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INTRODUCTION TO MICROSOFT VISIO 2013 STEP BY
STEP

In the world of professional diagramming and data visualization,
Microsoft Visio has long been the gold standard. Whether you are
mapping  out  a  complex  network  infrastructure,  designing  an
organizational  chart,  or  visualizing  a  business  process,  Visio
provides the tools you need to communicate ideas clearly. The
book  Microsoft  Visio  2013  Step  By  Step  served  as  an
essential  guide for  users  aiming to  master  this  powerful  tool
during the Visio 2013 era. While the software has evolved, the
foundational  techniques  and  logical  workflows  taught  in  this
resource remain highly relevant today. This article will walk you
through  the  core  concepts  of  using  Visio  2013,  offering  a
structured approach that mirrors the step-by-step methodology
of  the classic  guide.  By the end,  you will  understand how to
create professional diagrams, leverage templates, and automate
processes using data-linked shapes.

GETTING STARTED WITH MICROSOFT VISIO 2013

Before diving into complex diagrams, it is essential to familiarize
yourself with the Visio 2013 interface. The Ribbon interface, first
introduced  in  earlier  versions  of  Office,  was  fully  optimized  in
Visio 2013. The Microsoft Visio 2013 Step By Step approach
emphasizes  starting  with  the  basics:  understanding  the
workspace, the Ribbon tabs, and the Shapes pane. When you first
open  Visio  2013,  you  are  greeted  with  a  Start  screen  offering  a
variety of templates, from basic flowcharts to detailed floor plans
and  network  diagrams.  Selecting  the  right  template  is  the  first
critical decision, as it preloads stencils containing relevant shapes
and sets the drawing scale appropriately.

Navigating the Ribbon and
Key Tabs
The Ribbon is organized into several tabs, each housing groups of
related commands. The Home tab contains the most frequently
used tools, such as the Pointer tool, Connector tool, Text tool, and
shape  formatting  options.  The  Insert  tab  allows  you  to  add
images,  charts,  and hyperlinks.  The Design tab is  where you
apply themes, change background colors, and set layout options.
Following a Microsoft Visio 2013 Step By Step method, you
should  spend  time  exploring  each  tab  to  understand  where
specific  tools  reside.  This  exploration  will  save  you  hours  in  the
long run, as you will be able to find and apply commands quickly
without breaking your creative flow.

Understanding Templates
and Stencils
A template in Visio 2013 is more than just a starting point; it is a
complete environment that includes a drawing page, one or more
stencils,  and  often  a  set  of  predefined  styles.  Stencils  are
collections  of  shapes  related  to  a  specific  diagram  type.  For

example, the Basic Flowchart template opens stencils containing
process, decision, and terminator shapes. When using Microsoft
Visio 2013 Step By Step as your guide, you learn to choose
templates  wisely.  For  organizational  charts,  the  Organization
Chart  template  provides  stencils  with  manager,  position,  and
consultant shapes. For network diagrams, the Detailed Network
Diagram template offers stencils containing servers, routers, and
peripheral devices. Selecting the correct template ensures you
have the right tools at your fingertips from the very beginning.

CREATING YOUR FIRST DIAGRAM: A STEP-BY-STEP
APPROACH

Let  us  apply  the  Microsoft  Visio  2013  Step  By  Step
methodology  to  create  a  simple  flowchart.  This  exercise  will
introduce you to the fundamental actions of dragging shapes,
connecting them, and adding text. Launch Visio 2013, choose the
Basic  Flowchart  template,  and  click  Create.  You  are  now
presented  with  a  blank  canvas  and  a  Shapes  pane  filled  with
flowchart  stencils.  The  process  is  intuitive,  but  the  step-by-step
approach ensures you do not skip essential details.

Adding and Formatting
Shapes
To add a shape, simply drag it from the Shapes pane onto the
drawing canvas.  For a start  point,  drag an oval  shape.  For a
process step, use a rectangle. For a decision, use a diamond.
Once a shape is on the canvas, you can resize it by dragging its
handles or move it by clicking and dragging. The Microsoft Visio
2013 Step By Step method advises organizing shapes roughly
in the order they will appear before connecting them. This rough
layout  helps  you  visualize  the  flow  before  committing  to
connections. To format a shape, select it and use the commands
on  the  Home  tab.  You  can  change  fill  color,  line  style,  shadow
effects,  and  even  apply  Quick  Styles  for  a  polished  look.

