Budget Office Business Process

Creating Visio Files from Excel Org Tree Files

1. The Org Tree files are located at https://controller.berkeley.edu/accounting-controls/chart-
accounts/organization-tree-reports. They are updated monthly to include the changes created during the
previous month. Click on the Business Unit 10000 Org Trees link to download a copy of the file (see
screenshot below).

Organization Tree Reports

Two types of organization tree reports are available for download.

1. Manually-Produced Excel Reports

These files have changed as of January 2013. Both the BU 10000 and BU J00O0O files now include separate worksheets containing a flat version of the data and a pivot table of
the data for easier viewing. The Business Unit 10000 contains flat and pivot worksheets for the currently effective BFS Master Org Tree and the FY13 Legacy Master Org Tree (as
of 6-38-2013). A third file is also provided which provides the list of Journal Source IDs and the associated routing org nodes.

Please note that Org Node (L2, L3, L4, L5 & L&) and DeptlD (L7) descriptions were updated effective August 1, 2013.

b.

1. Business Unit 10000 Org Trees - Current and Legacy Trees (updated October 2013)
2. Business Unit JOO0O Org Tree (updated May 2013)
3. Journal Source |D Table (updated August 2013)

The file contains four tabs: (1) A flat file of detailed data from the most recent Org Tree including
all active DeptlIDs (L7) and their location in the tree for the levels above up to L2 (L2 — L6); (2) a
pivot table of the most recent tree consolidating the levels into a tree format; (3) a flat file of the
legacy tree dated 06-28-2013; and (4) a pivot table of the legacy tree data.

For this exercise, you will be using tab #1.

2. The flat file data will need to be converted to a slightly different format so that it can be used as a source
file for a Visio of the tree.

a.

The current format shows each individual DeptID and all of its ancestors in one row as shown
below (12 columns; 1 for each level and description):

Org L2 Control Unit Node|Org L2 Control Unit Desc | Org L3 Division Node |Org L3 Division Desc |Org L4

Jorga

Jorg LS iscipl p Node |Org L5 Discipli p Desc |Org L6 Sub Unit Node|Org L6 Sub Unit Desc

Org L7 DeptiD Code |Org L7 DeptiD Desc

CAMSU

Campus Support

CHANL Campus Support Core AACHN Chanc Office AACHO Chancellor's Immediate Office AACH6 Chancellor's Immediate Ofc-L6 10000

CAMSU
CAMSU
CAMSU

Campus Support
Campus Support
Campus Support

CHANL
CHANL
CHANL

Campus Support Core AACHN
Campus Support Core AACHN
Campus Support Core AACHN

Chanc Office
Chanc Office
Chanc Office

AACHO
AACHO
AACHO

Chancellor's Immediate Office AACH6
Chancellor's Immediate Office AACH6
Chancellor's Immediate Office AACH6

Chancellor's Immediate Ofc-L6 10001
Chancellor's Immediate Ofc-L6 10002
Chancellor's Immediate Ofc-L6 10003

AACHN Chanc Off Gen Admin
AACHN Campus Memberships
AACHN Chancellor Commitment
AACHN Events Mgmnt

The format needed for the Visio file will require a child/parent relationship (four columns; 1 for
the child, 1 for the child description, 1 for the parent and 1 for the parent description) for each of
the levels in the tree. So for DeptIDs 10000 through 10003 and their parents above, the format
will need to be:

A B C D
1 Child |Child Description Parent |Parent Description
2 10000 AACHN Chanc Off Gen Admin AACHE Chancellor's Immediate Ofc-L6
3 10001 AACHN Campus Memberships AACHE Chancellor's Immediate Ofc-L6
4 10002 AACHN Chancellor Commitments AACH6 Chancellor's Immediate Ofc-L6
5 10003 AACHN Events Mgmnt AACHE Chancellor's Immediate Ofc-L6
6 |AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
7 |AACHO Chancellor's Immediate Office AACHN Chanc Office
8 AACHN Chanc Office CHANL Campus Support Core
9 |CHANL Campus Support Core CAMSU Campus Support
10 |CAMSU Campus Support

c. To do this you need to do the following:

i. Setup the source file to have the correct headings:
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A B C

