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1 Search and Group

Or gPubl i sher 6s Se aristhe warkhdrse®ehiodirgporting ana data analysis.
Searches can be single or multi-criteria (Boolean). Search criteria are stored as a Group. As
data is refreshed in the charts, the Groups run against the updates and new results are
available.

1.1 How CanlUse Group Result s?

If a record meets the criteria stored in a group, then that record is a group member. Group
membership is used to do the following in the organization chart:

= = =4 =4 =

=

= =4 =4 =

Counts of members in a group
Rollup summaries for members of a group
Produce a list of members in a group

Filter View 1 Filters the chart to only display group members OR to spotlight the boxes
of group members

Create Conditional Position Typesbased on group membership

Conditional formatting of background areas in a chart box formatted with Advanced Box
Layout Editor

Assign and display Group icons in chart boxes of group members
Chart Graphs based on group membership

Filter the 9 Box Recorddisplay to only members of a group
Security settings based on group membership

Access to a Style

Ability to view a field of data

Restrict that data is only displayed for a specific group
Restrict accessto published chart functionality based
Authorize access to Organizational and Succession ganning
Restrict what areas of the chart a person can use for planning

O O O O O ©°
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2 Search

Any data that a user is authorized to see AND that has been defined as searchable can be
searched. Multiple criteria can be applied to filter the data to the desired results. For instance,
a single criteria search might be identifying all employees hired after 1/1/2009. A second piece
of criteria might include the people hired after 1/1/2009 and how many of those employees
work in a specific state?

Chart administrator s have the option to provide many search tools for users. OrgPublisher has
features to improve the accuracy of the search results which are established by setting the
default Search Options.

2.1 Search Options

Chart administrators set the default search options for viewers of the published chart and
control what end users can see and the information which they can accessthrough searching.
To define searching settings in the published chart, click on Options in the menu bar, move the
mouse pointer down to Search options. Then, move the mouse pointer on top of the option
you wish to set. Details about each option are provided below.

Options i Help

| Use Hotspot Wizard E] ﬁ 8 &% ko
Messages

Synchronize navigation between styles levels  ~ . F 100% hd ~s
Photo wait ’

Sort options...

Calor scheme options...
Text encoding options...
EChart security options. ..

28|

Real-time connection configuration.. .

Search options -~ Customize Search dialog...

Tree View options L\§ Semantic Dictionary...

List View options Show preview when searching by name
Profile View options Show preview when searching by job title

Summary options Show preview when searching by box title

- rF v v v

Group display options Show preview on toolbar search

Use Advanced Search View
_ Use Smart Search View
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2.1.1 Customize Search dialog . . .

If you select Customize Search dialog. . ., you are choosing to control the Search dialog that is
accessed when the user clicks on the Search button.

Name | Job Title | Box Titl | AllFields | Groups |
o Search
D SEE - i EE“ Hm' 2 d“ Last Name First name Middle name ’ﬂ
k ” I I Close
3 Match
[Open advanced search dialog | [~ ey oo | S
- Search under A
I Match Case selected box -
o Mew Search
) Add o st below
) Search within list below
Name: Job Title: Box Title: Email: I Hired: Degree:
4 | i
0 people found = Email §5Copy  ZEMicrosoft Bxcel [ Save as

2.1.1.1 Move Up and Move Down
1. Select Customize Searchdialog . . . under the Options, Searchoptions menu.
2. Highlight the item to move .

Customize Search Dialog x|
Search Page | Tab Caption | Field label Hide = Move Up

Name Name Last name,First name, Middle name  Show M D
Job Title Job Title Job Title Show ﬂl

Box Title Box Title Box Titl

e% Show -
1 T ” _»l_l Restore Defaultl

[ Keep focus on Search dislog

" Enable succession planning features 0K I Cancel I

3. Click the Move Up or Move Down button. The Move Upand Move Downbuttons contro/
the right to /eft display of the Search dialog tabs. Highlight the tab you wish to move,
and then click the appropriate button.

Search Page | Tab Caption | Field label | Hide J Move Lp |

Job Title Job Title Job Title Show

Name Name Last Name First name Middle name  Show MDVB o
Box Title Box Title Box Title Show
< I - T | Restare Defaultl

[ Keep focus on Search dislog

[ Enable succession planning features 0K | Cancel |

4. Click OKand then open the Search dlalog The Name tab is now in the second position.

Job Title Bow Title | A1l Fields | Groups |
Seachil
Lo T el

I [ Cloze

Match
- &nae Dart nf Fial — ~Search options———————1
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2.1.1.2 Change the Tab Caption

1. Select Customize Searchdialog . . . under the Options, Searchoptions menu.
2. Highlight the text in the Tab Caption column you wish to change.

3. Type in the preferred text.
4

Click OK.
Customize Search Dialog
- | Search Page | Tab Caption | Field label | Hide Move Up |
- | Name Emplayes] T | Last Name,First name Middle name ~ Show
; - y Move Dawn
Job Title Job Title Job Title Show
Box Title Box Title Box Title Show =
| 4 I - T - | » Restare Defaultl
1 :
[~ Keep focus on Search dialog
[~ Enable succession planning features 0k | LCancel |

5. Openthe Sear_cr_l_dialog box and note the change in the tab caption.

Emplovee | Job Title | Box Titls | &1 Fields | Groups |
Search
I I I Close |

Match
|- 2w part nf Fisid -l [ Search options———

2.1.1.3 Change the Field Label
1. Select Customize Searchdialog . . . under the Options, Searchoptions menu.
2. Highlight the text in the Field Label column you wish to change.
3. Type in the preferred text.
4

Click OK.
Customize Search Dialog
Search Page | Tab Caption |_Figld jabel | Hide Move Up |
Hame Mame Laszt First narne Middle narme Show
h M B]
Job Title Job Title Job Title Show ':"’E owin

Box Title Box Title Box Title

Show
1.I' T T | Restore Defaultl

[ Keep focus on Search dialog

™ Enable suscession planning features Ok, | Caneel |

5. Open the Search dialog box and note the change in the field label.
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Previous Label New Label

Name | Job Tite | Box Title | Al Fie Name | Job Tite | Box Tite | Al Fisk
| Last Mame I Firgt name I Lt I It s l
T | i1| | |

L tdatch
bl .| |=Any Part of Fieid -
|- Any Part of Field - —
—] [~ Match Case
[~ Match Case
Name: | Job Tite:

| name: | Job Title

2.1.1.4 Show or Hi de a Search Tab
1. Select Customize Searchdialog . . . under the Options, Searchoptions menu.

2. Click to the right of the word Show in the Hide column of the tab you wish to chang e.
3. Select Hide
4

Click OK.

Customize Search Dialog x|
Search Page | Tab Caption | Field label | Hide Move Up |
MName Name Last Name First name, Middle name _Shose y 0
Job Title Job Title Job Title Show — ﬂl
Box Title Box Title Box Title
4 I T B Hide Restore Defaultl

[~ Keep focus on Search dialog

[~ Enable succession planning features 0K | Cancel |

5. Open the Search dialog box and note that the tab no longer displays.

Previous Tabs Displayed New Tab Display

Search

~ Name || Job Title | o Title | 41 Fields | Groups | Name | Box Tie | AlFieids | Groups |

Last hame First name Middle name Last Name Furst name: Middle: name

tatch Match

| I, =1

2.1.1.5 Restore Default
If you have made changes and you wish to reset the Search Dialog to the default settings

shipped in OrgPublisher, select Customize Searchdialog . . . under the Options, Search options
menu. Click Restore Default
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Search F‘age| Tab Caption | Field label | Hide Move Up |

Name Name Last name, First name Middle name  Show
Job Title Job Title Job Title Show
Box Title Box Title Box Title Show

TR A= m — il
« | » Restare Default

[~ Keep focus on Search dialog

ane Do

[ Enable succession planning features Ok | Cancel |

2.1.1.6 Keep Focus on Search D ialog
This option controls the use of the Tab and Enter keys on the keyboard when the Search

dialog box is open. This works when you are using OrgPublisher to administer the charts and
for users viewing a chart published as PluginX or EChart Rich Client (see the Publishingmanual
for more information).

Select Customize Search dialog. . . under the Options, Search optionsmenu. Click to select
Keep focus on Search dialog

Customize Search Dialog
Search F‘age| Tab Caption | Field label | Hide j Maove Up |

Name Mame Lazt name,Firgt name, Middle name  Show
Job Title Job Title Job Title Show
Box Title Box Title Box Title

Show
[ ‘.II - O _|_I Restaore Defaultl

¥ Feep focus on Search dialog

r%nable succession planning features oK. I Cancel |

bave D u:uwn

In the Search dialog, the cursor is in the Last name field. With Keep focus on Search dialog
check marked, the user can press the Tab key on the keyboard and move the cursor to the First
name field.

Name |.Job Title | Box Title | 4l Fields | Groups | ame | Job Titl | Box Tite | 4l Felds | Groups |

Lazt name Firzt name tiddle name . .
| | Lazt name _First name Middle name

Match E—

If the user types in a Last Name, the Search Now button is active. Pressing the Enter key will
perform the search.
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Name | Jab Title | Bos Title | Al Fields | Groups |

Last name First name Middle name

Ijunes I I

atch
|= Any Part of Field j Search options
r Search under, N
[ Match Case selected boy i
o ~ '

2.1.1.7 Enable Succession Planning Features

OrgPublisher

This adds two search fields that are valuable when a user is viewing a chart containing
successors. To activate the option, Select Qustomize Search dialog. . . under the Options,
Search optionsmenu. Click to select Enable succession planning features

Customize Search Dialog
Search Page | Tab Caption Field label

Last name, First name, Middle name
Job Title
Box Title

Hide =«
Show
Show
Show

H.I \

.

Mowve Down

Pl
Mowve Up |
_ Move Down |

Job Title Job Title
Box Title Box Title

- e

[ Keep focus on Search dialog
Ergnable succession planning features I

—_—

Restore Default |

Cancel |

The fields are available under the All Fields tab and are
listed at the bottom of the Search fields.

1 Successor(s) in a boxi Lets the user look for boxes
that contain a specified number of successors. For
instance,

1 Person successor counii Lets the user look for
people who are in the chart as a successor for a
specified number of times. For instance, how many
people are in the chart as a successor 2 times? Or
greater than 2 times?

2.1.2 Semantic Dictionary . ..

MName I Joh TitIeI Bow Title Al Fields | Groupsl

Seanch

Salary: -
FayGrade:

FTE:

ExemptStatus:

Birthdate:

Est. Retirement D ate:

Languages:

Performance:

A Last Appraizal D ate:
Fieady For Promation:
Open_Since:

4

Caze

Sales:

Owertime:
Industrears:

R anking:

Percent to Market:
Succession Rank:

Est. “rs. to Retirs:
Position 1D:

Ermnail

Previous Position:

Frior Positions:

bmail

g ! Tech
Jied Potential thnolo
| Total Salary Greg
Paosition type =
| Statug type A
Fielationzhip 2

Bus.
Poti

Groun

Person successor count

The Semantic Dictionary stores additional translations for values typed in for search of data
fields. These settings remain available for any new chart you create with OrgPublisher. The
Semantic Dictionary Editor provides a method for adding additional translation for fields in the
chart data. If the user types in any of the defined translations, all records containing any of the

translations are returned in the search result.
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4 Job Title:
4 Account Executive
Account Erecutive
Aoc. Ex
Az Executive
Accounting Ex.

In the following example, the Semantic Dictionary has several
translations for the Job Title - Account Executive

Account Executive
Acc. Ex.

Ac Executive
Accounting EX.

= =4 =4 =4

The user types in Acc. Ex. for the search value under Job Title. The Match is set to be = Any
Part of Field. The results show people with several of the defined translations.

"Mame Job Title | Box Titlel Al Fieldsl Groupsl

Job Title

[

td atch

I=Any Part of Field

=l

[ Match Case

Search Mow

Close

Search options
Search under
selected box h

% New Search
© Add ta list below
7 Search withir list below

Name:

| Job Title:

| BoxTitle: | Ema

ﬂ Lester % Fern

& Jonathan J Jester
& Gerald Ponds

& David R Rodriguez
& Kayla G Roo

ﬂ Tyler K Samson

* Richard J Santiage
ﬁ Amber Y Trust

& Bradley H Vick

r% Open position

r% Open position

ﬁ% Open position

4

Assistant Account Executive
Account Executive
Account Executive
Assistant
Account Executive
Assistant Account Executive
Assistant Account Executive
Assistant Account Executive
Assistant Account Executive

12 people found

Local Sales ... Lesi

National Jong
National Geri
National Dav

Local Sales Kay
Local Sales ... Tyle
National Rich
National Sales  Amt
Local Sales ... Brac
Local Sales

National Sal...
National Sales

=1Email " Copy & Microsoft Excel |Saveas..

2.1.2.1 Modify Existing Translations
There are several pre-built translations in the Semantic Dictionary. These can be modified to

meet your companyds needs.

1. Click on the Options menu. Select Search options and then Semantic Dictionary . . .

Page8



| |Options | Help

| Use Hotspot Wizard

Messages

Synchronize navigation between styles
Photo wait

Sort options...

Color scheme options...

Text encoding options...

EChart security options...

Real-time connection configuration. ..

3

€2 View Mode

levels . %, 100% -

Search options

Pacific Eastern
President

IE &

Russell O Heis

Customize Search dialog. ..

iR

Tree View options
List View options
Profile View options
Summary options
Group display options

Semantic Dictionary...