Connecting Shapes with
Smart Connectors
One  of  Visio  2013’s  most  powerful  features  is  its  intelligent
connector technology. Instead of drawing lines manually, you use
the Connector tool. With the tool active, hover over a shape until
blue  connection  points  appear.  Click  one  point,  then  drag  to
another  shape  until  connection  points  appear  there  as  well.
Release the mouse, and a dynamic connector is created. The
beauty of  these connectors is  that they automatically reroute
when  you  move  connected  shapes.  This  dynamic  behavior,
heavily emphasized in Microsoft Visio 2013 Step By Step,
saves  significant  time  when  adjusting  layouts.  For  a  flowchart,
use the arrow connector to show direction. You can add arrows to
any connector by selecting it and choosing an arrow style from
the Format Shape options.
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Adding Text to Shapes and
Connectors
Double-click any shape to enter text editing mode. Type directly
inside  the  shape,  and  the  text  automatically  resizes  to  fit.  For
connectors,  double-click  near  the  line  to  add  a  label.  The
Microsoft Visio 2013 Step By Step method recommends using
concise text  for  shapes and slightly more descriptive text  for
connectors  to  explain  the  relationship  between  steps.  After
adding text, you can format it using the Home tab’s Font group.
Change  size,  color,  boldness,  and  alignment  to  improve
readability. Consistent font usage across your diagram creates a
professional appearance.

ADVANCED DIAGRAMMING TECHNIQUES IN VISIO
2013

Once you are comfortable with basic shapes and connectors, it is
time to explore more advanced features that make Visio 2013 a
true business tool. The Microsoft Visio 2013 Step By Step
guide dedicates considerable attention to data-driven diagrams,
layers,  and  subprocesses.  These  features  transform a  simple
static diagram into an interactive, informative asset for decision-
making.

Working with Data Graphics
Data Graphics allow you to link shapes to external data sources
and automatically update visual elements based on that data. For
example,  you can link shapes in an organizational  chart  to a
spreadsheet  containing  employee  names,  titles,  and  phone
numbers.  When the spreadsheet updates,  the shapes in Visio
update as well. To set this up, go to the Data tab and select Link
Data  to  Shapes.  Choose  your  data  source  (Excel,  Access,
SharePoint, or SQL Server), select the table, and then map fields
to shape properties. The Microsoft Visio 2013 Step By Step
method uses this feature to demonstrate how Visio becomes a
dynamic reporting tool rather than just a drawing application. You
can apply data graphics icons, text callouts, and color bars to
visually  represent  data statuses,  such as green for  complete,
yellow for in progress, and red for pending.

Using Layers to Manage
Complexity
Layers in Visio 2013 work similarly to layers in graphic design
software. They allow you to organize shapes into logical groups
that can be shown, hidden, locked, or printed independently. To
create a layer, go to the Home tab, click Layers, and select Layer
Properties. Add a new layer and give it a meaningful name, such
as "Electrical Wiring" or "Furniture Layout." Then assign shapes to
that layer by selecting the shapes and choosing the layer from
the Layers dropdown. The Microsoft Visio 2013 Step By Step
approach often uses layers in floor plan diagrams, where different
layers hold walls, furniture, electrical outlets, and plumbing. This
separation  makes  it  easy  to  create  specialized  versions  of  a
single  diagram  for  different  audiences,  such  as  electricians  or
interior  designers.

Creating Subprocesses and
Hyperlinks
Large diagrams can quickly become overwhelming. Visio 2013
offers  a  feature  to  collapse  a  set  of  shapes  into  a  single
subprocess  shape.  This  is  especially  useful  in  flowcharts  and
process maps. To create a subprocess, select the shapes you
want to group,  right-click,  and choose Group.  Then,  from the
Insert tab, add a hyperlink to the grouped shape that opens a
new page in the same document containing the detailed steps.
The Microsoft Visio 2013 Step By Step method encourages
this modular approach, as it keeps the high-level diagram clean
while allowing viewers to drill down into details as needed. This
technique  is  widely  used  in  business  process  modeling  and
standard operating procedure documentation.

