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1 Print Defaults Set by the Chart Administrator

OrgPublisher provides many options for the user to layout print pages as they desire. The
layout techniques are for print output as well as output sent to PowerPoint. As the chart
administrator, you can set up some defaults that will make printing easier for the viewers of the
published chart.

Please note: The options and examples shown in this manual are just one result of the many
combinations of options you can use to make the page look the way you need prior to printing.
Various results are available because of this and you are not limited to the combinations we
have used for illustration.

1.1 Print Wizard Option
The Print Wizard provides options to the user as they prepare to print. By default, the Chart

View is printed when the print button is selected. When the Print Wizard is enabled by the
chart administrator, the user is prompted to select any visible View for printing. Possible
options:

a. Chart View d. Tree View
b. List View e. Chart View
c. Profile View f. 9 Box Matrix View

1.1.1 Activate the Print Wizard

1. Click File, then Print Option
2. Click to check mark Use Print Wizard

File| Edit View Insert Format Tools Data Options Help

New Cirl+M h (Pl a e[ N

o &
COpen... Cirl+0
Open for formatting only... e, elc_ | v 0D o0 Search j; Sf'
Save Cirl+5

[l savess...

% Publish...
Styles...
Set template as default

. Print... cirl+p

4, Print preview

= Print setup...

Print options Chart View

1 10Featurestart.odbx

2 BasicChart.odbx

3 BudgetMumbers.och

4 Personnel.och Summary View
5 Reportreduction.och

& Communications.och Header...

7 Governance.och Footer...

& Performance.och

Use Print Wizard %

Save Preview Settings

N E

9 Succession.och

Exit
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1.2 Save Preview Settings
OrgPublisher Print Preview functionality provides the user many options for formatting the page

output prior to sending to the printer. The chart administrator can preview the output, make
modifications to the page layout, set page breaks, set defaults for whether an index prints, etc.
If the Save Preview Settings option is enabled, the administrator’s settings will become part of
the published chart (PluginX and EChart Rich Client)

1.2.1 Activate the Save Preview Settings Option

1. Click File, then Print Option
2. Click to check mark Save Preview Settings

Eile| Edit View Insert Format Tools Data Options Help

New Ctrl+M
i bae |26 E
Qpen... Ctrl+0
Open for formatting only... celc. |+ |0 0 Search i ]
Save Ctrl45
[ save fs...
"% Publish...
Styles...
Set template as default

Print... Ctrl+P
Print preview

= Print setup...
Print options Chart View
1 10Featurestart.odbx
2 BasicChart.odbx
3 BudgetMumbers.och

4 Personnel.och surmmary View

5 Reportreduction.och

& Communications. och Header...

7 Governance.och Footer...

8 Performance.och Use Print Wizard

9 Succession.och Save Preview Settings
Exit
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If this is not done, then your output

2 Print Setup

Prior to printing, you should setup the printer information.
will go to your default printer using the default settings.

1. Select Print Preview

2. This screen and the options will vary based on print drivers. Make changes as
necessary. These changes will be reflected when you print or go to Print Preview.

Print setup 2| x|
~ Printer
Mame: HF Photosmart C4380 series Properties... |

Status: Feady
Type: HF Phatazmart C4380 series

Wwhere:  [P=192.168.1.3 Host=HPDBEE 74
Commert:

— Paper

Orientation
Size: I Letter j " Portrait

Source: IAutomaticaIIy Select j - @ Landscape

Metwark. | Cancel |
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3 Using the Print Wizard

If the Print wizard is activated, when the user clicks the Print button, they will be prompted to
select the desired output.

Please note: When printing the Org Chart, it is highly recommended that you launch Print
with Print Preview. You can manipulate the output prior to sending to the printer.

1. Click the Print button

2. If the List, Profile, Tree, 9 Box or Summary View is open, you are prompted to select
the desired output.

Print wizard |

Please select the view of the organization you wish to prirt

View to print
Oig Chart
- Summany View

< Back I Mest > I Cancel Help

3. If Org Chart is selected, then choose output type - Wall Chart or Book Style (more
information on these options described later in this manual)

4. If Wall Chart is selected, click Next and the next option will be to modify header and
footer settings.

Print Wizard x|

Fleaze select how you want the org chart printed.

= wall Chart

The org chart will be printed as a single unit, completely
connected. This option is ideal for small charts that fit on a single page
and for chatts that are printed with a plotter.

£ Book Style
The org chart will bs printed a5 & ook, on separate pages, twa levels

per page. A sorted index page will be printed to easily locate a person
in the org chart book,

< Back I Next > I Cancel Help

Page 4
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If Book Style is selected, the next screen provides Book Style setting options. Please

refer to the Book Style printing section of this manual for more details,

Several options exist for book style printing.
" Use classic book style printing - all pages are printed using layout 4

& -
Use the page optimizer Tps e
TR T

% Use easy settings

" Use custom optimizer settings

Page customization list...