Sales
- Marketing Vice Pr

Show preview when searlas\ng by name
Show preview when searching by job tite
Show preview when searching by box title
Shaow preview on toolbar search

Use Advanced Search View

Use Smart Search View

Click to expand the list of translations.

Semantic Dictionary Editor

Manage the tranzlation dictionaries.

4 Job Title:

Aoo. Ex

% b coount Esecutive

Ao Executive
Accounting Ex.
[+ Azziztant dccount Executive

Accaunt Executive

OrgPublisher

Click on the translation you wish to edit. Type in the preferred text and press enter OR

Semantic Dictionary Editor

Click on the + to the right of the selected translation to add a new Value. Select the

bl anage the tranzlation dictionaries.

X

4 Job Title:

A Executive
Accounting Ex.

S

text i Valuei and type in the preferred text. Press the enter key.

Semantic Dictionary Editor

b anage the tranzlation dictionaries.

x|

4 Job Title:

4 Account Executive

Aocount Executive

Aoo. Ex

&
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Semantic Dictionary Editor

bl anage the translation dictionarnies.

4 Job Title:
4 Aocount Executive

nt Executive
[aE] .-

Acc. Ex
A Executive
Arccounting Ex.

5. Future searches will now return people who have A.E. in their job title. Also, people can
search on A.E. and return records with all of the translations listed for Account
Executive.

2.1.2.2 Add New Translations
As you discover data inconsistencies, you may need to add additional translations to the

Semantic Dictionary.

1. Click on the Options menu. Select Search options and then Semantic Dictionary

| |Options | Help
| Use Hotspot Wizard (62 View Mode E] & 8 Wb
Messages
Synchronize navigation between styles levels 'j:'. n, 100% e G
Photo wait 4
Sort options...
Color scheme options... Pacific Eastern
Text encoding options... President
pri EChart security options. .. Russell O Heis
or Real-time connection configuration. .. n
Search options Customize Search dialog. ..

Tree View options 4 Semantic Dictionary...

List View options D Show preview when searlaimg by name
Profile View options D Show preview when searching by job title
Summary options D Show preview when searching by box tite
Group display options D Show preview on toolbar search

Sales Use Advanced Search View
Marketing Vice Pr Use Smart Search View

Page 10



2. Click on the + to the right of the first translation.

Semantic Dictionary Editor

Manage the translation dictionaries:

=]
—
PR +
b Account Eneculive

b Assistant Account Executive

b Beneits Specialist
b HR Specialit
b Product Specialist
b Fiessarch Assistant
4 B Tiler
b Broadcast Media
b HiTech
b Human Riesources
b Infomation Technology
b Market Research
b Publ Broadoast

3. A New Field Name translation item appears.

Semantic Dictionary Editor

Manage the tranzlation dictionaries.

4 Job Title:

Account Executive
Azsigtant Account Executive
Benefitz Specializt

HR Specialist

Product Specialist

[
[
[
[
[
|- _Hesearch Assistant

4 Mew Field Mame

4« Map %

Y alue

4 Bow Titl:
Broadcast Media
Hi Tech
Hurnan Resources
Information Technology
Market Research
Public Broadcast

=]

OrgPublisher

4. Click on the New Field Name text to type in OR use the drop down arrow to locate the

desired field.
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‘Semantic Dictionary Editor x|

Manage the translation dictionaries.

4 Job Title:
| Account Executive
I Aszistant Account Executive
I» Benefits Specialist
I HR Specialist
I Product Specialist

S|
I Broadoast Media
> HiTech
I Human Resources -
I> Information Technology J
|- Market Reszarch
I Public Broadcast Degree:
4 |University:
Gender:
I'_UIfIiL,il 3
Country: ﬂg
ol
e
PayGrade:
FTE:
ExemptStatus:
Ok Birthdate:
Fat Retrement MNate

5. Click on Map to select the text and type in first category .
[+ Heszearch Azsiztant

4 Shate:

. [
‘Jal&

A DT,

[ Broadcast Media

6. Click on Value to select the text and type in the first translation .
4 State:

4 Califarmia

[l

7. Click on the + to the right of the translation to add additional translatio ns.
4 State:
4 Califormia

Califarnia %Du
4 Box Title:

8. Continue until all required translations are added.

4 State:

4 Califomia
California
Ca,

[Calif.

2 T
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9. Click OK.

Semantic Dictionary Editor x|

tanage the translation dictionaries.

4 Job Title:
|- Account Executive
Azsistant Account Executive
Benefitz Specialist
HR Specialist
Product Specialist
|- Research Assistant
4 State:
4 Calfornia
Califarnia
Ca
Calif.
4 Box Title:
Broadcast Media
HiTech
Human Resources
Information Technology
Market Research
Public Broadcast

v v

T T T T

=

-mI

2.1.2.3 Delete Translations
To remove any translations:

OrgPublisher

1. Click on the Options menu. Select Search options and then Semantic Dictionary

| |Gptions| Help

| Use Hotspot Wizard [62 View Mode |-
Messages
Synchronize navigation between styles levels v 0 % 100% v
Photo wait 4
Sort options...

Color scheme options. ..
Text encoding options...

o EChart security options. ..

or Real-time connection configuration...
Search options

Pacific Eastern
President

Russell 0 Heis

Customize Search dialog. ..

Tree View options

Semantic Dictionary... |

List View options
Profile View options

Summary options

Group display options

Sales Use Advanced Search View
- Marketing Yice Pr Use Smart Search View

Show preview when searlaimg by name
Show preview when searching by job title
Show preview when searching by box tite
Show preview on toolbar search

2. Expand the appropriate list.
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3. Click to select the translation to remove and then click the fi fito delete.
x

anage the translation dictionaries.

4 Job Title:
b Account Executive
I+ Assistant Account Executive
|- Benefits Specialist
I» HR Specialist
I» Product Specialist
I» Research Assistant

4 Calitomia
Califarnia
)
Calif.
4 Box Title:
[+ Broadcast Media
I HiTech
I» Human Resouces
I+ Infarmation Technology
I Market Research
[+ Public: Broadeast

o |[Ce=]

4. Click OK to complete

‘Semantic Dictionary Editor |

Manage the translation dictianaries.

4 Job Tile
Account Exccutive
Assistant Account Executive
Benelits Specidiist
HR Spesialist
Froduct Specialist
Fiessarch Assistant
4 State:
4 Calfomia
Califomia

4 Bow Title:

Broadcast Media
HiTech

Human Resources
Information Technology
Market Research

I
I
I
I
I
I Public Broadcast

[HE

N =

2.1.3 Show Preview When Searching by . ..

There are 4 options for showing previews when searching. If one of the items is selected, the
preview will show. In the example on the right, the Show preview when searching by name

was selected and now displays a check mark.
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Options | Help g:noﬂsi Help

A i
Use Hotspot Wizard &3 View Mode Moy & @ Use Hotspot Wizard & View Mode ooy & %2
Messages Messages

Synchronize navigation between styles it levels |~ . 5 100% - o Synchronize navigation between styles it levels ~ - | 100% - W E

Photo wait L3 Photo wait 3

Sort options... Sort options...

Color scheme options... Pacific Eastern Color scheme options... Pacific Eastern

Text encoding options. .. President Text encoding options... President
r EChart security options... Russell O Heis F EChart security options... Russell O Heis
i Real-time connection configuration. .. o ) ? Real-time connection configuration... 5
2 ()
l} Search options Customize Search dialog... tl Search options Customize Search dialog. ..
i Tree View options 3 Semantic Dictionary. .. n Tree View options 4 Semantic Dictionary...
1 . ) n ; I
d List View options 4 Show preview when searching by nape | < List View options | I Show preview when searching by name

Profile View options 3 Show preview when searching by Jubl’?&le Profile View options Show preview when seé‘&mg by job title

Summary options 4 Show preview when searching by box title Summary options Y Show preview when searching by box title

Group display options 3 Shaw preview on toolbar search Group display options D Show preview on toolbar search

Use Advanced Search View Use Advanced Search View
Use Smart Search View Use Smart Search View

The Show preview when searching by options display suggested search criteria as you type. If
you see the item you wish to search, click the item to complete the typing and perform the
search.

STE—

Name | Job Tile | Box Title | A1l Fields | Groups |
Name | Job Title | Box Tite | Al Field:

Last name First name Middle name
- Smith
Last name First namme b [ sm | |
J 5| I' M atch
k |=Any §an of Fisld =l
K Smith [ Match Case
Francisco [ »
-
Jackson
Johngon "
Name | Job Title | B
Richard=s Hame: Job Title:
Williams: Last name & David Smith HR Specialist
Adel ﬁ: David R Smith Inventory Specialis
Elsperger # Kinder L Smith Firewall Administra
1! Amster % Karen Smith Media Buying Mana
= Anderson Jerome Smith Brijadcast IMedia A
M . Job 1
|: Bannister 5 people found =1 Emz

2.1.4 Use Advanced or Smart Search View

There are two options that control the default display of the search panel in the Search View
window. Click to select the preferred option.
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Options | Help
Use Hotspot Wizard
Messages
Synchronize navigation between styles
Photo wait
Sort options...
Color scheme options...
Text encoding options. ..
EChart security options...
Real-time connection configuration...

H Search options

" Tree View options

d List View options
Profile View options
Summary options

Group display options

Customize Search dialog. ..

Semantic Dictionary...

Show preview when searching by name
Show preview when searching by job tite
Show preview when searching by box title
Show preview on toolbar search

3 View Mode Bl [y & %K
it levels |~ - f 100% - | E
Pacific Eastern
President
Russell 0 Heis
o)

| .

|. Use Advanced Search View
Use Smart Search View

s

2.1.4.1 Advanced Search View
The Advanced Search View provides the user control over the fields searched the methods

used for matching, multi -criteria searches, and limiting the search to start at a specific chart

box.

OrgPublisher

Options | Help
| Use Hotspot Wizard

Messages
Synchronize pavigation between styles
Photo wait
Sort options...
Color scheme options. ..
Text encoding options...
EChart security options...
Real-time connection configuration. ..

Search options

Tree View options
List View options
Profile View options
Summary options
Group display options

v v

"Vl = Reset

List View
Search View

Search | Groups

Name: v Last First

=Any Part of Field - CoGo ¥
[~ Search under 'Russell Heis'

—_ -

Name: Job Title: Bow Title:

& Emily Abbott Media Coordinator Media

& Lisa Abbott Purchasing Agent 1 Finance

A rheend Adalemeone D fibn Crncialink Y,

2.1.4.2 Smart Search View
The Smart SearchView restricts the search to last name only.

List View

Search View

Previous Position:

-

Search Groups
Last

Q0 Go |

<

LY
it levels |~ . % 100% MREES

Heis

Customize Search dialog...

Semantic Dictionary...

Show preview when searching by name
Show preview when searching by job tite
Shaow preview when searching by box title
Show preview on toolbar search

Use Advanced Search View

Use Smart Search View

2.1.4.3 Switching between Advanced Search and Smart Search View
The user can switch between Advanced and Smart Search by selecting the toggle button in the

current view.
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4 X
List View List View
Search View Search View
Search | Groups Search | Groups
Last =

¥ All Fields ~ | Last

= Any Part of Field + | New search ~ | 00 Go
Switch to Advanced Search

I” Search under ‘Russell Heis'

Switch to Smart Search

Name: Job Title: Box Title: TeVIoUs Fosition:

2.1.5 Suggested Values for a Search
In many cases there will be fields with a finite set of search options. As a chart administrator,
you can provide suggested values and limit the user to search only against these values.

1. Click on Data and then select Custom field properties.

gami Options Help
"El Custom field properties. .. R;Jl

Manage data sources,..
Refresh

2. Locate the field and then click to select. Click on the Search Properties button.

|
Field label Type Calc Field Population Assigned To Sample Seq. =~
Hired: Date All Position Types | 20080630 20
Degree: Text All Position Types BA 21
Lniversiby Lot 1 All Position Types Florida State University |22
IIE Gender: Text I All Position Types F 23
BTy TERT s All Position Types Caucasian 24
State: Text All Position Types |CA 25
Country: Text All Position Types usaA 26
Salary: Currency All Position Types  |54000 27
PayGrade: Text All Position Types c7 28
FTE: Numeric All Position Types 1 29
E Text All Position Types  |E 30
Birthdate: Date All Position Types 19840816 3
Est. Retirement Date: Date All Position Types | 20450316 32
- | annuangs: Text All Pozition Tvnes HllRRiaIn ﬂﬂ_}lll
Insert | Delete Format Hotspot Attachment Formula Securty | View secunty summary | Search Properties |
V¥ Drag and Drop for Al Position Types 1 t 1 Apply |

3. The Allow this field to be searchable . . .

Allow thiz field to be searchable in the search wiew and the search dialog. Making a
should be checked. ¥ field on-searchable does not hide the figld in the chart and other views.

4. Click the Create selection from field “You may specify suggested values for searching against this fisld. This iz used
.. . for fields which have a limited set of pozsible values, such az gender and state.
values button. This lists all possible values - -

in the current data feed and presents th e M

list alphabetically.

5. Limit searches to these items is also
selected.

6. Click OK to finalize the selections. ) =

Create selection from field values R{J

& Limit searches to these items

€ pllow entry of custom search values

[~ | Shiovpotential matches as users tipe

[u]4 I Cancel

x|
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7. When the user performs a search against this field, they will be offered the values
provided when the Create selection from field values button wa s used.