D

1 | Child |Child Description |Parent ‘Parent Description
[ L

ii. Copy the data from the lowest level (L7) and paste into the child column of the source file:

Org L7 DeptiD Code |Drg L7 DeptlD Desc

A

10000
10001
10002
10003

AACHN Chanc Off Gen Admin
AACHN Campus Memberships

AACHN Chancellor Commitments

AACHN Events Mgmnt

Child ‘Child Description

© D
|Parent |Farent Description |

"10000 AACHN Chanc Off Gen Admin

"10002 AACHN Chancellor Commitments

"10003 [AACHN Events Mgmnt

1
2
3 /10001 AACHN Campus Memberships
4
5

iii. Then, copy the next level data (L6) and copy into the parent column, this can also be

copied into the next level for child data:

Org L6 Sub Unit Node|Drg L6 Sub Unit Desc

A B
Child |Child Description

g D
‘ Parent ‘ Parent Description

"10000 AACHN Chanc Off Gen Admin
"10001 AACHN Campus Memberships

AACHB
AACHB
AACHB
AACHB

Chancellor's Immediate Ofc-L6 |
Chancellor's Immediate Ofc-L6 |

I
Chancellor's Immediate Ofc-L6 |

r.

v

1
2
3
4

F 5 10003 AACHN Events Mgmnt
6 AACH6 Chancellor's Immediate Ofc-L6
7 | AACHG Chancellor's Immediate Ofc-L6
8 AACHG Chancellor's Immediate Ofc-L6
9 AACH® Chancellor's Immediate Ofc-L6

iv.

F
Chancellor's Immediate Ofc-L6 I

will not be a parent:

|Chi|d |Child Description |Parent |Parent Description

10000 AACHN Chanc Off Gen Admin AACH6 Chancellor's Immediate Ofc-L6
10001  AACHN Campus Memberships AACH6 Chancellor's Immediate Ofc-L6
"10002 AACHN Chancellor Commitments AACH6 Chancellor's Immediate Ofc-L6
10003 AACHN Events Mgmnt AACH6 Chancellor's Immediate Ofc-L6
AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACHO Chancellor's Immediate Office AACHN Chanc Office

AACHO Chancellor's Immediate Office AACHN Chanc Office

AACHO Chancellor's Immediate Office AACHN Chanc Office

AACHO Chancellor's Immediate Office AACHN Chanc Office

AACHN Chanc Office CHANL Campus Support Core

AACHN Chanc Office CHANL Campus Support Core

AACHN Chanc Office CHANL Campus Support Core

AACHN Chanc Office CHANL Campus Support Core

CHANL Campus Support Core CAMSU Campus Support

CHANL Campus Support Core CAMSU Campus Support

CHANL Campus Support Core CAMSU Campus Support

CHANL Campus Support Core CAMSU Campus Support

CAMSU Campus Support

CAMSU Campus Support

CAMSU Campus Support

CAMSU Campus Support

AACH6 Chancellor's Immediate Ofc-L6
AACH6 Chancellor's Immediate Ofc-L6

10002 AACHN Chancellor Commitments AACH6 Chancellor's Immediate Ofc-L6

AACHG6 Chancellor's Immediate Ofc-L6

Continue doing that for each level until you get to the top level. For the top level, there
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v. Since there are multiple DeptlIDs that roll up to higher level Orgs, you will have duplicates
in the child column. For each row, you want to have only one unique value. To do this,
you will need to remove any duplicates in the child columns.

