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DEPARTMENTAL ORGANIZATIONAL CHARTS

Overview and Instructions

OVERVIEW

There should be an organizational chart created for each department, and one for each
supervisor who oversees at least 3 or more employees. All departments must add and
maintain their area organizational charts and load the information to a shared intranet
location for all employees to view. Supervisors are responsible for maintaining the
accuracy of the information presented in the organizational charts that are posted to the
intranet. Charts should be reviewed periodically to ensure information represented is
accurate. The supervisor may designate an employee to create the charts; however, all

information should be approved by the supervisor prior to being loaded to the intranet.

INSTRUCTIONS FOR USING THE ORGANIZATIONAL CHART WEB UTILITY

MS Visio is the preferred software to be used for creating organizational charts.

Guidelines to Create the Organizational Chart *

= Full department name and campus location should be at the top of the page.

= Full-time faculty, full-time staff, and regular part-time staff should be included.

= An Arial font size of 10pt should be used.

= Each block should include the employee’s name (or shown as VACANT if
unoccupied), budget position number, and current official job title. An employee
listing containing employee position information can be found on the main

Organizational Chart web page at http://www.palmbeachstate.edu/hrorgchart.xml.

Vacant position BP#'s can be obtained from the Office of Human Resources by

emailing training@palmbeachstate.edu.

Convert the Organizational Chart
Once charts are created they need to be converted to Adobe PDF format in order to be
uploaded to the web. Departments may purchase a license for use on a single machine

by sending a request to ITAC at helpdesk@palmbeachstate.edu. Also, the Professional

Teaching and Learning Center (PTLC) and the Media Technology & Instructional
Services (MTIS) centers at each campus can assist with converting documents to PDF.
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Load the Organizational Chart:

Go to http://www.palmbeachstate.edu/hrorgchart.xml and click on the link on the right
side of the page entitled “Upload and view organizational charts.”

PantherWeb Acadeniic Calendar Catalog Areas of Study Distance Leaming

Library Student Services News & Events

Search

Printer Friendly Page

> About HR Home > Human Resources >

> Benefits Organizational Charts

Each department is responsible for adding and maintaining the currency of information within the
organizational charts in Adobe PDF farmst. Questions concernin the use of the organizstional chart

y utility can be emailed to the Professional Development Department.
> Diversity

> Employee Recagnition Upload & view

Upload and vies

v Visw instructions for laading View Ermy
> Employee Resource arganizational charts

i 22 Listing and
erganizational charts
Center

budgst position numbers

P . M8 Visio is the praferred software for the creation of arganizational charts at the college. M3 Visio is
saftware used for diagramming work flaw, maps, building plans, flawcharts, project schedules,

calendars and arganizational charts,

>

Schedule
= Professional WORKSHOP DATE TIME CAMPUE ROOM
Development
visio Level 1.1 7/17 8i00am-12:00pm  Lake Warth TG 434
> e-News & Events Wisio Level 1.2 L7 1:00pm-5:00pm Lake Worth TC 434

&

% Local intranet.

Select “Upload Org Chart.”

Welcome Danielle Olson Thursday, August 11, 2005

Human Resources
Wiew Al Org Charts

Search Org Chars
Upload Org Chart
Admin

Campus:

Department:

Department Head: @pbee.edu

Page 3



http://www.palmbeachstate.edu/hrorgchart.xml�

DEPARTMENTAL ORGANIZATIONAL CHARTS

Overview and Instructions

Select “Add New Department.”

Thursday, August 11, 2005

Org Charts Human Resources

Add New Department

- You have access to upload the following department org charis
Wiew All Org Chars

Administration and Business Services District View Org Chart Edit Info

Human Resources District Edit Info

Enter the appropriate campus, department name, and email address of the department
head. Select the “Insert Department Information” button.

Thursdpf, August 11, 2005

Org Charts Human Resources

Yiew Department List

Insert Your Department Information

Micwy All Org Charts

Select Your Campus: |Belle Glade _

Department Name:

Department Head: @pbec.edu

[ Insert Departrment Information ]
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Next to the Department Name select “Edit Info” to begin uploading the PDF file. The
appropriate campus and department name entered in the system will appear.

Thursday, August 11, 2005

Org Charts Human Resources

Add New Department q
You have access to upload the following department org charis

Wiew All Org Chars
Administration and Business Services District View Org Chart Edit Info
Human Resources District Edit Info

Select the “Browse” button to locate and select the PDF organizational chart on your
computer. Once located, select the “Upload” button.

File Edit Wiew Favorites Tools Help ;Links » & -
Q- O HNR® P¥@ % = -

Address |@ hittpe ffintranet. phee. edujutilities fargcharts/Upload/edit. asp?org_id=1 M Go

-~
Org Charts Human Resources u

‘iew Depatment List 5 .
R TRETL S Edit Your Department Information
Wiew All Org Charts
SeloctYaur Campus:

Department Name: |Human Resources

Department Head: |gracee @phecc.edu
[ Edit Department Infarmation ]
Select Your Orgchart: Upload =
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Once the document is loaded, select “Edit Info”.

Monday, July 14, 2008

Org Charts Human Resources
Add New Department You have access to upload the following department org charts
View All Org Charts
Palm Beach .
Gardens Edit Info
Early Childhood Education/i-12 View Org Chart  Edit
Programs Boca Raton Info
Human Resource District WiewiOgiChart In(::

From this screen you may delete the current organizational chart posted and replace it
with a revised or updated document.

Eile Edit Wiew Favorites Tools  Help Links ** '@ M

: . Y Al D) e | T = o

: Q-© HE®G P = H#

: Address |§1 httpffintranet.pbec, edufutiitiesforgcharts/Uploadfedit. aspforg_id=1 ["] Go
|

Org Charts Human Resources

View Depatment List . -
e e aln el =t Edit Your Department Information
Wiew All Org Charts
Select Your Campus:

Department Name: Human Resources

Department Head: gracee @phce.edu

[ Edit Department Information ]

View Your Department Org Chart

If you wish to update your department org chart you must first delete the current one. Once
you delete this org chart there is no undo so please only delete if you have a copy of the
current one or an updated one in PDF format that you can uplead.

View the Guidelines for formatting and creating organizational charts.
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