Create a new Org chart drawing using the Org Chart template.

When the new file opens, you will be prompted to use the Organization Chart Wizard. You can use this
tool to establish the basic org chart with the data you have in an Excel file. Although this will not be
connected back to the source data and as such can not be updated. This step simply gets the data into
the file in the chart structure. You do not have to use this procedure but rather build it from scratch with

the data.

This tutorial will use the Organization Chart Wizard.

Start by ensuring the first radio button option

Organization Chart Wizard £

Twant to create my organization chart from:

© Information that's already stored in a file or database 4

is active, then click the Next button.

Information that I enter using the wizard

Description
Choose this aption if your data is stored in a text (* bxt), Org Plus (*.bd), Excel [*xlsx,
*xism, *xish of *.xls), Microsoft Exchange Server, of ODBC-compliant database file.

Cancel < Ba Next> | <_

Choose the appropriate type of storage for yo
the Next button.

Organization Chart Wizard i

My organization information is stored in:

ur data. Excel or text files will use the middle option. Click

A Microsoft Exchange Server directol .
[A text, Org Plus (*bt] or Bxcel file
An ODBC-compliant data source

Note
To ensure that your data is formatted correctly, dlick the Help button.

Gt ] [ o | near ]
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Click the browse button and find the source fi

le. Click the Next button.

Organization Chart Wizard B9

Locate the file that contains your organization information,

Specify the language: | English (United States] [=]

Browse... b

Cancel | [ <Back | Net> \¢




Using the drop-downs for each field, choose the fields to include in the basic structure of the shapes.
Click the Next button.

Organization Chart Wizard =

Choose the columns (fields) in your data file that contain the information that defines the
organization.

Name: Name E‘{i
=]

Reportsto: | Reports_to
First name: | <none>
foptional)

Description
The Name column ffield) cantains data that identifies the person

IR EPTT BTN ..

=]

Choose the other columns of data you wish to include and associate with the shapes. This additional
data is displayed in the Shape Data Pane. Click the Next button.

Organization Chart Wizard =]
Choase the columns (fields) from your data file that you want to display.

Data file columns: Displayed fields:

<Remove | | peports_to

Down

R T e ..,

If you have and wish to include pictures of the organization members you can select the appropriate
radio button then browse for the images. In this case we will skip adding images. Click the Next button.

Organization Chart Wizard =]

You can import pictures from your computer o a netwaork location:
© Don't include pictures in my organization chart '
Locate the Tolder that contains your erganization pictures

Browse..

Name

Hote
Ficture files must be named in the following way: MatchField FileType

For example if you match to “name" the picture filenames could be called
‘JohnSmith.png”. If you match to Email they could be Jsmith@contaso.com jpg.

Cancel | [ <Back ][ Next» ‘




In the last widow of the Wizard, you can decide how the chart will break across multiple pages. Click the
Finish button.

Organization Chart Wizard =]

Your organization data may contain too many employees to fit on ene page of your
drawing. You can specify how much of your organization to display on each page oryou
can let the wizard define each page automatically,

() Twant to specify how much of my organization ta display on each page
(@ Iwant the wizard to automatically break my organization chart acress pages

T | Name at top of page: | <Top Executive> E"i

Hyperlink employee shapes across pages

Synchronize employee shapes across pages

The Chart is created.

Importing Data to connect to the shapes

Click the Data Tab in the ribbon.

FILE HOME INSERT DESIGM DATA W—JRG CHART

2 Re-Layout Spacing + =
EE Best Fitto Page | Move m
ayout l! - -
- Synchronize Show/Hide Subordinates
Layout [F] Arrange [F] Sk

Click the Link Data To Shape button on the ribbon.

Shape Data Window
7 < I "

External Data Window
Link Data Automatically Refresh Data Insert

to Shapes Link All Graphics = Legend ~
External Data Display Data Show/Hide



The Data Selector window opens. Choose the file type related to the data and click the Next button.

Data Selector =]

What data do you want to use?
@ Microsoft Excel 4

3 g (©) Microsoft SharePaint Foundation list
J'ﬂ () Microsoft SQL Server database
(7) Other OLEDB or ODEC data source

() Previously created connection

[ cancer | | <sack |[ nmexts '<r|m,-u

Click the Browse button to search for the source file and click the Next button.

Data Selector (]
Connect to Microsoft Excel Workbook r o]
i |

What workbook do you want ta import?
\\CRDUBLIN\Datafiles\Microsaft Office® Courses\Microsoft Visio@\Visio® 2013\Vi[ = |

Browse...

Mote: If you want to use Visio Services on SharePoint to refresh data from this Excel
workbook, the workbook must be located on the same SharePoint site as the drawing
and that site must have Excel Services enabled.

[ cancet | [ <Back || mext> mﬂkl —

Select the spreadsheet and if needed click the Select Custom Range button to define the area of the
spreadsheet. Click the Next button.

Data Selector | &=

Connect to Microsoft Excel Workbook DNa
B

What worksheet or range do you want to use?

OCWIDA3S =]
Select Custom Range...

First row of data contains column headings

cancel | [ <Back || Next> ]q




If you need to limit or exclude columns of data in the spreadsheet, click the Select Columns or Select
Rows buttons to define only the desired data. Click the Next button.

