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INTRODUCTION

Welcome to OrgChart Professional and OrgChart Platinum, the premiere application for all your chart creation
needs. With its dynamic and powerful interface, the designing of any chart — from the layout of a single
department to the hierarchy of an entire corporation — is just a few mouse clicks away.

This is possible because OrgChart’s unique workflow allows complex structures to be organized simply, quickly
and efficiently. Whether you prefer dragging and dropping or simply double clicking, changes ranging from the
universal to the individual are immediately applied to whatever element you choose.

To further increase productivity, the work environment can be customized and rearranged to meet your
personal preferences. Never use a menu? Simply hide it. Like a toolbar on the bottom instead of the top? Just
re-dock it. Have what you want, when you want, where you want it.

To make certain that your charts get the attention they deserve, OrgChart also provides a wide range of
themes, backgrounds, borders and unique shapes to make presentations that people don’t just have to look
at, but ones they want to look at (see below).
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The following chapters will introduce you to the OrgChart work environment, teach you to master its powerful
tools, and ultimately show you how to present your final, polished vision to the world. So, let’s get started and

make those charts a reality!

(Please visit us online at http://www.orgchartpro.com for additional tips, tutorials and the latest events in the

OrgChart world.)
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QUICK START GUIDE: ORGCHART OVERVIEW
Let’s start with a quick overview of the OrgChart application. Designed with you in mind, it is easy to use and

easy to learn. OrgChart lets you quickly build simple or very complex organizational charts.

OrgChart also provides a wide range of themes, backgrounds, borders and shapes to make informative,
attention-getting presentations.
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1. Chart Formatting. The program is organized using Tabs that make it easy to complete a function or
task.

2. Chart Design. This area contains drag— and— drop tools to add boxes and shapes to the chart.
3. Chart Worksheet. This area is where you will build your chart.

4. Position Profile. Any box selected will show its data in this window.
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QUICK START GUIDE: BUILDING A CHART IN MINUTES

Creating eye— popping org charts is fun and easy. In this section, we will show you how to build the following
chart in three 5-minute tutorials.

OrgChart Professional

Note: details on each step and many other incredible functions, options and resources for chart creation are
covered in-depth in other parts of this manual.

Okay, let’s get started!
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PART 1: BUILDING A 3D CHART IN 5 MINUTES
1. Open a new OrgChart by pressing the File Tab and then the New button.

OrgChart Professional - OrgChart2

Available Templates

Open

Save

Save As

Blank Project 1ntroduction 25 boxes on purple gradient 30 boxes with the applied s
Import background

Or select the quick link at the top left corner of the program.

II IIIIEEL:;;';.:* ;
FILE HOR GROUPIMG Ir

-y o
A new OrgChart will appear with a single component on screen.

2. Setthe Zoom level to 100% by clicking in the View tab and using the Zoom Toolbar and either picking
100% from the drop-down menu or using your mouse scroll wheel (recommended).

4 )

WIEW

Levels Q Gl Gl Fit to Wirndaow -

Level 2 -
100% Zoom Zoom

@ @ In Cut

Chart Zoom /

3. Go to the Chart Design Palette (on the left side of the screen) and open up the Components area (by
clicking on the Components title bar).
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Chart Design - x

Components

il

Assistant

Pasition
A

fultiple 3 Positions

T [I:I
e { —
—_ —

Text block Skaff

%g [gf
Team Fral

me Crynammic

Conmeckar
a 5

Image Legend Image

Shapes

AutoTexts

4. Scroll down the list of components and choose the component labeled 3 Positions.

Campanents
Position Assiskank
rMNGple Positions

5. Holding down the Left mouse button, drag the 3 Positions icon from the Components area and

drop it directly onto the on-screen component (an icon will indicate that the component is in the
correct position).

- *------- n
! Name '
ﬂ,] Title ﬂ.]
oo R

6. You will now have a parent component with 3 subordinate components. It will look like this:
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Name
Title =
| |
Name Name Name
Title Title Title

7. You now have a basic chart. But plain boxes are pretty boring, so let’s jazz things up by giving our
components unique shapes for each level.

8. Select the bottom three components by holding down the Left mouse button and dragging an area
slightly larger than the components you want to select.

=
[+]
3
[1]
=
 w
3
4]
=
[+4]
3
[1]

When you release the mouse button, the selected components will appear with dotted lines around
them. (Note: sometimes they will also appear with either arrows or small boxes on each node — as in
these illustrations — depending if you are in Move or Resize mode.)

Name

Title =
B------ |£ ——————— 0 B------ B------- O B------- |£ ——————— o
X Name o Name o Name i
b Title v " Title v 4 Title v
B------ o--—--- A B------ . N A B------ s N a

9. Open up the Shapes area of the Chart Design Palette by clicking on Shapes.
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Components
Shapes

L1 O °
Rectangle Rounded

Rectangle

0 O

Chevron  Folder Shape

10. Scroll down and select Folder Shape. Just as you did in Step 4, hold down the Left mouse button, drag
the Folder Shape icon from the Shapes area and drop it on to any of three highlighted components.

Name

Title =
B------ |£ ——————— B B------ B------- B B------ |£ ——————— o
X Name i l:'] Name | l:'] Name Ii_l
X Title ! Title v Title !
B------ R — o u M —_ o B------ R o

Release the icon. All the selected components will now have folder shapes.

Name
Title =

Name Name Name
Title Title Title

11. Now our chart has distinct shapes for each level, but it still looks flat. We'll give the components a nice

three-dimensional feel by creating Drop Shadows.

12. To create Drop Shadows, select all the components by holding down the Left mouse button and
dragging an area slightly larger than all the components (see below).

Name Name Name
Title Title Title
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Release the mouse and they will all be selected.

fr------- B-----o- -
! Name '
o Title = 4

b Name . b Name . Name .
| Title - Title b Title '
[ g------ O ST g------ 4 g------- g------ 4

13. With all the components still selected, Right mouse click in an empty area of any of the components.
This will launch a pop-up menu.

B T E
' Name '
o Title g%

& Name . & Name . & Name .

. Title Tt Title T " Title :

. !

O------- O------ # m------- O---- Disconnect from »E--18
Division L4

Co-Managers Group  *
Vertical Group L4

& Cut Ctrl+X, Shift+Del

Copy Ctrl+Ins, Ctrl+C
Paste Shift+Ins, Ctrl+V

» Delete Del
Format

3
Arrange Style L4
Arrange Subordinates *
3
3

Arrange Assistants
View Herizontal Alignment 4

Layout 4 Vertical Alignment 4

Properties... Alt+Enter Drop Shadow

v Text Wrap L\\)
v AutoAdjust Size
Hide Shape

14. In the pop— up menu go to View > Drop Shadow (shown above).

15. Choose Drop Shadow. Click in an empty area of the chart to de— select the components. Notice that
the drop shadows are present, giving the components a nice three— dimensional feel (see below).
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Name
Title =

Name Name Name
Title Title Title

16. The basic OrgChart is complete. Now let’s save it. To save your chart, go to the File tab and click on
Save As.

Save As Save As )

_ [ Computer Savein. [ 54 Dems ¥ 6@ e m
@ Computer Recent Folders

&) aresnbax step 1
Open
+ Add a Place

{ Orgthart1 Dacumentation Example
My Recent Orgchart1 for document

Save Documents Orachartz11
— 54 Demo 1
=
Save As @
Deskiap
Import
Print J
My Documerts
Print Outline
i
My Camputer
Browse
Publish - |
' File name: | OraChan Tutorial 11| v Save
ETED MyMNelwork | Save sstype: | Projects [“toc) v [ cemcel |
Close [J5ave sub-charts [J5ave Current Chart Tab

17. When the Save As menu appears, type in the words “OrgChart Tutorial 1” and click ENTER.

Congratulations! You have just created an OrgChart in record time! When you are ready, move on to the
next 5-minute segment where you will learn how to enter information into the chart you just created.
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PART 2: CUSTOMIZING DATA FIELDS IN 5 MINUTES

This lesson uses the chart you created in Part 1. To load that chart, go to File tab and click on Open, choose the
file named OrgChart Tutorial 1 and click Open. The chart will appear in the Main Work area.

In the previous lesson, you learned how to make a 3D chart with components that were unique on the outside.
Now it is time to learn how to make components that are unique on the inside.

The different areas inside a component are known as data fields. Data fields can hold many types of information
including text, attachments and even images. In this exercise, we are going to customize the Name and Title

data fields of our components.

Although there are many ways to do this, we will concentrate solely on using the Box Item menu (located by
default on the lower left side of the screen, directly below the Chart Design Palette) to make our changes.

Box Item X
- -- g----- o
S Al Columns "7 i Name i
Mame [Marme] - .
itle
Title [Title] : [Title] :
Division Chart 1 B----- O----- a
Supervisor  [Mone] -

Box Item pane shows data fields contained in a box record

Important: the Box Item menu only becomes active when a component is selected. If no component is selected
then it will appear empty with no data fields present.

Now that you are familiar with the basic principles of data fields, let’s move on to the step— by— step process
of using the Box Item menu to customize the names and titles of each component.

1. Let’s start by naming the Parent component. To do this, click on the Parent component (the top one).

fr--mm- T o
! Name ]
? Title = 4
Bo-ooomoo s P 5]

Name Name Name
Title Title Title

Notice that the Box Item menu is now active and is displaying the component’s data fields.
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5.

16

To alter a data field, simply double click the field inside the Box Item menu (to make it editable) and
type the new information into the (highlighted) area.

With the parent still selected, double click inside the Name field in the Box Item menu, type in the
word “Parent” and hit the ENTER key.

Box Item x

B H------- |

S Al Columns - é] Parent I.:I

Tanne Parent FY :

Title orgChart ! OrgChart !

Divisian Chart 1 B------- O------ 4
Supervisor  [Mone] -

Box item pane with “Parent” in name field and “Orgchart” in title field

Hitting ENTER applies the change to the on— screen component. It also highlights the next lower data
field in the Box Item menu and makes it editable (in this example, the Title field).

In the Title field, type in the word “OrgChart” (see above) and hit ENTER. The title will appear on—

screen.
Repeat Steps 2 & 3 for each subordinate component.

To do this, select the subordinate component on the left side and type “Child 1” into the Name field
and “Subordinate” into the Title field.

Do the same with the other components, typing “Child 2” and “Child 3” into each respective Name
field and “Subordinate” into the Title fields of both. Type in both the Name and Title fields for each
subordinate component BEFORE moving on to the next.

Notice that OrgChart remembers the last entry entered into a field (regardless of component) and
displays it — making re— typing the same information unnecessary.

When you are done, the chart should look like this:

Parent
CrgChart 3

Child 2
Subordinate

To save this chart, go to the File tab and click on Save As, type in the name “OrgChart Tutorial 2” and
click Save (also see Part 1, Steps 15 & 16).

Child3
Subordinate

Child 1
Subordinate
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Congratulations! You have now learned the basics of data fields and how to customize the names and titles for
each component. The final tutorial in this section will show you how to add colors, titles, designs and more to
give your chart a polished, professional look.
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PART 3: MAKING YOUR CHART LOOK PROFESSIONAL IN 5 MINUTES
This lesson uses the chart built in Part 2. To load the chart, go to File > Open, choose the file named OrgChart
Tutorial 2 and click Open. The chart will appear in the Main Work area.

You now have a fully functional OrgChart. Now let’s snazz it up by adding colors, a design, a title and even

arranging all the elements in an eye pleasing fashion.

1. First, let’s set up our work area so we can see the entire chart. To do this, go to the Zoom Toolbar on
the View tab and choose Fit to Window from the drop-down menu, or click in the box and use the

mouse scroll wheel.

Parent
QOrgChart =]

I L
Child 2 Child 3
Subordinate Subordinate

I
Child 1
Subordinate

2. Next, let’s automatically resize the components so they fill the page nicely. To do this, simply click the
Page Layout tab and click the Fit to Page button.

PAGE LAYOUT

iy L] I—ﬁs:l_—l Mal
G Y RS
Top  Pages Fit to |Size and Auto

Margin Page |Position  Fit
Page Chart

The chart will now appear like this (see below):

Parent
CrgChart [

I
Child 1 Child 2 Child 3
Subordinate Subordinate Subordinate

3. Now that the basics of our components are set up, it’s time to put them on a nice background. Go to

the Design tab and select Background.

DESIGN

@ ol |l&l &) | Q=

Theme} Background JEorder Show Apply Styles
=2 = Background | Template =
Chart Templates EBox
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4. Scroll down and select Grid.

Chart Background x

A - bpplyTa

Circuit Board
Enlire Chart
Curent Division

Sea
Division and below

Deco Green

arid

|

(Lavender Cancel

OREL]

—d - Help

5. To apply the theme, hold down the Left mouse button, drag the Grid icon from the Backgrounds area
and drop it anywhere on the chart. Notice that an attractive grid design now appears behind the

components (see below):

Parent
OrgChart =

Child 1 Child 2 Child 3
Subordinate Subordinate Subordinate

6. Now let’s apply some colors. There are many ways to add colors to a chart and its components, but
the easiest is to simply use a Theme. Themes are color coordinated, professional designs that can be

applied by simply dragging and dropping them on to a chart.

To apply a theme, go to the Design tab and click on the Theme icon.
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[& x
Default A|| [ Appl To:
_ Entire Chart
Absinkh
Current Divizion
— Diivizion and belaw
|CaFe
Lavender
R |

LCancel

xm Rays

| £

Help

7. Important: in default mode, themes do not affect the look or color of the components.

To have components adopt a theme’s attributes, first select all the components by holding down the
Left mouse button and dragging an area slightly larger than all the components, or by clicking Ctrl+A.

Once all the components are selected, Right-click over one of them and select Format and then Force
Apply Theme (see below):

Shape |

Disconnect from r

Co-Managers Group  #

Vertical Group L4
BT sy
Arrange Style L4 Font Style...

Arrange Subordinates ¥ Border Style...
Arrange Assistants L4 Connector Style...
View ¥ | B Shape Style...
Layout g

Group Area Fill Style...
Properties... Alt+Enter Group Area Border Style..
&) Group Area Shape Style...

Copy Style
Paste Style

Force Apply Theme

Choosing this will force the theme to be applied to the components in addition to other chart (and

workplace) elements.

8. Scroll down and select Lavender. Hold down the Left mouse button, drag the Lavender icon from the
Themes. Notice that a color scheme and pattern is applied to the entire chart and all the components
(see below):
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: —
Child 1 || Child 2 childz |
Subordinate i Subordinate Subordinate |

Remember, backgrounds and borders can be applied using the same steps.

9. The next step will be to name our chart. To do this, go to the Chart Design Palette and click on the
AutoTexts bar.

Components
Shapes

AutoTexts

CGHART :DII'IFIG-IDN_.
?ﬂJ ?ﬂJ

Chart Title  Division Title

Select Chart Title. To apply, hold down the Left mouse button, drag the Division Title icon from the
AutoTexts area and drop it in the center of the chart below the components. (Notice that the default
name of “Chart 1” appears in the element).

10. To change the name that appears in the Chart Title AutoText element, go to the tab at the bottom of

the chart.
L LI M 1Drgchart Professional !I
I

You can change this by double clicking on the tab and then typing the new name (i.e., OrgChart

Professional)

11. Alternately you can click on the Data Outline View at the bottom of the Main Work area, then click on
the Divisions View tab (see below).
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‘H 4 0 M !Chartl! 4

Chart 1

12. Click on the word “Chart 1” and Right mouse click to launch a pop— up menu (see below):

E Rename Chart/Division ﬁ

Enter new name

I OrgChart Professional

Ok I Cancel

13. Type in the words “OrgChart Professional” and hit Enter or click OK to apply the changes. The new title
will appear in the on—screen AutoText.

14. The text in the AutoText Chart Title element is too small, so to make it larger, click in the AutoText. A
dark box will appear around the text to indicate that it is editable. With the text still selected, go to
the Home tab on the Font section and do the following:

a. Click on the Font Type drop down box and choose Arial (if this is not already present by
default).

b. Click on the Font Style drop down box and choose Bold.

Click on the Font Size drop down box and choose the number “28” (see below).

BE9-C s

FILE HOME | GROUPING  INSERT  PAGE LAYOUT
i =7 =l=-
i " ~l_
B I u i - =
2%
t: Alignm
48 -Profit
72 s | O
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15. The changes will be applied automatically. Your chart will now appear very similar to the following
example:

Child 1 Child 2 Child 3
Subordinate Subordinate Subordinate

OrgChart Professional

16. We're almost done! All the elements are now present; now we just have to arrange them in an
attractive pattern. To do this, we will move the components to the middle of the chart and center the
title.

17. Components can only be moved when you are in Move mode. To enter Move mode, go to the Home
tab and click the Move mode button (located in the Tools section). (Note: the Move mode button is a
toggle switch which turns on and off if selected repeatedly, so you may need to press it twice to get
into Move mode.)

= =
Auto

Arrange ~
Tools Style

4+ Move Mode (Ctrl=R)

Maove Mode shows selected boxes
with green arrows and red x's.
Boxes can be moved by dragging
on a green arrow, (Ctrl=R will
toggle between Move and Resize
modes.)

18. To move a group of components, click on the group’s parent. Green arrows will appear on the parent’s
nodes to indicate which directions are available for movement. Red “X”s will indicate directions that
are not available (see below).
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19. Grab the green down arrow on the parent component and while holding down the Left mouse button
drag downward to place the entire group in the middle of the chart.

20. To center the title, simply grab the title (the words “OrgChart Professional”) and holding down the Left
mouse button, drag it to the center of the screen. Your final result should look like this:

OrgChart Professional

Congratulations! You have completed your first polished OrgChart! For more detailed information on all of the
processes covered in this tutorial, please see the rest of the manual. Additional tips and resources are also
available online at http.// www.officeworksoftware.com
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CHAPTER 1: ORGCHART BASICS

This chapter will introduce you to the OrgChart environment, teach you how to customize the workspace and
outline many powerful and diverse chart making tools. (Note: screens may appear slightly different on different
systems.)

WELCOME SCREEN

When OrgChart Professional loads, the user is greeted with the Welcome Screen.

