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1  Search and Group  

OrgPublisherôs Search and Group function is the workhorse behind reporting and 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 Can I Use 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:   

 

¶ Counts of members in a group 

¶ Roll-up summaries for members of a group 

¶ Produce a list of members in a group 

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

¶ Create Conditional Position Types based 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 Record display to only members of a group  

¶ Security settings based on group membership 

o Access to a Style  

o Ability to view a field of data  

o Restrict that data is only displayed for a specific group 

o Restrict access to published chart functionality based 

o Authorize access to Organizational and Succession planning  

o Restrict what areas of the chart a person can use for planning 
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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 access through 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. 
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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.  

 

 

 

 

2.1.1.1  Move Up and Move Down  
1. Select Customize Search dialog . . . under the Options, Search options menu. 

2. Highlight the item to move . 

 

 
3. Click the Move Up or Move Down button. The Move Up and Move Down buttons control 

the r ight to l eft display of the Search dialog tabs.  Highlight the  tab you wish to move, 

and then click the appropriate button.  

 
 

4. Click OK and then open the Search dialog.  The Name tab is now in the second position. 

 



 

Page 4 

2.1.1.2  Change the Tab Caption  
1. Select Customize Search dialog . . . under the Options, Search options menu. 

2. Highlight the text in the Tab Caption column you wish to change.  

3. Type in the preferred text.  

4. Click OK. 

 

 
 

5. Open the Search dialog box and note the change in the tab caption.

 

2.1.1.3  Change the Field Label  
1. Select Customize Search dialog . . . under the Options, Search options menu. 

2. Highlight the text in the Field Label column you wish to change.   

3. Type in the preferred text.  

4. Click OK. 

 
 

 

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

        

2.1.1.4  Show or Hi de a Search Tab  
1. Select Customize Search dialog . . . under the Options, Search options 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. 

 
 

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

 

Previous Tabs Displayed                         New Tab Display  

            
 

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 Search dialog . . . under the Options, Search options 

menu.  Click Restore Default. 
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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 Publishing manual 

for more information).  

Select Customize Search dialog . . . under the Options, Search options menu.  Click to select 

Keep focus on Search dialog. 

 

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. 

   

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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2.1.1.7  Enable Succession Planning Features  
This adds two search fields that are valuable when a user is viewing a chart containing 

successors.  To activate the option, Select Customize Search dialog . . . under the Options, 

Search options menu.  Click to select Enable succession planning features. 

 

 

The fields are available under the All Fields tab and are 

listed at the bottom of the Search fields.   

¶ Successor(s) in a box ï Lets the user look for boxes 

that contain a specified number of successors.  For 

instance, 

¶ Person successor count ï 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 . . .  

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. 



 

Page 8 

In the following example, the Semantic Dictionary has several 

translations for the Job Title - Account Executive.   

¶ Account Executive 

¶ Acc. Ex. 

¶ Ac Executive 

¶ Accounting Ex. 

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.  

      

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

meet your companyôs needs. 

1. Click on the Options menu.  Select Search options and then Semantic Dictionary . . . 
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2. Click to expand the list of translations.

 
 

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

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

text ï Value ï and type in the preferred text.  Press the enter key.  
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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. 
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2. Click on the + to the right of the first translation.  

 
 

3. A New Field Name translation item appears. 

 
 

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

desired field. 



 

Page 12 

   
 

5. Click on Map to select the text and type in first category . 

 
 

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

 
 

7. Click on the + to the right of the translation to add additional translatio ns. 

 
 

8. Continue until all required translations are added. 
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9. Click OK.  

 

2.1.2.3  Delete Translations  
To remove any translations: 

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

  
 

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

 
 

4. Click OK to complete. 

 

 

 

 

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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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. 

              

 

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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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. 

 

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

 

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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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. 

 
 

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

 
 

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

should be checked.   

4. Click the Create selection from field 

values  button.  This lists all possible values 

in the current data feed and presents th e 

list alphabetically. 

5. Limit searches to these items is also 

selected. 

6. Click OK to finalize the selections. 
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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 ï F or M.  The user must choose which value to use for the search.  

 
 

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. 

 
 

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

 
 



 

Page 19 

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

should be checked.   