1. To do this, you need to select all of the columns:

A B C D

1 |Chi|d Child Description Parent |Parent Description

|:1[)[)D[) AACHN Chanc Off Gen Admin AACHE Chancellor's Immediate Ofc-L6
10001 AACHN Campus Memberships AACHE Chancellor's Immediate Ofc-L6
LIDDD2 AACHN Chancellor Commitments AACH6 Chancellor's Immediate Ofc-L6
10003 AACHN Events Mgmnt AACHE Chancellor's Immediate Ofc-L6
AACHE6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACHE6 Chancellor's Immediate Ofc-L6  AACHO Chancellor's Immediate Office
AACHE6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
AACHE6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
10 |AACHO Chancellor's Immediate Office AACHN Chanc Office

11 [AACHO Chancellor's Immediate Office AACHN Chanc Office

12 |AACHO Chancellor's Immediate Office AACHN Chanc Office

13 |AACHO cChancellor's Immediate Office AACHN Chanc Office

WD (g0 |~ |h (L0 | |w M
—

14 [AACHN Chanc Office CHANL Campus Support Core
15 |AACHN Chanc Office CHANL Campus Support Core
16 |AACHN Chanc Office CHANL Campus Support Core
17 |AACHN Chanc Office CHANL Campus Support Core
18 [CHANL Campus Support Core CAMSU Campus Support
19 |CHANL Campus Support Core CAMSU Campus Support
20 |CHANL <Campus Support Core CAMSU Campus Support
21 |CHANL Campus Support Core CAMSU Campus Support

22 |CAMSU Campus Support
23 |CAMSU Campus Support
24 |CAMSU Campus Support
25 |CAMSU Campus Support

2. Then, click on Remove Duplicates from the Data tab in the ribbon:

Home Insert  Pagelayout  Formulas | Data | Review  View  Developer  SmartView  Acrobat

5 L) L) LY - (@] connections E‘ = = = > 73 RAnE I Ine = =z D solver
JE'I 8 =2 b S| 2 K r = £ =2l f= = w8 Wl 8 . )
) H 5 pata Analysis
from From  From From Other  Existing  Refresh g sort | Fiter Textto Remove  Data  Consolidate What-f = Group Ungroup Subtotal
Access | Web | Text Sources™ Connections | All T = 7 Advanced  columns Duplicates Validation = Analysis = i N

Get External Data Connections Sort & Filter Data Tools Qutline Analysis
3. Select to remove duplicates from the Child and Child Description columns and hit
OK:
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-

Remaove Duplicates M

To delete duplicate values, select one or more columns that contain
duplicates.

l = select Al l 8= Unselect Al ] —E s e

Columns

child
Child Description

|:| Farent

|:| Farent Description

0K ] [ Cancel

aia

4. All of the duplicates will be removed and only unique values will remain:

A B C D
Child |Child Description Parent |Parent Description

1

2 10000 AACHN Chanc Off Gen Admin AACHE Chancellor's Immediate Ofc-L6
3 10001 AACHN Campus Memberships AACHE Chancellor's Immediate Ofc-L6
4 10002 AACHN Chancellor Commitments AACH6 Chancellor's Immediate Ofc-L6
5 /10003 AACHN Events Mgmnt AACHE Chancellor's Immediate Ofc-L6
6 |AACH6 Chancellor's Immediate Ofc-L6 AACHO Chancellor's Immediate Office
7 |AACHO Chancellor's Immediate Office AACHN Chanc Office

8 AACHN Chanc Office CHANL Campus Support Core

9 |CHANL Campus Support Core CAMSU Campus Support

10 CAMSU Campus Support

5. Save the file and close it. Note: The excel must be closed in order to retrieve the
data to create the Visio file.
3. Open Visio to create the Visio file.
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a. Select “New” on the “File” Tab, then select “Business”

Home Insert Design Data Process Review View Acrobat

A sa
Choose a Template
7 Save as Adobe PDF £ Home
[ Open Recently Used Templates
. [P — |

=)
‘
i <P

Recent i

New Organization Chart | Basic Flowchart (US  Cross-Functional Database Model
Wizard (US units) units) Flowchart (US Diagram (US units)

units)

