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1 Custom Fields

Prior to creating a data extraction, it is recommended that you identify the audiences (charts
that you require) and the data needed for each chart and audience. OrgPublisher can read an
unlimited number of fields from your data source. Custom Fields are all customer specific

fields.

Field Field Name Description
Number

20+ Custom Fields | Fields 20 and up allow you to bring in data of your
choosing to be displayed in your organization chart. For
example, the custom field of Phone Ext. might be field
20.

50 - 64 Succession If a chart is created as a Succession chart or succession

Custom Fields | data is added to a chart, these fields are used to store

the common succession data.

Why use Custom Fields?

Additional fields provide more information for analysis
Provide additional sensitive data to people who need to view it

Assists with data validation

Data Suggestions

Skill sets

Team Membership
Anticipated retirement date
Birth date

Next appraisal due date
Last appraisal rating
Succession ranking

Next anticipated position
Completed training
Accrued vacation

Virtually anything you need
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2 Defining and Assighing Custom Fields

OrgPublisher

Custom Fields that are brought into a chart need to be defined and assigned.

Defining a Custom field includes:

Creating a label name

Identifying the type of data within the field

For summary fields (Read the Summary Fields manual for more information), determine

the following:

o What field is used in the calculation?

o What part of the organization should be included in the summary?
o What formatting is applied to the result?
Setting Custom Field Security
Setup of Hotspot attachments (Read the Hotspots and Smart Links manual for more

information)

Defining Search Properties
Inputting Formulas (OrgPublisher Premier only — Read the Formulas manual for more

information)

Assigning a Custom field determines what Position Types can display this field in the chart
box.

This only has to be done once. Then, it becomes part of the template file (.otm) associated with
the data feed.

1. Click on Data and then Custom Field Properties in the menu bar.

Custom Field Properties
Field label Type Calc Field Population Assigned To Sample Seq.
b |IDegree Text Click to assign... BA 20
Gender Text Click to assign... F 21
OfficeBldg Text Click to assign... Corporate 22
Phone Text Click to assign... 9013 23
Email Text Click to assign... Margaret. Scotti@pacific |24
Hired Text Click to assign... 20020224 25
Inzert | Delete | Format Haotzpot Attachment Formula Secuity | Wiew security summary | Search Properties |

W Drag and Drop for Al Paosition Types

Cloze I

Apply

2. Define the data.
3. Field Label is a descriptor of the data in the field.
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4. Types

4.1 Text- alpha numeric data > DEQFEEFEH e e —~
4.2 Hotspot - label for Email, URL, API, document, Gender
etc. OfficeBidg Hotspot
4.3 Numeric— can be summarized Phone Numeric —
4.4 Currency— monetary values that can be Email Currency B
summarized Hired gﬂﬁwnt B
4.5 Mathematical functions Count, Sum, Average, Average |
Min, Max, Percentage for summary fields Minimurm
4.6 Date - data should be sent to OrgPublisher as 'F"‘E"“m”tm
yyyymmdd pate
4.7 Email — makes the field a hotlink, launches the Email
email client and loads the email address Position ID
4.8 Position ID - used with OrgPlan, OrgHistory, ngjﬁf;glr
Comparing 2 Charts feature Levels Below

4.9 Direct Count (OrgPublisher Premier Only) —
This is a summary field. Totals the direct reports
for a parent box.

4.10 Level Number (OrgPublisher Premier Only) - This is a summary field. Identifies
the relative level of the box from the top box fed into OrgPublisher.

4.11 Levels Below (OrgPublisher Premier Only) - This is a summary field. Counts the
number of levels below the current box.

lheart I MNelata I Frrrnat I Hrkernt

5. Calc Field - Select a field with the type of numeric or currency for summarization
Population — What Position types or Groups are to be included in the calculation
(Read the Search and Group manual for more information)

Please Note: Calc Field and Population are used when creating Summary Fields.
This is detailed in the Summary Field creation document.

6. Assigned To — Identify the chart box section (Box Title, Job Title or Person) and the
Position Type(s) where this field of data will be available
7. Sample — Custom Fields displayed for the first data record fed into OrgPublisher

2.1 Formatting Numeric, Currency, Summary and Date Fields
OrgPublisher provides formatting options for Summary and Date fields. If the field is a currency
field, you can also set the leading symbol for the field.

1. Select Data, then Custom Field Properties
2. Select a Currency, Summary or Date field
3. Select the Format button
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OrgPublisher

3.1 Select the date field formatting options from the drop down menu.
Email Text | [

b | Hired Dats select a date format X

Date Format: [MM/DDAY
bdbd /DD S

Inzert | Delete Farmat | Hotspnl.&ttachmentl Farmula | Security |\

3.2 Set the leading symbol for a currency or summary field.

— e 2
Degree Text o
Gender Text Please select formatting for: 5 alary t_n
OfficeBldg Text o
Phone Text o
Email Text Property Value o

b |Salary Currency Leading symbol 5| - o
Trailing symiol = —
Decimal places £ L
1000 separator €
Negative values 'f
Show negatives in red E
Suppress zero values )
Irigert | Delete Format Hatzpat, 0K Cancel »

¥ Tiran and Mean Far Al Pasition Tones

4. Click OK
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3 Modifying Data Feed and Field Sequence

OrgPublisher

Whether you have used a .csv file that followed the standard OrgPublisher file layout OR you
mapped the fields using the New Chart Wizard, the Custom fields are defined to be in a specific
sequence. In the example below, the Phone number is in position 20. If the data in the chart

was opened in Microsoft Excel, the phone data would be in Column T — the 20" column.

