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CUSTOMISING VISIO 
 
• Working with toolbars 
• Working with windows 
 
 
USING THE DRAWING TOOLS 
 
• Drawing basics 
• Advanced drawing techniques 
 
 
CUSTOM SHAPES 
 
• Using custom shapes 
• Using custom shapes in a drawing 
• Creating and Controlling Groups 
• Controlling the Behavior of Groups 
• Protecting the Formatting of Shapes in 

Groups 
• Creating and Controlling Merged Shapes 
 
 
 
 
 

ADVANCED STENCIL TECHNIQUES 
 
• Custom stencils 
• Customising stencil masters 
• The document stencil 
• Using Styles in Stencils and Templates 
• Protecting Local Shape Formats 
• Managing Color in Styles, Shapes, and 

Files 
 
TEMPLATES, STYLES AND LAYERS 
 
• Working with templates 
• Formatting and linking shapes 
• Layers 
 
 
SHARING YOUR WORK 
 
• Object linking and embedding 
• Working with external data 
• Creating HTML documents 
• Printing techniques 
 
 
 

 


