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1 Create a Chart — CSV File in OrgPublisher Specified Order

In order to create your first chart, you must have OrgPublisher installed and have access to
your HR system or a data feed from your HR system. The Before You Begin document provided
preliminary information on the methods for bringing data into OrgPublisher.

It is always recommended to start slow and build as you begin to bring data into OrgPublisher.
OrgPublisher will check your data as was noted in the Before You Begin document. Hierarchy is
the first check.

For the first chart, the simplest method for opening and viewing a chart will be utilized — CSV
File in the OrgPublisher Specified Order. You can begin with just the hierarchical data — the
Parent Box ID and the Box ID. If the file is viewed in Notepad, it looks something like this:

[B] TwoFields.csv - Notepad

File Edit Format WView Help

10,408
25,409
420,410
21,411
123,412

A7 A4

Create this file with your own HR data and place it in the folder you can access.

Web Administration: The file should be placed on the server where OrgPublisher Web
Administration is installed. Typically, this is the SourceCharts folder on the server:
C:\inetpub\wwwroot\opweb\SourceCharts .

1.1 Launch OrgPublisher — Open an Existing Chart

To launch OrgPublisher, follow the steps below for your installation.

Client Launch:

1. Double click on the OrgPublisher icon on your desktop or on the server desktop as
instructed by your IT organization.

2. Click on More files . . ., and then browse to the .csv file containing the Parent Box ID
and the Box ID.
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3. Click Open.
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Web Administration Launch:

1. Web Administration — Click the link provided by your IT group.

2. Locate the file containing the Parent Box ID and the Box ID.
3. Click Open.
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a. OrgPublisher Web Administration allows multiple chart administrators to access
and modify charts stored in a common area of the server. To view the status of a

chart, scroll to the right in the chart list window. From here you can see if a chart
is locked, who has it locked, and when they locked it.
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x
"New 3 Delete  Import
Modffied by | Modffication date Lock Status | Lockedby | Lockedon 4|
MancyH 3/31/2010 12:21:00 PM Mot locked
MancyH 3/31/2010 12:43:32PM Mot locked
MancyH 12/15/2010 1:34:44PM  Locked MancyH 12/15/2010
MancyH 12/15/2010 1:37:18PM Mot locked
MancyH 1/12/2011 10:33:19 AM Mot lodked
MancyH 11/11/2010 10:56:44 ... Mot locked
Mot locked
MancyH 9302010 12:17:39PM Mot locked
MancyH 11/11/2010 10:58:15... Mot locked
MancyH 12152010 1:39:53PM Mot locked
1/4/2011 5:07:16 PM Mot Incked

nrvH
4

OrgPublisher

ol

[T oOpen chart for formatting only

Cpen Cancel |

b. Read-Only Charts - If a chart is locked, you can open it as Read-Only. Select
the chart and then click on Open. You will see the following message. Click on

Open Read-Only to continue.

The Chart is Locked by Another User

X|

The chart 'New Chart 1'is currently locked by 'Cyndic’,

Do you want ko open the chart in read-only mode?

Open Read-Only I | Cancel I

1.1.1 Opened Chart — 2 Fields

Whether you opened your chart data in Web Administration or the Client, you will see

something similar to the example below.
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Hopefully, you did not have any data errors as noted in the Data Errors section of the Before
You Begin manual. If you did, click OK so you can get into the chart. In the next step more
data will be brought in to help you assess the type of data errors in your chart. Before more
data is added, please review the information below.

1.1.2 Build Mode vs. View Mode

OrgPublisher is indicating that you are in Build Mode. Build
Mode is an editing mode. When you are in this mode, you are not

i 5
connected to your data. This mode allows changes to the text in 5 Buid Mod 6 View Mode |17
the chart boxes — including hierarchical changes. L& |3 levels v/ & G

Please Note: If you make hierarchical or text changes and pull a new data extract afterwards,
you will overwrite your data file and lose your changes. This method should only be used for
quick fixes when data cannot be readily retrieved from the HR source.

¢ View Mode displays the chart as it will look on the intranet. It is exactly what the chart
viewer will see.

¢ Build Mode displays all fields within the chart and allows editing.

e Build Mode displays a// custom fields assigned to the box.
If an ODBC (.odbx file) connection was created, OrgPublisher will save the data into an
.ocb file. Any data changes made will be stored in the .ocb. You cannot refresh an .ocb

file.
. .
View Mode Build Mode
File Edt View Insert Format Tools Data Options Hel File Edit View Insert Format Tools Data Options Hel
D= @

NEHOE EXalcl fewttode K [E] B P 4 & j0 @B
ki 8 Search % -l e w([EiE 2

 dk @ Search

Pasific Eastern
Headcourt: 154
Planned Headcourt: 187

R&Ssc el

Phone: 739
PR [
State: ca
Emil

OfficeBliy, Corporste
OfficeiD: cs01
Telecommuting
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1.1.3 Open Chart with Additional Fields

Continue to add fields to your chart/data extraction. At this point, we will continue using the
CSV File in the OrgPublisher Specified Order method for creating chart data. In the examples
below, the following fields are passed into OrgPublisher:

e Parent Box ID (Field 1, Column A)

e Box ID (Field 2, Column B)

e Department Name (Field 3, Column C)

e Last Name (Field 6, Column F)
¢ First Name (Field 7, Column G)
e Job Title (Field 10, Column J)