Template Categories

Help @ OE }ji LE ; @fz %!% ﬁ gj‘i

3 Options

Flowchart General Maps and Network Schedule  Software and

Business Engineering
Database

B e Floor Plans

b. Select “Organization Chart Wizard”, then select “Create”

Home Insert  Design  Data  Process  Review  View  Acrobat

Organization Chart Wizard

=]
Choose a Template
Bl
. Using this wizard, create diagrams for human resources
71 save as Adobe PDF s {} Home » Business staff organization, office and
management structures.
7 Open
: e
Recent
Audit Diagram Brainstorming Cause and Effect  Charts and Graphs EPC Diagram Fault Tree Analysis
nNaS Diagram Diagram Diagram |
= . ;
&ﬁg O M T2 f= L_EIQ 1
Beo=6 = =
Help "
TTIL Diagram Marketing Charts ~ Organization Chart | Organization Chart |  PivotDiagram  Six Sigma Diagram
& options and Diagrams Wizard
B Exit ‘@ Metric Units
[ e © US Units
Create

TQM Diagram Value Stream Map

c. A wizard Dialogue box will appear, select “Information that’s already stored in a file or database”

and select “Next”
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e —— |
Organization Chart Wizard u

I want to create my organization chart from:

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

(") Information that I enter using the wizard

Description
Choose this option if your data is stored in a text (*.bxt), Org Plus (*.b), Excel (*.xlsx,
| m *.xsm, *.xsb or *.xs), Microsoft Exchange Server, or ODBC-compliant database file.

d. Select “Atext, Org Plus (*.txt), or Excel file” and select “Next”

Organization Chart Wizard

-

My organization information is stored in:

An ODBC-compliant data source

A Microsoft Exchange Server directo -
A text, Org Plus (*.txt), or Excel file

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

Cancel I l < Back ][ Next> | Finish

e. Select “Browse” and locate the excel source file saved in 2.c.v.5 above and select “Next”
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Creating Visio Files from Excel Org Tree Files

A
Organization Chart Wizard Léj
Locate the file that contains your organization information.
k::‘\.,Users\mwoodson\Desktop\Job Aid - Visio excel source file.xlsx
Browse.
Specify the language: | English (U.5.) EI
Cancel l l < Back “ Next = Finish

f.  Select “Child” for “Name” and “Parent” for “Reports To” then select “Next”
—

Organization Chart Wizard t&l

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

Mame: Child EI

Reports to: | Parent EI
First name: [[<none= EI
(optional)

Description

The First Name column (field) contains the person's first name. The data in this column is
combined with the data in the Name column to make the person's full name.

Cancel ] [ < Back “ Next = Finish

g. Select the “Child” and “Child Description” columns for the columns from your data file that you

want to display (highlight the column name in the “Data File Columns” box and select “Add” to
move them to the “Displayed Fields” box) then select “Next”:
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Organization Chart Wizard u

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

Data file columns: Displayed fields:
10000
AACHM Chanc off | | | Parent - Child ~
Gen Admin Parent Description Child Description

Cancel l [ < Back " Next > Finish
h. Select “Child” for the Shape Data Fields and select “Next”:
pr—
Organization Chart Wizard u

Choose the columns (fields) from your data file that you want to add to organization chart
shapes as shape data fields.

Data file columns: Shape Data fields:
Child Description - Child -

< Remove

j‘ Farent Descriition

Cancel I l < Back H Next > Finish

i.  You can choose to specify how much of your organization to display on each page or let the
Wizard choose, then select “Next”:
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P

.

Organization Chart Wizard

==

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.

(@) I want to specify how much of my organization to display on each page
() Twant the wizard to automatically break my organization chart across pages
Name at top of page: 7

Hyperlink employee shapes across pages

Synchronize employee shapes across pages

[ Cancel I l < Back ][ Mext = Finish

j- On this page, you can select how to modify each page. Make changes as needed then select
“Finish”. Note: Since the source file only contains a small amount of data that all rollup to the
same Orgs above, no additional pages will be needed. However, if you are pulling information

for a large Organization with multiple Divisions or Departments, you may want to modify the

pages so that each Division or Department appears on a separate page.

