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Making the Chart Work for You

These pages will help you make the most of OrgPublisher's feature-rich published chart. Depending on the choices
made by your chart Administrator, all of these features may not be available to you.

Note:

Published real-time charts provide single field searching capabilities; complex or group searching and saving My
groups are not available. In addition, published real-time charts do not contain the summary reporting feature.

If you are an Administrator who will publish modeling or succession planning-enabled charts, the published chart

will contain a specific toolbar with a Planning button £ Planning ;s hutton may look different, depending on
whether your published chart is enabled for both org modeling and succession or just one of the planning options.
Click the button if you or designated planners want to create, open, and delete planning charts for organizational
modeling or succession planning. Additional online help is provided for the planner within the planning chart. See
the Working with Organizational Model Planning for Administrators topic.

Once you open a published chart in your browser, you can view an organizational chart which may contain photos
and other pertinent information. In addition, you may be able to see a List View, often used as an up-to-date
phone list, a Profile View, often displaying a photo and additional information about an employee, or a Summary

View providing numerical information, such as sales dollars, percentages, or a graph version of the summary
totals.

If made available by your chart Administrator, you can send a chart to Microsoft® PowerPoint via the print
preview feature, as well as view search results in Microsoft Excel.

Depending on which features your administrator has made available, you can perform several tasks using toolbar
buttons, or you can use the Search View, accessed through the List View, to create and save your own groups,
and much more.

If you open a real-time chart you can conduct simple searches in order to create groups, access summary
reporting, or save your own groups.

Real-time charting does not offer the following features:
e summary/analytic reporting
e compound searching

e group-based searching

New for OrgPublisher 10
Working with a PluginX chart

In addition to viewing information you can, depending on the choices of your administrator, perform any number
of tasks pertaining to:

General chart and view capabilities
Searching for and working with Groups
Previewing and printing charts

Working with Organizational Model Planning for Administrators
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Working with Succession Planning for Administrators

Your administrator may have published your chart as a Thin Client, in which case the scope of some features may
be limited. Review How to tell if you're working with a Thin Client or PluginX Chart for additional information.

If you have specific questions that these help pages cannot answer, please contact your administrator for more
information.



How to Tell if You're Working with a Thin Client or PluginX Chart

Your chart Administrator may have published your chart as a Thin Client, in which case the scope of some features
may be limited.

|-k OrgPublisher|

Click on the OrgPublisher button in the toolbar. The About text box tells you whether you are
using a PluginX or Thin Client chart. The thin client chart format enables your chart Administrator to publish a
chart without placing add-on controls to your PC, but at the same time, some of the OrgPublisher features are not
fully enabled. See the list below for details.

There are several reasons why you should know that you're working with a Thin Client chart.
e Depending on the choices made by your chart Administrator, all views are available except the Tree View.
® You can copy a chart only by using your browser Edit>Select AllI>Copy menu option.

e  You can copy only the visible records in a search results list by selecting the list and using the browser
Edit>Copy menu option.

e The Search View does not contain a separate List View pane.

e  You cannot resize or move the views.

®  You can use the toolbar Print button to print only the Chart View, as a Book Style, via an Adobe PDF
(portable document format) document.

®  You can click on hotspot links that may be in the chart or Profile View, but a Smart Links list (list of all
hotspot links associated with that field) is not available.

e The My groups tab is not available, and you cannot save or edit, ad hoc groups in Thin Client.
e The Send email to group feature is not available.

e  You cannot zoom in or out in the Chart View.
If you have any further questions about your chart, please contact your chart Administrator.

Return to Making the Chart Work for You
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Adding a Group Category

You can now add group categories to your chart in order to classify groups with a common theme, such as, for a
global company, groups by country or HR items like retirements or ethnicity.

)

and selecting the Groups tab.

1. Open the Groups tab of the Search dialog by clicking the Groups button
& Search

in the toolbar, or by

clicking the Advanced Search button

2. Double-click on a group name for which you want to create a category. The Group Editor dialog
opens.

3. In the optional Category field, type the name of the category you want to add. The category name
appears in the Search Field of the record displaying the selected group criteria.

Note:
The category name is not a searchable field. The Value, or group name, is the searchable field.

[Dptional) Categany:  Languages »  This is the advanced group

definition editor. Here you
Group Mame:  Speaks Chiness can view and edit the
contents of a group
dh Add 3 Remove 4 Move Up 4 Move Down  definition. viou can also
reorder the components of
And/Or Search Field Compare Value Watch Case the group.

Languages:. =Any Partof Field Chinese Mo
A simpler way to creale a
group is to refine a search
with the search dialog and
then click "Save as

Group”.
Displayed image for people in thiz group * ) Large icons :
Hide this group in published chart T @ Smalicons
| Justselection | SearchMow | | Save || Saveds. || Cancel
Hame: Job Title: Blox Tithe: Emait Hired:
1 g m - b
[ peopie foud - )

4. Click Save. The Groups tab re-displays with the new category name, and the group name indented
below it. When selected, the Category name is highlighted in green.
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I W e— — -— -
Search
= -~ F ; | W — . I e -
| Name | Job Tite | Box Tale | AllFields| Groups |
S e Search Mow
B New G Assistant KTl Uy | :
.
F -
E Speaks Chinese s
& everyone j Search options
£ - Search under

## 15t Candidates B ectedby B
##& 2nd Candidates @ Mew Seaich
#& & 3rd Candidates ©) Add to Bt below
% High Performer i (7 Search within list below
Name: Job Titke: Box Title: Email; Hired: Degree:

M| % eiPKingston  Writer PrintMedia  YeiKingsto.. 09/08M397  BA
# Sandral Wright intern Coord... Iniem Progr.. SandraWr. 030472005  AA
% So Wu Buyer PrntMedia  SoWu@pa. O0T/042000  BBA
P T ol L
3 people found = Emal BCopy 3 Excel | Saveas.

When selected, the Group name is highlighted in blue.

i T W Tm—— B — -
Search
- . F & . — g Epge e 1 —
| Mame | Job Tite | Box Tile | All Fields | Groups
e Search Mow
B New Il Assistart XKo@ Oy vl
-
4 Languages -
* SRR ]
& sveryone | Seanch oplions
: v Search under
& 1st Candidates iy W
## 2nd Candidates @ New Search
& & 2rd Candidates ) Add to kst below
& & High Performer I (71 Search within list below
Hame: Job Titke: Boox Tile: Email: Hired: Degree:
Wl % veiPKingsten  Writer Print Media YeiKingsto.. 090971237  BA
% SandraL Wright intem Coord... Wntem Progr.. Sandrawr. 03042005  AA
% S0 wu Buyer PrntMedia  SoWu@pa. OT/042000  BEA
G il al i
3 peogle found = Emal B Copy & Microsoft Bxcel | Save as..

5. Repeat steps 2 - 4 to add additional categories.

If you want to use an existing category, click the drop-down arrow in the Category field and select the
name you want to use.
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o

Languages
Successgion

The Filter View displays the groups indented below the associated category name. The Filter View list first displays
the category names in alphabetical order, then the associated group with the category name in alphabetical order,
then the groups without categories in alphabetical order.

'Fiter*.flew x|
& T
.

Speaks Chinese
L 4 Speaks French
L 4 Speaks German
& Speaks Ktalian
Speaks Japanese
& Speaks Portuguese
& Speaks Russian
& Speaks Spanish
4 Siccession
ddk 1st Candidates
#kd 2nd Candidates
&% 3rd Candidates
&% High Performer
d& High Potential
&d Mid-High Potential
| Everyone
ddk Management Team

Return to New for OrgPublisher 10

Return to Searching for and Working with Groups

Creating New Groups for Planning Charts Using the Group Creation
Assistant

Note:
This feature is available only in Modeling and Succession planning charts.

The Group Creation Assistant provides a series of dialogs which ask the questions needed to create multiple
groups at the same time, although you can use the assistant to create a single group.

> Search

1. Click Search in the Navigation bar. The Search dialog opens.

2. Select the Groups tab.

3. In the Groups tab, click the Group Creation Assistant button ﬂﬂs&ustarrt . The Group Creation

Assistant Step 1 dialog opens.

4. Click the drop-down arrow in the Select the field that contains the values you want field, and
select the field you want to search on.
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Thig assistart wil guide you through the process of creating multiple groups based on the

values in afield,

Select the field that contains the values you want to search against.
Job Tithe: -

Enter a prefix for the names of the groups to be created:
Job Tele: - Specialks|

Step 1of 3

— ———

[ <Back ][ Nes> | [ Cancel | [ e |

5. Type a prefix or name for the group in the Enter a prefix for the names of the groups field. Click
Next. The Group Creation Assistant Step 2 dialog opens.

The left pane contains the values available for grouping the data in the field you selected. These
values are sorted first by "hit" count (the highest number of records to match the criteria), then
alphabetically.



!& B g . . B
Unigue values in the “Job Title:"field.

Wiiter

Benefits Speciakst
Producer

Product Specialst
Accourt Exacutive
Associate Producer
Research Assistant
Assistant Account Executive
Broadcast Whiters
Hardware Technician
Web Page Designer
Broadcast Media Assistant
Digtal Aist

HR Specialist

Irnvoicing Clerk

Media Buyer

m 13

Drag values from the list on the
left and drop them on the
grouplist on the right.

Dropping a value onto a group
will add that value to the

growp.

Dropping a value onto
whitespace will result in a new
group that filters for that value.

fou may rename & group by
cicking on its name and
fyping.

Groups fo be created

New for OrgPublisher 10

6. Drag and drop the correct value to the right pane.

Note:

You can create more than one group by selecting multiple fields.

7. If you want to use multiple values from which to create the group, drag another value from the left

pane and drop it on the first value.
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Drag walues from the list on the
| left and drop them on the
Producer | grouplist on the nght.,
Product Specialist
Dropping a value onto a group
will add that value to the
Research Assistart group.
Asgestant Account Executive s
5 Ihm aw onta
T whitespace will result in a new
Hardware Technician group that filters for that vale.
Web Page Designer

Broadcast Media Assistant Yo may rename a group by
Diigital Atist clicking on its name and
HA Specialist fyping.

Invaicing Clerk
Media Buyer
Paste-up Arist
Priré Plannar

Step 2.of 3

8. If you want to create multiple groups, drag a value from the left pane and drop it in the white space of the
right pane.

10



Unique values in the "Job Tiie field.

Wiriter

Producer

Product Specialist
Acoount Executive
Associate Producer
Research Assistant
Assistant Account Executive
Broadcast Witers
Hardware Technician
Web Page Designer
Broadcast Media Assistant
Digtal Artist

HR Specilist

Invaicing Clek

Media Buyer

Paste-up Adist

Priné Planmesr

Step 20of 3

Drag values from the list on the
| left and drop them on the
|| prouplist on the nght.

Dropping a value onto a group
will add that value to the

group.

Dropping & walue onto

whitespace will result in 8 new
group that filters for that valee.

You may rename a group by
clicking on its name and
typing.

New for OrgPublisher 10

You can create several groups at the same time using single or multiple values in each. When you have
created the group parameters you want, click Next.

9. The Group Creation Assistant dialog Step 3 opens, displaying the groups that will be created. If

the listed groups are correct, click Finish. if they are not correct, click Back and repeat the applicable
steps 4 - 9.

11
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12

The folowing groups wil be created when you click Finish’

SpecialetHuman Resource Specialists
Specialist Product Specialist
Specialist Trawel Spacialist

Step 3of 3

I E—C — —

[ <Back ||

Finish

| [ Concel | |

Help

The Groups tab of the Search dialog displays the groups that were created using the Groups Creation

Assistant.
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[ Mame | Job Title | Box Tille | AllFields| Groups |

|
e kg Search Mow
Mo Bisimt X T i _Seach
\
A
B Ok & & |
Filed Positions Sales Office Speciabsid... SpecialistPr... Sean:h-nplims
Employee ResourceS..  Specialist . g o —
| selectedbox | U
* * E @ Mew Search
SpecialisfTr.. Telecommut. AECINE Ny
Specialist i Search within izt below
Mame: Job Title: Box Tite: Phone: Emai State:
“ | ] | L

= Emal 7 Copy 58 Microsoft Excel = Save as.

L

10. On the Style Bar, click the Groups View button & to display the Filter View.

11. Click on group to display it in the Chart View.
Return to New for OrgPublisher 10

Return to Working with Organizational Model Planning

Printing the Published EChart as PDF

When the published EChart is opened and the Send to PDF button displays in the toolbar, you can print the chart
as PDF.

Note:
This feature is available for published ECharts only, but may have been disabled by the chart Administrator.

1. Open the published chart. Verify that the Send to PDF button is enabled, as highlighted in the sample
below.

2. Click the button to create a PDF of the chart. A dialog opens that allows you to select the Number of
OrgChart levels to print.

In addition, you can choose whether or not to Include index, a version of the List View.

3. Click OK when you have made your selections. A File Download dialog opens. You can Open the PDF
immediately or Save the document to a folder of your choice.

When you open the PDF, the index is at the beginning of the document, if you elected to include
an index.

13
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The printed chart follows, displaying as many levels as you selected.
Return to New for OrgPublisher 10

Return to Previewing and Printing Charts

Using Print Preview Enhancements to Print Charts

The OrgPublisher Print Preview features have been enhanced to provide more chart printing options. You can see
detail of all the enhancements in the Previewing a Book Style Chart and Previewing a Wall Style Chart topics.

When working with a published Thin Client chart, OrgPublisher also provides a popup option to select the number
of levels to print.

Book Style preview

Both the Wall style and Book style previews now contain a Print Setup button for easier access to your print
client.

The Book Style preview now provides the ability to print all levels of the chart using the Levels button

The Book Style Print Settings dialog includes the Header/Footer button to open the Print Header/Footer Options
dialog in order to configure the header and footer display.

Wall Style preview

The Wall Style Preview has been configured to provide the preview and print controls at the top of the window.
The controls also provide a section with thumbnails that give you an idea of what your chart will look like when
you select a specific layout.

The thumbnails display a tooltip showing the percent zoom necessary for the chart to fit a the page. The first
thumbnail shows the current default setting for the preview. The thumbnails are sorted by the largest percent
(least shrinkage) first. However, if a thumbnail is within 5% of the thumbnail preceding it, then OrgPublisher
checks to see which thumbnail is squarer; that one will be the first in the list.

Click the thumbnail you want to use, and its layout is displayed in the preview pane.

The default chart layout in Wall Style preview is based on the number of levels displayed in the Chart View.
e |f 2 levels are displayed:
o If there are 8 or fewer direct reports, chart layout 1 is used.
e |f there are more than 8 reports, chart layout 4 is used.

o If 3 or more levels are displayed, chart layout 2 is used.

If you accept the default Wall Style preview settings, then no check is performed on the size of the chart when the
preview is opened.

If you select one of the suggested Wall Style thumbnails, then OrgPublisher checks to see if the chart must be

shrunk by 50% to fit on a single page when the preview. If so, then the zoom is set to 80%. In all other cases,
zoom-to-fit is the default.

