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Introduction

Edraw Mind Map is a free mind mapping freeware with rich examples and templates which
make it easy to create mind maps, brain-storming diagrams, project timeline, life planner,
SWOT analysis, flowcharts and sketch maps.

The current version, Edraw Mind Map for Windows, is available in two editions: Free Version,
Professional Version. The free and professional editions both share the same file format, but
the latter has additional templates and examples for more diagram types.

Edraw Mind Map supports the hyperlink and office export.

An Edraw file may contain more than one page. Each page may represent a main topic and
apply the different theme. The pages have no size limitation.

Edraw Mind Map Free Version is being distributed as Freeware for personal, commercial use,
non-profit organization, and educational purpose.

The Free Version can be downloaded at http://www.edrawsoft.com/download.php

Select the . Edraw Mind Map (Freeware)
(Freeware) version  srsduciname " Downioad Sites " Description Size  Date

1 Site 1 Free Mind Map (Freeware)
on the llnk above' Supports Windows 2000/XP,/2003/2008/Vista/7/8

L JOW 0ad
Edraw Mind Map Freeware

V7.6 English Site 2 Over 2,800,000 Satisfied Users Now. 19.7M  2014-02-14

Clean and Safe, No-Risk, No-Plug-ins
| JOW 0da
Completely Uninstall Support

Product/Version Release Date License Platform Language
Edraw Mind Map 7 | 2013-11-18 Free License 'Windows English
Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 4
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Tips

v To begin building an Edraw process map, first document the base steps on
paper.

v' Within Edraw, step one is to establish the expected page size, orientation and
font.

v" Once a file is started, save the file frequently to ensure the work is properly
secured.

v" Avoid using an individual’s name on process maps, staff changes happen more
frequently than a process.

v Spell check your work, misspelled words are underlined in red and displayed in
the active shape.

v Validate process maps with subject matter experts, check for clarity, content
and continuity.

v" When sharing a process map with others, save the document as a PDF file.
PDF is a universal method to share/view documents. There are free PDF file
creation applications available, examples CutePDF.

v Edraw files can be Exported into Word | Excel or Power Point.

v" Use the ‘Undo’ button, found on the Quick Access menu to undo previous
actions. (See Page 15).

v' There are two Edraw file extensions .edx and .edxz. If unable to open an older
Edraw document (file) in a newer version of Edraw, rename the files extension
to “EDX”.

v Looking for mapping examples/ideas? Run a Google search on ‘Process Map’
and select ‘Images’ instead of Web results.

v Always include a proper Heading, Date Created, and Author in your finished
product.

v" Keep all project related Process Maps in one file by adding ‘Pages’ within the
Edraw file.

v As a final step to the map, apply color and pertinent images to dress up the
finished product.

Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 5
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Refer to examples below.

Figure 6- Request for and Issuance of Airline Ticket (Process Map That Looks Like a Plate of Spaghetti) Figure 8- A Simplified Flow (Part 2): Issuance of an Airline Ticket

REQUESTOR

SEC, HD. PEPE

jaToR

PLAIING.
‘cOoRDIN

VENDOR

LINE MARAGER

v" Never crisscross connectors. Crisscross lines make a process map much less
readable.

v The direction of connectors is always to either the right, down or up. Follow
the thinking of reading from Left to Right.

v Substitute the ‘Yes’ or ‘No’ outcome direction of Decision shape to select the

best route to avoid crisscrossing connectors and/or to reduce the length of the
connectors.

v" Process mapping is the perfect combination of business insight and art.

Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 6
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Basic Symbols to Use

Start and End symbols indicate the start and end points in the map.
Rectangular boxes are used to indicate Process steps.

Diamonds are used for Decisions. Decisions usually have two branches — one for yes and
another for no, indicated by Y and N respectively.

Sub Process Predefined Process shape indicates a set of steps that combine to create a
sub-process that is defined elsewhere, often on another page of the same drawing.

Circles with a letter or letters are used as page connectors, i.e., if a process spills over onto
another page, then a page connector is connected to the last process step in the first page
and the first process step in the next page with the same letter.

Database indicates a data storage system.

Document indicates paper within a process.

Dracision
Box

3
Process Step
| Start | End Fage Gt:unner:tt:ur@

Predefined
process

Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 7
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Getting Started

Open Edraw
Select Basic Flowchart and click Create

89 - = 5 s Edraw Mind Map (Free Version) @ =
P tome st Pageloout  View  Symbos  Heb

B rr— /> Select U.S. Unit

2% open Template Categories J Getting Started with Edraw
-

/ Select the either Metric or US
Al o Unit (Inches) as the Ruler Guide

Import 3 (S8 ac)

= Boo for the document.

Wind Mapping Diagram  Bubble Diagram

Recent

“ Optins

I - O Other measures such as

ﬁ? Millimeters, Centimeters, Meter,
Kilometers, Miles, Inches, Feet
and Yards are available under
Page Setup | Unit.

