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General Description

Learning Outcomes

Target Audience

Prerequisites

Pages

Approx* Duration

Methodology

Companion Publications

This course aims to increase your productivity by providing the skills and knowledge to use
Microsoft Visio 2003 effectively to create diagrams and flowcharts.

At the completion of this courseware participants will be able to:

understand what Visio is used for and how to start and close Visio
work with shapes

work with text

connect shapes using connector lines

work with page tools

change the size and position of shapes

apply a range of formats to shapes

work with multiple page drawings

use styles to store and apply formatting attributes

use print preview and print drawings.

This course is intended for people who wish to use Microsoft Visio 2003 to create business
drawings, which can be used to describe procedures, planning, organisational structures
etc.

This course is designed for participants with little or no knowledge of the software. However
a basic familarity with computers and Microsoft Windows would be of assistance.

10 chapters, 146 pages, and 20,615 words!

76 exercises. Anticipated duration* of 12.7 hours. Course files can be downloaded from our
web site at www.watsoniapublishing.com.

A hands-on approach is taken during this course. The exercises are designed to impart
relevant skills and knowledge by having participants work through real-life examples and
scenarios.

Watsonia Publishing produce a wide range of other training related publications and
products. Please visit our web site at www.watsoniapublishing.com for more details.

* Approximate duration should be used as a guide only. Actual duration will vary depending upon the skills, knowledge, and aptitude of the
participants. This information sheet was produced on Wednesday, July 19, 2006 and was accurate at the time of printing. Watsonia Publishing
reserves its right to alter the content of the above courseware without notice

Publisher Details

Watsonia Publishing Product Information

Telephone: (61 3) 9851 4000 Facsimile: (61 3) 9851 4001
Web Site: www.watsoniapublishing.com

AUSTRALIAN MADE:



WD,

Watsonia Publishing

Microsoft Visio 2003
Module 1

Contents

.

Product Code WPP556

Series Professional

ISBN 174007 7717

1. Visio 2003 Essentials

1. Starting Microsoft Visio 2003

2. Creating A Blank Drawing
From A Template

. The Microsoft Visio 2003
Screen

. The Menu Bar

. Using Menu Commands

. Using Keyboard Shortcuts

. Using The Toolbars

. Screen Tips

. Opening Stencils

10. Working With Stencils

11. Saving A New Drawing

12. Exiting From Visio

13. Visio 2003 Essentials Quick

Reference

w

©O©oOo~NO O~

2. Shapes

. Placing Shapes From Stencils
. Stamping Shapes

. Selecting Shapes

Moving Shapes

. Duplicating Shapes

. Aligning Shapes

. Distributing Shapes

. Grouping Shapes

. Shapes Quick Reference

3. Working With Text

1. Adding Text To Shapes

. Formatting Text In Shapes

. Selecting And Editing Text

. Creating A Heading

. Creating A Text Block

. Aligning Text

. Spell Checking Text

. Working With Text Quick
Reference

©CONO A WN

O~NOO OB~ WN

4. Getting Connected

1. Connecting Shapes

2. Connecting Shapes Manually

3. Connecting Shapes
Automatically

4. Connecting Selected Shapes

5. Adding Text To Connector
Lines

6. Changing Connector Line
Direction

7. Manipulating Connector Lines

8. Formatting Connector Lines
9. Getting Connected Quick
Reference

. Page Tools

. Page Tools Reference

. Zooming

. The Pan & Zoom Window

. Displaying Grids And Rulers

. Changing Grids And Rulers

. Setting Guides And Ruler
Points

7. Using Guides And Guide

Points

8. Working With Rulers

9. Changing The Scaling

10. The Drawing Explorer

11. Page Tools Quick Reference

DO WN =

. Size And position

. Resizing Shapes Manually

. Resizing Shapes Precisely

. Changing Shape Proportions

. Using Snap And Glue

. Positioning A Shape Precisely

. Rotating Shapes Precisely

. Free Rotating

. Flipping Shapes

. Changing The Order Of
Shapes

. Size And Position Quick
Reference

O©CoONOOPAWN-=

-
o

. Formatting Shapes

1. Formatting With The Menu

. Formatting With The Toolbars

. Using The Format Painter

. Adding Shadows To Shapes

. Protecting Shapes

. Formatting Shapes Quick
Reference

OO WN

. Working With Pages

. Naming Pages

. Inserting Pages

. Navigating Through Pages

. Changing Page Order

. Page Orientation

. Rotating Pages

. Setting A Background

. Centring Content On A Page
. Deleting Pages

O©CoONOOPAWN=

10. Working With Pages Quick

Reference

9. Styles

1.
. Redefining Existing Styles

. Modifying The Connector Style
. Defining A New Style

. Applying A Style

. Basing One Style On Another

OO WN

O oo~

Styles Explained

Style

. Partial Styles
. Deleting Styles
. Styles Quick Reference

10. Printing

OO WN =

. Using Print Preview

. Creating Headers & Footers
. Print Setup Options

. Printing Options

. Changing Page Size

. Printing Quick Reference.

Product Information