14
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In addition, the Wall Style preview includes new buttons:
e opens you system Print Setup dialog to select printer, paper size, orientation, and source.
e removes all modifications made to the preview layout and returns to the OrgPublisher default layout.

® presents options, depending on the layout selected, to optimize the chart layout on the page.

e Compact boxes - reduces the box size, field size, and drill arrow lines; shrinks box shadow.
e Use narrow font - changes font to Arial Narrow 8pt.

e Put employees in box with manager - Turns on Auto Build; available only when at least 1
leaf node box is visible.

e Hide secondary fields - Turns on Compact Build mode.

e Customize - Enabled if Hide secondary fields is selected; opens the Select fields to print
dialog, displaying box fields to show or hide; the default is to print only box title and name.

Note:

If the Advanced Box Layout Editor was used in the chart, Hide secondary fields and Customize are not available.

e Opens the Wall Style Preview Format toolbar in order to set top of chart, choose layout, move boxes, and
more.

Return to New for OrgPublisher 10

Return to Previewing and Printing Charts

Using the Smart Search Option

The toolbar Quick Search Results dialog can be used in a Smart Search option when you pin the search results into
the Search View.

1. Type a single or multiple words or initials in the Look For toolbar field.

2. Click the Go button to begin the search navigate around the chart; this feature searches on a box-to-
box basis for the next instance of a matching record.

A list of matching results displays in the Quick Search Results dialog below the toolbar, the
characters entered for the search are in bold font.

3. Click the Pin button _#in the dialog. The Search View opens, displaying the Quick Search Results list.

Once you pin the Quick Search Results into the Search View, OrgPublisher identifies this as the
Smart Search mode by the "pushed in" appearance of the chevron button. Hover the cursor over
the button to see a tooltip indicating how to switch to the Advanced Search mode.

15
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4. You can select a record right away, or click the Details button to display more information for the
shown results. Click the List button to return the display to just the found records. If you select the
Detail button, the Smart Search View displays additional columns of data.

5. You can search further by typing additional letters to the original search and click Go.

6. Once you have selected the records you want, you can also select the Groups tab to save the search
results as a group, send the results to Microsoft Excel, send the results to the clipboard to copy and
paste into another application, place the results in the Profile View, and more.

7. When you have completed your Smart Search tasks, click the Search Mode button to return the
Search View to its original display, or Advanced Search, as identified by the label when you hover
over the button.

You can click the button again to return to the Smart Search mode.

Return to New for OrgPublisher 10

Return to Searching for and Working with Groups

Using the Toolbar Search with Quick Search Results

The simple toolbar search feature in the published chart has been modified top provide more detailed results.

1. Type a single or multiple words or initials in the Look For toolbar field.

Lok far: ﬁnd names, titles. etc. ! - |
2. Click the Go button I::>to begin the search navigate around the chart; this feature searches on a box-
to-box basis for the next instance of a matching record.

A list of matching results displays in the Quick Search Results dialog below the toolbar, the
characters entered for the search are in bold font.

Quick Search Resuts 49 x |

:
Broadcast Media Assistant (Clark Sullivan)
Broadcast Media Assistart (Jerome Smith)
Broadcast Media Assistant (Linda O Washi
Broadcast Media Dreclor E
Broadcast Media Planner (James Bates)
Broadcast Media Planner (Kmbesty Ojobn)
Broadcast Media Planner [Dpen postion) —
Media Buyer (Wick P Rodnquiz)
Media Buyer (Margaret P Scott)
Media Buyer (Michelle Ward)
Media Buying Manager
Media Coordinator (Emily Abbott

e -~ 1

3. You can select a record right away, or click the Details button o display more information for the

shown results. Click the List button 7% to return the display to just the found records.

16
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4. To reuse previous searches, click on the down-arrow and select the search item you want. To clear
the search list, right-click on the button and select Clear List.

Return to New for OrgPublisher 10

Return to Searching for and Working with Groups

Viewing a Chain of Command

Note:
This feature is not available in Modeling and Succession planning charts.

The Chain of Command mode is available in the published chart using PluginX or EChart, including the published
planning-enabled chart. It is not available in the modeling or succession planning published charts, as these charts

are about reassigning responsibilities and positions.

1. Select the chart box containing the person whose chain of command you want to see.

Pacific Eastern

Russell O Heis

Corporate
President

Executive Staff

Bobbie T Johnson

Corporate
Aszsistant to President

Creative

Q Paul M Melbram

d b
Corporate Corporate

Director of Technology Creative Vice President

Information Technology

Gregory K Pink

Marketing Vice President

v v

2. The Display Chain of Command button C’ois enabled in the Main toolbar. Click the button to view
the person's chain of command, the reporting hierarchy upward from this person in the chart.

17
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Pacific Eastern

Pacific Eastern

Russell O Hels

President

Sales

Susan N Hester

Corporate
Marketing Vice President

The Chart View changes to display the selected person's chain of command from the selected box to
the top of the chart.

Note:
This view is affected by the number of levels shown. If the chain of command spans 3 levels, but the chart is set
to display only two, just the first two levels in the chain of command are shown.

3. Click the button again to re-display the whole chart. If the List View is open, the list changes to
reflect the people in the boxes now displayed.

v x
ListView
Frat name: Last name: Phone: Email:

Russell Heis 7999 Russel Her@

Return to New for OrgPublisher 10

Return to General Chart and View Capabilities
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General Chart and View Capabilities

Adjusting Column and Row Widths in Views

Note:
This feature may have been disabled by the chart Administrator.

® To resize a column or row width in the List View, Profile View, Summary View, or Tree View, place the
cursor in the column or row heading on the line separating one column or row from the next. Click and
hold down the left mouse button. The cursor changes appearance.

e  Drag the column or row line to the width you want and release the mouse button. The column or row is
resized.

Return to General Chart and View Capabilities

Copying a Hyperlink to a Person in the Chart

Depending on how your administrator published your chart, you can copy the link to a person in the published
chart if you publish to and access the published chart from a server. You can copy the link from the
person's Name, Job title, or Box title.

1. Open the published chart and right-click on a person's name, the job, or the box title. A list of menu
options appears.

2. Select the Copy hyperlink to person or Copy hyperlink to box option.

3. Open an application that can recognize and use hyperlinks, such as an email client, and paste the link
into the application. The hyperlink text appears.

For instance, you can copy a link to a person in a chart, paste the link into an email message, and send the email
to a supervisor who should review information in this person's chart box. The supervisor clicks on the link, and the
chart opens at that person's location in the chart.

Note:
If there are multiple people listed in a box, OrgPublisher opens the box and selects the first person listed.

Return to General Chart and View Capabilities.

Copying the Summary View

You can copy information from the Summary View to other Microsoft Windows applications.

Note:

This feature may have been disabled by the Administrator. Published real-time charts do not contain the summary
reporting feature.

1. Right-click in the Summary View.
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2. Select Copy Summary from the options list. OrgPublisher highlights the summary information.
3. Open the Windows application and right-click to paste the summary in the new application.

Return to General Chart and View Capabilities.

Embedding or Copying Charts

You can embed a chart in another COM automation-compliant document. You can also use Previewing a Wall Style
Chart to copy a modified chart.

Note:
This feature may have been disabled by the Administrator.

You can also copy the print preview into Microsoft PowerPoint, and open the search results in Microsoft Excel.

1. Select a portion of the chart by highlighting a box or hierarchy of boxes.
2. Click the Copy button .

3. Open a Windows application and click the Paste button . A copy of the chart displays in the
document.

Return to General Chart and View Capabilities.

Going to the Top of the Displayed Chart

Note:
This feature may have been disabled by the Administrator.

You can return to the top of the current chart level in the Chart View after you have scrolled to a specific box or
after you have performed a search.

e Select View from the menu bar, then Go to top of displayed chart from the pull-down menu.

.

W

® You can also use the Go to top of displayed chart button from in the toolbar.

OrgPublisher displays the box at the top of the current drilling level and its reporting boxes.

Return to General Chart and View Capabilities
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Locating Information with the List View

Note:
This feature may have been disabled by the chart Administrator.

e To use the List View to locate information in the chart, click on the name, position or custom field in the
List View that you want to find. The chart re-centers and the matching record is highlighted in the chart.

e To use the Chart View to locate information in the List View, click on the name, position, or field in the
chart. The matching record is highlighted in the List View.

Return to General Chart and View Capabilities

Locating Information with the Tree View

Note:
This feature may have been disabled by the chart Administrator.

You can use the Tree View to locate information in the Chart View, or to view chart information in an outline
format.

[
=
=

If not already open, click the Tree View button [_"1in the toolbar. The Tree View opens on the right-hand side of
the chart window.

1. In the Tree View, select the person, job, or custom field you want to find in the chart.
2. Click on that person, job, or custom field.

3. The chart re-centers and the matching record is outlined in red in the Chart View.

Return to General Chart and View Capabilities

Opening a Password Protected Chart

Depending on how your chart Administrator published your chart, you may be required to use a valid password to
open it.

1. The Enter Password text box opens when you access a protected chart in your browser.
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2. If you know the password to open the chart, type the password in the Password field.

3. If the Remember my password option is enabled and you want to open the protected file in the
future without entering the password again, select this check box.

4. Click Unlock to open the chart.
5. If you do not have a password, click Cancel and contact the publisher of the chart you want to open.

Return to General Chart and View Capabilities

Opening and Pinning the Styles View

Note:
This feature may have been disabled by the chart Administrator.

You can open and pin the Styles View while you work in the published chart if your Administrator has made more

than one style available.

1. Click the Styles View button to display the list of styles for the chart. The Style View opens on the
left side of the OrgPublisher window.

2. Highlight a style from the list and click on the "pin" “H in the upper right corner of the view. This
makes the Style View easily accessible while you work.

3. When you close the Style View, an arrow displays to the right of the style name in the Style bar.
The Style bar also displays the group name, if groups exist in the chart, in the right-hand corner.

If enabled by your chart administrator, you can also view the styles list as tab options.

Return to General Chart and View Capabilities

Selecting Drilling Options

Move up or down in the Chart View based on a specific hierarchical tree with these buttons. The Custom Level
field determines how many levels display in the chart at one time. A button containing an arrow pointing
downward moves down through the chart. If there are tiers of the chart above the viewed area, an arrow pointing

upward moves toward the top.

Note:
This feature may have been disabled by the chart Administrator.
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General Chart and View Capabilities

To use drill-up and drill-down custom levels, first set the number of custom levels to display
Show 2 chart levels |~

Click on the Drill-up/drill-down button to turn this feature on or off.

Scroll through the chart until you see the drill-down arrow ll

Click on the arrow to move down the chart.

I
Click on the arrow pointing upward il to move back up the chart.

Other ways to navigate around a chart are:

e  Find Next Lookfor: [Find names. titles. etc. =3

e Top of Chart

K

W

° List View

e Search

¢ Search

5

e  Scrolling .;I

Return to General Chart and View Capabilities

Sending the Chart to Microsoft PowerPoint

You can copy the chart directly to Microsoft® PowerPoint, providing enhanced chart graphic quality and flexibility
within presentations. All the information you can see in the OrgPublisher chart is sent to PowerPoint.

Note:

This feature disables the header and footer options, as well as the index or group icon legend for Book style. In
addition, the page number circle drill buttons are not available for the copy to PowerPoint option.

=
In the Main toolbar, click the Send to PowerPoint button “* | The PowerPoint Preview list box opens.

Select either the Wall chart preview or Book style preview radio button. Click OK. The Microsoft
PowerPoint Preview window opens.

Make your modifications in the Wall style or Book style preview. If you click Settings in the Book
Style preview, the Book Style PowerPoint Settings dialog opens. Follow the Preview and Print a Book
Style Chart procedure to choose the PowerPoint settings.

Click Send. The Send to PowerPoint dialog opens.

In the Page Range section, select which pages you want to send to PowerPoint, Current Page, All
Pages, or Pages, and enter the page numbers or range.
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6. In the Chart Options section, select the optional chart features you want to send to PowerPoint.
These features include Show Drill Buttons, Chart Title, which allows you to choose Title is part of
image or Title is part of slide, and Chart Background, which allows you to choose Background
is part of image or Background is part of slide.

7. In the PowerPoint Options section, the default is Use currently open presentation. Clear this
check box if a current presentation does not exist or you want to choose a different presentation.

8. In the Image Options section, select Copy as metafile or Copy as bitmap.

9. Click OK once you have selected all the options you want to use. Microsoft PowerPoint opens with the
chart embedded in the slides.

Note:
When previewing as Wall Chart the Show Drill Buttons option is not available.

Return to General Chart and View Capabilities

Setting the Top of Chart

You can select any box you wish as the top of the chart using this button. Head counts for the chart are set to only
reflect the count from the selected top of chart box down.

Note:
This feature may have been disabled by the Administrator.

1. To set the top of chart, select the box that you want to see at the top of the Chart View.

2. Click the Set top of chart button .

3. The chart repositions to center the Chart View using the new top of chart.

4. To view the whole chart again, click the Display Whole Chart button | =%

Return to General Chart and View Capabilities

Sorting the List View

Note:
This feature may have been disabled by the chart Administrator.

1. Open the List View by selecting View from the Main menu then List View from the options list. You
can also click the List View button in the toolbar.

2. Click on the column heading that you want to sort by.
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3. Click on the heading for a numeric field, such as telephone number, to sort the list numerically, or on
a date column to sort the list by date. The date format must be YYYY/MM/DD.

In addition, the Search View is available within the List View and offers features much like the Search dialog.

Columns shown in the List View determine the columns shown in the Search View.

Return to General Chart and View Capabilities

Understanding Profile View Subheadings

Depending on your chart administrator, you may see subheadings in the Profile View. Subheadings help organize
data fields for better viewing and understanding.

Open the Profile View, if available, in your chart.

- x
Prafile View
= | _-,I '@ r 0 m
Photo Rt
MName: Raymond Jessu
Job Title: CFO
History =
Previous Position: Controlier A
Prior Positions:
Indusiry'years:
Dates
Birthdate: 08251 961
Hired: 120011985

Esl. Retirement Da 08/28/2026
Est. ¥rs. to Retire: 17

Education
Degree; WMB&
University: Stanford

University -

The Profile View displays subheadings, indented one space, with corresponding fields indented two spaces and
listed beneath the subheadings. Subheadings group information of the same type for a quicker grasp of available
data.

You can also view subheadings as tab options.

Return to General Chart and View Capabilities
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Understanding the Chart Legend

The Chart Legend tells you what the icons and colors used in the chart mean.

g Mabile Phone g Executive Team
alqnop ,.}. International Employees
Q’Tamet £, Centractors

% Decktop PC

Each icon is accompanied by the name of the associated group. Custom colors can also be displayed with a label
describing how they are used in the chart.

Return to General Chart and View Capabilities

Using Click and Drag Scrolling

When the mouse cursor sits over a blank area in the Chart View, the cursor changes to a hand icon t@] . Using

the click and drag scrolling feature is another way to navigate through a large chart. This option is always enabled
and cannot be turned off.

0

e Click and hold down the mouse button. The hand closes and allows you to scroll through the
displayed chart levels by dragging or moving the mouse wheel in the direction you want the Chart View
to move.

