
 

Microsoft Visio 2019/2021: Part 1
Price: 375

Duration: 1 days

Delivery Methods: Virtual

Overview

Welcome to “Microsoft Visio: Part 1,” an introductory course designed to equip you with the
fundamental skills needed to utilize Visio effectively. This course is ideal for both newcomers to
Visio and those aiming to refine their existing skills. By the end of this course, you will be proficient
in navigating Visio’s intuitive interface and utilizing its extensive features to create impactful visual
diagrams.

During this course, you will become familiar with the comprehensive set of tools that Visio offers.

These tools include a diverse array of shapes and functionalities tailored for various diagrammatic
needs—be it constructing flowcharts, developing organizational charts, or designing intricate floor
plans. Visio’s flexibility makes it an exceptional tool for translating complex ideas into clear visual
representations, enhancing both personal and professional projects.

Our practical, hands-on approach will guide you through the core aspects of Visio. You’ll learn how
to create, adjust, and manage diagrams efficiently, gaining confidence through targeted exercises
that enhance your diagramming skills. This practice will not only help you produce polished visuals
but also enable you to streamline communication and simplify detailed processes with ease.

As you advance, you’ll appreciate how Visio becomes an indispensable part of your professional
toolkit, aiding you in delivering messages with greater clarity and precision.

Prerequisites

Participants should possess:
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A basic understanding of personal computers, including proficiency with a mouse and
keyboard.
Comfort in using the Windows environment, including the ability to navigate and manage files
and folders.

Audience

This course is designed specifically for individuals who are new to Microsoft Visio.
Ideal for those who aim to develop foundational workflows and engage in comprehensive
flowcharting, it provides essential skills and practical tools for effective diagram creation.
Whether you’re a beginner or seeking to refresh your Visio skills, this course will meet your
needs.

Course Outline:

Getting Started with Visio

Perform basic tasks in the Visio environment
Work with Visio global options in the Backstage View
Save files in Visio
Explore Visio for the Web

Working with Workflow Diagram Tools

Effectively use drawing components
Modify drawings to suit your needs
Insert callouts and groups for clarity

Building Organization Charts

Manually create organization charts
Utilize starter diagrams and the Organization Chart Wizard
Make necessary modifications to organization charts

Designing a Floor Plan

Create basic floor plans
Model room layouts to scale

Building a Cross-Functional Flowchart



Create cross-functional flowcharts
Format flowcharts for clarity and visual appeal

Designing a Network Diagram

Create network diagrams for various purposes
Utilize shape data and layers for better organization

Styling a Diagram

Modify shape and connector styles
Apply themes and variants to enhance visual appeal
Utilize containers for better organization

Course Schedule

Date Time Price Options

Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Get assistance every step of the way from our Texas-based team, ensuring your training
experience is hassle-free and aligned with your goals.

3000+ Curated Professional Courses

Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership –
Designed to meet evolving Industry demands

95% Client Approval Rating

Trusted by professionals nationwide our 95% approval rating reflects consistent quality,
measurable impact and exceptional service.

Certified Industry Instructor



Learn from professionaly certified experts with real world experience and a proven commitment to
learner success.

For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ

What if I have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to
info@toptalentlearning.com to avoid rescheduling penalties.

How do I enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing
process.

What happens once I purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional
questions our team is here to support you. Please call us at 469-721-6100.

What is your late policy?

https://toptalentlearning.com/contact-us
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If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled
on a stand-by basis. The student must supply previously issued courseware. Additional fees may
apply.

What happens when I finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss
your readiness for the voucher and make arrangements to send it.