50 RN

MNew Chart Import Wizard

Gemng Sared

This interface is active by default and contains a variety of tools to quickly and efficiently facilitate the chart

making process.
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INTERFACE OVERVIEW

OrgChart’s Interface

| BdR-c = OrgChart Professional - Greenbox 7 - O
HOME GROUFING INSERT PAGE LAYOUT DATA DESIGN VIEW ~ STYLE 7|
= o - ] Hide 3 T Select All
odlmmmnwol H 1N -IOEEE ] RN N b
Past. @ u A \ v = P i ﬂ . = A& X Al Aut Maki HFi”d
aste -‘ == _ 3 roperties . rrange  Auto ake -
& Bo_ - A A =0 B = B = - Arrange - Assistant~ & Find Next
Clipboard Font [ Alignment Box Taols Style Editing
Char-t Design - X Ba;i{Nnn-me\tDrgChag/ Greenbox 7 X} -
L B b B b B L B T
Components
A
lil = @ greenbox International e-Commerce
Pasition Assiskan
% D%D e
IMultiple 3 Positions
[l:l
—
—
Text block. Staff L
m 4 | M Headquarters /| 4|
Team Frame Image ¥
= o @, = - -
E— *ATHRFaa& 2B International
AutoTexts 4| Joh Title = | Name 1#1 ~ | Headcount ~ | Spanof Control  ~ | Total US| Total China =
b | - Director Staffing Implementation & E-Data Duddy Hall 14 4 17 1
Box Item - X - GUGED: lanager Hasham Freen 3 1 1}
= ~ Supy CG E-Data Kerry Jones 2 1 a a |
¥ International < Jerry Braun 1 0 o o
Job Title: Director Staf... E + GWS-Data Assistant Manager Heckuva Deel 4 4 1 |I|E
Mame 1#1 Duddy Hal 4 I
Headcount 14 Data View Divisions View
R [+l

1. Chart Formatting — The program is organized using Tabs that make it easy to complete a function or
task.

2. Chart Design — contains drag— and— drop tools to add boxes and shapes to the chart.

3. Box Item — any box selected will show its data in this window.

4. Chart Worksheet — area where you will build your chart.

5. Data Outline View — views of the data behind the org chart.
NOTE: this dynamic interface can be customized to match your own creative style. It may also appear different
on different hardware configurations and operating systems. Certain buttons and interfaces may also be
present or absent and appear in different combinations depending upon your particular version of OrgChart.
TOOLBARS AND MENUS

All tools are available through the program’s ribbon interface.

HOME GROUFING INSERT PAGE LAYOUT DATA DESIGN VIEW £ 5

LD % [l e C =El= | = B -5 (B Oride |l ] [+ | & TE TE % ET Select All
- 4 8 4| & X i Fina
aste B I U A - A A‘ == - | m Properties = Arrange  Auto Make -

- = o =] a3 i B - Arrange - Assistant~ {# Find Next
Clipboard Font [F] Alignment Box Tool Style Editing

FILE TAB

The File tab contains all of the “back stage” options.
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@ OrgChart Professional - Greenbox 7

Info

Info

New

Open 3
Greenbox 7
SavE 4 Ch\Documents and Settings'Joe\My Documents'\Dropbox\OWS'Test Files\OCP\Greenbox 7 toc
Save As 5 / Fiead-write local chart
6 _ ‘we opened thiz chart read-write local.
Import Edit Chart
Print 7
Print Cutline 8
Share
Check Out Chart

Publish J Edit a private copy and prevent other people fram making changes.

Check Out
Export
Close
Account

5 Wersions

Options

If this document is stared in a SharePaint library that has versioning turned on,

View Wersion you can view, delete, of restore previous versions of the document.

Hiztary
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1. Info - information about the chart properties, author, number of records.

2. New — Use this command to create a new chart from a blank sheet or a template. You do not need
this command if you are importing data for a chart.

3. Open — Opens a chart previously created from the desktop, a network drive, SharePoint, DropBox or
OneDrive.

4. Save — Saves your chart file in .toc (native chart format) or .ocpt (template) formats.

5. Save As — Saves chart with a different name or to other locations, such as SharePoint or Office365
OneDrive.

6. Import — Launches the data import wizard.

7. Print —Sends chart view to a print device.

8. Print Outline — Prints the data outline portion of the chart view

9. Share — Sends the native chart file by email.

10. Publish — Launches the publish wizard for outputs such as MS Office, interactive PDF, HTMLS5, Flash
and more.

11. Export — Launches the Export wizard, sending chart data to various output formats.

12. Close — Closes the current chart file.

13. Account — Contains help resources, options and program update functions.

14. Options — allows setting of options for startup, checking for updates and more.

15. Exit — Quits the program.

TOP TOOLBAR

These icons in the top left corner of the interface are convenient shortcuts for frequently used commands.

ER=Re
2880

41

The Top Toolbar commands include:

1. New Chart — starts a new chart.
2. Save Chart - stores the chart for later retrieval.
3. Undo - Undoes the previous operation.
4. Redo —Redoes the previous operation
HOME TAB
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FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGH VIEW
= <
0 a
Paste ﬁ - =

Clipboard Font Alignment Box

@ 2] © @

1. Clipboard Section

Tools

(5

=

Auto

CHAPTER 1: ORGCHART BASICS

-5

% I Select All
& Find

Make

Arrange = Assistant=

Style

(6]

Editing

@

a. Format Painter — an amazingly powerful tool that takes the visual attributes of a component

(size, shape, text fonts, etc.) and applies them to another component or group of components.

Fantastic for assigning unique formats to positions, divisions and professions.

b. Format Painter Wizard — Copies properties of a box to any scope within the chart. This wizard

also has an option for using a conditional format using a data value or using a pre— chosen

rule.

c. Copy Image to Clipboard — Takes a snapshot of the chart image and copies it to the clipboard

for pasting into an email of document.

2. Font selection and formatting

a. Font and Size — Determines font, color and size.

3. Alignment

a. Horizontal/Vertical — Determines horizontal and vertical text alignment

b. Word wrap — For any text field, a space in a character string may be used to wrap text and

thus reduce box width.

c. Show label — Shows or hides the name of the field.

4. Box operations

a. Properties — Shows both the box data format and the box data contents. Box layout is used
to show and hide fields. Edit Data may be used to add or change box content.

b. Box formatting — Enables color of box outline, connectors, shadow and more.

5. Tools

a. Move mode — allows components to be moved on the chart. It affects components only and

is only active when a component is chosen (see Moving Components for details).

b. Resize mode — allows components to be resized on the chart. It affects components only and

is only active when a component is chosen (see Resizing Components for details).

6. Arrangement Styles

a. Pick alayout style for the boxes by selecting a supervisor and then one of these layouts.
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BlE & |

Arrangel Auto Make
- Arrange ~ Assistant-

Arrange Subordinates

de & Lo da domim
= SEE S

Arrange Assistants |
Tl Tk B

=T

7. Edit

a. Shortcuts to Select and Find

GROUPING TAB

The Grouping tab offers ways to break down larger charts into hyperlinked Divisions (also known as sub—
charts). Other grouping functions let you optimize chart space, to show as many boxes as possible on a given

page.

FILE HOME GROUFING IMSERT PAGE LAYOUT DATA DESIGHM WIEW
T (B Show Division View EEEJ ‘EI
= = [# save To File £ Dismiss All
Create Dismiss - i Co-Mgrs Vertical
Division Division % Rename Wizard Group = Group
Divisions Box Groups

1. Divisions

a. Create Division — Select any manager with subiordinates. The Create Division command will
create a separate hyperlinked chart page. Division boxes have a large arrow in the lower
portion of the box. Clicking on this arrow displays the subordinate boxes.

A7
Supervisor GCG
E-Data

&

b. Dismiss Division — Select any Division box. This command will eliminate the hyperlinked chart

page, showing all of the subordinate boxes on the same page with the manager.

c. Division Wizard — Using this wizard you can automatically set division pagination for the entire
chart file.

d. Save to File — Select a box that is a division. This command creates a chart file with only the
detail for the selected division.

30 = ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 1: ORGCHART BASICS

e. Append File — Adds boxes and associated data from another chart file.
Show Division View — Displays the list of Divisions in the lower pane of the application.

g. Division Rename Wizard — Any data field can be used to name the divisions appearing in the

outline view. The result from this wizard shows in the division view and the Division Title
autotext field.

Chart 1 Chart 1
.{‘a James Seinfeld ca OP5 - IT Department
= (_3 Allisan O'Toale = ‘8 Engineeting Departrnent
= ca Kewin Kastle = (_a Engineering Department
& Lou Gagliardi & OPS Department East

éa Rhonda Gasser ga OPS Department West
- ca Ry Gilliam fa OPS Department Central
=] {_a Dan Allen

= fa Marketing Department

.»:8 Mark Pringle (_-a Marketing - US Department

Data View IDivisionsView I Data View Divisions View

Divisions View
2. Box Groups

a. Co-Managers Group — Two boxes can be joined to form a manager group.

Without Co-Manager Group

Director

Group
| Manager 1 | | Manager 2 |
[ =]

T

1

With Co-Manager Group

b. Vertical Group — When looking to show many boxes on a page the vertical Group offers an
efficient use of space.
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Without Vertical Group

With Vertical Group

c. Auto Summary Group — You can group boxes according to a field such as title. Right-click on
the supervisor box ans select Vertical Group / Group by. The field you select automatically
determines the grouping of boxes.

Group subordinates by column X

Select column | Title - |

[]Show counter only | OK | | Cancel |

Mark Pringle
Product Manager B

Designer Product Developer Pricing Analyst Intern

Terry Moore Dudley Smith John Broekhuizen Robert Hall

Tina Fritcher Arlo Guthria Sandy Frazier Janie Mumfard

Garry Smith Gragory Hokum Paul McManis Rabert Frye

d. Show Group Counter Only: Another option is to show only the count for the number of
records with the same title.

Mark Pringle
Product Manager [—]

Designer x 3 Product Developer x 3 Pricing Analyst x 3 m

INSERT TAB

The Insert tab allows you to add boxes, images, text and special connectors to your chart.
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HELP

o WE EaE=d o L E

Pasition Assistant = Picture Legend Text AutoText Table Chart Headers and Footers Line

- - -

Box Images Text Line

1. Box
a. Insert a Position box or Team Frame.

b. Insert an Assistant box.

2. Images

Frame

Team

a. Insert a Picture — Adds any supported image type (i.e., .jpg, .png, gif, etc.) to your chart

background.

b. Insert a Legend — Adds a legend graphic, either from premade Rules of by manual creation.
(Note: once a legend is created it cannot be edited. Rather it must be re— created from

scratch).

I china
[ ] France
Bl usA

Legend Example

PAGE LAYOUT TAB

The Page Layout tab controls how charts are positioned and sized on each page.

AdNA-C =

FILE HOME GROUPING INSERT PAGE LAYOUT

e R =l
B | G

Top  Pages Fit to Size and

Margin Page Position
Page Chart
(4 5|
1. Page

a. Top Margin — Sets all pages with a specified top margin.

b. Pages — Change pages height and width for larger charts.
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[r: Layout Print Pages x
Fit Chart On
1 v | Pages inWidth 1 + | Pages in Height
Orientation Apply to
Portrait Entire: Chart
Landzcape Current Divizion

2. Chart

a. Fit chart to pages - resizes the components on a chart to fill up as much of the available space
as possible (see below).

‘ 1] '\a.:re
=] '

Tithe

| Hame ‘ ‘ MName | | Name

Same chart BEFORE (left) and AFTER (right) “Fit Chart to Pages” applied.

b. Size and Position Chart — creates an area around the entire chart which allows the chart — as
a whole — to be moved and resized. (The moveable area appears as a gray box with nodes at
the corners — see below.)

a a
Name Name
Title =] Title =
Name Name Name Name Name Name
Title Title Title Title Title Title

Same chart BEFORE (left) and AFTER (right) “Free move and resize” mode applied.

¢ To move the chart — place the mouse cursor in the gray box, hold down the Left Mouse
Button and drag to the desired location.

¢ To resize the chart — place the mouse cursor over one of the nodes, hold down the Left
Mouse Button and drag to the desired size.

¢ To exit Free Move and Resize mode — click the button again to toggle the mode on and
off.
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DATA TAB

The Data tab provides access to the data import and export wizards, as well as the Platinum Markers features

and the Compare utility.

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN VIEW HELP

W L EBEE R @ R e

Import Chart Automation Manage Conditional Markers | Reports Fast Dynamic | Export Export Compare Compare Track
Data Set Rules  Formatting Reports Reports | Wizard Summary Fields Tool to Active | Changes
Import & Configuration Rules Analyze Export Compare Track Changes

1. Import and Configuration

a.

2. Rules

3. Analyze

a.

Import — Perhaps the most powerful feature of OrgChart. This command starts the Import
Wizard and allows import of various file types to automatically create the chart.

Chart Data Set — Opens the chart’s database. From this dialog you can add fields and
calculations, or change the name of any data field. Note: Any changes made in the Chart Data
Set impact the entire chart file, nor just a single box. Any field added becomes available to all
boxes in the chart file.

Automation — This wizard configures a script for automating the organization chart update
and publishing process. The script that is produced from this procedure includes two files; a
.bat file and a .ini specifications file. Together these files can be used with Windows Task
Scheduler to kick off functions such as data resync and publishing report outputs.

Resync Data — If External data has been changed this option will update the chart database.
Only if data has been imported is Resync Data an option.

Resync Properties — Resync Properties are the configuration options for Resync Data.

Markers and Rules — let you color boxes based on data values present in each box. Markers
set the possible box colors, and Rules set the data conditions under which the Markers are
applied. Markers and Rules work together. You must define a Rule if you want to apply a color
Marker to boxes.

Conditional Formatting — a box format style can be configured based upon a rule to instantly
respond to a change in data.

Reports — Custom data reports can be created to show any chart data in tabular form. These
reports may be printed or output to Excel for additional customization.

Fast Reports — Fast Reports is a special reporting module that creates custom reports and
photo directories.
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4. Export

a.

b.

Dynamic Reports — A flexible, interactive report writer that can sort, filter, group and
summarize on the fly. Results of the report can be exported to Excel for additional operations
or published to PDF.

Export — This command starts the Export Wizard. Any data that is imported, calculated or
added manually to the chart can be exported to Excel or a database.

Export Summary Fields — Any hierarchical totals for calculations can be exported.

5. Compare

a.

Compare Tool — This utility will compare any two chart files allowing you to see any and all
record and field differences.

Compare to Active — Lets you compare any chart file to the one that is currently open and in
view.

6. Track Changes

DESIGN TAB

Track Changes- This enables identification of any fields that change, or records added or
records deleted. Results show in a separate pane titles ‘Change Tracking’. Current values, prior
values and author are included in the tracking.

PCN Report — After any change the Personnel Change Notification document is generated for
management approval.

Accept Changes — cumulative changes are itemized in the tracking pane. These changes can
be accepted in bulk.

Reject Changes — Or changes can be rejected in bulk.

The Design tab offers borders, box templates and backgrounds for your charts.

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGM VIEW
@ O Ol =
Theme Background Border Show Apply Styles

= < Background | Template 2

Chart Templates EBox

1. Chart Design

a.
b.

C.

Themes — enables color schemes for your chart boxes and data.
Backgrounds — lets you set color or image backgrounds for a chart page.

Show Background — shows or hides a background previously applied.
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2. Templates

a. Apply a Template — use a style from another chart file or template file. Note that OrgChart
template files have an .ocpt file extension. These template files do not carry any data; they
only have style, color and background.

3. Box
a. Preferred Box Styles — These box styles include color and data field layouts.
b. Add to Preferred Styles — This command lets you add any box style you have created to the

preferred style library.

VIEW TAB

The View tab controls general visualization of the chart.

FILE HOME GROUFING INSERT PAGE LAYOUT DATA DESIGN VIEW HELP
| Designer ~| Report Show Grid Levels Q Q Q Fit to Window = 7 windows ~
Data and Divisions |v| Orphans Show Rules H Reset Layout | |Levell - @ Thumbnail
Mormal Print  Master 100% Zoom Zoom Full
Layout Page | Profile | Track Changes [/ Show Status Bar (& [& Rl ut Sereen
Views Show Chart Zoom Window [F}

[HOME TAB] ZOOM TOOLBAR

From here, you can control the magnification of the chart area.

Qaa™ -

100% Zoom Zoom
In Qut

Zoom

The Zoom Toolbar commands include:
1. Zoom in —increases magnification.
2. Zoom out — decreases magnification.
3. Magnification drop down menu - lists default magnifications.
4. Background visibility — toggles Backgrounds on and off. (Note: the Background Visibility button will

only become active after a Background has been applied.)

VIEW TAB

This tab controls the visual appearance of the work area.

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGM VIEW HELP
| Designer | Report Show Grid Levels Q @ Q Fit to Window - ‘?LI 7 Windows ~
Data and Divisions || Orphans Show Rules TE Reset Layout | |Levell - [ Thumbnail
Normal L:;:Et hﬂpaa:g::r | Profile | Track Changes [v| Show Status Bar (& [& 100% Zol:m ZSET SErueleln
Views Show Chart Zoom Window ]

The Select View Toolbar commands include:
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1. Views
a. Normal view — the default chart creation view (visually simple and uncluttered).

b. Print layout view — optimized view for printing (with “print safe” borders, extra tools and the
ability to show how a chart is spread across multiple pages).

c. Master Page view — a powerful mode which allows universal changes to be applied to every
page of a multi— page chart. It is extremely valuable for creating titles, logos, division names,
etc. you wish to repeat on every sheet. This view only reflects universal changes so elements
which change from page to page — such as individual chart elements and components — are
hidden in this mode. They reappear once Master Page view has been deactivated.

2. Show

a. Reset Layout — returns the program interface to its original layout. This feature is helpful in
case you have closed some of the windows and panes and want to have access to them again.

b. Designer —Show the chart design components on the left side of the screen.

c. Profile — Preciously named ‘Box Item’ this window shows the data details for any org chart
box selected.

d. Report - Shows the Dynamic reporting pane for report output.

e. Orphans —Shows the window that can be used to identify people without supervisors. It also
serves as a staging area or ‘parking lot’ for holding people until you have decided where to
place them.

3. Chart

a. Levels - If multiple levels of an organization are showing the levels selector can limit the ones
that appear

4. Zoom
5. Window

a. Window Options — Enable presentation of two charts side-by-side.

PLANNING TAB

The Planning tab was added to facilitate the use of OrgChart as a planning and modeling tool. As you will notice
the commands appearing on this tab are taken from the Data and View tabs.

FILE Home Grouping Insert Page Layout Data Design View Planning

Exa o0 = - s - - =
55 v

NN - O =2

Manage Conditional Markers Dynamic  Export Export Compare Compare Track Person Open Positions Validate Windows
Rules Formatting Reports =~ Wizard Summary Fields Tool toActive Changes Fields Settings Hire Status =
Rules Analyze Export Compare Track Changes Manage Open Positions Window M

In addition you will see three Open Position Management functions.
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g o -

Person Open Positions Validate
Fields Settings Hire Status

Track Changes Manage Open Positions

(ol -

m
i

Open Position Management in OrgChart enables you to move people from their positions to a staging area,
leaving behind an org chart box showing OPEN as the name of the person.

Click on Person fields to establish fields that will move with the person.