For instance, if you want to see the bottom of a chart level, you want the Chart View to move
up. Click the hand in the background of the view and drag upwards.

OrgPublisher Scrolling Enhancement

Chart scrolling is now updated with more of an iPod® scrolling feel. As you drag to move a chart, it will appear

more as a “toss.” As you release the mouse, the chart continues to move with a gradual slow down to it's new
position.

Return to General Chart and View Capabilities

Using OrgPublisher in Accessibility Mode

28



General Chart and View Capabilities

The OrgPublisher PluginX chart (versions 5 and later) can be accessed by JAWS® for Windows screen reading
software for the blind and visually impaired (End User Accessibility).

Note:
This feature may have been disabled by the chart Administrator.

The following functions are supported in the PluginX chart via the keyboard.

Functions Keyboard Description

command

Find F key Opens the Enter Search text dialog. This is equivalent to an All fields
search; for example, type a first or last name, or a job or box title. Press
the space bar or Enter to begin the find, or press TAB to the Cancel
button.

Find Next N key Performs a "find next" matching record function if a previous search
occurred.

Zoomin  Ctrl+ Raises the zoom factor by one level.

Zoom out Ctrl- Lowers the zoom factor by one level.

Note:

JAWS hot keys, such as F for the next form field and L for the next list, are disabled. OrgPublisher PluginX
accessible charts do not contain form fields, lists, links or tables. If you use a high zoom-in level, you may notice
JAWS takes a little longer to read the screen.

You can navigate through the chart using the Up, Down, Left and Right arrow keys on your keyboard. The Drill-
up:Drill-down to another level function occurs automatically.

e When a chart is opened, the top box is automatically selected.
® A box must always be selected. Drilling on "white space" will not de-select the current box.
e  Only one box is selectable at a time. Hierarchical "trees" are not available.

® To access a sibling of a selected top box with a drill-up button, click the up arrow first, then the left or
right arrow. If the requested sibling does not exist, the original box will remain selected.

° If JAWS is running and you tab away to another application, the focus on the chart may be lost. To regain
focus, press Alt TAB to go to another application and then press Alt TAB again to refocus on the chart.

Return to General Chart and View Capabilities

Using the Symbol Indicators in Tree View

You can use the Tree View to locate information in the Chart View, or to view chart information in an outline
format, if your Administrator has made the Tree View available in the published chart. Symbols in the Tree View
indicate whether additional chart components are available for viewing, or that a branch is collapsed into summary
format.
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Open the Tree View by clicking the Tree View button in the toolbar. If you do not see this button, this view
has not been made available by the chart Administrator. The Tree View opens on the right-hand side of the chart
window.

Symbols used in the Tree View, their function and locations are:

Symbol Function Location on the Tree
oA component is collapsed and can be expanded to show Corner of the branch connected
more components by clicking on the plus sign to the chart component
" Acomponent is expanded and can be collapsed by Corner of the branch connected
clicking on the minus sign to the chart component

More boxes are available for display by double-clicking ~ Chart box
the box containing the greater-than sign

Return to General Chart and View Capabilities

Viewing Information in the Profile View

Note:
This feature may have been disabled by the chart Administrator.

1. Open the Profile View in the chart by clicking the Profile button .
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3
Prafile View
== 4 1B % ppinned
Photo ' s
MName: Raymond Jessu
Job Title: CFO
History E
Previous Position. Controlier A
Prior Positions:
Indusiry'years:
Dates
Birthdate: 087201961
Hired: 12011985

Est. Retirement Da 08/28/2026
Est. ¥rs. to Retire: 17

Education
Degree; MB&
University: Stanford

University -

2. Click on a name in the Chart View. The Profile View changes to display information associated with
the selected name.

71
3. Click the Profile View button again to close the view.
You can also use the tabbed Profile View.

Return to General Chart and View Capabilities

Viewing a Chain of Command

Note:
This feature is not available in Modeling and Succession planning charts.

The Chain of Command mode is available in the published chart using PluginX or EChart, including the published
planning-enabled chart. It is not available in the modeling or succession planning published charts, as these charts
are about reassigning responsibilities and positions.

1. Select the chart box containing the person whose chain of command you want to see.
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Note:

Pacific Eastern

Russell O Heis

Corporate
President

Executive Staff

Bobbie T Johnson

Corporate
Aszszizstant to President

Marketing Vice President

Information Technology

Director of Technology

Gregory K Pink

Corporate

v

Creative

Paul M Melbram

Creative Vice President

2. The Display Chain of Command button oois enabled in the Main toolbar. Click the button to view
the person's chain of command, the reporting hierarchy upward from this person in the chart.

Pacific Eastern

Pacific Eastern

Russell O Hels

Corporate
President

Sales

Susan N Hester

Corporate
Marketing Vice President

The Chart View changes to display the selected person's chain of command from the selected box to

the top of the chart.

This view is affected by the number of levels shown. If the chain of command spans 3 levels, but the chart is set
to display only two, just the first two levels in the chain of command are shown.
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3. Click the button again to re-display the whole chart. If the List View is open, the list changes to
reflect the people in the boxes now displayed.

v x
ListView
Frat name: Last name: Phone: Email:

Russzell Heis 700G RusselHes@

Return to New for OrgPublisher 10

Return to General Chart and View Capabilities

Viewing the Hover Profile

The Hover Profile is a quick way to view the most important employee information without opening the Profile
View. The pop-up profile is anchored to the upper right or, depending on the location in the Chart View, the upper

left, of the data element that the mouse is over.

1. Move the mouse cursor over a data element in the chart, a person, a job, or a box title, and let it

hover there. The Hover Profile opens.
A vertical scroll bar is available if the number of displayed fields requires it. The Hover Profile displays
the selected chart color scheme. Depending on your chart administrator, the profile may also contain

subheadings with associated fields listed beneath the heading.
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o
ﬁ Fraofile Wiew

g Categaries

Hired 0E/294999
Zalary $99,000
kil Wword

=

L

2.  When you have finished reviewing the information in the Hover Profile, click some where else in the chart
to close it.

If enabled by your Administrator, you can also view the tabbed Hover Profile.

Return to General Chart and View Capabilities

Viewing the Matrix Reporting Hover Display

Note:
This feature may have been disabled by the chart Administrator.

1. Open a chart that contains multiple relationships/matrix reporting icons.

2. Move the mouse cursor over the matrix reporting icon in a box. The Matrix reporting hover display
appears, listing that person and all report to instances.

3. You can move the cursor to close the hover display, or you can pin the matrix reporting hover display
to the Search View by clicking the Pin button .

Return to New for OrgPublisher 10

Return to General Chart and View Capabilities
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Searching for and Working with Groups

Adding a Group Category

You can now add group categories to your chart in order to classify groups with a common theme, such as, for a
global company, groups by country or HR items like retirements or ethnicity.

1. Open the Groups tab of the Search dialog by clicking the Groups button

@ Search

clicking the Advanced Search button

)

and selecting the Groups tab.

2. Double-click on a group name for which you want to create a category. The Group Editor dialog

opens.

3. In the optional Category field, type the name of the category you want to add. The category hame

appears in the Search Field of the record displaying the selected group criteria.

Note:

The category name is not a searchable field. The Value, or group name, is the searchable field.

[Optionall Categary:  Languages

Group Mame:  Speaks Chiness
dh Add 3 Remove

And/Or Search Field Compare alue
Languages: =Any PartofField Chinese No

£+ Move Up 4 Move Down

Watch Case

Displayed image for people in thiz group * ) Large icons

Hide this group in published chart T @ Smalicons

| Justselection | SearchMow | | Save || Saveds. || Cancel
Hame: Job Title: Blox Tithe: Emait Hired:
4 [, m

[ peopie foud

This is the advanced group
definition editor. Here you
can view and edit the
conlents of a group
definition. vou can also
reorder the components of
the group.

A simpler way to create a
group is to refine a search
with the search dialog and
then click "Save as
Group”.

in the toolbar, or by

4. Click Save. The Groups tab re-displays with the new category name, and the group name indented

below it. When selected, the Category name is highlighted in green.
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I W e— — -— -
Search
= -~ F ; | W — . I e -
| Name | Job Tite | Box Tale | AllFields| Groups |
S e Search Mow
B New G Assistant KTl Uy | :
.
F -
E Speaks Chinese s
& everyone j Search options
£ - Search under

## 15t Candidates B ectedby B
##& 2nd Candidates @ Mew Seaich
#& & 3rd Candidates ©) Add to Bt below
% High Performer i (7 Search within list below
Name: Job Titke: Box Title: Email; Hired: Degree:

M| % eiPKingston  Writer PrintMedia  YeiKingsto.. 09/08M397  BA
# Sandral Wright intern Coord... Iniem Progr.. SandraWr. 030472005  AA
% So Wu Buyer PrntMedia  SoWu@pa. O0T/042000  BBA
P T ol L
3 people found = Emal BCopy 3 Excel | Saveas.

When selected, the Group name is highlighted in blue.

i T W Tm—— B — -
Search
- . F & . — g Epge e 1 —
| Mame | Job Tite | Box Tile | All Fields | Groups
e Search Mow
B New Il Assistart XKo@ Oy vl
-
4 Languages -
* SRR ]
& sveryone | Seanch oplions
: v Search under
& 1st Candidates iy W
## 2nd Candidates @ New Search
& & 2rd Candidates ) Add to kst below
& & High Performer I (71 Search within list below
Hame: Job Titke: Boox Tile: Email: Hired: Degree:
Wl % veiPKingsten  Writer Print Media YeiKingsto.. 090971237  BA
% SandraL Wright intem Coord... Wntem Progr.. Sandrawr. 03042005  AA
% S0 wu Buyer PrntMedia  SoWu@pa. OT/042000  BEA
G il al i
3 peogle found = Emal B Copy & Microsoft Bxcel | Save as..

5. Repeat steps 2 - 4 to add additional categories.

If you want to use an existing category, click the drop-down arrow in the Category field and select the
name you want to use.
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Languages
Successgion

Searching for and Working with Groups

The Filter View displays the groups indented below the associated category name. The Filter View list first displays
the category names in alphabetical order, then the associated group with the category name in alphabetical order,

then the groups without categories in alphabetical order.

Filter View x|

&7

.
Speaks Chinese
L 4 Speaks French
L 4 Speaks German
& Speaks Ktalian
Speaks Japanese
& Speaks Portuguese
& Speaks Russian
& Speaks Spanish
4 Siccession
ddk 1st Candidates
#kd 2nd Candidates
&% 3rd Candidates
&% High Performer
d& High Potential
&d Mid-High Potential
| Everyone
ddk Management Team

Return to New for OrgPublisher 10

Return to Searching for and Working with Groups

Adding a New Group to the My groups Tab

You can add a new group to your chart by searching for select criteria and saving the results as a group.

Note:
Published real-time charts do not provide the My groups feature.

1. Conduct your search using one of the Search dialog tabs in the or by using the Search View pane in

the List View.

2.  When your search result is the way you want it, click = . The Enter a group name text box opens.

3. Type the name of the group. Click OK. The Search dialog or Search View displays the My groups tab

which includes the new group.

Adding a group using the right-click menu

1. In the Chart View, select the name of the person you want to add to a new group.

2. Right-click on the person's name. The Select a Group text box opens.
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3. Click New Group. The Enter a group name text box opens.

4. Type the name for the group. Click OK. The text box closes and the new group is created and the
name is added to the Groups View.

Return to Searching for and working with Groups

Adding a Person to a Group in the My groups Tab

You can add a person to a group directly from the Chart View.

Note:
Published real-time charts do not provide the My groups feature.

1. In the Chart View, select the name of the person you want to add to an existing group.

2. Right-click on the person's name and select the Add person to the Group option. The Select a
Group text box opens.

3. Click the down-arrow and select a group from the drop-down list.
4. Click OK. The text box closes and the person is now included in the selected group.

Return to Searching for and working with Groups

Deleting a Group from the My groups Tab

Note:
Published real-time charts do not provide the My groups feature.

You can delete a group only from the My groups tab. The general groups are not editable, except to search.
Note:

There is no warning message when you delete a group. Please verify you have the correct group before you click
the delete button.

2 Search i

1. Open the Search View pane in the List View. You can also click on the Search button n

the toolbar.
2. Select the My groups tab.

3. Click once on the group you want to delete.

4. Click on the Delete Group Definition button & . The group is immediately deleted from the existing
groups.

Return to Searching for and working with Groups
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Editing a Group Definition in the My groups Tab

Note:
Published real-time charts do not provide the My groups feature.

1. Click the Search & Search
Click the My groups tab.

button in the toolbar or open the Search View pane in the List View.

2. Click the Edit Group Definition button ? to open the Group Editor dialog.

3. To add search criteria, click Add to copy the last criteria line, then modify it by using the And/Or,
Search Field, Compare, Value, and Match Case fields. Select the values in each field and choose
the option you want to use from the drop-down list.

4. When you have added all the search criteria, click Search Now to conduct the search. If you are
modifying an existing group, the results are added to that list. If you are creating a new group, the
matching records display in the results pane.

5. To delete an existing group criterion, highlight the record and click Remove.

6. Save the changes to an existing group by clicking Save. Save to a new group by clicking Save As.

7. You can continue to build criteria for additional groups or click Cancel to close the Group Editor dialog
and return to the Search View.

Return to Searching for and working with Groups

Exporting and Importing Groups from the My groups Tab

Note:
Published real-time charts do not provide the My groups feature.

In order to import a group successfully, the number, type, and order of custom fields in the chart receiving the
import must match exactly the number, type, and order of custom fields in the chart from which the group was
exported. The Everyone group cannot be exported or imported.

If duplicate group names are imported, OrgPublisher will append the name with a number, 1, 2, 3, etcetera. No
groups are overwritten by the import process.

When exporting groups that reference other groups, verify that they reference the correct group. If a referenced
group is not included in the import, the affected group will not be imported and an error message displays.

Export a Group

0 Search

1. Open the Search View pane in the List View , or click the Search button in the toolbar.

Click on the My groups tab to view the group names.

&

2. Click the Export groups button . The Select Groups to Export dialog opens.

3. Click Select all if you want to export all of the groups. You can clear the check boxes for groups you
do not want to export, or you can click Clear all to clear all the listed groups.

4. Type or Browse to the file into which you want to export your groups, such as a file in your network
drive. Type a name for the group files and click Open. The file extension is OCG, Group Data Files.

5. Click Export to send the groups to the selected file. A message displays to let you know if your
groups were successfully exported.
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Import a Group

e, 4]
1. Open the Search View pane in the List View , or click the Search button Search in the toolbar.
Click on the My groups tab to view the group names.

2. Click the Import groups button ‘% The Select Groups to Import dialog opens.

3. Type or Browse to the file from which you want to import your groups. The names of the groups in
the selected file display.

4. Click Select all to import all of the displayed groups to your PC. You can clear the groups you do not
want to import or click Clear all if there are many groups and you want to select just a few.

5. Click Import. A message states that your groups have been successfully imported. The selected
groups display in your My groups tab.

