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1 OrgHistory

OrgHistory provides a scheduled method for preserving hierarchical information over time. The
archived charts along with the Compare two charts feature create a report history of changes
over a range of time — for a specific organization or the whole company.

1.1 Technical notes
e Archiving should be done as frequently as publishing.
e Archived files are signed to verify that data has not been modified since the file was
generated.

e Compared charts must have the same field layouts (amount of custom fields, order of
custom fields and types of custom fields) to report properly.

1.2 Position ID Custom Field Type
A unique number for each record across all charts and including Open Positions should be
created. This number remains with that person/record. A custom field type of Position ID is
available for use in comparing and reporting on planning files. This field can be mapped or
passed in with the data into field 17.
Please note: If the charts you are comparing do not contain a custom Position ID type,
OrgPublisher uses the ID in field 5 (employee id). If neither exists, an error message
displays and the comparison does not occur.
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2 Archiving a Chart

OrgPublisher

e Select Tools, then Manage History Archives . . .

OR

e Select the Manage History Archives button . .. OR

e Setup archiving in the publishing wizard

e The wizard guides you through — Click New . . .
to begin.

x. DB |o

"aquanage OrgHistary Archives L g

¢ Identify the storage location on your network.
e Identify if you want Password Protection.

¢ Indicate signed to verify that the chart has not
been changed and can’t be changed.

e Indicate if the file is to be marked as Read Only.

OrgHistory Archives x|
Defritions | Archive Schedule |
NMIM..IQM] epdivel‘r"l x‘fl
Ok | Coel | Heo |
5
OrgHistory Archives for thi chart wll bo stoeed in afolder and. [T wizerd nelps you defre.
00 of your choosing. The actusl file racte vl inclads the Fow your charts are
e archive, Jarchived You must fret
YYYIMMOO_NAME, oiect or create a folder to
5 the chart, o store your archaved charts
The currert date iz addedto
added to your aechive folder, 0 g T Wit Youu
create the srchive
Sellct o type a folder to store archived versions of this chart:
IN 333HON, YOU Can gererate
l Browee | e e e our
jarcrived chart 10 enable
Tyora: For this v :;:(s;ﬁ:jem your
| Maren Encceporated
El

chive charts tyy
ummmuumuwmww

De viswend by using the password

Vou con wdd secuty % your
farchvved chts by requeng
{8 passweed to view them
The 129 bt encryption offers
{» b beved of encryption

e Select a portion of the chart to be archived (if
desired).

e Determine to Execute or Schedule now.

‘archive e ot beeno modfed snce &5 esion.

hart veewmr,

vl o Fyeahd spature.

o wrdweed darts

WG
‘scordertal moRtCaton of Geletion of wrdheves.
5

You may choose to archive only the positions starting from [lust a= nthe publshed
this paint in the organization jchant, you can archive &

You may reset the starting box of the archive. This wil cause the
archive to start at the box that you have selected in the chart. If
there i no box selected, the archive vl start at the top box

OrgHistory Archive Wizard x|

Youhaveﬁid‘ndsetﬁ\owwudivodeﬂrﬁon When do [Atter you set the archive

you want to execute this archive

© Esconm]
" Execute later
" Schedue now

chart from a selected point
Jdownward. This enabies
youto record a selected
frierarchy only in the
jarchived chart

parameters for your char,
[you can complete the
larchive process immediatety,
at & later time, or schedule a
lime to awtomaticaly archive
the chart

If you select Schedule now
the OrgPublisher Automatic
Task Scheduler opens to
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OrgPublisher

Welcome to OrgPublisher Automatic Task Scheduling E x|

2.1 Schedule Archiving

If the Schedule option was selected, a
. . . ‘Welcome to OrgPublisher &utomatic Task Cresting a publishing
SChed u I | ng Wiza rd beg INS. Scheduling. definition helps you produce

current, accurate
organization charts without
human intervention.

Scheduling creates a set time for your tasks to run o s
automatically. A publishing schedule can

be set to a specific time
imarh dav ar nickt ta

x|
e Provide a name for the schedule.

The name can be any combination of letters and The schedule name can be
numbers. the same name as the org
chart to be published. You

clo not need to add
ischeduling information to
the title because this
schedule is displayed in the
o Atnn

BARE AR

b SeleCt WhICh deﬁned a rChlve to SChed UIe' i Choose the name of the definition you wish ta lif several charts need to be |

schedule for automatic publishing. published, choosing &l
cefinttions would make one
=chedule tem for all the
clefintions

3

i you sre

e Select frequency.

e The following screen varies based on the option e e
selected above. i

than once a morth

Select Morthy to run the task cnce 8 monh, but
Mote than 0nce a yeat

Select One time oy ¥ these is 1o need to run the.
more than once.

