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Upload data from a spreadsheet

Click on the dropdown menu of the "Add" button in the top toolbar. Choose "Import from Excel".

If you do not have any data in Excel, you can create from scratch by selecting "New empty organization" and then
adding positions one by one (or use the "Quick Add Wizard" to add multiple positions easily).
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Import data

Simple import: Paste data from any spreadsheet
Paste your data into the correct columns below (press the Ctrl + V keys at the same time on your keyboard),

Download example Excel file. Need more options? Go to advanced import.

Name your new org chart

“/,‘AME OF A NEW ORGANIZATION
Paste your data below (rows are added automatically) B

Person 1D First name | Last name  Position ID | Position name | Manager's Position ID (Reports to)  Location

) Allow import items without a parent

Set sample data  Delete all data Cancel

Name your new org chart

Click the empty field and start typing the name

Advanced
import
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Import data

Simple import: Paste data from any spreadsheet

Paste your data into the correct columns below (press the Ctrl + V keys at the same time on your keyboard).

Download sxam;wl file. Need more options? Go to advanced import.

Name your new org chart

[example for Guide
Paste your data below (rows are added automatically)

Person ID. First name | Last name  Position ID | Position name | Manager's Position ID (Reports to) | Location

3 Allow import tems without a parent

Set sample data | Delete all data

Download sample Excel file

Click the green link to download an example Excel file. Structure the data you have from your HR system, Payroll
system, or other system to fit the exact layout of the example file.

If you do not have Person ID or Position ID in your data, you can create any sequence of numbers you want (1,2,3,
etc.). Person IDs and Position IDs could be the exact same number (which makes things easier to get started
quickly).
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Import data

Simple import: Paste data from any spreadsheet

Paste your data into the correct columns below (press the Ctrl + V keys at the same time on your keyboard).

Download example Excel file. Need more options? Go to advanced import.

Name your new org chart

[Example for Guide
Paste your data below (rows are added automatically)

Person ID. First name | Last name  Position ID | Position name | Manager's Position ID (Reports to) | Location

© Allow import items without a parent

Setsample data ~ Delete all data Cancel

=

ot org chart rom Exce emple and nsructionsats |

Open Excel example file
Click on " OrgWeaver - Import org chart from Excel example and instructions.xIsx" button that was downloaded.

This screenshot was taken in Chrome, so your browser (Firefox, |IE, Opera, etc.) could download files differently.
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Fle  Home lnsert
© Prorecreo view ] it afr o sty inProtected View, | _Enable g
AL - % | peoplein
Iy | 8 @ | D | E | F G H ] K | v M | N
1 D “rirst Name Last Name Position ID Position Name “Manager's Position ID (reports to) “City
2] ﬁ 879 Rose Reyes 1ce0 New York
3 882 Mildred ‘Warren 28vp 1
4 901 Thomas parker 3Eve 1
5] 474 Ruby Griffin aEve 1
5 147 Daniel Carter sEve 1
7] 234 Nicole Bell 6 senior vp 2
s 114 Benjamin Allen 7 senior vp 2
Bl 843 susan Garrett 8 Senior VP 2
10] 23 sarah Holmes 9 Senior VP 2
1| sanders 10 senior VP 3
2 393 Elizabeth Franklin 11 senior VP 3
13| sanchez 12 senior vp 3
14 536 Christina Ray 13 senior VP 3
1] 199 Brian King 14 senior vp 4
16 622 Paul Knight 15 senior VP a
17 574 Nicole Vasquez 16 senior VP i
18| 135 Ryan Sullivan 17 senior Ve B
1) 613 Edward Gardner 18 senior VP s
2| 556 Dorothy ‘White 19 senior VP B
2 647 chris Rodriguez 20 senior VP s
2| 374 Donna Gibson 21 senior ve s
2] 781 Joyce Marshall 22 senior VP s
2| 389 Albert Bailey 23 senior VP B
F3 976 Teresa Morgan 24 senior VP s
2 880 Ashley Harvey 25 senior VP s
27 188 Alan Graham 26 Senior VP s
28|
2
20|
a1
22|
S
3
35|
36|
37|
3
2|
0]
41|
Simple import to OrgWeaver | Instructions i [0 D]
Ready

Copy all data from Excel

Select all of the data in your spreadsheet. Press "Ctrl + C" on your keyboard to copy it.
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Import data

Simple import: Paste data from any spreadsheet
pleime v Advanced
Paste your data into the correct columns below (press the Ctrl + V keys at the same time on your keyboard). import

Download example Excel file. Need more options? Go to advanced import.