Return to Searching for and Working with Groups

Opening a Selected Group in the Chart View

Note:
This feature may have been disabled by the chart Administrator.

Your chart may contain several groups. OrgPublisher displays only one group at a time, but you can quickly select
and open another.

1. Click on the group label in the Style Bar. The Filter View opens.

2. Click on the group you want to view. The Filter View closes, and your selected group hierarchy
displays in the Chart View.

Groups can be created by end users in the published chart using the Search View.

Return to Searching for and Working with Groups

Removing a Person from a Group in the My groups Tab

You can remove, or delete a person from a group by using the right-click menu in the Search View.

Note:
Published real-time charts do not provide the My groups feature.

1. Open the List View and click on the Search View pane.

2. Click on the My groups tab and select the group you want to modify. The group members list
displays in the lower pane.

3. Right-click on the name of the person you want to delete from the group.

4. Select Remove person from group from the options list. The name is deleted from the group.
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Note:
There is no "Undo" option for this process. If you remove a person in error, you can locate them in the chart and

add them back into the group.

Return to Searching for and working with Groups

Saving Side-by-side Profiles as Groups

You can create groups from the displayed and pinned side-by-side profiles.

1. Select the profiles you want to use as a side-by-side profile then click on the Save the current set
of people as a new group button. The Group Editor dialog opens.

2. The default Group Name displays as Profile Group. You can keep this name or type over it with the
name you want to use.

3. Click Save. The Group Editor dialog closes and the new group is included in the Groups View. You can
select the group name from the Groups View to display the selected people in the Chart View.

Return to Working with Succession Planning

Return to Searching for and Working with Groups

Searching Charts

Note: Published real-time charts provide single field searching capabilities; complex or group searching and
saving My groups are not available.

You can search your org charts to locate information using the Search dialog or the Search View. You can specify
the chart component, field, and text for which you want to search. The Search dialog and Search View include a
"Sounds Like" feature to increase your chance of a successful search for a text field.

Searches can be case-sensitive and can match all or a part of the field. You can search a portion of the chart or
the entire chart for employee names, job titles, or box titles. The availability of the search feature is dependent
upon the publishing format and options chosen by your chart Administrator.

You can also view the search results list in Microsoft Excel.

PG
Search . The Search dialog opens at the Name tab.

1. Click on the Search button

2. If the word you are looking for is part of a job title, select the Job Title tab, etc. If you select the
Groups tab, click on the group and then select Search Now. The following steps apply to Name,
Job Title, Box Title, and All Fields searches.

3. Type the text for searching. If you have selected a specific box in the Chart View, the Search dialog
selects the Search under selected box check box. This begins the search at that point in the chart.
If you want to search the entire chart, click the Search under selected box check box to clear it.

4. Click on the Match drop-down arrow and select how you want the data to be matched. Choices will
vary based on the type of data you are searching.
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The drop-down list indicates where in the field to search. The options are:

1.
e Any Part of Field

e Match Whole Field
e Start of Field

e Sounds Like

As an example, the Box Title is searched for the word "Clerical."

e |If Any Part of Field is selected, job titles such as Clerical Assistant,
Assistant Clerical Manager, and Director of Clerical Services are found.

e |f Match Whole Field is chosen, only job titles that consist of the
word "Clerical" are found.

e |f Start of Field is selected, only job titles that begin with the word
Clerical are found.

e The Sounds Like option is available for text fields only. For instance,
if "clricl" was typed in as the search word, only job titles that consist
of the word "Clerical" are found.

5. Select Match Case, if applicable.
6. Click Search Now.

7. A list of all matching records displays in the Search results area in the lower pane. You can:

6.
e  Sort any column in the search results.
e  Click on any record and OrgPublisher will locate that person within the chart.
o If you have selected a specific box in the Chart View, the Search dialog automatically selects the
Search under selected box check box.
e Click on Copy List to Clipboard button t and then paste the list into any other Windows
application.
e Click on Save as Group button H to create a group in the My groups tab. This group is
available only in the published chart.
e Select Add to list below in the Search options section to conduct a secondary search against
these results.
e Select Search within list below in the Search options section to add additional search results
to the list.
If you chose to Add to the list or Search within the list below, follow these steps to refine the first
search result.
6.

1. Select the appropriate tab to start the secondary search.

2. Key in search criteria and match options.
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3. Click Search Now.
4. Your search results list will be modified.

In the following search, the 3 original records for Operations was reduced to 1. This represents 1
Operations staff position is an open position.

7. Click Close to exit the Search dialog.

You can also Use the Smart Search Option in the Search View.

Return to Searching for and working with Groups

Sending Email to a Group in the My groups Tab

Note:
Published real-time charts do not provide the My groups feature.

If the Administrator associated an email address to a job, box, or name in the chart, and groups exist in the chart,
you can send an email message to a group.

Note:
OrgPublisher defaults the maximum number of email addresses to "20." Your chart Administrator may override
this number to make it more or less than the default.

1. Open the Search View pane of the List View.

2. Click the My groups tab and select the group you want to send an email to. (You can also select your
search criteria to create and save a group for your email message.)

=1

3. Click Send email to everyone in group button = . OrgPublisher opens your email client and displays

the email addresses in the To field.
4. Type your message and send the email in the normal method.
Note:

OrgPublisher looks for the first custom field of Email type when sending email to a group. If you decide to use
more than one email address in your chart, the primary email must be first in the custom field sequence order.

Return to Searching for and Working with Groups

Spotlighting Search Results or Groups in the Chart View

You can use the Chart Spotlighting feature to highlight search results in the Chart View, or dim boxes that are not
part of the search result by clicking the Highlight search results in chart button in the Search View.

1. Open the Search View.
2. Select the search criteria and click Go to begin the search.

3. When the search results display in the Search View, click the Spotlight search results in chart button

E—' . The boxes in the Chart View that are not part of the search results are dimmed.

4. If you want to spotlight a specific group in your chart, click on the Groups or My groups tab in the
Search View. You can spotlight any group except the Everyone group. Select the group and click the
Spotlight search results in chart button . The group is spotlighted in the chart.
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5.

Note:

Click the button again to disable the spotlight search results feature.

When printing a chart with the spotlighting feature enabled, if your printer does not support AlplaBlend, your
printed chart will show all boxes as in the past. See your IT administrator if you have any questions.

Return to Searching for and Working with Groups

Using the My groups Tab in the Search Dialog

Note:

This feature may have been disabled by the chart Administrator.

Not only can you search for information in a published chart, you can also save the search results as a group.
Groups saved by end users are displayed in the My groups tab of the Search View in the published chart.

You can search for and create a group using the Search View in the same way you can use the Search dialog.

The Everyone group, the OrgPublisher default, automatically displays in the My groups tab.

Note:

When working with a very large chart, you can add new groups, but the existing groups cannot be modified or
deleted. The new group cannot be displayed in the Chart View.

1.

2.

6.

Open a published chart in your browser.

Open the List View and select the Search View pane. Three tabs are available, Search, Groups and
My groups. The Search tab enables you to search for specific information in the chart. You can copy
the results list or save the list as a group. The Groups tab displays the groups created by the
OrgPublisher Administrator before publishing the chart. The My groups tab displays all groups saved
by you, the end user, plus the default Everyone group.

If you haven't already done so, conduct your search using the Search View.

When your search result is the way you want it, click Save as Group. The Enter a group name dialog
opens.

Type the name of the group and click OK. The My groups tab opens and displays the new group
name. Several buttons are also available.

The New Group Definition button ‘ opens the Group Editor dialog to add a new group
definition. The Delete Group Definition button & deletes a selected group, and the
Edit Group Definition button ? opens the Group Editor dialog to edit an existing

group definition. If you must change computers, the export &’ and import "%
buttons enable the transfer of end user groups from one machine to another. See the
Exporting and Importing Groups procedure for details.

To display a specific group in the published chart, open the Filter View by clicking on the groups label
in the OrgPublisher Style bar.

Return to Searching for and Working with Groups

Viewing Search Results in Microsoft Excel

44



Searching for and Working with Groups

Note:
This feature may have been disabled by the chart Administrator.

You can open and view your search results list directly in Microsoft® Excel. All the information you can see in the
results list in OrgPublisher is copied into Excel.

Open the List View in the chart.

2. Select the Search View pane.

[

3. Conduct the search you want, or sort the records as needed. Click the Microsoft Excel button 3 at
the bottom of the view. Microsoft Excel opens with your chart records list.

4. You can also open the Groups or My groups tab in the Search View, select a group, and click the

Microsoft Excel button 3: to open the group list in Microsoft Excel.

Open your search results from the Search dialog in Microsoft Excel.

P2 Search

1. Open the Search dialog by clicking the Search button in the toolbar.

5 Microsoft Excel

2. Conduct the search you want then click the Microsoft Excel button . Microsoft Excel

opens with your search results list.

3. You can also open the Groups or My groups tab in the Search dialog, select a group, and click the

¥ Microsoft Excel

Microsoft Excel button to open the group list in Microsoft Excel.

Return to Searching for and working with Groups

Using the Smart Search Option

The toolbar Quick Search Results dialog can be used in a Smart Search option when you pin the search results into
the Search View.

1. Type a single or multiple words or initials in the Look For toolbar field.

2. Click the Go button to begin the search navigate around the chart; this feature searches on a box-to-
box basis for the next instance of a matching record.

A list of matching results displays in the Quick Search Results dialog below the toolbar, the
characters entered for the search are in bold font.

3. Click the Pin button _#in the dialog. The Search View opens, displaying the Quick Search Results list.

Once you pin the Quick Search Results into the Search View, OrgPublisher identifies this as the
Smart Search mode by the "pushed in" appearance of the chevron button. Hover the cursor over
the button to see a tooltip indicating how to switch to the Advanced Search mode.

4. You can select a record right away, or click the Details button to display more information for the
shown results. Click the List button to return the display to just the found records. If you select the
Detail button, the Smart Search View displays additional columns of data.
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5. You can search further by typing additional letters to the original search and click Go.

6. Once you have selected the records you want, you can also select the Groups tab to save the search
results as a group, send the results to Microsoft Excel, send the results to the clipboard to copy and
paste into another application, place the results in the Profile View, and more.

7. When you have completed your Smart Search tasks, click the Search Mode button to return the
Search View to its original display, or Advanced Search, as identified by the label when you hover
over the button.

You can click the button again to return to the Smart Search mode.

Return to New for OrgPublisher 10

Return to Searching for and Working with Groups

Using the Toolbar Search with Quick Search Results

The simple toolbar search feature in the published chart has been modified top provide more detailed results.

1. Type a single or multiple words or initials in the Look For toolbar field.

Look for: |Find names. titles. etc. ! - |
2. Click the Go button I:Dto begin the search navigate around the chart; this feature searches on a box-
to-box basis for the next instance of a matching record.

A list of matching results displays in the Quick Search Results dialog below the toolbar, the
characters entered for the search are in bold font.

GosicosMeda P

Broadcast Media Assistant (Clark Sullivan)
Broadcast Media Assistart (Jerome Smith)
Broadcast Media Assistant (Linda O Washi
Broadcast Media Director E
Broadcast Media Planner (James Bates)
Broadcast Media Planner (Kmbedy Ojohn)
Broadcast Media Planner [(Open postion) —
Media Buyer (Wick P Rodniguiz)
Media Buyer (Margaret P Scott)
Media Buyer (Michelle Ward)
Media Buving Manager

Media Coordinator (Emily Abbott

BE e A . fm oW A

3. You can select a record right away, or click the Details button o display more information for the

shown results. Click the List button #=°% to return the display to just the found records.

4. To reuse previous searches, click on the down-arrow and select the search item you want. To clear
the search list, right-click on the button and select Clear List.

Return to New for OrgPublisher 10
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Return to Searching for and Working with Groups
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Creating and Editing a Book Style Page Customization List

You can create a list of boxes to print at the top of pages in your Book Style printed chart.

Note:

This feature may have been disabled by the chart Administrator.

1.

In the Chart View, right-click on a name or box you want as the top of a page in your Book Style
printed chart. This box must be a hierarchically logical box, such as a manager's box. An
assistant's box cannot be selected as the top of a page.

Select Top of page (Book style printing) from the options list. When you open the Book Style Print
Preview, the selected box displays at the top of the page for the selected hierarchy.

Select File from the menu and Print preview from the pull-down list. The Print Preview Type list box

i:-\

opens. You can also click the Print Preview button in the toolbar.

Select the Book style print preview radio button and click OK. The Book Style Print Preview window
opens.

Click Settings. The Book Style Print Settings dialog opens.

Select Page customization list. The Book style page customization list text box opens.

You can remove a name, or any other customized page, from the customization list by selecting the
corresponding check box then clicking Remove selected items. The name is removed from the list

and that customized page no longer displays in the preview pane.

Click OK to accept the changes or Cancel to discard the changes.

Return to Previewing and Printing Charts

Customizing Header and Footer Information

The Header/Footer print option enables you to display a Group label, modify the chart Title, and the printed
Date and time in the header, as well as select data to display in the footer such as head count, number of open
positions, and the file name and location.

You can also customize font information, such as type, size and color, for both header and footer in a printed
OrgPublisher chart. Customized footers print above any other existing footer information.

1.

2.

3.

Click on the Print button in the toolbar. The Print Wizard opens.
If multiple views appear in the chart, select the view you want to print. Click Next.

Select either the Wall Chart or Book Style radio button. Click Next. If you selected Wall Chart,
proceed to Step 5.

If you selected Book Style, complete your selections in the Settings dialog. Click Next.

Click Header/Footer to open the Print Header/Footer Options dialog.
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6.

[ Print Page Header
"] Group label
| Title
i@ Defauk Chart Title
i Custom Tithe:

[¥] Date and time
Date Fomat:
| MM/DD/YYYY HHmm ss

Date Prefoc
Date/ Time:

i@ Prirtt Diate i) Data Modfied Date

Font Customization

Aeizl Select Font
i | Select Fort |

[ ok J[ cawe |[ Hen |

Make your selections in both the Header and Footer tabs, such as Date and time, Group label.
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Header | Foober
[¥] Frint page footer
| File Name and Location
/| Head count
7| Open positions
V| Page Mumber
' /| Planned head court
__| Custom Footer

Font Customization

o

B paint

7. The Font Customization section, in both tabs of the dialog, displays a sample of the current font
used for the printed chart. You can change the font for either the header or footer, or both. Click
Select Font. The Font dialog opens.

8. Select the Font, Font style and Size for your text. Your selection displays in the Sample pane of the
dialog.

9. You can also choose Effects, such as Underline or Color.

10. When you have made your selections, click OK to accept your changes and close the Font dialog.
11. Click Finish. Your system Print dialog opens.

12. Verify the print settings and print your chart.

Return to Previewing and Printing Charts

Previewing and Printing a Book Style Chart

You can preview charts before printing them to check how the chart fits on the pages. The Chart View is the only
view you can preview. The Print Preview window enables you to fine-tune a chart for printing; for instance, by
moving boxes or a selection of boxes or changing the chart layout.

Using the toolbar, you can change box layouts, change layouts and zoom in or out. You can set a specific row size
or select optimization settings.

