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Organization Charts Made Easy!
Visio 2010 is an excellent drawing package for data-diagrams of all kinds. But, as

you look to move beyond the tedious, time-intensive, manual creating and
updating of organization charts you will find this add-in a truly remarkable help.

Why Use OrgChart for Visio?
OrgChart for Visio will save you hours of time in creating and maintaining
Organizational Diagrams. You will have an immediate ROl and will actually save

your company money in overall diagramming costs!

Using a data source such as an Excel spreadsheet you will find OrgChart for Visio
the easiest, fastest way to create intelligent, refreshable organization charts.
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A brief guide to installing OfficeWork Software’s OrgChart for Visio 2010. NOTE: Installation of this add-
in for Visio requires Microsoft Visio 2010 Professional Edition or Microsoft Visio 2010 Premium Edition
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The Media

Download
1. If you download the Installation Package from the OrgChart for Visio Web Site, you will copy to
your Windows Desktop the .ZIP file containing the Installation Package.
Create a folder. You can name this folder any convenient name such as “OC4VInstall”.
3. Move the .ZIP file to the folder you have just created.
4. Unzip the .ZIP file to this same folder.

CD Media

1. Create a folder anywhere you desire on your local machine. You can name this folder any
convenient name such as “OC4VInstall”.

2. If you obtained a box product of the OrgChart for Visio with installation CD, you will copy the
.ZIP file containing the Installation Package found on the root directory of the CD to your
Windows Desktop.

3. Move the .ZIP file to the folder you have just created.

Unzip the .ZIP file to this same folder.

Before the Install - Select 32-bit or 64-bit

This is very important. You should see two folders unzipped. One for a 32-bit system, the other for a
64-bit system. Open the folder matching your computer’s bit configuration. If you are uncertain about
your computer’s bit configuration open the windows explorer and right click on My Computer, selecting
the Properties tab. This will tell you whether your computer is 32 or 64 bit.

Begin the Install
You will now find two additional files in your new folder; a file labeled Setup.exe, and a file labeled
Orgchart for Visio Setup.msi.

1. Double-click on the Setup.EXE file in the folder where you have placed the .ZIP file and unzipped
the file. This action will launch the Orgchart for Visio Installation Wizard.

Copyright © 2012 OfficeWork Software - All Rights Reserved Page 2



Install Screen One
rﬁ‘ Orgchart for Visio =] e

Welcome to the Orgchart for Visio Setup Wizard LA

The inztaller will guide you through the steps required to install Orgchart for Visio on your computer.

WRMIMNG: This computer program iz protected by copyright law and intemational treaties.
Unauthonized duplication or distribution of this program, or any portion of it, may result in severe civil
or enminal penalties, and will be prosecuted to the maximum extent poszible under the law.

2. Left-click the Next > Command Button to to advance to the next screen of the Orgchart for Visio
Installation Wizard.

Install Screen Two

ﬁ' Orgchart for Visio - Elﬂlﬂ

Select Installation Folder [_‘I _

The installer will inztall Orgehart for Yizio to the following folder.

Ta ingtall in this folder, click "Mest”. Tainstall to a different folder, enter it below ar click "Browse'.

Folder:

C:%Program Files (=26 Oficework SoftwarehOrgohart for Visioh Browse...

Install Orgchart for Visio for yourself, or for aryone who uses this computer:

[

[ Cancel l [ < Back ] [ Meut » ]

3. Ensure that the Radio Button near the bottom of the Screen labeled “Everyone” is selected, then
Left-click the Next > Command Button to advance to the next screen of the Orgchart for Visio
Installation Wizard.
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Install Screen Three
FLESTRgES e

Confirm Installation |_JI i
=8

The inztaller iz ready to install Drgchart for Wisio on your computer.

Click "Mest" to start the installation,

[ Cancel l [ < Back ] [ Mest » 1

4. Left-click the Next > Command Button to advance to the next screen of the Orgchart for Visio
Installation Wizard.

Install Screen Four

(L =

Installing Orgchart for Visio LA

Orgchart for Yisia iz being installed.

Please wait...

5. A Progress Bar will keep you apprised of the progress that OrgChart for Visio is making during
the Installation Process. If, during the process you encounter an Alert dialog asking for your
permission to proceed with the installation, Left-click the Yes or Agree Command Button to
continue. Left-click the Next > Command Button to advance to the next screen of the Orgchart
for Visio Installation Wizard.
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Install Screen Five
Hosoerves R ol

Installation Complete LA

Orgchart for Visio has been successfully installed.

Click "Cloze" to exit.

Pleaze uze Windows Update ta check for any critical updates to the MET Framewrk.

6. When the OrgChart for Visio Installation has successfully completed the Installation, you will see
the final screen of the Wizard as illustrated above. Left-click the Close Command Button to close
the Installation Wizard and return you to the Windows Desktop.

Enter your OrgChart for Visio License Key
1. Launch Microsoft Visio 2010 Professional or Microsoft Visio 2010 Premium as you normally
would.
2. Left-click the Dark Blue File Ribbon Tab to enter Visio 2010’s Backstage View.

WUl 7= O [® rasaft Vo _0_
n Memp  Inet  Dunge  OMs  Precaii  Redew  Vew Daeeitpes :

Choose & Template Basic Flowchart (US
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Recently Used Templates

= ?—- - a_g:; o%a -[

_ Basic Plowchart (US | Organizaton Chart TR Diagram (W5 Lamnple for Second
uraty) U8 units) undi} Dlry Clavs
Tempiate Categories
Help ol @ - . .
- TAI @ 11 Laﬁ S0 J——.
T & 8|
O#ficeark = — k.1 i g‘o
———— Buminess  Ingneering  Howeh Geners Miprand  Network  OfficeWork  Schedul
1 ostians Floar Plans Software
=

3. Inthe Backstage view, locate the OfficeWork Software Item at the Left (Menu) Area of the
Backstage view and Left-click to select the OfficeWork Menu item.
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Licensing Information

Unlimited
1111-2222-3333-4444-5555 (TEST)

C:\Program Files (86)\OfficeWork Software\Orgchart for Visio\

TR o e s cCE0EREEDT BTSN v o

4. Enter your License Key into the Text Box to the Right of the Label “Enter License Key:”

5. Return to the New Area of the Backstage Area by Left-clicking on the “New” Item (Menu) at the

Left of the Backstage area.

Installation Complete
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A brief guide to getting started with OfficeWork Software’s OrgChart for Visio 2010. NOTE: use of this
add-in for Visio requires Microsoft Visio 2010 Professional Edition or Microsoft Visio 2010 Premium

Edition
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Beginning a New Organizational Diagram with OrgChart for Visio
Launch Visio 2010 Professional Edition or Visio 2010 Premium Edition

From The Windows Desktop
1. If you have a Shortcut to Visio 2010 on your Windows Desktop as a Desktop Icon, launch Visio

2010 by using your Left-mouse button and Double-clicking on the Visio 2010 Icon

From the Windows Start Menu

1. Locate the Windows Gem in the Lower-Left-Hand-Corner of your Windows Desktop.

2. Left-click to select the Windows Gem. This action will display the Windows Start Menu

3. Select “All Programs” from the Windows Start Menu

4. Scroll down through the listing of all Programs that are installed on your local machine and
locate the item listed as “Microsoft Office”

5. Left-click to expand the Microsoft Office item and locate the sub-item listed as “Microsoft Visio
2010”

6. Left-click to select the Microsoft Visio 2010 Item. This action will launch Microsoft Visio 2010.

The Backstage View
Once you have launched Microsoft Visio 2010 you will be, by default, viewing the “Backstage View”. An

example of this is shown in the lllustration below (Figure 1).
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Figure 1 — Backstage View

Note that in the main body of the Backstage View, there are Three general Sections: (1) Recently Used
Templates, (2) Template Categories, and (3) Other Ways to Get Started.