I
|

To assist with lining up shapes, turn on Gridlines
Select View | Show/Hide | Gridlines

0o am-2E- Edraw Mind Map (Free Version) - Drawing1 @ CICREN- =1 [

G Edraw Mind Map (Free Version) - Drawing1 e B 2
E—s et
Help & style ~[Get Business Versn.. IEN ore et Pagelavot | View | Symbos  Hep & Style ~[Get Busness verson,
3% roQ [§ Qe g
) Edpage wieth | 3
o B et oo o Anangement o Bpot und | ShowjHide Zoom 100% oom
Tools | Tope = Insert Relationshd “Dyocton- & Data- 4
File Mind Map

] Titles
_J arrow Shapes
] Basic Fowchart shapes

o= -
To turn on the Dynamic Grid, on the File menu, click Snap & /
Glue item in the Option dialog. Select the Dynamic grid check ' ‘/

- a

box, and then click OK. Notice the Red line which intersects
both shapes to indicate alignment.

Edraw 6.8 - 7.0 (Freeware Version) User Manual
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If the box “Main ldea” appears in the middle of the
new blank page, click on it and press delete on the

keyboard. This occurs in the freeware version. { Main ldea l

e

Begin by establishing the environment of the blank page i.e. setting the Page Size,

Orientation and Font for the process map.

Select Page Layout, select Page Size select 8 2 x 11
Select Orientation select Portrait

Select Fonts and select the font of choice

See other options available on the Page Layout menu

Home Insert Page Layout View Symbols Help

Mo = - e = _— - B Colors + , T o b
I EE = = = = = = A 4 & =
- = = = = = | |- M) Fonts -
Aulu | Paye Orienlalivn  Unil  Ruler  Page =2 [ B = = = Sel Defaull Walermar k Page Spelling Dala
Size | Size™ 5 v & Grid Margin o - lEiEEse Theme T Color~ 32 Report
Page Setup 3 Themes Page Background | Spelling Check| Data
Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 9
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Libraries

Using libraries and templates that include all of the shapes, styles and settings needed to
assemble a particular type of drawing or diagram.

P——

Select View

Drwien;

Pt e T In the drop down box next =
to Libraries select the '

Libraries (templates) use

most frequently Basic

Flowchart Shapes

Select Libraries :jj, o S

The Libraries dropdown

panel will appear containing

various shapes, clipart,

Libraries B x
- |

_| Background

Titles

callouts and symbols

(templateS) . Arrowe Shapes
_| Basic Flowchart Shapes
N [ | P
Process Drecision Drocurnsnt Data Stark ar Sub process m
Terminator
. U:U :I{,____\J I 7 QQ‘\, Q:) o,
Select Basic Flowchart Shapes, these are the | |~ \__/ | J& | | Lz g
Predefined Start 1 Skark 2 People 1 People 2 Yes or Mo

primary shapes utilized when building a process ===

—

map- |D (- 1'@\__) (G

Database Stored data Internal Sequential Direct Data  Manual input
storage data
C R I A g
=il = |l | il
Card Paper kape Delay Display Manual Preparation
opetation
Fane— =
Parallel mode Loop limit Terminator On-page Off-page =
refaranca ra Faranca
_| Mind Shapes
[ cCallauts
_| Bubble Shapes
1 Syrnbols
Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 10
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To begin building a process map, first Pl up Mall ot  PosT OFFce
document the base steps on paper. The -
example used in this manual is an il
Incoming Mail process. Dute  Stam o Mad
x M ad 2 { eCcplien
T e mwd S\Urgend

T 'ri Yol < i ‘/V P b ; | )¢ I\ =y rlooy
D) W P Oukt Qoing VYV g b=
O £ a. N VY G STo

_| Basic Flowchart Shapes

_—J Now, let's map the process in Edraw ...

Process Decision Document

Click the Process shape on the Basic Flowchart Shapes
— | —— template in the Libraries area on the left size of the screen. Hold

[ i':»—'-':' | down the mouse button, and drag the process shape onto your

Data Start or Sub process d I’aWi ng page

Terminator
L M ||
| -
Predefined Start 1 Start 2
process &9 -~ @ .-k e Edraw Mind Map (Free Version) - Drawing? o B R
BN Home  met Psgelaout | vew | Symbos  Heb & Stye ~[Get Busness verson... |
= % [t to Pags| w [® r - Oorepase 175 g1y
B 8 e B @ QB Qe @& @
From From . Pangls Mormal|Background  ShowHide. Zoom 100% Zoom  Hand Switch
Beginning Current Page | &= Slide Backaround = - (i | view - [MFittoshapes “pan Mave | Windows~
Start Slide Show: Setup Document Wiews Zoaorm Window =
Libraries % % | & Drawing2 x ~ &
) r = - \J o |E [Eg o &1 60 e [Eg oo W ‘ ‘g
=
With the new Process shape L Eirard 5
L Titles b
H H LI Arrow Shapes ==
added to the gridline page, T | ®
~l = at the Post [~]
|:| S m Office g
. . LTS : 5
enter step one of the incoming | ~7| |— I
Process Decision Document. 2
mail process. A A E
=
Dat: Start o sub pracess E
Terminat Ik
. e (/h L
Click off the shape to release ] < ( ) =
Fredefined Start 1 Start 2 =
e
the text tool. o1 1 [
Nilell&
LA (]| 3
People 1 People 2 “es or Mo
=P
| 1\ i | hdl |l1=E
L1 Mind Shapes li v
L) callauts E5W < v v | Page1 < >
= Exarples | [ Liraries IN "EEEESENEETEE TENEE OE EE AN N EE.
www edrawsoft.com | Page 1/1  ¥=162, Y=60 |[BlE 2 100% 2 — [ () o] £ (%8 E' z
Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 11
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Continue the map by adding the
remaining steps using the
Process shape. Include a
Decision point for ‘Urgent Mail’
and continue through mail
delivery/pickup.