Custom Field Properties

X

Field label

Type

Calc Field

Population

Assigned To

Sample

g

Phone

Text

All Position Types

017

Email

Email

All Position Types

Samantha.Hamiten@pg

State

Text

All Position Types

CA

Bidg

Text

All Position Types

Corporate

Office No.

Text

All Position Types

Cca3

CPR

Text

All Position Types

N

Telecommuting

Text

All Position Types

A

Email Contact

Hotspot

Open Position

Finance@pacificeasten

Job Description

Hotspot

Open Position

Collections Agent htm

Userid

Text

All Position Types

HamiltanS

Time Zone

Text

All Position Types

PST

Application

Hotspot

Open Position

Job Application.htm

PositionlD

Text

All Position Types

132

e E R R AR B e R

l

Pazswnrd

Text

All Position Tynes

123

Inzert | Delete

Format

Hotzpot dttachment

Formula Security

Wi gecurity summary |

Search Propertiez |

¥ Diag and Drop for &1 Position Types

3.1 Why Does this Matter?

If the data extraction producing the .csv changes OR the data source used for mapping
changes, it would have a significant impact on the chart. For instance, let's say you no longer
need the phone number in the data feed AND you removed it from your data extraction query.

The email data would now be in position 20/Column T.

The State data would be in position 21/Column U.

Cloze I

However, your custom field labels would say that the Email address is the Phone number. Your
State data would say it is an Email address AND it would be “hot” meaning someone could click

on it, launch the email client and send an email to someone’s state data.

3.2 How do I handle modifying the data feed?

Here are some tips to follow:

1.

If you remove a field (i.e. Phone) from your data feed, then before you open the

updated .csv file OR the .odbx with the modified query, delete the Phone field from your
chart. This is detailed in the next section.
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2.

3.

3.3 Deleting a Custom Field

the data.

OrgPublisher

If you add a field to your data feed, ALWAYS add it to the end of the query pulling

PLEASE NOTE: Summary, Layer/Level or Formula Fields are generated in
OrgPublisher and not part of the data feed. They do take up a
position/sequence number/column in the chart data. If you have Summary
fields, Layer/Level or Formula fields you will need to Add a placeholder in
your template for the new field. This is detailed in the next section.
It is never a good idea to re-order the data feed for an existing chart.

Before opening the data feed where you have removed a Custom Field, you should open the
current data feed to update the Defined Custom Fields.

1. Open the current chart.
2. Click on Data, then Custom Field Properties.

3. Select the field you are removing and then click Delete.

|

Calc Field Population Assigned To Sample Seq. &
& | Phone Text All Position Types  |2017 20
e L1 L — All Position Types Samantha. Hamiton@pa |21
State Text All Position Types Ca 22
Bidg Text All Position Types Corporate 23
Office No. Text All Position Types Ca3 24
CPR Text All Position Types N 25
Telecommuting Text All Pogition Types | 26
Email Contact Hotzpot Open Position Finance@pacificeaster |27
Job Description Hotspot Open Position Collections Agenthim |28
Userid Text All Position Types HamiltonS prat ]

Time Zone Text All Position Types PST 30
Application Hotzpot Open Position Job Application.htm )
PositioniD Text All Position Types 132 32
a3

Passwinrd

Tewxt

All Pozition Tvnes

123

| Security | Views security summar_l,.ll Search Properties |

[ Dirag and Drop for Al Position Types

<
Inzert | Delete | Format | HotspotAttachmentl Formula

Cloze I

4. You will be prompted to confirm the deletion. Click Yes.
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5. The Email field data is now in Sequence 20.

| Custom Field Properties x|
Fietd faber TYpe Talc Frerd Poputation K=signed 10 Sample TEq.
» | Email Email All Position Types Samantha.Hamiten@pa |20
e Taat LlLBosition T o —~
Bldg Text All Position Types Corporate 22
Office Mo. Text All Position Types ca3 23
CPR Text All Position Types M 24
Telecommuting Text All Position Types Y 25
Email Contact Hotspot Open Position Finance@pacificeaster |26 |
Job Description Hotzpot Open Position Collections Agent.htm |[2F
Userid Text All Position Types HamiltonS 28
Time Zone Text All Position Types PST 29 s
Application Hotzpot Open Position Job Application.htm 30 3
PositionlD Text All Position Types 132 I SO [
Password Text All Position Types 123 32
I Mnen Since Nate Onen Pasition ')ﬂﬂ?ﬂ‘iﬁﬁ Hﬂ_I;I
4 »
Inzert I Delete I Format | Hotspot Attachment I Formula I S ecurity | Wiew security summary | Search Properties I t
¥ Drag and Crop for Al Position Types Claze | Apply |
1
= L

6. Close the Custom Field Properties and Save and Close the chart.
7. Pull your updated data extraction.
8. The field will be removed and all data and label definitions are nhow moved up 1 row.