Daily Schedule E x|

<gock [ hiea> You may seloct to automaticall i the Lack every o putiish your org chart &
2 jduring the week, select
Every weekday.

G Eeyl [T e 7o publish your org chart

P bovery day, select Every
Evey imekdey 1 dayts). To pubseh
Hour org chart every
S ielaiy. kther day, select Every
2 dayts)
3B0PM =
o [To pubiteh your org chart
Jrpsi, ihes you are not using

your machine, select &
fime in the early morming

8/ 472005 -I ate evening,

[Remember: Your
brachioe must be on bt 2

<Back Next> Cancel Heo |
: COO x
e Type in the user name and password. S e 2
) . Ve nmasipmiord T [ yenre
e A confirmation screen appears. P
Tipewscrome:  [TV_0OMTvrchive owmer
Type pazword: ee
Corkim posiwend.  [eoe
QT orpietion ol schesuliog 8 ]
You have succeshuly buk the tolowe schedde K5 [T chorge e ptisrig
the publishing defiribon Jechive Digchants' - !(mf‘,’,:("mm

Pleate be sue to 2ave ary changes 1o the chat
before this schedule executes.

ik the Firash button 10 aciivale th schadue.

<ok [Feh )| Cod | mew |
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OrgPublisher
3 Using Archived Charts

As a chart administrator, you may browse and open archived charts. You also can compare 2
charts. This produces a report of differences between the two charts.

3.1 Browse

1. Select the Manage OrgHistory Archives.
2. Select an archive definition, then select Browse.

OrgHistory Archives =l

Definiions | Archive Schedule |

Mew | Update... | Delete | Archive Browse... Compare. .. |

ok | cancel Hep |

3. Select an OrgHistory file, then select View.

4. Type in password, if prompted. Then, select Unlock.
x|

OrgHistory Archive Definitions OrgHistory Archives
Mame | Directory | Filename | Time Stamp | View
EP_Edﬁc Eastern C:\Archived Charts BZDDQIZDIU?aciﬁ( Eastern 12/7/2009 11:27:32 AM

20100301_Paciﬁc Eastern 3/1/2010 11:29:56 AM Close
ZUlUUS:H_PaEiﬁE Eastern 5/14/2010 2:10:09 PM
ZUlUUGUliPadﬁc Eastern 6/1/2010 10:32:46 AM

20110126 _Padific Eastern  1/26/2011 9:35:59 AM
620110214 Padfic Eastern 2/14/2011 1:34:09 PM

Enter Password x|

This chart is locked and requires a
password to view it.

Password: Ioooooooooo|
Unlock I % Cancel |

Page 4



5. If the chart is signed a message will display. Select OK.

OrgPublisher

OrgPublisher

\-,I This iz a signed archive chart that has been modified.

" Archive charts may not be saved.

X

=

6. The requested chart will display in your browser. In the address line, the file name is
displayed. This chart was archived on February 14, 2011.

/2 Pacific Eastern - Microsoft Internet Explorer provided by Aquire:

K50 [ Carehived Charis\a011021% Pacic Eastern htm | =[¢)[x] o 5na

File Edit View Favorites Tools Help

7 Favertes |5 | ChartSamples - & AqureHomePage | Home -AQPortal i Aqure HonTo & WebAdmin & Aqure DemoPortal if CGRM () Webex Meeting [l o 0 Google & TradRecord & PSG Wi 2 InSight-Uri
(& pacific Eastern | |

i ¥OrgPublisher| By & (& £

CrgHistory

* Look or: |[Find names. titles. etc_| v | =) o0 Seach & [100%

fi-B -8

"

3.2 Compare

r
Legal

< & 7 [#]show 2 chart levels [+ 2 =

1 ? Hep

Pacific Eastern

Pacific Eastern

President & CEO.

PpelineBand

Russell Heis

Executive Administration

Sandra M Paganel

T
Public Relations

VP, Sr Bxec, CAO & Sec.

PipeineBand

Harold € Baker
T

T !