@ Person Fields x

Data View MName:

Awailable Data Columns: Selected Data Columns:
bz Location - Add > a Employee Name
abe Salary Grade & Phato
abe Dotted_line_1 Add all 127 Age
127 DL-ID-1 |: abe Gender
abe Dotted_line_2 0 abe Performance_Rating

<- Remove i
1231 DL-ID-2 121 Potential
abe Diversity Remaove all
127 Years_in_Job -
abe E-Status
127 Performance
giReady Now |
aba Critical Position - Move Up

Click on Open Position Settings to determine what is to appear in the position box after it is vacated.

Open Positions Settings

Move people from staging area to open positions in the chart using Ctd and Shift keys. You may
also use the local context menu.

Open Position filing:  Employee Name - by |JOPEN[}

Right-click on the person you want to remove (move to the Staging Area). Select command as shown.
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1o Lnegprenen 2
Tekal Engayes a
Total Contrachor r
Tokal OrrLaan 1
Takal Saaina a
Agoroed Budget Difference
Jdoline Sekal Greg Vance C]’
QA Manager Hardware Suppor Add Position Alt+A
o Add Assistant
Person 3
Glenn E. Fortinberry Kim Sung Lee
= Hire Status 4
Consultant = App Specialist

Person moves to staging area and leaves behind a box that shows as OPEN.

s

I|3IIIIIII4IIIIII|5IIIIIIEIIIIIIFIIIIA
Tokal Unepyrres
. Tkl Ernplorpeds.
Karina Sainfald Tokal Contractor
Tota OrrLoan
VP 1 - SysOps S
Bgrn
[ it 1 LT LR

i ——
OPEN
E-'Haldwam Suppaort

Joline Sakel

QA Manager

é 1

‘ Kim Sung Lee ]

[ ﬁ Glenn E. Fortinberry

CHAPTER 1: ORGCHART BASICS

LAY
$1,010,000
21500

£510,000
-1199%

Remove Person

Move Person T%Staging Area

¥ Staging Area

& o B

& Employee Name
Roy Gilliam
Greg Vance

Next you can fill the open position from any person already in the staging area.

Joline Sekeal | | \ Roy Gilliam
QA Manager " Hardware Support
I
Glenn E. Fortinberry Kim Sung Lee
Consultant :; App Specialist
ol oy SR

As shown the new person shows in the open position along with desired fields.

Also you will see that the staging area allows for the import of a new file containing candidates for filling open
positions. Right-click on the Staging Area panel and select Import Positions. The wizard will guide you through
the import of a separate file that can be used to add to people on the chart or fill open positions.
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Export to Excal...
Select All

Show 4
v  Show Hierarchy

Search..

Settings...
Font...

Columns Autosize

I Import Positions... I

Person Fields...

Open Positions Settings...
Hire Status 3
Validate Hire Status

[HOME TAB] ARRANGE TOOLBAR

The Arrange commands are on the Home tab in the Tools and Style groups. These control how certain

Components are arranged on the chart.

*l = m oA

Auto Make

H E Arrange = Assistant~

Tools Style

5

The Arrange Toolbar commands include:

1.
2.
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Move Sibling Left / Up — moves equal subordinates left (or up) the same level.
Move Sibling Right / Down — moves equal subordinates right (or down) the same level.

Reset positioning — this returns a subordinate component back to its previous optimal location after
having been repositioned.

Reset subordinates’ positioning — this returns the subordinates to their optimal location after having
been manually repositioned. The subordinate’s parent must be chosen for this button to become
active.

Auto Arrange shapes — this automatically arranges components in a logical order.

Sort — Select a manager with subordinates. This command will let you sort by up to three fields.
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7. Replace Person — When replacing a person deep in a hierarchy this command offers a way to transfer
data from one position to another. This function is best used in a position-based org chart for
succession planning purposes.

[HOME TAB] FONT AND ALIGNMENT TOOLBAR

This toolbar controls font and text alignment attributes:

[
i
I
7

Arial |12 -

B /I UAZ4-A A

Font P Alignment

[
[
[
o]

The Format Toolbar provides the following font controls:
1. Font type —a drop down menu with a list of available alphabets.
2. Font style — a drop down menu with choices on letter orientation and weight.
3. Font size — a drop down menu for choosing the size of the letters.
4. Font color — this launches a palette of pre— defined and custom color options.
5. Left align text — text starts on the left side and expands to the right.
6. Center align text — text starts in the middle spreads evenly to the sides.
7. Right align text — text starts on the right and expands to the left.
8. Vertical top align — places text at topmost position possible
9. Vertical center align — places text at center of field
10. Vertical bottom align — places box at bottom of field
11. Word Wrap — allows text to wrap where a space in the character string occurs.

12. Show Title — shows the field name with a colon before the text. (E.g., Headcount: 32)

[DESIGN TAB] THEMES DROP DOWN MENU

Clicking on the Theme icon opens up a list of Themes. (These themes can also be found in the Themes area of
the Chart Design Palette.)
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& x
Default A | [ Apply To:
4 Absinth Entire Chart
! Current Divizion
— Divizion and below
i‘Cafe
Lavender
d
| LCancel
Rays
1404 v Heb

[HOME TAB] ARRANGE SUBORDINATES TOOLBAR

Use this menu to automatically arrange Subordinates in a variety of patterns.

Arrange Subordinates

ee & L o ah oo
= 58 [ B aa

Important: the Parent component must be chosen for the Arrange Subordinates functions to become active.

The following arrangement options are available:

1.
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Horizontal center align — distributes the subordinates equally on each side; creating a very balanced
pattern.

Horizontal stagger — creates a ‘stair— step’ pattern starting with the first subordinate higher, followed
a lower component, then followed by another high one. This pattern is repeated with all the
subordinates in a chain.

Horizontal right align — places all the subordinates in a horizontal line to the lower right of the Parent.
Horizontal left align — places all the subordinates in a horizontal line to the lower left of the Parent.

Horizontal Four Columns (Wide Organization) — equally distributes the first four subordinates on a
horizontal line beneath the Parent. Any additional subordinates will appear in a new row beneath the
first, using the Parent as the center. A new row is formed every time the maximum number of four
subordinates is reached. Note: this button only becomes active after four subordinates are present.
With less than four, the button is grayed out.

Horizontal Six Columns (Wide Organization) — equally distributes the first six subordinates on a
horizontal line beneath the Parent. Any additional subordinates will appear in a new row beneath the
first, using the Parent as the center. A new row is formed every time the maximum number of six
subordinates is reached. Note: this button only becomes active after four subordinates are present.
With less than four, the button is grayed out.
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10.

11.

12.

13.

Horizontal Eight Columns (Wide Organization) — equally distributes the first eight subordinates on a
horizontal line beneath the Parent.

Vertical align right — places all the subordinates in a vertical line to the lower right of the Parent.
Vertical align left — places all the subordinates in a vertical line to the lower left of the Parent.

Vertical side- by— side — stacks the subordinates side— by— side beneath each other (very much like
stacking crates). It is similar to Align center in that it attempts to create a balanced pattern using the
center for alignment.

Vertical staff right — affects only Staff components and places all staff elements on a vertical line facing
to the right of the Parent.

Vertical staff left — affects only Staff components and places all staff elements on a vertical line facing
to the left of the Parent.

Vertical Four Columns (Wide Organization) — equally distributes the first four subordinates on a
horizontal line beneath the Parent. Any additional subordinates will attach vertically to the component
above it, moving from left to right, until the maximum number of four components per row is reached.
After that number, the process begins again on a new row. Note: this button only becomes active after
four subordinates are present. With less than four, the button is grayed out.

Vertical hanging connector options — You can change the spot where the subordinate connects to the

supervisor box to create a more horizontally compact chart. Right-click on the Supervisor box and select
Arrange Subordinates / Vertical Arrange Options.

E Vertical arrange options x

Bottomn pin shift from the center of the bosx (%) I

=

Box shift from the pin position (% )

Cancel

Based upon settings you choose these may be the results:
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Mark Pringle Mark Pringle

Product Manager [—] Product Manager [—]
] —]

Designer x 3 Designer x 3

Product Developer x 3 Product Developer x 3

Pricing Analyst x 3 Pricing Analyst x 3

ARRANGE ASSISTANTS TOOLBAR

This menu is used to automatically arrange Assistants in a variety of professional patterns. (Note: Assistant
buttons only become active when more than one Assistant component is attached to the same Parent.)

Arrange Assistants

T P o e
o B lof

Assistant align right — Places all assistant components on a vertical line facing to the right of the Parent.

Assistant align left — Places all assistant components on a vertical line facing to the left of the Parent.

Assistant side— by- side — Stacks the assistant components side— by— side beneath each other (very
much like stacking crates). It is identical to normal Side— by— side except it only works on Assistant
components.

Align Assistants horizontal right — Stacks the assistant components on the same level and side— by-
side horizontally to the right of the Parent (very much like the links in a chain).

Align Assistants horizontal left — Stacks the assistant components on the same level and side— by—
side horizontally to the left of the Parent.

Align Assistants horizontal side— by- side — Stacks the assistants on the same level and evenly* on
either side of the Parent component.

Align Assistants vertical right — Stacks all of the assistants on top of each other to the right of the
Parent (very much like stacking crates, but only on one side).

Align Assistants vertical left — Stacks all of the assistants on top of each other to the left of the Parent.

ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 1: ORGCHART BASICS

9.

Align Assistants vertical side— by— side — Stacks all of the assistants on top of each other evenly on
either side of the Parent.

Note: Assistants are only stacked evenly if there are an even number of components. If an odd number of

assistants are present, then one more assistant will appear on one side of the Parent than on the other.

OUTLINE VIEW CONTROL BAR

The Outline View Control Bar sits atop the Outline View area and provides a convenient, central location for

buttons and menus that are also found in other areas of the program (see below):

2T Hew L B Al Colurnns -

The Outline View Control Bar contains the following functions (from left to right):

1.

2.

46

Edit Display Options — Show hierarchy or not, show column icons or not.
Filter Options — Outline data view records can be filtered for display scope.

T

® All records
Smart
Selection Only
Division Only

Divisions with Subdivisions

Cuery field for the selection

Define or Edit Current Data View — launches the Edit Data View (Static) menu. By modifying the
currently selected data view, this interface determines what data fields appear in the Box Item and
Outline View areas. It also determines the order in which these fields are displayed.

Print Data Outline Pane — launches the standard Windows print interface. This prints the names and
values of the data fields currently displayed in the Outline View area.

Print Preview Outline — launches a preview screen showing how the data fields in the currently
displayed Outline View area will appear when printed out.

Locate Person — displays where a person’s component is located. It automatically expands the division
which contains the person and centers their component on the screen.

Copy — takes information from one area and makes it available in another.
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8. Export
Wizard — launches the Export Wizard which takes the user step-by-step through the process of
exporting data fields to various formats and locations. (For more information on exporting data, please
see the Export Wizard section of this manual.)

Data View Quick Selector — this drop-down menu allows for the rapid selection of available data views.
This menu performs the same function as the Current Box Layout drop down menu available in the
Box Item area.

10. View Options — provides a choice of the different display options available in Outline View.

DOCKED MENUS

Two of OrgChart’s most powerful and commonly used menus are the Chart Design Palette and the Box Item

menu. By default, both of these are docked on the left side of the screen. (Note: both of these menus can be

“un— docked” and dragged almost anywhere in the workspace.)

CHART DESIGN PALETTE

This is where most of the actual chart creation takes place. The Chart Design Palette contains the following

expandable areas:

1.

Components — the building blocks of a chart. Components can be moved, linked, hidden and resized.
By default, they display an entry’s Name and Title but can show an almost infinite range of information.

Shapes — styles that modify a component’s shape. IMPORTANT: a shape can only be applied to
components that are already present on the chart.

AutoTexts — boxes which contain the titles of Chart and Division which can be automatically applied
to the chart and customized.

Note: Information inside an AutoText can only be changed from the Divisions View. To change an
AutoText, do the following:

a. Place an AutoText on the Chart.
b. Open up Divisions View.

c. In Division View, highlight the name of the level the AutoText is on. The level will have a
default name such as ‘Chart’, ‘Division 1’, ‘Division 2’, etc.

d. Pressthe F2 key to make the default Division name editable — or right— click to rename.
e. Input the text you wish to appear in the AutoText.

f. Hit ENTER to apply the change.

To expand an area of the Chart Design Palette, click on an area’s title bar (In the example below, the

Components section has been expanded by clicking its title bar)
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POSITION PROFILE (PREVIOUSLY BOX ITEM) MENU

Dynamic in nature, this dialog displays the Data Fields for any currently selected component. (Note: the Box
Item menu will only become active after an on screen box has been selected.)

Position Profile %

S Phone Directory b

Name
Title
Phone

4 Orphans Track Changes Profile 3

DATA OUTLINE VIEW

This area is located at the bottom of the work area. It allows the centralized management of component
information. It can also be used to connect components, assign Supervisors, and change Data Field content.
(Note: Data Outline View can only be toggled “on” and “off” through the Data View and Divisions View tabs.)

Data Outline View can display information in either a list or hierarchy form.
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AT Hae s 5B All Columns - AT Haoa i B Al Calumns -
Mame | Title Marme =1 Title
- Supervisor [Tite] SUpEryisar [Title]
- Subordinate 1 [Title] Subordinate 2 [Title]
Subordinate 2 [Title] Subordinate 1 [Title]
4 4
Data View Divisions View Data Wiew Divisians View
Data Outline View with Hierarchy ON Data Outline View with Hierarchy OFF

To toggle Hierarchy View on and off go to the View tab and select the leftmost icon. Click on Show Hierarchy.

(A check mark will appear next to the title to indicate if the view is on or off).

EAEEEFEL:

I Show Hierarchy I

Show Column icon

JRSISISITNETINT. [RS8

In the hierarchy view a plus sign (+) means the list can be expanded into a hierarchy. A minus sign (- ) means

the hierarchy is fully expanded. Clicking inside the box a second time will toggle between views. Each level or

component can have its own hierarchy which can be expanded or contracted. The Data Outline View has these

additional features:

1. Edit multiple components and their data fields simultaneously — Note: for multiple data fields to be

edited at once, the data field being edited must be empty in ALL of the chosen components. If any of

the selected components has an entry already in that field the process will not work.

To edit data fields in multiple components simultaneously, do the following:

a.

b.

Make certain that there is more than one component on the chart.

Choose multiple components by holding down the Left mouse button and dragging diagonally
across an area just wider than all of the components.

Examine the Data Outline View. Notice that the data fields for all the chosen components
turn blue.

With all of the components still selected, place the mouse cursor in one of the on screen
components.

Right-click the mouse to bring up a pop— up menu of options.
Choose Properties from the pop— up menu. This will launch the Data Properties interface.

In the Data Properties menu, edit the data field of choice and hit OK (for more details on
editing data fields, see the Editing component data section).

Click OK again to close the Data Properties menu.

Notice that your new entry appears in all of the components. (Note: the edited data field must
be set to “visible” for each component or the change will not be noticeable on screen.)
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2. Create new data fields with their own unique titles — New data field titles can be created through a
variety of methods. These new headings — such as Name, Company, or any other topic you choose —
will be displayed along the horizontal title bar in the Data Outline View. For more details on creating
new data fields, please see the Changing component data section.

(Note: new data field headings will only appear on the Data Outline View title bar after they are set
to “visible” in the Box Item menu. For more information on hiding and revealing data fields, please
see the Displaying and hiding a component’s data on the chart section.)

3. Arrange the title bar in any order — Data field headings (such as Name, Company, etc.) can be arranged
in any order along the horizontal title bar in Data Outline View. To change a heading’s location, do the
following:

a. Click on the section of the title bar you want to move (i.e. Name, etc.).

b. Holding down the Left Mouse Button, drag the section horizontally across the title bar to a
new location.

Mame

N <Mame <Title»

Rearranging by dragging across the title bar

A translucent copy of the section being moved will indicate the field’s location as it is being
moved. The copy will disappear when the mouse is released.

c. Release the mouse button. The section will appear in the new location.

4. Resize title bars — to resize existing title bars:

a. Place the mouse cursor on the divider between one title area and another. It will turn into a
two sided arrow (see below):

Mame £ =Title
n Name ) <Title>

b. Holding down the Left Mouse Button, drag the arrow horizontally across the title bar, making
the area either larger or smaller. Notice that the size of the data field changes accordingly.

c. Release the arrow. The title bar and the data field are now the new size.

MOVING AND RESIZING TOOLBARS

MOVING A TOOLBAR
Many of the toolbars can be moved from their original locations and placed almost anywhere on the screen.
To move a toolbar:

50 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 1: ORGCHART BASICS

1. Left click on either: 1) the toolbar’s title or 2) the small vertical bar on the toolbar’s left side.

2. Holding the Left mouse button, drag the toolbar to the desired position and release.

RESIZING A TOOLBAR
To change a toolbar’s size:

1. Place the mouse cursor over either: 1) one of the toolbar’s edges or 2) in the corner of the toolbar.
2. The mouse will change into a Duplex Arrow.

3. Hold down the Left mouse button and drag the toolbar to the desired size.

(Note: only the Chart Design Palette, Box Item menu, Data Outline View and Tutorials window can be resized;
the small toolbars on the upper tool deck cannot be changed.)
HIDING AND REVEALING TOOLBARS

Toolbars can be hidden and revealed to un— clutter the workspace. In the View tab Show group, a check mark
will be present or absent to indicate that the toolbar is visible or hidden.

w| Designer v Report Dashboard |+ Show Rules

«| Data and Divisions [+ Staging Area Box Styles |+ Show Status Bar

+| Position Detail w| Track Changes Show Grid ﬁ Reset Layout
Show

HIDING TOOLBARS
To hide a visible toolbar:

1. Go to the View tab, Show group.
2. Click on the name of the toolbar you wish to affect.

3. The toolbar will disappear.

REVEALING TOOLBARS
To display a hidden toolbar:

1. Go to the View tab, Show group.

2. Click on the name of the toolbar you wish to affect. (Notice that there is no check mark beside the
tool’s name.)

3. The hidden toolbar will reappear. NOTE: Hidden toolbars will reappear in their previous locations.

REVEALING AND HIDING OTHER SECTIONS
The Data Outline View, Box Item, Status Bar and Tutorials window are listed on the View menu (not the
Toolbars menu). To hide and reveal these areas:

1. Go to the View tab.
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2. Click on Data Outline View, Box Item, or Status Bar.

3. The chosen area will toggle in and out of view accordingly.

PREPARING THE WORK AREA

MEASURING TOOLS AND GUIDES
For precision work, OrgChart provides the following three measuring tools and guides:

6. Rules —Rules can be added to the top and left of the work area. To perform this operation, go to the
View tab and select Show Rules.

7. Grid —To superimpose a grid over a chart, go to the View tab and select Show Grid. (Note: although
visible on— screen, the grid never appears in the final version of the chart.)

