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FUNDAMENTALS

OF MICROSOFT 

VISIO 2000


This one day course is designed to introduce the delegate to the operation of Visio and the creation of Drawings, Organisation Charts and Flowcharts using Microsoft

Visio.

COURSE CONTENT

· Using Visio, Screen layout, Help

· Drawing elements - Shapes, Connectors, Stencils

· Creating new Drawings from a Template

· Setting up the Drawing Page - Grids, Snapping & Guides

· Adding Shapes - 1D Lines, 2D and 3D Shapes

· Using Connectors

· Setting Shape standard and Custom Properties

· Importing Graphics

· Manipulating Shapes - Copying, Stacking, Ordering, Aligning

· Creating Flowcharts

· Flowchart Stencils

· Text and formatting Flowchart Shapes

· Cross functional Flowcharts

· Organisation Charts

· Importing Organisational charts using the Wizard

· Creating synchronised copies on other pages

· Setting Custom Properties

· Reporting from Visio Shapes

· Embedding, linking and Hyper linking in the Drawing

· Saving and Opening Drawings

· Creating your own Stencils

· Creating your own Templates

WHO SHOULD ATTEND

The course is aimed at new users to Microsoft Visio 2000 and concentrates on giving delegates an overview of how to build drawings in Visio.  Familiarity with the basics of Windows is recommended to get the best from this course.

DURATION

1 Day (9.30 – 4.30)  Refreshments included
AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson, Melisa Money or Kathryn Rogers

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