Copyright © 2012 OfficeWork Software - All Rights Reserved Page 2



If you have used OrgChart for Visio previously, an Icon for OrgChart for Visio may be displayed in the
Previously Used Templates area. To begin a new OrgChart using the OrgChart for Visio Add-In, simply
Double-click, using your Left-Mouse-Button, on the OrgChart for Visio Icon in the Previously Used
Templates Area. This action will begin a new Organizational Diagram based upon the OrgChart for Visio
Template and you will next be viewing the Visio Diagramming Environment with a new diagram based
on the OrgChart for Visio template and the OrgChart for Visio Add-In active.

If you have NOT previously created an OrgChart using the OrgChart for Visio Add-In, you will not find
an Icon for the OrgChart for Visio Add-In in the Recently Used Templates. You WILL however, regardless
of whether you have used the OrgChart for Visio Add-In before or not, find a Folder in the Template
Categories area of the Backstage View.

Using your Left-Mouse-Button, Left-Click on the Folder listed as “OfficeWork Software” in the Template
Categories Area. This action will change the Backstage View to display the Available Solutions from
OfficeWork Software. The Add-In currently available is the OrgChart for Visio solution. Your Backstage
View will look similar to the lllustration as shown in Figure 2 Below.

[Erd —— Therosah Ve ——— o e
[ . o
- Choose a Template Orgchart for Visio
2 @ H OfficeWork Software
= Ops A
QOrgChart
Dl —
) &
Recent —— = —
EmE - a f& (&

Help
OfficeWork

2] Options

E3 et

Figure 2 — Backstage View in OfficeWork Software Solution Folder

To begin a new OrgChart using the OrgChart for Visio Add-In, simply Double-click, using your Left-
Mouse-Button, on the OrgChart for Visio Icon in the Choose a Templates Area. This action will begin a
new Organizational Diagram based upon the OrgChart for Visio Template and you will next be viewing
the Visio Diagramming Environment with a new diagram based on the OrgChart for Visio template and
the OrgChart for Visio Add-In active.
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The OrgChart for Visio Diagramming Environment

IMPORTANT NOTE 1:
If you do not see the Document Stencil Item displayed at the left of the Diagramming Environment, take

the following steps (This will need to be accomplished ONLY one time and Visio will remember to have

this available from this point forward whenever you use Visio):

1.

7.
8.
9.

Left-click on the File Ribbon Tab to navigate to the Backstage View.

In the Backstage View, Locate and select the Options Item at the Left of the Backstage View. This
action will display the Visio Options Dialog.

Left-click on the Advanced Item at the Left of the Options Dialog. This action will display the
Advanced Page of the Options Dialog.

Scroll to the bottom of the Advanced Page and locate the General Area, and the “Run in
developer mode” Check-box item.

Click to check the Run in Developer mode Check-Box or ensure that it is already checked.
Left-click the OK Command Button in the Lower-Right of the Options Dialog to confirm your
selection, close the dialog and return to the Visio Diagramming Environment.

Select the Developer Tab of the Visio Ribbon.

Locate the Show / Hide Area of the Developer Ribbon Tab.

Ensure that the Document Stencil Iltem is checked.

10. Return to the OrgChart Tab on the Visio Ribbon

IMPORTANT NOTE 2:
If the Shape Data Window is not currently being displayed in the Visio Environment, take the following

steps to ensure its display:

1.

Left-click to select the Data Tab in the Visio Ribbon.

Locate the Show / Hide Area of the Data Tab and ensure that the Shape Data Window Check-Box
is currently checked.

Return to the OrgChart Tab of the Visio Ribbon.

The Visio 2010 OrgChart Ribbon Tab
As you enter the Visio Diagramming Environment a blank Visio Diagram will be displayed. Above the

diagramming surface a collection of Visio Ribbon Tabs will be displayed. The Default Ribbon Tab that will
be active is the OrgChart for Visio “OrgChart” Ribbon Tab. This is illustrated in Figure 3, below.
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Figure 3 — The Visio Diagramming Environment with the OrgChart Ribbon Tab active

The Visio 2010 OrgChart for Visio Ribbon is a unified, easy to navigate dashboard for creating and
maintaining Visio OrgChart diagrams created with the OrgChart for Visio Add-In.

In general practice, when creating an OrgChart, you will work from Left to Right, completing the tasks to
display and format the hierarchal structure of the Organizational Diagram.

Let’s look at the overall OrgChart Ribbon Tab. This is illustrated in Figure 4 below:

IE\ = T = Drawingl - Microseft Visio
Home Insert Design Data Process Review View Developer OrgChart
[ — [ (= = - i £ w. - BT T i =
T ICEE Y 3D 507500
§% g at A ¥ = = z = X | & Clcalout »
Impart Configure Choose Start Refresh Expand Collapse Layout Re-layout Tidy-up Center Select Smart  Format Data OrgChart  Save As — View Help
OrgChart Data Data Fields & Depth Data * ¥ Page ~ Drawing o Clone Tool Brush = | Graphics = Reports Web Page A @ |_i :
Data Draw I Farmat I Anal;,_'ze and Publish Taols I Editing | I Help

Figure 4 — The OrgChart Ribbon Tab

Note the Areas on the OrgChart Ribbon Tab. These are (working Left to Right): (1) Data, (2) Draw, (3)
Format, (4) Analyze and Publish, (5) Tools, (6) Editing, (7) View, and (8) Help.

Even though it IS possible to manually create a hierarchal Organizational Diagram by using simple drag-
and-drop techniques, OrgChart for Visio is a highly intelligent, data-driven, Automation-enhanced
diagramming tool as an Add-in to Visio 2010 Professional and Premium. Therefore utilizing an External
Data Source is the optimal method for creating an Organizational Diagram. We will be stepping through
this data-driven process in this Getting Started Guide.

The First Area, at the left, on the OrgChart is the Data Area. This area consists of two tools: Import
OrgChart Data, and Configure Data Fields. We will begin by Importing the Data we will use to create our
Organizational Diagram. Left-Click to Select the Import OrgChart Data Item.
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Import OrgChart Data
This action will display the Data Selector dialog. The first screen of the Data Selector Dialog / Wizard is
shown in Figure 5 below:

D‘ata Selector

What data do you want to use?
@ Microsoft Office Excel workbook
() Microsoft Office Access database
(") Microsoft Windows SharePoint Services list
7 Microsoft SQL Server database

(71 Other OLEDB or ODBC data source

(7 Previously areated connection

Figure 5 — Data Selector Screen 1

The first question that requires a selection is “What data do you want to use?”. The potential choices
are (1) a Microsoft Office Excel workbook, (2) a Microsoft Office Access database, (3) a Microsoft
Windows SharePoint Services list, (4) a Microsoft SQL Server database, and (5) any Other OLEDB or
ODBC data source. In the case of this demonstration, the Excel workbook will be selected. Left-Clicking
on the Next> Command Button advances to the next screen of the Data Selector Wizard. Screen 2 of the
Data Selector Wizard is shown in Figure 6 below:

—
Data Selector

Connect to Microsoft Office Excel Workbook

What workbook do you want to import?
<Select Excel Workbook>|

Browse. ..

