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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	1 Day

	Prerequisites:

	Previous knowledge of windows and PC’s

	[bookmark: _GoBack]
Course Topics:


	· Introduction
· Getting Assistance
· Closing, Saving, Opening Drawings
· Working with shapes, placing, resizing and moving shapes
· Grouping, distributing and arranging shapes.
· Using the drawing tools: Rotating flipping and formatting.
· Working with stencils and text
· Docked and floating stencils

	· Using Styles: Multiple page diagrams, inserting, renaming and reordering pages. 
· Background Pages
· Finishing a diagram, spell checking, inserting fields
· Print preview and printing
· Drawing with Layers: Creating an Office Layout, colouring, hiding, locking etc layers
· Sharing Diagrams with other operations

	
At Course Completion delegates will be able to:


	· Open, Close and save.
· Create and manipulate drawings
· Use Stencils
	· Use Styles
· Print
· Use Layouts



 
[image: MC900352985 (1)]Allberry          Training

[image: MC900352985 (1)]Allberry          Training

12

[image: MC900352985 (1)]Allberry          Training

2

image2.wmf

image1.png