Ensure that both a ‘Yes’ and ‘No’
process shape are added as
outcomes from the Decision

shape.

B9-c@E-2E- Edraw Mind Map (Free Version) - Drawing1 =@ %
BN rome | et Pagelayout  View | Swmbok | bel & sty " |Get Business Version...
B-® B = comcsansMs ME:ERIE— = b3 [C) T nsert subtogic x & ﬁ
= B oroT | Az. sy A - | Basic | Insert Mrangement | Export
Ls] U e x. x| (2 A D Topr DnsertReltiorsh Deocrone T Data
il Fant wind Map
Lioraries X £ Drawingl x ~ &
i - -a e o e e |
| Background © ~ %
L) Borders L H
L] Tites E Pickup Mail af Open Mail Sort Mail by
L Arrow Shapes = the Post Date Stamp recipient and
] Basic Flowchart Shapes [ Office Contents floor El
= o
P B H
s
i &
Process  Decson  Document Deliver
& Tnmidately
/ Fi Bile - B
Ve || &:
£ Deliver Mail
Data Startor  Subprocess E: by Floor
Terminator
— il N &
LS | |he /.} -
-

43

| i
] Mind Shapes

v

e
[(ves)

7 Examples

| AIFie Recovery |PNlLibraries

woww edrawsoft.com | Page /1 ¥=77, Y=63

W v v page1
H EHENTESEE O

Pickup
Outgaing Mail

v

[[Blm = 100% =

< >
HENEN §E BN 'EN OE EECE

U

) [l G (B[]

Complete the map using the Start/Terminator shape.

To View the entire process map on one viewable screen,

Select View | Zoom | Fit

Use sizes such as 150% or 200% to zoom in closer to specific areas of a map.

Edraw 6.8 - 7.0 (Freeware Version) User Manual
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Click shape arrows to add line
Connectors between the

shapes.

Select the first shape in the map,
click on the arrow (located just
outside the shape) in the

direction where the connector will

be located.

Align text within a shape

Select any shape, on the Home menu, select Text Align and
the preferred alignment style.

&9 - [& = -5 Bs Edraw Mind Map (Free Version) - Draw... | zontas: Tads |

N rore | et

F- 2B = comesans Ms

Page Layout

- -

View  Symbok  Help  Shape Format

m
!
1

> [C) 2, Insert Subtapic

=

it L | Export

= @ 8

@ Style ~|Get Business Version...

F M- & B I U abkex x 1| %r. A- | Baic | Insert o i | Amangement .
Db | = U= A - Tope SmnsertRebtorshp Duocton %7 Data
File Font = Mind Maps
Libraries £ Drawingl x ~ &
- -a A il =5
=3 EES
] Background = )
 Borders & e
k& ] £
[LJTites Pickup Mail at Open Niail Sort Mail by
CON——— & the Posf | -4 Date Stamp © recipient and 7
] Basic Flowchart Shapes Office Contents floor B
-~ e g
] =
=]
Proess  Decsion  Document Deliver
B Timidately.
==
‘ ‘ 5y Deliver Majl
Data Startor  Subprocess =E by Floor
Terminator
e 7 2E
IO
==l
Predefined  Start | Start 2 QOutgoing Mail
protess 3
=
\g / 5
MF‘..’ il BTG - v
L1 Mind Shapes | Zie ¢ » n] Page1 < >
7 Examples [JFie Recovery MiLraies| ||| HEN N NS EESENEESEN " EEEEN NN EN SEE SESEESE
wwiw.edtawsoft.com | Process, Shape ID = 161 Width=25, Height=15, angle=0 | X=155, ¥=53 _ |[E]lm ¥ 100% (- ——0—— (+) [0 T [@[O

Text Align

Edraw 6.8 - 7.0 (Freeware Version) User Manual
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After all shapes are connected by lines, let’'s change the formatting of all shapes in the

map.
Press (Ctrl A) to select all shapes at once.
Select Shape Format, under Styles change the Color of the shapes.

Change the Color of the Lines that surround the shapes.

>~ 0 bnp -

Increase the Weight of the lines.

Shape Format

j Colors ~ == Weight ~ ' Bring to Front ~ ] Group -
g ] i = ng L=l P ‘ ﬂ
= . Ll

O 9, O  HSendtoBack - | Align ~

| Abc | Abc | Abc Abc | Abc | abc | (~| SWFEill~ == Dashes - -
: : b . . s Shadow g ) L Geometry Same Center Prote(t Data
'_= Line v += Arrows ~ Z O <y Rotate & Flip ~ 17 Distribute - e e i
St)rles Shadow
- -a T g E-
) Background ) Background
| Borders | Borders
] Tit ] Titles
L Arow Shape

L Arrow Shapes

Pickup Mail at smmmby
the Post Dv sunp <ife ent and
Offic

sssssss

vvvvvvv

| Mind Shapes 2« » n] page r >
ecovery N Libraries H 'EEEEIEEENTEE FENEE UH N ©§N " 5§ =

[EEERTRS ) ® B 3 (@]

< 5
INEEE N §N 'EN N EECH
|[EBlE = % = U ®) 0l ] (][5

S v 0] Paget
H EEN ECEE T

frcom | Page /1 X=367, ¥=37

Before
Conditional (or Decision Points) are represented by a diamond. These typically contain a

Yes/No question or True/False test. This symbol is unique in that it has two arrows coming

out of it, usually from the bottom point and right point, with one corresponding to Yes or

m | Page 11 X=190, Y=127.

