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1 What is a Position Type?

Your data feed can pass into OrgPublisher a value that categorizes the record. This is a Record
Type. As noted in the Before You Begin manual, the Record Type is the 4th field of information
when you follow the order requested by OrgPublisher. If you map your fields, it is the Record
Type field.

The Record Type is used to define a Position Type in OrgPublisher. There are several attributes
assigned in the definition. They are:

e Position Type name

e Count

e Priority

e Record Type (Typically, passed into OrgPublisher with data)
e Group

e Box Type

Once a Position Type is defined, there are several ways to use a Position Type for formatting,
display, and reporting in OrgPublisher. For example, you can:

Format boxes based on Position Type

Get counts of records by Position Type

Search on people who are coded as a specific Position Type

Summarize numeric data based on Position Type

Determine if data should or should not be displayed in a box based on Position Type
Determine if the box should or should not be displayed based on Position Type
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2 Record Type Field Refresher

The Record Type field is not a required field, but if you choose to categorize chart boxes and
format them uniquely, providing this information simplifies the process.

In the table below, you will see listed the codes OrgPublisher is familiar with. You can also
provide your own unique values to this field to expand the formatting options.

Please Note:

1. If a record type is not passed in with the data, OrgPublisher will “code” all records as

Employees (E).

2. Open Positions are created when the data is a Position-to-Position hierarchy and a
position is unfilled (there is no name in the name field).

Field Excel | Required Field Description
Number | Column Name
4 D NO Record [This is the type of record, which if left blank,
Type defaults to an Employee record type. You can

also define custom record types by typing any
alphanumeric characters other than those
already used by OrgPublisher. You need to
surround these characters with < > (for
example <Vice President>). OrgPublisher's
built-in record types are:

mePpmx

<
<

SF>:
SC>:

Manager

Employee

Assistant

Indirect Report (IM is an Indirect
Report Manager)

Partner

Contractor

Staff Function

Successor

Box (Note: You may not insert a
person in a "B" record type. It is
typically used to display org units or
departments only.)
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3 How Can I See the Position Types in My Data?

If you are unsure if a code has been passed in to define the Position Type, there is an easy way
to check.

3.1 Use the Summary View

1. Open the Chart.

2. Click on the Summary View Button.
- e | R v R =

B I

3. The Summary View (by default) opens with all Position Types listed and a count of
records in that Position Type.

Fle Edit View Insert Format Tools Data Options Help

.
£
i

@ Pubish b |lcR @ :J’E‘ﬁmdmme By & ¥laaph*x & i) IE ¥4
* 5 Lookfor: [Find names. titles. etc_ |+ | &) @0 Seach IaSh:demlew!s -3 = 100% B ; B iU
Nomal style

Summary View

Summaries | Graphs

Include in
Position type commary GOt
I
I Employee Yes 195
Contractor No

Partner es
=t

Pacific Eastern

Pacific Eastern

President & CEQ
Russel Heis

Sales, nformation Creative Vedia Planning & Human Resources Executive Staff Finance
Marketing Vice Technology Creative Vice Buying HR Vice President Assistant to cFo
President Drector of President Director of Wedia Frank Thomas President Raymond lessup
Susan Hester Technoboay Paul Mebram Ay Stepp T Bobbie Johnson T
T Gragory Pink T T v v
bl ¥ ¥ ¥

Please Note: Read the Summary View manual to learn more about using the
Summary View.

4. Nearly all of the records passed in are set to the Employee Position Type.

3.2 Click on a Person’s Name in the Chart

In View Mode, select the person’s name to see the assigned Position Type in the status bar.

N
\ Accournting
k

\ Receivables Clerk
| Bailey H Granger

0 N

Employes selected

Page 3



OrgPublisher
4 Defining Position Types

There are several attributes to a Position Type. The following steps describe the attribute, how
to modify and change the attributes.

1. Click Edit, and then select Define from the menu.
2. The pre-defined Position Types are listed first. Any Custom Position Types are then
listed.

pefine x|
Positions | Hatspots I
Position type Count Priority | Record type Group Box type
IManager Yes o ] (Mone) Normal
Employee “es 1 E (Mone) Normal
Assistant es 0 A (Mone) Azsistant
Contractor No 2 C (Mone) Normal
Indirect Report No
Open position Yes
Partner “es 0 FR (Mone) Partner
Staff Function es 0 =5F= (Mone) Staff function
Successor No 65535 =50 (Mone) Normal
Custom Position Ty|Yes 0 <P= (Mone) Narmal
Custom Position Ty|Yes o <\VP> (Mone) Normal
Custom Position Ty|Yes 0 <D= (Mone) MNermal
New Delete Move Up I Move Down |
ok | cancel | Help

¢ Position type is the definition or label of the record type.
o Pre-defined Position Type labels cannot be changed with the exception of the
Open Position label.
o If the data feed contains a Custom Record Type, OrgPublisher assigns a default
label, Custom Position Type <yourvalue>
o To modify the label for an Open Position or Custom Position Type label, highlight
the text and type over the field with your preferred verbiage.

pefine X
Positions I Hotspots |
Position type Count Priority | Record type Group Box type
Manager Yes 0 ] (None) Normal
Employee Yes 1 E (None) Normal
Agsistant Yes 0 A (None) Agzsistant
Contractor Mo 2 cC (None) Normal
Indirect Report Mo
Open position Yes
Partner Yes 0 FR (None) Partner
Staff Function Yes 0 <5F= (None) Staff function
Successor Mo 65535 <5C= (None) Normal
Custom Position Yes 0 <VP= (None) Normal
Custom Position Ty|Ves [0 |<D= | (None) Normal
New | Delete | Move Up | Move Down I
OK I Cancel Help
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Indirect Heport No