Notepad

File Edit Format View Help

[10,408,Local Sales,, Hayes,Rita,, Sales Secretary

25,409 Print,,, Kelly,Michael,,,Print Planner

420,410 National,,,KerrPam,, Product Specialist

21411 Print Media,, King,Judy,  Writer

123,412 Human Resources,, Little,Ethan,,,Human Resource Coordinator
12,413 Market Research,,,Long,Rachelle,, Research Assistant
103,414, Collateral,, McCoy,Kristin,, Paste-up Artist

420,415 National,,,Metz Laura,, Product Specialist

100,416, Collateral,, Reed,Daniel,,,Collateral Manager

38,417 Hi Tech,,,Roberts, Christopher,,, Sr Writer

93,418 Internal Broadcast,,,Rogers,Anthony,, Associate Producer
131,419 Business Aps Team, ,Rollins Sheila,,QA

65,420 National,,,Santiago,Richard,, Account Executive

301,304 Finance,, Richards,Paul,,,Accounts Payable Manager
302,306,Finance,, Anderson,Caroline,, Accts Rec/Cash Mar

Microsoft Excel

OrgPublis

e

A B c D
1 10 408 Local Sales

2 25 409 Print

3 420 410 National

4 21 411 Print Media

5 123 412 Human Resources
6 12 413 Market Research
7 103 414 Collateral

3 420 415 National

9 100 416 Collateral

10 38 417 HiTech

1 93 2418 Internal Broadcast
12 131 419 Business Aps Team
13 65 420 National

14 301 304 Finance

15 302 306 Finance

16 55 220 payroll

17 63 132 National

18 22 117 Collateral

19 7 17 Television & Cable Creative
20 25 115 Broadcast

Hayes  Rita

Kelly  Michael

Kerr Pam
King  Judy

Little Ethan
Long  Rachelle

McCoy  Kristi
Metz Laura

n

Reed  Daniel
Raberts  Christopher
Rogers  Anthony
Rollins  sheila

Santiago Richar
Richards Paul

rd

Anderson Caroline

Pearson  Laney

Amster  Gail

Banner  Henry

Bannister Mia

Bates  James

s

sales Secretary

Print Planner

Product Speialist
writer

Human Resource Coordinator
Research Assistant
Paste-up Artist

Product Specialist
Collateral Manager
Srwriter
Associate Producer

aa
Account Executive
Accounts Payable Manager
Accts Rec/Cash Mgr
payroll Administrator
Product Specialist
Writer
Producer
Broadcast Media Planner

It is much easier to see the data when viewing it within Excel. If you open your extraction in
Excel, be sure to save it as a .csv file. Place this file in the appropriate location for your
Administration install and open it in OrgPublisher. If you do not have data errors you should

see a file that looks similar to this:

@ 10Field.csv - OrgPublisher

Fie Edt Vew Insert Format Tooks Data Options Help

@ Publish LhBe 2@ 7= oF | Buid Mods |& View Mode: [ G & & k2 a 8 &
+, Lookfor. [Find names. titles. etc. | = | 0 Search f, 43, [ Show All chart levels = 1. %, |100% o) i BIU
Nomal style:
Pacific Eastern
Presitent
Russel Hels
Creative
Creative Vice
President
Paulliebram
Broadcas! ledia Crestive Print
Broadcast Hedi Crestive Director
Director Brandi Nelson
Jason wyoming
Prnt Wedia Colaters! Graphics
Tl & Cate Radio Pubic Broadeast Internal Creative Broadcast ledia oot s Uianager Colsteallianacer sustater
Producer Producer Producer Administrative GailSpringfiel John Winder Open postion
Producer Sancra Hogmenter ST Tyer Harvey Wayne Assistant
Via Bannister Open postion Print Hedia Print edia print Hedia Prit ledia
Wrie: Wrder
Judih Jows ludy King

Public Broadeast Internal Broadcast
‘Associate Progucer
Elzabeth Fleming

Production
Goordinator
ENvis Frankin

Production
Production

Public Broadeast
Ir Producer

Colateral

rter
Jacob Kine:

Colateral

irier
Henry Banner
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As a refresher, the reason that Open Positions are displayed in this sample is because the data
represents a Position to Position hierarchy.

If your data has errors, it should be much easier to tell who the people are with the errors now
that you have more data. Follow the information provided in the Data Errors section of the
Before You Begin manual to copy, paste into Excel and then work on the errors.

1.2 Launch OrgPublisher — Create a New Chart

As noted in the Before You Begin manual, there are several ways to bring data into
OrgPublisher. This section discusses creating a new chart using the New Chart Wizard.
1.2.1 Creating Charts with an ODB Compliant Database

If you will be connecting to an ODB compliant database, the New Chart Wizard will walk you
through each step to create the connection.

Client Launch:

1. Double click on the OrgPublisher icon on your desktop or on the server desktop as
instructed by your IT organization.
2. Select Run the New Chart Wizard.

x

What do you want to do?