8. Snap to Grid — This option forces items to “snap” to the grid lines and not to the spaces in-between.
It is very good for precise alignments. To toggle this option, go to the Home tab and select Snap to
Grid in the Tools group.

| 2
w»

Tools

Snap to Grid

ZOOMING IN AND OUT
Chart magnification can be adjusted in the following two areas:
1. Gotothe View tab and select Zoom.

2. The Zoom Toolbar:

Q @ Q Fit to Window -

100%: Zoom Zoom
In Cut

Zoom

By default, the work area view is set to “Fit to Window”. To change this setting:

1. Click the Zoom In button to increase magnification.
2. Click the Zoom Out button to decrease magnification.

3. Open up the Zoom Toolbar’s drop down menu and choose from the magnification list. Manually
enter a new zoom setting in the Zoom Toolbar. To do this:

4. Click in the Zoom Toolbar’s drop down menu.

5. Highlight the numbers in the drop down box by either double clicking on the numbers or placing the
cursor to the left or right then holding down the Left mouse button and dragging over the numbers.

6. Type in a new magnification setting.
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8.
9.

Left click in the drop down box and roll the mouse scroll wheel to increase or decrease
magnification.

Roll down to zoom in.

Roll up to zoom out.

TIP: clicking in the Zoom Toolbar drop down box and using the mouse scroll wheel is the most convenient way
to zoom in and out.

(Note: to return the chart to its default view, open the Zoom Toolbar’s drop down menu and choose “Fit to
Window”.)

SCREEN MODES

Modes are screen configurations which have unique layouts and toolsets to streamline the chart making

process. OrgChart has the following modes:

1.
2.

Full Screen

Chart Normal View
Master Pages View
Chart Print Layout View
Thumbnail View

Data Outline View

Divisions View

FULL SCREEN MODE

This mode maximizes the work area by hiding distracting toolbars and frame elements.

ACTIVATING FULL SCREEN MODE
There are two methods to activate Full Screen mode:

1.

2.

Go to the View tab and select Full Screen in the Windows group. (OR)

Press the F11 key to toggle Full Screen mode on and off.

RETURNING TO CHART NORMAL MODE
There are three ways to return to Chart Normal mode:

1.
2.
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Full
Screen

Go to the View tab and click on Full Screen. (OR)

Press the F11 key to toggle Full Screen mode on and off. (OR)

ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 1: ORGCHART BASICS

3. Click the “floating” Return To Chart Normal box in the work area.

CHART NORMAL VIEW

This is OrgChart’s default configuration. This mode displays the maximum number of tools to optimize all stages
of chart creation while simultaneously allowing access to numerous data entry and information retrieval fields.

ACTIVATING CHART NORMAL MODE
Go to the View tab and click on Normal.

MNarmal Print  Master
Layout Page

Views

MASTER PAGE VIEW

Master Page view is a powerful mode which allows universal changes to be applied to every page of a multi—
page chart. This is extremely valuable for creating titles, graphics, logos, information areas and anything else
you wish to repeat on every sheet.

In essence, Master Page view is a blank canvas which only reflects the universal changes. Therefore, elements
which change from page to page — such as individual chart elements and components — are hidden in this
mode. They reappear once Master Page view has been deactivated.

ACTIVATING MASTER PAGE VIEW
Two ways to activate the Master Page mode:

1. Gotothe View tab and click Master Page. (OR)

2. Right-click on an empty area of the chart. When the supplemental menu appears, click on Master
Page.

TIPS FOR MASTERING MASTER PAGE VIEW
o The chart seems to disappear in Master Page view — don’t worry! It is still there, just hidden. It will
reappear once Master Page view is deactivated.

e Components cannot be placed on the Master Page — this occurs because the Master Page will only
accept universal (repeating and non— changing) elements, whereas OrgChart interprets components
as dynamic. Therefore, it will not allow them to be placed in this mode.

e Elements applied to the Master Page cannot be removed or modified EXCEPT in Master Page view —
this is done on purpose. By locking these repeating elements in the background, OrgChart allows for
the unhampered modification of your chart without having to worry about changing the overall
format.

Applying a Graphic Using Master Page
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To apply a graphic using Master Page, do the following:

1.
2.

Star with a chart in Normal View.

Go to the View tab and click on the Master Page button to switch to Master Page View (notice that
the chart from Step 1 is now hidden).

Apply a graphic to the Master Page.
Close the Master Page by choosing another view (Normal, Print, etc.)

The process is complete. Notice that the chart from Step 1 and the graphic from Step 3 are now both
visible.

IMPORTANT TIP: AutoTexts as well as graphics can be applied in Master Page view. Use AutoTexts for chart
titles, division names, dates, or any other text you want to appear on every page of your chart.

BONUS TIP: Almost any type of graphic can be applied in Master Page view — including photos. If you want to
apply a photo and have it appear through a component of the chart, first apply the picture in Master Page view,
then return to Normal view, choose the component you want the picture to appear through and set its
Transparency to 100% (Format > Fill Style > Color tab).

CHART PRINT LAYOUT VIEW
This mode is optimized for chart printing. When in this view: 1) dotted “printer safe” lines will appear in the

work area and 2) several grayed out areas of the Print Toolbar will become active. From this mode, you can:

1.
2.

3.

55

Add and delete print pages.
Change page orientation between Portrait and Landscape modes.

Arrange multiple pages to optimize the printing of oversized charts (charts larger than a single page).
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Note: the user must be in Print Layout view for certain print functions to become active.

ACTIVATING PRINT LAYOUT VIEW
There are two ways to activate Print Layout view:

1. Go to the View tab and click on the Print Layout icon. (OR)

2. Press the Print Layout View button on the View tab.

Mormal = Print  Master
Layout Page

Views

THUMBNAIL VIEW

One of the challenges posed by large charts is being able to conveniently navigate while still seeing enough

detail to actually find what you are looking for. OrgChart has solved this problem by creating the Thumbnail
View.

In essence, the Thumbnail View acts as a reverse magnifying glass — showing a small version of the entire
background chart (which would otherwise be hidden

because of the high zoom factor). A red selection rectangle in the thumbnail represents the enlarged area of
the chart currently visible in the Main Work space (see below).

Thumbnail View =]

Parent . o |

| Child 1 || child 2 H Child 3 |

| I —
Child 1 Chid2 4

& G 150% =

Thumbnail View in front of zoomed chart in Main Work pane (the red rectangle indicates the magnified area of the chart)

IMPORTANT TIP: the selection rectangle in Thumbnail View is most effective when you are zoomed in close
enough to see the details of individual components. If you are zoomed out too far, the thumbnail — and its
selection square — is indistinguishable from the zoomed out view of the chart in the main work space.

Thumbnail View has two elements:
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1. The Thumbnail pane — this displays a small picture of the entire chart.

2. The Selection rectangle — this rectangle (red in color) appears inside the thumbnail. It represents the
area of the larger background chart which is currently in view. There are two ways to move the
rectangle:

a. With the mouse — place the mouse cursor inside the selection rectangle, hold down the Left
mouse button and drag the rectangle to the desired location. A zoomed view of that area will
appear on the chart in the main work space. (OR)

b. With the chart scroll bars — In the main work area, move the vertical and/ or horizontal scroll
bars (by either clicking on the bar and dragging, or using the arrow buttons at the extremes
of the bar). Notice that the selection rectangle within the Thumbnail View moves as you scroll.

To launch Thumbnail View — go to View menu and select Show Thumbnail.

To close Thumbnail View — choose from one of the following options: 1) click the red X in the upper right
corner of the Thumbnail View pane or 2) go to the View menu and reselect Show Thumbnail (this will toggle
the view off).

DATA OUTLINE VIEW

Located at the bottom of the work area, the Data Outline View is an area that allows the centralized
management of component information in table form. It can also be used to connect components, assign
Supervisors, and change Data Field content.

Name # | Title # | Division L | Supervisor |WBS Code #
N Parent <Title= [Z] Chart1 1 <None> =] 0
2. Child1 <Title> 5] Chart1 [ Parent 5] 0
4. Child2 <Title> 5] Chart1 [ Parent 5] 0
A Child 3 = «Titlex [T Chart1 1 Parent =10
4 m
Data view | Divisions Wiew |

To access the Data Outline View (this view is on by default):

1. Goto the View tab and click on the Data Outline View checkbox to toggle the Data View on and off.

2. Choose the Data View tab at the bottom of the Data Outline View area.

DIVISION VIEW

Division View shares the same window as the Data Outline View but is accessed through a different tab. This
view allows you to view and navigate complex charts easily. It does this by displaying the entire chart —including
all hidden division sub— charts —in an elegant and simple tree structure.
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To access the Divisions View:

1. Go to the View tab and click on the Data and Divisions checkbox to toggle the Data View on and off.

2. Choose the Divisions View tab at the bottom of the Data Outline View area.

SECURITY — PROTECTING YOUR CHART

OrgChart comes with a password security feature which can be applied to individual charts (see below). After

a chart’s security is set, a prompt will appear requiring the correct password to be entered before the chart
will open.

ﬂ Project Protection @

Set password to restrict access to this project.
‘fou will be prompted to enter the password next time you open this
project.

Enter password | |

Confirm password |

oK | Cancel | Help |

1. To access the Document Security screen — go to the Main Menu and click on Tools > Protect Project.

2. Toset the password — enter an identical password in both the Enter password and Confirm password
fields.

3. To access a protected chart — enter the correct password when the OrgChart security prompt appears
(see below):

E Project Protection =X

This project is protected.
Please enter the password to proceed.

oK | Cancel Help

Important: DO NOT lose your password! Password protected documents cannot be accessed once the password
is lost.

58 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 1: ORGCHART BASICS

To complete this screen, choose one of the following options:

1. OK-enters the password.
a. If the password is correct — the chart will open.

b. If the password is incorrect — an Incorrect Password notification will be displayed.
(Remember, passwords are case sensitive so double— check that you are entering your code
correctly.)

2. Cancel - closes the security prompt without opening the locked chart.
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CHAPTER 2: CHART CREATION

In this chapter, you will learn how to use OrgChart’s many tools to create compelling, informative charts.

ARRANGING CHART ELEMENTS

All charts are constructed by applying some (or all) of the following seven elements. They can be mixed and
matched to create an almost infinite number of unique designs.

1.

Themes — visual motifs which affect the appearance of the chart, applied components and certain
menu views. [Located on the Design tab]

Backgrounds — patterns which appear only on the chart (but don’t affect components). [Located on
the Design tab]

Borders — designs which appear only along the outer edges of the chart. [Located on the Design tab]

Shapes — styles that modify a component’s shape. IMPORTANT: a shape can only be applied to
components that are already present on the chart.

Components — the building blocks of a chart. Components can be moved, linked, hidden and resized.
By default, they display an entry’s Name and Title but can show an almost infinite range of information.
IMPORTANT: people (components) can only be applied through the graphics interface.

AutoTexts — boxes which contain the titles of Chart and Division which can be automatically applied
to the chart and customized.

(Note: most of these elements can be accessed several different ways; the most convenient is often through the
Chart Design Palette.)
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WORKING WITH COMPONENTS
Components are the building blocks of a chart. Movable, scalable, linkable and able to contain vast amounts of
information, they are the most basic and important element of any project. Components are found in the

Components area of the Chart Design Palette.

IMPORTANT: People (components) can only be applied through the graphics interface. You cannot add people

through the Data Outline view.

Chart Design - x

Components
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g
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-_
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Legend Image  Dynamic

i Connector
Table Chart
VAR V4
== ]
Horizontal ~ Wertical Line
Line
Shapes
AutoTexts

OPENING THE COMPONENTS AREA
1. Make certain the Chart Design Palette is visible (see Chapter 1: How to hide and reveal toolbars).

2. Place the mouse cursor over the Components bar and Left click the button.

TYPES OF COMPONENTS

There are ten basic components:
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Single element components (only one element appears when the component is dragged on the

screen):

a.

Position — the third largest default sized component. This size is the default scale for most of the
other components.

Assistant — a unique component designed to be attached and arranged to a Parent. It creates its
own space on the main connector and acts independently of any other subordinate components
which may be attached.

Multiple element components (several components appear as a group when the component is

dragged on the screen):

a.

Multiple — launches the Multiple Shapes menu. From there, the number of components and their
styles are chosen before being placed on the chart.

3 Positions — places three standard sized components on the chart. If this is attached as a
subordinate, then the three components will be linked when they appear.

Unique single components:

Team Frame — a scalable area with an editable title that can “frame” other components

Staff — a component with an invisible border so only its text information appears on screen. To
make a staff visible either: 1) go to the Chart Design Palette, grab a Shape and drop it on the staff,
or 2) Right-click the staff and on the pop— up menu go to Format > Shape Style.

Text Block — a component designed for text entry.
Dynamic Connector — a configurable connector used to join other components together.

Image — a combined image browser and image editor perfect for finding, modifying and placing
graphics onto a chart. It is also perfect for positioning logos (and the like) on multiple chart pages
simultaneously by placing them on a chart in Master Page View.

ADDING COMPONENTS TO A CHART

Components can be placed on the chart in the following ways:

1.
2.

3.

From the Components area — Hold down the Left mouse button and drag a component on to the chart.

From the Main Menu — Go to the Insert tab and click on Position

Use the hotkeys — Alt+A.

SELECTING COMPONENTS

Once components have been placed on the chart they can be selected individually or in groups.

1.
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To select an individual component, you can do any of the following:

a. Click on the component with the mouse.
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b. Hold down the Left mouse button and drag diagonally across an area just wider than the
component.

c. Go to Data Outline View and click on the component’s name.

2. To select multiple components at once:

a. Hold down the Left mouse button and drag diagonally across an area just wider than all of the
components.

IMPORTANT: when multiple components are selected, all changes (new shapes, formatting, etc.) will be applied
to all of the components.

MOVING COMPONENTS

To move a component, do the following:

1. Enter Move mode — Important: Components can only be moved when Move mode is active. To enter
Move mode:

a. Gotothe Home tab and click this button to toggle between the Move and Resize modes and back
again.

b. Left click the Move Mode button on the Home tab Tools section:

2. Select component — To select a component do the following:
a. Left click on the component with the mouse.

b. Hold down the Left mouse button and drag diagonally across an area just wider than the
component.

c. Go to Data Outline View and click on the component’s name.

3. Green arrows will appear on certain nodes to signify the component is ready to be moved (see below).

1t ¥ ¥ -%

Can move in * Can movein g
ALL directions ' ONE direction |
—————— $------l R

Note: green arrows will only appear in the directions the component can be moved. Red “X” marks will
appear in all directions that are not available.

4. Left mouse click on any of the available arrows (nodes) to grab it.
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5. Hold down the Left mouse button and drag the component in any of the available directions.

Important: Although many components can be moved at once, only one component_can be highlighted at a
time for movement.

To move several components at once, highlight the highest component in the hierarchy (the uppermost parent)

and move it. The rest of the subordinate components will move along with the parent (as a group).

RESIZING COMPONENTS

To resize components, do the following:

1. Enter Resize mode — Important: Components can only be resized when Resize mode is active. To enter
Resize mode:

a. Go tothe Home tab Tools group and click on the Resize mode option.

| &

2. Select component(s) — Components can be selected individually or in groups. There are three ways to
select components:

a. Left click on the component with the mouse.

b. Hold down the Left mouse button and drag diagonally across an area just wider than the
component. This technique also works for selecting multiple components.

c. Go to Data Outline View and click on the component’s name.

3. Blue boxes will appear on each of the component’s nodes to signify it is ready to be resized (see below).

i Componentin |
U ResizeMode O

4. Left mouse click to grab one of the nodes.

5. Hold down the Left mouse button and drag in or out to resize the component.

DELETING COMPONENTS

To delete a component from the chart:
1. Highlight the component.

2. Pressthe Delete key.
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COMPONENT CUT, COPY AND PASTE

Components can be cut, copied and pasted. Each of these performs the following function:

1. Cut: this deletes the selected component from the screen and places it on the Windows Clipboard (in
memory where it can be retrieved later and placed elsewhere).

2. Copy: the selected component remains on— screen and a copy of it is placed on the Windows
Clipboard.

3. Paste: this puts the (previously cut or copied) component from the Windows Clipboard on to the work
area.

CONNECTING COMPONENTS THROUGH CUT, COPY AND PASTE
Components can be connected by cutting, copying and pasting. These commands can be accessed in as follows:

1. Go tothe Home tab Clipboard group. Cut, copy and paste are all located here.

s BF K
2 «

Clipboard

2. Make certain two (unconnected) components are on the chart.

3. Cut or copy a component (we will call this Component #1).

4. Highlight the second component (we will call this Component #2).

5. With Component #2 still highlighted, paste Component #1 from the clipboard.

6. When Component #1 appears, it will be connected to Component #2.

EDITING COMPONENT DATA

On screen graphics are just a small part of what components can do. Components can also contain vast
amounts of information which can be entered, edited, exported and even printed out.

A component’s information is displayed in Data Fields. These Data Fields appear in the following areas:
1. The Position Profile (Box Item) menu.
2. The Data Outline View area.

3. The Data Properties box.

DISPLAYING A COMPONENT’S DATA IN THE DATA FIELDS
Click on a component to display its data. (Note: the Box Item menu and the Data Outline View will remain
empty until at least one component is selected.)
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DISPLAYING AND HIDING A COMPONENT’S DATA ON THE CHART

A component can have dozens of Data Fields — far too many to be displayed on the chart. To solve this, the
user can control which fields are visible. By default, the Name and Title fields are active. To select which fields
will be displayed:

1. Click on the desired component/box.

2. Right—click and select Properties. (or you can press Alt— Enter)

3. Go to the Define Layout tab in the Box Properties dialog.

4. Drag a field from the left field list to the box preview in order to display it in a chart box.

&) x
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ACCESSING INDIVIDUAL DATA FIELDS
There are four ways to access a component’s data fields:

1. Position Profile (Box Item): single click in the box next to the field’s name.
2. Data Outline View: double click in the field of choice.

3. Onscreen Component (method 1): double click in an empty area in the component. This will launch a
new Box Properties window. Once the window appears, single click in a field for data entry.

4. On screen Component (method 2): Right-click in an empty area of the component. This will launch an
additional menu. Go to the bottom of the menu and choose Properties. This will launch the Box
Properties interface. Click on a data field and edit as normal.

DATA FIELDS INFORMATION TYPES
Information fields may be of the following types:

1. Text — text information can be typed directly (or cut and pasted) into these fields.
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10.
11.
12.
13.
14.

15.

Link — double clicking this field launches a new interface for link creation.

Image — stored images are linked to a component through this field (see Appendix B).
Attachment — stored information files are linked to a component through this field (see Appendix B).
Numeric — Numbers with or without decimals.

Date/Time — Various date formats

Currency — Most international currencies are available.

Enumeration — Develops a dropdown list of specific data choices

Query — Enables a search using predefined rules.