 Boxes across on book style pages
= Automatically set row size

{* Specify maximum row size I-i

Organizational levels to prirt IShow all levels 'l

¥ Print Index
¥ Show the print preview

¥ Show page number circles
¥ Zoom each page to fit

< Back

x|
F‘ref§|rred layout
ol E= (K E 1
Custom settings... |
Cancel | Hep |

then click Finish.

Print Wizard

“You are now ready to start printing, IF pou do not want the Print Wizard ta
appear each time you print, please select File> Print Options and turn off the
aption, Use Print Wizard

Header/Faoter..

™ Include Legend

Cancel Help

< Back I Finish I

Define Header and Footer. If a Legend is in the chart, click to print the legend and
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4 Wall Chart Print Preview

Wall Chart is the best option when you are sending the whole chart to a plotter or if you need
to print a large section of the chart.

1. Select Print Preview

2. Select Wall Chart and the desired “look and feel” thumbnail you prefer. Mouse over
each thumbnail for a description. Click on Show Preview.

Print Preview Type x|

¢ wall chart preview Wall chart printing is useful for creating a single chart view that spans one or
more pages. Multi-page printouts can be placed together to create a large
single chart wiew.

Wall chart printing is also appropriate for plotters and other large format printers,
r~ Thumbnails

@%&:ﬁn 0=

AL

R

[Layout 2, Narrow Font {54% zoom) |

|
a4
aga

" Book style preview  Book style printing separates different sections of the chart into logical pages.
Book style printing is most commonly used to print large organizations in a book
format. A table of contents is available with book style printing.

u
Al
BK STYLE

= -
Ll

Show Preview I Cancel |

3. The chart preview opens using the settings applied when viewing the chart. You can
adjust the settings to obtain the desired output.
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~ Pt | Prnt Setup | Mext | Prev | Two Pages | Close | Ressttodefaut | printing Tos | Show 3chart levels v | Page optimization options + 4+ Show Advanced Options

Pacific Eastern DatefTime: 03/17/2011 09:55:13
Pacific Eastern

C:AOP10 Active Samples\10Featurestart.odbx  Shown head count: 28 Open positions: 0 Planned: 28

4.1 Configure the Printed Page
Print Preview provides many options to control the printed page output. Toolbar buttons and

examples of what they accomplish are provided below.

% Prirt | Print Setup | Next | Prev | Two Pages | Close | Reset to default | Printing Tips % Show 3 chart levels  ~  Page optimization options %+ Show Advanced Options

e Print — Send the output to the printer (as it is displayed in Print Preview)

e Print Setup — Launches your print driver so you can select desired printer, page layout,
paper size, etc.

¢ Next — Active when the zoom is enlarged and the chart is printed across several pages.
Click Next to see the next page

e Prev — Active when the zoom is enlarged and the chart is printed across several pages.
Click Prev to see the previous page

e Two Pages — Active when the zoom is enlarged and the chart is printed across several
pages. Click Two Pages to preview 2 pages at the same time.

e Close — Cancels print preview and takes you back to the chart.

e Reset to Default — This will undo your preview modifications and set it back to the
initial settings.

e Printing Tips — Takes you to a help page for using Print Preview

Page 7



OrgPublisher

Show Levels — Change the number of levels displayed in the print preview

Prit | Pint Setup | et | Prev | Two Pages | Close | Resetto defaut | prrting Tos _ageopﬂmmonomons + 4 Show Advanced Options

10 Training Manuals\Chart Samples for Screenshots\OP9Printing.odbx

Broadcast Media
Broadcast Media

Date/Time: 04/15/2011 09:39:08

Shown head count: 16

Open positions: 1 Planned: 1

Select a new display setting:

) OP9Printing.odbx - OrgPublisher

Font | Pant Setup | et | Frev | Two Fages | Close | Resetto defaut | Pning Tios

bge optimization options

+ & Show Advanced Options.

Broadcast Media

Broadcast Media

Date/Time: 04/15/2011 09:48:13

P10 Training Manuals\Chart Samples for Screenshots\OP3Printing.odbx

Y
s
=
-
ot
3 =
L ‘OpanPoston
i = e e
M PBannster ‘Sendra RHogmenter TG Harvey WWaye
| o = = =l o
ZlE | 5 == =
H =0 = = . =
| | | |
¥ k] ¥ ¥l

Shown head count: 5

Open positions: 1 Planned: 1
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e Page optimization options — Provides options to get more readable boxes on a page.

Page optimization options - Tt Show Advanced Options

Compact boxes
[ Use narrow font
[ Put employees in box with manager

[ Put employees in box below manager

[ Hide secondary fields | Customize, |

¢ Show Additional Options — This buttons displays buttons to provide additional
modification options. Once activated, the button switches to Hide Advanced Options.
The Advanced Options toolbar is outlined in red on the bottom left.