After

True, and the other one corresponding to No or False.

‘ Sort Mail by |
recipient and floor |

At a Decision point .i.e. “Urgent?” add ‘Yes’ and

Y | ‘No’ to the connectors.
UIGent . ves—> Deliver Immidately ~ Choose the best route, to avoid crisscrossing
connectors or to reduce the length of the
connectors.
No
A 4
Deliver Mail by
Floor
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Align shapes (Vertically & Horizontally) -

|tz

1. Select the first shape which other
shapes should be aligned with.
Press CTRL and click the next
shapes to be aligned. The primary
shape has a thick magenta outline.
You can press TAB to switch the
primary shape.

On the Shape Format tab, in the
Arrange group, click Align.

Click the specific alignment option
Left, Center, Right, Top, Middle and
Bottom to align the shapes.

2.

Home

7 Examples _JFie
o

ftcom | Page 1/1  x=209, ¥=4

Pickup Mail at Open Mail
the Post Date Stamp
office Contents

eliver
Immidately

as-F@s Edraw Mind Map (Free Version) - Drawing1 = &8 2
Insert Page Layout View Symbals Help @ style ~|Get Business Version.
& - g P » Insert Subts - o
- ® B & LucidaSans Unicock - 10 - - IS - @ ' insert sutonic ¥
B 7 U she x, 5 |15 | #r- A~ BaC  Insert o Arrangement | Export
U she x, x| §; A . Tont = sertRelstionshd | “Drocton~ %" Data
Fant Mind Map
x £ Drawingl x
7 L OO O O 1L P r O e R 1 v
El

Dell

v

|[BlE 2 io00%

S« » n] paget < >
ies H "EEEEIEEEETEE FENEN U U EN " @E .
=12

&) G &4 [P

To nudge a single shape, click to select it, and then press an arrow key. To nudge a
shape exactly multiple pixels, hold down SHIFT and press an arrow key

Distribute shapes equally

1. Select the shapes to be spaced equally (distribute). Press CTRL and click the other
shapes in the group to be distributed. The primary shape has a thick magenta outline.

Press TAB to switch the primary shape.

@

On the Shape Format tab, in the Arrange group, click Distribute.
Click the alignment option necessary to distribute the shapes equally.

Center the drawing T T T ST T

1. Select all shapes (Ctrl A).

2. On the Shape Format tab, in the
Arrange group, click the Center
button.

Insert a Text Block heading

1. Switch to the Text Tool on the
Home tab.

2. Click anywhere on the drawing page
and drag until the text block is the
size you want.

3. Type the text.

4. When you finish typing, click outside
the text block.

5. Click the ‘Select’ pointer tool or

press (Ctrl +1) to return to normal editing.

Dow Company
Incoming Mail Process Map
Current State
July 2014

Deliver
Immidately
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Dow Company
Incoming Mail Process Map
Current State

July 2014 represents the process, next to the

Insert a Clip Art image that

some of the tasks.

While the clip art item is active, Right

Open Mail
Date Stamp
Contents

| Sort Mail by
—»| o
| recipient and floor

VS

Pickup Mail at the ‘
Post Office |

Mouse click on the image and select

Send to Back. This places the

U'%E"t —VEs—bi Deliver Immidately ) )
. image behind the process task
No .
ot allowing a layer effect.
Deliver Mail by

Floor

* Pickup Outgoing
Mail

Spell Check F o 3

Biological Base
DBHRT Plan Flan (Create)

Select Page Layout | Speling

| ah Aase Plan

Hurmig—" : :
Misspelling will be highlighted in RED uagestions [
Exce Add Hurrfedne55
Right mouse click on the misspelled word, — = t'”b"fec' X
. . . . nviIr uarican
click on Suggestions to display possible “EPg  Undo Crl+Z Curricula
corrections. Click on the correctly spelled Cut ERR = —
Hosp Sheets
word. Copy Cirl+C
Mass Paste Ctrl+V
""""" Select All Ctrl+A
SNS 'waserrarn
o m] m}
To Print select File | Print
Customizing options available under print are:
Number of Copies
Pages to Print (All Pages, Current Page or Custom Range)
Orientation of either Landscape or Portrait
Paper Size
More Print Options such as Adjust to Fit and Fit To
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Appendix A Menus

Quick Access Menu:

Undo (Ctrl +Z)

Undo last action.

Redo (Ctrl +Y)

E'qv{u%vi_.

“ Home Insert Page Layout View Symbaols Help

Redo previous undone

action.

