Windows & Macintosh
training for:

Adobe
Photoshop
Photoshop Elements
InDesign
lllustrator
Acrobat
Dimensions
PageMaker

Macromedia
Dreamweaver
Flash
Fireworks
FreeHand

Microsoft
Word
Excel
Powerpoint
QOutlook
Visio
Publisher
Works
FrontPage
Windows MovieMaker

Graphics
CorelDraw
CorelPhotoPaint
Jasc PaintShop Pro
Ulead Photolmpact
Ulead hotoExpress
Scanning
Digital Cameras

Desktop Publishing
QuarkXPress
Desktop Design

Web Design
Mozilla Composer
Writing HTML

Macintosh
Appleworks
iMovie
iPhoto
FileMaker Pro

Internet & Email
Operating Systems

Windows
Macintosh

&

PCTUTORWEB.COM

ALBANY COMPUTER TRAINING
ComputeR TRAINING SpPeciaLISTS  * W B AND PRINT DESIGN

PO Box 40-531+ Glenfield « Auckland * +64 9 478 0300 « 027 275 2580
pctutor@clear.net.nz « www.pctutorweb.com

Microsoft Visio

Introduction

Tutor: Margaret Marsh

Contents

What is Visio? Quick Start.........cccooeeeiiiei e 1
Starting from a Template .......ccveevviiiiiieeee e 2
The Visio 2003 ENVironment ............cooiiiiiieiiiiiiieee e 3
Moving Around and ZOOMING .......ccuveeieeiiiiiiieeeeeiieee e e 4
The VISio VIEBWET ....ooiiiiee e 5
Create an HR Organisation Chart ............cccoviiieiiiiiiie e 6
ViSIO SEENCIIS ..o 8
Adding Shapes t0 Drawings .........c..uevveeiiciiiieesiiiieee e 10
Selecting ShAPES .......eviiiieeecee e 11
Shape CONNECHIONS ......ccuviiiiiiieiieee e e 13
Connection Methods .........cooviiiiiiiieie e 15
Changing the Flowchart Layout ...........cccoccviiiineniieeee e 17
Keyboard ShortCuts 1 .......cocoiiiiiieeiiee e 17
Formatting Shapes .......cccooiiiiiiiii i 18
Working with Text, Formatting Text ..........cccccoviiineiii e, 20
Working wWith Shapes .........c.cooviiiiiiiiiccee e 21
Understanding Shape Handles ..o 23
Resizing and Reshaping Shapes ... 25
MOVING SNAPES ..o 26
Working With GUIAES .......cvviiiiiiiiiiie e 27
The Action TOOIDAT .......c.cooiiiiiieii e 28
Grouping SNAPES .....c..uviiiiei e 29
Flipping and Reversing Shapes ... 30
Rotating Shapes ..o 31
Aligning Shapes .......ooiiiiie e 32
Distributing Shapes .........coiiciiiiiiiice e 33
Changing the Stacking Order..........cccccoeeieeiiiiee e 34
Working With Pages ..........cooiiiiiiiiiie e 35
Saving Drawing Files ........cooviiiiiiii e 37
Exporting to Other File Formats ..........occocoeiiiiiiiieeeees 38
PrINEING e 40
Keyboard ShortCUtS 2 ........ccuviiieiiiee e 42
Tips for Using Visio 2003 ........ccvviiieiiiiiiee e 44
Revision QUESHIONS .........ooiiiiieiiie e 45
REVISION ANSWETS ... ...t 46

SKill TESES ... 48





