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SHAPES GALLERIES (STENCILS) 

One of the most important things to do to make things faster and easier to do in Visio is to keep your favorite 
shapes stencil. You can also go further and create a new additional library for every project you work on, if you 
ƪƴƻǿ  ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ǳǎŜ ŀ ǇŀǊǘƛŎǳƭŀǊ ƭƻƎƻ ƻǊ ǎƘŀǇŜ Ƴ ƻǊŜ ƻŦǘŜƴΦ !ŦǘŜǊ the project is done you can just delete the 
stencil. 

Visio automatically creates your favorite shapes folder for you. You can access it by clicking the Shapes button on 
the toolbar and selecting My Shapes > Favorites. 

 

Whenever you use a shape, an image or even a piece of text, copy and paste it into 
your shapes stencil. You may also rename them to keep things organized. If a 
library needs to be saved it will have a small red star next to the header icon. Right-
click on the header to save that library. 

Lynda.com tutorial video of this: 
 http://tinyurl.com/yhxcjn   

In addition, there are many downloadable shapes stencils for web wireframes, 
windows interfaces, etc. For example, guuui.com has put together a pre-made 
library of shapes most needed for web wireframes. It includes all the fun stuff that 
you might need including  scrollbars, radio buttons, drop down menus and pop-up 
windows. LǘΩǎ ŀǾŀƛƭŀōƭŜ ŦƻǊ Řƻǿ ƴƭƻŀŘ ƘŜǊŜΥ 
http://www.guuui.com/downloads/GUUUI%20Web%20Prototyping%20Tool.zip 

Unzip the file and copy the shapes file called Web Prototyping into your My 
Documents > My Shapes folder.  

 

http://tinyurl.com/yhxcjn
http://www.guuui.com/downloads/GUUUI%20Web%20Prototyping%20Tool.zip


You will then be able to access it from Visio by clicking the Shapes button in the toolbar. 

¢ƘŜ Řƻǿ ƴƭƻŀŘ ǿ ƛƭƭ ŀƭǎƻ ƛƴŎƭǳŘŜ ŀ ǘŜƳ ǇƭŀǘŜ ǿ ƛƴŘƻǿ  ŦƻǊ ȅƻǳ ǘƻ ǳǎŜΣ Ƙƻǿ ŜǾŜǊ ƛǘΩǎ ǾŜǊȅ ǎƛmple and does not help 
much. 

 

The best thing to do is to know what shapes you will use mostly and keep your own stencil. For other 
downloadable stencils and even a BlastRadius IDD stencil see: 
http://intra.blastradius.com/display/UE/Visio+Stencils  
 

http://intra.blastradius.com/display/UE/Visio+Stencils


 

 

TABLE OF CONTENTS MACRO 

This quick tutorial will teach you how to set-up and use a Visio macro that automatically creates a clickable table of 
contents for you.  

 

1. Click on the menu Tools>Macro>Visual Basic Editor 

2. ¢Ƙƛǎ ōǊƛƴƎǎ ƻǇŜƴ ŀƴƻǘƘŜǊ ǿ ƛƴŘƻǿ Φ h ƴ ǘƘŜ ƭŜŦǘ ȅƻǳ ǎƘƻǳƭŘ ƘŀǾŜ ŀ ǇǊƻƧŜŎǘ ōǊƻǿ ǎŜǊ ŀƴŘ ǳƴŘŜǊ ǘƘŜ ά±ƛǎƛƻ 
h ōƧŜŎǘǎέ ŎŀǘŜƎƻǊȅ ǘƘŜǊŜ ǎƘƻǳƭŘ ōŜ ŀ ŎƻŘŜ ŦƛƭŜ ŎŀƭƭŜŘ ά¢Ƙƛǎ5ƻŎǳƳ ŜƴǘέΦ 5ƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘƛǎΦ 

 



3. This will open a window on the right. Copy and paste the entire contents of the below code into this 
window and close the Visual Basic Editor. 