Figure 6 — Screen 2 of the Data Selector Wizard

The next step is to browse to the desired data source. Left-Clicking the Browse... Command Button
displays a File Dialog allowing the user to select the desired file from the network file system.

In this Getting Started Guide, we will be using a Microsoft Excel Workbook as out desired Data Source. In
order for Visio to understand the Excel Worksheet as a viable Data Source, the data source will need to
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comply with two rules: (1) Row One in the Worksheet MUST contain the Column Header Labels. An
example of this is illustrated below in Figure 7 below:

Record Employee 5 Dotted-Line Dotted-Line Dotted-Line

il Number Number Employee Name Title Position Type Assistant Primary Manager Manager1 Manager2 Manager 3
N 00001 CZ2012CA0001 Jossef Goldberg President & CEQ Executive No
3 00002 CZ2012CA0002 Suzan Fine Executive Assistant Assistant Yes Jossef Goldberg  <TBD= <TBD= <TBD=

a ARAAS. F7ANACARANG A nthon Chor Cuwnribivn Accictant Accictant Ve Flaie Unrtar ~TAM- ~TAMN- ~TRMN-

Figure 7 — Excel Worksheet Column Headers

Rule (2) is that there MUST be two distinct Columns that equate to the “Who Am |I” and the “Who Do |
Report To” data fields. The Names in these Columns MUST be an exact match. The reason for these
requirements is so that Visio can define the hierarchal structure for reporting purposes.

When the Worksheet has been selected from the file system, the Data Selector Wizard will return you to
the screen, listing the selected data source as illustrated in Figure 8 below:

rDéta Selector

Connect to Microsoft Office Excel Workbook

‘What workbook do you want to import?
C:\Users\David A Edson'\Desktop\OrgCharting\Sample Org Chart Data.xs|

Cancel J [ < Back ” Mext > ] I Finish

Figure 8 — Data File selected in Data Selector Wizard

When complete, the required file name will be displayed in the Text Box. Left-Clicking on the Next>
Command Button advances to the next screen of the Data Selector Wizard. The next screen of the
wizard is illustrated in Figure 9 below:

=
Data Selector

Connect to Microsoft Office Excel Workbook

What worksheet or range do you want to use?
HRdatabase

[#]First row of data contains column headings

Cancel ][ < Back ][ Mext > ][
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Figure 9 — Range Selection in the Data Selection Wizard

Because an Excel workbook was selected, the Wizard offers the user the opportunity to select a specific
range of data on the worksheet. If no named range is available, the user can create one on the fly or
simply use the entire worksheet. Left-Clicking on the Next> Command Button advances to the next
screen of the Data Selector Wizard. The Field / Record selection Screen is illustrated in Figure 10 below:

Select the columns and rows to include.

Columns to include: Rows to include:
(Al Columns) (Al Data)

] I Select Rows...

Cancel I[ < Back ]L Mext = ]I

Figure 10 — Field / Record Filter / Selection

Utilizing the Select Columns... and Select Rows... Command Buttons, the user can filter the selection of
data being used for the data link. This is illustrated in Figure 11 Below:

To select a column, check the box next to the column name:

Column Name Sample Values

Jossef Goldberg, Suzan Fine, Clair Hector
[#] Title President & CEOQ, Executive Assistant, COOQ|
[¥] Reports_To Jossef Goldberg, Jossef Goldberg
Department  Office of the President, Office of the Presid
Telephone 555-0100, 555-0101, 555-0102

[¥] E-Mail jossef@championzone. net, suzan@champic
Master_Shape Assistant,
Office_Mumber 17102, 17104, 17106

25

Chedk all

Figure 11 — Filter Fields

Select Columns... allows individual fields to be included or excluded from the data link. This is Illustrated
in Figure 12 below:
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To filter by a specific criteria, dick the arrow next to the column heading:

Employee E] Title E] Reparts_To [3 Department E] Telepl »
=

Jossef Goldberg Presiden... Office of the Presi... 555 B
Suzan Fine Executiv... Jossef Goldberg Office of the Presi...  555-C
Clair Hector Coo Joszef Goldberg Operations 555
Anthony Chor Executiv... Clair Hector Operations 555-C
Laura Jennings CFO Jossef Goldberg Finance 555-C
John Tippett Executiv... Laura Jennings Finance 555-C
Thom McCann Senior V...  Jossef Goldberg Production 555
Ken Bergman Executiv..., Thom McCann Production 555

Mike Tiano Executiv... Ashley Larsen Marketing
[ [T

Figure 12 — Filter Records

Select Rows... allows individual records to be included or excluded from the data link. When filtering (if
desired) has been applied you will be returned to the Connect to Data Screen of the Wizard as illustrated
in Figure 13 below:

Connect to data
Select the columns and rows to include.

Columns to include: Rows to indude:
(Al Columns) (All Data)

Select Columns. .. Select Rows...

Figure 13 — Connect to Data Screen

Once any filters have been applied to the data set, the user is returned to the Connect to Data screen of
the Wizard. Left-Clicking on the Next> Command Button advances to the next screen of the Data
Selector Wizard. This screen will provide the opportunity to set the Key Field as illustrated in Figure 14
below:
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Configure Refresh Unigue Identifier

Itis 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:
(@ Rows in my data are uniquely identified by the value(s) in the following column(s):

Employee (Recommended) -
[ mte E|
D Reports_To i
D Department

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

][ < Back. ][ Next > ][ !

Figure 14 — Set Key Field

The Wizard takes a first pass estimate at which field in the data set contains unique record entries and
offers this as the Unique Identifier. The user may either accept this default, or un-check that option and
select another. Left-Clicking on the Next> Command Button advances to the next screen of the Data
Selector Wizard. With all options properly set, the Wizard presents you with the closing screen as
illustrated in Figure 15 below:

‘fou have successfully imported your data.
Click Finish to continue.

Figure 15 — Wizard closing Screen

The final screen of the Wizard simply confirms that the Wizard has all of the necessary information to
import the data to the Visio Diagram as a whole. Left-Clicking the Finish Command Button confirms the
user’s choices, closes the dialog and attached the data set to the Visio diagram.

When the Wizard has completed, you will notice that a new External Data Table has been added to the
Diagramming Environment as illustrated in Figure 16 below:
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Figure 16 — External Data Table attached to the OrgChart Diagram

Configuring OrgChart for Visio to Use the External Data

Now that the Data has been imported to the Diagram itself it can be utilized to automatically attach data
to the individual Employee Boxes and to maintain that link. In this manner, when the external data
changes, a simple refresh of the diagram will always reflect the latest status of that data. However,
before we can begin building the hierarchy, we need to tell OrgChart for Visio which of the External Data
Fields we want to use, and how we want to use them. We accomplish by using the Configure Dialog. This
item is the second item from the Left on the OrgChart Ribbon Tab and is listed as “Configure Data Fields”
in the Data Area. Left-clicking to Select this item will display the “Shape Field to Data Field Mapping”
Dialog. This is illustrated in Figure 17 below:
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Shape Field to Data Field Mapping

OrgChart for Visio needs to understand the fislds in your data.

Use the controls below to translate between your data's
names and the names uzed by the add-in and shapes.