Product Development Finance Administration
VP, Sr Glb Press & PR VP, S Exee, COO. VP, 51 Bxec, CFO
PipeineBand PipelineBand PipeineBand
Kevin Benneti James Cardoso
T

Al

L
Sales

: JayJ F‘nss.lr
b4 bl bl

L L 1
Human Resources Brand Management 1SE-Business Admin
VP, Sr US Sales. VP, SrHR VP, 5r Marketing VP, SrT
PipeineBand FipeineBand 2 PipelineBand 2 PipeineBand 2
Alan Huniz Thomas Ray Caron Steven Martins Robert Nogueira
T T T T
| v

v v

1. Select the Manage OrgHistory Archives.

OrgHistory Archives
Defintions | Archive Schedie |

New

Update. ..

Delete

Ccmp\Rare...

ok | Cacd | Hb |
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2. Select an OrgHistory file, then hold the Ctrl key down and select a 2™ file. Select

Comp

are.

OrgHistory Archive Browser |

OrgHistory Archive Definitions

OrgHistary Archives

MName | Directory

-@T’adﬁc Eastern C:‘\Archived Charts

Filename | Time Stamp | Compare
520[]9 1207 _Pacific Eastern 1272009 11:27:32 AM
H 20100301_Pacific Eastern 3/1/2010 11:29:56 AM Close

@D 20100514 _Pacific Eastern 5/14/2010 2: 10:09 PM
i :20100601_Padfic Eastern 6/1/2010 10: 5 AM
[EJ 20110126 _Pacific Eastern 1/25/20119:35:59 AM
[E20110214 Pacific Eastern 2/14/2011 1:34:08 PM

To select mutliple archives for comparison use the CTRL key.

3. Select the output options and how yoLl wish for the results to display.

Change Report Options

Generate Report | Export Change Data |

—¥ Create summary section

[~ Show position type summaries

[~ Show group summaries

™ Show differences in summary fields
¥ Show differences for every manager

¥ Show summary section for every manager

Spedfy how you want to show people's names in the repart

INamE (Person ID) _%

Where to view the report
¥ view report in web browser

£~ View report in Microsoft Excel

B

o |

Cancel

4. Type in password, if prompted. Then, select Unlock. If the 2™ chart is password
protected, you will be prompted to supply that password and then select Unlock.
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5. If the charts are signed a message will display. Select OK.

OrgPublisher x|

C:VArchived Charts\20100301_Pacific Eastern.ocp is a signed
I'_\ archive chart that has been modified.

C:\Archived Charts\20100601_Pacific Eastern.ocp is a signed

archive chart that has been modified.

6. If you did not use Position ID’s in the data, then you may receive this message if you
have people holding more than one position. Without a Position ID field, then
OrgPublisher is relying on Employee ID data for tracking. If two records have the same
Employee ID, OrgPublisher may not accurately depict which record was involved in a
move or deleted.

x

. Warning: The change report may be inaccurate because duplicate
__I_l record identifiers existin the chart.

7. The comparison report will display as you indicated. See the section on Comparison
Report output samples for a synopsis on each output section.
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4 Compare 2 Charts

e Select Tools, then Compare 2 charts . . .
e Locate the two charts.

. |Tools| Data Cplions Help zj

You are about to generate a change report based on two charts. Itis
recommended that both charts have identical custom Field definitions.

| Style Wizard...
Publishing Wizard...
5. Position type Wizard...

[ a.

Select the first (older) chart to compare:
Head count Wizard. ..
Custom field wizard... l Browse... I
Hotspot Wizard. ..
_| Summary Wizard... Select the second (newer) chart to compare;
Logo Wizard... l

9 Box Matrix Wizard...
Manage OrgHistory Archives...

e Customize change report (uses same change reports as OrgPlan)
e Select View Change Report.

Change Report Options '

v Generate summary section
[V Show postion type summaries:
[V Show group summaries
[V show differences in summary fields
[V show addiions and removals for each manager

[V Generate change detail section, This will display detailed
changes for every position in the chart

"~ How to view the report
% iew report in web browser
€ View report in Microsoft Excel

Summary of changes for 2004 -
2005

General summary
for chant

Position type summary Before After Change (%)
Indirect Repont 4 4 0 (0%)
Opén poston 13 14 1(7%)
Manager n 27 0 (0%)
Employee 57 56 -1{-1%)
Assistant 10 10 0 (0%)
Contractor 3 3 0(0%)
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5 Comparison Report Output

The change report has several sections you can choose to display. The options are set by the
chart administrator. The Option window and sample results are provided below.