In this example, the Gender field is searched. Only 2 values are available in the data
feed 7 F or M. The user must choose which value to use for the search.

Mame I Jab TitIeI Box Title Al Fields | Grn:nupsl

Search

IGender: j

ar

F j Searc

Se

F m

a e = Me
= bad

2.1.5.1 Additional Values for the Search
The chart administrator may wish to provide some v alues but give the user the option to type in

additional values for the search.

1. Click on Data, and then select Custom field properties.

Qami Options Help
IE Custom field properties. .. Cgl

Manage data sources...
Refresh

2. Locate the field, and then click to select. Click on the Search Properties button.

|
Field label Type Calc Field Population Assigned To Sample Seq. ~
Hired: Date All Position Types | 20030830 20
Degree: Text All Position Types BA 21
Lniversiby Lot 1 All Position Types Florida State University |22
IIEGend er: Text | All Position Types  |F 23
Ty TEX! . All Position Types | Caucasian 24
State: Text All Position Types CA 25
Country: Text All Position Types usaA 26
Salary: Currency All Position Types  |54000 27
PayGrade: Text All Position Types c7 28
FTE: Numeric All Position Types |1 29
E Text All Position Types E 30
Birthdate: Date All Position Types 19840816 3
Est. Retirement Date: Date All Position Types | 20450316 32
5 I | anmuanes: Text All Position Tvnes Rll.luialn :“_blll
Ingert | Delete Faormat Haotspat Attachment Farrnula Security | Wiew security summary | Search Properties |
¥ Cirag and Cirop for Al Position Types T h 1 Apply |
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The Allow this field to be searchable . . . x|
should be checked. v Allaw thiz field to be zearchable in the search view and the zearch dialog. Making 2

field non-searchable does not hide the field in the chart and other views.

Click the Create selection from field

Yaou may specify suggested walues for searching against this figld. Thiz iz used

ValueS button' Th|S IiStS a” pOSSibIe Values for fields which hawve a limited set of possible walues, such as gender and state.
in the current data feed and presents the = =l
list alphabetically. gﬁ;

a. The chart administrator manually
typed in 7.X, GAand NYin the
sample to the right.

. . . =
Click Limit searches to these items is : :
Create zelection from field values

also selected OR

P _
Select Allow entry of custom search Limit searches (0 these lems

. i . & Allow enty of custam search values
values . This option gives the user the Tl Gl et il s 2 uEER e
suggested values, but it also allows them to s T
(] Cancel

type in their own value.

Select Show potential ma tches as users
type to supply the suggested values to the
user and save typing time.

Click OK to finalize the selections.

When the user performs a search types in an N, and clicks the dropdown, NY pops into
the For field.

_ " Mame I Job TitIeI Box Title Al Fields |Gn:uup$|
"Mame I Job Titlel Box Tile &1 Fields I Gn:uupsl Search
Sk I State: j

I State: j For
Fior Iﬁ

I n| ‘% CA
A
X Cas

Match GA
|= Whole Field j [ Match Case
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3 Modifying Search Results L ist

The chart administrator determine s what fields of data display in the Search results. There are
two Search result displays to manage: Advanced Searchbutton box and the Search View.

The Advanced Search button box is the same no matter what Style is viewed by the user. You
set it up one time for the whole chart. The Search View is unique for each Style.

3.1 Determine Columns to Display

Whether you are modifying the Advanced Search button box or the Search View, the following
steps work the same for determining the columns to display.

1. Open the Advanced Search button or the Search View in the Style you wish to modify.
2. Right click on any field column buttons.
3. Select ShowHide Columns

List View
Search View
Search | Groups
Name: ~ |Last First = Any Part of Field -
PoGo ¥

[~ Search under ‘Russell Heis =5 Reset
Name: Job Tit' - = S Degree: State: =
& Emily Abbott Media __Hide List column AA cA

& Lisa Abbott Purch: I EERRR BS MA

& Cheryl Adelsperger Benefi  COPY sl ecn(?n AR CA

# Abigail B Alexander  Web p__ COPY whole list B MA

# Gail P Amster Product Specialist Mational BS

4. Click to add or remove a checkmark in the box beside the field name.

Show/hide Fields x|
Mame: -
Job Title:
Biow Title: = ™
Dege: _Mowep |
State: Maove Downl
Counkry:
Languages:
|_piPrevious Pogition:
O Prior Pasitiars:
O Fatential:
M Perfrmance: [~ L] |

5. Select a field, then click the Move Up or Move Down button to re -order the displayed
fields.
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Showfhide Fields

Mame: -
Job Title:
Bow Title:
Degree:
State:
Country:
Languages:
O Previous Pogition:
O Prior Positions:

Patential:
= ot -

x

Move D

u]

Ul

Cancel

OrgPublisher

6. Click OK when completed Languages were added to the display and moved to follow

= Any Part of Field

Box Title.
List View
Search View
Search Groups
Mame: - Last First
OGo ¥
[~ search under ‘Greta Johannson'
Mame: Job Title: Booe Title:
® Rachele D Kleets RA Market Research
% Suzanne Platte Metwork Support Intern  Metwork Team
% David R Rodriguez Acc. Ex. Mational
& Kickp Rodriguiz Media Buyer Broadcast Media
* Joseph Tater Benefits Spedalist Benefits
!i: Curtis K Watts Print Planner Print

:ﬁ Louis G Ramas
& Carl L Best

3.2 Sorting Columns

Travel Spedalist
Research Manager

Mational Sales
Market Research

Spanish
Spanish
Spanish
Spanish
Spanish

Languages:

Russian, 5p... AA

Russian

When a search result displays, the user can click any column to modify the sort order. This is a
single column sort in ascending order. If the same column is clicked a second time, the sort is
in descending order. If a second column is selected, the sort is now based on that column.

Data sorted in descending order by Degree:

[~ Search under 'Russell Heis

MName:

& Kyle O Yellow

% Rachelle D Kleets
& Frank P Thomas
* Amy Stepp

* Jason T Wyoming
& Greta Johannson
& Raymond Jessup
% Susan N Hester
& Russell O Heis

& Leslie F Growwer
* Ryan Dozier

% SandraR Hogmenter
& Rally P Tinly

# wiliam R Stafford

A LAt Ceitk

Languages:
Spanish

Japanese
German

French, Paor...

Italian
Italian

Degree:

PhD
PhD
M5
M5
MBA
MBA
MBA
MBA
MBA
MBA
MBA
MA
BS
BS

oo

State:

MA
MA
CA
CA
CA
CA
CA
CA
MA
CA
CA
CA

.

Country:
USA
MEX
USA
USA
USA
USA
USA
UsA
USA
USA
USA
UsA
USA
USA

tiea
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4  Search from the Toolbar

A quick search is available from the toolbar button labeled Look for: . This is available to the
chart administrator and to users viewing charts published as PluginX or EChart Rich Client. See
the Publishingmanual for more information.

4.1 Using a Search to Locate a Chart Box

Search results are clickable for navigation to different areas of the chart.

1. You can type in a single or multiple search words. Click on the Go button or press

Enter.
Loak for: |Find names, titles, ete_ | = |5 Loak for-  =mith]| -

2. Alist of results is displayed in the Quick Search Results box. There are 2 options for
display: View List or View Details. Use the scroll bar(s) to see more when View Details

is selected.
View List View Details
Look for: 'smith » 0 Seach | Look for: smith v 0 Seach giéh[
3 sa|ayJ\ 1 Sa\ai’J\ - =
| sk Scarch Resu 4 x| | Quick Search Results 4 x |
above Averd | David Smith E Sbove Aved | Name: Job Title:
average David R Smith View List verage & Carla Yellmist Research Adsiste Cetals
Beiow Avers| | Jerome Smith asiow Avers] | R Tyler K Samson Assistant Account
Karen Smith % David Smith HR. Spedalist
Kinder L Smith ﬁ Jerome Smith Broadcast Media A
S"‘:'lh College (Carla Yellmist) & Karen Smith Media Buying Mani
Smith College (Tyler K Samson) & Kinder L Smith Firewall Administrz
] 7 & David R Smith Inventory Speciali
D 3
4 »
- l ) o IJ—' 2
3. Click on the result of interest. The chart oklor Bl Specialet || 2 ot Seach & 4 (35 Show M chet levele [
. Sala
navigates to the per sor [ s sul t
remains on the screen for further navigation.
erage & David Smith  HR Specalst  HumanR
sowaverd R Lesley Grayam Benefits Sp... Benefits
& Joseph Tater  Benefits 5p... Benefits
iDonna F'Rhards Bened 3¢ fi
H H & Lesley Grs Benefits Sp...
4. Close the result box by clicking on the close el
| # iuie Cagrey  Benefits 5p... Benefits
& Matthew Bull... Benefitssp... Benefits
bUIton ( X) % Cheryl Adels... Benefits Sp... Benefiis
bl
%

Benefits
Benefits Analyst Benefits Specilist

Clara Poindexter PDonna Richards

Prior Positions: Prior Positions:

Potentil gy Fomtal 0
-
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4.2 Send Search Results to the Search View

You may wish to use the search results for something other than navigation. This is
accomplished by clicking the Send the search results to the search view.

Look for: Benefits Specialist || ) 00 Seach £ % [#] Show All chart levels |+ | £ %

L] Salar
Quick Search Results x
o i |Click here to send the search results to the search viewh
Above Averd | Name: | Job Title: : BOR|

The results are displayed in the Search View window. The user can toggle to the Advanced
Search, if necessary to add additional criteria, send results to Excel, send an email to the results
list, etc.

4 v xX
List View
Search View
Search | Groups
Benefits Specialist COGg -
Name: Job Title: Box Title: Degree: State:
& Cheryl Adelsperger Benefits Spedalist Benefits AA CA
& Matthew Bullock Benefits Spedialist Benefits BA CA
& Julie Cagney Benefits Spedialist Benefits BA CA
& Jeff Q Elis Benefits Spedialist Benefits BA CA
& Lesley Grayam Benefits Specialist Benefits BA CA
& Lesley Grayam Benefits Spedalist Benefits BA CA
% Donna Richards Benefits Spedalist Benefits BA CA
ﬂ David Smith HR Spedialist Human Resources BA MA
& Joseph Tater Benefits Spedialist Benefits BA

4.3 Reuse a Previous Search

To reuse previous searches, click on the drop down arrow and select the desired search item.

Look for: | - |0

smith
g o B assistant k

To clear the search list, right click on the button and select Clear List.

Look for: Benefits Specialist RS !
% Clear List
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5 Single Criteria Search

1. Click the Search button.

B Search

2. The Search dialog box is displayed.
a. If the word you are looking for is a name, click on the Name tab.
b. Ifitis part of a job title, click on the Job Title tab, etc.
c. If you select the Groups tab, you will select the group then Select Search

Now.
d. Follow the steps below for Name, Job Title, Box Title, and All Fields
searches
Name | Jab Title | Bex Title | Al Fields | Groups |
Last name Firzt name tiddle narme
I I I Cloze |
tatch
- " Search options
= Any Part of Field -
I Y J r Search under A
[~ Match Case zelected box 4]
% Mew Search
) & ko list Beloyy
1 Search within list beloy
Name: Job Titke: | Box Titee: E
4] | i
0 people found [=3 Email Ef_‘, Copy 58] Microsoft Excel i Save as...

3. Type the text for searching.

Please Note : If the text you are searching is a Map (category) in the
Semantic Dictionary, the results will include the translations in that Map.
Research Assistant is a Map that includes the values: Research Assistant, RA
and Res. Assistant.
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tanage the tranzlation dictionaries.

Ix

4 Job Title:
[+ Account Erecutive
[+ Assistant Account Execulive
|- Benefitz Specialist
[ HR Specialist
[ Product Specializt

Fesearch Aszistant B
R

Res. Agsistant

S SR

4. Click the Match drop down and select how you want the data to be matched.
Choices will vary based on the type of data you are searching. The drop-down
list indicates where in the field to search. The options are:

1 Any Part of Field

1 Match Whole Field
1 Start of Field

1 Sounds Like

As an example, the Job Title is searched for the word "Clerical”. If ‘Any Part of
Field' is marked, job titles such as Clerical Assistant, Assistant Clerical Manager
and Director of Clerical Services are found.

If 'Match Whole Field' is marked, only job titles that consist of the word
"Clerical" are found.

If 'Start of Field' is marked, only job titles that begin with the word Clerical are
found.

The 'Sounds Like' option is available for text fields only, if "clricl* was typed in
as the search word, only job titles that consist of the word "Clerical” are found.

5. Click to select Match Case.
The Match Case check mark indicates that the search is against the text and

the case of the text. If "Benson" is typed into the last name area with an
uppercase B a search is made for "Benson" with an uppercase B.
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Many times you may need to search against two or more fields of data. This is a multi-criteria
search. Another consideration is if the record should meet both criterion or if yo u want to

create a list of people that meet one criterion and then add to it a list of people meeting

another criterion.

A few examples are:

1

| want a list of people in California and in Texas. If 50 employees work in California and

60 work in Texas, | would expect to see a result of 110 records.
| want a list of people who work in California, but not in Los Angeles. Again, 50

California Employees if of those 50, 12 work in Los Angeles, | want a result list of 38

people.

6.1 Search within List Below

1. Performasi ngl e
this example, the search looked for people with degrees that start with M (Masters
Degree). Ten people meet the criteria.