Required Mappings Optional Mappings

Emplayee 1D: [none] 3 Dizplay Field 2: [nane] w

Reports ToID: [nane] 3 Dizplay Field 3: [none] v

Displaped Name: [nane] v Datted-line Reportz 1: | [none] v
Dotted-ine Reports 2 | [none] w
Dotted-ine Reports 3 | [none] w

Imfio:

Data source name:  zource Phato: [none] .’
Phiota Folder:

Drata file path;  file path
Pogition Type: [none] b
Agzistant: [none] b

Walue for s Assistant’s

Figure 17 — Shape Field to Data Field Mapping Dialog

Working from Top to Bottom, the Items in this dialog are:

ID Field — This is where the field that uniquely identifies each Employee is selected (Required)
Reports To ID Field — This is where the field that identifies who the Employee Reports To is
selected (Required)

Name Field — This is the Field that contains the Name of the Employee as it should be displayed
on the face of the Employee Box is selected (Required) Note that this may be the same field as
the ID Field if desired

Dotted-line Reports 1 Field — This is where, if a field exists in the data that identifies the first
dotted-line reporting manager, the field may be used to draw the dotted-line relationship.
(Optional)

Dotted-line Reports 2 Field — This is where, if a field exists in the data that identifies the second
dotted-line reporting manager, the field may be used to draw the dotted-line relationship.
(Optional)

Dotted-line Reports 3 Field — This is where, if a field exists in the data that identifies the third
dotted-line reporting manager, the field may be used to draw the dotted-line relationship.
(Optional)

OrgChart for Visio supports up to Three Automatically drawn Dotted-line Relationships: a feature not
found in other OrgCharting tools.
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Picture — If the external data has a field with the name of an image file (.JPG, .GIF, .PNG, .TIF,
.BMP) listed, this field can automatically add images in the Employee Boxes without the manual
one-at-a-time methodology found in other OrgCharting tools. (Optional)

Picture Folder — If the field containing the name of the image file does NOT have a full pathname
listed, and if all image files are listed in a single folder which is accessible to the user’s matching
(including via a network) the path to that folder may be listed here (Optional)

Position Type — If the data file contains a field describing which position type should be used to
display for that particular record, OrgChart for Visio can utilize this field to properly
automatically configure the Employee Boxes to display the industry-standard look of the
Employee Boxes. (Optional) Note the only valid entries for this field are (1) Executive, (2)
Manager, (3) Position, (4) Vacancy, (5) Consultant, and (6) Assistant

Assistant — If a field exists in the external data which identifies a record as being an Executive
Assistant, this field may be used to position the Assistant with respect to their direct Manager.
(Optional)

Value for ‘Is Assistant’ — This value in the external data may be “Yes”, “No”, “yes”, “no”, “True”,

n u

“False”, “true”, or “false” (Only used if Assistant field above is used)

An example of this dialog being completed is illustrated in Figure 18 below:

Shape Field to Data Field Mapping

QrgChart for Wigio needs to understand the fields in your data.

Use the controls below to translate between your data's
narmes and the names used by the add-in and shapes.

Required Mappings

Optional Mappingz

Erployes ID: Display Figld 2: Title w
Reports To 10 Dizplay Field 3: T elephone w
Displayed Marme: Dotted-ine Reports 10 | Datted-Line Manager 1
Dotted-ine Reports 2 | Dotted-Line Manager 2w
Dottedine Reports 3 | Dotted-Line Manager 3 “
Info:
Diata s0UICE namE: Phata: Phato File .’
] Phato Folder: C:ADocuments and Settings')
Data file pathy C:\Documents and
SettingshJogh\DesktophORG CHART
DEMOMOCWME el Woorkboak, for . —
uze az Sample Organizational Position Type: Pagition Tppe
Datamlze )
Azziztant: |& Azziztant

Walue for | desistant’ s

b
b

Figure 18 - Fully completed Shape Field to Data Field Mapping Dialog
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Define the Scope of the Initial Drawing of the OrgChart

Now that the Data has been imported and the OrgChart for Visio Add-In configured to use the Data, the

final step is to actually begin drawing the Diagram.

The First Item at the Left in the Draw Area of the OrgChart Ribbon Tab, and the Third Item in the overall
OrgChart Ribbon Tab is the “Choose Start & Depth”. Function. Left-clicking, to select this command

displays the “Choose Starting Employee” Dialog. This is illustrated in Figure 19 below:

@ Choose Starting Employee = | Sl

M0 Joceaf Goldbera Direc norte: 5 Renorte: 69 | avel 0 Renorts tor -
| Jossef Goldberg (ID: Jossef Goldberg, Direct Reports: 5, Reports: 69, Level: 0, Reports to: ---)

Levels to draw: 2 U Expand levels of the organization, and click on the name of the desired employee to start
the diagram. Use the slider to choose the number of levels in the organization to draw.

Figure 19 — Choose Starting Employee Dialog

Note that as this Dialog opens, The entire Organizational Tree is collapsed, showing only the Top level
Executive at the top of the organizational structure. Left-clicking on the small triangle to the left of a

person’s name expands that branch of the organization. You can repeatedly expand as much of the

organizational structure as you care to see. In figure 20 below, we have expanded the tree to see

greater detail in the organizational structure.

M0 Joceaf Goldbera Direc norte: 5 Renorte: 69 | avel 0 Renorts tor -
4 | Jossef Goldberg (ID: Jossef Goldberg, Direct Reports: 5, Reports: 69, Level: 0, Reports to: ---)

Suzan Fine, Direct Reports: 0, Reports: 0, Level: 1, Reports to: Jossef Goldberg [Jossef Goldberg])

Suzan Fine |

(ID: Laura Jennings, Direct Reports: 3, Reports: 7, Level: 1, Reports to: Jossef Goldberg [Jossef Goldberg])

4 | Laura Jennings

John Tippett (ID: John Tippett, Direct Reports: 0, Reports: 0, Level: 2, Reports to: Laura Jennings [Laura Jennings])

(IC: Linda Leste, Direct Reports: 1, Reports: 1, Level: 2, Reports to: Laura Jennings [Laura Jennings])

Linda Leste

(ID: Suki White, Direct Reports: 3, Reports: 3, Level: 2, Reports to: Laura Jennings [Laura Jennings])

Suki White |

1, Reports to: Jossef Goldberg [Jossef Goldberg])

(ID: Them McCann, Direct Reports: 3, Reports: 14, Leve

Goldberg])

(ID: Ashley Larsen, Direct Reports: 7, Reports: 33, Level: 1, Reports to: Jossef Goldberg [Joss

(ID: Clair Hector, Direct Reports: 3, Reports: 10, Level: 1, Reports ssef Goldberg [Jossef Goldberg])

Clair Hector

Levels to draw: el U Expand levels of the organization, and click on the name of the desired employee to start
the diagram. Use the slider to choose the number of levels in the organization to draw.

,

(V] Choose Starting Employee E@éj

Figure 20 — Expanded Organizational tree

Note that for each item (leaf) in the tree, we can see helpful information about that particular record.
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Information Shown includes:

e The Record (Employee) ID

e Number of Direct Reports

e Number of Total employees reporting up to this employee

e The Level in the Hierarchy (0 is the top, first level down is 1, etc.)
e The individual that this employee reports to

This information is used to assist in making an intelligent decision as to where the starting point of the
drawing of the hierarchal tree should be.

Beneath the tree view is a slider control which is used to set the depth of the drawing. Setting the depth
at a value of 2 results in the selected individual and the level directly under that person being drawn.

Keep in mind that individuals can be expanded and collapsed at any time to show or hide any portion of
the organizational structure.