Name your new org chart

[Example for Guide
Paste your data below (rows are added automatically)

E\WW Last rame | Posion 0 Posion name | Manoger' Posiion 1D Reports o) Location

) Allow import items without a parent

Setsample data ~ Delete all data Cancel

Paste your data into OrgWeaver

Select the top left cell in the paste area. Press "Ctrl + V" on your keyboard to paste the data.
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Import data

Simple import: Paste data from any spreadsheet

Paste your data into the correct columns below (press the Ctrl + V keys at the same time on your keyboard).

Download example Excel file. Need more options? Go to advanced import.

Name your new org chart

[Example for Guide

Paste your data below (rows are added automatically)

Parson 0] it nare | Lat s | Postion I ostion | Managers Posion 10 repars ) Locaton
B tawerd

556 Doty

o1 o

57 Dows

W oy

389

a6

3

158

(3 Allow import tems without a parent

Set sample data | Delete all data

Validate your data is OK
Click "Next" and OrgWeaver will check that your data makes sense.

If data has problems, you'll get a message describing what needs to be fixed.
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Import data

Your data looks good!

v

Cancel | << Back FQ

Complete upload of data

Click on "Finish" and wait while OrgWeaver creates all of your org chart boxes and lines automatically.



Change org chart view
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View different org chart styles

Hover your mouse over the "Change and save layout" button in the top toolbar. Select a starred view of the org
chart to see one of the pre-saved layouts.

To change the layout, click "Edit layout".
To save the layout you see on your screen, click "Save current layout".

You have control over box size, font size, picture placement, information included, and theme colors.
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Navigate your org chart
Click on "Zoom and Center" in the top toolbar to see all of the open levels at once.

Or use your mouse to grab any whitespace next to the org chart to manually move the org chart. Use your mouse
scroll button (or pinch and zoom on a mouse pad) to manually zoom in and out.



Upgrade your subscription
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Upgrade when you're ready
If you're on a free plan, click the "Upgrade" button in the top right to choose a paid plan.

If you already have a paid plan, click the top right menu > Account > Subscription > Manage Subscription to change
your paid plan or view invoices.

8, OrgWeaver x BigiAE x
<« C | @ Brightarch AS [NO] | https://app.orgweaver.com/plans
9 OrgWeaver -
=Y
@ Simple pricing. No surprises. Choose the OrgWeaver plan that is right for you.

Free Solo Team /Z > Business
{ popuiar ))
0 7 28 ‘175
/MO / /MO

Up to 20 positions Up to 200 positions Up to 1,000 positions Up to 4,000 positions
No No 5 collaborators 30 collaborators
No custom colors Custom colors Custom colors Custom colors
Up to 3 PowerPoint org charts PowerPoint org charts PowerPoint org charts PowerPoint org charts
Forum support Forum support Email & chat support Phone, email & chat support
Select Select Select
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Select a Yearly plan for a discount

Click on "Yearly" button to see the discount available if you pay annually.
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Pay Yearly, Get 20% Off Pay Yearly, Get 20% Off
Up to 20 positions Up to 200 positions Up to 1,000 positions
No No 5 collaborators
No custom colors Custom colors Custom colors
Up to 3 PowerPoint org charts PowerPoint org charts PowerPoint org charts
Forum support Forum support Email & chat support

@ Simple pricing. No surprises. Choose the OrgWeaver plan that is right for you.

Business

1680,

Pay Yearly, Get 20% Off
Up t0 4,000 positions
30 collaborators
Custom colors
PowerPoint org charts

Phone, email & chat support

Select

okies | Feedback | OrgWesver

B
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Select your preferred plan

Click on the "Select" button to enter your billing details




Download an org chart
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Export to PowerPoint or PDF
Click on the PowerPoint icon in the top right
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Generate a report

The org chart report can include any hierarchical descendants of the selected org unit / position.
How many organizational levels on each slide?

2(al) v

How many organizational levels in total?

260 v

Number of slides in report (in addition to front page)
i

Cancel Nex(§> Finish

Choose how to split your org across slides

Choose 2 or 3 levels to show on each slide. With limited space on each slide, it's important to split the org chart
across multiple slides.

Click "Next" button.

10
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Generate a report

Please select how to structure the org chart report

Org units / managers only
Placement of leaf positions
® Horizontally
Vertically
Density
Comfortable
® Normal

Compact

Cancel << Back Ne)$>> Finish

More options

The default settings usually work well, but you can change your options.

Click "Next" button
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Generate a report

Please select which data fields to show.

| oo o

¥ Copy from ‘Manager / org unit

e e —
Drag fields from the list and drop them into the design are.
Available fields Design area

b Person photo

B Free text Person full nam(
b Person first name. Position name

o Person last name

“ Person email
B Person phone

) pos salary

Cancel << Back Next >> Finish

Design slide Header

Click on "Header" button to choose what information to show at the top of each slide.

11
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Generate a report

Please select which data fields to show.

g —

Drag fields from the list and drop them into the selected fields area.