J—

-

Organization Chart Wizard

=)

Specify how much of your organization appears on each page by modifying the existing
pages, adding new pages, or remaoving pages.

[M Employee at Top of Page Additional Levels Page Name # Employe:
CAMSU All Subordinates
Mowve Up
Move Down " = :

l Cancel ] l < Back Next =
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k. The Wizard will then create your Visio chart:

CAMSL
Campus Suppart

CHAHL
Campus Suppart
Corg

AACHN
Chanc Crffice

AMCHD
Chaneellar's
Immadiate Office

AACHS
Chaneellar's
Immied|ate Ofc-Lo

10000 10003 10002 1000
AACHM Chane OF AACHN Cwents AACHHN Chancallor BAACHN Campus
Gen Admin RAgmnt Commitmeants Memibarships

4. Printing the Visio Chart (using a larger file for reference on fitting to screen):
a. To get the chart to fit to one page and/or fit the space of the drawing better, select “Design” on
the ribbon, then select the drop-down arrow below “Size” and select “Fit to Drawing” at the
bottom:
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u—l.."’-(' =

Home Insert Design Data Process Review
@ [0 A TR
|| L. |
-

Onertabion| Size Auto

= - Size
Page Latter
[ Shapes J 25" x11° -3 -2
amnmamne e s s
More Sha Legal
85" x 147
QuickSha —
Organizat Statement
- ] 55" X 5"
Organiza
N Executive
= Execy | rzsxws
Az
=] Man4
ang J 1169 x 1654
[ Posit Lt
| saTxiies
% | Consi AL
| s8I xsz
® | Vacal 84 UIS)
1012 x 14,33
[=] Assis
B5 (JIS)
707" % 10.12
| Tear 11x17
_______ | o,
= Staft Envelope #10
412" %95
Bulti
]
shap Envelope DL
Three 433" x 0667 =
posit
»d it to Drawi
ng
E Title! 4g  pare Page Sizes.
=
b. Alarge chart spread across multiple pages will go from this:
Bttt Bt e it bt Bttt Bttt dtsBt bl bl Bttt ottt Bttt bttt 0 bt Bttt B2t B2 et ot Bttt ol
o
E e oo s e
E - i | R o
57 T
E b o] oaiiion | sy | st
E W Hum;&?nmn +mu’u’:}}k v
E it { M;’;;: ‘
L= -
To this:
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O T A o A O AN B At R R A I T O PO A R A R A RRCRIT TP A R NP i XX R L R LR - cae

CANEL
Campus Support

T
AIDFS

1
400

AUG
Univ Rel Immed 00 Programs & oo
Office Services Develop Campaign
r I 1
T
AR READ) Lis Planm:m&p:’man[» Univ R.;:‘Iinm!ﬂ oo P:‘D:‘:m! & L
Public Affairs L6 Admin - Geher Daner Stewarsship ‘5 o = v‘:fﬁ T |Develng_Campaign
r
I
T T
17756 17374 17670 17701 ez reeL 17658 Lress
PAF Wmmgf[dl\m AIPAF Visiter/ Pareat | AIDVD Regts-Pending AIDVE Dienar AIDVD Dot Plarring mm i i Mo o aetations| H 4098 |nrmmnnn AIDVD Ext Relot & i
Designatn Stewardship Techasiogy Pratoeal-00
T
i 17758 17547 17643 17540 . 17588
. ASPAF Weby Design | AIDVD UCBF Agency AIDVO Business O/ AIONO Adimin & s MD\"DPnnrlp:I['rR's HIDVD Annual
Suts Unrest Sucs-DD Finance Pragraims
T
17740 17760 17630 17642 17662
17664 17689 17680
AIPAF Media AIPAF General DV UR Central ADVD ercy [ AIEYE meml Suef w0v Advancement|| | bt v THeyo Telmarketing
Relatigns Catsiog Mlocations nfa Mgt
i
17541 17695 17682
AIRAF Im mr GenQ AJPAI'EampﬂN\o ”‘:;DD”:::" |nvn§-;mmum.mm ‘JDVDGL;::'”“"'P
"
17621
AIDVO Chaneellar
Events
17685 17685
AIDVO Corp & Fin - [HH AIDVO Intesmatianal
Relatians Relatians
T
17684
AIDWE Stuent