D " Create a blank org chart
% Funthe E:gaw Chart ‘wizard

é? " Open an existing org chart

Mare files... -

C:40P10 Training Manuals\Chart 5amples for Screenshots\OFBringingi

C:AOP10 Training Matwalz\Chart 5amples for Screenzhatz\OPBringingi

C:\Program Files [x86]40rgPubl tzamples\Communications. och

C:%Program Files [#86].0rgPubl DhzampleshGovernance. och -
» I

I"-]I‘ID1 N Achuva S armrlach B acieTChart adbe
4

[~ Open chart for formatting only

Web Administration Launch:

1. Web Administration — Click the Link provided by your IT group.
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2. Select New.

x|
| Modified by | Modffication date | L~
MancyH 8/31/2010 12:21:00PM M
Multiple dat... MancyH 8/31/2010 12:43:32PM M
BreakConnection  Multiple dat... MancyH 12f15/2010 L:34:44PM  Lc
breakconnection2  Chart file MancyH 12f152010 L:37:18PM N
Connection to ... Multiple dat... MancyH 1122011 10:33:19 AM N
EmployeeExtra... File (CSV) MancyH 11f11/2010 10:56:44 ... M
EmployeeExtra... File (CSV) M
ODBCtocsy Multiple dat... MancyH 9/30/2010 12:17:35PM M
OPSCommunica... Chart file MancyH 11f11/2010 10:58:15... M
PacficEastern  File (C5V) N
textfileodbc Multiple dat... MancyH 12f15/2010 1:39:53PM M
ﬂ TwnFields File (C5VY ManrvH I 1/4/2011 5:07: 16 PM :d i
[ Open chart for formatting only ’TI Cancel I

Client and Web Administration:

3. Select Organizational chart.

New Chart Wizard

1% Organizational chart
Financo

Select this option to create a chart that represents reporting o

relationships in your organization.

Raymond Jessup

Finance Finance
Controller A Controlier B
Open Position Greta Johannson

" Succession planning chart

Gregory Pink
Select this option to create a chart that shows Director of Operations
candidates for various key positions in your
organization. Successor Name Potential Ready

| Leslie Growwer
| Hal Glorian

< Back MNext > Cancel |

4. Select ODBC Database, and then click Next.

Client:

New Chart Wizard |

XML file Text fle Mukiple data Empty chart
sources
Select a source of data for your chart.
< Back Next > Cancel Help

OrgPublisher
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Web Administration:

New Chart Wizard

Select a data source

Read data from an CDBC databace.]

Select a source of data for your chart

< Back I Next > I

careel | Help

OrgPublisher

5. Select an existing DSN to access the database or create a new DSN, if needed. Click

Next.

New Chart Wizard

O ODBC Database

Please select the ODBE Data Source Name (DSN) for the database containing the chart data. If the database you require is
not listed then cick New data source to add your database to the list.

Access OrgPub2 K
Access OrgPuba

dBASE Fies

Excel Files

MS Text Driver

new for web admin
SQLInSight

Web Admin Text Driver
Your DSN Name

< Back I Next > I Cancel |

Help

6. Select the table, query or view to be used or select Custom SQL to write your own SQL

statement.

New Chart Wizard

O ODBC Database

* Select a database table, view or query that contsins the data for your chart

" Custom SQL

< Back I Next > I Cancel

Help
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7.

OrgPublisher

If you selected a database table, view or query, the first 100 records will be displayed in

a data preview window.

New Chart Wizard

O ODBC database

 Data preview

B
i &
&
g

Broadcast Me C 19878 Scott Margaret Media £
WebTeam C Simon Michael QA
26 423 Broadcast Me C 19885 Sullivan Clark Broadc
26 424 Broadcast Me C 19823 Ward Michelle Media E
6 425 NetworkTea C 12491 ‘Wood Ryan L Hardwi
38 426 HiTech [ 13185 ‘Whitney James M Writer
17 427 Broadcast Wr C 17965 Jenkins Kirk P Broadc
55 428 Payroll [ 16294 Jefferson Mark Walidity
59 429 Benefits [ 15839 Ellis. Jeff Q Benefit
38 216 HiTech E 216 Coleman Hannah Writer
59 217 Benefits E 20030 Richards Donna Beneft:
59 212 Benefits E 212 Cagney Julie Benefit =
[l _’l_I
<ok [ Met> | canedd | Help

If the table, view, or query selected is not laid out in the standard OrgPublisher field
order, select Specify custom field order. This provides the mapping option. If the data
is laid out in the correct field order, than select Use standard OrgPublisher field order.

Mew Chart Wizard

O ODEC database

(%" Use standard OrgPublisher field order. Use this for data sources created for OrgPublisher.

1 Specify custom field order

x|

< Back I MNext > I

Cancel | Help

Above each column of data, a drop down arrow appears with the default selection of Do
not import. Click the drop down arrow to display other field options. Select the
appropriate option for the field/column of data.

[Daka presiew

Do nat import

Dakta preview

Custom Field

Parent Biozx IC — |Bene

Box ID Bene
Person Id hark 35
Position 1D W |Hi Te

59

EE Berne

Hi Tech
Benefits
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10.

11.

12.

OrgPublisher

As you select the field options in the drop down list and move to subsequent columns,
the previously selected mappings are faded or greyed out. This indicates that you have
already identified a field/column for this type of field.

If a field type (other than Custom Field) is used more than once, the field type will
switch to red text. Duplicate usage of a field type should be limited to Custom Fields.
Click Next.

Please note: Each Field/Column can only have one field type selected.

Data preview

Parert Biox ID | Parent Box ID |Do
15 402 Wi
16 403 Bu:

You may need to map a single column of data as more than one field type. For
instance, you have a column of data that contains the Employee Number. You want to
use it as Field 5 (Person ID) and you want to display the field in the chart as a custom
field. Scroll down to the last option - Multiple . . . and click to select.

Mew Chart Wizard x|

O ODEC database

- Data preview

Do not import [ Do not import "=[ Do not import =] Do not import
Box Sequence

eeeee

=] Do not import

Michael
Sulivan Clark
ward Michelle

Coleman Hannah _I;I
e s v

Apply Standard Mapping

<Back | Mext> | cond | Help

a. The Multiple Field Mapper displays.

