Visio 2007 - Level One Outline

TABLE OF CONTENTS

VISIO 2007 LEVEL 1 — INTRODUCTION
COURSE REQUIREMENTS
COMPONENTS OF THE MANUAL
TRAINING FILES

WHAT’S NEW IN VISIO 20077

LESSON 1 - VISIO BASICS

11 LOOKING AT VISIO

1.2 CREATING A NEW DIAGRAM

1.3 THE VISIO ENVIRONMENT

1.4 USING MENUS AND TOOLBARS

1.5 SAVING & CLOSING A NEW DIAGRAM
1.6 OPENING AN EXISTING DIAGRAM

1.7 USING ZOOM COMMANDS

1.8 USING FULL SCREEN VIEW

1.9 USING HELP

LESSON SUMMARY — VISIO BASICS
LESSON 1 QUIZ
LAB1—-ON YOUR OWN

LESSON 2 - WORKING WITH SHAPES AND STENCILS
2.1 THE STENCIL TOOLBAR

2.2 CREATING A NEW STENCIL

2.3 OPENING A STENCIL

2.4 EDITING A STENCIL

2.5 CLOSING A STENCIL

LESSON SUMMARY — SHAPES AND STENCILS
LESSON 2 QUIZ
LAB 2 — ON YOUR OWN

LESSON 3 - WORKING WITH SHAPES
3.1 ADDING A SHAPE TO A DIAGRAM
3.2 MOVING AND RESIZING SHAPES

3.3 COPYING & PASTING SHAPES

3.4 DELETING SHAPES

3.5 ROTATING SHAPES



3.6 GROUPING SHAPES

3.7 ADDING TEXT TO SHAPES

3.8 SEARCHING FOR SHAPES

3.9 LAYERING SHAPES

3.10 ADDING CALLOUTS TO A DIAGRAM
3.11  CONNECTING SHAPES USING AUTOCONNECT
3.12 CONNECTING SHAPES MANUALLY
3.13  LAYING OUT SHAPES

3.14  WORKING WITH SHAPE DATA

LESSON SUMMARY — WORKING WITH SHAPES
LESSON 3 QuUIZ

LAB 3 -ON YOUR OWN

LESSON 4 - FORMATTING SHAPES & DIAGRAMS

4.1 FORMATTING SHAPES

4.2 ADDING A SHADOW

4.3 USING THE FORMAT PAINTER BUTTON

4.4 ADDING BORDERS & TITLES

4.5 FORMATTING TEXT USING THE FORMATTING TOOLBAR
4.6 FORMATTING TEXT USING THE TEXT DIALOG BOX
4.7 ADDING CLIP ART

4.8 INSERTING PICTURES

4.8 APPLYING A THEME TO A DIAGRAM

LESSON SUMMARY — FORMATTING SHAPES & DIAGRAMS
LESSON 4 QuUIZ

LAB 4 — ON YOUR OWN

LESSON 5 - WORKING WITH MEASURING TOOLS
5.1 USING RULERS AND GRIDS

5.2 USING THE DYNAMIC GRID

53 MODIFYING THE DRAWING SCALE

5.4 USING SNAP & GLUE

5.5 ADDING GUIDE LINES

5.6 ADDING GUIDE POINTS

5.7 ALIGNING & DISTRIBUTING SHAPES

LESSON SUMMARY — WORKING WITH MEASUREMENT TOOLS
LESSON 5 QUIZ

LAB 5—-ON YOUR OWN

LESSON 6 - WORKING WITH PAGES
6.1 CHANGING PAGE ORIENTATION
6.2 PREVIEWING A DOCUMENT



6.3 MODIFYING PAGE SIZE

6.4 ADDING AND REMOVING PAGES

6.5 RENAMING PAGES

6.6 REPOSITIONING PAGES

6.7 ROTATING PAGES

6.8 DISPLAYING MULTIPLE PAGES

6.9 ADDING A BACKGROUND PAGE

6.10 USING THE DRAWING EXPLORER WINDOW
6.11  WORKING WITH LAYERS

6.12  ADDING HEADERS & FOOTERS

6.13  PRINTING A DIAGRAM

LESSON SUMMARY — WORKING WITH PAGES
LESSON 6 QUIZ

LAB 6 — ON YOUR OWN

LESSON 7 - WORKING WITH EXTERNAL DATA

7.1 EXPORTING SHAPES AND DIAGRAMS

7.2 EXPORTING TO A WEB PAGE

7.3 LINKING AND EMBEDDING DRAWINGS

7.4 INSERTING EXTERNAL FILES INTO VISIO

7.5 E-MAILING A VISIO FILE

LESSON SUMMARY — WORKING WITH EXTERNAL DATA
LESSON 7 QUIZ

LAB 7—ON YOUR OWN

CLASS PROJECT

INDEX