AN Asmr VE UREL T

17585
Fh AIDVO Reunian/
AIDVD Chass Campgn
Homecoming

o0

”

c. Then select “File” on the ribbon, “Print” and “Print Preview

d. Then select “Page Setup”

Print Preview

& = - e =
48 @ pre e
Print = Page Whale | Current Single 2 Header & Foot Close Print
Setup Page | View Tile eader & FOOter | praview
Print Preview Close

L9100 Rt i R R

Select “Fitto 1 by 1 sheets” (or the number of sheets you need), then select apply:

e.
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-
Page Setup
Print Setup | Page Size | Drawing Scale | Page Properties | Layout and Routing | Shadmv5|
Printer paper
Letter: 8.5 in. x 11 in. [=]
() Portrait
(@) Landscape
Print zoom
() Adjust to |100% E|
1 by sheet(s) down
Printer paper: 11 x 8.5 in.
Print Drawing page: 11.9 x 8.78 in.
: = ridli
l [ Gridlines Print zoom:  Fit to exactly 1 sheet

(Landscape)

(Landscape}

Apply ] [

f. The page will go from this to this
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H

géz b %Ez ggz %‘ gﬂggﬁ]gﬁlm

g. Tothis:
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cansy
Campus Suppnrt
—
UCRLD
¥
I L 1
P ADVO
Bublic Affairs pment Cffica
[ r f T 1
auo AIDPS Aannc
Ao Al Uni Rl Imimed DO Programs & Do
Public Affairs 5 U Addmin & Financs| B Bt T e
[ r T . 1 [ [
T
e AlRo AloDs Plunm:l‘go&PEinuntr Univ ::"\.I:nmed o P?.Izrp:ms & oo
Public Affairs & Admin - Cther Danor Stewardship Drwelop_Campaign
s Office-L6 Services-16 =
I
17756 17774 17670 17701 17667 17608
17628 17651 17620 17503
[uRAF WritingE \isitor) Pareat) - HAIDVO Regts-Peading AIDVG Denar AIDVE Doy Flanning [TRIDVO Gift Processing [AIGVD Ui Redations| [| A0V Infermaticn ADVD Ext ReBtE T ynun parpnts
Sues Sues. Designatn Stewandship Technokgy Pratocol-D0
17758 17647 17643 17640 17588
mP;Z':wa HH aspar web/ Design | H AiDvo ucar sgency AIDVO Business 0 HH  AIDVO Admin & - t}:ﬁfm e | - ;:.:Efml G| AV Annaal
: SHES unrest Swes-DO Finance ) Prograims
17740 17780 17630 17642 17662
) 17664 S L7689 17690
ARAFMedia  [H  ARAE General AIDV LR Central A ety HADVE Financial Sucy| sovo advancement| | oot T o0 Tetamarketing
Relatians Cataiog Mlocations Ino Nigmt
17641 17608 17482
17725 17776
AIBAF Im OFF Gen @ [ | AIPAF Campanile B A':;DD"::"" ’“'D“U::“Dmm GEDL=ACeat
u
17521
17684
ADVO Gt Planning [T] A1BV Chaneslor
Events
17685 17685
AIDVO Corp & Fin HH AIDVO Internatianal
Relatians Ralations
17404
17680
laitvo assar v uggyf ] AIDVO Student
Philanthrapy
17661 H mnu‘n?:?jmn.f
AIDVD Class Campgn
Homecoming
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