Prirt | Print Setup | Next | Prev | Two Pages | Close | Reset to default | Prirting Tips Show 3 chart levels | = | Page optimization options  « |@ Hide Advanced Options

D) ﬁ?ﬁ;_.;t; = 4nop 4 I | Zoomtofit  ~ o=

4.2 Page Optimization Options Detailed

There are 4 options available to reduce the height and width of the chart on a page. Each of
these will create more “white space” on the page. This allows an increase in zoom which in
turn will increase space utilized on the page and readability.

e Compact boxes

e Use narrow font

e Put employees in box with manager
e Put employees in box below manager
e Hide Secondary Fields

4.2.1 Compact Boxes
Select Page optimization options and then select Compact boxes

TRINL L BE R (R W W IR NN ]

¥ Compact boxes
se narrow font
[ Put employees in box with manager

[ Put employees in box below manager

[ Hide secondary fielde | cistarmize. . |
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Broadcast Media DaterTime: 03/31/2011 11:3&31 Broadcast Media Date/Time: 03/31/2011 11:3&31

Before:

Broadcast Media

" C:10P9 Active SamplesiO PICommunications.odbx  Shown head count: 16 Open positions: 1 Planned: 7 1 C:10PY Active Samples\OPICommunications.odbx  Shown head count: 16 Open positions: 1 Plannedt 7 2

After:
Unnecessary spacing removed from the chart boxes. Boxes no longer “drop off” of the edge of
the page.

Broadcast Media Date/Time: 03/31/2011 11:36:18 Broadcast Media DateiTime: 03/31/2011 11:36:18

Broadcast Media

Froee an
B Comamte
ame e 3
e
s
s e Loorass i Fncaco
e su
£ ez | - 3z comome.
e o | v =
prrmssrm——
== L
uz merman —
552 [ =omon comren:
om=e || vametnge
o 7o) [ mene o
— s Covone
s o e s
i o p——
e 44 [ e mcore
. ===
o =] e o1
C:\OP9 Active SamplesiO P9Commurications.odbx ~ Shown head count: 16 Open positions: 1 Planned: 7 1 C:10P9 Active Samples\OPSCommunications.odbx ~ Shown head count: 16 Open positions: 1 Planned: 17 2

4.2.2 Use Narrow Font
Please note: The following example is using a combination of the Compact box and Narrow font
option.

Select Page optimization options and then select Use narrow font

¥ Compact boxes
¥ Use narrow font
ut employees in box with manager

[ Put employees in box below manager

[ Hide secondary fielde | Clstarmize. .. I
——
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Broadcast Media DatelTime: 03/31/2011 11:3&18 Broadcast Media DatelTime: 03/34/2011 11:3&18

Before:

Broadcast Media

-
=
=N
SEEE
P ol o =
M| [Riog e || 22 —
= S| =
fr—
e aid
o o
Frane =2 roquaon Coomranr
e Corrae e T RGN
e | -
Fcton = =
e O Reynocs: Imnal Brosdcast
= sssne
E— |
= =) - =z
C:\0P9 Active Samples\O PSCommunications.odbx ~ Shown head count: 16  Open positions: 1 Plannect: 7 1 C:\0P9 Active Samples\O PSCommunications.odbx ~ Shown head count: 16  Open positions: 1 Plannect 7 2

After:

By applying the narrow font option, the width of each chart box is now reduced. Only one
“arm” of the organization remains on the 2™ page.
I E———

Broadcast Media Date/Time: 03/31/2011 11:54:03 Broadcast Media Date/Time: 03/31/2011 11:54:03

Broadcast Media

e
[

e

- £

C:10P9 Active SamplesiOPeCommunications.odbx  Shown head count: 16 Open positions: 1 Planned: 7 1 C:10P9 Active SamplesiO POCommunications.odbx  Shown head count: 16 Open positions: 1 Planned: 7 2

4.2.3 Put Employees in Box with Manager OR Box below Manager

Please note: The following example is using a combination of the Compact box, Narrow font
and Put employees in box with manager or the below manager option. Only one of these
options can be selected.
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SeI(_ect Page optimization options and then select Put employees in box with manager

r

¥ Compact boxes
¥ Use narrow font
¥ Put employees in box with manager

[ Put employees in box below manager

[ Hide secondary fields —uskamize, |

—

Before:

Broadcast Media Date/Time: 03/31/2011 11:5403 Broadcast Media Date/Time: 03/31/2011 11:5403

Broadcast Media

C:10P9 Active SamplesiO PSCommunications.odbx  Shown head count: 16 Open positions: 1 Planned: 17 1 C:\0PY Active SamplesiO POCommunications.odbx ~ Shown head count: 16 Open positions: 1 Planned: 17 2

After:

By applying the Put employees in box with manager option, direct report boxes for Jason
Wyoming now contain their direct reports. The direct report boxes are stacked side-by-side and
now flow over to another page.

Broadcast Media Date/Time: 03/31/2011 12:0401

Broadcast Media

DaterTime: 03/31/2011 12:04:01

P

i

e 3| | smromon
C:\0P9 Active Samples\O P9Communications.odix  Shown head count: 16 Open positions: 1 Planned: 7 1 C:10P9 Active SamplesiOPSCommunications.odbx  Shown head count: 16 Open positions: 1 Planned: 7 2
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After Switching to Put employees in box below manager option, the direct report boxes are
presented horizontally and their direct reports appear in a box below. One organization is
spilling over to a second page.