Name I Job TitIeI Box Tile Al Fields | Groupsl

2.

sear ch.

Typically,

Search
== -] e ]
For
I 7] Search options
Search under

b atch selected box hi
|= Start of Field j [~ Match Case & New Search

 &dd to list below

€ Search within list below
MName: | Degree: I State | Job Title:
ﬂ Ryan Dozier MBA MA Controller A
ﬂ Leslie F Growwer MBA CA Metwork Manager
ﬂ Russzell O Heis MBA CA President
ﬂ Susan N Hester MBA CA Marketing Vice President
ﬂ Sandra R Hogmenter MA CA Producer
& Raymond lessup MBA cA CFO
ﬂ Greta Johannson MBA CA Contreller B
ﬂ Amy Stepp NS MA Director of Media
ﬂ Frank P Thomas NS MA HR Vice President
ﬂ Jason T Wyoming MBA CA Broadcast Media Director

ol

10 people found

=1 Email I Copy 3% Microsoft Excel | Save as...

2

|l alsowant t
within list below . . .

(0]

f

ind the

p e o p Who liver in Cdliforaia. KlclsSeach 6 s

y ou

wo ul
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"Mame I Job TitIeI Box Title Al Fields | Groupsl

I Degree: j $

r Mew Search
ar
| M  Search optiohs
Search under

b atch r selected box ki
|- start of Field =] I Match Case ' Mew Search

i Add ta list belov

lﬁl Search within list below

Name: | Degree: State: —mETE

ﬁ: Ryan Dozier MBA MA Controller &

Change the search criteriafor people in the state of CA. Click Search Now to see the
new result 1 7 people.

Mame | Job Titlel Bow Title Al Fields |Groups|

Search Now
Seach
]
I State: j e
MNew Search
For
I CA r~ Search options
Search under
Match selected bow hid
|= Any Part of Field j [~ Match Case ' New Search
= Add to list below
& Search within list below
Name: Degree: State: I Job Title:
ﬂ: Lezlie F Growwer MBA Ca Network Manager
ﬁ Ruzsell O Heis MBA CA President
* Susan M Hester MBA Ca Marketing Vice President
;ﬁ Sandra R Hogmenter Ma Ca Producer
& Raymond Jessup MBA. CcA CFO
ﬂ: Greta Johannson MBA Ca Controller B
ﬁ Jason T Wyoeming MBA CA Broadcast Media Director
b 0000 | i
7 people faund =1 Email i“ Copy 3:Micmsoﬂ Excel | Save as...

3. At this point, you can perform any of the Search result options (see more information
later in this manual).
6.2 Add to List Below

1. Perform a single search. Typically, you
this example, the search looked for people with degrees that start with M (Masters
Degree). Ten people meet the criteria.
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Name I Job TitIeI Box Tile Al Fields | Groupsl
Search Mow
Geach
== -] [ (== ]
For
I 7] Search options
Search under
b atch selected box hi
|= Start of Field j [~ Match Case & New Search
 &dd to list below
€ Search within list below
MName: | Degree: I State: | Job Title:
ﬂ Ryan Dozier MBA MA Controller A
ﬂ Leslie F Growwer MBA CA Metwork Manager
ﬂ Russzell O Heis MBA CA President
ﬂ Susan N Hester MBA CA Marketing Vice President
ﬂ Sandra R Hogmenter MA CA Producer
& Raymond lessup MBA cA CFO
ﬂ Greta Johannson MBA CA Contreller B
ﬂ Amy Stepp NS MA Director of Media
ﬂ Frank P Thomas NS MA HR Vice President
ﬂ Jason T Wyoming MBA CA Broadcast Media Director
| | 1L
10 people found =1 Email ?‘ Copy ﬁ Microsoft Bxcel | Save as...

2. lwantto Add to list below . ..
[Search

Name | Job Titlel Box Tile Al Fields | Groupsl

Search Search Mow
I Degree: j Clis=
WNew Search
Far
I W Search options
Search under
b atch selected box h
= Start of Field | [~ Match Case

I J & Add to list below

(“%earch within list beldw

I Name: I Degree: I State: I Job Title:

=

All people who have a PhD. Change the criteria to search for Degree of PhD and click
Search Now to see the new resulti 12 people.
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"Name I Job Titlel Box Tite Al Figlds | Groupsl

Search Now

Search 3
I Degree: j Lloge
Mew Search

For
I FhD Search options
Ssochinder
|= Start of Field j [ Match Case " New Se.arch

% Add t list below

7 Search within list belaw
Name: | Degree: State: | Job Title:
ﬁ Sandra R Hogmenter MA Ca Producer
ﬁ Ryan Dozier MBA WM& Controller &
ﬁ Leslie F Growwer MBA Ca Network Manager
ﬂ Ruszell O Heiz MBA Ca President
ﬂ Susan N Hester MBA CA Marketing Vice President
& Raymond Jessup MBA CA CFO
ﬁ Greta Johannson MBA Ca Controller B
ﬂ Jason T Wyoming MBA CA Broadcast Media Director
ﬂ Amy Stepp M3 WA Director of Media
ﬁ Frank P Thomas MS WM& HR Vice President
® Rachelle D Kleets PhD RA
|ﬁ Kyle O Yellow PhD CA Creative Director

4 |

| 12 people found I =1 Email ?‘ Copy 3 Microsoft Excel [ Save as...

wl

OrgPublisher

3. At this point, you can perform any of the Search result options (see more information

later in this manual).
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7 Saving Search Criteria as a Group

There are many searches that might be used by multiple people in your organization. As the
chart administrator, you can setup the sear ch criteria and save the criteria for your Groups in
OrgPublisher. Any Groups you create become part of the chart and are available to the viewers
of the published chart.

A Group does not save the search results, but the criteria (or questions) you are asking of the
data. Asthe HR data is refreshed and the charts are republished, the viewers will get the
results based on the current data.

7.1 Create a Group

After performing a search (single or multi-criteria):

1. Selectthe Save as a Group button.

"Mame I Job T\llel Box Title  All Fields | Gloupsl

Search Now
Soach e |
I Degree: j L
Fer dia Planning & Buying
_ I M Search options tor of Media
Amy Stepp
_ r Search under i
Match seloeiad Prior Positions:
I: Start of Field j [~ Match Case & New Search Media Buying Mgr.
" Add to list below
o © Gearch within list below Fotential i
[ . Performance
Name: | Degree: | state: | Job Ttie: -
h Ryan Dozier MBA MA Controller A
h Leslie F Grow wer MBA CA Network Manager i
& Russell O Heis MBA CA President
k Susan N Hester MBA CA Marketing Vice Preside
iﬁ Sandra R Hogmenter | WA ca Producer b
4 »

10 peaple faund =1 Email ?‘ Copy 3 Microsoft Exce

Save the current search as a new group

2. Type in the Group Name

Enter a group name

Fleaze enter a name far the new graup:

I Employees with Masters Degree.s]

k. i! Cancel |

3. Click OK
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4. The new Group is listed under the Groups tab.

OrgPublisher

"Name | Job Title | Box Title | AllFields Groups |

B New ik Assistant T BB Dy
Everyone dedp Lowe Performer
4 15t Candidates ddo Lowe Potential

& Znd Candidates
3rd Candidates

& Management Team
& & Mid-High Potential

ik Employees with Masters Degrees

4 Speaks Chinese

~
T T T ST

dp High Potential

’ Speaks French
’ Speaks German

| Search Mow I

Cloze |

— Search optionz
Search under
zelected box

{* Mew Search
" Add to list below

¥

1] | % M| o search within list below
Mame: | Degree: | State: | Job Title: 1=
ﬁ: Ryan Dozier MBA MA Controller &

:i: Leslie F Growwer MEBA CA MNetwork Manager b
ﬁ: FRussell O Heis MBA CA President
ﬁ: Suszan M Hester MBA CA Marketing Vice Preside

MA CA Producer hal

ﬁ Sandra R Hogmenter
4

10 people found

k

=1 Email B Copy 3% Microsoft Excel [ Save as...

7.2 Create Groups Using the Assistant

The Group Assistant streamlines the creation of groups from fields with multiple values.

1.
2.

In the Advanced Search button box or in the Search View, click on the Groups tab.

Click the Group Creation Assistant button

"Wame | Job Tile | Box Titie| Al Fields Graups |

|*‘N ﬂ.‘\ssistm ¥ 7 )0 -
Evenypne |Group Creation Assismnt[ Pqrrormer
d 1st Cqndi Fx Cov Ptential
+ 4 A P L e 4 Trmm

Search Mow

Cloze

Click on the drop down to see the list of available fields. Click to select the field you

wish to use.
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Group Creation Assistant x|

This assistant will guide you through the process of creating muttiple groups based onthe
values in a field

Select the field that contains the values you want to search against

Bax Title =
Box Title: =
Job Title
Last name
First name:
Middle name
Posttion type
Hired:

University: g

Gender:
Ethnicity:
State:
Country:
Salary:
PayGrade:
FTE:

Exempt Status: q
Birthdate:

Est. Retirement Date
| Languages:
Performance < Back. I Next > I Cancel Help
Last Appraisal Date
Ready For Promation:
Open_Since

Sales

Owvertime:
Industryears:
Ranking

Percent to Market:
Succession Rank:

4. Type in a Prefix. This is not required, but will display generated fiel ds together
alphabetically. Click Next.
x|

This assistant will guide you through the process of creating multiple groups based on the
wvalues in a figld.

Select the field that contains the values you want to search against:
IDegree: j

IEriera prefix for the names of the groups to be created:

IDegree -

".‘RepH)fS

¢ Back Next > Cancdl | Hep |

5. This screen lists all of the unique values in a field. There are several methods for
creating groups on this screen.
a. Create a group for each unigue value in a field.
i. Click on the top item.
ii. Move the mouse pointer on top of the last item .
iii. Press the Shift key on the keyboard and click.
iv. This selects all items in the list.
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v. Put the mouse pointer on the selected list and drag onto the empty white
area for Groups to be created.

Group Creation Assistant x|
Unique valuss in the Degres: fisld Groups to be created

Drag values fromthe list onthe [ Add 8 new groups
Ieft and drop them on the
grouplist on the right.

Dropping a value onto a group
will add that value to the:
group.

Dropping a value onto
whitespace will result in a new
group that filters for that value. %i

You may rename a aroup by
dlicking on its name and
typing

"5leu2uf3 ‘

<Back | Newr | cancel | Hep |

vi. A group for each unique value is created with the prefix Degree.

. E

Groups to be created

4 Degree -BA
BA

4 Degree - 84
AL

4 Degree -BS
BS

4 Degree - BBA
BBA

4 Degree - MBA
MBA

4 Degree - M5
M3

4 Degree - PhD
FhD

4 Degree - MA
MA

b. Combine several values into one Group
i. Drag 1 value into the white area i Groups to be created
ii. Click on the Group name to select text and type in a preferred Group
name.

Groups to be created
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ii. If you wish to change the Group name, type over the high lighted text.
Groups to be created

4 |Bachelor Degrees| | L]
BA

iv. To add more values, drag on top of the Group nhame. You will see the
text: Add 1 new search value Drop the value.

x
Unique values inthe 'Degree:” field Groups to be created
AA Drag values from the list onthe | 4 Bachelor Degrees
BS left and drop them on the BA g B
i list on the right.
EBA it R Add 1 new value
MBA Dropping a value onto a group
Ms will add that value to the
PRI armin
Groups to be created
4 Bachelor Deqgrees E
BA
BS

v. Repeat to add all of the values for the Group.

vi. Add a new Group by dragging one of the remaining values into an open
area of the Groups to be created window. You will see the text: Add 1
new group. Drop the value.

x
Unigue values in the "Degree:"field. Groups to be created
,, e crop b antg |+ Bachelor Degrees B
L grouplist on the right.
M5 BS
PhD Orene et BBA
MA B mliE e | " o o
group. %3
vii. Click on the Group name to select the text and type in the preferred
name.
Groups to be created
4 Bachelor Degrees
BA
BS
BEA
4 |Masters Degrees E
MEBA
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viii. Repeat to add all of the values for the Group.

c. Toremove a Group from the list, click on the Group name and then click on the
T to remove the value. The removed values from the Group are added back to

the Uniqgue values in the i A field 1ist.
MA

4 Degree - PhD
FhD %

d. Toremove a value from a Group, click to the right of the value, then click on the
T to remove the value. The removed values are added back to the Unique
values in the i n field | ist.

4 Masters Degrees
MBA
M3 1

MA
4 Deagree - PRD

6. A list of the Groups created is listed. Click Finish.
x|

The following groups will be created when you click “Finish®

Bachelor Degrees
Masters Degrees
PhD

Associates Degrees

~Step 3of 3

< Back Fini; Cancel Help
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7. The Groups are now visible in the Groups tab.

"Name | Job Title | Bo Title | &l Fieids  Groups |

B New il Assistart T F oo Op
Everyone & & High Performer
& 1st Candidates o d High Potential
& 2nd Candidates dod Low Performer
4 3rd Candidates & & Low Potential
& Associates Degrees & % Management Team
+ Bachelor Degrees

& & Masters Degrees
mployees with Masters Degrees I Entia
& Employ: ith Masters Deg g

‘ 2

Search options
Search under
selected box

% New Search
€ dadld b list beloye
) Gearch within list below

Search Mo |
Close |

b

Name: I Degree: I State:

| Job Title:

1 |

0 people found

i

=5 Email q'j Copy @Micmsoﬂ Excel = Save as...