Calculated — Count and Sum for headcount, span of control, budget summaries, levels and more.
Name — 26 permutations of a name can be accommodated.

Smart field — Sets a graphical or text indicator on a box based upon a rule.

Concatenation — Let’s you connect two data fields such as first and last names.

Time Span — Calculates the number of days between two dates.

Formula — Use any two numeric fields in a computation to generate a third.

CHANGING COMPONENTS’ DATA FIELDS

Data Field customization takes place in the following areas:

1.

Global changes to ALL the data fields are made on the Default Fields Set menu (for more details,
please see the Default Fields Set section).

Changes to a single component’s data fields are made on the Data Properties menu (for more details,
please see the Data Properties section).

CONNECTING COMPONENTS

Charts are created by taking independent components and linking them together in a logical order (or

hierarchy). There are five ways to link components together:

1.
2.

Drag and drop one box directly on top of another.

Use a Dynamic Connector to link two elements together.

Paste a previously cut or copied component on a highlighted element.

In the Box Item menu, click on the Supervisor field and choose from the list.

In the Data Outline View, click on the name of a component and drop it over the name of another
component in the table.

CONNECTING BY DRAGGING AND DROPPING
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Most commonly you will use this method to connect boxes in the OrgChart.

1.
2.

Select an on-screen box component by clicking on it.
With the original box component still highlighted, go to Chart Design palette > Components.
Left mouse click on a new component.

Still holding down_the Left mouse button, drag the new component over the (still highlighted) on—
screen component you wish to connect to.

Smallicon boxes will appear indicating when the new component is in the correct position to link either
to the left, center or right of the original on— screen component (see below).
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When the icon indicates the direction you wish to place the new component, release the left mouse
button and drop it on the (still highlighted) on screen component.

Notice that the new component appears to “jump off” the original element and that the two are now
connected.

CONNECTING COMPONENTS WITH A DYNAMIC CONNECTOR
A dynamic connector is unique because it does not show up in the database. It is graphical only. Use the

dynamic connector when you want to show a person who reports to more than one supervisor.

1.
2.
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Make certain two (unconnected) components are on the chart.

Go to Chart Design palette in the Components area and drag a Dynamic Connector onto the chart
(between the two components).

Place the mouse cursor over one of the Dynamic Connector’s end nodes. The cursor will turn into a
pointing finger.

Hold down the Left mouse button and drag the Dynamic Connector’s end node to a node on one of
the components (a red square will appear to signify that the connector can successfully link to the
node; see below):
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5. Repeat steps 3 — 5 and attach the free end of the Dynamic Connector to a node on the second

component.
6. The two components are now linked.

CONNECTING COMPONENTS THROUGH CUT, COPY AND PASTE
Components can be connected by cutting, copying and pasting. To do this:

1. Make certain two (unconnected) components are on the chart.

2. Cut or copy a component to the Windows Clipboard (we will call this component #1).
3. Highlight the second component (we will call this component #2).

4. With component #2 still highlighted, paste component #1 from the clipboard.

5. When component #1 appears, it will be connected to component #2.

CONNECTING COMPONENTS THROUGH THE BOX ITEM MENU
1. Make certain two (unconnected) components are on the chart.

2. Click on a component.
3. Go to the Box Item menu and scroll down until the Supervisor field is visible.
4. In the Supervisor field, click None.

5. The None field will appear to turn into a box. Click on the small arrow to open up a menu that contains
the names of other components on the chart (see below):
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6. Select the name of a component from the list.

7. On the chart, the two components are now linked.

CONNECTING COMPONENTS THROUGH DATA OUTLINE VIEW
1. Make certain two (unconnected) components are on the chart.

2. Go to Data Outline View. The names of both components are listed.

3. In the Name field, click on the first component’s name and drag and drop it onto the name of the
second component.

4. On the chart, the two components are now linked.

5. In the Data Outline View, the linking of the two components is signified by a line which joins their
names. (In the below illustration, Box 1 is the “Parent” and Box 2 is the “Child”.)

Mame £ dh | Title

FA Boxl Parent
Lo Box2 Child

COLLAPSING SUBORDINATES IN DATA OUTLINE VIEW

In Data Outline View, the hierarchical tree of linked components can be collapsed or expanded by clicking the
box next to the Parent component’s name (see above illustration).

Rule: A plus sign (+) in the box next to a name indicates that the tree is collapsed and a minus sign (—) indicates
that the tree is expanded.

ARRANGING COMPONENTS AUTOMATICALLY

In addition to manual placement, components can be arranged automatically through the following:
1. Parent components — use the Arrange Toolbar.

2. Subordinate (child) components — use the Arrange Subordinates commands. These can be accessed
in the following ways:

a. Go to Home tab and select Arrange Subordinates.

b. Choose the Arrange Subordinates toolbar on the main interface.
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ARRANGING PARENT COMPONENTS

Parent components are arranged using the Home tab Arrange Toolbar (see below).

006 @

. TR
g N El Arrange  Auto fMake

3
il

- Arrange = Assistant-
Tools Style

The Arrange Toolbar commands include:
1. AutoArrange shapes — this automatically arranges components in a logical order.

2. Reset subordinates’ positioning — this returns the subordinates to their optimal location after having
been manually repositioned. The subordinate’s Parent_must be chosen for this button to become
active.

3. Reset positioning — this returns a component back to its previous optimal location after having been
repositioned. This drop down button offers five vertical arrangements for subordinate components.

4. Move Sibling Left (up) — moves equal subordinates left (or up) the same level.

5. Move Sibling Right (down) — moves equal subordinates right (or down) the same level.

ARRANGING SUBORDINATE COMPONENTS

A subordinate component (sometimes referred to as a child) is an element which is beneath another
component in a chart’s hierarchy. (The higher component is often known as the parent.) Subordinate
components can be arranged either manually or through the Autoarrange Shapes functions.

NOTE: all automated arrangement functions require that the parent component be the only selected element.
If the parent is not selected, the options will be inactive (or grayed out). The only exception to this is Move
Left/Right, which only becomes active when a sibling is selected.

ARRANGING A SUBORDINATE MANUALLY
1. Select an on- screen subordinate by Left mouse clicking on it.

2. Holding down the Left mouse button, drag the new component over another sibling. An outline of the
sibling being moved will appear (see below).
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Rarent
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Sibling 1 being manually dragged & dropped into Sibling 3’s position

3. Asmallicon box (with direction arrows or a box pointing up or down) will appear (see above).

4. When the icon indicates the direction you wish to place the original sibling, release the left mouse
button.

5. Notice that the original sibling has taken the position of the one it was dropped on. All the additional
siblings shift place accordingly.

ARRANGING SUBORDINATES AUTOMATICALLY
The Autoarrange Shapes functions can be accessed in two ways:

1. Goto[Home Tab] Arrange Subordinates.

B E S

Arrange  Auto Make
- Arrange = Assistant~

2. Click on any of the functions on the Arrange Subordinates toolbar.

Arrange Subordinates

2 2L 288
= 2lae 2

IMPORTANT: the Parent component must be chosen for the Arrange Subordinates functions to become active.
Also, Assistant align right, Assistant align left and Assistant side— by— side only become active when more than
one Assistant component is attached to the same Parent.

The following arrangement options are available:

1. Horizontal align center — distributes the subordinates equally on each side; creating a very balanced
pattern.
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10.

11.

12.

Horizontal stagger — creates a stairstep pattern starting with the first subordinate higher, followed a
lower component, then followed by another high one. This pattern is repeated with all the
subordinates in a chain.

Horizontal align right — places all the subordinates in a horizontal line to the lower right of the Parent.
Horizontal align left — places all the subordinates in a horizontal line to the lower left of the Parent.

Horizontal Four Columns (Wide Organization) — equally distributes the first four subordinates on a
horizontal line beneath the Parent. Any additional subordinates will appear in a new row beneath the
first, using the Parent as the center. A new row is formed every time the maximum number of four
subordinates is reached. (Note: this button only becomes active after four subordinates are present,
before that threshold, the button remains grayed out.)

Horizontal Six Columns (Wide Organization) — equally distributes the first six subordinates on a
horizontal line beneath the Parent. Any additional subordinates will appear in a new row beneath the
first, using the Parent as the center. A new row is formed every time the maximum number of six
subordinates is reached. (Note: this button only becomes active after four subordinates are present,
before that, the button remains grayed out.)

Vertical align right — places all the subordinates in a vertical line to the lower right of the Parent.
Vertical align left — places all the subordinates in a vertical line to the lower left of the Parent.

Vertical side— by- side — stacks the subordinates side— by— side beneath each other (very much like
stacking crates). It is similar to Align center in that it attempts to create a balanced pattern using the
center for alignment.

Vertical staff right — affects only Staff components and places all staff elements on a vertical line facing
to the right of the Parent.

Vertical staff left — affects only Staff components and places all staff elements on a vertical line facing
to the left of the Parent.

Vertical Four Columns (Wide Organization) — equally distributes the first four subordinates on a
horizontal line beneath the Parent. Any additional subordinates will attach vertically to the component
above it, moving from left to right, until the maximum number of four components per row is reached.
After that number, the process begins again on a new row. (Note: this button only becomes active
after four subordinates are present, before that threshold, the button remains grayed out.)

ARRANGE ASSISTANTS TOOLBAR
This menu is used to automatically arrange Assistants in a variety of professional patterns. (Note: Assistant

buttons only become active when more than one Assistant component is attached to the same Parent.)
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Arrange Assistants

T= = == B0 ol o
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Assistant align right — Places all assistant components on a vertical line facing to the right of the Parent.
Assistant align left — Places all assistant components on a vertical line facing to the left of the Parent.

Assistant side— by- side — Stacks the assistant components side— by— side beneath each other (very
much like stacking crates). It is identical to normal Side— by— side except it only works on Assistant
components.

Align Assistants horizontal right — Stacks the assistant components on the same level and side— by—
side horizontally to the right of the Parent (very much like the links in a chain).

Align Assistants horizontal left — Stacks the assistant components on the same level and side— by—
side horizontally to the left of the Parent.

Align Assistants horizontal side— by— side — Stacks the assistants on the same level and evenly* on
either side of the Parent component.

Align Assistants vertical right — Stacks the assistants on top of each other, to the right of the Parent
(akin to stacking crates, but only on one side).

Align Assistants vertical left — Stacks all of the assistants on top of each other to the left of the Parent.

Align Assistants vertical side— by- side — Stacks all of the assistants on top of each other evenly* on
either side of the Parent.

(*NOTE: Assistants are only stacked evenly if there are an even number of components. If an odd number of

assistants are present, then one more assistant will appear on one side of the Parent than on the other.)
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ARRANGE SUBORDINATES CHART
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ARRANGING SIBLINGS WITH THE MOVE LEFT AND MOVE RIGHT BUTTONS
Siblings are child (or subordinate) components that are on the same hierarchical level (see below):

Parent =

| |
Sibling 1 Sibling 2 Sibling 3

Siblings can be rearranged on the same level by using the [Home Tab] Move Left and Move Right buttons.
Important: the Move Left/Right function only becomes active when a sibling is selected.

| 3 [+ | &
o
To l::uls

There are two ways to access the Move Left and Move Right functions:
e Go to Chart > Move Sibling > Move Left/Up — Move Right/Down.

e Choose either button from the Arrange Toolbar.

Parent g
S "ooeeo * |
@ Sibling1 4|  Sibling 2 ‘ Sibling 3 ‘
oo B R %
BEFORE Left / Right move
Parent =
|
| PR SE— |
Sibing2 | & Sibling1 & | Sibling 3 ‘
R ------- -4
AFTER Left / Right move
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CONTROLLING GRAPHICS WITH THE IMAGE COMPONENT

Image
The Image component offers an easy way to place graphics on a chart.

Unlike the other components, such as Executive or Team Frame, this item does not attach directly into a chart’s
hierarchy. Instead, the Image component launches a combined image browser and graphics editor. It is perfect
for finding, modifying and placing graphics onto a chart. It is also ideal for positioning logos (and the like) on
multiple chart pages simultaneously by placing them on a chart in Master Page View.

ACTIVATING THE IMAGE COMPONENT
Similar to the other components, the Image component is activated in the following two ways:

1. Double click the Image icon in the Components area. (OR)

2. Hold down the Left mouse button then drag— and- drop it onto the chart.

Unlike the other components, however, the component will not appear_on the chart. Instead, the Image
Component interface will be automatically launched (see below):

m Image Component B

Image correction

Brightness —_— Ji K1k

Contrast — e 75%

Opacity | 100%
Tint )7 0%
Tint Calor _

IV Maintain Aspect B atio while resizing

Ok | Cancel | | Help |

The Image Component interface is a combined image browser and graphics editor that can perform the
following functions:

1. Navigate to an image.
2. Adjust an image’s brightness, contrast, opacity, tint and tint color.

3. Adjust or maintain an image’s aspect ratio (Note: these two options are only available after an image
has already been placed on the chart and the Image Control interface is opened by double clicking on
the image.)
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USING THE IMAGE COMPONENT TO PLACE A GRAPHIC

1.

2.

9.

Go to the Components area of the Chart Design Palette.

Activate the Image component by either double clicking on it, or dragging and dropping it onto the
chart work area.

The Image Component interface will open.

Click the Select Image button to open up the browser.

Use the browser to navigate to the desired image’s location.

Once the graphic has been located, highlight it and click the OK button.
The graphic will appear in the Image Component interface’s Preview Pane.

If necessary, use the sliders to adjust the image’s brightness, contrast, opacity and tint. Press the Tint
Color button if you wish to access additional options regarding the graphic’s tint. (Note: the Maintain
Aspect Ratio While Resizing and Restore Original Size options only become available when adjusting
a graphic which is already on the chart.)

Click the OK button.

10. The image will appear on the chart.

To adjust the attributes of a graphic that is already on the chart

1. Double click on the graphic.

2. The Image Component interface will open.

3. Use the sliders to adjust the image’s brightness, contrast, opacity and tint. Press the Tint Color button
if you wish to access additional options regarding the graphic’s tint. If necessary, check or unchecked
Maintain Aspect Ratio While Resizing and Restore Original Size depending on your preferences.

4. Click the OK button and the changes will be applied to the image on the chart.

DIVISIONS

Divisions are groups of subordinate components which can be hidden or expanded in the main chart. Each

Division can be also displayed on its own page. Divisions are ideal for organizations that want to represent

business units, teams or groups.

Tip: When creating charts with many people, breaking the chart up into divisions is very helpful.

CREATING, EXPANDING AND HIDING DIVISIONS
To create a Division:

1.

2.
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Choose a component which will be the division head. We will refer to this as the division Parent.

Make certain a subordinate component is connected to the Parent.
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3. Select the Parent component and either:
a. Select the Grouping tab, Create Division.
b. Right mouse click and choose Create Division from the pop— up menu.

4. A down arrow will appear in the Parent component to indicate that a Division has been successfully
created (see below).

Parent
Division

\ 4

Click down arrow to display Division sub—chart

5. Click the large down arrow to display the Division sub— chart. This chart will appear on its own page.
The division’s Parent (the same component which appears on the main chart with the down arrow)
will appear at the top of the division’s sub— chart, but this time with a large up arrow (see below).

. 3

Parent
Division

Subordinate
Division

Division sub— chart (Click the up arrow to return to main chart)

6. To hide and expand a Division sub— chart in the main chart, Right-click over the box with the arrow
and select Division / Expand. When a division is displayed on the main chart, the down arrow (used to

switch between the main chart and Division sub— chart) appears at the bottom of the division’s
bounding box (see below).
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E .

4 D;’visior: Division 4
aren Parent
Division
Subordinate

2

Same chart with Division hidden (left) and revealed (right)

DIVISIONS VIEW

Divisions View allows you to view and navigate complex charts easily. It does this by displaying the entire chart
—including all hidden division sub— charts — in an elegant and simple tree structure (see below).

& Chartl
-4 Child 3's Division
=& Division 2
.4 Division 3

Data view | Divisions Yiew

To access Divisions View:
1. Make certain that Data Outline View is active by choosing the View tab, Data Outline View.
2. Click the Divisions View tab at the bottom of the Data Outline View window (see above).
Divisions View tree conventions:
1. Main chart — situated at the top of the tree in the upper left corner.
2. Highest tier Divisions — these first divisions run vertically along the left of the diagram.

3. All additional (lower) divisions — run in a staggered (stair step) pattern from left to right; starting from
their Parent (first tier) divisions (see below).

4. Navigating in Division View — simply click on the division’s name and the chart for that division will
appear in the Main Work Area.

TIP: The easiest way to move between data fields is to highlight a field and use the keyboard arrow keys. (This
works for both on— screen components and data field menus such as Data Outline View, Box Item and Division

View.)

SHAPES
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Shapes are styles that modify a component’s outline. By default, OrgChart comes with the following shapes
(see below):

Chart Design X

Companents

Shapes

Rectangle Rounded
Rectangle

Chewvron  Folder Shape

Arc Shape Arc Shape
Left

Oreal Double Rect

X
&

Skar 5 ravs Star Sravs

AutoTexts

(Note: a shape can only be applied to components already present on the chart.)

ACCESSING THE SHAPES MENUS
Shapes can be accessed in the following ways:

1. Go to the Chart Design Palette and click on the Shapes bar (pictured above).
2. Select a box component, then drag the shape on top of it.

3. Right-click a component to launch a pop— up menu. On the pop— up menu click Format > Shape Style.

APPLYING SHAPES TO A CHART
Shapes may be applied in the following ways:

1. Dragand drop a shape icon from the Shapes menu directly on to the chart.
2. Double click a shape icon in the Shapes menu and it will appear on the chart.

3. In the floating menu launched by Shape > Format > Shape Style, either: 1) double click a shape icon
or 2) select an icon and press OK.
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BEFORE AFTER

Example of a component with an applied shape
HIDING AND REVEALING SHAPES

1. Right-click a component. A pop— up menu will appear.

2. On the pop— up menu, go Format > Hide Shape. The shape modification will disappear (although the
component will still be visible on screen). A check mark will appear on the menu to indicate that the
shape is hidden.

3. Repeat steps 1 and 2 to toggle the shape back into view.

APPLY SCOPE

Apply Scope is an intuitive interface which allows you to quickly set the range and locations of the changes in
your chart. Now, with a single mouse click you can affect everything from the data in individual components
to the look of the entire chart (and everything in between).

H Apply Scope [

Apply To:
f'“

{* Entire Chart

" Current Division

oK
{” Division and below

Cancel

fl

[ Do not show this dialog again Help

There are slightly different variations of the Apply Scope interface in different parts of OrgChart, but all have
versions of the same following options:

1. Selection — affects only the currently selected components (this option is available in Paint Format’s
scope but not in Themes, Backgrounds or Borders).

2. Entire Chart — affects the entire chart.
3. Current Division — affects only the currently selected division.
4. Division and below — affects the currently selected division and every division beneath it.