¥ Compact boxes
¥ Use narrow font
™ Put employees in box with manager

I-i Put employees in box below manager

ide secondary fields | Cuskamize, |

Broadcast Media Date/Time: 03/31/2011 12:10:39

Broadcast Media DatelTime: 03/31/2011 1Z2:1%:39
) -
Broadcast Media i s

1 C:10P Active Samples\OPICommunications.odbx ~ Shown head count: 16 Open positions: 1 Planned: 7 2

C:\0P9 Active SamplesiO P9Communications.odbx  Shown head count: 16 Open positions: 1 Planned 7

4.2.4 Hide Secondary Fields

Please note: The following example is using a combination of the Compact box, Narrow font
and the Hide secondary fields option. The Hide secondary fields option let's you remove
unnecessary fields for printing. It is not available with the Put employees in box with manager

or below manager option.

Select Page optimization options and then select Hide secondary fields. There is a Customize
option now available.

¥ Compact boxes
¥ Use narrow font
[ Put employees in box with manager

™ Put employees in box below manager

¥ Hide zecondary fielde | customize. .. |
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Before:
Custom Fields are displayed in the chart boxes.
Broadcast Media DatefTime: 033172011 12:1248 Broadcast Media . DatefTime: 03/31/2011 12:1%:45
Broadcast Media
C:\0P9 Active SamplesiO| ﬁmm\m\‘{ns.mt: Shown head count: 16 Open positions: 1 Planned: 7 1 C:\0P9 Active Samples\O PACommunications.odbx Shown head count: 16 Open positions: 1 Planned: 7 2
After:

All Custom Fields are hidden and the chart fits on one page, if the Customize button is not
utilized.

Broadcast Media Date/Time: 03/31/2011 1220:45

Broadcast Media

C:\OP9 Active Samples\OP9Communications.odbx  Shoan head count: 16 Open posifions: 4 Planned: 7 1

After - Customize Button:

Click Customize and then select which fields should be printed. In this example, Bldg and Office
No. are selected for display.
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on options

y Selects the fields to print
N

W EISE s S0 &1®0

(iG] 1 1 1

¥ Compact boxes

¥ Use narrow font

[ Put employees in box with manager
[ Put employees in box below manager

[ Hide secondary fields | Customi

Fields To Print

)

Box Title:
Name:
O 10b Title:
O Phone
O Email

O state

2
[ D ffice MNo.

O crr

O Telecommuting
O Email Contact
O 30b Description

selectAl | Cearal | ok |

Cancel |

OrgPublisher

Broadcast Media

Broadcast Media

C:\OP9 Active Samples\OP3Communications.odbx

=]
Leonard Frarcem Sevn © Susna KOper
] Comoras | [~ Eog torprak 3 || [ By Comarsie
CFE Mo 57 || otz b o )| ofe o s,
Rado [Pubic Broadcat Interrel
SaTENTaE A AT l CanosE M e L0 M AEngm
Bty Coprai 3 ||| By Copose
Ofce o 2 || ofero &7
—
Fubic Broadcst Inksrrel Eroadcest
Efzmioeh M Feming l Ens R Framiin
[ Biag Corporaie
OHE N0 (=]
Prouction
| waye TRDH
Biy Comeraiz
offE b =)
Projuction
EranDReyois
By Comaraie
O ho. =]
—
_Ilh’llm
Arny KRoge s l

Shown head count: 16  Open positions: 1

Date/Time: 03/31/2011 12:30:22

Planned:

17 1
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4.3 Show Additional Options

The Additional Options feature provides additional controls for manipulating the output page.
Click Show Advanced Options to display the control buttons.

% Print | Print Setup | Next | Prev | Two Pages | Closel Reset to default | Printing Tips %Sl’m.ﬁlld’ﬂ'lle\rels v | Page optimization options v | <% Show Advanced Options

Additional Option Buttons

% Frint | Print Setup I Mext I Frev | Two Pages I Close I Reset to default | Printing Tips % Show All chart levels |~ | Page aptimization options  » 4 Hide Advanced Optians

.

Broadcast Media Date/Time: 04/15/2011 09:39:08
Broadcast Media

Undo — Available if the arrow buttons or drag and drop
were used to move the chart, departments or boxes.
Click to undo the last move.

P Copy — Available if the arrow buttons or drag and drop
was used to move the chart, departments or boxes. Click
this button to make a copy of the page. The page can be
pasted into any document.

+ Set Top of Chart — Used to change the top box
displayed on the page.

= Display Whole Chart - If the top box displayed on the
: page is not the actual top box, click this button to see the
actual top box.

£ &k Layout 1, 2, 3 & 4 — Changes the display of the lowest
" 7 ' | level boxes in each organization.

- 3 4 3 Movement Arrows — When a box, department or the
chart is selected, click the appropriate arrow to move the
highlighted boxes on the page.

100% ~ | | Zoom — Zooms the chart to allow more boxes to display
on the page.
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Header and Footer Controls — Use the header and
footer buttons to set elements for display or to turn off
the header, footer or both.

Add or Remove Legend - If a legend is available for
the chart, this the on/off toggle for display.

