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:

A E . c |

1 |Emploves I Mame Reportzto  Departne
2 Presidert Office of
3|z VP Sales 1 Sales
403 WP Warketing 1 harketing
5 |4 WP R&D 1 Research
E |5 WP Operations 1 Operation
7B WP Finance 1 Finance
g |7 Direct 2 Sales
S5 Corporate 2 Sales

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.
I wank ko create my organizakion chart Frarm:

() Information that's already stored in a file or database

O[j&l:-:nrmatiun that I enter using the wizard

Description
Choase this opkion if wour data is skored in a bexk
(¥ bxkd, Org Plus (%, Exk), Excel *.xls), Microsoft
Exchange Server, or QDBC-compliant database File.



Step 3 — Define the file type.

My arganization information is stored in:

& Micrasaoft Exchange Server direckar
& kext, Org Plus (%, kxk), or Excel File

an ODBC-compliant data source

Make

To ensure that vour daka is Formatted carrectly, click
the Help buttan,

Step 4 — Browse where the file located.

Locate the file that contains ywour organization information,

|F:'|,'u'i5i|:u'|,0r|;| Chart YWizard, xls |

Browse, ..

Step 5 — Choose the data file columns.

Choose the columns (fields) in wour data file that contain the
information that defines the organization,

Marne: |Name 7 |
Reparts tu:lREpDrt ko I |
First name:l <none o |
foptionaly

Description %
The Mame column (field) conktains data that identifies the
pErs0n,

Step 6 — Choose the fields to be displayed.

Choose the colurmns (Fields) From your data File that ywou
want o display. %

Diata file columns: Displaved Fields:

Feport bo

Mame
Mumber of direct n

Title
add = Telephone
Department

< Remove

| Coon ]



Step 7 — Choose the custom properties.

Choose the columns (Fields) From wour data file that yau
want to add to organization chart shapes as cuskom property
Fields,

Drata file columns: Cuskom Property fields:

Deparkrnent

Marne
Title
Report ko

Fumber of direct r
Telephone

Step 8 — Choose the name of the top Executive.

Your organization daka may contain koo many employvees ko
fir~pn one page of your drawing. ou can specify how much
DP§Dur organization ko display on each page ar wou can let

the wizard define each page automatically,

{31 want ta specify how much of ry organization ko
display on each page

%) T want the wizard to aukomatically break my
organization chart across pages

Mame at top of page: Jack Andrews w

Hypetlink emploves shapes across pages

Synchronize emplovee shapes across pages