To use Apply Scope:
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1. Inthe Chart Design tab click on a Theme, Background or Border. The Apply Scope interface will appear.
(Drag and drop activation is only available in certain versions.)

2. Click the appropriate radio button to choose the scope, then click OK.

3. The changes will be applied.

THEMES

Themes are visual motifs which affect the appearance of the chart, most of the chart’s components and certain
menu views.

ACCESSING THEMES
To access Themes, do one of the following:

1. Go to the Design tab and click on the Themes button.

2. Right-clickin an empty space in the chart to bring up the contextual menu and choose Themes. A menu
similar to that shown below will appear.

E Apply Theme b4

Apply To:

i

Entirz Chart
Current Division

Diivizion and below

LCancel

.y Rays
Iiﬂ ' % Help

APPLYING THEMES TO A CHART
Choose a theme from the Themes drop down menu.

OrgChart Professional

|
Child 1 Child 2 ! childs |
Subordinate Subordinate Subordinate |

Example of an applied Theme

BACKGROUNDS
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Backgrounds are patterns which appear only on the chart but don’t affect components. OrgChart comes with
the following default backgrounds (see below):

LFi Chart Background x
~ |~ Appl Ta:
. Entire Chart
Solid
Current Divizion
—_— Drivizion and below

Linear Border 1

ThickThin Skripes

&rc Patbern Large ok

| Cancel

Triangle Carners 1
» Help

ACCESSING BACKGROUNDS
To access Backgrounds, do one of the following:

1. Go to the Design tab and click on the Backgrounds button (pictured above).
2. Right-click in an empty area of the chart and choose Background Style from the pop— up menu.

APPLYING BACKGROUNDS TO A CHART
Go to the Design tab and click on Background and then Style. Select a style and scope and click OK.

ORGCHART 1
PROFESSIONAID ]

ORGCHART ]
1

ORGCHART ] [ ORGCHART ]
| | Wil

.

Example of a chart with an applied background

HIDING AND RE-DISPLAYING A BACKGROUND
The background on a chart can be toggled from visible to hidden by:

1. Going to the Chart tab select Background and then Hide.

2. Rightclicking an empty space on the chart to bring up a pop— up menu and choosing Hide Background.
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BORDERS

Borders are designs which appear only along the outer edges of a chart. They can be resized and placed on
charts which already have themes and backgrounds. By default, OrgChart comes with the following borders
(see below):

Chart Border X

| bpply To:

. . Entire Chart
Single Thin

Current Division

) . Divizion and below
Single Thick

Double Thick Thin
Couble Thick
LCancel
Parallel Thin
Help

ACCESSING BORDERS
Go to the Design tab and click on the Borders button.

APPLYING BORDERS TO A CHART
To apply a border, do one of the following:

1. Double click a border icon in the Borders menu. It will appear on the chart. (OR)

2. Go to the Design tab and select Border, and then either: 1) double click a border icon or 2) select an
icon and press OK.

ORGCHART
PROFESSIONALS
I 1

‘ ORGCHART H ORGCHART H ORGGHART ‘

N A

Example of a chart with an applied border

REPLACING BORDER STYLES
To change from an already applied border style to a new one:
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1. Go to the Design tab, select Border, then Style, then None.

2. To apply a new border, repeat the above process.

AUTOTEXTS

AutoTexts are fields containing both automatically generated and user defined information which can be
applied to a chart.

1. User defined AutoTexts require manual input of information, such as a Chart’s title, or the name of a
division. User defined AutoTexts are: 1) Chart Title, 2) Division Title and 3) Division Number.

2. Automatically generated AutoTexts supply information directly from your computer’s operating
system. These AutoTexts include: 1) Creator Name, 2) Organization, 3) Current Time and 4) Current
Date.

NOTE: All of these fields can be edited manually by: 1) highlighting the current entry and then 2) typing in the
new information

ACCESSING AUTOTEXTS
1. Go to the left Chart Design pane and click on the AutoTexts bar.

2. Gotothe Insert tab and select AutoText.

Chart Design X

Components
Shapes

AutoTexts

Chart Title  Division Title

Creator Mame  Organization

Current Date  Current Time

s s

Diivvisian Division
Murber Headeaunt

5z 5

Chart last Chart last
modified date  saved date

B

Surmmary
Field +alus

APPLYING AUTOTEXTS TO A CHART
AutoTexts can be applied in the following ways:
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Drag and drop an icon from the AutoTexts menu directly on to the chart.
Double click an icon in the AutoTexts menu and it will appear on the chart.

Go to the Insert tab and select AutoTexts. This will open up the Add AutoText Element menu. From
here, either: 1) double click an icon or 2) select an icon and press OK.

MODIFYING AUTOTEXT TEXT
Important: Information inside an AutoText can only be changed from the Divisions View. To change an AutoText,

do the following:

1.
2.

87

Place an AutoText on the Chart.
Open up Divisions View.

In Division View, highlight the name of the level the AutoText is on. The level will have a default name
such as Chart, Division 1, Division 2, etc.

Press the F2 key (or right— click) to make the default Division name editable.
Input the text you wish to appear in the AutoText.

Hit ENTER to apply the change.
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CHANGING THE ORDER OF DATA FIELDS

To change the order of a component’s data fields:
1. Select the component. Its data fields will appear in the Box Item menu.
2. Go to the Properties dialog and select the field you wish to move.

3. Click the Move arrows at the top of the Box Item menu to move the selected data field higher or lower
on the list (see below).

E Box Properties x

Edit Data Define Layout

Use mouse click to select the formatting cell. Hold Chl key pressed

Marne Wigible:
to select several cells

a Mame

5" Division O <Photo= &

= Supervisor O

5 WES Code O

&, Phota

abe Phone O

¢ eMail O

% Headrount O

2. 5pan of Control m] Cell alignment - - Dizplay options Cell positioning

3 Total Salaries O === Font Style... 4

§ Selary | = Show fied tile ||| 4=
127 Load [m| == | [Awad wap

% Loadcount O Hide empty
abc_Hote E :m:lll::‘ll;eline Columns in bow: | 2 :

abe #Area of Responsibility
Setbthis layout as & default for the new boxes.
Apply To
Selection Entire Chart Current Divigion

CUSTOMIZING THE APPEARANCE OF BOX COMPONENTS AND CONNECTORS

Components and connectors can be customized to meet all your chart making needs. By default, components
appear as rectangles which display the Name and Title fields in 10 pt Tahoma font. Connectors appear as plain
black lines. These can be changed to much more interesting designs through the Home tab Connector Style

B Hide
g

Properties
=

Box

icon.

MODIFYING THE FILL STYLE, BORDER AND SHAPE OF A BOX COMPONENT
The Shape modification menus can be accessed in two ways:

1. Gotothe Home tab and select from the box icons for Fill Style, Border and Shape. For this method an
on screen component must be selected or the shape modification menus will be inactive (grayed out).
(OR)

2. Right-click an on screen component to launch a pop—up menu. When the menu appears, go to Format
and choose from the expanded list of menus.
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The following is a detailed look at the various shape modification menus and how to use them to customize
your components and connectors:

FILL STYLE MENU
This menu is divided into the following four areas (pictured below):

& Fill Style x

Color Gradient Fattern Picture
Apply To:

Calor:

. . Transparency

LCancel
Help

Click on a tab to display any of the Fill Style menus:
1. Color - choose a standard fill color or create a custom one.
2. Gradient — choose a gradient (gradual transition) from one color to another.
3. Pattern —choose from a menu of pre—loaded patterns.

4. Picture —choose a picture then apply a tint color (to change its shade).

FONT STYLE MENU

This custom interface allows you to assign Font Family, Font Size, Font Weight, Effects, Script and Fill Style (see
below).
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Font style X
Font: Font Style: Sizer
il Marmal 12
¢} Arial P M orrnal g A
o talic 3
¢} Arial Black Eold 10
O Arial Narrow Bold ltalic
¢ Arial Rounded MT Ba 14
0 Arial Unicode MS :
() Baskerville Old Face 20
() Bavhausr93 73
€} Bell MT i L
Presview:

Underline

Shikeout AaBbyyEz

Eill Style...

Note: text alignment cannot be done through this menu. To align text within a component, go to the Home tab
and choose the Align Left, Align Center or Align Right buttons (a component’s text is centered by default).

Ul
I
[
|

[

Alignment

BORDER STYLE MENU

This menu controls the appearance of the line which defines a component’s shape. You can control the
following: Line Style, Line Width, Fill Style, Join Style and Transparency.

CONNECTOR STYLE MENU

This controls the appearance of a component’s connector and of Dynamic Connectors. From here you can

control: Line Style, Line Width, Join Style, Fill Style, and how a connector starts and ends (i.e. with an arrow,
plain, etc.). See below:
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Connector Style 4

Line Style

LineStyle Fill Styls...

Line Wwidth |9 g e Line Jain
Tranzparency L N

start: 1000 %, end: 100 %

Starts with P
Toggle

Ends with g
Preview:

Important: you cannot directly select the connector between two components (if you wish to edit it). Instead,
you must choose one of the components and then bring up the Connector Style menu.

DROP SHADOW
This option creates a shadow effect; thereby giving the component a three dimensional appearance. Clicking
this entry toggles the shadow on and off (a check mark will appear next to the entry accordingly).

Drop Shadow OFF Drop Shadow ON
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USING AUTO ADJUST SIZE & WORD WRAP ON COMPONENTS

Components can hold and display an almost encyclopedic amount of text. To keep this information orderly and
within each component’s confines, OrgChart has Word Wrap and Auto Adjust Size.

1. Word Wrap — keeps the length of the text within the width of a component. It makes the component
longer to accommodate excessive text.

2. Auto Adjust Size — extends the width of the component to accommodate the length of the text. This
feature also adjusts all visible boxes in a chart to the same size. This feature is automatically turned off
for any box whose size is manually adjusted.

Note: Both of these functions are on by default:

AutoAdjust Size On, Word Wrap Off

Mr. Big
CEO =
Aristotle Onasis Marvin Rumplestiltskin Rin Tin Tin
Yachtsman Storybook Character Best Dog

AutoAdjust size On, Word Wrap On

Mr. Big
CEO
=l

Marvin
Aristotle Onasis Rumplestiltskin Rin Tin Tin

Yachtsman Storybook Best Dog
Character
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To toggle Text Wrap and Auto Adjust Size on and off:

1. Go tothe Home tab and choose either Word Wrap or Auto Adjust Size.

=

#

Alignment

2. Right mouse click a component to launch a pop— up menu. When the menu appears, go to View and
choose either Word Wrap or Auto Adjust Size.

PAINT FORMAT: THE ULTIMATE COMPONENT MODIFIER

One of OrgChart’s most powerful modifiers is Paint Format. This amazing tool allows you to take the visual
attributes of one component — such as its shape, color and font — and transfer those same attributes directly
to other components in your chart.

The changes can be as sweeping or as precise as you need — from individual components, to divisions or even
to the entire chart. Paint Format even has the ability to focus on specific professions or titles. So, for example,
you could create a unique format for each profession, then apply those unique changes across the entire
project (such as automatically applying a gold chevron to all supervisors and a green folder to all accountants).

TIP: Think of Paint Format as a clone tool that only affects a component’s appearance, yet leaves all the
component’s unique information intact and unchanged.

Paint Format has two modes:
1. Special mode or Format Painter Wizard.

2. Selection mode (this is on by default).

HOME
npqEL
D g

E
Paste E E
Clipboard

To toggle between these two modes, click the small arrow to the right of the button (see below):

BEFORE Paint Format applied

Source Component Destination Component
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Source Component Destination Component

AFTER Paint Format applied

Note: The Paint Format button will only become active when a single component is currently selected; otherwise
it will appear grayed out.

SELECTION MODE
Choose this mode when you wish to manually copy format changes. To use Selection mode, do the following:

1. Select the source component which contains the format you wish to copy.
2. Click the Paint Format button. Notice that the button stays depressed.

3. Highlight the destination component(s) you wish to apply the changes to. (For single components,
simply click on the component. For multiple components, hold down the Left mouse button and drag
a rectangle around the group; the components will appear highlighted when the button is released.)

4. The destination component(s) will now have the same visual format as the source component.
SPECIAL MODE (FORMAT PAINTER WIZARD)

Select this option when you wish to apply format changes automatically. Special mode works by launching the

Paste Format interface (see below):

E Paste Format x
: . - . o Al Format Options ~
Apply SCPDE pply if meeting this the conditiore Primary Box Options
Selection Find what: Fill Style
Entire Chart Find where: Border Styls
Current Division Gy — Canneckar Style
Divizion and below - o Shape Style
ize
Apply for levels: Apply if meeting rule Auta -
[ Marual
Rule Data Fields' Options
Fant: Style
Layout

Options <<
Image field size

s || b | ¢ |

| £

|

This interface is divided into two basic areas: 1) Scope and 2) Conditions.

1. Scope —this area determines the range and locations in the chart that your changes are going to affect.

The available ranges are:
a. Selection
b. Entire Chart

c. Current Division
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d. Division and below

Conditions — this area is used to choose which component(s) are going to be affected based on certain
parameters. In essence, from here you choose the component(s) that you want to change based on
something in their data — such as a name or title.

This is a powerful tool because it allows you to group components based on a relationship between
their data. This means that you can either locate, or assign factors for certain components and then
control how every one of them appears no matter where they are located in the hierarchy.

This makes Paint Format amazingly efficient at applying sweeping changes that make entire groups,
positions and professions immediately recognizable based on their format (such as having all
managers appear as blue ovals).

The Conditions area contains the following sections:

1.
2.

6.

Apply if meets condition — this box must be checked to activate the rest of the Conditions area.

Find what — tells Paint Format what to look for. Any data or text may be entered into this area. Click
the arrow on the right to activate a drop down menu which holds a record of the criteria previously
entered into this field.

Find where — determines which data fields Paint Format is to search when matching the text or data
entered into the Find what field. The default is Any Field. If you need to specify one data field in
particular, click the drop down menu and a list of all the available data fields will appear.

Comparison — click the arrow to open up a menu of additional search parameters (such as Contains
(default), Equal to, etc.).

Match case — checking this box sets Paint Format to recognize capital letters, upper and lower case,
etc. (Tip: leave this box unchecked most of the time. When it is active, components may not be found
or affected because of simple errors, such as someone forgetting to capitalize a name or title, etc.).

Options — click this button to open up a menu of additional options.

Using Special mode

To use Special mode, do the following:

1.
2.

95

Select the source component which contains the format you wish to copy.

Click the Paint Format button —if necessary, click the arrow next to the button and select Special from
the drop down menu.

The Paint Format interface will appear.

To activate the Conditions area, check the Apply if meet conditions box. The Conditions section will
now become active.

Type your criteria (position, title, etc.) into the Find what field.

Go to the Find where area and choose from the list of available data fields.
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7. If necessary, go to the Comparison section, click the arrow to open the drop down menu and choose
from the available additional search parameters (the default is Contains).

8. Check the Match case box if you want Paint Format to recognize capital letters, upper and lower case,
etc.

9. If necessary, specify any additional options with the Options button.

10. Go to the Scope section and click the appropriate radio button to choose the range and locations in
the chart that your changes are going to affect.

11. Click OK.

12. When the interface closes, notice that your changes have been applied.

BOX PROPERTIES INTERFACE

On— screen graphics are just a small part of what components can do. Components can also contain vast
amounts of information which can be entered, edited, exported and even printed out. An important area for
the manipulation of this information is the Box Properties interface. (This area has two tabs. The image below
shows the Box Properties menu with the Edit Data tab selected).

) Box Properties X
Edit Data Define Layout
Mame Visble Uze mouse click to eelect the formatting cell. Hold Ctrl key pressed
- to select several cells
& Employee_Mame
121 Emp ID a ) ]
shi Title <Photo= & :<Employee_Name>
sbe Department O =Title=
127 Dedsion_IMaker a :
= = =
%, Date_of_Hire O i<Location
abe _src_Isfssistant O
B Progerties
= Supervisor O
123 Supervisor_Emp_I0 [ EotDats | Definelsyout | ShapeStple | Boecer wnd Fill
$ Salary O Cell alignment Dizplay options Cell positioning fﬁ“_ <
abe Location === 1
— = 1= 1= == Lonsl Lun B
_ Show field e - Voo kg
Drokted _line_1 = == [
== = word virap ¥
abe DL-ID-1 O Hide empty ¥
™ Dotted_line_2 O Multiling . =
e DL-ID-2 O Battom line Columns in box: | 2 - ;
i H Lionel Luniconfiuencs
127 Years_in_Job a h Set this layout as a default for the new boxes. r.n;,‘»nf: ..w.;c:m—. oot e Temuay. + Torhay UK/
./ fereow googie oo frapa. tlace Lausarre, « Setrerdan
Apply Ta
Entire Chart Current Divizion
Fpely To:
Selsaten Erire Cusmers Qvson
=
oK [ e
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B Propertics

EstDats  Definelijout | ShapeSwde | Bordes and il

¥ Smereser (0

=t Leaving

<Pholo> & <Name=>
<Job Title>
=Department=

DISPLAYING THE BOX PROPERTIES INTERFACE
Once a component is selected, the Box Properties interface can be accessed in the following ways:

1. Go tothe Home tab and select Properties.

2. Double click an empty area inside a box component (an area with no text or graphics, etc.).
3. Right-click a component to launch a pop— up menu. In the pop— up menu choose Properties.
4. Use the hotkey combination of Alt+Enter.

BOX PROPERTIES: SCOPE
Scope is a powerful and intuitive interface which allows you to quickly set the range and locations of the data

changes in your chart. It is found in the Apply To section at the bottom of both Box Properties tabs. It has the
following options:

Apply To:
{* Selection (" Entire Chart { Current Division

1. Selection — only applies changes to the currently selected component(s).
2. Entire Chart — applies changes to every component in the chart.
3. Active Division — only applies the changes to the division of the currently selected component.

SPECIAL TIP: Scope is one of OrgChart’s most useful features because it can be applied to any data field in any
combination anywhere on the chart. This means that you can set certain fields, like the company’s name or
telephone number, to appear in every component in the division or chart, but leave all the other data fields
unaffected. Since you can have any data (or field) appear anywhere, the possibilities and time saving features
of scope are almost limitless.

BOX PROPERTIES: EDIT DATA
This area is used to define what data will be associated with certain component(s). To use this section:

1. Click in the right hand column of the data field you want to edit. The area will turn blue.

2. Enter the data.
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3. Press ENTER or click in another field to apply the data.

