.

3. In Drive, type or select the drive letter to map to the shared resource.

4. In Folder, type the server and share name of the resource, in the form of \\server name\share
name. Or click Browse to locate the resource.

5. Click Finish.

6. Inthe User name and password dialog box, in User name, type your user name if you are
prompted.

7. InPassword, type your password.
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Map Network Drive E\

‘Windows can help you connect to a shared network Falder
and assign a drive letker to the connection so that you can
access the folder using My Camputer,

Specify the drive letter for the connection and the Folder
that you want to connect to:

Drive: H hd

Folder: | 1iServeriSmartDraw v

Example: Yiserverishare
Reconnect at logon
Connect using a different user name.

Sign up For online storage or connect to a
network server,

After you’ve set up your mapped drive, you can then choose your newly mapped drive as the installation
directory:

Your installation directory should read:
[Drive]:\SmartDraw\SmartDraw

After you have your installation directory squared away, simply enter your serial number when
prompted and let the installation finish (You should also have a live Internet connection to your client
machine).

When the installation is complete, SmartDraw will create its license file sdx.dlx in the installation
directory and then validate it by connecting to smartdraw.com.
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Administering a Multi-Seat License

To access the Administration Dialog, start up SmartDraw, create a document, access the Help Ribbon,
and select the “License” icon.

Home Design Insert Page Table Chart Picture  PowerPo

¢ 9 ¢

Tech Updates About
Support
SmartDraw
SmartPanel Library .
License
Build Click to open the SmartDraw Licenses
dialog box, you can view the serial
| Flowchar ) N
rumber, sion, number of

‘ seats, and number of users on the licznse.

At the “SmartDraw Licenses Dialog, hold down the “CTRL” and “SHIFT” key and click on the “View Users”
button. This will open the “Network Administration” dialog with Administrative rights.

SmartDraw Licenses

Licenses for this installation of SmartDraw

S erial Number License
5 0-00-000000-0001-C000-E 0000-30-00000 SmaitDraw Nebwork License

50-00-000000-0001-0000- 0000-30-00000 plus El

< | -

Fer mare informatian about licensing SmatDrav library and template collestions, go to . smartdraw.cam

Ve Uk Help ‘ Closs |

If no “View Users” button is present, this means that no
one has connected to the network copy of SmartDraw yet. Exit out of SmartDraw and have one or two
users log on and exit out and try accessing the dialog again.

Each new client machine that makes use of a network installation of SmartDraw with a multi-seat license
is added to the list of seats used.
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The “Computer Name” is logged as the “User Name” and the computer’s default hard-drive’s serial
number is recorded as the “Serial Number.”

Once the number of seats purchased equals the number of seats used, no more clients may access the
installation. You can disable users on the seat list to free up seats for a new user or old user. A disabled
client cannot run SmartDraw from that client.

Lizense Count:

Mumber of geats licensed: |0 Buy mare... s
MNurmber of SmartDraw users 2 Disabled: 0 Cancel

Infarmation

“our netwark license is based on the number of computers that use
SmartDraw on this netwark. A list of all computers that have used
the program [other than the server itself] is shown belaw.

Help

IF you are running SmartDraw from the server itzelf, you can
"dizable’" any uzer that pou no longer want to have access ta the
program. Thiz will releaze one of your seats for use by anaother
computer.

Users that have enecuted this installation of SmantDiraw
Status  Senial Mumber  User Mame

Enabled 1 30 COMUNDRLUM=P
GASHERBRUM1

User Status: ™ Enabled © Disabled

If you need more licenses, we'd be happy to explain the different options available to you. Just call 858-
225-3370 or toll-free 800-817-4238, or e-mail sales@smartdraw.com.
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Step # 3: Creating Desktop shortcuts for your users

1. Now that you have SmartDraw installed on the network, you can create shortcuts to the
SmartDraw.exe file so they can run the program. Through Windows Explorer, browse to the
SmartDraw installation directory on the server, and select “SmartDraw.exe”, and go to the File
Menu, and select “Create Shortcut.”

SmartDraw. exe

Open

'&' Run as administrator
Troubleshoot compatibility
7-Zip L
Add To Cumulus Catalog  #

Always available offline
Restore previous versions

Send to K

shortout

2. Deploy the shortcut to your users and they can click on it to run SmartDraw at any time.
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r Shortcut to SmartDraw Properties ﬂ

Security I Details I Previous Versions
General Shotct | Compatibiity

@ Shortcut to Smart Draw

Target type: Application
Target location: Smart Draw 2010

Target: I"\.Smart Draw 2010%5mart Draw exe"

Start in: I"\.Smart Draw 2010

Shortcut key: INone

Run: I Mormal window j
Comment: I
Open File Location | Change lcon... Advanced... |
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Group Policy and the Active Directory

Group policy is a feature of the Microsoft Windows® NT family of operating systems that provides
centralized management and configuration of computers and remote users in an Active Directory
environment.

To deploy via group policy:

1. On the server, choose “Start>Programs>Administrative Tools”, and click “Active Directory Users
and Computers”. This step starts Active Directory Users and Computers Microsoft Management
Console (MMC).
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(C Builtin
&[] Computers
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[ ForeignS ecurityPrincipals
@ Users
] e
4] | KN | 2

Note: If Administrative Tools was not found, please right-click the taskbar, click

“Properties” and select “Display Administrative Tools” on the “Advanced” tab.
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2. Right-click the Organizational Unit on which you want to install the package and select
“Properties.”

ZeonSupport Properties 7| x|

Eenerall Managed By Group Policy |

g Current Group Palicy Object Links for ZeonSuppart

Group Policy Object Links ‘ No Override ‘ Disabled I
@ Default Domain Policy

on

i Rematelns

Group Policy Objects higher in the list have the highest priority.
This list obtained from: blackBE. suppart.com

New | add. | Edt | up |

Options... | Delete... I Properties | el I

™ Block Policy inheritance

0K I Cancel I el |

3. Inthe Group Policy tab, select a Group Policy Object or create a new one, and click Edit. The
Group Policy MMC will start.

4. Inthe Group Policy MMC, expand the “Computer Configuration>Software Settings” or “User
Configuration>Software Settings.” Right-click Software installation and select New>Package....



Installation Guide SmartDraw Guide For IT Professionals

¥ Group Policy M [=] E3
|| acton view || & = | @@ |8 B2 |
Tree | Name Version | D state | Autorinstal

Remotelnstallation [black66 support com] Policy
= @ Computer Configuration

=[] Software Settings

= Software installation

(20 Windows Settings

# (] Administiative Templates
=) offE Uses Configuration

=[] Software Settings

= (1 Windows Selings

(] Administiative Tem | ey »

Refiech
Export List...

Properties
Help

|Adds a package. [

5. Inthe Open dialog, browse to the installer (setup.msi you modified) and click open. Note: The
MSI installer requires the client computers to have the MSI 2.0 engine installed.

6. Inthe Deploy Software dialog, select Assigned and click OK. You’ve now setup SmartDraw to
deploy to the computers or users found within the group policy, and it will be installed the next
time the policy is updated on their computer.
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