3.4 Inserting a Placeholder for a New Custom Fields

Before opening the data feed where you have added a Custom Field, you should open the
current data feed to update the Defined Custom Fields.

1. Open the current chart.

2. Click on Data, then Custom Field Properties.

3. Locate the first Summary, Layers and Levels or Formula field defined. In the example
below, Sequence 35 is a Sum field. It is the first Summary Field.

Custom Field Properties x|

Field label Type Calc Field Population Assigned To Sample Seq. ;I
Eguipment: Text All Position Types PC; 15 inch Monitor; PD |28
Status: Text All Position Types s 25
Userid; Text All Position Types Hamitten3 30
Country Text All Position Types USA H
State Text All Position Types CA 32
Email Email All Position Types Samantha.Hamitoni@pa |33
Position ID: Position ID All Position T s |132 34
Total FTE Sum FTE: Total Head Count Mgr, Dir, Pre, Vic 3.00 35
Head Count Count Total Head Count Mgr, Dir, Pre, Vic 3 36
International Count International Emplo Mgr, Dir, Pre, Vic 0 ET
us Count us Mgr, Dir, Pre, Vic 3 38
Contr Count Contractors Mgr, Dir, Pre, Vic 0 39

=

| | 3|
Insert | Delete Format Hotspot Attachment Farmula Security | Wigw gecurnty summary | Search Froperties |

v Dirag and Drop for &l Position Types Cloze: I Apply |
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4. Select the first Summary, Layers and Levels, or Formula field defined and click Insert.

Custom Field Properties x|

Field label Type Calc Field Population Assigned To Sample seq. ;I
Equipment: Text All Position Types PC; 15 inch Monitor; PD |28
Status: Text All Position Types s 29
Userid: Text All Position Types HamiltonS 30
Country Text All Position Types USA B
State Text All Position Types Ca 32
Email Email All Position Types Samantha.Hamilteni@pa |33
Position 10 Positicn I0: All Position Types 132 34
|! Total FTE Sum FTE: Total Head Count Magr, Dir, Pre, Vic 3.00 35
— |Head Count Count Total Head Count Mar, Dir, Pre, Vic |2 36
International Count International Emple Mgr, Dir, Pre, Vic 0 37
us Count us Magr, Dir, Pre, Vic 3 38
Contr Count Contractors Mgr, Dir, Pre, Vic 0 39

—

1| | 3
Inzert | Delete | Farmnat | Hatzpat Attachment | Farmula | Security | Wiew security summary | Search Properties |
v Dragand Drop for Al Position Types Sum o IHierarchy 'I Cloze I Apply |

5. You will be prompted to confirm the insert. Click Yes.
6. The inserted field is now Sequence 35. Highlight the label and type over with your
preferred name.

ﬂ
Field label Type Calc Field Population Assigned To Sample Seq. ;I
HKMO_medical: Text All Position Types Y 25
PPO_medical: Text All Position Types N 26
Dental: Text All Position Types Y 27
Equipment: Text All Position Types PC; 15 inch Monitor; PD |28
Status: Text All Position Types 3 25
Userid: Text All Position Types Hamilton3 30
Country Text All Position Types UsA H
State Text All Position Types cAa 32
Email Email All Position Types Samantha Hamiton@pa |33
Eositinn 0. Dosition I0 All iti 132
% Text Click to assign... 35
o Sam FIE, Total Head oan L Ot 5 X
Head Count Count Total Head Count Mgr, Dir, Pre, Vic 3 T
| Internatinnal Cnunt Internatinnal Fmnln Maor. Dir. Pre. Wi M | ‘:IR_ILI
4 »
Inzert | Delate | Farmat | Hotzpot Attachment | Farmula | Security | Wiew security summary | Search Properties |
¥ Drag and Drop for &1 Position Types Closs I Apply |

7. Close the Custom Field Properties, Save, and Close the chart.
8. Pull your updated data extraction.
9. Your new field will be in Position 35. Define and Assign.
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4 Hotspot Attachment, Formula, Security, View security summary and
Search Properties

The remaining buttons (outlined in red below) will be discussed in detail within the specific topic
manuals. A short description is provided below.

Head Count | Lount | | I otal Head Count | Mar, lir, Fre, Vic E |3
| internatinnal [r.nunt [ [Internatinnal Fmnin | Mar. Dir. Pre. Wir In [T

. |
|nzert | Delete | Farmnat HntspntAttachmentl Farmula | Security | \-’iew&ecurity&ummaryl Search Properties |I

e Hotspot Attachment — Link setup to go to other web pages, open another program or
document

e Formula — OrgPublisher Premier Only — Use VB script to alter data or perform more
advanced calculations on humeric or custom fields

e Security — Set access to viewers of the published chart
Search Properties — Synonym file for result display in searches — i.e Vice President, VP,

V.P., Vice Pres
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