SHARING AND EXPORTING YOUR VISIO DIAGRAMS

After investing time in creating a detailed diagram, you will need
to share it with colleagues, clients, or stakeholders who may not
have Visio installed. Fortunately, Visio 2013 offers multiple export
and sharing options, all covered in detail by the Microsoft Visio
2013 Step By Step  guide.  The goal  is  to ensure your work
reaches  the  intended  audience  in  a  format  they  can  view,
understand, and use.

Exporting to PDF and Image
Formats
For  static  distribution,  export  your  diagram to  PDF  or  image
formats like PNG, JPEG, or TIFF. To export, go to File, click Export,
and choose Create PDF/XPS Document. Select the desired quality
and click  Publish.  The Microsoft  Visio 2013 Step By Step
method  advises  choosing  a  resolution  appropriate  for  the
intended  use—lower  resolution  for  email  attachments,  higher
resolution  for  printing.  For  image  exports,  you  can  choose  a
transparent background if needed, which is useful for inserting
diagrams into other documents or websites. Additionally, you can
copy shapes directly and paste them into Word, PowerPoint, or
Outlook while maintaining vector quality.

Sharing via SharePoint and
Email
If your organization uses SharePoint, you can save Visio diagrams
directly to a SharePoint document library, allowing multiple users
to view them in a browser. Visio 2013 also supports co-authoring
when  the  diagram  is  stored  on  SharePoint  or  OneDrive  for
Business.  The Microsoft  Visio 2013 Step By Step  method
highlights  email  sharing  as  well:  from the  File  menu,  choose
Share, then Email to send the diagram as an attachment, a link,
or a PDF. Each method has its advantages, and choosing the right
one depends on your audience’s technical setup and need for
interactivity.

TIPS AND BEST PRACTICES FROM MICROSOFT VISIO
2013 STEP BY STEP

Throughout  any comprehensive  guide,  practical  tips  and best
practices elevate the learning experience. The Microsoft Visio
2013 Step By Step text is no exception. Here are some key
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recommendations that will help you work efficiently and produce
professional results:

Use Snap and Glue: Enable Snap to Grid and Glue to
Shape from the View tab. This ensures shapes align
perfectly and connectors attach reliably, preventing
misalignment and broken lines.
Leverage Themes: Instead of manually formatting each
shape, apply a theme from the Design tab. Themes provide
a cohesive color palette, font set, and effect style that
instantly professionalizes your diagram.
Name Your Layers: Always give layers descriptive names.
Future you and your collaborators will thank you when
editing complex diagrams.
Save Frequently and Use Versioning: Visio 2013
documents can become large and complex. Save regularly,
and consider using version history if saving to SharePoint or
OneDrive.
Keep It Simple: Avoid overcrowding a single page. Use
subprocesses, multiple pages, or separate diagrams for
different levels of detail.

Test Your Connectors: After creating a diagram, move a
few shapes to confirm that connectors reroute correctly.
This verifies that you used dynamic connectors rather than
static lines.

CONCLUSION

Mastering  Microsoft  Visio  2013  can  significantly  enhance  your
ability to communicate complex ideas clearly and visually. The
structured, hands-on approach of Microsoft Visio 2013 Step
By Step provides a reliable path from beginner to proficient user.
By  understanding  the  interface,  mastering  shapes  and
connectors, exploring data graphics and layers, and applying best
practices for sharing, you can create diagrams that not only look
professional but also convey meaningful insights. Even in a world
of evolving software, the foundational skills taught in this guide
remain invaluable. Whether you are mapping a business process,
designing  a  network,  or  planning  an  office  layout,  the  step-by-
step methodology empowers you to produce accurate, dynamic,
and impactful  visualizations.  Start  with  the  basics,  build  your
knowledge gradually, and soon you will be creating sophisticated
diagrams with confidence and efficiency.