OrgPublisher

7.3 Using Groups to Get a Result

Searching on a Group creates a result list.

1. Inthe Advanced Search button box or in the Search View, click on the Groups tab.

2. Click to select the desired Group and then click Search Now.

"Name | Job Title | Bow Title | AllFislds  Groups |
Bdew Pisssan K 7B b Dy

Name | ;I
o 3rd Candidates J

bl igtaeDu
i

ERachelor Degrees

A Lmploiese ith Llactare Doprase
FATay

d g High Performer

Search optionz
Search under
zelected box

% New Search
! pidd ko list below

i

d g High Potential
£ %1 A Darfarmar LI 1 Seanch within list below
MName: Degree: | State: | Job Title:

2l |

0 people found

= Email §3 Copy /38 Microsoft Bxcel | Save as...

»
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3. The results display.

"Name | Job Tite | Box Title | Al Fields  Groups | g

Search Now

‘ New ﬂﬁssistant * té-" i Dﬂ e

Cloge
dogh 3rd Candidates
foh Associates Degrees J Search options
##Bachelor Degrees Search under
selected box i

s Employees with Masters Degrees
dodh High Performer

& Mew Search
© Add to list below

TTFE: ET.-TT—I,E"I.,.- LI = Search within list below
Name: Degree: | State: | Job Title: i’
& Iia P Bannister BA CA Producer

ﬁ Elizabeth Bartlett BA A Capital Purchases

ﬁ James Bates BA CAa Broadcast Media Planr

ﬁ Justin Baxter BA A Purchasing Agent 2

ﬁ Carl L Best | B Reszearch Manager l
1

141 people Found ="kmail E LCopy

7.3.1 Advanced Search 1 Set Group List Display

In the Advanced Search button box, the Group list can be set to display in 1 of 4 ways. Click to
select your preference. The screen shown is View Large Icons.

T View Large Icons "Name | Job Title | Box Title| &l Fields Groups |
. - — Search Maw
1 View Small Icons Bt Ppsssnt K T8 AT | —
1 View List B R A R
. . Everyone 15t 2nd 3rd Search opti
1 View Details s s con e
i
selected box
* * * * @ Mew Search
; ) 1 fdd b list below
Associates Bachelor Employees High o
Nenress Nenress  with Maste Perfnrmer LI € Searchwithin fist belay
Name: I Degres: I State: I Job Title:
a | i

0 people found = Email ﬁ‘; Copy ;:ﬂi Microsoft Excel = Save as...
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8 Using Search Results and Grou  p Results

The results created by a manual search or a Group can be used by viewers of a published
charts to communicate and analyze your organizational data. There are a couple of differences
in functionality between the Advanced Search button box and the Search View.

- x
List View
Search View
Search | Groups
B K E s 4 Assistart
gEvErynne thdy 2nd Candidates o Associates Degre
& 1st Candidates ek 3rd Candidates #hBachelor Degree:
M
[~ Search under ‘Russell Heis'
Name: Languages Degree: State:
& Wyle Q Tiffne Russian BA caA
# So Wu Chinese BEA cA
& Clarence Tim Write BA CA
# spender T Wright BBA ca
# Samuel I Winster BA cA
# Frankin Wiliams BA CA
# James M Whitney BA cA
N | Job T | Bo Tt I Al Fields  Graups I i Curtis K Watts Spanish BA CA UsA
ame | Job Tie | Bo Tille | Al Fietds D e # Linds O Washington ~ German BA ca usa
— earch Maw
B New (T Assistant XK Tl 0 # Michelle Ward BA MA Usa
| Close # Ki G Wang Japanese BA CA UsA
Name *
Ki G Wang Japanese BA CA usa
gk 3rd Candidates & Bradiey H vick Ttalian BA GBR
hek Associates Degress Search options # Donita Veccione BA cA Usa
#iBachelor Degrees I Seachundsr % Pilip Tyson EBA MA usA
kg Employees with Masters Degrees & # Amber ¥ Trust German BA ca UsA
ok High Performer P4 2:;" STETI & James i Trent BA MEX
) to list
#dk High Potential 0 st belowt # Rally P Tinly Ttalian BS cA UsA
‘561 e D nermc =l || € search within st belaw & Lawrence Tmes " a .
Name:; Degree:; I State: I Job Title: ﬂ i James Taylor . BBA MA usa
4 Mia P Bannister BA CA Producer % Joseph 'I;:telr " Spanish BA MEX
& Elzabeth Bartiett BA A Capital Purchases A :':W Sus;'atn 22 22 EZi
% James Bates BA CA Broadcast Media Planr .arun =r
& Wiliam R Stafford BS CA usa
* Justin Baxter BA Ma Purchasing Agent 2
= # Kirk M Spudder BA GER
Carl L Best BA Research Manager .
all pringnel -
K | v # Gail P Springfield BA ca usa =
141 peaple faund | = Emai F'Copy 3 Microsoft Excel H Save as... |:=i M EAEH S | 141 hits

8.1 Send Email to Everybody in this Group

If there is an email custom field that has been set to the data type of Email, the Send email to
everybody in this group button is active . The chart administrator sets a maximum number of
emails that can be sent at one time when the chart is published. This feature is only available if
the chart is published as PluginX or EChart Rich Client. See Publishing manual for more
information.

When this button is active, the viewer can perform a search or use the results of a group to

obtain the desired list of recipients. Click the = putton. The email client is launched and the
email addresses are populated in the To: area of the email.

This message has not been sent.

= Tou. | [I=son.Wyoming: m; Frank, Thoma: 1.com; m; Grets 1.com; Raymand tem. com; Sandra.Hogmenter m; Susan.Hester m
Russell.H m; Lesli m; Ryan.D m
send
ce ||
Account ~
Subject: |
i
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8.2 Copy the List to the Clipboard

This button copies the results to the clipboard. This makes the results available to paste into
any Windows based application. The chart administrator determines if this feature is available
when the chart is published. This feature is only available if the chart is published as PluginX or
EChart Rich Client. See Publishing manual for more information.

When this button is active, the viewer can perform a search or activate a group for results to

E.‘.
copy. Click the -~ button. Open a Windows application and paste the result.

8.3 Open Search Results in Microsoft Excel

This button sends search results to Microsoft Excel. The chart administrator determines if this
feature is available when the chart is published. This feature is only available if the chart is
published as PluginX or EChart Rich Client. See Publishing manual for more information.

5

Perform a search, and then click the button to send the results to Excel.

8.4 Include the Search Results in the Profile View (OrgPublisher Premier
Only)

This button sends search results to the Profile View.

1. Perform a search, and then click the button =

2. If more than 6 records are in the results list, you will see this warning:

x

:' Only the first 6 results will be shown in the Profile View,

3. Click OK.
4. The first 6 records are pinned in the Profile View.

Profile View
== 4 H & 6pinned
Name: Jason T Wyoming }* Leslie F Growwer * Raymond Jessup * RussellO Heis  # Ryan Dozier ¥ Sandra R Hogmente? =
Job Ttie: Broadcast Media Director Network Manager CFO President Controller & Producer
History
Previous Position: Producer Network Administrator Controller A General Ledger Manager Writer
Prior Positions:
Industry™ears: 13 23 20 15
Dates
Birthdate: 04/09M1952 07M8M8T1 082515961 05/30/1954 071181865 120101847
Hired: 06/06/2001 011572002 12/01/1985 03/05/1996 01/15/2002 06/01/2000
Est. Retirement Dat 04/0%2017 0711912036 08/28/2026 05/30/2018 07/18/2030 1202012
Est. s, to Retire: & 27 7 10 21 3
Education
Degree: MBA MBA MBA MBA MBA MA
University: Duke University Stanford University Stanford University Harvard University Harvard University UcLa

Salary Information -
Kl D
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If the result is from a search, you may wish to save the result as a new Group.

8.5 Save the Current Resultas  a New Group

1. Perform a search and dick the buttton E
2. Type in the new Group name.

Enter a group name

Fleaze enter a name far the new group:

k. I Cancel |

3. Click OK.

8.6 Spotlight Search Results in the Chart

This feature filters the chart boxes display to spotlight members of the search result. Boxes for
non-members are faded out on the screen.

&

1. Perform a search and click the button ==,
2. The members of the gr oBgxessatdondtbelohghcethe@eupot | i ght
are faded out.

i Hoove Avermse
| Aversge
- Below Average
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You can edit or add additional attributes to any Group you have created.

9 Editing Group A ttributes

9.1 Editing the Search Criteria in a Group

You may need to change the search criteria, add, or remove search criteria to an existing
Group. To do so:

1. Click on the Advanced Search button and clickin the Groups tab.
2. Select the Group to edit, and then click on the Edit Group Definition button.

"Mame | Job Title | Box Title | &l Fields  Groups |
B New il Assistant o T B & Dp - cTF EE _
) Cloze |
Name ||"§
‘Ever:.rune Edit Group Deﬁnit’oni
ok 15t Candidates Search optiohs
o 2nd Candidates r Search under o
##3rd Candidates selected box
Ah-Associates Degrass ¥ Mew Search
##Bachelor Degrees ] 7 fadd b list Below
T Emninroae inh Hoctare Tanroon LI £ Search within list below
Name: I Degree: I State: I Job Title:
« | 2
0 people found =3 Email '?j Copy ,.?‘i Microsoft Excel = Save as...

3. Edit Criteria.
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Remove: Click to select criteria to remove, and then click Remove.

X

[Dpticonal] Categany: I

This is the advanced group
definitien editor. Here you

~

Group Hame: I Bachelor Degrees

can view and edi the
contents of a group

dn Add XF{enJove |

& Move Up & Move Down |

definitien. You can also

And.l‘Or| re | Value | Match Case

| reorder the components of
the group.

=Whole Field BA res
=\Whole Field _BS yEs

Degree:
Leqree.

A simpler way to create a

ole Field BBA

Degree:

group iz to refine a search
with the search dialog and

Displayed image for people it this group - [

[™ Hide this roup in published chart

’[None] v|

& Smallicons

then click "Save as
Group™.

arge icons

[~ Justselection  Seanch Mow | Save I Save s | Cancel |
Hame: | Degree: | State: | Job Ti
q | N

| 0 people found

b. Add: Click the Add button.

Group Editor

]

[Optional] Cateqan: I

This is the advanced group
defintion editer. Here you

[

GrouE M amne; | Bachelor Degrees

can view and edit the
centents of a group

definition. You can also

| reorder the components of
the group.

Azimpler way to create a

LE Mux Remove 4 Move Up & Move Down |
Andl‘Ol‘r&ew cgmponer:tp mpare | Value | Match Case
TEgee, =whole Field BaA Yes
Or Degree; =Whole Field BS Yes
ior Degree: =Whole Field BBA  Yes

group is te refine a search
with the search dialog and

Digplayed image for people in this group
[ Hide this group in published chart

|[None] v|

" Large icons
& Small icons

then click "Save as
Group”.

[ Just selection  Search Mow | Save I Save b | Cancel |
Hame: I Degree: I State: I Job Ti
J | B

| 0 people found

i. A copy of the last criteria line is displayed. Click to the right of the Or

value in the And/Or column.

And: States that a record must contain the preceding criteria AND the
criteria you are about to add. This reduces the number of records in the

result list.
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Or: States that a record could contain the criteria you are about to add.
This increases the number of records in the result list.

dh Add 3 Remove 2 Move Up + Move Down |
And.fOrl Search Fieh:ll Compare | Wluel Match Case |
Degree: =Whole Field BA Yes
Or Degree: =Whole Field BS es
Or Degree: =Whole Field BBA Yes
egree: =Whole Field BBA Yes

And
age for people in this group MNone] " Large iconz
ohe - .
ide thiz group in published chart " Smallicons

Click to the right of the Search Field value to display a drop down of all of
the custom fields available for searching. Click to select the desired field.

dh Add 3¢ Remove 4 Move Up & Move Down |
And.l'Dr| Search Fieh:ll Compare | Value | Match Case |
Degree: =Whole Field BA Yes
Or Degree: =Whole Field BS Yes
Or Degree: =Whole Field BBA  “es
or =Whole Field BBA  es
Deqres;
Displayed " Large icons
e EROEL [Mone] T 4% Smallinans

Click to the right of the Compare field of your search criteria to select the
preferred field data match.

th Add 3% Remove & Move Up & Mow
And.l'Drl Sedrch FieH:I| Compare | “alue | Match Case
Degree: =Whole Field BA Yes
Or Degree: =Whole Field BS Yes
Or Degree: =Whole Field BBA  “Yes
Or Degree: = Whole Field BB Yes

=whale Field i~ Large icons
= Start of Field
Mat equal to any palt

Mot equal to whole §e

Dizplayed imaage far peo

[ Hide this group in pu * Smallizans

[T Just selection. | 58
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iv. Click in the Value field to type in the value you want to search.

dh Add 3¢ Remove 2 Move Up & Mo
And/Cr | Search Field | Compare | Value | Match Case
Degree: ='Whole Field BA Tes
Or Degree: ='Whole Field BS Tes
Or Degree: = Whole Field TES
or Degree: = Whole Figld | B245 s

Dizplayed image for people in this group (None) " Large icons
orE | s .
™ Hide this group in publizhed chart * Small icons

v. Click the Match Casefield value to drop down the options for matching
case. Click to select.