Available fields Selected fields

b Unit Target Personnel Costs Position name

b Position name

B Position ID

B Position location

# Unit name
B Unit short name.

% OrgunitID

Cancel <<Back  Next>> Finish

Design Manager boxes
Click on "Manager / org unit" button to design what your org chart boxes will look like.

You can design Manager boxes on their own so you have to option to add more data to just the managers
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Generate a report

Please select which data fields to show.

fieacer Nom{g )‘m

57 Copy from Normal position

e e —
Drag fields from the list and drop them into the design are.
Available fields Design area

b Person photo

B Free text Person full nam(
b Unit Position Personnel Costs Position name

# Unit People Personnel Costs

@ Unit Target Personnel Costs
B Unit no of Positions

) pos salary

Cancel <<Back  Next>>

Design Normal boxes

Click on "Normal position" to design what those org chart boxes will look like.

12
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Generate a report

Please select which data fields to show.

57 Copy from "Manager / org unit

5% Copy from org chart screen

Drag fields from the list and drop them into the design area.

Available fields Design area
< Person photo
B Freetext Person full nany|
b Person first name Position name R
b Person last name
b Person email

@ Person phone

% Pos salary

Cancel << Back Next >> Finish

Change box sizes

Click and drag the white triangle in the bottom of any data field to change how much space it has in the org chart

box.

It's recommended to make Normal boxes smaller so that more boxes can fit on each slide.
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Generate a report
Please select which data fields to show.
Header | Manager/ org unit
€537 Copy from Manager / org unit
£ Copy from org chart screen

Drag fields from the list and drop them into the design area.

Available fields Design area

b Person photo

| Free text Person full rf
b Person first name [Position nar|

@ Person last name

b Person email
« Person phone

% Pos salary

Cancel << Back Next > Finish

Move on to more options

Click "Next"

13
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Select a PowerPoint template

OrgWeaver template 16:9 (Office 2013-2016)

or drop 3 new template file here CERE e

Cancel << Back Next >> Finish

Select a template
Select a pre-saved PowerPoint templatte, or click on "Open tutorial" to learn how to upload your own template with

your official colors, logos, fonts, and styles.
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Generate a report

Select a PowerPoint template

OrgWeaver template 16:9 (Office 2013-2016)

or drop 2 new template file here Do e e

Cancel << Back Next: >& Finish

Choose final options

Click "Next"
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Generate a report
Please select file format

lé?awer Point (pptx)
#EPDF (pa)

Cancel << Back

Choose between PowerPoint or PDF
Click "Finish" after making your choice of document type.

Tip: Want to go through these options quicker next time? OrgWeaver saves all of your settings, so you can just click
"Finish" right away next time you want to export an org chart.

€ Savels x
1 & » ThisPC » Downloads » v @ Search Downloads o

Organize « Mew folder i - 0

OrgchartReport_15-11-17 08-32 OrgchartReport_14-11-17 08-47

OrgchartReport_14-11-17 08-46 OrgchartReport_08-11-17 16-26

L] v

File name: | OrgchartReport_04-12-17 14-32 v|

Save as type: | Microsoft PowerPeoint Presentation v

+ Hide Folders @ Cancel

Save to your computer

Click on "Save" button to download to your computer



Edit org chart data
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Choose any box

Right click on any org chart box
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Mildred Warren
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Quick Add wizard
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New org from this element
Add a new level above

Generate report

Thomas Parker
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Ruby Griffin
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Select Edit

A pop-up will appear with much more data than is visible in your org chart.
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Details editor

W Favorites

& Posting

Select what data to see

The pop-up is organized in cards (like "Favorites"). Some data is already available in each card.

To edit, just click the field and start typing.

To change what data is shown in each card, click the gear icon in the top right.
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Details editor

&> Favorites

& Pos name
o3 Name
b Pos description

& Phone

< & posting

Add more data to a card (1 of 3)

Click on the plus button

17
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Details editor

Q searcr

[
First name
Last name
Middle name
Birth date
Email

Salary

Salary multiplier

Add more data to a card (2 of 3)

Scroll (or search) to find the data type you want to add to the card.

Select the data type (in this case, Email)
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Details editor

>

A .
> P Favorites

% Posname

% Name

% Pos description
< Phone

o3 Email

Q
S
S
[S]
S
@

Add more data to a card (3 of 3)

Click "Done"
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Pos name
Name
Pos description
Phone

Email

Details editor

& posting

Enter new data

Click on any field (in this case, the Email field, and start typing)

/ & Orgeaver x
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W Favorites

Pos name
Name
Pos description
Phone

email

Details editor

czo

Rose Reyes %

rose@orgwesver.com

& rosting

Save what you edited

Click "OK"

~
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