For the purposes of this getting started guide we are going to begin by drawing the Chief Executive
Officer and his direct reports. We will set the level at 2, and left click on the Named Box in the tree-view
control for “Jossef Goldberg”. The selection of a given individual closes the dialog and draws the
hierarchy based on the configured name and depth. This is illustrated in Figure 21 below:

Supe Dus - ThePage ox -

[ Jussef Goldberg
Reports To: Manager| Reparts To: Jossef
1 Goldberg

Mo Shage Duts
| Clair Hector Laura Jennings
Reports To: Jossef Reports To: lossef Reports To: Jossef Reports To: bossef
E = 7 Goldberg Goldberg Goldberg Goldberg

Wl Fage1 253 i) —_—a_
[T Record Mumber| Emgloy [
g 1 (s

- | Dotted-Luve Mimager 1 | Dotted-Line Meneger 2 | Detted-Line Mane * |

«TRD» <TED» <THO
<THO> <TOD>
«TBOs «THDs
<THOw <Thf

Figure 21 — Draw CEO and direct reports

Expanding the Subordinates under a Superior
There are actually Two forms of Expansion available within OrgChart for Visio: (1) Expanding on the
Same Page, and (2) Expanding onto a New Page.
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There are two methodologies for completing each of these actions; utilizing the item on the OrgChart
Ribbon Tab that is labeled as “Expand”, or utilizing the SmartTag associated with the selected Employee
Box (found immediately below and right of the box).

Expand on Page

With the Manager selected, Either (1) Left-click on the small black down-pointing triangle immediately
beneath the Expand Item on the Draw Area of the OrgChart Ribbon Tab and select the item labeled as
“Expand on Page”, or (2) float your cursor over the selected box, locate the SmartTag and Left-click on
the small black down-pointing triangle then select the item labeled as “Expand on Page”. Either of these
actions will expand the subordinates under that Manager on the current (same) page of the
Organizational Diagram. This is illustrated in Figure 22 below:

™ B B Trawngh - rereaem Ve, T — == |
vl : — @

Gegtna

Marssger 2 | Ditted-Ling Mans =

< TR
=TOD>
«THDs
<Thf

Figure 22 — Expand on Page

Expand on New Page

With the Manager selected, Either (1) Left-click on the small black down-pointing triangle immediately
beneath the Expand Item on the Draw Area of the OrgChart Ribbon Tab and select the item labeled as
“Expand on New Page”, or (2) float your cursor over the selected box, locate the SmartTag and Left-click
on the small black down-pointing triangle then select the item labeled as “Expand on New Page”. Either
of these actions will expand the subordinates under that Manager on a New) page of the Organizational
Diagram. The newly created page will be named with the name of the Manager which was selected for
the expansion onto this new Page. This is illustrated in Figure 23 below:
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Meme  Indedt  Dabge st Preceii Review  View  Deesiopa | OepChas o P = o

T = — . GO A -
ui“ g o= @ THadah i BAY D € A0
Lontigure amminn lmmtmmcnlum: Layout anmhnwn Certes  Selet  Smart  Format nnu Orglhart - Save & View  Meip

nwumnq.na.-ma- B B Cimmng - clane Tosl Bk - mesoty wesrage A QL) E
Drwe Format A...»... wd Pubihy Teals Eddling Hely

T Ts o Gt

Jenrangs sennings Jernings

l Hepoets To: Laura Heparts To: Lara Feports Ta: Lawra

¥ W[ Paged | Lﬁfm

KW 4 b W] ST

it | wosie Mensim peped | tomoagd 0| I e

Figure 23 — Expand on New Page (new Page view)

Figure 24 illustrates the Original Page. Note the Naming of the new Page on the Page Tabs below the

diagram page itself.

o . otgn t Preceit  Review  View  Deesiopa | OepChas
S o Rlc, # A ° @
Ll#@ *Jﬁ“ £ 3% 3 ﬁ%@#é%i}p,,;mm.
Configure | Chonse Star Rehesh Esand Collapse Liyout mmmmmm Center  Select  Smart  Fomat | Dats  Orglhart SaveAr view  Heip
n-vummunr.-hm- BGegtn Dt Pagk Diwwing  +  Clone Tosl Bk - | Grashi s Repoy wesrage A G L) =
Drawy Femat Anabyze and Pubkah Tealy Edrling Help
Srape Data - Posmon 33 ox =
Eenpleryes Name [ Lows ninge = = = —
CE
| lossel Gl Idbm; B

| Jostet Goldberg |

m
mepont 16 el mepo Te: ot Mapeets e fuvusl Wegeets To: Joual
Goldserg Golerg Goldber Gtdberg
1
feparts fa. Tham heports to; Them negarm To; Them
MeCann M MeCan

 — -

¥ W] Page-1_ daura jsnnings 2

Anthany C... Executive A.. Assistant Ves Clair Hector <THO> <TOO> <TOD>
Laura Jemen... CFO Nanager He Jossel Geld.. < TED T80 «TEDs
Jeten Tippett Exrcutive & Awitant Yo Laura Jonni., <TEDs «TROw <TaO»

Ty
Figure 24 — Expand on new Page (original page view)

As illustrated in Figure 25, OrgChart for Visio properly provides hyperlinks to the new Page and returns
on the new Page back to the Manager on the Original Page.
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merages e e rwwrs [

===
BISEEA-&-4-7 JosseiGoldbers |Ml SuienFine
Reports To: Manager| Reports To: lossef
Configure with Smart Clone Toal... Goldberg
s |
-
@ - Thom McCann Achlay Larsan
il L Reports To: Jossef Reparts To: Jossef Reparts To: Jossef
= Collapse Galdberg Goldberg Galdberg
Paosition Type » =X
Compact List Member
) ) Jalie Lenehan |__Connie Waite |
Widen for Single-line Text Reports To; Thom Reparts To: Tham Reports To: Thom
McCann MecCann McCann

£ show ShapeShest

& Cut

Figure 25 — Hyperlink on Expanded Employee Box

Formatting the Employee Box(s)
OrgChart for Visio includes an extremely intelligent, patented, Formatting tool called the “Smart Clone
Tool”. This tool not only provides the ability to format visual aspects of an Employee Box, like Text, Fill,
and Line, but FAR more importantly allows the configuration of all data and graphic elements of the
Employee Box. Unlike a “Format Painter” the application of the result of the formatting can be applied
at various Scoping Levels from an individual Employee Box, through a selection of Employee Boxes,

through a Division (a Manager and all employees reporting to that Manager), through an entire page, or
up to the entire diagram across all Pages.

To access this tool first select an Employee Box, then locate the Format Area on the OrgChart Ribbon
and Left-click on the Smart Clone Tool item. This action will display the Smart Clone Dialog as illustrated

in Figure 26 below:

Smart Clone Tool

=]

Available Fields

Average Performance il
Building

Compact List Member
Current Performance
Department

Direct Reports

Division

Dotted-Line Manager 1
Dotted-Line Manager 2
Dotted-Line Manager 3
eMail

Employee Name
Employee Number
Hide Outline

m

2 v Margins: : 1 Photo: _

Reports To: value |
T T

Apply ot [ This Shape

x | [ Apply 0K [ Cancel

Figure 26 — Patented Smart Clone Tool

At the left of the Smart Clone Dialog you will find a list of all of the Data Fields that were imported from

the External Source. You will additionally find unique calculated fields like “Direct Reports”.
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The OrgChart for Visio Employee box is capable of displaying up to 15 fields on the face of the Employee
Box, including an employee Photograph (image) if you defined the image in the external data set.