Drill-up and Drill-down — This is the on/off toggle to
display the drilling arrows.

4.3.1 Set Top of Chart

1E

Once you have opened the preview, you may determine that you want to print from a different
top of chart. If you can see the top box you require on the page, then select the box and click
on the Set Top of Chart button.

1. The Sales division is

selected

Pacific Eastern

Pacific Eastern
Rmei0 s

2. Click Set Top of Chart

Page 17
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3. The Sales division is now at the top of the chart

uuuuu

4. Click the Display Whole Chart to return to the actual top of chart

4.3.2 Change lowest level box configuration (Layout 1, 2, 3 and 4)
The 4 layout options determine how the lowest level boxes displayed will be arranged.

i P 5, Z ::'F,:: i
Examples of each setting are provided below. = -

e Layout 1 — Lowest level boxes are horizontal

Page 18



Layout 2 — Lowest level boxes are vertical

R rcay |
= | =)
= {4

Layout 3 — Lowest level boxes are side by side and vertical

Pacific Eastern

Layout 4 — 2 levels display and boxes are wrapped

Pacific Eastern

=0

pell

OrgPublisher
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4.3.3 Move Boxes Using Arrows or Drag and Drop

A box, department or the whole chart can be repositioned on the page by using the Movement
Arrow buttons OR with drag and drop.

« 5 4+ ¥

1.  Select the box, department or chart to move
2.  Click the directional arrow to move OR hold the left mouse button down on the top
selected box and then drag and drop to the desired position

3. When all boxes are on a single page, click the One Page button to show only 1
preview page.

Paific Eastern Date/Time: 10/30/2008 14:36:50
Pacific Eastern

C:A0P9 Chart Samples\OP3WorkAnalytics.odbx  Selected head count: 5 Open positions: 0 Planned: 5 1
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4.3.4 Repositioning the Top Box on the page

Click twice (not a double click) on the top box displayed. Only that box will be selected. Use
the arrow buttons or hold the left mouse button down on the box and then drag and drop in
the new location.

Pacific Eastern DaterTime: 10/30/2008 14:36:50

Pacific Eastern

The top box and chart title are now repositioned on the page. Repeat the process to move the
Assistant box below the top box.

T

Pacific Easten Date/Time: 10/30/2008 14:48:10

Pacific Eastern

Assistant box is repositioned

Pacific Eastern
Pacific Eastern

4.3.5 Zoom control
The zoom control changes the size of the chart image displayed.

100% -
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Layout 2 with 3 levels displayed — Zoom is set to 100%

:

00N 2 Ruclc Eaikrn Do i 105072008 4:02:07

Pacific Eastern

wnead count:25 Cpen pordonico Paned: 20

CACPS Qurt Sampla NOPMMeckArelfcs o Shoy

Same sample as above, but at 70% Zoom

4.3.6 Modify the Header and Footer
Three buttons control of the header and footer.

=

The first button toggles the header on and off.

Pacific Eastern

=+

(C:\0P9 Chart Samples\OPWor kAAnalytics.odbx  Selected head count: 28 Open positions: 0 Planned: » 1

The second button toggles the footer on and off.
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Pacific Eastern

The third button controls the elements displayed in the header and footer. Make

any desired changes and then click OK.
ﬂ Print Header /Footer Dptions 5'

Header | Footer | Headsr Footer |
¥ Print Page Header 7 Piint page footer
[~ Group label ¥ File Name and Location
¥ Title v Head count
%" Defaulk Chart Title ¥ Open pasitions
© Custom Title: | o P s

[V Planned head count
™ Custom Footer

v Date and time
[Drate Format:

[MM/DDAE HH s | ‘ [

Date Prefis:
IData#T\ma

< Pririt Date " Data Modified D ate

1~ Font Customization [~ Font Customization

Auial Select Font | il Select Font

8 point & point

0k I Cancel I Help 0K I Cancel Help

4.3.7 Add or Remove Legend
If your organization chart contains a legend, you can use the Legend toggle button to display or

not display the legend in the printout.
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Pacific Eastern Date/Time: 10/30/2008 15:50:17

EL LT ES
vgrz

C:'OP9 Chart Samples\OP9Comm.odbx  Shown head count: 8 Open positions: 0 Planned: 8 1

4.3.8 Turn off Drilling Arrows
This is a toggle button to display or not display the drilling arrows. If the drilling buttons are

on, the lowest level boxes will display horizontally. The use of Chart Layouts 2 and 3 will have
no impact on the display of the chart. See next section for details on Chart Layouts.

RciE EIem CHtaTIm e : 103072008 13:5416 RCiE Eaem CobTIme: 10302008 13:5406

==

CI0PY CHurt Sample SOPTACKHAMIVICE.OE  SHOWN Iead ccUrt: 28 Cpen posiionscd  Panmed ] 1 C10PY Crart Sampla OPYACKHANICs. 0BT ShOWN 8ad coUNt:Z8  Cpsn poifonE D Panmsd: 20 1

Pacific Eastern

-
an=

—
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5 Book Style Print Preview

Book Style printing is best suited for printing large portions of the chart or the whole chart.
OrgPublisher breaks the chart into pages. You can modify the page prior to printing using the
techniques described in the Wall Chart Print Preview section of this manual.