4. Set the scope of the changes by going to the Apply To area and clicking one of the available choices.

5. Click the OK button to apply the changes and close the menu.

BOX PROPERTIES: DEFINE LAYOUT

This area determines the visual appearance the data in the component. It determines what is visible and where

(see below):

@]

Edit Data

Define Layout

127 Position 1D
abe Department

-

Box Properties

Shape Style

Border and Fill

CHAPTER 2: CHART CREATION

Use mouse click to select the formatting cell. Hold Cid key pressed to

select several cells

127 Decision_Maker ) .
7% Date_of_Hire =Photo> & <Employee Name>
abe _sre_lsAssistart E <Title>
E Supervisor .
121 Supervisor_PID <Location>
127 Level
$ Salary
& Proposed Salary
§ Market Cell alignmernt -, - Display options Cell postioning
abe Salary Grade === Fort Style...
abe Dotted_line_1 — M: Show fiel... e
127 DLADA1 =l=|= \Word wrap ¥
abe Dotted_line_2 Hide empty
127 DLID-2 Multiline . "
+bs Diversty Eattom line Columns in bax: 2 -
127 Years_in_Job =2 Set this layout as a default for the new boxes.
Apply To:
Selection Entire Chart Current Division
Cancel Help

This tab consists of the following areas:

1. The Data Field area — displays what data fields are available (this changes depending on what field
data view you have chosen). It contains the following:

a.

Drag the fields you want in the chart box to the layout window.

2. The Preview Pane — displays a simple diagram of the component. It shows:

a.

b.
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Data fields that will be visible — to change this, drag and drop foelds from the Data Fields area.

Order of the data fields — to change the order, highlight the desired field in the Data Fields
area, then click the Move Up or Move Down buttons. Note: The Move Up and Move Down
buttons will only become active if a data field with a check in the visibility box is selected.
These buttons will also either activate or deactivate depending which data field is selected.

Components text font — this is selected in the Display Properties area (see below).

Components text alignment — this is selected in the Display Properties area (see below).
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3. The Display Properties area — determines certain visual properties of the component. It contains the

following:

a. Display Column Name — check this box to make the title of the data field appear in the
component (for example, with the box checked a person named “Mr. Sample” would appear
in the component as “Title: Mr. Sample”.)

b. Text alignment buttons — click any of the three buttons to determine if the text will be aligned
on the left, center or right of the component.

c. Font Style — click this button to open the font menu (for more details, please see the Font Style
section of this manual).

4. The Apply To area — determines the scope of the changes which have been determined in the other
areas (for more details, please see the Box Properties: Scope and Apply Scope sections of this manual).

Once you have made your selections from the above sections, click the OK button to apply the changes and

close the menu.

ARRANGING DATA FIELDS BY USING THE MOVE UP AND MOVE DOWN BUTTONS
To change the order of Data Fields (by moving them higher or lower on the list), choose the desired field in the
Layout tab of the Box Item menu, then click the Move Up or Move Down button.

E Box Properties X

Edit Data Define Layout Shape Style Border and Fill

127 Position 1D N Use mouse click to select the formatting cell. Hold Cirl key pressed to
select several cells
abe Depatment
127 Decision_Maker -
% Date_of_Hire <Photo> & <Employee_Name> |
™ Supervisar = i
127 Supervisor_PID H <Location>
123 Level
% Salay
$ Proposed Salary
s Market Cell alignment Display options Cell postioning
abe Salary Grade === Fort Style...
b Dotted Jine_1 —= N: Show fiel... || | 4=
127 DLAD-1 == Word wrap
abe Dotted_line_2 Hide empty
122 DLD-2 Muttiline ) -
ab¢ Diversity Bettom line Columns in box: |2 -
127 Years_in_Job 2 Set this layout as a default for the new boxes.
Apply To:
Selection Entire Chart Cument Division

DATA FIELDS INFORMATION TYPES
1. Text—text information can be typed directly (or cut and pasted) into these fields. Single click to open.

2. Salary—used for dynamic, on-the-fly calculations of budgets and expenditures. It is used in conjunction
with the Headcount and Team Budget fields.
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To use this function, single click the Salary data field and type in numbers (note: this field accepts

numbers only). When finished, hit the ENTER key. The input will be applied and a dollar sign ($) will
automatically be placed in the field.

3. Link - this is where links are created (see Appendix B). Double click in the field to open the Link Data
menu (see below):
2a Link Data B

Link To

|file:x’x’x’ j |C:'\DrgEhart\DrgEhart Information.t Browse... |

Display & |UrgChart Information. bt Clear data

OrgChart [nformation, bt

ak | Cancel | Help |

4.

Image — this field links stored images to a component (see Appendix B). Double click the field to open
the Image Data menu (see below):

E Image Data X

Save As..
Browsze...
Clear data

Dizplay Size [pixels]
9124512 -

Help

5. Attachment — stored information files are linked to a component through this field (see Appendix B).
Double click the field to open the File Attachment Data menu (see below):

3 File Attachment Data X

Display name Job Description.doc

Initial file path C:ADocuments and Settingst]) oetDeskioptOrg Browze...

@ Clear data

ok LCancel Help

6. Calculated field — enables the automatic tallying of personnel, salaries and team budgets. The scope
can be set to branches, managers and subordinates (see below):
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& Calculated Field ®
Operation Affected Column Affected Scope
Sum - Total people - Branch and Mar. -

Ilze condition...

This menu is accessed by double clicking in the following two data fields.

a. Headcount — default configuration for calculating number of personnel.

b. Team Budget — default configuration for calculating budget.

To view totals for a group of components, click on the parent component to display the tallies for the parent
and all its subordinates.

For more information and step— by step details on other options available in the Calculated Field menu, see
Appendix B: Calculated Field — Headcount and Team Budget.

DYNAMIC CALCULATIONS WITH HEADCOUNT, SALARY AND TEAM BUDGET
Headcount, Salary and Team Budget all work together to make certain calculations possible. This occurs
because the Team Budget is determined from information gathered from both the Headcount and Salary fields.

For step— by—step instructions on performing Headcounts and Team Budgets, see Appendix B: Calculated Fields
— Headcount and Team Budget.

CHART DATA SET: MASTERING GLOBAL DATA FIELDS
In addition to the default Data Fields present in the Box Properties menu, new fields can be created, modified
or deleted globally through the Chart Data Set interface (see below):

& Chart Data Set x
Mame Type Wigible Dizplay name  Formula  Format M
ETR - 1o O g
Title abe Text O Add Predefined...
Division 5 Calculated a a > Delete
Supervisar B Supervisor a a ¥ =
WES Code 5 Calculated a a x Set Title
Photo & Image O
Phone abe Text O O
eMail & Link O O
Headcount 3 Calculated O O >
Span of Cantrol 5 Calculated a a >
Takal Salaries 5 Calculated a a > Move Dopn
Salary & Currency a a i
Load 127 Mumeric a a K
Loadcount 5 Calculated O O ¥
Mote abe Text O O
Area of Responsibility abe Text O O Caricel

Help
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IMPORTANT: The Chart Data Set stores and creates data fields that can become available to every component
(globally). However, although these fields are available, they are not automatically included or visible in the
final component. Only after you set the data field to be accessible and visible will it then be available for the
chart building process.

Accessing the Chart Data Set interface — Go to the Data tab, Chart Data Set.
Editing an existing data field:
There are five fields which can be edited in the Chart Data Set:

1. Name - to edit this field, do the following:

a. Click on the Name column of the chosen data field. The area will turn blue, signifying that it is
now editable.

b. Enter the new information.
c. Press ENTER, or click in another data field and the information will be applied.

2. Type —there are nine different types of data fields: 1) text, 2) numerical, 3) currency, 4) calculated, 5)
link, 6) image, 7) attachment, 8) FormTool document and 9) supervisor. To edit this field, do the
following:

a. Click on the Type column of the chosen data field. The field will turn blue and a small button
will appear on the right side.

b. Click the button to open a drop down menu displaying the nine types of fields listed above.
¢. Click on your choice in the drop down menu.
d. The selection will now appear in the Type field.

3. Visible — determines whether the data field will be visible. Check this box to toggle between visible
and hidden.

4. Display Name — determines whether the title of the data field (such as Name, Title, Photo, etc.) will
appear in the component. (For example, in a component with a person named “Mr. Sample”, the name
would appear as “Title: Mr. Sample” if Display Name was checked.) Check this box to toggle the data
field title between visible and hidden.

5. Formula — formulas are only available if certain types of data field were selected in the Type column
(i.e. numeric, currency, calculated, etc.). To edit this field:

a. Click on the Formula column of the chosen data field. The field will turn blue and a small
button will appear on the right side.

b. Click the button to open a drop down menu displaying the Calculated Field menu (see below):
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Affected Scope

Branch and Mar, -

[& Calculated Field
Operation Affected Column
Sum Total people -
oK

LCancel

IJge condition...

Help

c. Choose options from the drop down menus in the Operation, Affected Column and Affected

Scope areas and click OK.

d. The Calculated Field menu will close and your selection will now appear in the Formula area

of the Chart Data Set.

To create a new data field:

1. Click the New button. The Name column will turn blue and a new entry entitled “Unnamed” will

appear.

2. Type in a name for your new data field, then either hit ENTER or click in another field to apply the

change.

3. Choose your options, from the Type, Visible, Display Name and Formula areas.

4. When you are done editing the data sets, click OK to close the interface.

5. The Add Columns in Data Views menu will open. This interface provides the option to add your newly
created data field to already existing Defined Data Views (see below):

ﬂ Add Columns in Data Views

s

Mew Data Columns:

Defined Data Views:

Default
Salary Planning
Phone Directory

ooa

o]

Cancel

Help

To add your new field to an existing Defined Data View:

1. Check the box next to the views you want your new field to appear in.
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2. Click OK.
3. The interface will close and you will be returned to the main work area.

4. (From this point on, whenever any of the views you checked is chosen in the Box Item: Current Box
Layout or Outline View: Data View Quick Selector menus, your new data field will appear along with
the other data fields.)

To load a predefined data field:
OrgChart comes with a library of predefined (previously designed) data fields. To load from this library:
1. Click the Add Predefined button.

2. The Add Predefined Columns menu will appear (see below):

3 Add Predefined Columns x
a Mame E Current level
abe Title $ Salary
E Supervisor 127 Load
abe Cornpany & E-Mail Office
abe Organization :{. Photo
Z Division Title File Resume
Z WES Code Business Form
Z Headcount abe Location
Z Span of Control abe Address

Z Median Span of Contral  abs Ciky
Z Average Span of Control  abe State

Z Levels above abi Zip

Z Levels below abe Country

< >
Add Cloze

3. Highlight the data field you wish to add and click the Add button.

4. The Add Predefined Columns interface will disappear and your selected, predefined data field will
appear in the Chart Data Set area.

Additional Chart Data Set buttons:

1. Delete —removes a data field from the Chart Data Set area. To use, simply highlight the field you wish
to remove and press Delete.

2. Set Title — sets the currently chosen data field as a title. If the currently highlighted field has already
been set through this option, the button will automatically switch to Remove Title.

3. Move Up — moves an item higher on the list. This option is inactive if the selection is already at the
top.

4. Move Down — moves an item lower on the list. This option is inactive if the selection is already at the
bottom.
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To
complete the Chart Data Set process, choose from the following:

1. OK-accepts your choices and applies them universally to the data fields of every component.
2. Cancel — closes the panel without making any changes.
3. Help—Ilaunches the Help menu.

VIEWING & CONTROLLING DATA VIEWS IN OUTLINE VIEW

The Outline View Control Bar is one of the main interfaces used to work with data views. Sitting atop the Outline
View, it provides a convenient, central location to access all the tools necessary to view, create and manipulate
these powerful resources.

Although this control bar has many options, this section will only focus on those directly related to data views.

& T @ o £ [ Al Columns -

@ (2

1. Edit Current Data View — launches the Edit Data View menu. By modifying the currently selected data

view, this interface determines what data fields and data views will be available in the Box Item:
Current Box Layout and Outline View: Data View Quick Selector drop down menus. It also determines
the order in which these fields are displayed (see below):

231 Edit Data View [
Data View Name:
| DataView
Available Data Columns: Selected Data Columns:
L supervisor - Add -> A Name
[]wes Code = Emite
(EPhoto
Phone Office
[Z]Headcount 3
@Team Budget Remaove all
Salary
Load
[E]Loadecount
Note
[%]Division 52 Mave Up | |
0K | Cancel | Help |

2. Creating a new data view in Edit Data View:
a. Type anew name in the Data View Name field.

b. Use the Add and Remove buttons to shift data fields between the Available Data Columns and
Selected Data Columns areas. ltems may also be dragged and dropped across panes.
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Once all the desired data fields are present in the Selected Data Columns pane, use the Move
Up and Move Down buttons to determine how those fields will appear in your final data view.
Items may also be dragged and dropped into the desired order.

Click OK to close the interface and apply the results.

Back in the main work area, notice that the name of your new data view appears in the Outline
View: Data View Quick Selector.

3. Editing an existing data view in Edit Data View — follow the above instructions but do not type a new

name in the Data View Name field.

4. Define Data Views — launches the Define Data Views menu. This interface is used to add new data

views which will then become available in the Box Item: Current Box Layout and Outline View: Data

View Quick Selector drop down menus. It can also be used to edit currently existing data views.

|: Define Data Views X

All Columns
Default gdd..
Salary Planning

Phone Directary Edit...

Move Down

Lancel

Help

5. Adding a data view using the Define Data Views menu:

a.

b.

Click the Add button.
The Edit Data View menu will appear.

In the Edit Data View menu, type a new name into the Data View Name field and choose
which items you wish to populate your view (for more information on using the Edit Data
View menu please see the Edit Current Data View section).

Click OK to close the menu and return to the Define Data Views menu.
Arrange your data views by using the Move Up and Move Down buttons.
When you are satisfied with the entries and their arrangement, click OK to close the interface.

To see the results of your change, open the Outline View: Data Quick View Selector. Notice
that your changes have been applied and are available for immediate use.

6. Editing a data view using the Define Data View menu:
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a. Click the Edit button.
b. The Edit Data View menu will appear.

c. In the Edit Data View menu, choose which items you wish to populate your view (for more
information on using the Edit Data View menu please see the Edit Current Data View section).

d. Click OK to close the menu and return to the Define Data Views menu.
e. Arrange your data views by using the Move Up and Move Down buttons.

f.  When you are satisfied with the entries and their arrangement, click OK to close the interface
and return to the main work area.

7. Data View Quick Selector — this drop down menu enables rapid selection of available data views. This
menu performs the same function as the Current Box Layout drop down menu available in the Box
Item area. To use, simply open the menu and select the data view. It will be immediately applied.

S THe® L B [all Calurnins .

Marme
k [Mame]

Defaul:
Salary Planning
Phone Directory

8. View Options — provides a selection of display choices available in Outline View. By using sophisticated
identification, ordering and tagging techniques these options utilize intelligent filtering — thereby
allowing you see exactly the information you need to see, when you need to see it.

View Options can be accessed in the following ways:
a. Main menu - go to the View tab and check Data Outline Pane to choose the desired option.

b. Outline View Control Bar — click the View Options button.

& @ = WG - [ Al Colum
*  All records
’ Smart
Selection Only
Diivision Only
Divisions with Subdivisions
4
b

- Query field for the selection I

The following choices are available:

a. All records — displays all the components on the entire chart, including all divisions and
subdivisions.
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b. Smart —displays only the selected components and their subordinates.
c. Division — displays only the components in the currently selected division
d. Division with Subdivisions — displays the current division and the subdivisions below it.

e. Found Results — this option works in conjunction with OrgChart’s Find feature. Note: This
option only becomes active after a successful search has been initiated. Found Results then
displays the latest results of the search. To test this option, go to Edit > Find and run a search
for an item you are certain is in the chart. After Find returns a positive result, go to View
Options and select Found Results. The found component will appear in the Outline View area.

f. Show Hierarchy — toggles the Outline View between hierarchy and list formats (for visual

examples of these styles, please see the Outline View section).

CHART WIZARD

The Chart Wizard is a streamlined series of five consecutive screens which guide the user step— by- step
through the process of making customized charts and templates.

LAUNCHING THE CHART WIZARD
To launch the Chart Wizard:

1. Click the File tab, then New, and then the Chart Wizard icon on the right.
Chart “fizard

CHART WIZARD: START AND LOAD SETTINGS SCREEN
The wizard opens with the Start and Load Settings screen (see below):

2] Chaet Wizard [

[0 T A RTad  rie Chunt s ol e you tvcnsh e chit comaion: procmes. ¥y e o crmate marny v
Sagrams, just prepare one That you ke and save the seings. The ned tme you creste & chan you wil
oty Feed 12 1] I ARG ARt Then makn CONTAN ANt a8 desmd

Load Settrgs

bet: | Coel |

This screen contains the following options:
1. Load Settings from a previously saved chart (.tcw file). To Load Settings, do the following:
a. Click the Load Settings button.

b. Browse to the location of your .tcw file in the Select Chart Wizard Settings File box.
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c. Choose the file by double clicking the file name, or by highlighting the file and clicking Open.
d. A “Settings loaded successfully” message will appear. From here you can either:

e Click Finish. This will load the chart/template directly into the Main Work Area without
modification. (Note: the “Finish” button will only become active once a file is loaded. Until
then, it will remain grayed out.)

e Click Next. This loads the chart/template into the wizard for additional modification. The
next screen will then appear.

To complete this screen, select one of the following options:
2. Next - start a new chart or modify a loaded template.
3. Cancel — close the wizard without saving and return to the Main Work area.
4. Help - launches the OrgChart Help system.

5. Finish — this option is only available when a previously designed chart or template has been loaded
through the Load Settings command (see Load Settings, above). Until a chart is loaded, this button
remains inactive (grayed out). Once a chart is loaded, click this button to load the template into the
work area and close the wizard.

CHART WIZARD: CHART DESIGN SCREEN

The second area of the Chart Wizard is the Chart Design screen (see below). Here you can specify the number
of levels in a chart’s hierarchy, how many subordinates are on each level and the appearance of each level’s
components.

3 Chart Wizard B

OrgChar‘t Specify the chart hierarchy in terms of the number of levels in your organization. i desired, boxes for each
level can have a different color, border, connector and shape. Whatever settings you choose can be applied
to all levels below by pressing the "Set for All levels below" button.

Levels: ] 3: Shape:

m | »

Rounded
Rectangle =

Subordinates ’G

Total boxes 40 Fill... | Border... | Connector... | Setforﬂlllevelsbelcw|

< Back | Mext = | Cancel | Help |

This screen contains the following:

1. Preview Window —the large area in the center of the screen which displays the component design for
the currently selected level (see Select Level, below).
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Important: The diagram in the Preview Window does not show the entire chart. Instead, it shows only
a single (representational) component of the selected level and its immediate subordinates. A more
accurate diagram of the entire chart appears later in the wizard.

Levels — this field determines the number of levels present in a chart’s hierarchy. This value will create
a corresponding number of levels in the Select Level area. There are two ways to set the number of
levels:

a. Click the small up and down arrows to increase or decrease the number.

b. Place your mouse in the Levels area, highlight the number and type in a new numeric value.
Select Level — displays a list of levels currently present in the chart. Highlight a level to display
a single (representational) component of the level and its immediate subordinates in the
Preview Window.