 

Sub TableOfContents()  
 
' creates a shape for each page in the drawing on the first page of the drawing  
' then add a dbl -clk GoTo to each shape so you ca n double click and go to that Page  
 
Dim PageObj As Visio.Page  
Dim TOCEntry As Visio.Shape  
Dim CellOjb As Visio.Cell  
Dim PosY As Double  
Dim PageCnt As Double  
' ActiveDocument.Pages.Count will give the number of pages, but we are interested  
' the number of f oreground pages  
PageCnt = 0  
For Each PageObj In ActiveDocument.Pages  
If PageObj.Background = False Then PageCnt = PageCnt + 1  
Next  
 
' loop through all the pages  
For Each PageObj In ActiveDocument.Pages  
If PageObj.Background = False Then ' Only foreground p ages 
 
' where to put the entry on the page?  
PosY = (PageCnt - PageObj.Index) / 4 + 1  
' draw a rectangle for each page to hold the text  
Set TOCEntry = ActiveDocument.Pages(1).DrawRectangle(1, PosY, 4, PosY + 0.25)  
' write the page name in the rectangle  
TOCEntry.Text = PageObj.Name  
 
' need to create a handle to add the hyperlink  
 Set hlink = TOCEntry.AddHyperlink  
   ' add the page name as an address  
  hlink.SubAddress = PageObj.Name  
 
End If  
Next  
 
End Sub 

 

4. Back in Visio, again on the menu click Tools > Macro > ThisDocument > TableOfContents 

5. This creates a table of boxes with page names on the first page of the document (title page for most). 
9ŀŎƘ ōƻȄ ƛǎ ƘȅǇŜǊƭƛƴƪŜŘ ǘƻ ǘƘŜ ǇŀƎŜ ƛǘ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ όǎŜŜ ǘƘŜ ά[ƛƴƪǎ ŦƻǊ v ǳƛŎƪ 5ƻŎǳƳ Ŝƴǘ bŀǾƛƎŀǘƛƻƴέ 
section in this tutorial)  



 

6. You can copy/paste these boxes onto a different page, the revision page for example. You can also 
remove boxes, like the title page reference for example. 

7. LŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘ ǇŀƎŜ ƴǳƳ ōŜǊǎ , create a set of empty boxes right next to the table boxes. Select these 
new boxes and click Tools > Add-Ons > Visio Extras > Number Shapes 

 



¢Ƙƛǎ ōǊƛƴƎǎ ǳǇ ŀ ŘƛŀƭƻƎǳŜ ōƻȄΦ IŜǊŜΣ ǎŜƭŜŎǘ ǘƘŜ ά!ǳǘƻ ƴǳƳ ōŜǊέ ƻǇŜǊŀǘƛƻƴΦ ό{ŜƭŜŎǘ ά{ǘŀǊǘ ǿ ƛǘƘέ ǘƻ ōŜ н ƛŦ 
ȅƻǳǊ ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ ŘƻŜǎƴΩǘ ƛƴŎƭǳŘŜ ǘƘŜ ¢ƛǘƭŜ tŀƎŜύ 

 

This automatically numbers your boxes and completes your Table of Contents. 

 

 



If the idea of macros automatically doing stuff for you makes you as excited as me, here are some more: 
http://www.welie.com/visio/ 

Macro that shows and hides your annotation layer for printing etc.: 
http://www.maadmob.net/donna/blog/archives/000690.html 

 

http://www.welie.com/visio/
http://www.maadmob.net/donna/blog/archives/000690.html


 

LINKS FOR QUICK DOCUMENT NAVIGATION 

  

GETTING TO AND FROM SITE-MAP 

1. Create a sitemap for your project and a corresponding page for each box in the site map.  

 

 

2. Select box in site map 

3. /ƭƛŎƪ LƴǎŜǊǘ IȅǇŜǊƭƛƴƪǎ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ ǘƻƻƭōŀǊ όƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ǿ Ŝō ǘƻƻƭōŀǊ ƻǇŜƴΣ ǊƛƎƘǘ ŎƭƛŎƪ ǘƘŜ 
toolbar and check-ƻŦŦ ǘƘŜ ά² Ŝōέ ¢ƻƻƭōar) 



 

 

4. /ƭƛŎƪ ǘƘŜ .Ǌƻǿ ǎŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ά{ǳō-ŀŘŘǊŜǎǎέ ŦƛŜƭŘΦ ¢Ƙƛǎ ǿ ƛƭƭ ōǊƛƴƎ ǳǇ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ǘƘŜ ǇŀƎŜǎ ƛƴ ȅƻǳǊ 
visio document. Select the page you would like to see. You may also further customize it with a particular 
ǎƘŀǇŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ƭƛƴƪ ǘƻ ƻǊ ŀ Ǉarticular zoom to look at. But most of the time just the page at default 
zoom is good. (If you would like the box to link to an outside source, a website or another IDD for 
ŜȄŀƳ ǇƭŜΣ ŜƴǘŜǊ ǘƘŜ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ά!ŘŘǊŜǎǎέ ŦƛŜƭŘΦ 

 


