
Visio 2007 - Organization Chart Wizard 

 

This procedure will create an organizational chart in Visio 

from an Excel file.  

 
Step 1 – Create an Excel file with the following records: 

 

 
 

Required Data 

Employee ID field - in this data file contains numbers that uniquely identify each 

employee. If no employees have the same name, Name can serve as the unique identifier. 

Reports To field - must contain managers' unique identifiers. Leave the Reports To field 

blank for the person at the top of the chart. 

 

Optional Data 

Your data file is likely to include a number of fields in addition to Unique Identifier, 

Name, and Reports To. For example, you might have fields for position title, phone 

number, department, and more. The Organization Chart Wizard lets you decide if you 

want to include this information in the Organization box. This optional data can be stored 

in the data in property fields associated with the shapes so others have access to the data 

through the right-click menu.  

 

 

FileNewBusinessOrganization Chart Wizard 

 

Step 2 – Choose the method to create the Organization Chart. 

 

       



 

Step 3 – Define the file type. 

       
 

Step 4 – Browse where the file located. 

       
 

Step 5 – Choose the data file columns.  

       
 

Step 6 – Choose the fields to be displayed. 

       
 



Step 7 – Choose the custom properties. 

       
 

Step 8 – Choose the name of the top Executive. 

       
 