Open position ez

Partner es 0 PR (None) Partner

Staff Function es 0 <5F= (Mone) Staff function
o 63535 <50 (None) Narmal

President

TUSION POSON 1y e 0 <\MP= (Mone) Narmal

Custom Position Ty|Yes 0 <D= (Mone) Normal

e Count indicates if a position type should be included in the automatic head count.
Please Note: The Summary View, by default, displays all Position Types, whether
they are counted (as set by the chart administrator in the definition), and the count

Summary View

Summaries | Graphs

Position type IEE:'un?n?r:r Count
Manager es 38
Employee es 58
Assiztant es 5
Contractor MNo
Partner es
Staff Function es
Successor MNo
Indirect Report Mo
Total Head Count 154
COpen position Yes 13
Total Planned Head Count 167
Everyone 208
President fes 1
Custom Position Type <VP=§ ves 3
Custom Position Type <0= | ves 5

e Priority is used with the AutoBuild feature for Chart View display and with Print
Preview:

— AutoBuild allows you to determine if everyone has their own box, if employees
are combined in a box below their manager, or combined in a box with their
manager.

— 0 Priority always remains in their own box.

- 1, 2, etc. are sorted in a combined box based on priority — with 1s at the top of
the box.
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- Please Note: To display all Job Titles under a manager, a value must be
provided in the data for the Job ID. If you do not have a Job ID, then pass the
Job title in as the Job ID. The example on the left has the job id passed in. The

one on the right does not.

A

Internal Creative

Producer
Harvey Wayne

Internal Broadcast

[Assu ciate Producer

m—]

Susanna Uper
Anthony Rogers

Froduction
Coordinator

Ehvi= Franklin
Brian Reynolds
Wayne Right

Leonard Francisco

A

Internal Creative

Producer
Harvey Wayne

Internal

—_—

Associate Producer

—

Leonard Francisco
Ebvis Franklin
Susanna Oper
Brian Reynolds
Wayne Right
Anthony Rogers

Record type is the value passed in to categorize the record. OrgPublisher has
several pre-defined codes (M, E, A, I, C, PR, <SF> and <SC>). You can also pass
in your own codes to create a Custom Position type for your organization.

Group is selected when conditional formatting is needed. Please see the Search and
Group manual to learn more about creating Groups. In the example below, there
are no Record Types passed in with the data.

o Bobbie Johnson should be an Assistant in the chart

Pacific Eastern

Pacific Eastern

President & CEQ
Russell Heis

Creative

Media Planning &

Creative Vice Buying
President Director of Media
Paul Melbram Amy Stepp
I I
Al Al

T
Human Resources

HR Wice President
Frank Thomas

v

Executive Staff

Assistant to
President
Bobbie Johnson

!
Finance

CFO
Raymoend Jessup
T

v

o Click New to get a new Position Type row

» Type in the Position Type label.

* Under Groups, select the desired group — This example uses the Admin

Assistants group.

» Select the Box Type of Assistant
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o Click OK

Positions | Hatspots |

OrgPublisher

x|

Position type Count Priority | Record type Group Box type
IManager Yes 0 M (Mone) Mormal
Employee Wes 1 E (Mone) MNormal
Assistant es 0 A (Mone) Assistant
Contractor No 2 C (Mone) Mormal
Indirect Report No
Open position es
Partner Yes 0 PR (Mone) Partner
Staff Function Wes ] <5F= (Mone) Staff function
Successor No 65535 =50+ (Mone) Mormal
President Yes 0 <P= (Mone) MNormal
Vice President Wes ] <P (Mone) Normal
Director 0 (Mone) Mormal
Admin Asst ] Admin Assistants

Move Up Move Down I ormal
Assistant
artner
0K | Canzel | Ftaff function p |

o Bobbie Johnson now displays in the Assistant position type position

Pacific Eastern

Pacific Eastern

President & CEQ
Russell Heis

Executive Staff

U Assistant to
President
Bobbie Johnson
Sales Information Creative Media Planning & Human Resource
Technolo Buyin

Marketing Vice o Creative Vice g HR Vice Presider
President Director of President Director of Media Frank Thomas

Susan Hester Technology Paul Melbram Amy Stepp

T Gregory Pink I v

v

fudmin Asst selected

hd

Levels shown; 2

v

A

Shown head count: 8

Box type determines how the box will be attached to report boxes in the Chart

View. The 4 options are:

o

O
O
O

Normal
Assistant
Partner

Staff Function
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Open position Yes
Partner fes 0 PR (None) Partner
Staff Function Yes 0 “<5F= (Mone) Staff function
Successor No 65535 <SC= (None) Normal
-

Custom Position Ty|Yes 0 <\VP= (Mone)
Custom Position Ty[ves 0 <D= (None) A ssistant

Partner

Staff function
Mew Delete | Maove Up | Move Down |

Management Partner Box

Management Finance

Chief Executive Officer VP - Finance
Mathew Austin Luke Franklin
101 phone:

Support Staff General Assistant Accounting

Executive Assistant - HR Intern Accourtant
Sue Johnson Tammy Harper Pam Wilson
phone: 15

\

Staff Assistant Box
Box
Opsrations Normal Box
Operations without person 8
Mark Dallas P Normal Box with
phone: people
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