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	Start and End of process


	In Visio Basic Flowchart shapes
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	Procedure


	In Visio shapes

(Bottom box is for the identifier number.)
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	Process
	Choose Off-page reference shape from Visio Basic Flowchart shapes

Choose cancel to the resulting comment box.

	
	Decision


	In Visio Basic Flowchart shapes

	
	Common Procedure
	Choose usual procedure box from the Visio Basic Flowchart shapes, then:

· Right click

· Format

· Line

· Weight 09 

	
	Someone Else’s Procedure
	Choose Predefined process from Visio Basic Flowchart shapes

(Double lines indicate that this is not a procedure done by this section.)
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	Someone Else’s Process
	Copy from here and add to your Shapes-Favorites folder.

(Double lines indicate that this is not a process done by this section.)
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	Time goes by


	Choose parallel mode from Visio shapes.
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	Checklist used in the procedure (for writer)

OR

Procedure is a checklist
	Choose Annotation tool from Visio shapes. 

Insert “Checklist” in the text area.
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	Table used in procedure (for writer)


	Choose Annotation tool from Visio shapes.

Insert Table in the text area.
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	Procedure instructions are on the form
	Choose Annotation tool from Visio shapes. 

Insert Form identifier number in the text area.
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	Chart continues on another page.


	Not in Basic Flowchart shapes.

· Search for Shapes

· Enter circle.

· Select Circle.11
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_1268816312.vsd
The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.
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_1268816187.vsd
The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.


Checklist
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The height of the text box and its associated line increases or decreases as you add text. To change the width of the comment, drag  the side handle.


Table
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