5.1 General Summary - Chart

The summary options selected (to the right) display the name of
the Position Types, then names of the Groups and the differences
in the Summary Fields for the whole chart. The counts Before
(in the oldest chart) and the counts After (in the newest chart)
are displayed. A percentage of change is also provided.

A summary of changes for each box is also displayed in this report.

Change Report Options

Generate Report | Export Change Data |

v Create summary section

¥ Show group summaries

W Show position type summaries

¥ Show differences in summary fields
I~ Show differences for every manager

™ Show summary section for every manager

Specify how you want to show people's names in the report

Ion title - Name

=

~Where to view the report

 View reportin web browser

¥ View reportin Microsoft Excel

OrgPublisher

|

A B D E
:
5
5 | Position type summary Before After Change (%)
7 |Open position 27 60 33 (122%)
8 |Manager &0 61 1(1%)
S |Employee 959 935 -24 (-2%)
0 Assistant 1 " 0 (0%)
1 (CEO 1 1 0 (0%)
2 |Sales Mgr 1 1 0 (0%)
3 |Sales Team 92 82 =10 (-10%)
4 Vice President 20 20 0 (0%)
5 |Sales Rep 84 84 0 (0%)
& |Director 28 27 -1 (-3%)
17
(18  Group summary Before After Change (%)
(19 Everyone 1283 1282 -1 (0%)
20 Executives 4 4 0 (0%)
21 Vice Presidents 18 18 0 (0%)
22 |Directors 29 28 -1 (-3%)
23 Managers B85 B85 0 (0%)
24 Employee 1167 1167 0 (0%)
25 Absences 589 660 71 (12%)
26 | Sales Reps 91 91 0 (0%)
27 | Software Sales Reps 89 89 0 (0%)
28 Hardware Sales 22 22 0 (0%)
29 | TimeToFil 30 53 23 (76%)
50 OpenPositions 27 60 33 (122%)
51 Low Performers 23 23 0 (0%)
52 High Performers 408 405 -3 (0%}
53 | MidPerformers 852 B854 2 (0%)
34
35  Data summary Before After Change (%)
36 Hardware Sales 51,999 51,999 50 (0%)
37 |Total Absences 2014 2,053 39 (1%)
38 | Awg Time To Fill 20 24 4 (20%)
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5.2 General Summary — By Manager :
By selecting the Show differences for every manager Generate Report | Export Change Data |
option, the following additional information is added to ¥ Create summary section

[V show position type summaries

the report for each manager.

¥ show group summaries
¥ Show differences in summary fields

This summary displays the name of the Position Types, 7 S i ences For vy senager
then names of the Groups and the differences in the IV Show summary secton for every manager
Summary Fields for the whole chart. The counts Before Specly hon you went fo how pecpi’ names n the report
(in the oldest chart) and the counts After (in the newest m'::i:; =l
chart) are displayed. A percentage of change is also  View reprtin web browser

provided. ¥ View reportin Microsoft Excel

X|

A summary of changes for each box is also displayed in this

report. ok | Cancel

.

Summary of changes for Sales -
lH Sales - Alan Muniz

927

023 Position type summary Before After Change (%)
029 Open position 10 20 10 (100%:)
030 Sales Team 92 a2 =10 (-10%)
931

32| Group summary Before After Change (%)
33 Absences 95 113 18 (18%)

34 TimeToFil 12 11 -1 (-8%)
i 10 20 10(100%)
936
37| Data summary Before After Change (%)
38| Total Sales 597,295,200 $91,295,200 -36,000,000 (&%)
39 Software Sales 586,580,000 580,580,000 -36,000,000 (£%)

940
41| Subordinate change detail

Added U.S. Strategic Sales - U.S. Strategic
42 Sales - Delia Bentley

Removed U.S. Strategic Sales - U.S. Strategic
43 Sales - Thomas Rishty

5.3 Position Modifications
Each Summary option provides a detailed list of changes for each chart box.

The following positions were
1285 [palele[i{=ls

reatve Services - Lreative Services - Mary
1517 Kelley From To

Creative Services - Creative Services - Hana  Brand Management - Brand Management -

1518 Has a new manager Yorke Steven Martins

1519 Moved to different box Creative Services Creative Services

1520 Moved to a different job Mgr, Creative Prd Sves Dir, Sr Creative Sves&Merc
1521 | Job type was modified Manager Director

1522 | Changed PipelineBand 4 3

1523 Changed Absence 1 2
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