Data Selector [=T]
Connect to data Ca
Select the columns and rows to include. f‘j
Columns to includs: Rows to include:
Al Columns) =] [@ipata) -
[ Select Columns... ] [ Select Rows.. ]
[ cancel | [ <Back | nmet> ]ﬂﬁm -

The data should have a unique identifier for each record in the data, think of an Employee ID. Select the
appropriate column of data and click the Next button.

Data Selector =7

Configure Refresh Unique Identifier O
t

It is possible to update your diagram if the data changes. Columns such as Name or ID
can often be used to uniquely identify rows if they are updated.

Choose how to identify changes in the data:
1@ Rows in my data are uniquely identified by the value(s} in the fallowing

* columnisy:
Mame [Recommended) -
[] Reparts_ta |; ‘
[ Title i
[7] Department -

=, Rows in my data do not have a unique identifier. Use the order of the rows to
- identify changes.

[ canct | [ <Back ][ mext> ‘T,

Click the Finish button.

Data Selector B2

You have successfully imported your data.

Click Finish to continue.

The external Data Pane is displayed at the bottom of the screen.

g Name Reports_te  Title Department  Telephene
4] Seth green CED
3 A, Brooks Seth green  Manager Marketing
Qo C. Pogal Seth green  Manager Accounting
o D.Rogachev Seth green  Manager Training
o R. dado A. Brooks Assistant Marketing
5" Sam D. Rogacehv Atheltic Tr.. Training
loe D. Rogacehv Atheltic Tr.. Training

Dee D. Rogacehv Personal Tr.. Training



Connecting the External Data to the Shape

Click on one of the external data records and drag it onto the top shape. A link icon appears beside the
record in the External Data Pane and new text is displayed beside the shape in the drawing.

e |

age-l Page-2 Page-3 Page-d | Al | (@

-

x Name, Reports to Title Department _ Telephone

-

3 ABrodks  Sethgreen Manager  Marketing

o C.Pogal  Sethgreen Manager  Accounting

5 D.Rogachev Sethgreen Manager  Training

5 R. dado A Brooks  Assistant  Marketing

i Sam D.Rogacehv Atheltic Tr... Training
Joe D.Rogacehv Atheltic Tr... Training
Dee D.Rogacehv Personal Tr.. Training

You will need to do this to at least one instance of each shape level in the chart.
Editing the Shape

Right click the shape in the drawing and choose Data / Edit Data Graphic from the menu. The Edit Data
Graphic: Data (file name) window opens.

Edit Data Graphic: Data - OCW9IDA3 =]
=] Mew Ttem.., = Edit ttem... < Delete v
Data Field Displayed as Pasition
Hame [=] Ted Default
Title [=] Text Default
Default position Display options
Horizental: [ Far Right +  [C]Show border around items at default position
[7] Hide shape text when data graphic is applied
Vertical: [ Middle -
Apply changes to:
@ All shapes with this data graphic
() Only selected shapes




Check the Hide shape text when data graphic is applied checkbox. This will remove the pre-existing text
boxes from the shape. Click the Apply button.

Edit Data Graphic: Data - QCW9DA3 22
= New Ttem... 5 Edit item... X Delete v
Data Field Displayed as Pasition
Hame [=] Ted Default
Title [=] Ted Default
Default position Display options

Horizontal: [ Far Right - Show border around items at default position

Hide shape text when data graphic is applied
Vertical: [ Middle -
Apply changes to:
@ All shapes with this data graphic
Only selected shapes

=

oK Cancel

To remove the Labels from the text fields, select the data field and click the Edit Item button. The Edit
ltem window opens.

Edit tem b4

Display Position
7] Use detault pasition

[E Center

Data field: Name
Displayed as Text

=]
=]
Style: H

= = Text callout

[E wmiddle

Details

Show Value  Yes

Value Format

Value Font Size  8pt.

Lobel Position et of Value
Label [Default]
Lobel Font Size  8pt.
BorderType  Bottom

Fill Type None

5]

oK Cancel

In this window, you can change which field is being displayed, set the font size, and control the Label
Position. In this case, select the Label Position field and choose Not Shown from the drop-down. Click OK
when any other edits have been made. Click the Apply button to see your changes, don’t click the OK
button until you are done with all editing of the shape.

If you need some other information to be displayed with the shape from the data click the New Item
button. Select the data source and set up how it will be displayed. Click OK and then Apply to see it.

When finished click the OK button to close the window . Select the floating text area and reposition it on
the shape.

You will do these steps for each shape level in the drawing. These will be used to define your new set of
stencils to use in the chart so all the formatting attributes are as you have defined them.



Build the new Stencil set

Expand the Shapes Pane if necessary. Click the More Shapes button and choose New Stencil from the
menu.

Click on the formatted shape in the drawing and drag it into the New Stencil Pane. The shape is added to
the stencil. Right click the shape and choose rename, give it a name that makes sense to you. Move each
formatted shape level into the New Stencil.

Once all the stencil shapes have been added to your New Stencil, click the Save icon to save and name
your new stencil. Save it somewhere easy to find so you can open it in other files later on.

Stencil3 LH —

Applying the new stencils and reconnecting to the external data

Now drag the shape stencil from your stencil panel onto the drawing. You will basically now re-build the
org chart using the new shapes, since they are based of the original shapes the connectivity functions
are still going to work.

Once the shapes are in place, drag the appropriate records from the External Data Pane onto the shapes
to dynamically connect the data to the shape. When you need to refresh the data connections, click the
Data tab in the ribbon and click the Refresh All button.