AndiOr | Search Field | Compare | “alue | Match Case
Degree: =Whole Field BA Yes
Or Degree: =Whole Field BS fes
Or Degree: =Whole Field BBA  Yes
Or Degree: =Whole Field BAAS | Yes
e

Dizplayed image for people in thiz group I_F
— e (Nene] Srnall irnns

vi. Click Save to update the changes.

Group Editor

[Dptional] Categony: I j

Group Mame: I Bachelor Degrees

th Add 3£ Remove & Move Up & Move Down
And/Or | Search Field | Compare | Walue | Match Case
Degree: =Whole Field BA Yes
Or Degree: =Whaole Figld BS Yes :
Or Degree: =Whole Field BBA  Yes !
Degree: = Whole Field BAAS Yes 1
!

Dizplayed image for peaple in this group ™ Large icons
[None] T * Smallicons
[~ Hide this group in publizhed chagt
[T Just selection Seanch Now |IE ISa\-'e bz | Cancel |
ame: L fgreed | state: | JobTi

9.2 Modify the Group Name

You may need to change the Group name. To do so:
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1. Click on the Advanced Search button and click on the Groups tab.
2. Selectthe Group to edit, and then click on the Edit Group Definition button.

"Mame | Job Title | Box Title | &l Fields  Groups |

sk 15t Candidates
dod 2nd Candidates

dody 3rd Candidates
bblssociates Deoress
faxy

B New {il Assistant o7 B B O -
Mame e -
‘ Everyone Edit Group Deﬁnit’oni

Search options

¥ Mew Search

Close |

Search under
selected box

i

##Bachelor Degrees ] C Add o list below

T Emninroae inh Hoctare Tanroon LI £ Search within list below
Name: I Degree: I State: I Job Title:
« | 2
0 people found =3 Email 'i|‘3 Copy ,;**T‘iMicrosoﬂ Excel = Save as...

3. Click in the Group Name field and type in your changes.
4. Click Save to save the change.

Group Editor

x|

[Dptional] Categany: I

|

IGloup Mame: I Bachelor Degrees| I

Dizplayed image for people in this group
™ Hide this group in published chart

dh Add 3¢ Remave £ Move Up 4 Move Down

AndiOr | Search Field| Compare | Value | Match Case |
Degree: =Whole Field BA g8

or Degree: =Whole Field BS Yes

or Degree: =Whole Field BBA  Yes

Or Degree: =Whols Field BAAS “es

" Large icons
& Smallicons

I Just zelection Search Now Savefs.. | Cancel |
Name: | Degree: | state: | sobTi
KN 2

| 0 people found

9.3 Add a Category to the Group

Many groups may be related. For display purposes, you may

want to categorize them and collect them as groups R New (i Asistant N A
underneath a main group category. In the following example, “ Pk Ansocites Dogees =
two Groups are in the Education Level category. Atk Bacher besree

g Everyone

This is the advanced group
definition editor. Here you
can view and edit the
contents of a group
defintion. You can alse
reorder the compenents of
the group.

A simpler way to create a
group is to refine a search
with the =earch dialog and
then click "Save as
Group”.

"Mame | Job Title | Box Titie | AllFields Groups |

dd 15t Candidates
4 2nd Candidates
4#& 3rd Candidates

A2 Ernlnuaas with Mactare Nanrase
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1. Click on the Advanced Search button and click on the Groups tab.
2. Select the Group to edit, and then click on the Edit Group Definition button.
Search

"Mame | Job Titie| Bos Title| 4l Fislds  Groups |
7 == Search Now
P New il Assistant BT
) Cloze
Name l[\§ -
& Everyone Edit Group Definition I
& 15t Candidates Search options
4 2nd Candidates — Search under ¥
#&#3rd Candidates sl
s tes Degrass % Hew Search
##Bachelor Degrees l ) fsddtalist below
T =L e searchvitin s belov
Name: | Degree: | state: | J1ob Title:

|

0 people found

= Email B3 Copy EElMicrosoft Bxcel =)

i

Save as...

3. Click in the (Optional) Category field and type in your category name.

Group Editor

x|

[Optional] Categon: | Educational Leve|

=

Group Mame: I Bachelor Degree

&b Add  $< Remove 4 Move Up « Move Down |

AndiOr | Search Field | Compare | Value | Match Case |
Degree: =Whole Field B& % es

or Degree: =Whole Field BS es

or Degree: =Whole Field BBA  “es

ar Degree: =Whole Field BAAS “es

Thig is the advanced group
definition editor. Here you
can view and edit the
contents of a group
definition. “ou can also
reorder the components of
the group.

A simpler way to create a
group is to refine a search
with the search dialog and
then click "Save as

If you have already created a category, you can click on the drop down to see a list of
all categories. Select the preferred category.

Group Editor

X

[Optional] Categary: ||

[

This is the advanced group

Group Mame: I

ah Add 3 Remove

2 Move Up + Move Down

definiticn editor. Here you
can view and edit the
contents of a group
definition. You can also

And.l‘Or| Search Fielcl| Compare

| value | Match case

| recrder the components of
the group.

Degree:

i Group Editor

[Optional] Category:

G i g
raup M ame Fdu

=Whole Figld A4

Ves

A simpler way to create a
group is to refine a search
R,

PR

x|

cational Level

Thiz iz the advanced group
definition editor. Here you
can view and edit the
contents of a group

=~

dh Add 3¢ Remove

definition. ou can also

Move Up & Move Down

Andl'ﬂr| Search Fieh:l| Compare

| Value | Match Case

reorder the components of

Degree:

=Whole Field AA Yes

the group.

Asimpler way to create a
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4. Click Save.

Group Editor

OrgPublisher

x|

[Optional] Categary:

Educational Level

=l

Group Mame: I Associates Degrees

on Add  $¢ Remove

4 Move Up « Move Down |

AndiOr | Search Field | Compare | Value | M

atch Case |

Degree: =Whole Figld A&

Dizplaved image far people in this group

[Mone]
™ Hide this group in published ch;

es

" Large icons
7| & Smallicons

I Justselection Search Now Save Az | Cancel |
Name: Teered | state: | JobTi
K — 2

| 0 people found

9.3.1 Remove a Group from a

Category

This is the advanced group
definition editor. Here you
can view and edit the
contents of a group
definition. You can also
reorder the components of
the group.

Asimpler way to create a
group is to refine a search
with the search dialog and
then click "Save as
Group”.

1. Click on the Advanced Search button and click on the Groups tab.

2. Select the Group to edit and then click on the Edit Group Definition button.

"Mame | Job Titl | Bos Title | &l Fislds  Grovps |

5 == Search Now
B New il Assistant o T =
Close

Name |[\§ s

& Everyone Edit Group Definition I

& 15t Candidates Search options

#2nd Candidates Search under b
4k 3rd Candidates fecedlo

v Nenrece & Mew Search

Eaxs )

##Bachelor Degrees l £ Add b list belo
T T =1 || € search witin st belaw
Name: | Degree: | State: | Job Title:

ol |

0 people found

i

= Email 3 Copy

Microsoft Bxcel = Save as...

3. Click in the drop down for the (Optional) Category field, and select the blank category

name at the top of the list.

i Group Editor

x|

[Optional] Categary:

Educational Level

EIE YL S Educational Level

j This is the advanced group
definiticn editor. Here you

can view and edit the

dh Add 3¢ Remove

4 Move Up & Move

contents of a group

Down | | definition. You can also

And/Or | Search Field | Compare

| value | match case

reorder the components of

Degree: =Whole Field AA

es

the group.

& simpler way to create a
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4. Click Save.

Group Editor

=

[Optional] Categary: I

j Thig is the advanced group
definition editor. Here you

Group Mame: IA&suciates Degrees

can view and edit the

dh Add 3¢ Remove

contents of a group

4 Move Up 4 Move Down | definition. You can also

AndiOr | Search Field| Compare | Value | Match Case

reorder the components of

Degree: =Whole Field A& es

 Pe— -

Digplayed image for people in this group " Large icans
. X . [Mone) | & amali
™ Hide this group in published ch mallicons

I Just selection Search Now Save I Saveds.. | Cancel |

the group.

Asimpler way to create a
group is to refine a search
writh the search dialog and
then click "Save as
Group™.

Hame: L\t Degree: | State:

[ JobTi

K

[0 people found

9.4 Associate an Icon with a Group

OrgPublisher

As a visualization tool, icons can be associated with Groups for display in the chart box, under
the Group tabs within the Search tools and within the Filter View. See the Filter View section of

this manual for more information.

1. Click on the Advanced Search button and click on the Groups tab.
2. Select the Group to edit, and then click on the Edit Group Definition button.

"Name | Job Title| Bos Title | 4l Fields  Groups |

B New il Assistant ¥ =

Name l[\§
Edit Group Definition I

& Everyone

4 % 1st Candidates
4 g 2nd Candidates
oo 3rd Candidates

Search Now

Cloze

Search options
Search under
selected box Rl

% Hew Search

ii L jat, Deoresc

j#Bachelor Degrees l ) fsddbalist below
T =1 | | £ searchwitin st below
Name: | Degree: | State: | Job Title:

< |

0 people found

= Email §5Copy EEMicrosoft Excel = Save as...

i

3. Click in the drop down for Displayed image for people in this group.

Page 48



OrgPublisher

4. Scroll to select the desired icon. At the bottom of the list of icons is an option to point
to your own icons. Select if they should be displayed as Large icons or Small icons.

Click OK.

Group Editor x|

141 people found

[Optianal Categary: IEducatinna\LeveI j This is the advanced group
definition editor. Here you
Group Mame: | Bachelor Degree can view and edit the
contents of a group
&3 Add 3¢ Remove 4 Move Up o Move Down | definition. You can also
AndiOr | Search Field | Compare | Value | Match Case | {:;r:rzrutge compenents of
Degree: =Whole Field BA Yes
Or Degree: =Whole Field BS es A simpler way to create a
or Degres: =Whole Field BBA  Yes group is to refine a search
. wiith the search dialog and
Or Degree: =Whole Field BAAS ‘es then click "Save as
Group”.
Dizplayed image far people in thiz group Mons]  Large icons
one o B
I Hide this group in published chart & Smallicons
I Just selechion Search Mow | [Maone) 2he s, | Canicel
Name: i Job Ti
=
-
=
K — |
| 0 people found = |
| ¥ | Froducer ICatons Manager E
s Production Coordinator Bus. Applications Mar.
AT Dinbamtizl an B, Ootantial n D
5. Examples of the Group icon displayed:
a. Under the Group tab:
"Mame | Job Titee| Box Title | AllFields  Groups |
Search Now
B New il Assistant K Ths iy
Close
Name | o
& Everyone
dod 15t Candidates Search options
gk 2nd Candidates - Search under b
# 3rd Candidates et
it " Searsss ' New Search
i o ' Add o it bel
Wl Bachelor Degrees 2 IBE = e
LI " Search within list below
Name: | Degree: | state: | Job Ttie: -
ﬁ‘. Liza Abbott BS M Purchasing Agent 1
ﬂ Abigail B Alexander BS MA Web Programmer
ﬁ Gail P Amster BS Product Specialist
i Olivia K Bailey BS A Programmer
ﬁ Henry K Banner | BS CA Writer _|LI
1 »

=" Email I Copy % Microsoft Excel [ Saveas

b. In the chart box :See the Display Group Icons in the Chart Box section of this

= 0 ¢ opines
Name: Paulli igkram
Job Title: Creative Vice President
History
C t' Previous Position:  Producer
reative Pror Postions:  Producton Caordinator
ndustryvears: 18
Dates
Brindste: oa24/1867
Hired: 06/29/1999
Est Rerement Dat 082412032
Creative 3 et o
Crestie Vies President Eaucation

I 1 1S

aul l Meloram Dogree: BA
| Tnvers Unversty of Washingion
Salary Information

t Salary: 599,000
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c. In the Filter View:See the Filter View section of this manual.

Fitter View 4= |
2lF |
& Everyone =

dd 1st Candidates
dd 2nd Candidates
dod 3rd Candidates

B Bachelor Degrees
L:i' Employees with Masters De

9.4.1 Display Group Icons in the Chart Box

If you are not us ing Advanced Box Layout Editor to format the chart boxes, the Group Icons will
display in the chart box by default. Please see the Advanced Box Layout Editor manual for
more information on displaying Group Icons.

The standard box formatting can be modified to display or not display the Group icons:

1. Click on Format, and then click on Boxes.

b ManyFields.ocb - OrgPublisher

File Edit View Insert Fogmatl Tools Data Options Help
* D P EOnte
* Chart design templates
L .
{5 Look for: Find e Text...

[ Boxes..,.

Language Planning
Lines... l’\§

Chart...
Title...

Advanced Box Layout...

. Speaks Chinese

’ Speaks French

. Speaks Garman “4 Colors...
T

2. Click the Style and Position Type to modify. This example is setting the display for all
Position Types in the Language Style.

3. Click the drop down for Show group icons, and select the display alignment choice or
(None) to not display.
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Text  Boxes | Lines I Chart I Title I Advanced box layout I

Salaries ;I Property Value
[=F Language Style
O
= Eu;;;;re Show only text C
. Width 30
— Assistant -
— Contractor Heignt 0
— Indirect Report SHD.W nut.line i
| Open posttion COwtline width 1
| partner Background color L [
. Shadow color [
[— Staff Function .
— Succession Candidate Outine color =
[ President Grad?ent Color I =
[ Vice President Gradient Style -
[ Director
I Success 1 |Show headcount
|- Success 2 Show group icons x
L Success 2 j Left
Center
Right
bly | Help
7
Centered Not Displayed

| |
Sales Sales

Marketing Vice President

Marketing Vice President
Susan M Hester

Susan M Hester

Pa

9.4.2 Hover View Results from a Group Icon

When Group icons are displayed in a chart box, the user can place their mouse pointer over an
icon to display a Pop-up list of all of the group members. This is set up by the chart
administrator prior to publishing.

