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Excel 2007 Org ChartðGetting Started and Helpful Tips 
 

Getting Started for a Basic Standard Organization Chart: 
 

Open new Excel sheet 

 Click Insert Tab (located to the right of the Home Tab) 

Go to SmartArt  icon (located in the ribbonôs Illustrations group, which is 

the second grouping from the left)  

In the ñChoose a SmartArt Graphicò box, select Hierarchy  and 

click the one named Organization Chart 

    Click OK  (screen shot below) 

 

The Organization Chart  layout selection below provides a box for an Administrative 

Assistant.  If you do not need this, you may choose another layout which best fits your 

departmentôs model. 
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You are now in the Design tab. 

 

On the left side of the ribbon is a grouping named Create Graphic.  This is what you 

will use to add vertical and/or horizontal boxes to your org chart.  It is recommended that 

you add all of your boxes before you begin populating your text fields. 
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Adding vertical and horizontal boxes to Org Chart: 
 

How to add a horizontal box to an existing row: (ill ustration below shows three text 

boxes, directions will add a fourth) 

 

Click one of the boxes on the row you want to add an additional box (when you 

select the box it will appear solidðwithout the word ñtextò in the middle) See 

illustration below. 

 

In the ñCreate Graphicò section of the ribbon, click on ñ Layoutò and 

select Standard   under the drop down arrow.   
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Then go to Add Shape. 

Notice the drop down arrow 

 Click the arrow and select add shape before or after and click. 

  A new box will appear next to the one selected. 
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To add a shape below one of the four text boxes: 

 Select the text box you want the additional box(es) to appear below (shown 

below) 

 

In the ñCreate Graphicò section of the ribbon, click on ñ Layoutò and select 

Standard under the drop down arrow.   

 

 Then go to Add Shape. 

Notice the drop down arrow 

 Click the arrow and select add shape below and click. 

  A new box will appear below the one selected. 

  

 

 
 

 

 

 


