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Microsoft Visio 
 

Overview 
 

 

Course Length: 8 hours (can be taken via flexible schedule in-center or remotely) 

Description: Need to learn Visio quickly? Looking to enhance your skills at the office? Then this is the course 

for you. We demonstrate the most frequently-used, most time-saving features of this pro 

diagramming tool. This course includes approximately eight hours of video instruction delivered 

in over 100 separate, bite-sized lessons, making it perfect for learning the application from the 

ground up, or for going back to review/refresh on a specific skill. 

 

Whether you're creating a first Visio diagram, or a veteran looking for a deeper understanding of 

Visio's capabilities, you'll be given a guided tour that will help you make professional diagrams 

with less frustration. Most lessons start exactly where you would while at work or at school - 

with a blank diagram. By simply following along, students will create and edit Visio shapes, text, 

and connectors, building the skills needed to create flowcharts, floor plans, business process, or 

start from one of hundreds of ready-made templates. There's nothing to lose, except the 

headache of struggling to make the diagrams that can help your company (and your career). 

Course Objectives/Topics 
 
 

Students will learn to use: 
 

✓ You will understand the 
building blocks of Visio 
diagrams: Stencils, Shapes, and 
the Drawing Window 

 
✓ Work with shape connections 

and connection points, learning 
what happens to connections as 
diagrams change 
 

✓ Utilize shape grouping and 
layering in diagrams 

✓ How to create specialized 
diagrams like flowcharts & org 
charts 
 

✓ Use dynamic data from external 
applications like Excel 
 

✓ Confidence with navigation 
tasks: zooming in and out of 
complex diagrams; selecting 
and positioning shapes 

✓ Quickly apply shape styles use 
diagram themes 
 

✓ How to add and control your 
shape text 
 

✓ Work with pictures within Visio 
diagrams 
 

✓ Generate reports based on 
Visio content 

 

 

Practical practice and Projects 
 

• Put what you learned to use. Put it all together with a final project of your choosing. 
 

Prerequisites 
 

• Microsoft Windows 7 or 10 experience. 
 

Audience 
 

• This course is for beginning to intermediate students who want to make charts, document processes, or 
create diagrams with confidence and ease.  

 
Please note that course material, content, structure and delivery methods are subject to change without notice. 


