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Creating an Organizational Chart


Creating an Organizational Chart

Objective:  Create an organizational chart that looks like our example.

Opening PowerPoint

1. Double-click on the PowerPoint application.

2. From the format menu, choose slide layout.

3. The layout task pane appears on the right side of the screen.

4. In this slide layout task pane, click on the layout that has placeholders for the organizational chart.

5. On the slide, double-click the organizational chart symbol.

6. From the diagram gallery dialog box, choose the type of chart that appears 1 row across, no rows down, and then click ok.

**On a blank slide, you can also click on the insert menu, point to picture, and then select organization chart.

Adding Information

Before you add information, let’s put the slide layout task pane away.  Click the X button to remove it from the screen.

1. Click in the box that says, “Chart to add title” and type “Milton Elementary Middle School.”

2. Click inside the box that is underneath the title and type “Mrs. Kebodeaux” press enter, then type “Principal” and click outside the box.

3. Click inside the box that is underneath and to the left of Mrs. Kebodeaux and type “Secretaries”.  Press enter, then type “Elementary and Middle school” and click outside the box.

4. Follow the same procedure as above:  Type “Elementary Teachers” and then the next box type “Middle School Teachers”.

5. You should now see the organization chart toolbar.

Adding Co-workers

Use the organization chart toolbar to add people to your organizational chart.

1. Click on “Middle School Teachers” box, because you want to add a new box to the right of this box.

2. In the organization toolbar, click the insert shape button and choose co-worker.

3. PowerPoint places a new placeholder box to the right of Middle School Teachers.

4. Click in the new box and type “Favorite Teachers” and press enter.

Adding people under the subcategories

1. Click on the counselor’s box and then from the organization toolbar, click the insert shape button and choose subordinate (this means it will go below the box).

2. In the box that appears, click and type Mrs. Hebert and Mrs. Norman’s names (in separate boxes)

3. Using the same procedure, put 2 names under each category.

Making a New configuration

You are now going to change the relationship between people at the same level.

1. Select the counselor’s box.  We are going to rearrange their names.

2. From the organization toolbar, under the layout drop-down menu, choose left hanging.

3. Your organizational chart will reflect this style.  Deselect your boxes by clicking outside.

Deleting a box

1. Click the border of a box.

2. Press the delete key and the box disappears.

Rearranging boxes

1. Position your mouse on top of a box that you wish to move.

2. Click-and-drag the selected box and move it to a box that you want it go to under.  Notice the box appears to remain stationery, while a dotted line appears around it.

3. Release the mouse and it will move.

4. Click in an open area to deselect the box.

Changing the text appearance

1. Click on the organizational chart.

2. Click-and-drag to select the title, “Milton Elementary/Middle School.”

3. From the format menu, choose font.

4. Choose the following from the font dialog box:

a. Font = choose any font

b. Font style = regular

c. Size = 36

d. Color = blue

e. Click ok\

Changing the chart’s appearance

There are a variety of options for changing your chart’s appearance.  Use the drawing toolbar to make these changes.

1. Select individual boxes by holding the shift key down and clicking on each one.

2. From the drawing toolbar, use the different tools to change the fill color, line color, line thickness, create arrows, shadow, dash style, and 3-D style, etc.

3. Experiment until you are satisfied.

4. Press escape.

Changing a background

1. Select the chart’s background.

2. From the format menu, choose background.

3. From the background dialog box, click on the drop-down menu and choose more colors.

4. At the colors dialog box, choose a color and click ok.

5. At the background dialog box, click apply.

Applying a Diagram Style

An easy and fast way to make your organizational chart look good is to apply a diagram style.  You will lose the changes you made using the drawing tool.

1. On the organization toolbar, click the autoformat button.

2. From the organization chart style gallery, choose beveled gradient and click apply.

Printing, Saving and Quitting

1. From the file menu, choose save. (Ctrl + S).

2. Give your chart a name, and then click save to your jump drive.

3. From the file menu, choose print

4. At the print dialog box, choose ok.