To Undo / Redo several actions at once, click the arrow next to Undo / Redo, select the
actions in the list that you want to undo / redo, and then click the list.

Customize Quick Access Menu
Select the menu items used most frequently.

File Menu:

EE Home Inser

&) save

] save 4s...
(% Open

[ Close
Print

Import

Export & Send

Recent

@ Options
Get Edraw Viewer..,

A Exit

Recent

Open (Ctrl + O0)
Open an existing document.

New / Create (Ctrl + N)
Create a new document.

Tip: Because it is important to line up the shapes when you create a
diagram, turn on Gridlines. Select View, place a M next to Gridlines.

Save (Ctrl +S)
Save the active document.

Save As (Ctrl + Shift + S)
Open the Save As dialog to select from all possible file types.

Close (Ctrl + W)
Close the active document.

Display a list of recently saved documents.

Print (Ctrl + P)

Print the active document.
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Home Menu:

_ﬁm‘ Home Insert Page Layout View Symbaols Help
N . — 4 e )
- ™ B ™ TimesNewRoman ~ 10 + =- i - % r\& L 7 .
oy * B X
- B 7 U ae x, X [=- - A~ Seliect Text Connector i
File Font Basic Tools

_| Basic Flowchart Shapes

To begin, Click any shape on the Basic Flow Chart Shapes
| template, hold down the mouse button, and drag the shape onto
| your drawing page.

Process Decision Document

Note: When first building your process map, you could select the
‘Auto Height Text’ process box. However, its size is anchored by

\ . the text within the box.

Data Start or Sub process
Terminator

) (

Predefined Start 1 Start 2
process

Text Style
Select a text or multiple text objects.
1. From the Home menu, under Font group. You can change the text font name, font
size, align, bullet, bold, italic, underline, line spacing, text back color and text
color.

Note: If you haven't select any objects in a page, the setting will apply to the default format.
All new added shapes will apply the default format.

Copy a shape
1. Click to select the shape.
2. Hold down the CTRL key and drag to place the copy where you want it.
3. Release the mouse button.

Format painter (Ctrl + Shift + C)
You can use Format Painter on the Home menu to apply graphics formatting, such as
shape outlines and fills.
1. Select the shape that has the formatting that you want to copy.
2. On the Home tab, click Format Painter. The pointer changes to a paint brush icon.
3. Click the shape that you want to format.

Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 18
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Text Align
Align text to the special edge (Left | Center | Right)

Line Spacing
Change the spacing between lines of text or paragraphs.

Bullets
Start a bulleted list.

Select (Ctrl +1)
Select texts or objects in the document. To select multiple shapes, click blank area in
W the drawing and drag to the position you want so all the shapes in the rectangle you
*= drag will be selected. Ctrl + 1 will return the ‘select’ pointer when other pointer tools
are present.

Select All (Ctrl +A)

Select By Type

Shapes
Selects all shapes

Connectors
Selects all connectors

Groups
Selects all groups

Text Tool (F2)
1. Switch to the Text Tool on the Shape Format tab.
2. Click anywhere on the drawing page and drag until the text block is the size you
want.
3. Type the text.
4. When you finish typing, click outside the text block.
5. Click the ‘Select’ pointer tool (Ctrl +1) to return to normal editing.

Tip: To delete a text-only shape, use the Select tool to select the shape, and then press
DELETE.

Text Block Tool
Select Text Block to resize, move or delete a text box.

Find Text
Find text within the document.

Replace Text
Replace text within the document.
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Start Spell Check (F7)
Spell check the current document.

Connectors

Right Angle (Ctrl +3)
Add the right-angle connector or change the selected connector to right-angle connector.

Curved (Ctrl + Shift + 3)
Add the curved connector or change the selected connector to curved connector.

Straight (Ctrl + Shift +4)
Add the straight connector or change the selected connector to straight connector.

Freeform (Ctrl +7)
Add the freeform connector.
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ﬁlm Home Insert Page Layout View

Insert Menu: \j =58 lm & x ﬁ‘

Blank = Table Predefined Picture Vector Font
Blank Page Page v Libraries ~ . Text Symbol ~
Pages Tables Tlustrations

Insert a new blank page after the current active page.

Insert Table
Insert or draw a table into the document.

1. Select Insert | Table

2. Move the pointer to select the number of rows and columns that you want, and then
click. Click Insert Table, and then enter a number in the Number of columns and
Number of rows lists.

3. To add text to the table cells, click a cell, and then enter your text. After you enter your
text, click outside the table.

Move a table

Click the table that you want to move.
Rest the pointer on the outer most border of the table (but not on the dots), and then when
the pointer becomes a move cursor, click and drag the border to move the table.

Resize a column or row

Click the table that contains the column or row that you want to resize.
To change the width of a column, rest the pointer over the border of the column that you want
to resize, and then when the pointer becomes a, drag the column to the right or left.

To change the height of a row, rest the pointer over the border of the row that you want to
resize, and then when the pointer becomes a, drag the row up or down.

Add a row

Click the border to select a row in a table.
Then click the Insert Above or Insert Below button in the Table Context Menu.

Add a column
Select a column then click the Insert Left or Insert Right.

Delete Rows or Delete Columns
Select the rows or columns then click the Delete Rows or Delete Columns button.