4. Click the Create selection from field 

values  button.  This lists all possible values 

in the current data feed and presents the 

list alphabetically. 

a. The chart administrator manually 

typed in TX, GA and NY in the 

sample to the right.  

5. Click Limit searches to these items  is 

also selected  OR 

6. Select Allow entry of custom search 

values .  This option gives the user the 

suggested values, but it also allows them to 

type in their own value.  

7. Select Show potential ma tches as users 

type  to supply the suggested values to the 

user and save typing time. 

8. Click OK to finalize the selections. 

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

the For field. 
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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 Search button 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 Show/Hide Columns.  

 
 

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

 
 

5. Select a field, then click the Move Up or Move Down button to re -order the displayed 
fields. 
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6. Click OK when completed.  Languages were added to the display and moved to follow 
Box Title. 

 
 

3.2  Sorting Columns  

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: 
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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 Publishing manual 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. 

 

       
 

2. A list 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 

   
 

3. Click on the result of interest.  The chart 

navigates to the personôs box.  The result 

remains on the screen for further navigation.  

 

4. Close the result box by clicking on the close 

button ( x ). 
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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. 

 

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. 

 

4.3  Reuse a Previous Search  

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

 

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

 



 

Page 24 

5  Single Criteria  Search  

 
1. Click the Search button.  

 

 
 

2. The Search dialog box is displayed.  
a. If the word you are looking for is a name, click on the Name tab.  
b. If it is 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. 
 

 
 

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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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:  

¶ Any Part of Field 
¶ Match Whole Field 
¶ Start of Field 
¶ 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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6  Multi -Criteria Search  

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: 

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

60 work in Texas, I wou ld expect to see a result of 110 records. 

¶ I 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, I want a result list of 38 

people. 

6.1  Search within List Below  

1. Perform a single search.  Typically, you would search on the ñbroadestò criteria first.  In 

this example, the search looked for people with degrees that start with M (Masters 

Degree).  Ten people meet the criteria.  

 
 

2. I also want to find the people with a Masterôs Degree who live in California.  Click Search 

within list below  . . .  
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Change the search criteria for people in the state of CA.  Click Search Now to see the 

new result ï 7 people. 

 
 

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 would search on the ñbroadestò criteria first.  In 

this example, the search looked for people with degrees that start with M (Masters 

Degree).  Ten people meet the criteria.  
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2. I want to Add to list below . . .  

 
 

All people who have a PhD.  Change the criteria to search for Degree of PhD and click 

Search Now to see the new result ï 12 people. 
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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.  As the 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. Select the Save as a Group button. 
 

 
 

2. Type in the Group Name. 
 

 
 

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

 
 

7.2  Create Groups Using the Assistant  

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

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

2. Click the Group Creation Assistant button. 

 
 

3. 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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4. Type in a Prefix.  This is not required, but will display generated fiel ds together 

alphabetically. Click Next. 

 
 

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 unique 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. 

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

 

 
 

b. Combine several values into one Group. 

i. Drag 1 value into the white area ï Groups to be created 

ii. Click on the Group name to select text and type in a preferred Group 

name. 
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iii. If you wish to change the Group name, type over the high lighted text . 

 
 

iv. To add more values, drag on top of the Group name.  You will see the 

text: Add 1 new search value.  Drop the value.  

 
 

 
 

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.  

 
vii. Click on the Group name to select the text and type in the preferred 

name. 
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viii. Repeat to add all of the values for the Group. 

c. To remove a Group from the list, click on the Group name and then click on the 

ï to remove the value.  The removed values from the Group are added back to 

the Unique values in the ñ  ñ field list. 

 
d. To remove a value from a Group, click to the right of the  value, then click on the 

ï to remove the value.  The removed values are added back to the Unique 

values in the ñ  ñ field list. 

 

 
6. A list of the Groups created is listed.  Click Finish. 
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7. The Groups are now visible in the Groups tab. 

 

7.3  Using Groups to Get  a Result  

Searching on a Group creates a result list. 

1. In the 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. 
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3. The results display. 

 

7.3.1  Advanced Search ï 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. 

¶ View Large Icons 

¶ View Small Icons 

¶ View List 

¶ View Details 
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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. 

