Visio - How to set up an organization chart data file (from Visio Help)
You can generate organization charts automatically from personnel data files by using the Organization Chart Wizard.

The wizard can read data in the following file formats:

· Tab- or Comma-delimited text (.txt) 

· Org Plus (.txt) 

· Microsoft Excel (.xls) 

· Microsoft Exchange Server Directory 

· The file format for a database created in an Open Database Connectivity (ODBC)-compliant database application 



NOTE If your organization stores personnel data in databases created using enterprise resource planning software, such as SAP, you may need to generate customized reports that organize the data in a way the wizard can read.



Data the Organization Chart Wizard requires

· Employee name. The way employee names appear in this field (last name first or first name first) is the way they will appear on organization chart shapes. This field can function as the unique identifier field if each employee name is unique. 

· If each name is not unique, a unique identifier, such as an employee ID number, for each employee. 

· Who the employee reports to. This field must contain each manager's unique identifier, whether that identifier is a name or ID number. (For the employee at the top of the organization chart, leave this field blank.) 

You can name these required fields whatever you want. The wizard gives you an opportunity to identify which of your field names provide the name and reports-to information.



TIP Two sample files, Org Chart Data Template.txt and Org Chart Data Template.xls, are available in the Solutions\Organization Chart folder in the Visio directory. You can use these sample files as models for how to organize the data in your data file.
Example of Org Chart Data Template.xls

	Name
	Position
	Reports_To
	Department
	Telephone

	Joe Sampleboss
	CEO
	
	Executive
	x5555

	Jane Samplemgr
	Development Manager
	Joe Sampleboss
	Product Development
	x6666

	John Samplepos
	Software Developer
	Jane Samplemgr
	Product Development
	x6667




What happens to data that's not required?

If your data file includes other fields, such as telephone number, department, or position name, the wizard gives you the option of displaying this data on the shape, storing it with the shape so people who use the organization chart can consult it, or both.