Multiple Field Mapper il

Add | 3 Delte
L2

Name | Type Position

Page 10



OrgPublisher

b. Click Add. The Mapper will insert Custom Field as the first mapping.

Multiple Field Mapper x|

o Add, | # Delet=

MName | Type | Position
Custom Field Custom Field

OK I Cancel |

C. Click on Custom Field (under the Name column) to display all of the options
available.

Multiple Field Mapper ll

FAdd 3 Delete

MName | Type | Position
Custom Field Custom Field
Custom Field

Parent Box ID
Box 1D

Positior

Box title
Last name
First name
Middle name
Job ID

Job title
Record type

U Box Sequence —I —’I

Job Sequence

Position Sequence
Level Number
Photo

d. After changing the Field type information, click on Add to add the second
mapping.

Multiple Field Mapper x|

Add - Delete

MName | Type | Position
PersonIld  Standard Field 5

s
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OrgPublisher

e. Click OK when you are finished with your mapping selections.

x
drAdd 3K Delete
Mame | Type | Position

Person Id Standard Field 5
Custom Fi% Custom Field

I | i

oK I Cancel |

f. The mapped column is now labeled as Multiple.

| Muttiple...

6
20030
M2
142
206
124
207
203
203
200

13. Click Next. Click to remove the check mark by Launch the style wizard and then Finish
Please note: By default, there is a check mark beside Launch the style wizard. Itis
recommended that as you first begin to use OrgPublisher and field mapping, you focus
on the data fields. You can run the Style Wizard once you have the data you need in
the chart.

New Chart Wizard x|

O ODBC database

You have finished setting up the data for your chart. Click Finish to display the chart.

The style wizard will allow you to easily setup the first chart style. Additional
chart styles can be added later by running the Style Wizard from the tools menu.

I~ Launch the style wizard

I

<Back [ Fnsh | cancel Help

Page 12



OrgPublisher

14. The chart is displayed.
15. Save the file. It will have an .odbx extension.

Please note: .odbx means that the fields have been mapped by the user. .odb
means that the fields have not been mapped by the user.

1.2.2 Creating Charts with a Comma Separated File in No Specific Order
Please Note: This option is not available in Web Administration.

If you will be connecting to a text file that is not laid out in the order specified by OrgPublisher,
the New Chart Wizard will walk you through each step to create a connection and map the
fields. As a reminder, this method only works from the OrgPublisher Client.

1. Launch the New Chart Wizard.
2. Select organizational chart.

New Chart Wizard x|

¥ Organizational chart

Select this option to create a chart that represents reporting
relationships in your organization.

€ Succession planning chart

Select this option to create a chart that shows
canddates for various key positions in your
organization.

< Back Mext > Cancel Help

3. Select Text file and click on Next.

New Chart Wizard x|

Select a data source

ODEC database XML file l Mutiple data

Empty chart

ssssss

Select a source of data for your chart.

< Back Next > Cancel Help
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4. Use the Browse button to locate the .txt,

New Chart Wizard x|

Text file

Please select the comma separated text file that contains your chart data.

Chart TextFile | C:\OP 10 Training Manuals\Chart Samples for Screenshots\OPEringing

Browse [!

<Back

Next > Cancel Help

OrgPublisher

.csv or .ocb file. Click Next.

5. If the text file contains a header row, select First row contains column names.

New Chart Wizard

Text file

I~ First row contains column names
Bt revin

PositionNumb Dept LastName Firsthame

421 Broadcast Me Scott Margaret

422 WebTeam  Simon Michael 131
423 Broadcast Me Sullivan Clark 26
424 Broadcast Me Ward Michelle 26
425 Network Tea Wood Ryan 6
426 Hi Tech Whitney James 38
427 Broadcast Wr Jenkins Kirk 17
428 Payroll Jefferson Mark 55
429 Benefits Elis Jeff 59
218 Hi Tech Coleman Hannah 38
217 Benefits Richards. Donna 59
212 Benefits Cagney Julie 59

SupervisorPo JobTitle

Wedia Buyer
QA

Broadcast Me

Media Buyer

Hardware Te

Writer

Broadcast Wr

Validity Clerk

Benefits Spec

Writer

Benefits Spec

Benefits Spec =

]

< Back I Next > I

Cancel | Help

6. If the data source is laid out in the specified order OrgPublisher requires, select Use
standard OrgPublisher field order. If the fields are not in the standard order, select
Specify custom field order. Click Next.

New Chart Wizard

Text file

" Use standard OrgPublisher field order. Use this for data sources created for OrgPublisher.

* Specify custom field order

< Back I MNext > I Cancel Help
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7.

10.

OrgPublisher

Above each column of data, a drop down arrow appears with the default selection of Do
not import. Click the drop down arrow to display other field options. Select the
appropriate option for that field/column of data.

[Daka preview

Do niot impart

Custom Field
Parent Box ID
Box ID Bene Parent Box ID ﬂ D not irr
Persan Id Pk

Position ID v [Hi Te 38 Hi Tech
|59 Bene 24 Benefits

Daka preview
Bere

As you select the field options in the drop down list and move to subsequent columns,
the previously selected mappings are faded or greyed out. This indicates that you have
already identified a field/column for this type of field.

If a field type (other than Custom Field) is used more than once, the custom field type
will switch to red text. Duplicate usage of a field type should be limited to Custom
Fields. Click Next.

Please note: Each field/Column can only have one field type selected.