       

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  button.  The email client is launched and the 

email addresses are populated in the To:  area of the email.  
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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 

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. 

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:  

 
3. Click OK. 

4. The first 6 records are pinned in the Profile View. 
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8.5  Save the Current Result as a New Group  

If the result is from a search, you may wish to save the result as a new Group.  

1. Perform a search and click the buttton . 

2. Type in the new Group name. 

 
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 group are in the ñspotlightò.  Boxes that do not belong to the group 

are faded out. 
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9  Editing Group A ttributes  

You can edit or add additional attributes to any Group you have created.  

 

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 click in the Groups tab. 

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

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

 
 

b. Add:  Click the Add button. 

  
 

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.  

 
 

ii. 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. 

 
 

iii. Click to the right of the Compare field of your search criteria to select the 

preferred field data match . 
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iv. Click in the Value field to type in the value you want to search.  

 
 

v. Click the Match Case field value to drop down the options for matching 

case.  Click to select. 

 
 

vi. Click Save to update the changes. 

 

9.2  Modify the Group Name  

You may need to change the Group name.  To do so: 



 

Page 45 

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.  

 
3. Click in the Group Name field and type in your changes. 

4. Click Save to save the change. 

 

9.3  Add a Category to the Group  

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

want t o categorize them and collect them as groups 

underneath a main group category.  In the following example, 

two Groups are in the Education Level category. 
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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.  

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

 
 

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. 
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4. Click Save. 

 

9.3.1  Remove a Group from a Category  

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.  

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

name at the top of the list.  
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4. Click Save. 

 

9.4  Associate an Icon with a Group  

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.  

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

 
5. Examples of the Group icon displayed: 

a. Under the Group tab: 

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

manual. 
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c. In the Filter View:See the Filter View section of this manual. 

 
 

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. 

 
 

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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Centered     Not Displayed 

           

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. Scroll to the bottom of  the Property list to disp lay 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. 

 
3. Click OK. 

4. 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. 
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5. Click the Pushpin button to Open the Search View with the Group results displayed. 

 
6. To read more about Hover Profiles, refer t o the Views  training manual.  

9.5  Hide a Group in the Group Bar  

Groups that 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.  

 
 



 

Page 54 

3. Click to check Hide this group in published chart.  

 

4. Click on Save. 
5. The Group will not appear in a published chart. 

 
Groups Tab: 

 
 
Filter View: 
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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 . . . 

 

 
 

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

 
 

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

associated with the language groups. 

 

 

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

a. Click once to remove: 

 

 
 

b. Click again to insert check marks for all styles: 
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3. Click the Column (Style name) to quickly remove or add checkmarks for all Groups: 
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11  Style Bar ï 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 ï 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.  
 

 
 

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

 
 

3. Mouse over Group Selector button to: 
a. Show Group name always ï 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 exist ï Only shows Group: 

Everyone if there is more than one Group within the chart.  
c. Enable button ï Removes the drop down arrow which eliminates the user from 

filtering the chart boxes based on Group membership. 

 
d. Edit Label . . . ï Allows you to change the Group: label to a term more 

meaningful to your viewing audience.  
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i. Type in preferred label and click OK. 

 
 

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 a P . 
 

 
 

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.  

 
 

2. The Filter View displays.  The Only show records in the selected group option are 

selected.  This is based on the Group filter setting. 
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3. Click to expand the available groups if necessary.  

         
 

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.  

 
 

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

                    
 



 

Page 63 

3. Click the Close button when the Filter View is no longer needed. 
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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 (by 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. 

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

 
 

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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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. 

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

 
 

3. Select the Group.  In the following example, The Bachelor Degrees Group is selected.  
The chart is filtered to ñspotlightò only members of the Bachelor Degree Group. 
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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. 

¶ Under the Search tab, create a new Search and click Go to run the search. 
¶ Under the Groups tab, select an existing Group. 
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3. Select the Spotlight search results in chart  button. 
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4. Boxes containing employees who meet the search criteria are Spotlighted. 

 
 

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

6. Upon completion, click on the Spotlight search results button  to remove spotlighting 
and restore the display of the whole chart.  



 

Page 69 

14  Emailing Group s 

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. 

 

 
 

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

 
 

4. Select Search Now. 
 

 
 


































