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OrgPublisher

1 Views

In addition to the normal Chart View, OrgPublisher provides several Views that can be used to
present analytical data within the chart. The Views toolbar is visible to the chart administrator.
The chart administrator can choose to show the Views toolbar or specific view buttons if the
chart is published as PluginX or as an EChart.

Styles Toolbar
%*'{T E ._": TH

Toolbar Samples

Wizard View is only available for
the chart administrator

G

Style View Style View x

[£) Advanced Box Layout

[&)Normal style
[&] Profile Information

Tree View

Tree Wiew

b= [0} Pacific Eastern
-a E-# Ruszel O Heiz
La Ruszel Heizi@paceastern.com

P Presidert

- Executive Statf
ﬁ Bobhie T Johnson
Lﬁ Bobhie Johnsoni@paceastern.com
Azzistant to President
- Sales

#® Susan M Hester

Lﬁ Susan Hester@paceastern.com
harketing Yice President

[T]—@ Information Technaology

[ A ——
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List View

—_———  x
—_——— List View
- - - —_ Name Job Tite: Box Tille: phone |  Emal | ©
The List View also contains a Bt BencT Maraped N ceca s oo s biarint o]
d Sally Cane Media Coordinater Media 5486 Sally Cane@pa Corp
Sea rch VIeW 2n ScreenShOt Ryan Dozier Controller & Finance 7013 Ryan.Dozier@p Ann{
Hal Glorian Payroll Manager Payroll 6555 HalGlorian@pa Corp
Laura Grape Applications Manager  Applications 9000 Laura Grape@p Corp
Leslie Growwer Metwork Manager Network 4999 Leslie. Growwe Corp
Russel Heis President & CEQ Pacific Eastern 7989 Russel Heis@p Corp
Susan Hester Marketing Vice President Sales - Susan Hester@ Corp
Raymond Jessup cFo Finance: T014 Raymond.Jessu Corg
Jonathan Jester Account Executive National 6444 Jonathan Jester Corp
ex
List View
Search View
Search | Groups
Name: ~ Last First = Any Part of Field -
mGo ¥
[~ Search under ‘Russell Heis”
Name: Job Te: Bas Title: Phone | Email =
* Emily Abbott Media Coordinator Media 7018 Emily.Abbott@padficeas
® Lisa Abbott Purchasing Agent 1 Finance 6028 Lisa.Abbott@pacificeast
& Cheryl Adelsperger  Benefits Specialist Benefits
& Abigail Alexander Web Programmer Web 7017 Abigail. Alexander @padif
* Gail Amster Product Spedialist National 2277 Gal.Amster@pacificeast
# Caroline Anderson Accts Rec/Cash Mgr Finance 7010 Caroline.Anderson@pac
& Olivia Bailey Programmer Business A... 6014  Olivis.Bailey @padficeas:
™ — Profile View
— == 5 B & opinned
Phote -
Name: Amy Stepp
Job Title:  Director of Media
Box Title:  Media Planning & Buying
OfficeBldg Sales Office 2
Fhone 6161
Email Amy Stepp@pacificeastern.com
Summary View con
] 5
.!l —1 Summary View
—_—

The Summary View also contains a
Graphs View (2" screenshot)

Summaries | Graphs

Include in

Position type Summary Count
President Yes 1
Vice President Yes 3
Director Yes 5
Manager Yes 38
Employee Yes 93
Assistant Yes 9
Indirect Report Mo
Total Head Count 154
Open position Yes 13
Total Planned Head Count 167
Everyone 208
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Summary View

Graphs.
X T $aon T Coy

Head Count by Position Type (Russell Heis)

9 Box View — OrgPublisher Premier

P ox|

9 Box Matrix

Patential

Caren King

Jared Hil

Lyle J Johnzon
Caral M Jomes
Stephen v Purl

Trent D Graph
Suzan M Hester
Kayla K Melton
David Smith
Frank P Thomaz
Jamesw Trent
Bradley H Yick

Joseph Hunt
Denise Hutchizol

Liza Abbott &
Caroline Ande™ |
Juztin Baster
Bryan Boyntaor
Jenny L Brypani—|

Linda Bullock, Lester v Fem
Sally Cane Jezsie L Figter
Lynn K Freight Elviz A Frankli
Hal Glorian Leslie F Growy
Bailey H Grang Brighton k. Her
Laura F Grape _ | [*'&i P Kingston _
Camdans bd G Cal Krarmar

FAyan B Benn |«
Carl L Best
Kimberly T Buc
Amanda Burke
James T Doug”

Cheml Adelsperg
Julie Cagney
Denize Grace
Catherine Graze
K.arie Jameson
Tarmara Lacey
Dorna Richards
Cita Rollinzon
Sharon Stuart
Lawrenze Times

Henry K Banne
tia P Banniste |
Elizabeth Bart
James Bates |
Jeffrey A Baue
Jazon Bratton
tary & Calliste
Tuler Carlton
Renee B Clapr
K.atherine Clax
Hannah Coler _

Eula Colle

Suzan | Bright | &
Ryar Daozier T |
Louiz R Gift
Bobby Jacksc
Greta Johann:__|
Bobbie T John
Clark. P Frigty
Paul M Melbra
Brandi B Melsc
tally Michols

Kimbery Ojobi
Do f Tl

Performance

Showy Charted

j Properties. .. |
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2 Working with Views
All View options are displayable within the chart. As the chart administrator, you can decide
Style by Style what Views will display when the user opens the chart and moves to a particular
Style. Views can be docked in one place or you can float them. You can also remove or size

views. When creating styles in OrgPublisher, you can select which views should become part of
that style.

2.1 Docking a View
1. Place the mouse pointer on the grab bar area of the View window. Hold the left
mouse button down and drag to a new location.

|
| <%

2. An outline of the View displays as you are dragging to a new location on the top,
bottom, left or right side of the chart. Release the mouse button to dock the View.

2.2 Floating View
1. Place the mouse pointer on the grab bar area of the View window. Hold the left
mouse button down and drag to the chart area of the screen.

Page 4
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iI - x
Profile View

== 5 B Z 0pined

Photo @ -

Q Name: Amy Stepp
Job Title:  Director of Media
Box Title:  Media Planning & Buying
OfficeBldg Sales Office 2
Phone 6181
Email Amy Stepp@pacificeastern com

ing & Buying

2. Release the mouse button when the View is in the desired position.

K|
Profile View
== - 8 # o0pinned

Photo 9 -

Name: Amy Stepp

Job Title:  Director of Media

Box Title:  Media Planning & Buying

OfficeBidg Sales Office 2

Phone 6161 LI

anning & Buying |

2.3 Sizing a Docked View
1. Place the mouse pointer on the edge of the View window.

- 4 x
Profile View

=5 5 18 ¥ 0pinned

Photo 9 =

5 Amy Stepp
‘“‘J op Title:  Director of Media
Bdx Title:  Media Planning & Buying
OfficeBldg Sales Office 2

2. If the View is docked on the left or right side of the chart window, drag to the left or
right to increase or decrease the width of the window. If the View is docked on the
top or bottom of the chart window, drag up or down to increase or decrease the
window height.

2.4 Closing a View
Click the X button on the grab bar OR click the toolbar button to close a View.

g

] 1E

+,
s
|
11
1
1]
[[L]
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2.5 Maximized Mode for Docked Views
Views — Summary, Tree, List, Profile and 9 Box — can also be docked and then maximized to fill

the screen. This feature provides a method to create a “dashboard” style with workforce
analytics available for your management team. This feature is available in charts published as
PluginX and EChart Rich Client.

When views are maximized, toolbar buttons that are not usable with the view will be grayed
out. Views can be maximized if they are docked on the right or left side of the chart window.

In the example below, the Profile, Summary and Search View are displayed. The Summary
View is maximized. The Profile View and Search View are not maximized. If a View is not
maximized, it can be sized by dragging the left or right edge.