Data prewview

You may need to map a single column of data as more than one field type. For instance,
you have a column of data that contains the Employee Number. You want to use it as
Field 5 (Person ID) and you want to display the field in the chart as a custom field.
Scroll down to the last option - Multiple . . . and click to select.

x

Text file

~Data preview

Do not import =] Do not import [ Do not import

Box Sequence
Job Sequence
Position Sequence
Level Number

=] Do not import | ﬂ

Wedia Buyer
0A
Clark 2 Broadcast Media Assist
Michelle 26 Iedia Buyer Photo
Hardware Technician | 1utiple.
Writer 13186
17 Broadcast Writers 17965
55 Validity Clerk 16284
58 Benefits Specialist 15839

38 ‘Writer 218 u
— —_— = I»

Apply Standard Mapping

< Back MNext > Cancel Help
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a. The Multiple Field Mapper displays.

x
ar Add | 4 Delete
L
Name | Type | Position
4 | LI
Ok I Cancel |

b. Click Add. The Mapper will insert Custom Field as the first mapping.

Multiple Field Mapper x|

o0 Add, | #€ Delet=

MName | Type | Position
Custom Field Custom Field

OK I Cancel |

c. Click on Custom Field (under the Name column) to display all of the options
available.

x

Fadd ¥ Delete

Name | Type | Position
Custom Field Custom Field

Custom Field
Parent Box 1D

Last name
First name
Middle name
Job ID

Job title
Record type

Ll Box Sequence —I _'I

Job Sequence

Position Sequence
Level Number
Photo
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d. After changing the Field type information, click on Add to add the second

mapping.

zl
dpAdd O Delete
Mame | Type | Position

Person Id Standard Field 5

s

1| | i

oK I Cancel |

e. Click OK when you are finished with your mapping selections.

Multiple Field Mapper 1'

daAdd  9< Delete

MName | Type I Position
Person Id Standard Field 5
Custom Fi% Custom Field

| | i

OK I Cancel |

f. The mapped column is now labeled as Multiple.

| Muttiple...

6
20030
M2
142
206
124
207
203
203
200
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11. Click Next. Click to remove the check mark next to Launch the style wizard and click the
Finish button.
Please note: By default, there is a check mark beside Launch the style wizard. It is
recommended that as you first begin to use OrgPublisher and field mapping, you focus
on the data fields. You can run the Style Wizard once you have the data you need in
the chart.

New Chart Wizard x|

Text file

You have finished setting up the data for your chart. Click Finish to display the chart.

The style wizard will allow you to easily setup the first chart style, Additional
chart styles can be added later by running the Style Wizard from the tools menu.

I Launch the style wizard

Iy

<Back [ Fmsh | concel Help

12. The chart is displayed.

13. Save the file. It will have an .odbx extension.
Please note: .odbx means that the fields have been mapped by the user. .odb means
that the fields have not been mapped by the user.

1.2.3 Creating Charts with a Comma Separated in the Required Order
This details how to open a .csv file from your HR data source that has been generated using the
order required by OrgPublisher (as detailed in the Before You Begin manual).

As a reminder: Whether using the Client or Web Administration, the .csv file, each time it is
updated, should be:

¢ Named the same
e Stored in the same location

Client Launch:

1. Double click the OrgPublisher icon on your desktop or on the server desktop as
instructed by your IT organization.
2. Scroll through the list of recently opened files and then click to select the desired file.

Click OK to open the file.
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3. If you do not see the desired file, select More files and then click OK. You will then

navigate to the file location to open.

x
What do you want to do?

D " Create a blank org chart

" Flun the Mew Chart ‘Wizard

é ¢ Open an existing org chart

C:ATest.och j
C:AlsershhancybhDesklophCommunications22. och

C:A\Program Files [#86)\0rgPubl 04 zamples\Communizations. och

C:AOFT0 Training Manuals\Chart Samples for Screenshots\OPBringingic _

4 OB T rsivivn bl 2 raleh Chark © arnnlas for Gereane bkt 0 DR nmno

1 i [ _i’
[~ Open chart for formatting only

0K I Cancel |

Web Administration Launch:

1. Click the Link provided by your IT group.
2. Select the file.
3. Click Open.

Select a Chart to Open

" New 3 Delete & Import

Chart name Type Modified by
Access ODBC File Multiple dat... MancyH
Access ODBC with Custom ... Multiple dat... MancyH
BreakConnection Multiple dat... MancyH
breakconnection2 Chart file MancyH
Connection to Access Multiple dat... MancyH
EmployeeExtract - Copy File (C5V) MancyH
EmployeeExtractwithheadi... File {C5V)

CDECtocsy Multiple dat... MancyH
OPSCommunicationsOCEna. .. MancyH

Chart file

i kpacificEastern File (C5V)
textfileodbec Multiple dat... MancyH 12/15/2010 1:39
Ei’ TwinFislds File {CSWY MarcvH 1412011 57 16
A 3
[~ Open chart for formatting only Open Cancel |

Modffication date & |
8/31/2010 12:21
8/31/2010 12:43
12/15/2010 1:34
12/15/2010 1:37
1/12/2011 10:33
11/11/2010 10:5i

9/30/2010 12:17
11/11/2010 10:5:
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1.2.4 XML

Using an XML data feed is not a common method used by Aquire customers. However, it is
available from the OrgPublisher Client.

Please note: The XML file must have the fields provided in the order required by OrgPublisher

because mapping is not available with this option. Also, this option is not available in Web
Administration.

1. Double click on the OrgPublisher icon on your desktop or on the server desktop as
instructed by your IT organization.

2. Select Run the New Chart Wizard.
x

What do you want to do?