To add fields to the Employee Box, simply drag a field from the list onto the lllustration of the Employee
Box in the main body of the dialog. To remove a field from the Employee Box, simply drag the field from
the illustration in the main body of the dialog to the list at the left.

Selecting any field allows you to format that field visually in any manner you desire. You can format:

e The font used in the field

e The font size used in the field

e The font formatting (bold, italic, etc.) used in the field

e The font color used in the field

e The text justification (left, center or right) used in the field

e The background color used in the field

e Whether or not to show the label for the field item used in the field
e Margins used in the field

e Photograph placement (left, right, or none) in the Employee Box

The controls in the dialog are intuitive. In this getting started guide we’ll make quite a few changes to
the default Employee Box as shown in Figure 26 above. The results of these changes are shown in Figure
27 below:

Smart Clone Tool @

Available Fields

2+ Margins: : 1 Photo:

Average Performance
Building

Compact List Member
Current Performance
Division

m

Dotted-Line Manager 1
Il Dotted-Line Manager 2 Title
I Dotted-Line Manager 3 Di,eca._,e l»
Employee Name eMail
Employee Number | jssssss— L
Hide Outline
Is Assistant
List Member Position
Location _
Apply to: This Shape <) [ Ay | ok | Cancel |

Figure 27 — Formatting Data and Visual elements in Patented Smart Clone Tool

Once we have properly configured the Employee Box, we then select the Scope of Application as defined
in the Drop-down listing listed as Apply to: This is illustrated in Figure 28 below:
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Smart Clone Tool @

Available Fields

% v Margins: 3 1 Photo: ..

Average Performance
Building

Compact List Member
Current Performance

Division

Dotted-Line Manager 1
Ii Dotted-Line Manager 2 De;aj?-llﬁm

Dotted-Line Manager 3 Direct Reports: value

Employee eMail

|J| Qe Telephone

Employee Number

Hide Outline

Is Assistant

List Member Position

Location

Apply to: [This Shape - Apply 1 oK I Cancel

CZ012CA0001 g f;'?"fmd Shapes cutive No
CZ2012CA0002 sy P""S'D” cistant Ves Jossef Gold... <TBD>
CZ012CA0003 Al Dage G cistant Ves Clair Hector  <TBD=>
7320 ANNNA 1 A-Document (all pages) ner N Inceef Gnld < TRNS

Figure 28 — Applying Scope within Patented Smart Clone Tool

Note how this is applied when we Left-click on the OK Command Button in the dialog. This is illustrated
in Figure 29 below:

M|l =0 nal - Micrataht Vit =" .
| R Deetiops egthat o @ =
i L Calibrl gt - A A Sl | 2| A  PainterTool = SwFa - dh |‘JI ) Ering F 2 Fina +
! {2 Copy ¥ Connector 3 o Line o 4 = Layen +
pae B 7 U sk A EEam EE L., @& onessus ‘:—k‘:’,‘-:‘j" bostion vt crsun [y e
hgbeard | Fanl s Patagresh 3 Tests Sape Eramge | Edbeg
Shape Dot - ThePage ox o
Mo Shage Data
H
Supes o«
Search fer Shapes =12
Maie Shapes »
Quiick Shapes =

| Detument Stencd

Sotuel Ged., <TRD» <TED» <THOn
Clair Hector  <THO> <THO> <TD>

Anthany C... Executive

Laura Jemen... CFO Manager He Jossel Geld.. < TED T80 «THDS
feben Tippent Exreutive A Awtant Wes Loura Jenwil., <TEDn <THO» <ThD»
XUH 4 » W] 1A
Pagelett | Engmhiusy | T3 mF e 5 R

Figure 29 — Applied Formatting and Data from Patented Smart Clone Tool

Modifying the Layout of the Employee Boxes

Like any Organizational Diagramming Tool, the organizational diagram needs to be able to
accommodate various and diverse layout configurations. OrgChart for Visio allows you to select a
Manager and then Left-Click on the small black down-pointing triangle immediately beneath the Layout
Item in the Draw Tab to select a desired layout configuration for that Manager and his or her
Subordinates. In this Getting Started Guide we are going to alter Thom McCann’s team from a horizontal
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configuration to a two column configuration in order to save space. We first select Thom McCann then
select the Layout Item then from the palette of options select the two-column format. This action will
change the layout of Thom’s team to the layout shown in Figure 30 below:

EdT-TTe Travinal T Witresch Ve o i
Mame  fnaet Dengn ? ir Daesinps - c@Pe=gn
View  Heip
Snupe Dot - ThePage ox B
Mo Shape Data H
Shapei o«
Search fer Shag. =12
Maie Shapes »
ek Lhapes =
[—r— TS T E — ¥
[T Record tumber | " [ & Aguistort [ Prmary .| et Love Monager 1 | Dotied-Line Marsager 2| Detted Line Mans =
i 1 &+ i} o
i ' Yoo «TRO> «TRO
2| 3 1ICAT <TID> <TOD>
w4 200 0T AD004 o «TEO= «TBD=
5 CINHCANS «TBO» «TRO»
B M STAHE
3|7 & N )

Figure 30 — Modified Layout

Displaying Key Performance Indicators - Data Graphics

Visio 2010 Professional and Premium include the capability to add graphical elements to Shapes that
reflect the status of Data associated with those Shapes. With OrgChart for Visio these Data Graphics
have been expanded and placed on steroids to allow the Visio OrgChart to have a graphically rich and
professional look that delivers instant visual understanding of the key performance indicators based on
the data in the diagram. And the extra benefit is that when the diagram is refreshed based on changes in
the external data, the Data Graphics automatically update as well.

Defining a Data Graphic

Select the small black down-pointing triangle immediately under the Data Graphics item in the Analyze
and Publish Area of the OrgChart Ribbon. This Action will display the Data Graphics Task Area as
illustrated in Figure 31 below:
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Developer OrgChart
I |

£Bamys

Tidy-up Center Select Smart  Format Data |

Drawing = Clone Tool Brush = | |Graphics =
No Data Graphic |
5
Available Data Graphics I
= Create Mew Data Graphic... |

Apply after Linking Data to Shapes I

Figure 31 - Data Graphics Task Area

Next Left-click on the Create New Data Graphic... in the Data Graphics Task Area. This action will display
the New Data Graphic Dialog as illustrated in Figure 32 below:

-
MNew Data Graphic e -léq
|
|£| Mew Item... 4 Edit Item... X Delets -
Data Field Displayed as Position

Click 'Mew Item' to display data on shapes.

Default position Display options
Horizontal: [k Far Right - [] Show border around items at default position
[ Hide shape text when data araphic is applied
Vertical: [=] Middle -
Apply OK. ] [ Cancel

A

Figure 32 — New Data Graphic Dialog

Left-click on the New Item... Command Button. This action will display the New Item Sub-Dialog. As an
example in this Getting Started Guide, we will select the Current Performance field in the Data Field
Item Listing and select Icon Set from the Displayed as Listing. We will use one of OrgChart for Visio’s
custom Data Graphics the Glossy Red Buttons. We will define the Performance items in the range of 1 to
5 and define the placement to be at the Left Horizontally and Middle Vertically. This is illustrated in
Figure 33 Below:
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a2l S
Display Position
Use default position
Data field: Current Performance |E| My * I
Horizontal: 1 Left Edge -
Displayed as: Icon Set |Z|
vertical: [0 [[EEE -
== ® ® 9 9 @ H "
Rules for shawing cach icon |
[ Current Performance equals lz‘ 1 lz‘
L] Current Performance equals lz‘ 2 lz‘
’ Current Performance equals E 3 lz‘
L] Current Performance equals lz‘ 4 lz‘
o Current Performance equals E 5 lz‘
|
h

Figure 33 — New Data Graphic Definition

We'll now Left-click the OK Command Button to accept our definition and close the New Item Sub Dialog
and return to the New Data Graphic Dialog.