1. The Hover Profile feature must be activated. Click on Format, and then click on Chart.
2. Scrollto the bottom of the Property list to display Show hover profile. Click to add a
check mark for activation. Type in the value desired for the hover time required (in
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milliseconds) to activate the view.

Format

OrgPublisher

Tedt I Boxes I lines Chart |Trt|e I Advanced box Iayoml

This chart layout is ideal for Book Style printing
and fitting the maximum direct reports to a page.

Property

Value

Background Image

Embed Image

Remove Image

Background Style Tile
Print Gradient/Background |[™
Muttiple report icon
(None) -
Auto Build Normal —
Horizental spacing 4
Vertical spacing 1
Drill butten type Click to modify...
3 4 Chart font Tahoma
D Chart font size il
Automatic row size ¥
. DO[00) s perrow : %
ﬁ E Show hover profile [l
Howver profile delay (ms) 1000 =
oK | Camcel | ik | Hep |
P
Click OK.
Move the mouse pointer on top of a Group icon within the chart box. A results list will
display in the Hover View. In the top left corner is the name of the Group. The results
display below the Group name.
sks Japansss
ahs Fortuguese Pacific Eastern
s Rusdgneaks Italianl a
sks Spar
Mame: | Degree: | State: | Job Title: | Box Title: | Em
ﬁ Jenny L Bryanister CA Digital Artist Design Jer
# SandraR Hogmenter CA Producer Radio Sanff——
#* Gregory K Pink CA Director of Technology Information... Gre Sl
& Jerome Smith CA Broadcast Media Assistant Broadcast...  Jer|fresident
& Rally P Tinly CA Broadcast Writers Broadcast ...  Rall fhnson
# Rex Tram Validity Clerk Payroll Re:
# Bradley H Vick Assistant Account Executive Local Sales ...  Brz p——
echnology
¥ | Ehnology
Pink

ol |
SOSETT T TTESTET IO JESSTT I FEOT T ETOTEnT
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5. Click the Pushpin button to Open the Search View with the Group results displayed.

ILanguaga Planning | Salaries

Group:Everyone +

@ Spesis Chinese
@ Spesis Frenoh
@ Spesiks Geman
@ Spesis itsian
Spasks Japanese
A Seesks Potuguess
4 Spesks Russian
4. Spesks Spanish

Pacific Eastern 3

I
Information Technology . 8

List View
Search View
Gours
B K T B B P Assstant
T8 Bachelor Degrees |
T8 Masters Degrees
& phD
4 Languages J
@ speaks Chinese
& spesks French
1 [~ Search under ‘Russell Heis' Vi
Name: | Job Tide: | Box Trle: | Previous Postion: | Prior Postions: | Potential: | P ;| Dearee: | Est. Retirement ...| Total Salary | =
& Jenny L Bryanister Digital Artist  Design 70 3 85 11/23/2024 $184,000
& Sancra R Hogmenter Producer Radio Vriter 30 3 MA 12/10/2012
& Gregory K Pink Director of ... Information... ~Applications Manager ~ Bus. Applic... 70 4 BEA 03/21/2011
& Jerome Smith Broadcast ... Broadcast... 70 3 BA 01/15/2013 fee
& Rally P Tinly Broadcast ..  Broadcast... 30 3 BS 11/15/2009 =
5 o
= 0 ¥Ea H|a 7 hits|

For Help, press F1 |Levels shown: 2

| Shown head count: 8 I

6. To read more about Hover Profiles refer to the Views training manual.

9.5 Hide a Group in the Group Bar

Groupsthat are used for securing Styles or Fields may not need to be available for searching.
You can hide the group from viewers of a pub lished chart if the chart is an EChart Rich Client or

PluginX published chart.

1. Click on the Advanced Search button and click on the Groups tab.
2. Select the Group to edit and then click on the Edit Group Definition button.

"Name | Job Title | Box Tile | Al Fields  Groups |

‘ Mew ﬂﬂssistarrt x g\l&) o4 ﬂﬂ ':._E'

Name

& Everyone

it 15t Candidates

s 2nd Candidates

s 3rd Candidates

d s Associates Degrees
W Bachelor Degrees

|

% % Eranlmicase with Mastarse Nansraas

Cloze |

Search options
Search under
selected bow

1 New Search
£ fidd b st belav
= Geanch within list below

¥

Name:

Degree: | State:

| Job Tite:

1] |

0 people found

= Email §5 Copy B

i

Microsoft Excel = Save as...
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3. Click to check Hide this group in published chart.

o~

| Group Editor

x|

[Optional) Categany: I

=l

This is the advanced group
definition editor. Here you

Group Mame: I 1st Candidates

can view and edit the

&b Add  $C Remove -~

contents of a group

Move Up 4 Move Down | definition. ¥ou can also

AndiOr | Search Field

Compare | Value| Match Case |

recrder the components of

Succession Rank: =Egualte 1

Displayed image for people in this group

[+ Hide thiz group in published chart

|[N one| - I

|J}8Just selection  Search Now ||— Save I Save As.. |

the group.

A simpler way to create a
group is to refine a search
with the search dialog and
then click "Save as
Group™.

" Large icons

& Small icons

Cancel |

| Degree:

| state: | JobTi

| 0 people found

Click on Save.
The Group will not appear in

Groups Tab:

a published chart.

@ performance | |
[ OrgPublisher] H B 2 5] L % 0D Seach K| 100% v X é.gmchm|ﬂe|, v & P ga;? D Hep
Planning | Salanes
g e B Name | Job Title | Box Tite | 40l Fields  Greups | My groups |
- E— —
-BebﬂAvElqp i rn .
President I Close
R
4 i Everyone

Creative
Creative Vice President

& 2nd Candidates
&k 3rd Candidates
Rk Associales Degrees

¥ Bachelor Degrees

#hEmployees with Masters Degrees
& Hinh Darfarmar

Search options
Search under
selected bax

& Hew Search

) fudd o st ey

El

1 Search withir list below

Name: Degres. [ state: [ Job Title

Raymond Jessup

Paul M Melbram

Prior Positions:

Contraller A Producer

2

Potential
Performance

Filter View:

Prior Positions:
Production Coordinator

‘._

] |

0 people found = Email 8 Microsoft Excel [ Save as

Group: Everyone

Filter View

& |8

& Everyone
#&& 2nd Candidates
sk 3rd Candidates

B achelor Degrees
ddh Employees with Masters Degrees
& High Performer

# High Potential

ddk Low Performer

#d& Low Potential

ddk Management Team

& & Macters Nenress

o]




OrgPublisher

10 Manage Group Attachment

If you have multiple styles within your chart, you may want to display Group Icons in some
styles, but not in others. This can be done by managing which Groups are attached to a Style.

1. Click on Options and move the mouse pointer on top of Group display options. Click to
select Manage Group Attachment . . .

@ mManyFields.och - OrgPublisher

File Edit View Insert Format Tools Dats |Options| Help

2 E @ pubisn (1) | 4 Wy iy Lzl Use Hotspot Wizard & View Made B &%
Messages
¥ # Lookfor: Find names, titles, etc. Synchronize navigation between styles levels = . T 100% M &
- Photo wait 4
Planning Salaries o
Sort options. ..
Text encoding options. ..
EChart security options. ..
Real-time connection configuration. .. H f' E t
S — » ICITIC Eastern
Tree View options 3
List View options + Pacific Eastern
Profile View options 3 .
President
Summary options
Group display options | Manage Group Attachment. ..

Auto adjust display to show Group

2. The style names are outlined in Red. The rows are the defined Groups in the charts.
x|

To prevent the icon for a group from appearing in the chart for a style uncheck its chedkbox in the grid below. Click a
row label to show the group for all styles. Click a column label to show all groups in a style.

Planning| Salaries| Language I

1st Candidates
2nd Candidates
Jrd Candidates

nt Team
Speaks Chinese
Speaks French
Speaks Portuguese
Speaks Russian
Speaks German
Speaks Halian
Speaks Spanish
Speaks Japanese
High Performer
Wid-High Potential
High Potential
Low Potential

Low Performer
Bachelor Degrees
WMasters Degrees
PhD:

Associates Degrees

<[ <1 {=[=1 =7 |=1 (<2 {=[= =7 |= (=== == ===
<1< << R [ R R EER R R EEEEE R
=== === =1 == = === === === R

3. The groups with check marks under the style names indicate that the Group is available
within that Style. The following screenshot shows that only the language Groups are to
display in the Language style.
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[N Attach Groups To Styles x|

To prevent the icon for  aroup from appearing in the chart for a style uncheck its checkbox in the arid below. Click a row label to
show the group for all styles. Click a column labe! to show all graups in a style.

Planning| Salaries| L

1st Candidates
2nd Candidates
3rd Candidates

- | | speaks chinese
‘Speaks French
‘Speaks Portuguese
‘Speaks Russian
‘Speaks German
‘Speaks ltalian
Speaks Spanish
Speaks Japanese
High Performer

<1|=1=1 == R RRR
EUIC IR ERHCU I | i i

<1|=1=1 == R RRR

Wid_High Potential
High Potential

Low Potential

Low Performer
Bachslor Degress
lasters Degrees.
PhD.

Associates Degrees.

e

v

4. Click OK to return to the chart. The only icons displayed in the style are those
associated with the language groups.

Pacific Eastern

@ Spesks Chinese
Spasks Franch
@ ek Frenc Pacific Eastern
4 Spesks Geman
@ So=sts lsfn President
Russell O Heis
Spesks Japaness
4 Spesks Portuguese
b, Spesks Russian Executive Staff
4, Spezks Spanish m Assistant to President
Bobbie T Johnson
[ I I ]
Sales Finance Creative Information Technology Media Planning & Buying
Marketing Vice President CFO Creative Vice President Director of Technolo Director of Media
Susan M Hester Raymond Jessup Paul M Melbram Gregory K Pink Amy Stepp
= C] ' 2 =

Human Resources

HR. Vice President
Frank P Thomas

10.1 Quick Selection

1. Click on Options and move the mouse pointer on top of Group display options. Click to
select Manage Group Attachment . . .
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@ ManyFields.ocb - OrgPublisher

OrgPublish
- File Edit View Insert Format Tools Data Qpﬁunsiﬂelp

)2 H @ A 0] 4 By | ] e Hotsoot W | S venboi |1 [ 1 &

Messages
@, Lookfor: |Find names. fitles. etc Synchronize navigation between styles levels - :j._',. +, 100% TIEM
Photo wait L4
Planning Salaries
Sort options. ..

Text encoding options. ..
EChart security options...

Real-time connection configuration... C i fi C Easte rn

Search options
Tree View options

List View options Pacific Eastern
Profile View options .

President
Summary options

Group display options | Manage Group
Auto adjust display to show Group

- v v v

2. Click on a Row to quickly remove or add checkmarks for all Styles.
a. Click once to remove:

[N Attach Groups To Styles x|

To prevent the icon for a group from appearing in the chart for a style uncheck its checkbox in the grid below. Click a
row label to show the group for all styles. Click a column label to show all groups in a style.

Y

15t Candidates. r r r

j [ [ |l
3rd Candidates ¥ V¥ r
WManagement Team v v |
Speaks Chinese vl I |~
Speaks French | I 7
Speaks Portuguese WV Il 7
Speaks Russian W~ Il |
Speaks German ¥ ¥ | |
Speaks kalian v v v
Speaks Spanish v v [
Speaks Japansse [V v v
High Performer I I r
Mid-High Potential ¥ I r
Hinh Pntential |l Pl r ;I

b. Click again to insert check marks for all styles:

W Attach Groups To Styles

To prevent the icon for a group from appearing in the chart for a st
row label to show the group for all styles, Click a column label to sh

1st Candidates

3rd Candidates
Management Team

<R
<R
A

Page57



OrgPublisher

3. Click the Column (Style name) to quickly remove or add checkmarks for all Groups:

X A.ttachG roups To N Attach Groups To Styles

To prevent the icon for a group from appearing in th

B row label to show the group for all styles. Click a col

row label to show the group for all styles. Click a columr

Plannind| Salaries nguage Plannin Sahrigs Langu:
1st Candidates ~ ~ 73 15t Cﬂl'ldil.:lﬂtes ™ by ~
2nd Candidates ™ = r 2nd Cﬂ.ni:l.mte:s. I r r
3rd Candidates ~ [ r Jrd Candidates I r r
Management Team ™ i r Managernevt Team I r r
Speaks Chinese ™ [ [ Speaks Chinese ™ r [~
Speaks French ~ [ [ Speaks French I r 3
Speaks Portuguese i [ [ Speaks Pu-rtuguese I r [~
Speaks Russian ~ v [ Speaks Russian I r 3
Speaks German ~ v v Speaks Ge.rrnan I r 3
Speaks Ralian ~ v v Speaks rl‘.alpan. ™ r [~
Speaks Spanish ~ [~ [ Speaks Spanish I r 3
Speaks Japanese ~ [ 3 EPBEES Japanese ™ r [~
High Performer ~ [~ r Hl_ﬂ"l Fferfurrner_ ™ r r
Mid-High Potential [ [~ r S |l r r
Hirth Pntential [l = — Hinh Pntential = [l —

Page58



OrgPublisher
11 Style Bar 1 Group Feature

The chart administrator determines if the Group feature is active in the Style Bar. The Group
feature provides options for filtering the chart based on Group membership. The chart
administrator selects the functions available to the viewer of the chart.