Chart Administrators can use Print Preview to configure the whole organization chart. These
settings are saved and become part of the published chart.

1. Select Print Preview

2. Select Book Style

Print Preview Type 1'

{~ wall chart preview  Wall chart printing is useful for creating a single chart view that spans one or
more pages. Mult-page printouts can be placed together to create a large
single chart view.

Wall chart printing is also appropriate for plotters and other large format printers.
r~ Thumbnails

Eae e

:L,—— . - ) T—,_[r?l'ﬁ ’-.-—,l-_w—r [PT F T

— — n

& Book style preview Book style printing separates different sections of the chart into logical pages.
Book style printing is most commonly used to print large organizations in a book.
format. A table of contents is available with book style printing.

Show Preview I Cancel

3. The Preview window displays 2 panes.
3.1 The upper pane displays all pages for print.
3.2 The lower pane sets the focus on the selected page in the upper pane. The user
can manipulate the page layout from this pane.
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levels 7] zoom | zoom tofit Juwew [EEE=

Pacific Eastern

4. Each Pane has options for modifying the print output.

The upper pane has the Printing and Settings options.

Frint Setup... | EEUl'Igs.l EEI'H:Ell Select pages to print Printing Tips
P

The lower pane contains page manipulation buttons (detailed in the Wall Chart Print
Preview section of this manual)

o, é E’E ’% Ishow 2 chart levels j Foom Ichm to fit j (100%G) IE = % o Rieset to defaulk

5.1 Settings

—

In the upper pane select Settings
2. The highlighted section provides you 2 options.

Option 1: Do you want to break the chart into 2 levels using Layout 4 on all pages?
Option 2: Do you want to apply some controls to optimize the print pages?
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Book Style Print Settings

Several options exist for book style printing.

" Use classic book style printing - all pages are printed using layout 4

¢ Lsge the page optimizer

More pages  Fewer pages Preferred lapaut

% Uze easy settings

€ Usze custom optimizer zetings Custom settings... |

Page customization list... |

Show all levels |—

s —

_ Ok [ Coed ] Heb |

2.1

OrgPublisher

If you select option 2 — Use the page optimizer, you can now use the setting

options available under the optimizer. These are:

Use easy settings: Use the slider to reduce or increase the number of pages
printed. Determine your preferred layout method for the lowest level boxes

printed on the page.

—{% Use the page optimizer
taore pages

Fewer pages
1

i |lze easy settings
pene T

™ Use custom optimizer settings

Cuztom zettings... |

Preferred layout

cE o

FPage custamization list...

Use custom optimizer settings: Click the Custom settings button. The
following window displays. This allows you to optimize the output even further for

the fewest pages printed.

Each setting let’s you control the output of each individual page based on the
criteria you select. Make your changes and click on OK.
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In some cases, the default criteria used by the page optimizer may not
produce the Ffewest pages possible, You may modify that criteria here,

When a page fits none of the criteria below, it will be printed using chart
layout 4 with two levels displayed.

‘when the box at the top of the page has less than this number of tatal
descendents, show all descendents using this chart lawout

B @ cefs

‘hen the box at the top of the page has less than this number of children,
grandchildren and great grandchildren, show 4 levels using this chart layout

[tv = r:é - =fa

sihen the box at the top of the page has less than this number of children
and grandchildren, show 3 levels using this chart layout

[+ 2] c@ csfe
[0 4 I Cancel

2.2 Page Customization List

When customizations have been made manually to a specific page (in the lower

pane) and saved, the list of these pages is available for removal if no longer

needed. Read further down in this manual for information on making the manual

changes. This example has no customizations saved.

Book style page customization list

X

The lisk of pages in this dialog contain cuskom print settings. Deleting ikems From the
lisk results in those pages using the print settings determined by the page optimizer.

Select &l Clear selection | Remove selected items

oK I Cancel |

2.3 Boxes across on book style pages

This gives you the option to control the number of boxes displayed across on

pages that will have Layout 4 (wrapped and stacked boxes) applied. You can let
OrgPublisher automatically set the number or indicate the number you prefer for

each line of boxes.

% Automatically et row zize  { Specify maximum row size |4

"Bnﬁes acrozz on book style pages
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Automatic — OrgPublisher used 3 across

workforce Intelligence
Bl d b LIP 1 T M 1

I 1
SdaP B (g oy ek FanlHebrir
Hurk ey bk b Frindli et Direcier 1kt d C riath i e T e
[ T
[regery Frark Thorua

Maximum specified - 4

Workforce Intelligence

Euddbu I Pl e
I T T 1
Sad P B iy oy Fie b FaulHebram [
Hurk ey b s Frnd et Dlrix T ke d Creaiha bl s Fria e Dkt o L

2.4 Organizational levels to print let’'s you determine how many levels from the top
box in the print out you wish to print. Click the drop down to select the number of
levels.

Organizational levels ta print I Show all lesels j

2.5 Select to zoom each page, show page number circles, print Group icon legend,
print an index or modify Header/Footer contents.