We'll now Left-click the OK Command Button to accept our new Data Graphic and close the New Data
Graphic Dialog and return to the diagram.

We now need to apply the Data Graphic to the Diagram. Press the Ctrl+A key combination to select all of
the Employee Boxes on the Page. Return to the Data Graphic Task Area and Left-Click on the newly
Available Data Graphic. This action will display the Data Graphic on the Employee Box as illustrated in

Figure 34 below:

i
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Figure 34 — Data Graphic Applied

Here’s a detail of the applied Data Graphic. It is illustrated in Figure 35 below:

Thom McCann Ashley Larsen
8 Senior VP Production Senior VP Sales &
Production

Jolie Lenehan

Production Manager

§ | Connie waite |

R&D Director

Figure 35 — Data Graphic Detail

Red buttons with Numbers probably don’t mean much to the casual viewer. Visio 2010 Professional and
Premium provide the ability to Automatically Generate a Legend which describes what this Data Graphic
Represents. Navigate to the Data Tab on the Visio Ribbon and Left-click on the Insert Legend item in the
Display Data Area. Select either the Vertical or Horizontal Legend depending on your preference. Return
to the OrgChart Tab. Select Ctrl+Shift+W to zoom out to the Whole Page and note that the Legend has
been automatically created for you and placed in the Upper-Right-Hand-Corner of the Diagram Page.
You may now relocate the legend to a position that is most advantageous to you. This is illustrated in
Figure 36 below:

Legend

Current
Performance

-_

' Executive Assistant
Office of the President

; lossef Goldberg
i President & CEO
Office of the President

! Thom McCann 3 Ashley Larsen
8l Senior VP Production B Senior VP Sales &
Praduction Mktg
S e

2

Figure 36 — Data Graphic with Legend

Data Reporting
OrgChart for Visio provides a library of pre-defined Data Reports to enable detailed analysis of the Data
that has been instantiated as part of your Organizational Diagram.
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To access these pre-defined Reports, locate the Analyze and Publish area of the OrgChart Ribbon. Locate

and select the OrgChart Reports item. This action will display the Reports Dialog

r ~
Reports Lé]
L -
Report Location - New...
Asset Report C:'Program Files (x88)\Mi =
Calendar Event C:\Program Files (x88)\Mi —
Compensation Visio Drawing Re
Count Positions C:\Program Files (x88)\Mi
Direct_Management Visio Drawing
Door Schedule C:\Program Files (x88)\Mi
Crmmlasime Pimbeile Mimim Pie—isiime kv
'l 1 +
Description
Gantt Chart report: Name, Start Date, End Date, Duration, User-defined
MNumber, Percent Complete -grouped by Resource I
[ show only drawing-spedific reparts |

Figure 37 — Report Selector

Left-click to select the Compensation Report from the collection of available reports. Next select the

Run... Command Button and select the Excel Item from the list of available Output Formats.

The Visio Report Generator will create an Excel Workbook with the data from your Organizational

diagram. The output will look similar to the Worksheet illustrated below as Figure 38:

A B C D E

1 Compensation Report

2 Department Employee Name Title Salary | Tenure

3 Finance Laura Jennings CFD| $126.000.00 23

4 Total $126,000.00

5 Office of the President Suzan Fine Executive Assistant| $41,000.00 30

6 Office of the President Jossef Goldberg President & CEO| $245,000.00 36
7] Total $286,000.00

3 Operations Clair Hector COO| $104.000.00

9 Total $104,000.00

10 Production Ken Bergman Executive Assistant| $41,000.00 30

11 Production Jolie Lenehan Production Manager| $77,550.00 14

12 Production Thom McCann Senior VP Production| $118.000.00 32

13 Total $236,550.00

14 R&D Connie Waite R&D Director| $96,000.00 32

15 Total 5$96.000.00

16 Sales Ashley Larsen| Senior VP Sales & Mktg| $117,500.00 3

17 Total $117,500.00

18

13| Grand Total| | | | 5862,350.00

Figure 38 — Compensation Report Sample Output
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Conclusion

OrgChart for Visio has been designed for both the Visio novice and seasoned Visio Professional. It has
been designed to be razor-focused on creating and maintaining the types of Structured Refreshable
Hierarchal diagrams that you find most important and most useful in your daily enterprise endeavors.

For more detailed feature-by-feature, item-by-item documentation, tutorials, and Help please reference
the OrgChart for Visio Help.PDF file located in your Install directory, or simply left-click on the Help item
on the OrgChart for Visio Toolbar while working in an OrgChart for Visio diagram.
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Steps to create a data set viable to use as a data source for importing for
use in Visio Organizational Diagrammes

Step One - the Required Fields

In any data source, be it a Microsoft Excel Workbook, a Microsoft Access Database, a Microsoft SQL
Database, a Microsoft SharePoint List, a Microsoft Exchange Directory, or any other OLEDB or ODBC-
Compliant data source, there MUST exist two fields which, with their data, equate to:

A) The Employee’s unique name, or identifier, and

B) The Employee’s Manager’s (Supervisor’s, Reporting Person’s) name, or identifier.

In the case of an Excel Workbook worksheet, these two fields would be two distinct columns of data.
In the case of a Database, these would be two distinct fields in a table, query or view.

In the case of a SharePoint list, these would be two unique fields in the list.

Step Two - The Required Column / Field Names

If the data source is an Excel Workbook Worksheet, Row 1 MUST be the Column Headers. There is
absolutely NO naming convention required for the Column Headers. Typically the Names Employee and
Manager are used, however they can be any names that make sense, as long as the field (i.e. Column)
names are unique and will map to the A) Name of the Employee, and B) The Name of the Person they
Report To.

Step Three - Proper Spelling, Capitalization, Punctuation, and Use of Names
As an example, if the Person being Reported TO has the Name “Joseph Jones”, and that name is used in
the Employee Field for that Manager, then for each employee in that Employee’s Manager field MUST
show as reporting to “Joseph Jones”. This can NOT be listed as “Joe Jones”, “Josef Jones”, “Joseph Q.

n o«

Jones”, “Jones, Joseph” or any other permutation of the name. There MUST be an EXACT match
between the name used for the Manager in that Manager’s Employee Field and the name used in the
Manager field for each of the Employees reporting to that Manager under that name. This includes

proper spelling, capitalization, punctuation, and use of the name.

Step Four - Structure

If an individual is listed as having no Manager, it is assumed by Visio that the individual is the very top of
the reporting structure and will appear as the top position / box in the Org Chart. ABSOLUTELY EVERY
EMPLOYEE under that top person MUST report to someone to be included in the organization. That
person that they report to MUST report to someone, etc., etc., etc., all the way from the lowest position
up to the top level person. Every Manager MUST be listed in the Employee field.

Visio does NOT handle “dotted line” reporting. You can manually drop in Dotted line reports, however
they are not understood by the automation or data source at all.



Step Five - The Source Data, The Wizard, and Re-Linking.

Once the Visio Organizational Chart Wizard has completed the creation of the Organization Chart, FROM
THAT POINT FORWARD, the diagram knows NOTHING about the source data file that was used in the
creation of the diagramme. The Wizard reads the data ONE TIME, uses that data to generate the
diagramme and then is no longer associated in any manner with the diagramme.