If you have Print Wizard selected in the Print Options, and you select File, Print Preview, the Print Preview

Type dialog opens, requiring a selection of either Book style print preview or Wall chart preview. The default
selection is the preview type you used last.
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Note:

If you choose to print a chart legend in your org chart, it does not display in the Book Style Print Preview. It does,
however, print.

52

[

the Print Preview button

N

Select File from the menu bar, then Print Preview from the pull-down menu. You can also click on

\

in the toolbar. The Print Preview Type dialog opens.

Select Book style print preview radio button and click Show Preview. The Book Style Print

Preview dialog opens and the chart displays as it will print on each page. The top pane displays
thumbnails of each page. The lower pane displays the selected page. The Book Style Print Preview
enables you to format individual pages. Each page is displayed in a thumbnail.

w

The Print Preview Menu bar contains buttons that enable you to print, modify your Book Style print

settings, or cancel the preview.

oy]
c
—
—
o
>

Action Performed

Prirt Click this button to print the chart. This button opens your system Print
dialog.

Print Setup Click this button to open the system Print Setup dialog in order to select

Settings...

the printer device, paper size, orientation, and source.

Click this button to open the Book Style Print Settings dialog. You can
also access the Print Header/Footer Options dialog, the page
customization list, or enable the Print a chart legend feature.

Cancel This button closes the Book Style Print Preview dialog.

Select pages to print | Click this button to print only selected pages.

Printing Tips Click this link to access the OrgPublisher Printing Tips web page for ideas
on successfully printing your chart.

5. You can use the Print Preview toolbar buttons to change the layout for the printed page, change the
number of levels to print on a page, and zoom to a selected percent per page.

Button

r
ol

i

Ha

Description

Click this button to select Layout 1, the layout with the lowest level
of each branch in the chart arranged in a horizontal line. This
creates shorter, wider charts.

Click this button to select Layout 2, the layout with the lowest level
of each branch in the chart arranged in a vertical row. This creates
narrower, taller charts.

Click this button to select Layout 3, the layout with the lowest level
of each branch in the chart arranged with the boxes side by side.
This creates more compact charts.
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o Click this button to select Layout 4, the layout with the lowest level
of the chart (displays only two levels) arranged in a horizontal line
across the width of a page for as many lines as it takes to display
the lowest level. The number of boxes across is determined
automatically or set to a specific number.

o e Click this button to select the number of levels from the drop-down
list that you want to display.

Zoom Zoom to fit = (aa%) Click this button to set the zoom percent for the chart display. The
default is Zoom to fit.

o Click this button to place employees in individual boxes below the
supervisor box. (Same as Auto Build option.)

= Click this button to place employees in a box below the supervisor
box. (Same as Auto Build option.)
=

Click this button to place employees in the same box as the
supervisor. (Same as Auto Build option.)

[ Resettodefault | Click this buf[ton to reset _the chart boxes with employees and
supervisors in normal build.

7. Click Print to print the chart. This button opens your system Print dialog.
8. Or, you can close the Print Preview without printing the chart by clicking Cancel.

Return to Previewing and Printing Charts

Previewing and Printing a Wall Style Chart

You can preview charts before printing them to check how the chart fits on the pages. Only the Chart View can be
previewed before printing. Modifications made in the Print Preview window now enable you to fine-tune a chart for
printing, for instance, by moving boxes or a selection of boxes or changing the chart layout. Using the toolbar, you
can move boxes, change box layouts, zoom in or out and select and move boxes.

Note:

Note that the connecting line moves with the box. OrgPublisher is not a drawing tool, so you do not want to
move the box across from or above its manager box because the reporting line draws through it. If you select the
top box in a hierarchy, all reporting boxes move as well. Remember these basic rules when moving boxes:

e  Vertical lines move with the boxes.

e The boxes at either end of a row must stay at the end because the corners of the horizontal and vertical
lines which link these boxes are "owned" by the boxes.

e  Unexpected results occur if you move boxes outside of the OrgPublisher hierarchical drawing standards.
These standards assure that an OrgPublisher chart can be viewed without written explanation and be
understood anywhere in the world.

If you have Print Wizard selected in the Print Options, and you select File, Print Preview, the Print Preview
Type text box displays requiring a selection of either Wall chart print preview or Book style print preview.
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1. Open the Print Preview by selecting File from the menu then Print preview from the options list. The
Print Preview Type dialog opens.

You can also click the Print Preview button in the toolbar.

mmpm'
@ Wall chart preview  Wall chart printing is useful for creating a single chart view that spans one or
more pages. Multi-page printouts can be placed together to areate a large
Wall chart printing is also aopropriate for plotters and other large format printers.

" Book style preview  Book style printing separates different sections of the chart into logical pages.
I Book style printing is most commonly used to print large organizations in a book
format. A table of contents is avaiable with book style printing.

Show Preview | | Cancel |

The default selection is the preview type you used last. If you are not using the Print Wizard, OrgPublisher
assumes you will print as a Wall style chart. Click OK to accept the default Wall chart preview type. The Print
Preview opens.

| Pt ' tisz | Fruw || Orw Pagm || Ooss || Fssstizdeimd | Prirg Tgg | Shew 2 cha levels _"l-: Fage cobmzshior asbora. w7 Show Advanced Optiors

Note:
A thumbnail view may be blank when previewing larger charts or charts displays all levels using less than 1%
zoom. Hover the cursor over the thumbnail area to view a description of the layout option.

The preview now displays the Menu bar as well as thumbnails for preview layouts.
The thumbnails display a tooltip showing the percent zoom necessary for the chart to fit on the page. The
first thumbnail shows the current default setting for the preview. The thumbnails are sorted by the largest

percent (least shrinkage) first. However, if a thumbnail is within 5% of the thumbnail preceding it, then
OrgPublisher checks to see which thumbnail is squarer; that one will be the first in the list.
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The Menu bar contains buttons that enable you to print, move from page to page, zoom in or out and change from
a one page view to two page. Additional buttons have been added for page optimization and advanced options.

The Menu bar buttons include:

Button

EEE

Action Performed

Click this button to print the chart. If you have Print Wizard selected in Print
Options, this button opens the Print Wizard. If you do no have Print Wizard
selected, this button opens your system Print dialog.

Click this button to open the system Print Setup dialog in order to select the
printer device, paper size, orientation, and source.

If your chart will print on multiple pages, click this button to view the next page.
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Cne Page

Two Pages

Close

: Reset to default ]

Printing Tips

Show 2 chart levels

Page optimization options -

4L Show Advanced Optiong

¢ Hide Advanced Ciptions

If your chart will print on multiple pages, click this button to view the previous
page. This button is enabled only after you've clicked Next.

This button indicates your chart can print on multiple pages. Click Next to see a
page preview. After you have clicked this button, it reads Two Page. Click to
return to the single page preview.

If your chart will print on multiple pages, this button enables you to see two
pages at a time in the preview window. This button is enabled only after you
have clicked Next Page. After you have clicked this button, it reads One Page
to return to the single page preview.

This button closes the Wall Chart Style Print Preview dialog.

Click this button to reset the chart boxes with employees and supervisors in
normal build. (Same as Auto Build option.

Click this link to access the OrgPublisher Printing Tips web page for ideas on
successfully printing your chart.

Click this button to select the number of levels from the drop-down list that you
want to display.

Click this button to display the check box options for optimizing chart boxes on
a page. Options vary, depending on the selected layout.

Compact boxes - reduces the box size, field size, and drill arrow lines; shrinks
box shadow.

Use narrow font - changes font to Arial Narrow 8pt.

Put employees in box with manager - turns on Auto Build; available only
when at least 1 leaf node box is visible.

Put employees in box below manager - displays reporting employees in a
box below assigned manager.

Hide secondary fields - turns on Compact Build mode.

Customize - enabled if Hide secondary fields is selected; opens the Select
fields to print dialog, displaying box fields to show or hide; the default is to print
only box title and name.

Click this button to display the preview Advanced toolbar.

Click this button to hide the preview Advanced toolbar.

Wall Style preview contains an Advanced toolbar, which offers additional flexibility and control. The toolbar buttons

include:

Button

56

Action Performed

Click this button to reverse the latest action. May be repeated to undo
additional actions.

Click this button to copy the chart displayed in the preview to another
application. Photos in the chart are also copied using this button.

Clicking this button designates the selected box as the top of your chart
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for the selected style.

Y Click this button to display the whole chart from the highest box in the
hierarchy.

r Click this button to select Layout 1, the layout with the lowest level of each
branch in the chart arranged in a horizontal line. This creates shorter, wider
charts.

B

Click this button to select Layout 2, the layout with the lowest level of each
branch in the chart arranged in a vertical row. This creates narrower, taller
charts.

e Click this button to select Layout 3, the layout with the lowest level of each
branch in the chart arranged with the boxes side by side. This creates more
compact charts.

=== Click this button to select Layout 4, the layout with the lowest level of the
chart (displays only two levels) arranged in a horizontal line across the
width of a page for as many lines as it takes to display the lowest level. The
number of boxes across is determined automatically or set to a specific
number.

Click this button to move the entire Chart View to the left.

% ]

L Click this button to move the entire Chart View to the right.
: 5 Click this button to move the entire Chart View up.

\ 4

Click this button to move the entire Chart View down.

Zoom Zoom to fit ~ (35%) Click this button to set the zoom percent for the chart display.

M Click this button to show or hide the header text.
= Click this button to show or hide the footer text.
= Click this button to open the Print Header:Footer Options dialog and select

your print options.

= Click this button to print a chart legend.

Click to display or hide the drill buttons for printing.

3. You can use the Print Preview toolbar buttons to set top of chart, display the whole chart, change
the layout for the printed chart, move individual boxes, move the chart left, right, up or down, zoom

in or out, show or hide headers and footers, print a chart legend, even open the Print Header/Footer
Options dialog.

4. For a clearer view of the chart, move the cursor anywhere on the chart and click. The chart
enlarges each time you click on it until it fills the page. When you click on a full-page display, it

reduces to display the entire chart as it will print. You can also use the Zoom In and Zoom Out
buttons to enlarge and reduce the chart.

5. Click Print to print the chart. If you have Print Wizard selected in Print Options, this button
opens the Print Wizard. If you do not have Print Wizard selected, this button opens your system Print
dialog.
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Or, you can close the Print Preview without printing the chart by clicking Close or Esc.

Return to Previewing and Printing Charts

Printing a 9 Box Matrix

If included in the published chart, you can print the 9 Box Matrix if the Print Wizard has been enabled.

1. Open your chart then open the 9 Box Matrix.

2. Click the Print button in the Main toolbar. The Print Wizard opens.
3. Select 9 Box Matrix and click Next.

4. Click Finish to print the view. The printed 9 Box Matrix includes the designations for each box, such
as High Performance-High Potential or Average Performance-Low Potential.

Return to Working with Succession Planning

Return to Previewing and Printing Charts

Printing a Chart Legend

Note:

This feature may have been disabled by the Administrator. The chart legend does not display in the Book Style
print Preview. It does, however, print.

If you use several group or custom items in your chart, you can choose to print a chart legend when you print
your chart using the Print Wizard or the Print Preview.

1. Open the Print Wizard by clicking on the Print button or, if you have turned off the this option,
select File from the main menu, then Print Options from the pull-down list and Use Print Wizard
from the options list. The Print Wizard opens.

2. Follow the wizard dialogs to print either in Wall chart or Book style.

3. The last dialog enables you to choose header or footer options. If you select the Include Legend
check box, your printed chart includes the legend on each page of your chart.

4. Click Finish to close the wizard and print your chart.

If you are using the Print Preview option and a legend appears in your chart, you can use the Print legend

button L*= | in the Wall Chart style preview and select the Print Legend check box in the Settings dialog of the
Book style preview.

The legend prints on one page in Wall style and on every page in Book style. You may need to make adjustments
in your chart for the size of the legend so that it does not print over boxes.

Return to Previewing and Printing Charts
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Printing a Workforce Analysis Graph

Graphs are available for printing when the Print Wizard is enabled. Each graph will print one to a page.

1. In the Summary View, select the Graphs tab.

2. Click the Print button in the Main toolbar. The Print Wizard opens. If you have more than one
graph, each graph prints one to a page.

3. Select Summary View and click Next.

Please select the view of the organization you wish to print.

Wi ko prink
Crg Chart
- List Wiew
- Profile View
\./ Summary Wiew
. 9 Bow Matrix

4. Click Finish to print the graph. The printed graph displays whatever is shown in the Graphs tab, such
as a legend or categories.

Return to Previewing and Printing Charts

Printing the Published EChart as PDF

When the published EChart is opened and the Send to PDF button displays in the toolbar, you can print the chart
as PDF.

Note:
This feature is available for published ECharts only, but may have been disabled by the chart Administrator.

1. Open the published chart. Verify that the Send to PDF button is enabled, as highlighted in the sample
below.

2. Click the button to create a PDF of the chart. A dialog opens that allows you to select the Number of
OrgChart levels to print.

In addition, you can choose whether or not to Include index, a version of the List View.

3. Click OK when you have made your selections. A File Download dialog opens. You can Open the PDF
immediately or Save the document to a folder of your choice.

When you open the PDF, the index is at the beginning of the document, if you elected to include
an index.

The printed chart follows, displaying as many levels as you selected.
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Return to New for OrgPublisher 10

Return to Previewing and Printing Charts

Selecting Pages to Print in Book Style Preview

You do not have to print the entire book in the Book Style Print Preview - you can select just the pages you want
to print.

1. Select File from the menu bar, then Print Preview from the pull-down menu. The Print Preview Type
dialog opens. You can also click on the Print Preview button in the toolbar.

2. Click Show Preview. The Book Style Print Preview dialog opens, and the chart displays as it will print
for each page. The box with the yellow border indicates the current view shown in the preview. See
the Preview and Print a Book Style Chart procedure for additional tasks you can perform.

3. Click the Sielert pages th prink button to enable the selection of specific pages for printing. The
Selective printing mode enabled message dialog opens, notifying you that the selective printing mode
is enabled. You can choose not to display the message again by selecting the Don't show this
dialog again check box.

4. The individual page thumbnails now include a printer icon.

5. Select the pages that you do NOT want to print. The print icon changes.

— H

Cancel print page selection

6. If you choose not to print only selected pages, click I B ] You can also
right-click on a printer icon to use the context menu. Options are Select all pages to print and
Clear all pages.

Print
If you choose to print the selected pages only, click .

Return to Previewing and Printing Charts

Sending the Chart to Microsoft PowerPoint
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You can copy the chart directly to Microsoft® PowerPoint, providing enhanced chart graphic quality and flexibility
within presentations. All the information you can see in the OrgPublisher chart is sent to PowerPoint.

Note:
This feature disables the header and footer options, as well as the index or group icon legend for Book style. In
addition, the page number circle drill buttons are not available for the copy to PowerPoint option.

=
1. In the Main toolbar, click the Send to PowerPoint button “* | The PowerPoint Preview list box opens.

2. Select either the Wall chart preview or Book style preview radio button. Click OK. The Microsoft
PowerPoint Preview window opens.