9Box | Graphs | Retiement Tracking Group: Active Employees +
*
Summary View List View
Summares | Graphs Search View
INew ¥ [T $ AMign I Copy Search | Groups
Name: ~ Last First
Performance & Potential (Russell Heis) = Ay Part of Frot - =
I™ Search under Russell Heis"
70 -
I Name: Job Tite: Box Tite:
e & Emily Abbott Media Coordinator Media
BN ent Finance 11/15/2005
= Benefits 08/122002
o = Wieh
=:; Mational 11/15/2003
e Finance 09/22/1938
Business A
0 Colateral  04/15/2000 _|;|
»
208 hits.
45
0 Profile View
= o 8 % 0pined
25
Name: Russell O Heic
20 Job Title: President
Box Title: Pacific Easte
Personnel Data
2 Age 55
Hired 03/05/1996
20- Tenure 13
/TS to Refire 10
s Degree MBA
Posi
Previ
1o Prior Postion
Potential and Performance
Performance 3
Last Appraisal Date 03/05/2008
Ready for Promation N

Potential 60

2.5.1 Maximizing a View

—

Open the View.
2. Click the Maximize button (highlighted below).

-
Summary View

Summaries  Graphs

INew 3 T 3 Aign T Copy

Performance & Potential (Russell Heis)

70 |
=
e

Page 6
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3. The View will maximize to fill the screen

9Box | Grphs | Retremert Tracking Group: Aciive Employees v

Summary View
‘Summaries  Graphs
THew ¥ (7 $ Ain I Copy

Performance & Potential (Russell Heis)

BEBER a5

8

(NEEE e

J & e - - @ ||

4, Click the Restore View button —*- to set the View to its previous size. You can also
close the View and re-open to reset the size.

2.5.2 Opening More Than One View
1. Open all Views you wish to display.
a. If you wish to create a dashboard, create a style. Then, begin opening your
desired Views.
Dock the Views and size as needed.
Maximize the primary View.

wn

Please note: Only one docked View can be maximized at a time. If a second view is
maximized, the first View is restored to its original size.

If the Graph View is active, as you click on an individual’s name in the List View or Tree View,
the graph may change based on the number of levels displayed in the underlying chart. In this
example, 2 levels are displayed. When Gregory O'Malley is selected, he is on the 2™ level of
the displayed chart. The graph now reflects the current top of chart is Greg’s Manager.

9B Graphs | Resrement Tracking Group: Acave Employess ~

Summary View List View Profile View
Sunmasss | Graphs Search View = 3 i) 0 prned
Wew K 4 3 Mon ooy Search | Groups Persannel Cita _ Poston Hetory | Petential and Pesfomance

Performance & Potential (Laura Grape)

[
= Hame:
28 & Gregory R OMaley 2 vieh Mensger e Team
# Gregory R OMaley eb Development Man...  Web Devel...  08/21/1

[Ser—— P e
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3 List View

The List View displays Custom Field data in a spreadsheet style. The List View can
be customized for each Style in the organization chart. The List View contains two
panes - List View and Search View. The fields display in the same order for both
Views within a Style.

e The List View displays a listing of employees currently displayed in the chart, along

with any available Custom Fields you wish to display.
o Original List View feature from OrgPublisher Version 3

o Select the specific records or all of the records to copy to the clipboard.

o Sort any column of data by clicking on the column button.
e The Search View can display all records passed into the chart.

o Search
Save Search criteria as a Group
Send the search results to Excel
Copy the search results to the clipboard
Send the Search result list to Profile View for display
Spotlight chart boxes of the people in the search results list
Sort any column of data by clicking on the column button

O O O O O O

3.1 List View Defaults

As a chart administrator, you decide which pane is active for the user. When the user clicks on
the List View button or if you have it turned on in the Style, you control what the user sees.

3.1.1 Display the List View Pane by Default
1. Click on Options, and then click on List View options. |

List View

: : H : Name. Job Tite: Hired
2. If both options are checked, the List View is open and s sttt R BxennE Sl W B
) A L. Amy Stepp Director of Iedi Miedia Panning 04151885 WS
the Search View pane is minimized at the bottom of the = Crme Voo rCratie 0ozt )
. Russel O Heis President 03051995 B,
VleW Gregory K Pink Director of Tech nformation Tec 10/11/2002  BB#
. Frank P Thomas HR Vice Presige Human Resoure 121511986 1S,
Susan N Hester Marketing Vice Sales 1215199 WB,
gphonsi Help
Use Hotspot Wizard ) * a
Messages
Synchronize pavigation between styles levels = . . 100% -
Photo wait L4

Sort options. ..

Color scheme options. ..

Text encoding options. ..

EChart security options. .,

Reeal-time connection configuration...

Search options L3

Tree View options 4

List View options z‘ Show Displayed Positions

Profile View options ¥ [« | Show List View bar in Search View N
Summary options 4

Group display options 4

| Search View

Page 8



Display the Search View Pane by Default

OrgPublisher

Click on Options, and then click on List View options.
If Show Displayed Positions is NOT checked, the List
View is minimized at the top of the View, and the Search

View is opened.

LIULP. MLIVE LINpIUyTTS W

1 Qph'onsi 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...

&2 View Mode

levels ~

+_[100%

stern

Show Displayed Positions

4 Show List View bar in Search View

B & e &

-

Search options 4
Tree View options 4
List View optipns

Profile View olﬁSons

Summary options 4

Group display options

Display the Search View and Hide the List View

Click on Options, and then click on List View options.

If neither item is checked, the Search View is open, and

the List View is not available or hidden.

1 ‘ Qpﬁnnsi 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

€2 View Mode

levels «

£, | 100% -

| List View options

Show Displayed Positions

Profile View options
Summary options

Group display options

» | Show List View bar in Search View

[& G2 o & ¢

Lo x
List View I
Search View
Search | Groups
Hame: ~ |Last First
= Any Part of Field - ™oGo ¥
[~ Search under ‘Russell Heis'
Name: Job Title: Box Title: Hired =
* Emily Abbott Media Coordinator Media
# Lisa Abbatt Purchasing Agent 1 Finance 111!
* Cheryl Adelsperger Benefits Spedalist Benefits 08/1:
Lo e . " P P—
<
Search View
Search | Groups
Name: - | Last First
= Any Part of Fiekd - %0 Go
™ Search under Russell Heis'
Name: Job Tile: Bos Tile:
& Emiy Abbott Media Coor... Media
& Lisa Abbott Purchasing ... Finance 11/15/2008
& Cheryl Adeisperger Benefits Sp...  Benefits 08/12/2002
# Abigail B Alexander Vieb Progr...  Web
& Gail P Amster ProductSp...  National 11/15/2003
# Caroline Anderson AcctsRec/...  Finance 09/22/1338
#® Olivia K Bailey Programmer  Business A...
& Henry K Banner Wiriter Collateral 04/15/2000
® Mia P Bannister Producer Television ... 10/31/1996
# Elizabeth Bartett Capital Pur...  Finance 05/15/19%6
& James Bates Broadcast.. Broadsast  03/31/2001
R Jefirey A Baver Travel Spec... National Seles  01/21/2000
& Justin Baxter Purchasing ... Finance 05/15/19%6
# Andrew H Bell Web Progr... Web
& Ryan BBem Web Page .. Design 11/18/1995
& Carl L Bast ResearchM... MarkstRes.. 08/04/2000
® Bryan Boynton Purchasing ... Finance 12/04/2000
& Jason Bratton Benefits Ma... Benefits 05/23/1998
& Susan I Bright Hardware T... NetworkTe... 06/17/1997
& Jenny L Bryarister Digital Artist  Design 11/17/1995
& Kimberly T Buckingham Sales Secre...  National Sal. 04/23/2004
# Matthew Bullock Benefits Sp...  Benefits
& Linda Bullock APClerk2  Finance 01/21/2000
& Amanda Burton APClerkl  Finance 06/17/1997
R Julie Cagney Benefits Sp...  Benefits 10/10/2003
# Mary A Callister wiriter HiTech 04/12/2002
# sally Cane Media Coor... Media 12{04/2000
R Tyler Cariton Generalle,.. Finance 07/16/2008
& Renes B Clapp Web Master  Web 05/21/1934
mﬂawn Buver PrintMedia  07/16/2008 _'ﬂ
4 »
P& A:H & 208 hits
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3.2 Modify List View
Please note: Formatting changes affect the current style. Each Style can have a unique

layout for the List View.