1.1 Indicates option selected
[+ Print Index [+ Show page nurber circles ‘

™ Include Legend ¥ Zoom each paoe ta fit

Print Index uses the field layout of the List View in the Style that has been
selected for printing. This will appear at the first of the printout. Each
record will be listed (and sorted as the List View dictates) with the page
number where the box is located. Please review the Views manual for more
information on the List View.

Show page number circles will print the page number circles (replaces the

drilling arrows in a published chart). These circles tell the viewer of the
printout what page contains the continuation of that organization.
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Include Legend is a valid option if there is a legend contained in the Style
selected for printing. The legend will print on each page.

Zoom each page to fit automatically resizes each output page to fit on a
single page. The viewer will not have to make any manual adjustments. If
this setting is selected, the user can go to an individual page and turn the
zoom off to make adjustments.

1.2 The Header/Footer button allows the user to modify or turn off the header
and footer. Once selections are made, click OK to return to the Settings
window.

Header/Foaoter... |

3. Once all changes are made, click OK.

5.2 Select Pages to Print
The Select pages to print button when clicked will select all pages for printing.

Print... | Print Setup... | Can::ell

You will be prompted with this dialog box telling you that the option allows you to click to select
or deselect a page for printing. Click OK to continue.

Select pages to print

Printing Tips

Selective printing mode enabled x|

“fou have turned on selective print mode. Click on the
printer icon in the lower left corner of a thumbnail ko
indicate whether wou want the page printed. You can
right click on a printer icon For more options.

[~ Don't show this dislog again

Once the button is selected, it changes to read Cancel print page selection. All pages are
selected for printing, as noted by the printer icon in the bottom left corner of each page. To
deselect the page for printing, click on the printer icon, as noted below. The icon will indicate
no print and this page will not be included in the print output.
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OrgPublisher - Book Style Print Preview

OrgPublisher - Book Style Print Preview |
Print... | Setthgs...l Eamell Cancelpmtpageselecﬁonl Printing Tips

&

1 - Russell Heis 2 - Susan Hester .'-h Lo sis Ramos 4 - Jeffrey Bauer 5 - Tyler Samson

To exit from this mode, click on the Cancel print page selection button.
| Cancel print page selection I

5.3 Customize a Page Manually
The lower pane of the preview window displays the selected page and provides options for
modifying the look of that page.

1. Select the page to modify. The page appears in the lower pane of the Print Preview
window.

2. The toolbar buttons in the lower pane are detailed in the Wall Chart Print Preview
section in this manual.

5.4 Zoom then Drag and Drop Boxes on an Individual Page
When manipulating the individual page work for the highest zoom percentage to ensure

readability of the printout. 50% and higher typically provide good readability on the printed
page.
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If increasing the zoom moves some of the boxes beyond the edge of the page, consider using
drag and drop to move them back onto the page. Refer to the Drag and Drop information in
the Wall Chart Print Preview section of this manual.

100% Zoom - left and right edge cut off =~ Boxes moved to fit left and right edges
= e ,ﬁ = = Reset to defadk I Zoom lm j (86%) 'ﬁ E = Reset o default I

Zoom | MG

5.5 Working with a Page Customization List
As noted earlier in this section of the manual, the chart administrator may make customizations

to a page that is carried over to the published chart. At times, these customizations may need
to be removed.

1. There is a customization for this page. The push pin indicates this.

1 - Ruzzell Heiz

2. To remove this customization, click on Settings, then Page Customizations List. Click
to select the page you wish to remove. Click Remove selected items and then click
OK.
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Book style page customization lisk x|

The list of pages in this dialog contain cuskom print settings. Deleting iktems From the
list results in those pages using the print settings determined by the page opkimizer,

[ High Tech Creative - kvle Yellow
[] Pacific Eastern - Russell Heis

Select al Clear seleckion | Remove selected items |

ok I Cancel |

If customizations were made to any pages while working in Print Preview, if you click on the
Print button, you will be prompted to save your customizations.

OrgPublisher x|

3) Do you wantk to save the page customizations you made in the preview window?
-

The page customizations can be remaved later by clicking on
'Page custamization list..." in the book style wizard or setup dialog.

Mote: IF wou choose not to save the settings, they'll stil apply to this print job.

es Mo |
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6 Send to PowerPoint - Book Style and Wall Chart

OrgPublisher sends output to PowerPoint using the same methods available for Wall Chart and
Book Style printing. Send to PowerPoint launches the same previewer windows as noted for
each style of printing earlier in this manual. Within each of these windows, the button Print is
substituted for Send. Because this is PowerPoint output, there are some different options
available from the Send button. This feature is available to Chart Administrators, Users viewing
charts published as PluginX or EChart Rich Client and OrgPlan users.

—

Select the Send to PowerPoint button
2. Select Book style or Wall chart preview

Microsoft PowerPoint Preview ll

" Wall chart preview  Wall chart printing is useful for creating a single chart view that spans one or
more pages. Multi-page printouts can be placed together to create a large
single chart view.