3. Make your modifications in the Wall style or Book style preview. If you click Settings in the Book
Style preview, the Book Style PowerPoint Settings dialog opens. Follow the Preview and Print a Book
Style Chart procedure to choose the PowerPoint settings.

4. Click Send. The Send to PowerPoint dialog opens.

5. In the Page Range section, select which pages you want to send to PowerPoint, Current Page, All
Pages, or Pages, and enter the page numbers or range.

6. In the Chart Options section, select the optional chart features you want to send to PowerPoint.
These features include Show Drill Buttons, Chart Title, which allows you to choose Title is part of
image or Title is part of slide, and Chart Background, which allows you to choose Background
is part of image or Background is part of slide.

7. In the PowerPoint Options section, the default is Use currently open presentation. Clear this
check box if a current presentation does not exist or you want to choose a different presentation.

8. In the Image Options section, select Copy as metafile or Copy as bitmap.

9. Click OK once you have selected all the options you want to use. Microsoft PowerPoint opens with the
chart embedded in the slides.

Note:
When previewing as Wall Chart the Show Drill Buttons option is not available.

Return to General Chart and View Capabilities

Using Print Preview Enhancements to Print Charts

The OrgPublisher Print Preview features have been enhanced to provide more chart printing options. You can see

detail of all the enhancements in the Previewing a Book Style Chart and Previewing a Wall Style Chart topics.

When working with a published Thin Client chart, OrgPublisher also provides a popup option to select the number
of levels to print.

Book Style preview

Both the Wall style and Book style previews now contain a Print Setup button for easier access to your print
client.

The Book Style preview now provides the ability to print all levels of the chart using the Levels button

The Book Style Print Settings dialog includes the Header/Footer button to open the Print Header/Footer Options
dialog in order to configure the header and footer display.

Wall Style preview
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The Wall Style Preview has been configured to provide the preview and print controls at the top of the window.
The controls also provide a section with thumbnails that give you an idea of what your chart will look like when
you select a specific layout.

The thumbnails display a tooltip showing the percent zoom necessary for the chart to fit a the page. The first
thumbnail shows the current default setting for the preview. The thumbnails are sorted by the largest percent
(least shrinkage) first. However, if a thumbnail is within 5% of the thumbnail preceding it, then OrgPublisher
checks to see which thumbnail is squarer; that one will be the first in the list.

Click the thumbnail you want to use, and its layout is displayed in the preview pane.

The default chart layout in Wall Style preview is based on the number of levels displayed in the Chart View.
o If 2 levels are displayed:
e |f there are 8 or fewer direct reports, chart layout 1 is used.
o If there are more than 8 reports, chart layout 4 is used.

° If 3 or more levels are displayed, chart layout 2 is used.

If you accept the default Wall Style preview settings, then no check is performed on the size of the chart when the
preview is opened.

If you select one of the suggested Wall Style thumbnails, then OrgPublisher checks to see if the chart must be
shrunk by 50% to fit on a single page when the preview. If so, then the zoom is set to 80%. In all other cases,
zoom-to-fit is the default.
In addition, the Wall Style preview includes new buttons:

® opens you system Print Setup dialog to select printer, paper size, orientation, and source.

e removes all modifications made to the preview layout and returns to the OrgPublisher default layout.

e presents options, depending on the layout selected, to optimize the chart layout on the page.

e Compact boxes - reduces the box size, field size, and drill arrow lines; shrinks box shadow.
e Use narrow font - changes font to Arial Narrow 8pt.

e Put employees in box with manager - Turns on Auto Build; available only when at least 1
leaf node box is visible.

e Hide secondary fields - Turns on Compact Build mode.

e Customize - Enabled if Hide secondary fields is selected; opens the Select fields to print
dialog, displaying box fields to show or hide; the default is to print only box title and name.

Note:

If the Advanced Box Layout Editor was used in the chart, Hide secondary fields and Customize are not available.

e  Opens the Wall Style Preview Format toolbar in order to set top of chart, choose layout, move boxes, and
more.

Return to New for OrgPublisher 10

Return to Previewing and Printing Charts
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Creating a New Planning Chart

Note:
This topic is intended only for planning chart administrators.

1. Open the planning-enabled chart in the web browser and click the Planning button

% Organizational Planning (This button may vary, depending on the type of planning charts selected.)

2. Select Create new planning chart from the options list. The Create New Planning Chart dialog
opens. The dialog indicates where the planning chart begins, such as "This chart will include boxes
from (name) and down." For instance your chart administrator may publish the chart for you to work
from your box down.

3. The planning chart name defaults to "OrgPlan for" and names the top person in the chart, as well as
the name of the original chart. Type a name for the chart if you do not want to accept the default
name.

4. If not already enabled by the chart administrator, you can select the Password protect this chart
check box to require typing a password whenever the chart is opened.

5. Type the Password then Retype password.

6. If you want a shortcut to the planning chart to display on your desktop, select the Create a shortcut
to the chart on my Windows desktop check box.

7. Click Create and edit chart. The browser opens the OrgPlan chart with the Insert Toolbar, the

=1
Generate a change report ﬂ and email — buttons enabled.

The planning chart saves to the folder specified when the original chart was published. PluginX
planning charts can be saved to the local hard drive or the web server.

Note:
If you save multiple planning charts to the same web folder, you must specify separate storage folders in order to
maintain user name and password security.

When you create a planning chart, verify that the box you have selected as top of chart is correct. Once the
planning chart is created, drilling up from the designated top of chart is not available.

Planning charts do not contain a separate My groups tab in the Search View. If you already have groups in the
My groups tab in the PluginX chart however, those groups are copied to the planning chart.

Return to Working with Organizational Model Planning for Administrators

Creating New Groups for Planning Charts Using the Group Creation
Assistant

Note:
This feature is available only in Modeling and Succession planning charts.

The Group Creation Assistant provides a series of dialogs which ask the questions needed to create multiple
groups at the same time, although you can use the assistant to create a single group.
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PG Search

Click Search in the Navigation bar. The Search dialog opens.

Select the Groups tab.

i Assistarit

In the Groups tab, click the Group Creation Assistant button
Assistant Step 1 dialog opens.

. The Group Creation

Click the drop-down arrow in the Select the field that contains the values you want field, and
select the field you want to search on.

Thig assistat wil guide you through the process of creating multiple groups based on the
values in 3 field,

Select the field that containg the values you want to search against.
Job Tithe: -

Enter a prefis, for the names of the groups to be created:
Job Tile: - Specialet|

Step 1of 3

— ———

[ <Back |[ Mee> || Cancel | [ Hep |

Type a prefix or name for the group in the Enter a prefix for the names of the groups field. Click
Next. The Group Creation Assistant Step 2 dialog opens.

The left pane contains the values available for grouping the data in the field you selected. These
values are sorted first by "hit" count (the highest number of records to match the criteria), then
alphabetically.



!& B g . . B
Unigue values in the “Job Title:"field.

Wiiter

Benefits Speciakst
Producer

Product Specialst
Accourt Exacutive
Associate Producer
Research Assistant
Assistant Account Executive
Broadcast Whiters
Hardware Technician
Web Page Designer
Broadcast Media Assistant
Digtal Aist

HR Specialist

Irnvoicing Clerk

Media Buyer

m 13

Working with Organizational Model Planning for Administrators

Drag values from the list on the
left and drop them on the
grouplist on the right.

Dropping a value onto a group
will add that value to the

growp.

Dropping a value onto
whitespace will result in a new
group that filters for that value.

fou may rename & group by
cicking on its name and
fyping.

Groups fo be created

6. Drag and drop the correct value to the right pane.

Note:

You can create more than one group by selecting multiple fields.

7. If you want to use multiple values from which to create the group, drag another value from the left

pane and drop it on the first value.
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Drag walues from the list on the
| left and drop them on the
Producer | grouplist on the nght.,
Product Specialist
Dropping a value onto a group
will add that value to the
Research Assistart group.
Asgestant Account Executive s
5 Ihm aw onta
T whitespace will result in a new
Hardware Technician group that filters for that vale.
Web Page Designer

Broadcast Media Assistant Yo may rename a group by
Diigital Atist clicking on its name and
HA Specialist fyping.

Invaicing Clerk
Media Buyer
Paste-up Arist
Priré Plannar

Step 2.of 3

8. If you want to create multiple groups, drag a value from the left pane and drop it in the white space of the
right pane.
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Unique values in the "Job Tiie field.

Wiriter

Producer

Product Specialist
Acoount Executive
Associate Producer
Research Assistant
Assistant Account Executive
Broadcast Witers
Hardware Technician
Web Page Designer
Broadcast Media Assistant
Digtal Artist

HR Specilist

Invaicing Clek

Media Buyer

Paste-up Adist

Priné Planmesr

Step 20of 3

Working with Organizational Model Planning for Administrators

Drag values from the list on the
left and drop them on the
grouplist on the: nght,

Dropping a value onto a group
will add that value to the

group.

Dropping & walue onto

whitespace will result in 8 new
group that filters for that valee.

You may rename a group by
clicking on its name and
typing.

You can create several groups at the same time using single or multiple values in each. When you have
created the group parameters you want, click Next.

9. The Group Creation Assistant dialog Step 3 opens, displaying the groups that will be created. If the listed
groups are correct, click Finish. if they are not correct, click Back and repeat the applicable steps 4 - 9.
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The folowing groups wil be created when you click Finish’

SpecialetHuman Resource Specialists
Specialist Product Specialist
Specialist Trawel Spacialist

Step 3of 3

I E—C — —

[ <Back ||

Finish

| [ Concel | |

Help

The Groups tab of the Search dialog displays the groups that were created using the Groups Creation

Assistant.
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[ Name [ Job Tite | Box Tille | AllFields| Groups |
W New flrssstat X T B B D R |

& & & & —

Filed Posiions. Sales Office  Specialstd . SpecialistPr.__ Seach oplions
Employee ResourceS..  Specialist g o —
| B sectedbox |8
* * T @ Mew Search
SpecialisfTr.. Telecommut. AECINE Ny
Specialist il Search within izt below
Mame: Job Title: Box Tite: Phone: Emai State:
“ | ] | L

= Emal 7 Copy 58 Microsoft Excel = Save as.

L

10. On the Style Bar, click the Groups View button to display the Filter View.

11. Click on group to display it in the Chart View.
Return to New for OrgPublisher 10

Return to Working with Organizational Model Planning

Deleting a Planning Chart

Note:
This topic is intended only for planning chart administrators.

1. Open the planning-enabled published chart in the web browser. Click the Planning button

% Organizational Flanning 11,5 putton may vary, depending on which planning option you are using.

¥ Delete

2. Click from the options list. A list of all planning charts appears.

3. Select the planning chart definition you want to delete. A message states that the task cannot be
undone and verifies that you want to delete a planning chart.

4. Click Yes. A message notifies you that the selected chart has been deleted.

Return to Working with Organizational Model Planning for Administrators
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Managing Planning Charts

Note: This topic is intended only for planning chart administrators.

When viewing a published planning-enabled chart, you can manage the planning charts.

¥ OrgPublisher|

When you click the Launch planning charts button | the first time, the standard create a chart

dialog opens.

If a planning chart already exists, you see the list of existing charts. You can create a new planning chart d New ,

[5/Open ¥ Delete

select a chart to open , or select a chart to delete
Return to Working with Organizational Model Planning Charts

Return to Working with Succession Planning Charts

Opening a Planning Chart

Note:
This topic is intended only for planning chart administrators

1. Open the planning-enabled published chart in the web browser. Click the Planning button
@ Planning

2. Select Open planning chart from the options list.

3. Click once on the planning chart definition you want to open. The selected chart opens in the same
browser window.

4. Return to the planning-enabled chart by clicking the Back button @ in the browser.

Return to Working with Organizational Model Planing for Administrators

Setting Levels for Planning Charts

Note: This topic is intended only for planning chart administrators.
When creating a new planning chart, you can determine how many levels to allow in the planning chart.

1. In the published planning-enabled chart, click the Organizational Planning button

% Organizational Flanning r1is putton may vary, depending on whether or not Succession Planning
has been enabled.
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If planning charts exist, the Organizational Planning Charts dialog opens with a list of existing

planning charts. Click the New button Ij New .

If no planning charts currently exist, the New Organizational Planning Chart dialog opens
automatically.

2. Select the Restrict planning chart size check box.
3. Use the down-arrow to select the number of levels you want to Limit chart size to field.

4. Click Create and edit chart to open the new planning chart.

Return to Working with Organizational Model Planning Charts

Storing Planning Charts

Note:
This topic is intended only for planning chart administrators.

When a secured EChart is published using the OrgPlan feature, you can store your planning charts either on the
end user's PC or the EChart web server. Planning charts can be shared via email when using the end user PC
option. When using the server option, each end user automatically has access to planning chart information that
exists at or below the user's box in the hierarchy.

Storing the planning charts on the server makes sharing them very easy, but, possibly, makes the information in
them highly vulnerable. It is essential that the folder in which they are stored is properly secured.

1. In the planning chart, select File from the Main menu then Preferences from the options list. The
Preferences dialog opens.

a

£

—

_ox ][ conce

The dialog displays the default locations set by the IT administrator. If you have the appropriate
permissions, you can select to store the planning chart on a local drive or a network location.

2. Type or browse E] to the folder on the server to store planning charts, and verify that the folder is

secure - accessible to the EChart sever but not to HTTP requests. If you are in doubt about the
security, contact your IT administrator.

3. Click OK to save the specified folder and return to the planning chart.

If you are in doubt about the security, contact your IT administrator.

Note: Planners may encounter an error when sending a planning chart created on a local machine using Microsoft

Vista. It is recommended that administrators use a secured server location.

Return to Working with Organizational Model Planning for Administrators
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Return to Working with Succession Planning for Administrators
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Adding a Succession Candidate to a Box

When you create a succession planning chart, the chart opens with no hierarchical information included because
this type of chart is meant to help you plan for successors to specific positions within your company.

Note:
Succession candidates are not included in head counts or summaries.

e Drag and drop individuals from their current box into the box of the position for which they are
candidates. You must then change the position type manually.

Return to Working with Succession Planning

Creating a New Succession Planning Chart

If published through OrgPublisher Premier, planning administrators can create a new succession planning chart,
modify an existing chart, or delete a planning chart. When in succession planning chart end users can add and
remove successors from the chart but cannot change the chart structure.

1. Open the planning-enabled chart in the web browser and click the Succession Planning button
'ﬂ' Succession Planning

2. Select Create new succession planning chart. The New Succession Planning Chart dialog opens. If
a current succession planning chart does not exist, the dialog opens as soon as you click the button.

3. Type a name for the chart if you do not want to accept the default.

4. If not already enabled by the chart administrator, you can select the Password protect this chart
check box to require typing a password whenever the chart is opened.

5. Type the Password then Retype password.

6. If you want a shortcut to the planning chart to display on your desktop, select the Create a shortcut
to the chart on my Windows desktop check box.

7. Click Create and edit chart. The browser opens the succession planning chart with the Insert

toolbar, the Generate a change report ﬂ and email (= buttons enabled. See the Generating a
Change Report procedure for detailed information.