W

5.

Select the List View button to display. ! C

The fields displayed and their order can be setup from either pane.

Right click on any column heading to modify fields displayed. Select Show/Hide
columns . . .

List Yiew

L | - e
J
:I— Hide List column

=z Presid

ShowfHide columns. ..

ter Marke
25 CFO Copy selection
Copy whale lisk

s Azsizl

Click to place a check mark to select or remove a checkmark to deselect fields to
display. Click OK.

Show/hide Fields il

¥ Mame: -
[¥ ok Title:
[v Box Title:

[w Hired
I EEEEE
d}\’eender Move Down
[™ Ethnicity
[V State
¥ Salary

Move Up

oK

W PayGrade -
—, e
4 | | ¥ Cancel

i il

You can also re-order the fields displayed by selecting the field and then clicking on
the Move Up or Move Down button.

Show/hide Fields

Move Up |

Mowe Down |

Please note: The layout of the List view results will be used to set up the output when a
Directory is published. (See the Publishing manual for more information.)
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3.3 Search View Pane Functionality

The Search View pane provides the users many capabilities to analyze, navigate, filter, and
extract data. To read more about how to Search see the Search and Group manual. A list of
the functionality and a brief description are provided below.

e Enables end users to search chart information and create their own Groups.

e The Search View is style specific, and opens with the List View button. It displays the
same columns shown in the List View.

e The Search View displays everyone in the chart or a selected section of the chart or
group.

e Below the search results are buttons that provide additional functionality.

e

o To use results to send an email to everyone in the list, click:

Please note: This is only available if the email address is a custom field and the
field type is defined as email.
o To copy and paste search results into any Windows based application, click:

=]

o To send search results directly to Excel, click:

Please note: This is only available in published charts if activated in the
publishing definition. To learn more, see the Publishing manual.
o To save search criteria as a Group for re-use in the future, click: H

=

o To use search results to set the criteria for Spotlighting, click: a2

o Include Search Results in the Profile View ==

Page 11
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4 Profile View
The Profile View organizes the display of Custom Fields, Photo, Name, Job Title, and Box Title.
The Profile View can be customized for each Style in the organization chart. In addition, unique

Profile Views can be created for the Name, Job Title, and Box Title areas of the chart. Available
fields for display are based on the assignment made when Custom Fields were defined.

4.1 General Information

e The Profile view can help to display detailed information while keeping the chart less
Cluttered.

e The Profile View focuses the chart on a selected employee, position, or department. Clicking
on a person’s name displays data in the Profile View.

e With OrgPublisher Premier, multiple Profiles can be pinned for side-by-side viewing within
the Profile View.

¢ Using the Profile View to display information such as telephone numbers, Job titles, office
locations, salaries, job descriptions, departments, mission statements, and photos can
eliminate the need for Hotspots to HTML documents that display this information.

e Custom Fields designated as an Email type are “hot” when displayed in the Profile View.
Clicking on the field launches an email to the selected person.

e Headings are available to categorize data for easier reading.

4.2 Profile View Defaults

If the Profile View is open as a viewer of the published chart navigates, the Position (Person)
data for the top box in the chart will display by default in the Profile View. To change the
default:

1. Click on Options, and then click on Profile View options.
2. Move the mouse over to the arrow after Auto display.
3. Click to select the preferred default display option when navigating within a chart.

i gptionsi Help
i Use Hotspot Wizard E] ﬁ A
Messages

Synchronize navigation between styles
Phaoto wait 4

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

Text encoding options. .. President

EChart security options. .. Russell 0 Heis

Real-time connection configuration. ..

11—

2 &

Search options 4

Tree View options 4

List View options 4
Profile View options Auto display Box Title
Summary options ’ 145.97 Job Title

Position

Group display options 4
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4.3 Profile View Show/Hide Fields
Custom fields you wish to display in the Profile View for the Person, Job, or Box Title are easily
assigned using the Show/Hide fields window.

1.

W N

6.
7

Turn on the Profile View.

:r

Right click on any displayed row.
Select Configure Profile View . . .

Performance 1
Last_Appraizal_Date 0ss2172007

Ready For fo---bi-=
"""""""""""" st Hide Prafile Field

Configure Profile Wiew. ..

Copy

Select the Person, Job, or Box tab to setup the Profile View for each section of the chart
box.

Configure Profile Yiew

Persan |_'|g|3 | Box |

Click to place a checkmark selecting the fields to display, or click to remove a checkmark
for fields you do not wish to display.

Configure Profile Yiew

| Joh Title:

Click to select another tab to modify display fields.
. Once all selections are made, click OK.

4.4 Profile View Headings
The Profile View has a heading option to categorize related custom fields for easier viewing.

Please Note:

If the security settings restrict a user from seeing all the fields under a heading, the
heading will not display.
Headings have a limit of 255 characters.
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4.4.1 Add a Heading
1. Open the Profile View.
2. Right click on any row.
3. Select Show/Hide Fields.

Performance 1
Last_ppraisal Date  05/21/2007
Ready Fop Do-=-ki-- |

"""" Fotartial ™ Hide Prafile Field

Configure Profile View. ..
Zopy

4. Select the tab for the assigned Custom Fields. In this example, the Person tab is
selected. All of the Custom Fields assigned to the Person/Name are available. Move the
fields up and down to order them into categories. Select the first field in the first
category. The Age field is selected. Click Add heading.

Configure Profile ¥iew

—
—

BrliiR e s < glak

e

5. Type in the heading caption, and click on OK.

Heading Caption El

6. Select the custom heading and Move Up or Move Down button to arrange as needed.
You can also add additional headings, edit, and delete them if you wish.
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Configure Profile View

Move Up |
Move Down |

revious Pozition:
Prior Positions:
Industryy'ears:

EEEEEEE

Tip: To instantly insert a Heading above a specific field, select the field, and then click
Add heading. The Heading is inserted above the selected field.

Click on OK when you have completed your additions and movements.
You will see your modifications in the Profile View

o N

4 v X
Profile View

== o 8 & 0pinned
Photo Q +
a m

Name: Paul M Melbram

Job Title: Creative Vice President
History
Previous Position: | Producer
Prior Positions: Preduction Coordinator
Industryears: 18
Dates
Birthdate: 08/24/1967

4.5 Side by Side Profile View - OrgPublisher Premier

Side by Side Profile View allows the viewer to look at multiple profiles at the same time. Each
profile contains a pin that “holds the profile” in the view. This feature is available in charts
published as PluginX and EChart Rich Client.

4.5.1 Pinning Profiles

. Open the Profile View.

The Profile for the top box will display.
Select the preferred Profile.

Click the pin button to anchor the Profile.

A
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5. When the user clicks on the pin, the profile is anchored and moved to the right. A
placeholder is created for the next profile to display on the left.

] Profile View
== 4 & & 1 pinned
Photo Selecta i
person in the
chart to fill
this column E.
Name: Paul M Melbram
Job Title: Creative Vice President
History
Previous Posttion: Producer
Prior Positions: Production Coordinator
IndustryY'ears: 18
Dates
Birthdate: 08241967
Hired: 06/29/1999
Est. Retirement Dat 08/24/2032
Est. Yrs. to Retire: 23
[Education
Degree: BA
University: University of Washington

6. Click on another person’s name, job title, or box title (depending on the data you are
profiling) to populate the placeholder with the next person’s information.

Profile View
== ‘@ }\ 1 pinned
Photo - @ LS
8] dm
Name: Susan N Hester Paul M Melbram
Job Title: Marketing Vice President Creative Vice President
History
Previous Position:  Account Executive Producer
Prior Positions: Product Specialist Production Coerdinator
Industryyears: 20 18
Dates
Birthdate: 01/30/1954 08/2411967
Hired: 1211511956 06/25/15955
Est. Retirement Dat 01/30/202% 08/24/2032
Est. vrs. to Retire: 20 z3
Education
Degree: MBA BA
University: Wake Forest University  University of Washington

7. If the added Profile is pinned, both pinned profiles move right and an additional
placeholder appears.

4.5.2 Create a Group from Pinned Results
Groups can be created from the displayed Profiles. To read more about Groups, please refer to
the Search and Group manual.