D " Create a blank org chart
% Fun the %&w Chart ‘wizard

é? " Open an existing org chart

Mare files. .. a
C:A0P10 Training M anualsh

Y e Bringir

E WOP10 Training M anualzhChart Samples for Screenshots\D F'Bnnglngu

C:\Program Files [#B6]40rgPubl Dhsamples\Communications. och

C:AProgram Files [#86)\0rgPubl0hzamples\Govemance. och -
- 3 I

i PN Arhua Caranlash P acieClhark adk I
4

I Open chart for formatting anly

Ok I Cancel |
3. Select the location of the XML file. Click Next.
New Chart Wizard x|
]

e data Empty chatt

ODBC databass "
[R=2d data from an XML Fle. huyocs

XML file!

Select a source of data for your chart.

<ok [ Wext> |  cancel | Hep |

4. Locate the XML Text File by using the Browse button. Click Next.
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New Chart Wizard x|

O XML file

Please select the XML text file that contains your chart data.

oS L O k: \Frogram Files (x86)\OrgPub 10 \samples\SampleTVXML. xm

<gack [ mextz | cancel | e |
L

5. The first 100 fields of data will display. Click Next.

New Chart Wizard x|
O XML file
Data preview
0 CEO M 231-54-7630 Blue Mike "
o 1 Director M 231-54-7691 Skiman James 4
1 2 Manager M 231-54-7682 Nan Hien T
1 3 Manager M 231-54-7682 Max Ron "
2 4 Supervisor M 231-54-7683 Max David J
3 5 Supervisor M 231-54-7694 Brown Gary A
4 6 Supervisor M 231-54-7685 DaBunny E.J. Jd
4 7 Employee E 231-54-7696 Cat Chioe
4 8 Employee E 231-54-7697 Cat Tabitha
5 9 Employee E 231-54-7698 Terry George
L3 10 Employee E 231-54-7689 Terry Linda
i | ¥l

<ok concel | hep

6. Click to remove the check mark by Launch the style wizard and then Finish.
Please note: By default, there is a check mark beside Launch the style wizard. It is
recommended that as you first begin to use OrgPublisher and field mapping, you focus
on the data fields. You can run the Style Wizard once you have the data you need in
the chart.
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Q XML file

‘You have finished setting up the data for your chart. Click Finish to display the chart.

The style wizard will allow you to easily setup the first chart style. Additional
chart styles can be added later by running the Style Wizard from the tools menu.

I, Launch the style wizard

L3

OrgPublis

x|

The chart is displayed.

® N

1.2.5 Import

Please Note: This option is not available in the Client.

< Back I Finish I

Help

Save the file. It will have an .odb extension.
Please note: .odbx means that the fields have been mapped by the user. .odb
means that the fields have not been mapped by the user.

e

The Import option lets the chart administrator bring in a comma separated file that is laid out in
the order specified by OrgPublisher. This is a one-time only import.

If the data is to be updated on a regular basis, then the most current .csv file should be given
the same file name and placed in the SourceCharts folder on the Web Administration server.

1. Click the Link provided by your IT group.

2. Click Import.

7 New 3C Delete & Import

Chart name
Access ODEC File

Import an OrgPublisher chart from disk
e ¥ T

ification date = |

Access ODBC with Custom ... Multiple dat... NancyH

1/2010 12:21
8/31/2010 12:43
12/15/2010 1:34
12/15/2010 1:37
1/12/2011 10:33
11/11/2010 10:5

9/30/2010 12:17
11/11/2010 10:5;

BreakConnection Multiple dat... NancyH

breakconnection2 Chart file NancyH

Connection to Access Multiple dat... MancyH

EmployeeExtract - Copy File (CSV) MancyH

EmployeeExtractwithheadi... File (C5V)

ODBCtocsv Multiple dat... MancyH

OPSCommunicationsOCBna... Chart file NancyH
PadficEastern File (C5V)

textfieodbc Multiple dat... NancyH

ﬁ! TuwnFields File {50 | MancvH

[~ Open chart for formatting only

Open

12/15/2010 1:39
14402011 5N 7: 16T
3

Cancel |
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2 Multiple Data Sources

OrgPublisher accepts data from more than one data source. This is best accomplished by
building the connection to the additional data sources using the OrgPublisher Client. The built-
in New Chart Wizard prompts the user to pull the data via ODB, a Text file or XML.

There are 3 reasons you might want to bring in additional data:

» Adding additional boxes, persons or positions

» Adding additional custom fields for records that exist within the primary data source

»= Adding succession candidate records that will link to records that exist in the primary
data source. These records will automatically have their position type set to Successor.

Please Note:

1. With Web Administration, if the secondary data source is a .csv file or XML, the owner of
the server can log on and create the connection using the Client. This connection can
be accessed by the Chart Administrator via Web Administration.

2. Itis not necessary to make the decision that you will need Additional Data sources at
the time you create a New Chart. Additional Data sources can be added later.

3. If established data feeds are modified to add additional custom fields in the future,
these fields should be added at the end of the data feed. Do not insert additional fields
“between” existing fields.

2.1 Adding Additional Records
This option allows you to bring in more records from another data source. This could be a list

of your contractors, temps or interns. It might be employees from areas outside of the country
who do not use the same HR system. The key to this data is to have Parent Box ID’s that
EXIST in the Primary Source or the Secondary Source. This is the only way that OrgPublisher
can attach the additional record to the primary chart.