Return to Working with Succession Planning

Creating Side-by-side Profiles

Side-by-side Profile View allows the you 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 the published chart if your chart administrator has
created side-by-side profiles.

When you have selected the side-by-side profiles you want to use, you can create a new group.

The side-by-side profiles can be printed by selecting the Profile View in the Print Wizard.
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1. Open the Profile View. The profile for the top box appears.
2. Select the name, job title, or box title in the chart you want to see in the side-by-side Profile View.

3. Click the pin button in the upper right corner to anchor the profile. The profile is anchored and moved
to the right, and a placeholder is created on the left for the next profile.

1 - X
Profile View
=z | E & 1 pinned
Photo Select a person L -
in the chart to
fill this colsmn
Hame: Russel O Heis
Job Titke: President =
History
E Previous Posgion: |
Prior Positions:
Industryy ears: 20
Dates
Birthdate: 053001854 i
Hired: 03/05/1998
Est. Retirement Da 05202019
Est. Yrs. to Retire: 10
Education
Degres: MBA -
| liwhs dre it Haruard |lnbasreiu

4. Click on another person’s name, job title, or box title (depending on the data you are profiling; you want
to compare like data fields) to populate the placeholder with the selected person’s information.

5. If the added profile is pinned, both pinned profiles move to the right, and an additional placeholder

appears.
4 = 3
Profile View
s 4 & & 1 pinned
Photo B s a
Name: i Susan N Hester Russell O Heis
Job Title: Marketing Vice President President =
History
Previous Position:  Account Executive
Prior Posiions: Product Specialist
Indusiry'earsg: 20 20
Dates
Birthdate: 0173011964 05730/1954
Hired: 121571996 00S/1998
Est. Refirement Da  01/3072029 05202019
Est. ¥rs. {o Relire: 20 10
Education
Degres: MBA MEA
1l e o Wiake Farset |lanesreiu Haruard | osrsre S
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6. Continue selecting and pinning the profiles you want, repeating Steps 2-3.

Return to Working with Succession Planning

Printing a 9 Box Matrix

If included in the published chart, you can print the 9 Box Matrix if the Print Wizard has been enabled.

1. Open your chart then open the 9 Box Matrix.

2. Click the Print button in the Main toolbar. The Print Wizard opens.
3. Select 9 Box Matrix and click Next.

4. Click Finish to print the view. The printed 9 Box Matrix includes the designations for each box, such
as High Performance-High Potential or Average Performance-Low Potential.

Return to Working with Succession Planning

Return to Previewing and Printing Charts

Saving Side-by-side Profiles as Groups

You can create groups from the displayed and pinned side-by-side profiles.

1. Select the profiles you want to use as a side-by-side profile then click on the Save the current set
of people as a new group button. The Group Editor dialog opens.

2. The default Group Name displays as Profile Group. You can keep this name or type over it with the
name you want to use.

3. Click Save. The Group Editor dialog closes and the new group is included in the Groups View. You can
select the group name from the Groups View to display the selected people in the Chart View.

Return to Working with Succession Planning

Return to Searching for and Working with Groups

Searching for Person Successor Counts

The Person succession count uses the employee ID and position type of <SC> to determine if a person is
slated for more than one position. Your organization may want to see everyone slated for more than one position.
You may also want to create groups showing people slated for 2 positions, 3 positions, etc.
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Note:

The results show only the <SC> record, not an entry for the successor's standard position. In addition, this is a
compound search. The Person succession count search option first goes through the data to find all <SC> records
in the chart. The resulting <SC> records are searched a second time is to see if any employee IDs appear on the
list more than once. Accurate employee IDs for each record must exist in your data in order to use this
option. from the menu bar, then Search from the pull-down options, or open the Search View pane in the List
View. You can also click on the Search button in the toolbar.

9.

Open the Search dialog by clicking & Search .

If you have selected a specific box in the Chart View, the Search dialog selects the Search under
selected box check box. This begins the search at that point in the chart. If you want to search the
entire chart, click the Search under selected box check box to clear it.

If you are using the Search View and want to start your search from a specific box in a chart, you
must first select a box in the Chart View and then select the Search under check box. This begins
the search at that point in the chart.

Select the All Fields tab.

In the Search field, click the drop-down arrow to select Person successor count. You can also
press the key of the first letter of the field you want to navigate through the list.

In the For field, type the number you want to search on. For instance, if you want to see how many
positions contain more than one successor, type the number 2.

In the Match field, click the down-arrow to select >= Greater than or equal to.

Click Search Now or Go G

in the lower pane.

. OrgPublisher performs the search and displays the matching records

You can save the search results as a group or perform an additional search.

Side by side profiles are limited to 6 at a time if you auto-pin the profiles in the Search View.

Return to Working with Succession Planning

Searching for Successors in a Box

This search option provides a list of people in a box containing a selected number of successors, and helps you
locate where you have no successors or too many successors for a specific position.

1.
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Open the Search dialog by selecting Edit from the menu bar, then Search from the pull-down
options, or open the Search View pane in the List View. You can also click on the Search

CPC
Search in the toolbar.

button
If you have selected a specific box in the Chart View, the Search dialog selects the Search under
selected box check box. This begins the search at that point in the chart. If you want to search the
entire chart, click the Search under selected box check box to clear it.

If you are using the Search View and want to start your search from a specific box in a chart, you
must first select a box in the Chart View and then select the Search under check box. This begins
the search at that point in the chart.

Select the All Fields tab.



9.
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In the Search field, click the drop-down arrow to select Successor(s) in a box. You can also press
the key of the first letter of the field you want to navigate through the list.

In the For field, type the number of successors in a box you want to find. For instance, if you want to
see all boxes that contain more than one successor, type 1.

In the Match field, click the down-arrow to select =Equal to.

Click Search Now or Go Go . OrgPublisher performs the search and displays the matching
records, successors and managers in the box in the lower pane.

You can save the search results as a group or perform an additional search.

Return to Working with Succession Planning

Viewing the 9 Box Matrix

If made available in the published chart, you can view the 9 Box Matrix. The matrix will either be displayed in the

chart or the 9 Box Matrix button will be enabled in the toolbar.

e  Open your chart. If the matrix is not displayed, click the 9 Box Matrix button . The 9 Box Matrix
opens.

9 Box Matrix N
Hester, Susan N.
Thomas, Frank P

Heis, Russell 0. Pink, Gregory K
Jessup, Raymont

Johnson, Bobbie
Melbram, Paul M
Stepp. Amy

Show Charted 'E [ Properties. ..

Return to Working with Succession Planning

79






Index

9

9 BOX MaAtFiX . ..eueuieenenieieeaieeeeae e 58, 77, 79
A

ACCESSIDIITY ..o 28
Add person to the Group ........cccooviiiiiiiiiiiinnne. 38
Add to list below ...... ..o 41
Adding a Group Category .......c.ccveeviieieiieiannn. 5, 35
Adding a New Group to the My groups Tab........... 37

Adding a Person to a Group in the My groups Tab .38

Adding a Succession Candidate to a Box .............. 75
Adjusting Column and Row Widths in Views.......... 21
Advanced Search ...........ccooiiiiiiiiiiii 15, 45
Advanced toolbar ..o 53
All Fields ... 28,41, 77,78
All PAgES ... 25, 60
ANA/OT e 39
Any Part of Field ........coiiiiiii e 41
B

Background is part of image ............c.cceevuenen. 25, 60
Background is part of slide .................coooie 25, 60
BOOK Style. ... oo 49
Book Style Preview..........c...ccooviennne. 14, 25, 60, 61
Book style print preview.................... 49, 51, 53, 60
Box below the supervisor boX .........c.c.ccviiiiiiiinanns 51
BOX [AYOUTS ....oeeiiiie e 51
BOX title . 21,41, 75
Boxes below the supervisor boX ..........c.c.cceviennns 51
BOX-t0-DOX ..eneeieiii e 15, 45
C

Case-sensitiVe .......ccocviiiiiiiii 41
(OF= 11T (o] o Y 2 PP 5, 35

Chain of Command .........ccoovviiiiiiiiiiiieennn. 17, 31
Chart Background..........coiiiiiiiiiiiiiiiiaens 25, 60
Chartlegend .......ccoieiiiiiiiii e 28, 53
Chart OptioNS....uiiiiiii e 25, 60
Chart Title ....oee e 25, 60

Chart View.7, 14, 17, 22, 23, 24, 26, 28, 29, 30, 31,
33, 38, 40, 41, 43, 51, 53, 61, 65, 77, 78

Clear all........ouieieii e 39
Clear all PAgES ....coviuiiiiiii e 60
Clear LiSt. ..o 16, 46
Click @and Drag.....oceeeeieeii i aaeaaes 28
COllaPSE e 29
COlON . 49
COM automation..........ccocieiiiiiiiiiiiiii e 22
Compact DOXES.....coouiiiiiiiiiieiie i 14, 53, 61
COMPAKE ..eeiii e es 39
(0] o)V AP 22,53
Copy as bitmap ....cocovieiiiiii 25, 60
Copy as metafile.......c.cooiiiiiiiii 25, 60
Copy hyperlink t0 bOX .......ccoiiiiiiiiiiiiiieeens 21
Copy hyperlink to person ..........ccoveeiviiiiieienann. 21
Copy List to Clipboard ..........ccoiiiiiiiiiiiiiiiiaas 41
Copying a Hyperlink to a Person in the Chart........ 21
Copying the Summary View .......c.cccoiiiiiiiiiiiiinans 21
Create.. ... 72
Create a shortcut to the chart ....................... 65, 75
Create and editchart .............cccoveiennnnnn. 65, 72, 75
Create multiple groups ......ccooeeiiiiiiiiiiiiiiieans 7, 65
Creating a New Planning Chart .............c..cooiienn 65
Creating a New Succession Planning Chart........... 75

Creating and Editing a Book Style Page
Customization LiSt.........ccooviiiiiiiiiiiiiene 49

81



OrgPublisher End User Help

Creating New Groups for Planning Charts Using the

Group Creation Assistant........ccccoeevvievieninanns 7, 65
Creating Side-by-side Profiles..........ccccviviieiinnnn.. 75
(O 1 PP 28
Gl e 28
CUIreNt PAge ... 25, 60
Custom field ... 23
Custom Level.. ... 24
CUSTOMIZE ... 14, 53, 61
Customizing Header and Footer Information......... 49
D
Date and time.........ooiiiiiiiiiiii e 49
Date format.........coooiiiiiiiiii e 26
Delete.. ... 72
Delete Group Definition.........cocoiuiiiiiiiiiiiiiinans 44
Deleting a Group from the My groups Tab ............ 38
Deleting a Planning Chart.........cccooeiiiiiiiiiiiennnns 71
Details ..o 15, 16, 45, 46
Display Chain of Command..................c...oc.... 17, 31
Display Whole Chart ........c.cccoiiiiiiiiiiiiienn. 26, 53
Drag and drop ....ceeeeieieie s 75
Drill BUTEONS ..ot 53
Drill-dOwn ... 24
Drilling level ... 22
Drill=UpP . 24
E
EChart ... 13, 59, 73
o 78
Edit Group Definitio .......coooiiiiiiiiii s 44

Editing a Group Definition in the My groups Tab....39

EffeCtS oo 49
email address ....oouiniii i 43
ENd Of @ FOW ...nein e 53

82

End User Accessibility.........cooooiiiiiiiiiiiiiiiins 28
Enter a prefix for the names of the groups........ 7, 65
Enter Password ........cocoieieieiiiieeeeeeeas 23
Enter Search teXt........cooviiiiiiiiiiiiiiieieees 28
EQUAl T0. . e 78
EVeryone group ..o 39
EXCel. e 15, 44, 45
EXPaNd. ... 29
EXPOrt e 44
EXPOIrt @ GrOUP . .uueee e e eeee 39
Exporting and Importing Groups from the My groups
TaD 39
F
F KEY - et 28
File oo 49, 51, 53, 58, 60, 73
File Download..........ccooiiiiiiiiiiiiieeeeeee 13, 59
Filter VIeW ..o 7, 40, 44, 65
FINd 28
FiNd NeXt......ooiii e 24, 28
FONt. . 49
Font Customization ...........cccoviiiiiiiiiiieeeens 49
FONE Style ..o 49
FOOer ..o 14, 49, 61
F O 78
G
Generate a change report .........ocvvviiiiiiiiiienns 65
GO e 15, 16, 43, 45, 46, 77, 78
Going to the Top of the Displayed Chart .............. 22
Graphs ..o 59
Greater thanorequal tO.......ccooeiviiiiiiiiiiiienns 77
Greater-than Sign ........coiiiiiiiiiie 29
GrOUP. .o 28, 40, 75
Group Creation Assistant ..............ccoevieiiiennnn.. 7, 65



Group Data Files ......cooiiiiiii e 39
Group Definition.......ccoooiiiii i 44
Group Editor........coveivinieninnns 5, 35, 39, 41, 44, 77
Group label ......coiiiiii 49
Group NaAME ..o 41, 77
Groups......... 5,7, 15, 35, 38, 40, 41, 43, 44, 45, 65
H

Head CouNnts ..o 26
Header/Footer ..........ccoooiiiiiiiiiiiiiiiiian, 14, 49, 61
Heading ..o 26
Hide secondary fields..........c.coceiiiiinianen. 14, 53, 61
Hierarchical drawing standards ...........c.c.ccevieenns 53
Hierarchically logical bOX.........ccocviiiiiiiiiiiiiinans 49
Hierarchy ... 17, 31
Highlight search results inchart.......................... 43
Horizontal ... 51, 53
HOTSPOT IINK ... 3
Hover Profile..... ..o 33

How to Tell if You're Working with a Thin Client or

PluginX Chart......coooiiiiii e 3
HYPErlink ... 21
I
ICON Lo 28, 34
I e 77
Image OPLioONS .....oiiiiiei e 25, 60
1] 10 P 44
IMPOKrt @ GroUP ....veieie e 39
INclude INAeX.......ocvuieiniiiieeeeeas 13, 59
Include Legend ... ..o 58
Individual boxes below the supervisor box............ 51
J
JOD e 23
Job title ..o 21,41, 75

Index

K

Keyboard command ... 28
L

LAY OUL. .. 14, 61
Layout 1.....coooiiiiiiiiiiiiiiiieieeeeees 14, 51, 53, 61
Layout 2. ...ooiiiiiiiiiii e 14, 51, 53, 61
Layout 3 ... i 51, 53
Layout 4 ... 14, 51, 53, 61
LAYOULS .. e 53
Levels ...cooieiiiiiiian.n. 14, 17, 24, 28, 31, 51, 53, 61
Limit chart Size 10 ......cooeiiiiiii s 72
S 15, 16, 45, 46
LISt VIEW ..o, 17, 23, 24, 26, 31
Locating Information with the List View ............... 23
Locating Information with the Tree View.............. 23
LOOK FOr ..o 15, 16, 45, 46
M