1. Click on the Create Group button, and then click on Save As.

Profile View

== ﬂ]\ﬁ & 1 pinned
Phote & — T
|Sa\te the current set of people as a new groupg

il
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2. The Enter a group name window opens. Type in the Group Name and click OK.

Enter a group name

Pleaze enter a name far the new group:

I Special team

o]

Cancel |

4.5.3 Unpin Profile Views
To unpin one of the Pinned Profiles, click on the Pin button. The Profile is removed from the

View.
4 v =
Profile View
== 4 T & zpinned
Photo Selecta ¥ H @
person in the
chart to fill Click the pin button to “un-pin” this record from the profile ]
this column N '/.
Hame: Susan N Hester Paul it Melbram
Job Title: Marketing Vice President Creative Vice President

To unpin all of the Pinned Profiles, click the Unpin all button.

=5 | ﬁgj 2 pinned

Photo

elect a
Unpin Allan in the

chart to fil
this column I

4.5.4 Auto Pin Search or Group Results
A user can create a new search result or use the search result from an existing group to

automatically pin profiles (up to 6). To read more about Searching, please review the Search
and Group manual.

1.

In the Search View window, obtain search
results and then click on Include the Search
Results in the Profile View button.

In this example the search provided 9 hits
(bottom right corner of the Search View
window). Only the first 6 results will be
added/pinned into the Profile View.

x|

-
\!‘) Only the First & results will be shown in the Profile Yiew,

1. x
Search View
Search | Groups
‘Perfurman:e. | - ” 5 |
‘=Equa|tu |v||New5eﬁrcr| |v|O‘OGo ¥
[~ Search under 'Susan Hester' ?T %H&sa
Mame: | Job Tile: | Bax Title: | Previou
# Ryan Dozier Controller & Finance Generg
# TrentD Graph Research Assistant Market Research
& Kayla K Melton Customer Interface Applications
i pp
ﬁ Candy H Sams HR. Specialist Human Resources Recrui
% David Smith HR Spedialist Human Resources Benefi
& James W Trent Sales Agent Mational Produc|
# Bradley H Vick Assistant Account Executive Local Sales Support
& Curtis K Watts Print Planner Print Broadc
& Samuel T Winster \Writer Print Media Paste
4| | »
EIGETEEE 9 hits
[ [incude the search resuits in the Profile View}:
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4.5.5 Pinning 9 Box Members

9 Box results can be used as the source for pinning Profiles. Please refer to the section on 9
Box Matrices in this manual for more details.

4.5.6 Printing Pinned Profiles
Pinned Profiles can be printed. If the Print Wizard is activated, then the user should select to

print the Profile View when prompted.

4.6 Tabbed Profile View
If category headings are used in the Profile View, the viewer of a published chart has the option

to display all categories and data. The information can also be displayed with tabs representing
each category and related data displaying on the selected tab screen.

Click the Enable/disable tabbed category view button to toggle between a tabbed and grid view.

Tabbed View disabled — Grid View Tabbed View enabled
[
Profile View
=u| 5 & 2 opinned [
Phof -
Enable /disable Iabbed$gmwI view . ST
- [== = & 2 opinned
J History | Dates | Education | Salary Information | Assessments
Name: Susan N Hester Photo -
Job Title: Marketing Vice President
History
Previous Position:  Account Executive
Prior Positions: Product Specialist
Industryears: 20
Dates Name: Susan N Hester
Birthdate: 01/30/1954 Job Title: Marketing Vice President
Hired: 121511986 Previous Postion: | Account Executive
Est. Retirement Dat 01/30/2029 Prior Positions: Product Specialist
Est. ¥'rs. to Retire: 20 Industry’years: 20
Education
Degree: KB

Configure Profile Yiew

The chart administrator sets the default display for he
published chart. This can be set with either option listed
below:

¢ Right-click and select Configure Profile View.
e Select to show heading as tabs or in the grid.

=
e
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5 Hover Profile

The Hover Profile is an option that displays Profile details for the name, job title or box title,
when the mouse pointer hovers over each component. This can be turned on or off for each
style within the chart. By default, all new charts will have the Hover Profile on.

Please Note: The Hover Profile does not use the same settings as the Profile View and can be
customized for each Style in the chart.

Also, if a hotspot has been attached to a name, job title or box title and the user hovers over
the field containing a Hotspot the mouse pointer appears in the familiar hand shape. If the
Hover Profile is activated it will display.

L Ry —

- Profile View 3

=

Name: Susan N Hester

e Total FTE 24.00

w Average Previous Posttion: Account Executive

Frior Positions:  Froduct Specialist

Job Tile: Marketing Vice President
Box Tile: Sales

Potential 20

4

Marketing Vice President |

Susan N Ilsteﬁ

Prior Positions:

Account Executive
Product Spedialist

5.1 Activate the Hover Profile

—

Select Format, then Chart.
2. Scroll down in the Value column until you see Show hover profile. If it is checked, the
feature is activated for the active style.

Showvy hower profile
Hover prafile delay (ms)
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3. Below the check mark for Show the hover profile is a number. This indicates how many
milliseconds the mouse must hover before the Hover Profile appears. Increase the
number as needed.
Click on OK to exit the Format dialog box, and return to the chart.
Move your mouse pointer on top of the name, job title, or box title to display the Hover
Profile.
Move the mouse pointer into the Hover Profile box onto one of the custom fields.
Right click on the Custom field, and select show/hide fields.

vk

N o

Profile Wiew

i ]

Mame: Paul M hdelbram
Job Title:  Creative Yice President

Box Tile: Creativ=
Hide Prafile Field

| én | 2 gn

Configure Profile View. ..
Copy

A
’J'*EM T TETTOT O T

| Melkfam |I Amy Stepp
‘andidates Succession Candidates

8. Click to add or remove check marks beside the custom fields and headings.

9. Move the selected custom field up or down in the list by clicking the Move Up or Move
Down button.

10. Headings can be added to the Hover Profile as described in Section 8.

11. Click OK to complete.

x
Person I Job | Box |
R Mame: = Move Up |
v  Job Title:
[V  Buox Title: Move Down
[ Photo —l
[T First name: Popup Yiew Size
O Middle name: width: |2DD 3:
[T Last name: :
W Hied Height: |2DU =
v  Degree
rFll  Gender
F E’[hiCi‘t’y‘ " Show headings as tabs
r% State & Show headings in grid
[ Salary )
[ PayGrade Add heading. .. |
[T FTE Edit heading... |
[T Birthdate 7
4 | | 3 Delete heading |
a4 I Cancel |

5.2 Increase/Decrease Hover Profile Row Heights

Increase or decrease the row height by placing the mouse pointer on the edge of the row.
Hold the left mouse button down and drag up or down to decrease height. In the example
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below, the Email row has increased in height.

- Profile Wiew

V=]

Mame: Paul M Melbram

Joh Title: | Crestive Wice President

Box Title: Creative

Hired 06/29/1939

Degree  Ba

iGender M
Fre. irector of Media
aral Amy Stepp

5.3 Increase/Decrease Hover Profile Window

- Profile Wiew

L=

Mame: Paul b Melbram

Job Title: | Crestive Yice President
Box Title: Creative

Hired 06291939

Degree  BA

Gender (M

OrgPublisher

1. To adjust the width and height of the Hover Profile, right click on any field and select

Show/Hide fields.

2. The height and width settings are under the Move Down button. Click to select the
Width or Height number and type in the new setting. Click Ok.

Configure Profile Yiew

L]
[
[
L]
L]
[
[
[
L]
[
1

Popup View Size

it IZDD 33

Please note: The Hover Profile will optimize the display based on screen space surrounding
the chart box. The example below shows the Hover Profile on the top left side
of the chart box. The Hover Profile’s position may change based on what is
currently on screen.

5.4 Modifying Contents in the Hover Profile

As with the Profile View, the chart administrator can modify the fields displayed, the field order
display, and add headings. The Profile View can be customized for each Style within your chart.