Pre-Defined Libraries

Open the Library Window.

Picture
Insert a picture from a file.

Vector Text
You can change the fill color, style and outline.

Font Symbol
Insert a Font Symbol into the document
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Page Layout Menu:

Home Insert Page Layout View Symbols Help

HE B EEO | ’

5
[ [ [Tola}

[

= =) g = - 5 Coors N
EEHEE“E“ ® A 2 ®

o

ol [fied |

Auto | Page Orientation Unit Ruler Page ~ Set Default  Watermark Page Speliing
Size | Size~ v v & Grid Margin | QEffects ¥ Theme = Color ~ v
Page Setup " Themes Page Background | Speling Check
Auto Size

Automatically resize the page as you draw.

Page Size
Choose a paper size for the current document.

Page Orientation
Switch the pages between Portrait and Landscape layouts.

Unit
Select the unit to be displayed on the Ruler. Millimeters, Centimeters, Meter, Kilometers,
Miles, Inches, Feet and Yards.

Page Margin
Set the page margin in the current document.

Set Default Theme &
. . il widh, =
1. On the Page Layout menu, select one of build-in o N
theme. o
2. Use the Colors, Fonts and Effects to change the Covectacior | o e

Connector Style AmEmesitiEs

default theme style.

Connector Shad...

Set Default Fill and Line Style o e
1. Don't select any shape in a page.
2. Right click the drawing page. Click the "Set Default
Theme, Arrow..." item.

Epd size: Medium

Spell Checker (F7)
Check the spelling of text.

[7]Save as Defaul Theme Name Cancel
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View Menu

Home Insert Page Layout View Symbols Help
I . [ > | = D | | Rulers [¥] Page Breaks % [Jone Page ! oy
@ LeB 'D' 'Q‘ L:_'E:T li‘ g | D - andllnes [¥] Action Button L)\’ K 4 Page width “"}‘ ﬁk J‘, E‘
s 2 o o e (2o | Basers Bowman | o0 0% Qo gue | Zm ted | ot
Start Slide Show Setup Panels Document Views ShowfHide Zoom Window
Libraries (View Libraries)
Show or hide the Library panel.
1. Switch to Insert tab.
2. Select Libraries; customize to display the Libraries use most frequently.
Normal View
View the presentation in a normal view.
Background View
Switch to background edit view.
Gridlines (Ctrl + Alt +G)
Turn on gridlines which you can align objects in the document.
Zoom (Ctrl + “+” or Ctrl + “-)
Open the Zoom dialog box to specify the Zoom level of the document.
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Symbols Menu:

_ﬁm Home  Insert  Pagelayout  View | Symbals = Help
. * » A e ; \ . — -
2 || / ‘ + oY
N B BEANYVPEFINN(OE ®@@®@%
Predefined Create Library Save Close |Select|Pencl Pen Move Add Delete Conwvert Line  Arc  Spiral Rectangle Rounded Oval Polygon Star
Libraries ~ From Images... Library Library o Tool Tool Anchor Anchor Anchor Anchor
Symbaols Drawing Tools

Drawing Tools
If the tool has been selected, double click to bring focus to the drawing area. Once you have
a drawing area box you may select another drawing tool.

Select
Select texts or objects in the document.

Pencil Tool
Draw open and closed paths as if you were drawing with a pencil and paper.

Pen Tool
Draw open and closed Bezier curves or straight lines.

Move Anchor
To edit a path, drag around modes to select them, and then drag nodes and handles.

Add Anchor
To add an anchor point, position the pointer over the path segment and click.

Delete Anchor
To delete an anchor point, position the pointer over the anchor point and click.

Convert Anchor
Drag a direction point out of a corner point to create a smooth point; Clicking a smooth
point to create a corner point.

Line
Position the pointer where you want the line to being, and drag to where you want the
line to end. Draw a line
Arc
Draw an Arc
Spiral
Draw a Spiral
Rectangle
Draw a Rectangle
Edraw 6.8 - 7.0 (Freeware Version) User Manual Page 24
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Rounded
1. To draw a Rounded Rectangle, drag diagonally until the rectangle is the desired
size.
2. To draw a rounded square, hold down the Shift key while you drag diagonally
until the square is the desired size.
3. To create a rounded square or rounded rectangle using values, double click
where you want the center to be.

Oval
Draw an Oval

Polygon
Draw a Polygon

Star
Draw a Star
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Help Menu (F1):

Home Insert Page Layout View Syn)

WO ¢ » 5

Dynamic Tutorial FAQ  Check for ~ Home Contact About
Help Updates Page Us

Help Registration Contact

About

53 About Edraw Mind Map (Free Version)

Version: 7.0; Release Date: May 1, 2013 1
Procuct Home: it //ww edomsoftcor]

Support Email: support@edrawsoft.com

Copyright by EdrawSoft, all right reserved. OK

Product License Information:

Edraw Mind Map Free Yersion is being distributed as Freeware for personal, NOMN-commercial
use, non-profit organization, educational purpose.

Edraw Max Professional Yersion, another all-in-one diagram software, is available in a corporate,
military or government installation for commercial use.