Wall chart printing is also appropriate for plotters and other large format printers.
r~ Thumbnails

Easte e

:L,—— ; - . T—,—[ﬁl'F |—.——,|—__';r T”’ F Ci

' Book style preview  Book style printing separates different sections of the chart into logical pages.
Book style printing is most commonly used to print large organizations in a book
format. A table of contents is available with book style printing.

= .
Show Preview I Cancel |

6.1 Settings Option When Sending to PowerPoint

The Settings window contains most of the options offered when printing. You will note a couple
of options missing from the PowerPoint Settings window, such as Print Index and Page number
Cl rcles . Book Style PowerPoint Settings

There is a new option in this window that allows you to
activate Hyperlinks on the chart slides in the
PowerPoint presentation. Click to select Hyperlinks if
this function is desired in the resulting PowerPoint
chart slides.
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6.2 Modifying Chart Slides

Chart pages in Book Style preview represent the chart that will be placed on individual slides in
your PowerPoint presentation. Modification of the slide is similar to the method used to modify
charts in Wall Chart Preview. Please refer to the section on Configure the Printed Page in the

Wall Chart Print Preview section of this manual for specific details on the common functionality.

6.3 Sending to PowerPoint Options
There are several options a user can make when sending output to PowerPoint. Details about

the options are provided below.

1. Modify the page layouts as you would for printing.
2. Click the Send button to set options prior to sending to PowerPoint.
3. Make the following selections and then click on OK to send to PowerPoint.
3.1 In the highlighted area below if you have used the Select pages to print button,
OrgPublisher will populate the Pages entry. If not, you can type in the pages you
wish to print or just select Current Page or All Pages.

Send to Microsoft PowerPoint

Page Range

% Current Page

Al Pages
™ Pages:

Enter page numbers and/or page ranges
seperated by commas. For example, 1,3,5-12

3.2 The highlighted option below let’s you choose to place the chart slides in an open
PowerPoint or if not checked, to open a new slide presentation containing the
chart slides.

Send to Microsoft PowerPoint

[V Use currently open presentation (if exists)

"Powerpoint Options

3.3 The highlighted portion below let’s you select what type of graphic image is placed
on each slide of the PowerPoint. Both send the slides over as a single image. If
the metafile option is selected, the image can be ungrouped in PowerPoint and
lines and boxes can be manipulated. This is very tedious and not recommended
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for novice PowerPoint users.

Image Oplions
' Copy as metafile
¢ Copy as bitmap

3.4 The highlighted portion below allows you to select any
or all of the options. If Show Drill Buttons is
selected and Hyperlinks is check marked in the
Settings Window, the drilling arrows will be active in
the PowerPoint. A user can click on the arrows in the
PowerPoint and navigate to the correct slide containing
the remainder of the organization.

—Chart Options
¥ Show Drill Buttons
¥ Chart Title

% Title is part of image
" Title is part of slide

[ chart Background
% Backoround is part of image
€ Background s patt af slide

The Chart Title can become part of the graphic
image on the PowerPoint slide or it can be separate
from the image. If the title is part of the slide, it will
appear in a text box at the top of the slide. It can be
edited, as needed by the user.

The Chart Background can be sent over to the slide
if Print Gradient/Background is activated by the
chart administrator. The user can select to include the
chart background as part of the slide or as part of the
chart image. If it is part of the chart, it can be sized to
cover the whole slide. If it is part of the image, the
chart image and background are one and also can be
sized as needed.

Please note: The chart administrator, must indicate
that backgrounds can be printed. This is done in the
Format menu, select Chart and then click to select.

3.5 Click OK to complete.

Print Gradient/Background [~

Page 36



	1 Print Defaults Set by the Chart Administrator
	1.1 Print Wizard Option
	1.1.1 Activate the Print Wizard

	1.2 Save Preview Settings
	1.2.1 Activate the Save Preview Settings Option


	2 Print Setup
	3 Using the Print Wizard
	4 Wall Chart Print Preview
	4.1 Configure the Printed Page
	4.2 Page Optimization Options Detailed
	4.2.1 Compact Boxes
	4.2.2 Use Narrow Font
	4.2.3 Put Employees in Box with Manager OR Box below Manager
	4.2.4 Hide Secondary Fields

	4.3 Show Additional Options
	4.3.1 Set Top of Chart
	4.3.2 Change lowest level box configuration (Layout 1, 2, 3 and 4)
	4.3.3 Move Boxes Using Arrows or Drag and Drop
	4.3.4 Repositioning the Top Box on the page
	4.3.5 Zoom control
	4.3.6 Modify the Header and Footer
	4.3.7 Add or Remove Legend
	4.3.8 Turn off Drilling Arrows


	5 Book Style Print Preview
	5.1 Settings
	5.2 Select Pages to Print
	5.3 Customize a Page Manually
	5.4 Zoom then Drag and Drop Boxes on an Individual Page
	5.5 Working with a Page Customization List

	6 Send to PowerPoint - Book Style and Wall Chart
	6.1 Settings Option When Sending to PowerPoint
	6.2 Modifying Chart Slides
	6.3 Sending to PowerPoint Options