1. Activate the Hover Profile as noted above.

2. Place the mouse pointer over the name in a chart box.

Page 21



uhw

8.
9

OrgPublisher

Move the mouse pointer over a row in the Hover Profile.
Right click on any displayed row.
Select Configure Profile View . . .

Performance 1
Last_Appraizal_Date 052172007

Ready _For &= b-=
.................................... Hide Profile Field |

Patertial

Configure Praofile Yiew. ..

Copy

Select the Person, Job, or Box tab to setup the Profile View for that section of the chart
box.

Configure Profile ¥iew

Persan |_'|.3|;. | Box |

Click to place a checkmark selecting the fields to display or click to remove a checkmark
for fields you do not wish to display.

|[#  Jok Titls:

Click to select another tab to modify display fields.
. Once all selections are made, click OK.

5.5 Hover Profile Headings

The Hover Profile View has a heading option to categorize related custom fields for easier
viewing.

Please Note:

If the security settings restrict a user from seeing all the fields under a heading, the
heading will not display.
Headings have a limit of 255 characters.

5.5.1 Add a Heading

1.
2.
3.

Activate the Hover Profile.
Right click on any row.
Select Show/Hide Fields.
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Performance 1
Last_Appraisal_Date Qss2172007
Ready For_ fo-—-ti-=

"""" Fotertial Hide Praofile field

Configure Profile Yiew. ..
Zopy

4. Select the tab for the assigned Custom Fields. In this example, the Person tab is
selected. All of the Custom Fields assigned to the Person/Name are available. Move the
fields up and down to order them into categories. Select the first field in the first
category. The Age field is selected. Click Add heading.

Configure Profile Yiew

—
—

£ R R AR YR

e

5. Type in the heading caption, and click on OK.

Heading Caption x|

Enter a caption for the heading:

I Fersonnel|

Ik I Cancel |

6. Select the custom heading and use the Move Up or Move Down buttons to position it as
needed. You can also add additional headings, edit, and delete headings if you wish.
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Configure Profile ¥iew

Perzonnel

"

<

OrgPublisher

Move Up |
Move Dﬁn |

Tip: To instantly insert a Heading above a specific field, select the field and click Add
heading. The Heading is inserted above the selected field.

© N

Click on OK when you have completed your additions and movements.
You will see your modifications in the Hover Profile.

i

=

- Profile Wiew

Perzonnel

42
{0B/29/1999
0
Yrs_to_Retire 23
Degree Ba&

Lo
Mame: Paul M helbram
Jaky Title: Creative Vice President
Box Title: Creative

res| Directar of Media
ral Aty Stepp

5.6 Tabbed Hover Profile View
The Hover Profile can also be configured to display in a tabbed or grid layout. The chart
administrator sets the default display option in the Configure Profile View dialog box.

Configure Profile Yiew

o e R e R

' Show headings as tabs

(%Show headings in grid
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The viewer of the Hover Profile in a published chart can toggle between tabbed and grid views
using the Enable/disable tabbed category view button.

Tabbed View

Marme:
Job Title:

B Title:
Ade
Hired
Tenure
Yr=_to_Retire

Paul M Meliaratm
Creative Vice Preside
Creative

42

OEs29/1999

10

Grid View
e
. Profile Wiew
=E
Matmne: Paul W Melbram
Joh Title: Creative Yice President
Bow Title: Creative
Personnel
Age 42
{0B20M 999
Tenure 10
Yrs_to_Retire 23
Cegree B

¥es| Directar of Media
ra Amy Stepp
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6 Summary View

OrgPublisher’s Summary View feature displays head counts by Position Type and Groups. If
Summary Fields of numeric Custom Fields are created, these will also display in the Summary
View. In addition, the Summary View contains a Graphs tab for displaying pie, horizontal and
vertical bar charts. Summary Views can be customized for each Style in the organization chart.

6.1 General Information

Summary fields are added with the Summary Wizard or from the Custom Field Properties
dialog. (More information on creating Summary fields is available in the Summary field

manual.)

The Summary View shows default head counts (see the example below).

To hide a row, select the row, right click in the row area, and select Show/Hide Rows or
Hide Summary Row.

To hide a column, right click on the column heading, and select Show/Hide Column or Hide

List Column.

Summaries | Graphs
Position type
Yice President

Manager

Director

Employes

A=zzistant

Partner

Total Head Cournt

Open position

<]

Cournt

35
3
a5
|

134
13

Summan Wigw

Total FTE | Awa. ¥rs. Exp.

% Hide List column

Show/Hide columns. .
Copy Summary

b= = s
7.0

14397
11.73

6.2 Summary View Defaults

There are 2 default options to define when using the Summary View:

e Exclude managers from their own totals:
o When head counts or any summary field is generated and this option is checked,
the manager will be included in the total. For example, there is 1 manager and 4
direct reports. If this option is checked or enabled, the head count will be 4.
However, if it is not selected with a checkmark, the head count will be 5.
e Automatically recalculate summary data:
o Each time you edit the Custom Fields Properties, the summary fields must
recalculate. In large charts, this can contribute to slower response times when
returning to the chart for formatting. You may wish to turn this off until you are
finished working on Summary Fields and are ready to see the actual results.

Salary
F303,000

F2,091 000
F435,000

F3,927 000
F331,000

$7,257 000
$460,000

Sales

$14 454 000

$5,092,000

$19,546,000

Ay, Apprs &

st
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3 |Options . Help

Use Hotspot Wizard

Messages

Synchronize navigation between styles
Photo wait

Sort oplions...

I -

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

EChart security options. ..

ERAN

Real-time connection configuration...
Search options

Tree View options

List View options

Profile View options

(8] [ i & &}

5

& View Mode

Pacific Eastern
President

Russell 0 Heis

* vy r

Summary options

Exdude managers from their own totals |

Group display options

-

Aub}mah’céﬁs recalculate summary data

6.3 Summary View Formatting Columns
1. Select the Summary View button.

wnN

to select the option you wish to use.

Summaries | Graphs

Summany YWiew

Position type Cournt Total FTE i Avg. ¥rs. Exp.
ice President 3 % Hide List column 18
Manager ] ShoviHide calunins. .. 12
Director 5 Copy Summary 15
Employes 93 oTH ' 9
Asziztant 9 7.50 9

OrgPublisher

The Summary View is displayed in the lower portion of the screen.
To hide columns, right click on a column heading. A list of options is displayed. Click

4. In tF\ié sample Show/Hide columns was selected. Select the column that is not to be
displayed, then click OK. In this example, Total FTE will not be displayed.

Show/hide Fields

[v Court

r
wvg. Yrs. Exp.

[ Salary

v Sales

v A&vo. Appraisal Rating
[¥ A&wvo. Years to Retire
[~ Owertime:

[~ % of Sales:

[ Include in Summary

Tatal FTE

Move Up

Move Down

0K

i i,

Cancel

5. The result, shown below, is that the Total FTE column no longer appears in the

Summary View..
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Summaries | Graphs
Position type

Wice President

Manager

Directar

Employes

Assistant

Partrner

Total Head Court

Open position

4

Count

38

a3

154
13

Ay, s, Exp.

18
12
13

10

Summary Wiew

Salary
303,000

F2,091 000
35,000

F3,927,000
F331,000

$7,237,000
F460,000

e

OrgPublis

Zales
Bl 4

5.0

19,5

6.4 Formatting Rows in Summary View

By default, all Position Types and counts are shown. To hide rows, right click on a row
heading. A list of options is displayed

=

]

Summaries | Graphs

Position type Courit Ay, Wrs. Exp.
“ice President )
Manager 38
Director =3
Employes % Hide Surnmary row

Aszistant ShowfHide rows. ..
Partner Copy SUMMmAary
Tatal Head Coul

Open position 13
4

Summary

Salary
$30z
2,091
$432
§3,527
33

$7 237
Hid6C

. Click to select the option to use.

1. In this sample Show/Hide rows was selected. Select the rows that are not to be
displayed, then click OK. In this example the Director Position Type will no longer be

displayed.