Warning: This computer program is protected by copyright law and international treaties. Unauthorized reproduction
or distribution may result severe civil and criminal penalties, and will be prosecuted to the maximum extent possible
under the law.
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Shape Format Menu (F3)

-ﬁm Home Insert Page Layout View Symbols Help Shape Format
—_— /N — ~ B Colors ~ = weight ~ ¥ 4Bring to Front ~ ¥ Group ~ x> }
| Abe ‘ ‘ Abe ‘ ‘ Abe ‘ Abe Abe Abe | v BE - =D 'gez v ‘_D a DDD o L‘L“SE‘HZ toBack - [& Alignp' - —
—_— z Lline - = amows ~ jhaf‘aw = <Y Rotate & Flip ~ Distribute ~ Geometry ;Eg‘? center pr‘j:(e‘:t
Styles Shadow Arrange Protect
Styles
Colors, Fills, Lines, Weight, Dashes, Arrows.
Shadows
Add shadows to a shape.
Bring to Front / Back
Bring the selected shape in front or in back of all other shapes.
Rotate a shape
1. Click to select the shape and then move the pointer over the {’vj
rotation handle () until your pointer becomes a circle. e g— 2\
2. Drag the handle to the rotation you want. - [y
3. To rotate a shape by a fixed amount: Click to select the 1 ° T
shape. On the Shape Format tab, in the Arrange group, [ O &
click Geometry button. In the Angle box, type the angle you R )
want, and then press Enter. D&‘ D
d ® 8]
- =
x,D.'l

Group and Ungroup
1. Select the shapes you want to group.
2. On the Shape Format tab, in the Arrange group, point to Grouping, and then click
Group (Ctrl+Shift+G).
3. To ungroup shapes, select the group. On the Shape Format tab, in the Arrange group,
point to Grouping, and then click Ungroup (Ctrl+Shift+U).

Align Shapes

5. Select the shape to which you want to align other shapes, and then press CTRL and
click the shapes you want to align to it.

The primary shape has a thick magenta outline. You can press TAB to switch the
primary shape.

On the Shape Format tab, in the Arrange group, click Align.

Click the alignment options you want.

6.

7.
8.
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Distribute shapes
1. Select three or more shapes.
2. On the Shape Format tab, in the Arrange group, click Distribute.
3. Choose a distribution option

Vertical distribution, the boundaries are defined by the top and bottom shapes in the
selection.

Horizontal distribution, the boundaries are defined by the leftmost and rightmost shapes in
the selection.

Same size
Make shapes same size or angle to the primary shape.

1. Select two or more shapes.

2. The primary shape has a thick magenta outline; you can press TAB to switch the
primary shape.

3. On the Shape Format tab, in the Arrange group, click the Size button.

Options are Width, Height, Angle, and Size.

Center a drawing

3. Select all shapes (Ctrl A).
4. On the Shape Format tab, in the Arrange group, click the Center button.

Resize a shape
1. Select a shape.
2. If the shape has selection handles, drag a selection handle until the shape is the size
you want. To resize the shape proportionally, drag a corner handle.
3. If the shape has endpoints, drag an endpoint to the length you want.
@

Note: Locked corners shapes cannot be resized B U &
manually. i.e. ‘Auto Height Text’ shapes. | TEEbu iy i

I%I show locked corner O
: points.
e e -
Change the Arrow of a line
1. Select the line that you want to change.
2. If you want to change multiple lines, select the first line, and then press and hold CTRL
while you select the other lines.
3. On the Shape Format menu, click the Line button, then choose the Arrow styles that

you want.

Note: To change Arrow of Connectors, right mouse click on the Connector select Shape
Format then Line Style.
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Print Settings (F6):

Match the drawing page size to the printer paper size
1. Press F6 key to open the Page Setup dialog.
2. Click the Page Size tab, and under Page size, select the same as printer paper size
option.

Change the drawing page size
1. Switch to the page you want to resize.
2. Press F6 key to open the Page Setup dialog.
3. Click the Page Size tab, and under Page size, click the preset paper size you want.
4. You can also set the customize size for the page.

Change the printer paper size

1. Click File menu.
2. Click Print.
3. Choose the paper size on right panel.

Pages:

On the lower left, bottom right; click a Page label, a popup menu appears.

180

= | Add Page Shift+Alt+MN
g‘é Rename Page Shift+alt+F2
= Remove Page Shift+alt+Delete
2 Reorder Page... Shift+Alt+R

M 4 » M | Page-1; Page-2( Page-3| Page-4

[

Add Page
Add a page to the document.

Rename Page
Rename an existing page.

Remove Page
Remove the current page.

Reorder pages

To reorder pages, right-click a page label and click Reorder Page. If you have used the
default page names, such as Page-1, when you reorder the pages, Edraw renumbers the
page names to reflect the new order when you check the Update the page name
automatically.
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Appendix B Keyboard Shortcuts

The keyboard shortcuts described in this Help topic refer to the U.S. keyboard layout. Keys
on other layouts may not correspond exactly to the keys on a U.S. keyboard.

Key Function

F1 Open the Help window.
Ctrl+1 Select

Ctrl+2 Tool block too.
Ctrl+Shift+2 Insert font symbol.
Ctrl+3 Right-angle connector.
Ctrl+Shift+3 Curved connector.
Ctrl+4 Line tool.

