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An organization chart graphically represents the
management and non-management employees, within that organization. The primary reason we need
organization charts at Fayetteville State University is to show the reporting relationship of employees and

the workflow of each department.

You will be required to follow a standard set of guidelines in preparing the organization chart for your
department. These can be found at the end of this document. Please be sure to use them when creating

your chart.

You have a variety of tools available to use when creating your organization chart. Our focus in this

workshop will be how to use Visio 2007 and an Excel worksheet to create your organization chart.

If you do not have an Excel worksheet that lists all of the members in your department, you can create
this list fon the flydby using the Visio wizard. Alternatively, you may just type a list of names, titles, and
managers in an Excel worksheet. We can then use Visio to create the organization chart using just a few

clicks.

Before we can do any of this, though, you need to know how to open the Visio program.

1. Look for the Visio icon |— on your computer desktop. Double-click on the icon to open the
program.

2. If you do not see the program icon on your desktop, try clicking the green Start button

-
'y Start _
on the lower left side of your desktop screen.

3. Click All Programs to pop up the program menu.
4. Click Microsoft Office.

5. Click Microsoft Office Visio 2007 (Figure 1 shows the full sequence).

Page | 2

6peopl



Figure 1
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6. Once the program is open, you will see a start-up screen (Figure 2).
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Figure 2
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We will begin using the program in just a moment, so if you have already opened it, go ahead and

minimize it so we can come back to it later.

If you have a list that includes certain information about your department positions, you can put it in an
Excel spreadsheet. Visio can then be directed to pull the information on that spreadsheet and make your
organization chart for you. This is by far the easiest method to make an organization chart, but it does

take some preparation work and basic knowledge of Excel.
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The information you will need is:

e Official Job Classification/Title

e Employee Last Name (if the position is not filled, you can leave this blank)
e Position Number (last five digits only of fifteen digit number)

e Designate positions as EPA or SPA

e The name of the person each position reports to

You will also need to know the basics of how to create an Excel workbook.

When you are ready to make your spreadsheet, set up your data in Excel in columns with a single row of

headings (Figure 3). Headings will become field names for use in creating the organization chart.

Figure 3
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Theonlyrequiredf i el ds are one field for the personés name and
report. You should also include the other fields you need (for example, the position title and the SPA/EPA
number). Once you have created your worksheet and you have all of your positions listed, open (or

maximize) Visio.

1. In Visio, on the File menu, click New, then Business, and then click Organization Chart Wizard

(Figure 4).
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Figure 4
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2. When the Organization Chart Wizard screen opens (Figure 5), make sure that the radio button that is

|l abeled Al nformation that is already st oNedHuttdn.n a
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Figure 5

Organization Chart Wizard

You can see in the description area that data can be in an Excel file, a text file, a Microsoft Office

Exchange Server directory, or a database.

3. Atthe next screen (Figure 6), select the option that includes Excel file and then click the Next button

again. Browse to and select your file, and then click Next once more.
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Figure 6
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4. Once Visio accesses your data, it will attempt to match field names (column headings) to the Name
and Reports To fields for the organization chart. Confirm that Visio has selected the correct fields and

then click Next.

From this point, just click the Next buttons for each successive screen until you see the Finish button,

then click Finish to generate your chart. If you are interested in changing the default settings, take note of

the options available in each screen as you click through the wizard. For example, on the last wizard
screen, you can specify fields from your data to display on the chart and the order in which to display

them within shapes, select fields to store in shapes as Shape Data, and specify layout requirements.

You can also use options on the Organization Chart menu (this menu appears only for this diagram type)

to:

e Select Options to globally apply format settings, such as shape size and text formatting for each
visible field (such as italicizing titles).

e Change the position type (such as executive or manager) for selected shapes.

e Click Export Organization Data to export all data from your completed organization chart to a

new Excel file. Just type a name for the new file and click Save.

Page | 8



Note that this works just as well with organization charts you create from other sources or by

drawing shapes. So, for example, if you create your organization chart from Excel data and then

add shapes to the chart manually in Visio, when you export that data to Excel, it will include the

shapes youbve added as well as those that were auto

default, the exported file is saved as an .xlsx file.
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Create an organization chart, method Il

This is used to automatically create an organization chart from a new data table.

This method is best if the default information fields don't fit what you need, and you don't already have

your data in a different program.

1. On the File menu, point to New, point to Business, and then click Organization Chart Wizard

(Figure 7).

Figure 7
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2. On the first page of the wizard, select filnformation

Next (Figure 8).
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Figure 8

Organization Chart Wizard

3. Select Excel or Delimited text (Figure 9), type a name for the new file, and then click Next.

Figure 9
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