Show/hide Fields

v Wice President
[ Manager

Employee
[ Assistant
[+ Partner
[w Total Head Count
[ Open postion
[w Total Planned Head Count
[+ Speaks French

L S

; -

j Move Up |
Move Downl

_;Ij Cancel |

x|

2. The results below show that the Director Position type is no longer appearing within
the Summary View.
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Summaries | Graphs

Position type

Wice President

Manager
Efmployes
Azsistant
Partner

Total Head Count

Open position
Total Planned Head
1]

Court

3G
a5

154
13
167

Ay, Y¥rs, Exp.
13
12
9
9

10

s

i f— )
raPubilis
LU UDNS

-
i |

3. Group totals can be displayed in the Summary View. (Please review the Search and

1. Open the Summary View.

Group manual for information on creating Groups.)

As you drill down into the organization, these numbers change to show the totals for
the current top of chart down. The example below shows the counts under a Vice

2. Select the Graphs tab.

4,
President’s organization.
® Sum
4
Summaries | Graphs
Position type Count Total FTE A,
Vice President 1 1.00
Manager 675
Employees 37 3410
Assistant
Pattner
Total Head Court 43 4485
Open position 2 1.50
Total Planned Head a0
|
6.5 Graphs

4 = X
Summary iew
Summarnes | Graphs
" Include in

Position type ST Count
wice President Yes 3
hanager Yes 38
Director Yes 5
Employee Yes a5
Azsiztant Yes 9
L SRR P bl

3. Maximize the docked window.

Workforce Analysis Graphs use Summary View data to create graphs visually depicting your

organization. There are 3 charting options: Pie, Horizontal, and Vertical bar charts. Just as
Summary View data changes as the user drills up and down the chart, graph results will also
change.
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4. A bar chart appears with all Position Types (and counts) displayed in the Summary View.

Summary View

Summaries | Graphs

TMew X T 3 mign ) copy

Pacific Eastern (Russell Heis)

[ -
[— -
[ Jasistant
Jov=cor
[ ic= Presicent

[otner

5. Select the New button or double click the graph to launch the Graph Properties window.

Graph Properties x|
Graph Title I ~Graph Appearance
~Graph Labels Type

[™ Show Categaries
™ show Percentages

I shaw Mumbers = o

"Other" Categary Ca

Category Mame I Other Biat; Graph Options, .. |

IMaximumn Categaries Displayed | 5 ::I

™ Minimum Petcentage m
Ok I Cancel |
6. Modify the properties, and click OK to complete.

[~ Preview

widh [800 =4 Heicht  [30s =

Sumrmary Column ICount vl

Select Categoaries. .. | Select Calars... |

v Show Legend Legend Options. .. |

Zoaom to Fit
¥ (Cannot be resized by dragging)
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6.5.1 Graph Properties Options

Option

Description

Graph Title

Text that appears above the graph

Graph Labels

3 options are available for display on the graph:

Show Categories — Displays the Position Type or Group name
for each chart element

Show Percentages — Displays the percentage each chart
element represents compared to the whole

Show Numbers — Displays the actual count for each chart
element

Other Category

Category Name — Text area to modify the label used for the
“Other” element within the graph. This label must contain at
least 1 character. The default is Other.

Maximum Categories — The maximum elements from the
Summary View you want to display. This is represented with
numbers and can be between 1 and 12. The default is 5.

Minimum Percentage — Minimum percentage required for an
independent element. Any element that falls below the
percentage will be accumulated in an “Other” element in the
graph. The default is off.

Please Note: The Other category + the independent
elements are a total of 12 elements from the Summary View.

Size

Width — Allows you to raise and lower the width of the graph.
The max value is 3000, and the min value is 100.

Height — Allows you to raise and lower the height of the
graph. The max value is 3000 and the min value is 100.

Please Note: When there are multiple graphs and they are
aligned vertically all graphs will be resized to match the widest
and tallest graph.
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Option

Description

Summary Column

Lists the summary columns available in the Summary View.
This is the column used for charting and is the number
displayed when Chart Numbers is selected. The default is the
first column in the summary view.

Select Categories...

Invokes the Select Categories modal dialog. A list of all items
in the Summary View is presented. At least 1 category
(element) and no more than 12 should be selected.

Select Categories x|

Select cateqories to be displaved in the graph.
Ak least one category musk be selected,

Active Emplovees Select All |
Flan Participation

Mo Participation Clear Al |
w| Pension COnly
w| 401K Only Category Sorting Method
v ESPP Only
w] Pension and ESPP

Pension and 401K

" Summary Yiew Order
% mumeric Rank

] 401K and ESPP " Manual Order
W] <=5 %ears to Retire

w] =5 and <= 10 ¥rs to Retire &I
w| =10 and <=20 Yrs ko Retire Mave Daown |
w| = 20 %rs to Retire

*The Field order in the lisk box is not indicaktive of the display
order in the graph. Ok I Zancel |

Page 32



Option

Description

Select Colors...

Invokes the Select Colors dialog.

=
Colar 1 I |~
Colar 2 I |~
Color 3 ——— -
Color ¢ | —
Color 5 I |
Color & ] |
Color 7 I |~
Color & [ |
Colar 9 i~
Colar 10 I:II'I
Colar 11 —I'I
Colar 12 I:II'I
Other —I'I
oK I Cancel |

Show Legend

When active (with a checkmark) a legend displays with the
graph. This is enabled by default.

Legend Options — The legend options is active when Show
Legend is selected. This allows you to control background
color, display a border around the legend, and modify font
face and placement within the graph area.

Legend Dptions x|

Background Color H — .

[~ show Qutling

Font... |

Legend Placement
|7(" Upper Left ¢ Upper Right

" Lower Left " Lower Right

[o]4 | Cancel |

Zoom to Fit

When this is checked and only one chart exists, then the chart
will expand/shrink to fill the entire graph view. When there
are multiple charts, the chart will expand horizontally when
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Option Description
the charts are vertically aligned and expand vertically when
horizontally aligned.
If this option is checked, you cannot resize by dragging.
Graph Appearance Type Select the drop down arrow to choose the type of graph to be

drawn — bar, horizontal or vertical. The default is a pie chart.

Pie Chart Options — \When a pie chart is selected, the 2D (2
dimensional) and 3D (3 dimensional) buttons are available.
The default selection is 2D.

Horizontal and Vertical Bar Chart Options — When a horizontal
or vertical bar chart is selected, the Bar Graph Options button
is available. Click this button to modify the display of the bar
chart.
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Option Description

Ear Graph Options |

[¥ Display Background Lines
¥ Display Data Axis Values

1 Width of Bars
| 3 (40 Pixels)

%-axis Label Angle
[ iy

O I Zancel

Bar Graph Scaling Note: The maximum value displayed on
the data axis is determined by adding 5% to the category with
the highest value. An adjustment is made to the value to
provide open space between the highest value and the end of
the graph.

Preview The Preview area reflects currently selected options.

Please note: This is a “canned” sample rather than a
preview of your current graph. All chart attributes may not be
demonstrated in this view.

6.5.2 Graph Tab Toolbar Buttons
When the Graphs tab is selected, there are several buttons available. All buttons are

highlighted when a graph is selected (single click in the graph area). If a graph is not selected,
only the New and Align buttons are available.

Graphs
New ¢ [ 3 Align P Copy
Option Description
New MNew Creates a new graph. Double click on the new graph

to modify the attributes (detailed in previous section).

Delete < Deletes the selected graph and asks for a confirmation.
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Properties L] Launches the Graph Properties window for the selected
P S graph (detailed in previous section).

Align  *»Aian £ Aign When there are multiple graphs, they are aligned
vertically or horizontally. This button will toggle the
alignment.

Copy ™ Copy Copy the selected graph to the clipboard.

6.5.3 Printing Graphs
Graphs are available for printing when the Print Wizard is enabled. To print a graph, open the

Summary View, and make the Graph View the active view. Each graph will print one to a page.

6.5.4 Graphs in Published Charts
Graphs are displayable when charts are published as PluginX and EChart. Thin Client charts will

display the graphs as GIFs below the Summary View. Graph properties cannot be modified in
PluginX or EChart Rich Client charts, but may be copied to the clipboard. Graphs are not
displayed when publishing as PDF, HTML or when sending output to PowerPoint.