In order for the data changes in the data source to be recognized by the Visio diagram, the Visio
diagram:

A) needs to have been created utilizing Visio 2007 Professional, or Visio 2010 Professional or Premium
editions

B) needs to use the Data Linking to 1) Link the Data to the Diagramme as a whole, then 2) link the
individual records in the external data table to the appropriate SmartShape symbols. This second step
must be accomplished for every page in the Organizational Diagramme.

Step Six - What Updating Will and Will NOT Update
Once the re-linking has been completed, if any of the data fields in the source data file are changed and
saved, then they will be reflected in the external data table in the Visio diagramme.

Note that this applies to Shape Data and Data Graphics. The following scenarios will NOT result in proper
updating of the Visio diagramme.

1. If anew employee is added to the data set, and the attached external data table is refreshed, a
new box will NOT be automatically added to the diagramme. A new record will show in the
external data table and will show as an unlinked record. The Visio diagramme creator / editor
will need to add the SmartShape to the diagramme at the appropriate location and then link the
data record with that SmartShape symbol.

2. If an employee is removed from the data set, and the attached external data table is refreshed,
the box in the diagramme will NOT be automatically deleted from the diagramme. Instead, since
the external data table no longer contains that record subsequent to the data refresh, the
SmartShape that was linked to that record will have lost its record connection. That SmartShape
symbol will need to be manually deleted from the diagramme.

3. If an employee was reporting to Manager “A” in the structure of the diagramme, and the data
record changes such that the employee now reports to Manager “B”, the SmartShape symbol
will update its Shape Data fields, however the SmartShape WILL NOT RELOCATE to show the
change in reporting structure. The Visio diagramme creator / editor must manually relocate the
SmartShape to the new location and ensure that it is properly glued / connected in the
diagramme.



Key reasons to why to use the OrgChart for Visio Add-In

Question: visio does a wonderful job with diagrams of all kinds. So why would | be

interested in using the OrgChart for Visio Add-In instead of just using Visio’s native organization
chart features?

Answer: OfficeWork Software created OrgChart for Visio in response to requests by
thousands of Visio users for a way to more quickly and more easily create AND maintain
organization charts. The technology in OrgChart for Visio extends Visio’s capabilities to make
charting easier, faster, and more accurate than ever. If you have a data source to import,
OrgChart for Visio is absolutely the fastest and easiest way to create intelligent, refreshable
organization charts.

Question: so, what are the differences between Visio without this add-in and Visio with the
OrgChart for Visio add-in?

Answer: The following are detailed differences between creating organization charts using
the Visio “In-Box” (no add-in) solution, and using Visio WITH the OrgChart for Visio add-in.

1. The In-Box solution utilizes a wizard does not allow the specification of any top level
employee for charting other than the one listed as the top in the data source, whereas OrgChart
for Visio allows you to easily specify any desired starting point for the chart.

2. The Visio In-Box solution has no way of dealing with employee adds, employee departures,
nor employee change of reporting. Any change in the source data will require a manual update
of the diagram. OrgChart for Visio recognizes changes in the data and adds employees, removes
employees and alters the employee’s reporting structure and reporting with a simple refresh of
the diagram.

3. When the Visio In-Box wizard has completed its run, the diagram has absolutely no
relationship to the source data. The data read is a one-time, single pass generation of the
diagram from the source data and then no further relationship to the data after the diagram has
been generated. OrgChart for Visio is data-connected from the outset and always remains
connected to the data. If changes occur in the data a simple refresh of the diagram updates from
the data.

4. Though Custom Shape Data Reports are available in Visio, there are only two pre-defined
reports, which simply list very basic information. OrgChart for Visio has a wealth of pre-defined
report templates available and can utilize these for the generation of Microsoft Excel-based
reports, HTML Table-based Reports, Embedded Excel reports residing on the individual pages,
and raw XML-based reports for use in any application capable of consuming the report XML data.



5. Visio’s In-Box solution does not allow the specification of depth under any given node, it

only makes its own determination as to how it wants to break down the organizational structure.
OrgChart for Visio allows for the specification of levels at the time of first chart creation as well as
the further specification when staff are expanded on either (a) the same page, or (b) a new page.

6. Each creation of the Visio in-box OrgChart diagram will generate the left to right order
randomly and there is no way that the left to right order can be controlled. OrgChart for Visio
always lays out the nodes from left to right in alphabetical order and does so in the same manner
each and every time.

7. The shapes that make up the employee boxes in the in-box solution consists of exactly six
separate employee box styles (a) Executive, (b) Manager, (c) Position, (d) Assistant, (e) Vacancy,
and (f) Consultant. The user MUST use these exact Shapes (which are pre-populated on the
diagram’s local stencil). These shapes may not be customized in any manner or the solution will
fail. The OrgChart for Visio solution contains a single Master which is HIGHLY configurable via
the Clone tool and by additional user-adaptable tailoring.

8. The Visio in-box solution does not recognize any form of “dotted-line” reporting. The user
must manually lay in these relationships as after-the-fact post-processing. OrgChart for Visio
allows for the fully automated adding of up to three dotted-line relationships for any given node.

9. Visio’s In-Box solution can, if the user understands how, make use of the default in-box Data
Graphics as Key Performance Indicators (KPI’s). OrgChart for Visio supplies custom
organizational-based Data Graphics in addition to those found in the in-box solution.

10. When new pages are generated in the In-Box solution diagram, they number/name the
pages as “Page-1, Page-2, Page-3”, etc. When OrgChart for Visio generates new pages, each new
page is named for the person at the top node of that page. This makes the diagram far easier to
navigate and understand.

11. The Visio In-box solution requires that if pictures if the employees are to be added, they
must be added to each and every employee box one-at-a-time. This is a time-consuming
process. OrgChart for Visio can automatically add employee pictures to employee boxes on any
given scoping level; the currently selected employee box, the collection of selected boxes, the
entire page, or the entire diagram

12. As you look at the two example diagrams, note the visual differences between the in-box
and OrgChart for Visio. OrgChart for Visio’s collection of tools including the Clone Tool, the
SmartBrush Tool, the Layout Tools, the Center Drawing/Page resize Tool and many other tools
make OrgChart for Visio vastly more user friendly in the creation and the maintenance of the
organizational diagrams. The supplied .PDF flies contain Hyperlinks for easy navigation of the
diagrams.



Summa I'y: These explain only some of the advantages to using the OrgChart for Visio Add-In.
But it’s safe for us to recommend that as you adopt this program you will never want to go back
to making org charts the old-fashioned way.
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David Jaffe CZ2012CA0035 Inine, CA USA Orange 1201 david@championzone.net
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Additional Resources &
Contact Information

To contact OfficeWork Software for more information or questions on OrgChart
for Visio:

email: info@officeworksoftware.com

Phone for USA and Canada: 1 800 477-1408 / 1 415 462 1313

Phone for Australia, UK, Europe: http://orgchartpro.com/contact-us.aspx

30-Day Trial Download available at www.orgchartforvisio.com

Product tour: http://www.orgchartforvisio.com/product-tour.aspx

Instructional Video: http://vimeo.com/user9515017/orgchart-for-visio-learn-
how-it-works

Free Visio 2010 Pro 60-day trial: http://visio.microsoft.com/en-
us/TryBuy/TryVisio2010forFree/Pages/Try Visio 2010 for Free.aspx

Copyright 2012 OfficeWork Software, LLC
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