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Downloading the Org Chart to Visio using Internet
Explorer

1. Loginto my.ucf.edu and navigate to Human Capital Management
2. Inthe Company Directory pagelet, search for the Org Chart you like to download.
3. Click on the xl icon

LS|

@) Advanced Search
My Org Chart /
Kurt Weller

Assistant Director HRIS

) Om Chart

Department: HM RES-PAYROLL
aars of Service: 6.4

Directs: 4/ Total: (7)

4. Then select the CSV for Visio radio button and click Ok.

Favaorites - Main Menu - > Company Directory >

Export

File Type
() C 8V for Excel

® sV for Visio é"

QK Cancel
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5. A browser pop up window will appear at the bottom of your screen. Click Save.

Do you want to open or save ExportData.csv (1021 bytes) from hem92tst.net.ucf.edu? Open

> Cancel

6. Then, click Open Folder.

The ExportData (2).csv download has completed.

Open > Open folder

View downloads

7. Launch MS Visio 2016 and select the Organization Chart template, then click Create.

Search for online templates Monic.
Suggested searches:  Network  Flowcharls  Softwore  Fducatiy Business  Floor Plans  Engineering

FEATURED CATEGORIES

Basic Diagram Blank Drawing Organization Chart Basic Flowchart Detailed Network Diagram

8. The Organization Chart Wizard will open, step through as follows:

| want to create my organization chart from:

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

" Olnformation that | enter using the wizard

Description
Choaose this option if your data is stored in a text (*.txt), Org Plus [*.tat], Excel [*xlsx,
=xlsm, *xlsb or *.xls), Microsoft Exchange Server, or ODBEC-compliant database file,
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Organization Chart Wizard

My organization information is stored in:

A Microsoft Exchange Server directo

A text, Org Plus (*.tat), or Excel file
An ODBC-compliant data source

Mote
| - To ensure that your data is formatted correctly, click the Help button.

0 Cancel

= ) e

9. Browse to where the ExportData.csv file was saved. Change the File Type to All Files, then locate the file and

click Open.

Organization Chart Wizard

Organize « Mew folder

Mame

4 Downloads ~

u i 'y » ThisPC » O5(C:) » Users » roredrig » Downloads

Date modified

11/28/2016 8:00 AM
11/23/2016 8:42 AM
11/18/2016 9:16 AM
11/16/2016 2:45 PM

14 M EMNAES 1.0T RkA

X
w 0 Search Downloads o
=~ O @
Type Size ~
Microsoft Excel C... 1KB
Compressed (zipp... 283 KB
PD 58 KB

Compressed (zi

Tl I

b o
[=] Pictures i LessonD3_Downloads
B videos Toolbar_butttons
= 05(C) 5 Marina
A S I S,
File name: ||

Cancel

10. Verify the path, click Next.
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Organization Chart Wizard

Locate the file that contains your organization information.

[o\UsersymoradrigiDownloads\ExportData (2) xlsx b

Browse...

Specify the language: | English (United States) v

Cancel < Back Finish

11. Leave default, click Next.

Organization Chart Wizard

Choose the columns (fields] in your data file that contain the information that defines the
arganization.

Mame: MName e
Reports to: | ReportsTo e
First name: | <nonex
[optional)

Description

The Mame column [field} contains data that identifies the person.

0 Cancel < Back 1" Finish

12. Choose the file columns as needed, click Next.
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Organization Chart Wizard

Data file columns:

Department

Choose the columns (fields) from your data file that you want to display.

Add =

< Remove

Displayed fields:

[Name ]
Title

Years of Service
Directs Count/Tatal Count

Up Down

Cancel

< Back

| TN

Finish

13. Leave as default, click Next.

Organization Chart Wizard

i __. Match pictures based on: | Name

Mote

You can import pictures from your computer or a network location:

@ Don't include pictures in my organization chart

O Lacate the folder that contains your arganization pictures

Picture 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@contoso.com.jpg”

Browse...

Cancel

< Back

Cee )

Finish

14. Leave as default, click Next.
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Crganization Chart Wizard X

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

O | want to specify how much of my organization to display on each page

N
Nl | - Mame at top of page: | <Top Executives |

Hyperlink employee shapes across pages

@ | want the wizard to automatically break my organization chart across pages

Synchronize employee shapes across pages

Cancel | | < Back Mext > 'i'j

15. And there you have it

Assistant Director
HRIS
6.4

| Kurt Weller |

Coor Hum Res/Per
133

. HRIS Anahyst
HRIS Analyst Seniar
5 35 - 07

Note:

e The more direct reports and indirect reports the person has the more Visio charts it will create. Make sure to
notice the extra pages/tabs MS Visio creates.
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