1. Open OrgPublisher and start the New Chart Wizard
2. When prompted to select a data source, select Multiple data sources.
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New Chart Wizard x|

Qe
W Empty chart

Select a data source

ODEC database XML file Text file

Select a source of data for your chart.

< Back Next > Cancel Help

3. You will be prompted to select the primary data source as noted in the Launch
OrgPublisher — Create a New Chart section of this document. Follow the steps for the
type of data source you are using for the Primary Data.

4. After the source is identified and fields to use are defined, you will be prompted to
provide a nickname for this data connection setup. Click Next.

New Chart Wizard x|

O ODEC database

Enter a nickname for this data source

< Back I Mext = %l Cancel Help

5. OrgPublisher will ask if you have an additional data source. Select Yes, then Next.
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Mew Chart Wizard x|

| Multiple data sources

Do you have any additional data sources?

1+ Yes

T No

< Back Next = Cancel | Help |
l'\;

6. Select what type of data the additional data source contains. In this example, the
‘Additional boxes, positions, and persons’ option has been selected.

New Chart Wizard x|

| Multiple data sources

Does this additional data source have
¢ Additional boxes, positions, and persons
[ ll new positions have the following position type
IManager j

" Additional fields for existing records. For example, skils dats, succession data, or other custom fields

Link to IPal entBox ID j

£~ Succession planning information. The data does not contain a hierarchy. Rather, each
record links to an existing record as a successor. All records will be created as the
Successor position type

Link to IPal entBox ID j

N
< Back I Next > I Cancel I Help I

7. The new records can be assigned a Position Type, if desired. Click to select ‘All new
positions have the following position type’. This activates the Position Type drop down

list. Click on the down arrow and select the desired Position Type. Click Next to
continue.
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(%) Additional boxes, positions, and persons

&l new positions have the Following position bype

Cantractar W

Manager

() AddifEmploves s data
Assistant

Indirect

_onkrackar

SuCcessar

Lirk,

Successor position bype

8. You will be prompted to map your fields.
9. Name your Secondary Data Source.

Mew Chart Wizard x|

O 0ODBC database

Enter a nickname for this data source

< Back I MNext > I Cancel | Help I

lag

10. You will be prompted to select your next data source. If you are finished, select No and
finish as prompted.

New Chart Wizard x|
| Multiple data sources
Do you have any additional data sources?
% Yes
= No
< Back I Mext > I Cancel | Help |

11. The chart opens with the combined data sources. This example shows the Contractor
boxes formatted. It also shows the head count for contractors.
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2.2 Add Fields of Data from an Additional Data Source

Workforce Intelligence

Workforce
Intelligence

President

Creative

Creative Yice
Presicent

radeast

cer

Internal Creative

Producer

T
Creative Print

Creative Directar

Print Media

Print Media Manager
T

adcast

Jroducer

Fleming

Internal

Wiriter

Internal Broadcast

Associate Producer
Anthony Rogers

Prinit Mecia

Wirfter

Print Medlia

Writer

l—‘—\

Collateral

Collateral Manager

Collateral Collateral

Paste-up Artist Writer

Daniel Reed

Kristin McCoy Jacoh Kline

Prin

Jue

Summary Wiew

Position type

Directar

Manager
Employee
Assistart
Cortractor
Pariner

Staff Function
President

Inciirect Report
“ice Presidert
Tatal Head Court
Open position
Total Planned Head Court
Everyone
Contractor Boxes

The next option within Multiple Data Sources is to add fields of data for the
existing records in your primary data source. An example might be that your
primary data source has HR related data (position id, hire date, etc). You also
have an asset system that shows what equipment is assigned to an employee.

Incluce in
Summary
Yes

Yes

es

Yes

Ves

Yes

Yes

es

Mo

Yes

Yes

Count

s
38
96

a
37

1

3
191
13
204
208
39

The primary data source contains the Employee ID — so does the asset database. Create an
ODBC connection through the New Chart Wizard or point to a text or XML extraction from the

asset database. The text, XML, or ODBC mapping should contain the fields from the asset

database to be added to the primary source records AND the Employee ID.

hwnN=

Open the New Chart Wizard and select Multiple Data Sources.

Create your Primary data source connection.
When prompted for more sources, click Yes.
Select Additional Fields for existing records. Click on the drop down to indicate the field

in the Primary data source that also exists in the data source you are adding. This
creates the relationship between the 2 data sources. Additional fields can now be

related to the existing data record. Click Next.
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New Chart Wizard

5. Select the type of data source. This can be an ODBC, XML or Text file. Click Next.

New Chart Wizard
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6. Select the type of data source and click Next. You will see a preview of the data. Click
Next.

New Chart Wizard x|
O ODBEC database
Data preview
[Bo0 ™ Emp T Emal  Equpment -
4 19878 Margaret. Scot j
422 16040 Michael.Simen
423 19895 Clark Sullivan
424 19889 Michelle. Ward
425 12481 Ryan Wood@
426 13188 James.Whitne
427 17965 Kirk.Jenkins@
428 16294 Mark Jefferso
429 15839 JeffElis@pa
216 216 PC; 15 inch M
217 20030 Laptop; 15 inc. %
212 21z PC; 17 inch M
225 142 PC; 15 inch M =l

<Back [ etz | canca | Help |
7. Select that you want to Specify custom field order. Click Next.

New Chart Wizard x|

O ODBC database

" Use standard OrgPublisher field order. Use this for data sources created for OrgPublisher,

1+ Specify custom ﬁel%rdar

< Back I MNext > I Cancel | Help |

8. Map the fields as noted in the Text File section of the manual. Typically, the additional
fields are Custom Fields. Please see the Custom Fields manual for more
information. Click Next.

