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VISIO INTRODUCTION 

GETTING STARTED  

LEVEL 
Introduction 

DURATION 
1 Day 

OBJECTIVES 
The course will ensure a solid grounding in the core functionality of using this software 
application. 

CONTENT  

!  The Visio Environment 

Exploring the work area and toolbars 
Overview of templates, stencils and objects 
View settings 
Adding drawing guides 
Navigation and zooming in/out 
Copying drawing to Microsoft Word/PowerPoint 
Saving a drawing as a picture files 

!  Core Techniques 

New drawings 
Closed and open shapes 
The Freeform tool 
Drawing lines 
Selecting and manipulating shapes 
Scaling and resizing objects 
Aligning shapes and distributing evenly 
Rotating and flipping shapes 
Grouping shapes 

 
 ContinuedÉ.



Getting Started with Visio 
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!  Formatting shapes and text 

Fill colour, shadow and patterns  
Adding text to shapes 
Formatting text 
 

!  Flowcharts (Process Maps) 

Connecting shapes 
Dynamic v Static connectors 
Basic flowcharts 
Cross-functional flowcharts 
Changing the layout of shapes 

!  Organisation Charts 

Creating an Organisation chart 
Using a Microsoft Excel spreadsheet to create an Organisation chart 
Inserting shapes 
Chart/branch layouts 
Splitting large charts over pages 
Saving an Organisation chart as a web page 

!  Timelines 

Creating a timeline 
Adding milestones and intervals 
Formatting a timeline 

!  Working with Stencils and Shapes 

Searching for shapes 
Opening a stencil 
Creating a new stencil 

!  Printing and Page Setup 

Inserting, naming and deleting pages 
Background pages 
Headers and footers 
Borders and titles 
Page setup 
Printing 