Making the Chart Work for YoU .......ccoovvviiiiiininns. 1
Managing Planning Charts............cooiiiiiiiiinnnn. 72
MatCh ... 78
Match Case .......couvuiiiiiiii e 39, 41
Match Whole Field.........c.ccoooiiiiiieeens 41
Matching record..........ccoveeiiiiiiiennnn.. 15, 16, 45, 46
MatrixX reporting.....o.ooeiieiieii i 34
MINUS Lo 29
MOUSE CUISOI ...oviiiiiiiiiiiiiiii e 28, 33, 34
MOVE AOWN ...eeieeiie e 53
MoVe left ... 53
MOVE gt .. 53
MOVE UP e e e 53
MOVE UP OF dOWN ...uiiiiiiiiii et 24
Multiple people listed in @ bOX .......c.cccoiiiiiiinns 21
Multiple relationships .........cooiiiiiiiiiiiians 34

83



OrgPublisher End User Help

Multiple values........coooiiiiiii i 7, 65
My groups............... 1, 3, 37, 38, 39, 40, 43, 44, 65
N

N K EY e 28
NAME oo 21, 23,41, 75
NEW GIOUP ..ttt et et eeas 37
New Group Definition.........ccoviiiiiiiiiiiiiieens 44
New Planning Chart ..., 65, 72
New succession planning chart...............c..caee. 75
NEXE PAgE ... e 53
Number of OrgChart levels ............c.cooeiiintn. 13, 59
Number of SUCCESSOrS........vuiuiiiiiiiieieieieeeeeeene 78
o

OCG ittt ettt 39
ONE PAgE ..ttt 53
L6 o o 72
Open planning chart ... 72
Opening a Password Protected Chart ................... 23
Opening a Planning Chart...........cccooviiiiiiiiiinanen. 72
Opening a Selected Group in the Chart View......... 40
Opening and Pinning the Styles View ................... 24
Optimization SettingS ......cooviiiiiiiiiiii i 51
Optimizing chart bOXes .........ccooiiiiiiiiiiiiiae, 53
Organizational Model Planning ...................... 72,73
Organizational Planning Charts ..............cooeievenen. 72
OrieNntation .......cooiiiiiiii e 14, 61
OULIINE. ... 29
P

Page customization list .........cccoviiiiiiiiiiiiiinans 49
Page Range ........ccooiiiiiiiiiiiiiice e 25, 60
Page thumbnails ... 60
PagES e 25, 60
Paper SIZe .....oiiiiiiii i 14, 61

84

Password........cooviiiiiiiiiii i 23, 65, 75
Password protect this chart................ccoel 65, 75
Paste ....oooiii 22
P . e e 13, 59
PermIiSSIONS ....uiuiiiiiii e eeas 73
PeIrSON. ..o 23
Person succession COUNt .........c.cuviuiuiuininaiieannans 77
Person's location in the chart ............................ 21
PN 15, 34, 45, 75
Pin the Style VIeW ..o 24
Pinned profiles ......ccoiiiiiiiii 75
Placeholder ..o 75
Planning «..oonei i 72
Planning chart............cocevieiinnie. 17,31, 71,72,73
Planning-enabled chart............ 1,17,31,65,71,72
PIUGINX e 3
PIUS 29
POSItIONS ... 23,75
PowerPoint...... ... 25, 60
PowerPoint OptioNS ... ....ccvvviiiiiiieiieieeens 25, 60
PowerPoint Preview.............cccoviiiiiiiiienenennnnns. 25, 60
Preferences........oooviiiiiii 73
Previewing and Printing a Book Style Chart.......... 51
Previewing and Printing a Wall Style Chart........... 53
Previous page .....coveieiiiiiiii e 53
Primary email........ooooiiiiii 43
Print.. ..o 51, 59
Print Header/Footer OptionS.........ccccvvvivineieinanen. 51
Printall levels ... 14, 61
Print Header/Footer Options............... 14, 49, 53, 61
PNt ICON ...t 60
Printlegend ..o 58
Print on multiple pages.......c.ccoovviiiiiiiiiiiinans 53



Print only selected pages........ccoovveiiiiiiiieiieiinnnn. 51
Print OptionNS ....coiviiiii i 51, 53, 58
Print preview .........c.coevenen. 14, 49, 51, 53, 60, 61
Print Preview Type.......cooviiiiiiiiiiiienenen 51, 53, 60
Print Settings.......ooeieiiiiiiii e 14, 61
Print Setup ....cooeiiiiii 14, 51, 53, 61
Print Wizard...........c.ooooiiine 51, 53, 58, 59, 77
Printer ... 14, 61
Printing @ 9 BoX MatriX......c.cooevuiieiuiieneniennnne. 58, 77
Printing a Chart Legend .........cocoiiiiiiiiiiiiiiianens 58
Printing a Workforce Analysis Graph .................... 59
Printing the Published EChart as PDF ............. 13, 59
Printing TIPS coeeei i 51, 53
Profile Group .....ooeviiiiii i 41, 77
Profile View .......c.ccoviiinnenee. 15, 27, 30, 33, 45, 75
Published chart ... 1
Put employees in box below manager .................. 53
Put employees in box with manager ......... 14, 53, 61
Q

Quick Search Results ..........c.ccoiiienn 15, 16, 45, 46
R

Real-time charting.........coooiiiiii s 1
Re-Centers ... 23
Remember my password..........ccooceieviiiiiiiiniiennnns 23
REMOVE ... 39
Remove person from group ........ccceeevieieiiinnnnennnns 40
Remove selected items ...........cccoiiiiiiiiiinn, 49

Removing a Person from a Group in the My groups

LI Lo PP 40
Report to iNStanNCes .......coeviiiiiiiiiiiiiii e 34
Reporting bOXesS ..o 22
RESEL. . s 51, 53
[T 4 < 3,21

Index

Restrict planning chart size ..........c.ocoocviiinnn 65, 72
Retype password .........ccovieiiiiiiiii i 75
Right-click menu...........ooo 37, 40
ROW SIZE...uiiiiiiie e 51
S

Same box as the supervisor...........cccoevvieiian... 51
SAMPIE. e 49
SAVE AS ..o 39
SAVE AS GrOUP . ..ueiiei it et eaaes 41, 44

Save the current set of people as a new group 41, 77

Saving Side-by-side Profiles as Groups........... 41,77
Screen reading SOftware ..........occvveviiiieiiiiiieanns 28
SCrOll e 24
SCIOHING e s 28
Search ... 7,24, 44, 65
Search criteria.........ooooiiiii 43
Search Field ... 5, 35, 39
Search Mode ..........cooiiiiiiiiiiieee 15, 45
Search NOW ..., 39,41,77,78
Search OptioNS ..o 41
Search Results ... 44
Search UNder .........oooviiiiiiiiiie e 78
Search under selected bOX..........c.covveiennnn. 41, 77

Search View...15, 26, 34, 38, 39, 40, 41, 43, 44, 45,
77,78

Search within list below..........c.cocooiiiiiinnnnn. 41
Searching Charts ........ccooiiiiiiiieee 41
Searching for Person Successor Counts ............... 77
Searching for Successors in @ BOX......c.ccevieiieinannn 78
SECUNITY ettt 73
SeleCt @ GIrOUP ..uiiiiiiee e 38
Select all ...oeeeii 39
Select all pages to print.......c.cooevvieiiiiiiienenenen. 60

85



OrgPublisher End User Help

Select fields to print ... 14, 61
SeleCt FONt ... 49
Select Groups to EXPOrt .......ccccvuvieieiiiiiiiiiennenns 39

Select the field that contains the values you want ..7,
65

Selecting Drilling OptioNs .......ccooiiiiiiiiiiiiiiiene 24
Selecting Pages to Print in Book Style Preview ...... 60
Selective printing mode enabled.......................... 60
Send email tO grouUp ....coeiiiiiii i 3
Send to PDF ..o 13, 59

Sending Email to a Group in the My groups Tab ....43

Sending the Chart to Microsoft PowerPoint ..... 25, 60
Setting Levels for Planning Charts ....................... 72
Setting the Top of Chart.........c.cooiiiiiiiiiiin, 26
SettingS .o 25, 49, 58, 60
Show Drill BULEONS......cooviiiiiiiiiieeee 25, 60
Show Or hide ..o 53
SNOW PreVIeW .....ciiiiiiiiiei i 51
Side-by-side Profile View........c.ccooviiiiiiiiiiiinan. 75
Side-by-side profiles.........c..cccoeiieiant 41, 51, 53, 77
Simple searches..........cooiiiiiii 1
Single field searching..........c.ccioiiiiiiiiiiin, 1,41
Sz 49
SMart LINKS ....o.oiiiiie s 3
Smart Search .......coooiiiiiiii s 15, 45
Sort order ... 26
Sorting the LiSt VIeW. ..o 26
SoUNdS LK. 41
SOUMCE .. et 14, 61
SPOthighting .. .o 43
Spotlighting Search Results or Groups in the Chart
VIBW e 43
Start of Field ... 41
Storing Planning Charts .........c.ccooiiiiiiiiiiiiiiiene.. 73

86

SEYIE BaAr .o 40
StYIES VIEW .. 24
Subheadings .....oviuiiii e 27
Succession planning......... 41,58, 73, 75, 77, 78, 79
SUCCESSON e 77,78
Successor(s) iN aboX ..o 78
SUMMArY VIEW ..o 21, 59
SYMDOIS ... 29
T

Thin Client ..o 1, 3, 14, 61
Thumbnail VIEW ... 53
Thumbnails ... 14, 61
LI L= PP 49
Title is part of Image ........coooviiiiiiiiiiiiine. 25, 60
Title is part of slide ..o 25, 60
LI PP 43
Toolbar Search ........cccoviiiiiiieeens 16, 46
Top of Chart......cooiiiii 24, 53
Top of page (Book style printing) ........cccoveevieinnn. 49
Tree VIBW ..o 23, 29
TWO Page . . 53
U

UNderliNe. ..o 49
Understanding Profile View Subheadings.............. 27
Understanding the Chart Legend..............c.ccocaiut 28
16 75 o o PP 40, 53
UNIOCK . .. 23
Use currently open presentation .................... 25, 60
Use narrow font............ooooiiiiiiiiiiiinnns. 14, 53, 61
Use Print Wizard .......c.coooieiiiiiiiiieieeeeeas 58
Using Click and Drag Scrolling .......c.ccccooviiiiennnn. 28
Using OrgPublisher in Accessibility Mode............... 28



Using Print Preview Enhancements to Print Charts 14,
61

Using the My groups Tab in the Search Dialog ...... 44
Using the Smart Search Option..................... 15, 45
Using the Symbol Indicators in Tree View............. 29

Using the Toolbar Search with Quick Search Results

.............................................................. 16, 46
\%
ValUe ... 5, 35, 39
Values ... 7, 65
Vertical ... 51, 53
Vertical lines..... ... 53
VIBW .o 22, 26
Viewing a Chain of Command ............c...ccoeuet 17, 31
Viewing Information in the Profile View................ 30
Viewing Search Results in Microsoft Excel............. 44
Viewing the 9 BoxX MatriX........c.covieiiiiiiiiiiiiiinnann. 79
Viewing the Hover Profile ........c..cooooiiiiinnt. 33

Index

Viewing the Matrix Reporting Hover Display ......... 34
VIBWS .. e 3
w

Wall Chart ... e 49
Wall chart preview ..........coovoviiiiiiiiiiiine. 25, 60
Wall chart print preview.........c.cooooeviiiiiiiiiinnnn.. 53
Wall Style preview .......c.ccoovieiiiiiiiiiiiiinne. 14, 61
WaArNING ..o 38
Workforce Analysis Graph..........ccoooiiiiiiiiiiin.. 59
Z

740 o ] 1 1 3, 14, 61
Z00M FaCTON ..o 28
ZoOM N Lo 28, 53
ZOOM OUT ...t 28, 53
AeTo] ¢ o I o1=T o1=T o | SR 53
Z00mM O fit ..o 51

87



	End User Help
	Making the Chart Work for You
	Working with a PluginX chart

	How to Tell if You're Working with a Thin Client or PluginX Chart
	New for OrgPublisher 10
	Adding a Group Category
	Creating New Groups for Planning Charts Using the Group Creation Assistant
	Printing the Published EChart as PDF
	Using Print Preview Enhancements to Print Charts
	Using the Smart Search Option
	Using the Toolbar Search with Quick Search Results
	Viewing a Chain of Command

	General Chart and View Capabilities
	Adjusting Column and Row Widths in Views
	Copying a Hyperlink to a Person in the Chart
	Copying the Summary View
	Embedding or Copying Charts
	Going to the Top of the Displayed Chart
	Locating Information with the List View
	Locating Information with the Tree View
	Opening a Password Protected Chart
	Opening and Pinning the Styles View
	Selecting Drilling Options
	Sending the Chart to Microsoft PowerPoint
	Setting the Top of Chart
	Sorting the List View
	Understanding Profile View Subheadings
	Understanding the Chart Legend
	Using Click and Drag Scrolling
	Using OrgPublisher in Accessibility Mode
	Using the Symbol Indicators in Tree View
	Viewing Information in the Profile View
	Viewing a Chain of Command
	Viewing the Hover Profile
	Viewing the Matrix Reporting Hover Display

	Searching for and Working with Groups
	Adding a Group Category
	Adding a New Group to the My groups Tab
	Adding a group using the right-click menu

	Adding a Person to a Group in the My groups Tab
	Deleting a Group from the My groups Tab
	Editing a Group Definition in the My groups Tab
	Exporting and Importing Groups from the My groups Tab
	Export a Group
	Import a Group

	Opening a Selected Group in the Chart View
	Removing a Person from a Group in the My groups Tab
	Saving Side-by-side Profiles as Groups
	Searching Charts
	Sending Email to a Group in the My groups Tab
	Spotlighting Search Results or Groups in the Chart View
	Using the My groups Tab in the Search Dialog
	Viewing Search Results in Microsoft Excel
	Open your search results from the Search dialog in Microsoft Excel.

	Using the Smart Search Option
	Using the Toolbar Search with Quick Search Results

	Previewing and Printing Charts
	Creating and Editing a Book Style Page Customization List
	Customizing Header and Footer Information
	Previewing and Printing a Book Style Chart
	Previewing and Printing a Wall Style Chart
	Printing a 9 Box Matrix
	Printing a Chart Legend
	Printing a Workforce Analysis Graph
	Printing the Published EChart as PDF
	Selecting Pages to Print in Book Style Preview
	Sending the Chart to Microsoft PowerPoint
	Using Print Preview Enhancements to Print Charts

	Working with Organizational Model Planning for Administrators
	Creating a New Planning Chart
	Creating New Groups for Planning Charts Using the Group Creation Assistant
	Deleting a Planning Chart
	Managing Planning Charts
	Opening a Planning Chart
	Setting Levels for Planning Charts
	Storing Planning Charts

	Working with Succession Planning for Administrators
	Adding a Succession Candidate to a Box
	Creating a New Succession Planning Chart
	Creating Side-by-side Profiles
	Printing a 9 Box Matrix
	Saving Side-by-side Profiles as Groups
	Searching for Person Successor Counts
	Searching for Successors in a Box
	Viewing the 9 Box Matrix

	Index