6.5.5 Resizing Graphs
Graphs may be made narrower or wider by changing the width in the Graph properties window.

I— Zoom to Fit

Please note: The graph must not be set to Zoom to Fit. (Cannot be resized by dragging)

When horizontally displayed, width can be controlled by dragging the graph’s right side. When
vertically displayed, height can be controlled by dragging the bottom edge of the graph.

Vertically Displayed Graphs Horizontally Displayed Graphs
I R mployes 5,000,000 —
¥ lanager 4,500,000 —
. ssistant
stern (Russell Heis) irector 4+ |4.000.000 +—
ice President 2.500,000+—
ther
3,000,000 —
2,500,000 +—
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7 9 Box Matrices — OrgPublisher Premier

What is it?

The matrix is used to evaluate an organization’s talent pool. Here’s the basic format:

The X-axis (horizontal line) of 3 boxes assesses performance, and the Y-axis of 3 boxes (vertical
line) assesses potential. A combination of Y and X axis makes up the box within the grid where
the employee is placed. The top-rightmost box shows to High Performance/High Potential
employees, while the bottom-leftmost box contains- Low Performance/Low Potential.

Why use it?

1. Assess any population of leaders on two important dimensions

2. Facilitates a dialog amongst the senior leadership team to calibrate their expectations and
ratings

3. With a good open debate, the multiple perspectives provide for a much more accurate
assessment (vs. one person’s opinion)

4. The process can facilitate a shared sense of ownership for the organization’s talent pool
5. Easily identify development needs and transition to development planning

Taken from http://greatleadershipbydan.blogspot.com

http://greatleadershipbydan.blogspot.com/2007/11/using-performance-and-potential-
matrix.html

7.1 Creating a 9 Box Matrix - Chart Administrator and Planning Chart Users
9 Box matrices are available from within OrgPublisher, charts published as PluginX, EChart and

OrgPlan charts. It requires 2 fields of data to create the 9 Box matrix. Typically, these would
be a field indicating performance level and a field indicating potential. These fields must be
numeric.

Please note: The chart administrator defines the fields used for the 9 Box matrix within a
published chart. Chart planners determine the fields used in a planning chart.

To create a 9 Box matrix, follow these steps:

1. Click the 9 Box button.
2. If this is the first time you have invoked 9 Box Matrix, the 9 Box Matrix View will open and
the Wizard will begin. Click Next.
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Mormal style

= 9 Box Matrin Wizard X|——
9 Box Matrix
se the 3 box matrix wizard ko convert your performance P E
data inko a 8 box matrix, =
=
T
b=
2|
perfarmance
The wizard will ask For Fislds representing your emplayes performance and potential
data. It will then ask you ko define ranges For your data fields, You wil be given the
option of including several bypes of data filers, Gnce complete, the wizard wil e
populate your 9 bos matrix For you.
5 uting
z Infarmation
5
i
2
ation
ation
coak [ mexes | cancel | help e
-
Cal Kramer Last &ppraisal Date
Potertial
v Key Fosttion [%
_I Competancy Rating
Retention Risk
performance !
l—_l | L| | Ccerications
+| Properties
v m _"—I Impiact of Loss

On the next screen, the Potential and Performance field selection is available. If you have
fields labeled as Potential and Performance, OrgPublisher will select these automatically. If
not, click the drop down arrow for each field and select the desired field for use.

tions  Help
S hlEE| =&
10' Mhdvanced :s*a %

RetirementDate

PR

Performance

Last Appraisal Date
Retirement Plan Eligible

¥ Telecommuting

Open Since
Userid
Union

401K

within the chart.

- Potential

Select a Field that repr
vertically along the -3

Field Mame:

ESPP
PositionID
Status

Select Fields that represdg $555W0fd

enure

*rs ko Retire

Age

Key Position
Certifications
Cormpetancy Rating
Designated Successor
Impact of Loss
Retention Risk

Total Salary:
Tatal Salary:
Total Salary:
Tokal Salary:
Total Salary:

& o m

s

-
ance

i

r~Performance

Figld Mame:

Select a field that represents employee performance data, This field will be plotted
hatizontally along the x-axis,

IPerFormance

=

< Back I Mext = I

Cancel |

Help |

Click Next and type in the values that place the employees into the Low, Average, and High

range.
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Before

Values are set - Range Summary is updated
x|

9 Box Matrix Wizard

In order to plot emplayee potential, ranges for high, medium and low must be defined.
To do this, we collect threshold values that define the ines on the 9 bo graph,

High and low limits are optional, IF imits are enabled, employees with values that Fall
outside the limits will not be plotted on the 3 box graph.

rRange values For plotting employee potential
[V Ignore values above high value
T
o

?‘
potential

—

performance
¥ Tgnore values below law value

Range Summary Range Summary
High rangs: 0,00 up to (and including) 0.00 ’7

Highrange: 80,00 up to {and inchuding) 100,00
Medium Range: 0.00 up ta (but less than) 0.00 Medium Range: 60,00 up ko (but less than) 80,00
Lows Range: 0.00 up to (but less than) 0.00 Low Range: 0,00 up ko (but less than) 60,00

< Back I Mext > I Cancel | Help |

When the Enable High Limit and Enable Low Limit are selected, this allows you to indicate a
minimum number to start (Low Limit) or maximum number to end (High Limit). If it is not

selected, any records with a value below 50 or above 80 (in this example) will be placed in
the appropriate row.

Please note: When the low, high, or both low and high are set, records that fall outside of
this range will not appear in the 9 Box matrix.

5. Click Next and provide the Low, Average, and High ranges for the Performance data field.

9 Box Malrix Wizard x|

In order to plot employee performance, ranges For high, medium and low must be
defined. To do this, we collect threshald values that define the lines on the 9 box

graph.
High and low limits are optional. IF limits are enabled, employees with values that Fall
outside the limits will not be plotted on the 9 box graph.

[ Range Yalues for plotting employee performance

potential

|1 3 4 E
Ignore values Ignore walues
ol below love value perfarmance >V above high value

[~ Range Summary
Low Range: 1.00 up to {but less than) 3.00
Medium Range: 3.00 up to (but less than) 4.00
High range: 4.00 up ko {and including) 5.00

< Back I Mext = I Cancel | Help |

6. Click Next. At this point, you may choose to go to the chart to see all charted records
positioned in the 9 Box or provide additional formatting.
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9 Box Matrix Wizard

x|

The wizard has collected enough information ko display a 9
boce matrix. Additional customizations are available.

¥

potential

pEMarmance

Additional Options

Yfou may proceed ko the chart, or you may provide additional customization in the
Form of display Formatting and Filkering.

% Proceed to chart

= Provide additional customization

< Back. I Mext = I Cancel | Help |

7. If additional customization is selected, the first option is to choose the sorting method of the

data within each box. Click the drop down to change the sort field. Select an Ascending or
Descending sort order. Click Next to continue.

9 Box Matrix Wizard

Display information

Specify a field to sort by and a sorting order for the generated data within each
bz,

Feknane: [ -

Sortorder: (% Ascending

" Descending

8. The next screen offers you filtering options. Use one or both of the options offered. If you
wish to filter by Position Type or Group, the wizard will continue to additional screens so
you can select Position Types or Groups to include in the filtering.
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9 Box Matrix Wizard

Filkers
Select any filkering methods you wish ta utilize for the 9 box matrix,

v By position type

If checked, the wizard will ask you to select position bypes ko include in your
matrix.
v By group

IF checked, the wizard will ask you ko select groups ta include in yaur
matrix.

9. The following screenshots shown are for the By Position Type selection and By Group
selection. Options will vary based on custom Position Types you have created for the chart
and your own Groups.