Please note : Each chart has 1 group by default T Everyone. Everyone is a count of all the
records fed into the chart, even if they are not displayed or if the Position Type is not set to be
counted.

1. By default, the Style bar displays Style names on the left and Group information on the
right.

Mormal style -

<A x|

2. To display the Style bar formatting options, right click on the Style bar and the menu of
options displays.

—| Group Selector button Show Group name always
Group filter in chart k|« MShow Group name only when multiple Groups exist
Show Styles toolbar Enable button
Show styles in tabs Edit Label...
= oo

3. Mouse over Group Selector button to:
a. Show Group name alwaysi Group: Everyone will display in the bar. The drop
down arrow to the right of Group Everyone only appears if there is more than
one Group in the chart.

b. Show Group name only when multiple Groups existi Only shows Group:
Everyone if there is more than one Group within the chart.

c. Enable button T Removes the drop down arrow which eliminates the user from

filtering the chart boxes based on Group membership.

d. Edit Label... 1 Allows you to change the Group: label to a term more
meaningful to your viewing audience.
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Group Seleckor butkon

Show Group name alwaws
Show Group name only when multiple Groups exist

aroup filker in chart »

Enable bukton Show Skyles toolbar

Edit Label. .,

Show skyles in tabs

I. 'D/pe in preferred label and click OK.

I Group button label _

Pleaze enter the Group buttar label: = =
I Duer'_.r:|
Concel_|

ii. The new label appears in the Style bar.

4. Mouse over Group filter in chart. Select if you wish to use Spotlighting or Show only
boxes in group. The active selection is shaded out and has aP .

= Group Selector button L ! ! < |

\ﬂ:ﬂhhdﬂt I Shew only boxes in group |
B Styles toolbar Spotlight boxes in group

Show styles in tabs

[=]
[
i

4 Education
T Acondatac Noarace

5. Go to the Filter View section of this manual to read more about Spotlighting vs. Show
only boxes in a Group.
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12 Filter View

From the style bar, the user of a published chart and the chart administrator can display a list
of all available Groups in the chart. From this list, a filtering option c an be selected.

12.1 Activate Filter View

1. To activate the Filter View, click on the Group dropdown.

Ah F |
|Cli::k here to display all available g?nupsl

2. The Filter View displays. The Only show records in the selected group option are
selected. This is based on the Group filter setting.

Group :Evenyone

b Fitter View 4 Z‘
N

idates
|E1Ir1|1j-I show records in the selected group

& Azzociates Degrees
T Bachelor Degrees
™ \asters Degrees
= phD

4 |anguages
’ Speaks Chinese
’ Speaks French
’ Speaks German
’ Speaks Italian

Speaks Japanese

4 Spezks Portuguese
4 Snezks Russian
4. Snezks Spanish

[+ Performance

4 Potential
do & High Potential
ded Low Potential
g Mid-High Potential
Everyone

#& & Management Team

Page 61



OrgPublisher

3. Click to expand the available groups if necessary.

Group:Everyone

_l Filter View 4 |,

{5

Education

= Associates Degrees

20T :
T —

& 2nd Candidates
dd 3rd Candidates

4 Education

4. Click to select a group to filter the chart box display.

12.2 Anchor the Filter View

The Filter View can be anchored by the Chart Administrator so it is displayed when the user
views the Style. The user also has the option to turn the Filter View off and on.

1. To activate the Filter View, click on the Group dropdown.

AN
|Click here to display all available ofoups

2. Click the pin button to anchor the Filter View to the right side of the chart.

N Filter View

&l :
_][_:lig%f%e_‘b%keep this window open
4 Candidates
gk 2nd Candidates
g 3rd Candidates
4 Education
= Assodates Degrees
T Bachelor Degrees
T Masters Degrees
&= PhD
4 |anguages
’ Speaks Chinese
L 4 Speaks French
L 4 Speaks German
’ Speaks Italian
Speaks Japanese
4 speaks Portuguese
4 Speaks Russian
M Speaks Spanish
I Performance
4 Potential
gk High Potential L
g Low Potential
dode Mid-High Potential
[

__________

Fitter View x |

AlF |

4 Candidates
#& b 2nd Candidates
#k 3rd Candidates

4 Education
T Associates Degrees
T Bachelor Degrees
=

Masters Degrees

= phD

4 Languages
& Spesks Chinese
’ Speaks French
. Speaks German
@ specks Italan

Speaks Japanese

4 Spesks Portuguese
4 5pesks Russian
4 5pezks Spanish

[» Performance

4 Potential
# b High Potential
& Low Potential
& Mid-High Potential
Everyone

&% Management Team
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3. Click the Close button when the Filter View is no longer needed.

FB Candidates
#d 2nd Candidates
dd 3rd Candidates
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13 Filtering the Box Display Using a Group

Spotlighting provides a method for filtering the displayed chart boxes. Spotlighting de -
emphasizes [y increasing the transparency) of the chart box for persons who do not meet the
criteria of a search or group result.

Spotlighting can be invoked from the Filter View and Search View at the same time. To reset
the display to show everyone, Spotlighting should be turned of f in Search View and the Group
Bar should be set to Everyone.

Please note : This feature will affect printed output where possible. The AlphaBlend function
is used to create the transparent effects. AlphaBlend does not exist on Windows 95 or
Windows NT 4.0 (and earlier). If AlphaBlend is not available then the print output will work as
it did in previous versions of OrgPublisher.

13.1 Only Show Records in the Selected Group Filtering Option

1. If the Filter View is n ot displayed, click on the Group dropdown.

Group:Everyone .

AN I
[Click here to display all available groups |

2. SelectOnly Show records in the selected grou p, if not already selected.

Filter View x |

# Only show records in the selected group
sk 3rd Candidates

4 Education

= Assodates Degrees

3. Select the Group. In the following example, The Bachelor Degrees Group is selected.
The Name, Group Icons, and any additional information related to the name are hidden
in boxes that do not contain Group members.
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lLanguage Planning | Salaries

Pacific Eastern : e "]
alF |
: z:: ‘;‘I: 4 Candidates
Pacific Eastern ##& 2nd Candidates
4 Speaks Geman i 3rd Candidates
o Seesks liaian Eresident 4 Education
Spesks Jspanese T Assadates Degrees
-, Spesis Formuguess Executive Staff :
a Spesis Russion || Assistant to President =3 :\:;w esres
A Spesks Spansh Bobbie T Johnson
4 Languages
= 4 Specks Chinese
& Speaks French
[ I - —li = = Speaks German
Sales Finance Creative Information Technology Media Planning & Buying ’ Speaks Italian
Merketing Vice President cFo Creative Vice President Director of Technolo Director of Media Speaks Japanese
7 = Paul M Melbram Gregary K Fink 4 Speaks Portuguese
n n = = n 4 speaks Russian
’ » A speaks Spanish
u n b Performance
4 Potential
#&#& High Potential
#&#& Low Potential
k& Mid-High Potential
Everyone
Human Resources hdk Management Team

4. Click the Everyone Group to restore the chart box display to all boxes. Close the Filter
View if desired.

13.2 Spotlighting as the Group Filtering Option

1. If the Filter View is not displayed, click on the Group dropdown.

1A% I
[Click here to display all available groups |

2. SelectShow records in the selected  grou p, if not already selected.

Filter View x |

dd 2nd Candidates
dd 3rd Candidates

4 Education
= pszodates Degrees
T Bachelor Degrees

3. Select the Group. In the following example, The Bachelor Degrees Group is selected.
The chart is filter ed oftle BachepoDedrde Gioupd onl y me mb
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|| Lanouage | Planing

p Spesks Chinese
p Seesks French
4 Spesks German

Pacific Eastern

OrgPublisher

Filter View

27

4 Candidates
s 2nd Candidates
sk 3rd Candidates

4 Seess tain 4 Education
Spesks Japaness T Associates Degrees
4 Spesks Fortuguese -
4 Spesks Russian Executive Staff T Vasifs Degrees
= php
A Spesks Spanish Assistant to President

4 Languages
@ spesks Chinese

Bobbie T Johnson

bl # specks French

Speaks German

- - [ @ speaks Italian

Creative Information Technology Specks Jopanese
Creative Vice President Director of Technolo A spesks Portuguese
Paul M Melbram Gregary K Pink A Speaks Russian
| - o= 4 speaks Spanish
| ﬂ ; ; | I Performance
ﬂ n n ﬂ 4 Potential

& High Potential

&k Low Potential
sk Mid-High Potential
& Everyone

| %k Management Team

4. Click the Everyone Group to restore the chart box display to all boxes. Close the Filter
View if desired.

13.3 Spotlighting Used in the Search View
1. Open the List View. Then, expand the Search View window.
2. Select the Search or Groups tab.

9 Under the Search tab, create a new Search and click Go to run the search
1 Under the Groups tab, select an existing Group.
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3. Select the Spotlight search

results in chart

button.

Group :Everyone

L

4 = X

List View
Search View

Goups

B K T & B JiAssistant
4 Candidates
dde 1st Candidates
g 2nd Candidates
dd 3rd Candidates
4 Education

T Assodates Degrees

T Masters Degrees

[T Search under ‘Russell Heis®

san 1 _ma a1

q- -

=1 r ‘? Az Hi E potiight search results in chart |

Mame: | Job Title: | Box Title:

& Lisa Abb... Purchasing ... Finance

* Abigail B ... Web Progr... ‘Web

® Gail P Am... Product Sp...  Mational

:i‘ Clivia K. B... Programmer Business A...

& Henry K ... Writer Collateral

& Mia P Ba... Producer Television ...  Broadcast Writer
& Elizabeth... Capital Pur... Finance

# James B... Broadcast... Broadcast

# Justin B... Purchasing ... Finance

& Andrew ... Web Progr... Web

& CarlLBest ResearchM... MarketRes... Research Assistant
:ﬁ.‘ Bryan B... Purchasing... Finance

® Jason Br... Benefits Ma... Benefits Benefits Analyst
# SusanI... HardwareT... MetworkTe...

® JennyL... Digital Artist  Design

# Matthew... Benefits Sp...  Benefits

% Julie Ca... Benefits 5p... Benefits

® Mary A C... Writer Hi Tech

& Sally Cane Media Coor... Media

& Tyler Ca... Generalle... Finance

141 hits

=~

| *hy

OrgPublisher
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4. Boxes containing employees who meet the search criteria are Spotlighted.

ILanguage Panning | Salares |

OrgPublisher

Group:Everyone

Pacific Eastern

@ Speais Chinese
4 Seesis French
4 Speaks Gemman
@ Seesis ltsian
Spesks Japanese
4, Speaks Portuguese

- x

List View

Search View

4. Speaks Russian Executive Staff
b Spesks Spansh | | Assistant to President

Bobbie T Johnson

&
[ I [
Creative Information Technology
Creative Vice President Director of Technolog
Paul M Melbram Gregory KPink
| = o=

Gours

B T B B i Assstant
4 Candidates
15t Candidates
& 2nd Candidates
ok 5rd Candidates
4 Education

5 Associates Degrees

T Masters Degrees

[~ Search under Russell Heis'

Vi ZH Reset

Name: | Job Tile: | Box Title:

| Previous Position: =

® Lisa Abb... Purchasing... Finance
& Abigail B ... WebProgr... Web

& GailP Am... ProductSp... National
& CliviaKB... Programmer  Business A.

R HerryK ... Writer Collateral
& MiaPBa... Producer Television ...
% Elizabeth... CapitalPur... Finance

& James B.. Broadcast... Groadcast

® Justn B... Purchasing.. Finance

& Andrew ... WebProgr.. Web

& CarlLBest ResearchM... MarketRes..,
& Bryan B... Purchasing... Finance

# Jason Br... BenefitsMa... Benefits

# Susan... HardwareT... NetworkTe
& Jennyl.. Digital Artist  Design

& Matthew... BenefitsSp... Benefits

& Julie Ca... BenefitsSp... Benefits

& Mary AC... Writer Hi Tech
# Sally Cane Media Coor... Media
& Tyler Ca... Generalle.. Finance

-

Broadcast Writer

Research Assistant

Benefits Analyst

=N a: H&

For Help, press F1 | Levels shown: 2 | Shown head count: 8

5. Switch to additional groups or complete additional searches to view the chart with

Spotlighting.
6. Upon completion, click on the Spotlight search results
and restore the display of the whole chart.

button to remove spotlighting
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14 Emailing Group s

OrgPublisher

If an Email field type has been created in the chart, Groups can be used as Email distribution

lists.

14.1 Emailing Groups from Advanced Search

1. Select the Search button.
2. Select the Groups tab.

‘Mame | Job Title | Box Tite | &l Fieldf  Groups |

| 4\ New I\ Assistart ¢ 1T B oy Dp - 0D EE

3. Click once on the Group to select the Group.

‘Mame | Job Title | Box Title | AllFieldf Groups |

B New ok Assistant ¥ I B B Dp T ot

G

Corporate CPR Certified
Office E...

k@

4, Select Search Now

bk

[y B B I5

Page 69



















