Ctrl+Shift+4 Straight Connector.
Ctrl+5 Rectangle tool.

Ctrl+6 Ellipse tool.

Ctrl+7 Free line tool.

Ctrl+8 Connection point tool.
Ctrl+9 Crop tool.

Ctrl+A Select all.
Ctrl+Shift+A Same angle.

Ctrl+B Font bold.

Ctrl+Alt+B Send back.
Ctrl+Shift+B Send to back.

Ctrl+C Copy.

Ctrl+Shift+C Copy format.

Ctrl+E Pen tool.

Ctrl+Alt+E Pencil tool.
Ctrl+Shift+E Lock shape's aspect.
Ctrl+F Font Setup dialog.
Ctrl+Alt+F Bring forward.
Ctrl+Shift+F Bring to front.

Ctrl+G Save as graphics formats.
Ctrl+Alt+G Show/hide grid lines.
Ctrl+Shift+G Group.

Ctrl+H Flip horizontal.
Ctrl+Shift+H Same height.

Ctrl+l Font italic.
Ctrl+Shift+l Insert picture.

Ctrl+J Flip vertical.

Ctrl+K Insert hyperlink.
Ctrl+L Rotate left.

Ctrl+M Move anchor.
Ctrl+Shift+M Convert the path.
Ctrl+N New a document.
Ctrl+Shift+N Open template gallery windows.
Ctrl+O Open.

Ctrl+Alt+O Options.

Ctrl+Shift+O Insert OLE object.
Ctrl+P Print.

Ctrl+Alt+P Print preview.
Ctrl+Shift+P Print setup.
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Ctrl+R
Ctrl+Alt+R
Ctrl+S
Ctrl+Shift+S
Ctrl+Alt+T
Ctrl+U
Ctrl+Alt+U
Ctrl+Shift+U
Ctrl+V
Ctrl+Alt+V
Ctrl+Shift+V
Ctrl+W
Ctrl+Shift+W
Ctrl+X
Ctrl+Y
Ctrl+Z
Ctrl+Shift+Z
F2

F3

F4

F5

Shift+F5

F6

F7

F8

F9

F10

Ctrl++

Ctrl+-
Ctrl+F1

Rotate right.
Show/hide rulers.
Save.

Save as.

Show/hide connection points.
Font underline.
Show/hide guidelines.
Ungroup.

Paste.

Paste special.

Insert vector text.
Close.

Same width.

Cut.

Redo.

Undo.

Same size.

Text tool.

Shape Format dialog.
Property dialog.

Play slideshow from current page.

Play slideshow from first page.
Page Setup dialog.

Spelling Check.

Hand Move tool.

Shape Sheet window.
Show/Hide Zoom Pan.

Zoom in.

Zoom out.

Show/Hide menu bar.
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Appendix C Suggested Reading

Practical Guide to Creating Better looking Process Maps

http://www.isixsigma.com/tools-templates/process-mapping/practical-quide-creating-
better-looking-process-maps/
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Appendix D Map Types

The Top Down chart provides an excellent starting place. Start by describing
the three to five main activities that occur in your process, across the top. These
are your "macro” steps. Now describe the "micro" or detailed steps that make
up each of those macro steps, downward. This tool is great for orientation to a
process. Use it to give a thorough description of what is getting done in the
process.

The Swim Lane (Cross Functional) chart tells a robust story about who does
what and when. By listing the functional participants along the left side, it
clarifies what each function does and their interactions. It demonstrates when
hand-offs occur and shows relative timing. This chart provides a big-picture
perspective and cross-functional teams appreciate understanding how they
intermingle.

The Logic Flow (Left to Right) presents the flow of work in the same manner as
we in western society read, that is, left to right. This natural representation
eases understanding. Your placement of key Decision points makes the chart
valuable. The decision diamonds and arrows guide the reader toward what
activities follow if the decision is "yes" or "no."

The Flow Process chart, also called an Activity chart, provides detailed task-
level information. After listing the steps down the page, the chart provides an
area for you to value each step. Specifically, it looks at value-added operational
steps and illuminates potential non-value-added transportation, inspection,
delay, rework, or storage. This perspective provides depth to the steps and
challenges how they contribute to the overall process; whether the step is
necessary or not. In conjunction with the Cycle vs. Process chart, it reveals why
elapsed time and transformation time differ and it facilitates activity based
costing. Think of your Lean Brown Paper.
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Appendix E Should Flow Chart Be Vertical or Horizontal

Cross-functional process can be represented either vertically or horizontally.
A vertical layout places slightly more emphasis on the functional units.
A horizontal layout emphasizes the process.

The orientation option you choose often depends on personal taste, rather than a strict
requirement or guideline. You can also choose the number of bands that appears in the
diagram when you create it. The best practice is to create enough bands to hold each step of
the process to be documented.

Erme Forn sl o st Fae—yslate
Cross- - [
: In a horizontal layout, bands representing functional
Functional —
| units run horizontally across the drawing page,
Flowchart e
o highlighting the process.
Horizontal ) 2
-
Cross Fusciional Fiowchar Ternplite
Cross-
In a vertical layout, bands representing the
Functional
functional units run vertically from the top to the
Flowchart
bottom of the page, highlighting the functional units.
Vertical
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