9 Box Matrix Wizard 9 Box Matrix Wizard

Filter by position bype: [~ Filter by araup

Check the position kypes you want to appear in the chart; Check the groups you want to appear in the chart:

O indirect Report
[ open postion

O rartrer

O staff Function
O successar

[ Fresident

Vice President

Director

I &8 401K Participart

O & espr Participant

[ & 401K and ESPP Participant:
[ & Pension - o 401K - Mo ESPP
O & rersion

1 & Pension and 401K Participant
& VearstoRetire > 5

Select all Clear all

10. Click Next. You will see a summary of your 9 Box matrix selections. Click Finish to populate
the 9 Box matrix.

9 Box Matrix Wizard x|

The definition of the 9 box matrix is complete, Select the
Finish button to generate the chart.

potential

performance

- Summary informatian

Performance:  Performance
Patential: Patential

Display Field:  Mame:(ascending)

Filtering: by position typs
by group

< Back

Cancel Help
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7.2 9 Box Matrix Created from Pinned Profiles

The 9 Box Matrix button is available with pinned profiles. The chart administrator must have
set the values in the 9 Box Data Wizard for results to display in a PluginX or EChart Rich Client
chart.

7.3 Modifying 9 Box Matrix Results — Chart Administrators
You can modify the results that display within your 9 Box matrix using the Properties button.

1. If not already done, activate the 9 Box View.
2. Click on the Properties button in the 9 Box matrix.

Jonathan Jester|7|Jazon Bratton Hyan LDozier

Laura Grape Leslie Growwer

Faymond Jessuf |Greta Johannsol

k.aren Smith Paul kelbram
Brandi Melzon
Gerald Ponds
F.ayla Roo
Amy Stepp
Sandra Wight
Jazon Wyoming

Showr Charted ~

3. The chart administrator will be taken through the complete 9 Box wizard. A viewer of the
published chart will be offered the customization portion of the wizard to modify the sort
and filtering.

7.4 9 Box Filtering by Levels Displayed

Another method to filter results in the 9 Box View is to reduce the number of levels displayed in
the chart.
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Results with 3 Levels displayed Results with 2 Levels displayed

President is the top of chart President is the top of chart

Mormal style [ 5o =
b8 9 Box Matrix
9 Box Matrix
Susan Hester
Carol Jomes Susan Hester Frank. Thomas
Frank Thomas
Hal Glarian Cal Krarner
Reece Laytan Fyle Yelow
o ]
o =
H Z
z =1
& @
Jonathan Jester| [Jason Bratton | [Figan Dozer Rapmond Jessuf - |Paul Melbram
Lauwa Grape | |Leslie Growwer Amy Stepp
Raymond Jessul [Greta Johanriso
Karen Smith Paul Melbram
Erandi MNelson
Gerald Ponds
Kayla Roo
Ay Stepp
Sandra wright
Jason Wioming
Performance: Performance
[Show charted =] [Froperties | IShDW Charted = [[Properties. |

Drilling up and down the organization chart when 9 Box Results are displayed will also change
the results.

Drilling 2 Levels

Vice President is the top of chart

P ox
9 Box Matrix
Kyle Yellow
=
=
5
=1
@
Faul Melbram
Brandi Melzon
Jason Wyoming
Performance
Showy Charted j ‘ Properties I
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7.5 9 Box Matrix Results from Pinned Profiles

By default, charted boxes are considered for display in the 9 Box results. The filtering by
Position Type and/or Group will reduce the results.

The user can also plot the 9 Box results for the records they have pinned in the Profile View.
Click the Show drop down and select the option for filtering the displayed results. In this
example the 4 records pinned in the Profile View are also plotted in the 9 Box Matrix.

Salary 62,000 35,000 75,000 358,000
PayGrade a7 A12 A9 5

= 3 4 4 a4
st Appr 104412008 1252007 10162007 05052008
sl 60 a0 a0 50
n
v Rating |3 4 3 3
on R
ificati

7.6 Display Pinned Profiles in the 9 Box View
Viewers can also place pinned profiles in the 9 Box View from the Profile View. Click the 9 Box

button in the Profile View. The 9 Box is launched (if not already opened) or data is updated (if
opened) to reflect only pinned Profiles.

Please note: The 9 Box View will not launch if the chart administrator has not formatted the
Potential and Performance information. Please see the Publishing manual to determine how to
eliminate the display of the 9 Box view button.
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7.7 Pin Profiles from 9 Box View
Viewers may want to see more details about individuals in the 9 Box View. Select a name in
the 9 Box View. The Profile will appear in the Profile View (if open).

9 Buox Matrix Profile Yiew
Carol Jomes Susan Hester == B &
Frark Thomas Photo “ 1;1.
Mame: Hal Glorian Frank Thomas Kyle Yellow
WJob Title: Paryroll Manacer HR %ice President  Crestive Director
Box Title: Paryrol Human Resources  High Tech Creative
Contact Information
EEW Cal Kramer Phone B555 8000 1186
Reece Layh Kyle Yellow Email Hal Glariani@pacific Frank Thamas@pac Kyle. Y ellow@pacifi
State CA LY oA
= Telecommuting
= Backaround Intormation
£ Aoe kS 3 41
= Birthelate 090091973 0B/0211 956 0473001968
Degres Ba M Ba
EEQC Information
Gender (] ] I
Jonathan Jester] [Jason Bratton FRyan Dozier Ethnicity Caucasian Asian f Pacitic lslan Caucasian
Laura Grape Leslie Growwer Salary Information
Raymond Jessuf |Greta Johannso Salary 35,000 $109,000 75,000
Karen Smith Paul Melbram PayGrade A5 a1 a9
Brandi Nelzon e
Gerald Ponds
Kayla Foo Performance 3 4 4
Amy Stepp Last Appraisal Date 054552008 121572007 10M 972007
Sandra ‘Wright Patential 0 80 60
Jason Wyoming ey Position
Competancy Rating 2 4 4
Retention Risk
Performance
Certifications

j |Pmpemes I

IShow Charted Impact of Loss

If the Profile View is not open, then the Viewer can right click on the desired name and select
Show in Profile View. The Profile View will be opened. The person currently at the top of chart
and the person selected in the 9 Box are displayed in the Profile View. The Viewer can pin the
desired records and continue selecting from the Profile View.

Drmmelamed B aq

Showa in profile wiew pl
) B L e | e A =T e i

‘ ‘ Dlredn:nr

7.7.1 Printing the 9 Box Matrix
The 9 Box matrix will print if the Printing Wizard has been activated. The user will be prompted

to print the chart or the 9 Box View. If the 9 Box View is maximized, the user is not prompted,
and the 9 Box output is automatically printed.
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8 Tree View

OrgPublisher

OrgPublisher's Tree View displays chart data in an outline format. You can modify the look of
the Tree View to give you a more or less detailed outline. You can also use icons in the outline.

—

Click on the Tree View button.

Select Options from the menu bar, then Tree View options from the pull-down list. The

options list appears.

gph'onsi Help
Use Hotspot Wizard |
Messages
1 Synchronize navigation between styles £ &
I Photo wait L4
|- Sort options...
= Color scheme options... Pacific Eastern
Text encoding options. .. President
EChart security options... Ri
a Real-time connection configuration. .. 9
Search options 4
Tree View options Dutline
List View options 4 Full
Profile View options 4 Expand
Summary options 4
Group display options 4 Show icons

3. Check-marked items are the active features in the outline. Click on an option name to
select it. The viewing options are listed below.
a. Outline/Expand: displays box titles for each box in the chart.
b. Outline/Collapse: displays box titles for the first level in the chart.
c. Full/Expand: displays all fields of information for all boxes in the chart.
d. Full/Collapse: displays box titles for the first level in the chart.
e. Show icons: displays the OrgPublisher icons for job, employee, etc.
4. This sample shows the Tree View with Full/Expand and Show icons checked.

- x

Tree View
(D) Pacific Eastern -
=HF) Presicent
L & Russel Heis
EHD Executive Staff
EHR Assistant to President
L % Bobbie Johnsan
E- Sales
[=HFt) Marketing Vice President
L % Susan Hester
=T Mational
EHT) dccount Executive
L & Jonsthan Jester
=~ Local Sales
Account Executive

L & kayia Rao
=-IT Mational
EHF) Account Executive
L & erald Ponds
B+ Information Technology
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9 Other Views

9.1 Style View
The Style View displays a list of all Styles available to the user within the chart. For details on

creating Styles and displaying this View, please refer to the Formatting manual.

9.2 Wizard View
The Wizard View is only available to the chart administrator. Select this View to easily access

the most commonly used wizards.

2+

Wizard View Button - _

Wizard View — Click to select the desired wizard.

L

Wizard View
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