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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). 

 

a. The file contains four tabs:  (1) A flat file of detailed data from the most recent Org Tree including 

all active DeptIDs (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. 

b. 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):

 
b. 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: 

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

i. Setup the source file to have the correct headings: 

Org L2 Control Unit Node Org L2 Control Unit Desc Org L3 Division Node Org L3 Division Desc Org L4 Department Node Org L4 Department Desc Org L5 Discipline Group Node Org L5 Discipline Group 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 AACHN Chanc Off Gen Admin

CAMSU Campus Support CHANL Campus Support Core AACHN Chanc Office AACHO Chancellor's Immediate Office AACH6 Chancellor's Immediate Ofc-L6 10001 AACHN Campus Memberships

CAMSU Campus Support CHANL Campus Support Core AACHN Chanc Office AACHO Chancellor's Immediate Office AACH6 Chancellor's Immediate Ofc-L6 10002 AACHN Chancellor Commitments

CAMSU Campus Support CHANL Campus Support Core AACHN Chanc Office AACHO Chancellor's Immediate Office AACH6 Chancellor's Immediate Ofc-L6 10003 AACHN Events Mgmnt
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ii. Copy the data from the lowest level (L7) and paste into the child column of the source file: 

 
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: 

 
iv. Continue doing that for each level until you get to the top level.  For the top level, there 

will not be a parent: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child 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
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v. Since there are multiple DeptIDs 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: 

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

 
3. Select to remove duplicates from the Child and Child Description columns and hit 

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

 
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” 

 
 

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

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

 
e. Select “Browse” and locate the excel source file saved in 2.c.v.5 above and select “Next” 
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f. Select “Child” for “Name” and “Parent” for “Reports To” then select “Next” 

 
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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h. Select “Child” for the Shape Data Fields and select “Next”: 

 
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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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. 
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k. The Wizard will then create your Visio chart: 

 
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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b. A large chart spread across multiple pages will go from this: 

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

d. Then select “Page Setup” 

 
e. Select “Fit to 1 by 1 sheets” (or the number of sheets you need), then select apply: 
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f. The page will go from this to this 
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g. To this: 



 

Budget Office Business Process 
 

Creating Visio Files from Excel Org Tree Files 
 

 

O:\Departmental\Budget\RPB Budget\Private\Central Resource Administration\BIBS\COA & OrgTree Requests\Concierge Website Docs_DRAFT 

WORKING\New files to Emily 2_26_2018\7b Job Aid_Creating Visio files from Org Tree Excel files on BAI website.docx      15 of 15 

 

 

 

 

 