Please note: You will need to map the field that relates back to the existing data in
the Primary Source.
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x|

New Chart Wizard

O ODBC database

Data preview
Do not import ;I Perzon id ¥ | Custom Field ;I Do not import j ﬂ
421 19878 Margaret Scott@pacific
422 16040 Michael Simon@pacifice
423 19895 Clark.Sullivan@pacificea
424 19889 Michelle. Ward@pacifice
425 12481 Ryan Wood@pacificeas
426 13186 James. Whitney@pacific
427 17965 Kirk.Jenkins@pacificeas
428 16294 Mark.Jefferson@pacific
429 15839 Jeff Elis@pacificeaster
216 216 PC; 15 inch Monitor
27 20030 Laptop; 15 inch Menitor ;I

Apply Standard Mapping
< Back I Next > I Cancel | Help

9. Type in a nickname for the secondary source, and click Next.

New Chart Wizard k

O ODEC database

Enter a nickname for this data source

x|

< Back I Next > I

Cancel |

Help

10.If you have more sources to add, select Yes and click Next. The process of adding the
third source will begin. If not, click Next until you finish adding this data source.

11.1If the Style wizard was not selected, you will need to define and assign the custom
fields. This topic is covered in the Custom Fields manual and is also available in the
User Guide. Select Data, then Custom fields to display the fields in the chart box.

The Asset data is displayed in the chart box.
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raPubilist
LU UDNS

s

Workforce Intelligence

Presidernt
Ruzzell Heis
State: CA
Courntry: sa,
Aszets Azsigned:
Laptop; 21 inch Maonitor; PD&, Cell
phone

2.3 Adding Successor Records
Many times Successor data is stored in another database. These records can be added by

selecting the third option for Multiple Data Sources.

New Chart Wizard x|

Multiple data sources

Does this additional data source have

" Additional boxes, positions, and persons

™| &ll new pasitions haye the Fallawing position bype

" Additional fields for existing records. For example, skills data, succession data, or other custom fields

Link to Iﬂa- ent Box 1D j

¢ Succession planning information. The data does not contain a hierarchy. Rather, each
record links to an existing record as a successor. All records will be created as the
Successor position type

Link to IParent Box ID 2
Box ID
Person Id
Social Security Mumber:

In the Successor Data feed, a field of data must associate to a field of data in the existing chart.
This tells OrgPublisher where the added record should display as a successor.

< Back I Mext > I Cancel I Help I

2.4 Adding Additional Data Sources to an Existing (.odbx) Chart

After creating a chart with the New Chart Wizard you may decide to add additional fields of
data for existing records at a later time. You could also add records from another source
(contractors, temps) or include succession records. This can be done from the Data menu.

1. Select Data, then Manage data sources.
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Tools gamigptiuns Help

¥ = Custom field properties... £
| Manage data gources. .. |

titles,

2. Select New.

|

[ Data sources

#{Delete | New i‘? Properties Connection Info
N
Primary data sourcigText)

3. Select the type of data to add.

New Chart Wizard x|

Multiple data sources
%

Does this additional data source have

* Additional boxes, positions, and persons

I~ allnew positions have the following position type

IManager j

™ Additional fields for existing records. For example, skills data, succession data, or other custom figlds

Link to IParEnt Box ID j

™ Succession planning information. The data does not contain a hierarchy. Rather, each
record links to an existing record as a successor. All records will be created as the
Successor position type

Link to IParent Box ID j

= Back I Mext = I Cancel | Help |

Lt

4. Please refer to the previous sections for adding Additional records, Additional fields, or
Succession records to complete this step.
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5. The new data source is added. Click Close to return to the chart with the new data

added.

Please note: If additional fields were added to existing records, you will need to define
and assign the fields to display in the chart. This topic is covered in the Custom Fields
manual and is also available in the User Guide. If Succession records or records such as
Contractor or Temp were added, you may want to format the boxes for these Position
Types to highlight the addition.

zl
~Data sources
3 Delete T New fé’ Properties Connection Info

|Primary data source (Text)

Close

2.5 Modifying Data Sources

Data sources can be modified to include new fields of data.

1.

Select Data, then Manage data sources.

Tools gamigptiuns Help

Lo ) [Z Custom field properties. .. £
| Manage data gources. .. |
titles. L

Select the data source to be modified, and then select Properties.
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Data sources El

Data sources

# Delete " New ? Properties | Connection Info

‘F‘rimary data source (Text) b

3. The New Chart wizard will begin at the sample field data display. Click Next to modify
mappings. Click Finish when prompted.

2.6 Deleting Additional Data Sources

Data sources that are no longer needed can be deleted from the Data menu. The Primary data
source cannot be deleted.

1. Select Data, then Manage data sources.

Tools Qamigptiuns Help

; t = Custom field properties. .. OO
| Manage data gources. .. |

titles.

2. Select the data source to be deleted, and then select Delete.

x

Data sources

# Delete " New '? Properties Connection Info

Primary datasource (Text)

3. Select OK to confirm the deletion.
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x

e —
i

Are you sure that you want to delete this datasource? This action

WY cannot be undone,
Yes& I Mo

4. The data source no longer displays in the list. Click Close to return to the chart. Data
from the deleted data source is no longer available in the chart.

x

—Data sources

24 Delete ‘ Mew ? Properties Connection Info
Primary data source (Text) "
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