Select Level — displays a list of levels currently present in the chart. Highlight a level to display a single
(representational) component and its immediate subordinates in the Preview Window.

Levels: 5
E :I Parent Component
Level 2 l
B
|
[ [
= |
Subordinate (child) Components
Subordinates: l@-—— -- .- -——

Example: Parent Component is from Level 1 because it is the actively selected layer

Subordinates — this field determines the number of subordinate components present in a level’s
hierarchy. There are two ways to set the number of subordinates:

a. Click the up and down arrows to increase or decrease the number.

b. Place your mouse in the Subordinates area, highlight the number and type in a new numeric
value.

Total boxes — the total number of components (boxes) that will be present in the final chart. This
counter is dynamic and instantly re-calculates every time a change is made to the chart hierarchy.

Shape — this field contains a scrollable display of styles that can be applied to modify a component’s
outline. (For more details, please see the Shapes section.) To apply a shape in the wizard:

a. Highlight the desired level in the Select Levels area. A representational diagram of a single
component from the level and its immediate subordinates will appear.
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10.

b. Choose an aesthetically pleasing design from the scrollable Shapes area.
c. Double click the chosen shape.
d. The shape will be automatically applied to the component in the Preview Window.

Fill — this button launches a multi— function, tabbed menu used to customize a component’s color,
gradient, pattern and can even apply pictures. (For more details on controlling this powerful menu,
please see the Fill Styles section.)

Border — this button initiates the Border Style menu. This controls the appearance of the line which
defines a component’s shape. From here you can control the style, width, transparency and many
other attributes of a component’s border. (For more details, please see the Border Style section.)

Connector — this button launches the Connector Style menu. This interface controls the appearance
of the line(s) which connect one component to another. (For more details, please see the Connector
Style section.)

Set — this command automatically applies the changes made to the parent component to all its
subordinates.

Important: In the Chart Wizard, changes made through the Shapes, Fill, Border and Connector
commands can only be applied directly to the components of the chosen level. To apply those changes
to the subordinates, use the Set button.

To complete this screen, choose one of the following options:

1.
2.
3.

4.

Back — return to the previous Chart Wizard screen.
Next — proceed to the next Chart Wizard screen.
Cancel — close the wizard without saving and return to the Main Work area.

Help — launch the OrgChart Help system.

CHART WIZARD: DATA FIELDS DESIGN SCREEN
The third area of the Chart Wizard is the Data Fields Design screen (see below). Here, you can add, remove and
customize the Data Fields associated with the components on any level.
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OrgChart

Select level:

Level 2

Set field visibility:

At this step you can specify the data fields that you want to appear in the boxes for each level.

Preview:

Mame
[v] Title

¥ Use Default Layout

Chart Data Set

< Back Neat > Cancel |

Help |

Note: Some buttons will be inactive (grayed out) under certain circumstances.

This screen contains the following:

1. Select level — displays a list of levels currently present in the chart. Highlight a level to display a single
(representational) component of the level in the Preview Window.

2. Set field visibility — a list of currently available Data Fields. To choose which field(s) will appear in your
components, click in the box next to a field. A check mark will appear in the box and the field will

appear in the component.

3. Preview — the large area on the right side of the screen which displays the component and data field

design for the currently selected level.

4. Modify Diagram Fields — this area contains six commands. To use these functions, do the following:

a. Choose a level in the Select level window.

b. Highlight a field in the Diagram fields area.

¢. Choose from the following commands:

¢ Add — launches the New Data Field box (see below):

¥3 New Data Field

[rata Field Mame

[Data Field Type

|E:-:arnp|e

|Ealculated

W Include in calculation Farmula
0K | Cancel ‘

From here, you can create new data fields which will be added to the Diagram Fields
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area of the Chart Wizard and all Data Fields areas of your project. (For more details, see
the New Data Field section.)

* Remove — deletes a data field from the Diagram Fields area.

e Move Up — moves a data field entry up the Diagram Fields list. Note: the Move Up
button will be inactive (grayed out) if the data field is already at the top of the list.

¢ Move Down — moves a data field entry down the Diagram Fields list. Note: the Move
Down button will be inactive (grayed out) if the data field is already at the bottom of
the list.

¢ Field Font — launches the Font menu for setting the preferred type style. Each
different field can have its own unique font settings and look (please see the Font
Style section for more details).

¢ Set Value — automatically inserts a User defined value (text or numeric) into a chosen
data field for every component of a given level. (For example, you could place the
word “Manager” automatically in the Title data field for every component of Level 1,
or the name of your organization to appear in the Company data field for every
component of Level 2, etc.).

Click the Set Value button to launch the Default field value box (see below):

¥3 Default field value

Input default value far the figld ' Name " 0

Cancel

fl

Help

o

Enter a value in the Input default value field.

o

Choose one of the following options:

o

OK — accepts your choice and applies it to the data field.

o

Cancel — closes the panel without saving any data.
o

Help — launches the Help menu.

Note: In the Chart Wizard, changes made through the above data field commands are only to be applied directly
to the components of the chosen level. To apply those changes to the subordinates, use the Set button.

To complete the Data Fields Design screen, choose one of the following options:
5. Back — return to the previous Chart Wizard screen.

6. Next —proceed to the next Chart Wizard screen.
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7. Cancel — close the wizard without saving and return to the Main Work area.
8. Help —launch the OrgChart Help system.

CHART WIZARD: CUSTOMIZING COMPONENTS FOR EACH LEVEL

The fourth area of the Chart Wizard is the Chart Wizard screen (see below). From here, you can add, remove
and modify components for any level, use the Arrange features to create the overall look and structure of your
chart and even save your design for future use with the Save Settings command.

221 Chart Wizard =)

OrgChart At this step you can add or remove boxes, and also modify the data within boxes for any level. Use the
Amange feature to compose the charts appearance. Click on Save Settings to save your design.

]
G <N

&

==

Maodify

Amange >

Save Settings...

< Back Next = Cancel | Help |

Note: Some buttons will be inactive (grayed out) under certain circumstances.

This screen contains the following:

1. Outline Structure area — displays an expandable list (tree) of components currently present in the
chart. Click on a selection in this view to highlight its corresponding component in the Preview Window.

Important: components can only be selected in the Outline Structure area. They cannot be chosen in
the Preview Window.

2. Preview Window —the large area on the right side of the screen which displays the overall appearance
of the chart.

3. Modification buttons — to use these functions, first highlight a selection in the Outline Structure area,
then choose from the following commands:

a. Add - adds a new subordinate component to the currently highlighted selection.

b. Remove — deletes the currently selected component from the chart.

c. Modify — opens the Data Properties menu for the selected item.

d. Create Division — creates a new Division (for more information, see the Divisions section).

e. Arrange - opens up a menu of twelve automated arrangement options. (For more information
on auto— arranging components, see the Arranging subordinate components section).
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Save Settings As — this command allows you to save your chart as a template for future use. When the
Save As interface opens, choose the location and name of your chart, then choose Save to save the
chart as a .tcw file or Cancel to quit the menu without saving.

To retrieve and load your template — open the Chart Wizard and choose Load Settings on the Start
and Load Settings screen (please see the Chart Wizard — Start and Load Settings section for details).

To complete this screen, choose one of the following options:

6.
7.
8.
9.

Back — return to the previous Chart Wizard screen.
Next — proceed to the next Chart Wizard screen.
Cancel — close the wizard without saving and return to the Main Work area.

Help — launch the OrgChart Help system.

CHART WIZARD: FINISH SCREEN
The fifth and final section of the wizard is used to save your chart as a new document, a new chart or part of
an already active chart (see below).

1.

art Wiza
233 Chart Wizard (2|
Orgchart Specify the destination, where the chart will be created. It could be separate document, separate
new chart within the cument document or the existing cument chart.
*+ MNew Project
" New Chart
" Cument Chart

< Back | Finish | Cancel Help

Click in the radio button to choose from the following:

a. New document — will save the chart as a new document.
b. New chart — creates a new, separate chart within the current document or active chart.

c. Active chart — places the data into the currently active chart (regardless if the current chart
has components already present or not).

To complete this screen, choose one of the following options:

2.
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Back — return to the Chart Wizard — Chart Wizard screen.
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3. Next — complete the wizard and enter the Main Work area.
4. Cancel - close the wizard without saving and return to the Main Work area.

5. Help —launch the OrgChart Help system.

MULTIPLE CHARTS AND TABBED BROWSING

OrgChart allows you to work with several charts at the same time. This can be useful when scenario planning
and for copying and pasting from one chart to another. A tabbed browsing interface is used to switch between
the charts (see below).

CHART 1
=

CHART 1

| S PR VRN R

F

4| » | W Char 1 A chana/ 4]
e

1.7 cner 1
Lo crapr s

| Do vies [ Divisions View |

Important: Tabbed browsing is only available when more than one chart is open.

1. To add or open multiple charts — Right-click on a chart tab and select Add. A new chart will appear in
the Main Work Area and a new tab will be placed on the chart browser. A new tab will appear for each
new chart that is added.

o]
o S Rename. .,
E Create Copy

=}

Sawve As Document

Copy

2. To browse between charts — click the chart’s corresponding tab.
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Tabbed browsing between
multiple charts

CHART 1 CHART 2
=] =]

CHART QJ_L\C HART 2

h Y r
s A7 L Mgm@

Chart 1 visible with  Chart 2 visible with
the Chart 1 tab the Chart 2 tab

CHART 1

3. Toremove a chart tab from the browser — close the chart.

CHAPTER 3: WORKING WITH OTHER FORMATS

Now that you have mastered chart creation, it is time to share your vision. To do that, this chapter will teach
you how to print, import, export and publish —and in no time at all, you will be sharing your masterpieces with
the world.

PRINTING

Factors to consider when preparing a chart for printing include the number of pages, position of the
components, page orientation and additional considerations (depending on each individual project).

PRINT LAYOUT VIEW
This mode is optimized for chart printing. When in this view: 1) dotted “printer safe” lines will appear in the
work area and 2) several grayed out areas of the Print Toolbar will become active.

From this mode, you can:
1. Add and delete print pages.
2. Change page orientation between Portrait and Landscape modes.
3. Arrange multiple pages to optimize the printing of oversized charts (charts larger than a single page).

ACTIVATING PRINT LAYOUT VIEW
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There are two ways to activate the Print Layout view:
1. Go to the File tab and Print.

2. Go to the View tab and select Print Layout.

Mormal | Print | Master
Layout] Page

Wiews

PRINT PREVIEW

The Print Preview screen displays what a chart will look like before actually printing.

Printer

10 1P Officjet 4100 11080 Taries.
=T

Seftings

PapB | # B

To access the Print Preview screen go to the File tab and select Print. To exit Print Preview click the back arrow
button at the top left of the screen.

PRINTING SINGLE PAGE CHARTS

Press the Print button on the Print screen (see above).

PRINTING MULTIPLE PAGE CHARTS

OrgChart can print charts which range from a single page to mega-sized charts that fill an entire wall. To print
these charts:

1. Open the Page Setup menu by choosing File tab, then click Chart Page Setup (see below).
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Settings
Print
L Print All Pages
Rt e j Print the entire document -

Collated
Bubleh ElE] 123 1,23 123 -
Export N

Landscape Orientation -
Close
D Letter 8.5x11in.

21,59 cm x 27,84 em -

Account

Chart Page Setup

Options l _________________________

Exit

| Page Setup

Fesare

Remove tranzparency

O [ Might improve quality when printing to Adobe Print Diriver |
Faper
Size: [ Letter 8541 1in v
Source: | Tray 1 3 |

karginz [inches)

Leit Right
= Top: Battom:

[ oK ][ Cancel ]

2. Choose the Layout Pages button to launch the Layout Print Pages box.

B Layout Print Pages x
Fit Chart On
[ Fages in‘width Pages in Height

Orientation
{ 1 Portrait

Apply ko
(= Enttire: Chart
(+1Landscape

I Current Division

| 0K | ‘ LCancel | | Help |

a. Foroversized charts (charts more than one page) — set the number of pages to more than one
in the Pages in Width and/or the Pages in Height field.
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a. For single page charts — leave the Pages in Width and Pages in Height fields set at 1.
To complete the process select:

a. Orientation - click a radio button to set the page orientation to either Portrait or Landscape.
Choose OK to accept the settings and close the Layout Print Pages box.

On the Print Setup Page choose either Print to go directly to the print interface or OK to return to the
Main Work area.

NOTE: The Preview window on the Page Setup screen will only show the chart in relative size to the entire work

area. To see how the chart actually flows across the different pages, close the Page Setup menu, return to the

Main Work area and choose Print Layout View (see below).

Comparison of how the same 4 page chart (2x2) is displayed differently
in the Page Setup Preview and the Main Work Area Print Layout View

Page Setup Preview Main Work Area
Print Layout View

IMPORTING FILES

Importing files is a powerful way to take complex data created in other programs (such as Excel) and convert

them into captivating, easy to understand charts.

SUPPORTED FORMATS
OrgChart can import the following formats:

1.
2.

120

Microsoft Excel files.

Microsoft Outlook contacts.

CSV (Comma Separated Values) files.
Active Directory / LDAP

Microsoft SQL Server

XML Document (OrgChart Schema)
Oracle

Tab delimited files

SAP XML and SAP Extract files
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10. OrgChart Now files

11. OLE DB DataSource. OrgChart supports the following OLE DB Data sources:
a.

b.

Microsoft ISAM 1.1 OLE DB Provider.

Jet 4.0 OLE DB Provider.

Microsoft OLE DB Provider for Indexing Service.
Microsoft OLE DB Provider for Internet Publishing
Microsoft OLE DB Provider for ODBC Drivers.
Microsoft OLE DB Provider for OLAP Services.
Microsoft OLE DB Provider for Oracle.

Microsoft OLE DB Provider for SQL Server.

MS Data Shape.

OLE DB Provider for Microsoft Directory Services.

IMPORT WIZARD

To open the Import Wizard — go to the File tab and select Import.

IMPORT WIZARD OVERVIEW
The wizard uses the same basic system to import all six formats. Although some formats have unique screens

for entering more technical settings, they all have the following in common:

CHAPTER 2: CHART CREATION

1. All formats begin the same in the wizard. They all start with: 1) the introduction screen and 2) a page

to select the import format.

2. All formats finish the same in the wizard. They all end with a Finish screen.

3. All formats use the same basic navigation buttons. Most pages have Back, Next, Cancel and Help
buttons at the bottom of the screen to move back and forth through the wizard.

1. The data you intend to import must have a hierarchical structure for the import to succeed.

2. Until the final (Finish) screen, you can move back and forth through the wizard to change your choices

before you commit to the final import.

This manual will take you step— by— step through the import process by importing an Excel document.

IMPORT WIZARD - IMPORTING EXCEL

To import Microsoft Excel, launch the wizard and proceed through the following screens.

IMPORT WIZARD — IMPORTING EXCEL — INTRODUCTION SCREEN

121 | ORGCHART 10

VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 2: CHART CREATION

[2 tmport Wizard =)

(0100 18Tl | The impor Wizard wil quids you through the procsss o importing data from oLtside sources it
your organizational chart

Using this wizard you can create an entire chart from imported data. or simply add to an existing
chart.

There are some basic keys to remember when preparing data forimport. Baxes in the chart are
connected based upon supervisorsubordinate relationships. If these relationships exist in the data
being imported, then they will appear in the chart. f these relationships are not specified in the
data being imported then the data will be imported, but boxes will net be connected.

Boxes can always be connected after the fact, but it is easier to specify the relationships in the
data being imported.

I™ Do not show this page again

Next > Cancel ‘ Help |

This screen is the first step for all publishing formats. To complete this page, choose one of the following
options:

1. Check the Do not show this page again box if you do not wish the introduction screen to appear the
next time the wizard is launched.

2. Next — proceed to the next Import Wizard screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help - launch the OrgChart Help system.

IMPORT WIZARD — IMPORTING EXCEL — SELECTING IMPORT FORMAT
This screen offers multiple import choices (see below).

E Import Wizard O =

OrgChart In this step you will use the Import Wizard to choose from where the data will be imported.
Note: Depending upan your choice other steps of the Wizard will be locking differenty.

Microsoft Excel File

Comma Separated Values (CSV) File

Microsoft Outlook Cortacts

OLE DB DataSource

Active Directory

XML Document (OrgChart Professional Schema)

Microsoft SQL Server

Oracle

Microsoft Access

TAB delimited texd files
OrgChart Mow files

SAP XML

SAP

Cancel Help

1. Clickin a radio button to select which format to import. Choose from the following:
a. Microsoft Excel files.
b. Comma Separated Values (CSV) files.

c. Microsoft Outlook contacts.
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d. OLE DB DataSource.
e. Lightweight Directory Access Protocol (LDAP) DataSource.
f. XML Document (OrgChart Schema).
g. Microsoft SQL Server
h. Oracle
i. Microsoft Access
j. TAB delimited text files
k. SAP
I.  OrgChart Now files
To complete this screen, choose one of the following options:
2. Back —return to the previous Import Wizard screen.
3. Next — proceed to the next Import Wizard screen.
4. Cancel - close the wizard without saving and return to the Main Work area.
5. Help —launch the OrgChart Help system.

IMPORT WIZARD — IMPORTING EXCEL — SELECTING SOURCE FILE
This screen is used to choose which file to import (see below).

ﬂ Select source file e S

OrgChar‘t Specify the location from which the organization data will be imported. Use the "Browse..." button
or type in the location destination path manually.

[c-\OrgChart\Chart 1xds

Browse..

< Back | Next > | Cancel Help

To select the file to import:
1. Click the Browse button. The Open menu will appear.
2. Browse to a location and select a file to import.
3. Click Open.

4. The destination path will be displayed in the Publishing Wizard.
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To complete this screen, choose one of the following options:
5. Back — return to the previous Import Wizard screen.
6. Next —proceed to the next Import Wizard screen.
7. Cancel - close the wizard without saving and return to the Main Work area.
8. Help —launch the OrgChart Help system.

IMPORT WIZARD — IMPORTING EXCEL — SELECTING DATA TABLES
This screen allows you to choose from available Excel tables and view their data fields (see below).

E Import Wizard @
Drg(:hart Choose the data table to import from and verify that OrgChart Professional is building the chart
hierarchy comecthy.
(+ Available tables ™ Query
e ovenvene
= Columns: ihl
Records: 4
@, | Options ==
Name Title
CrgChart Parent
Component 1
Component 2
Component 3
\Status: Ok
< Back Mend = Cancel Help

This screen contains the following:

1. Available tables field — this scrollable pane displays all the available Excel tables. Highlight a table to
display its attributes in the Table Overview and Data Field display areas.

2. Table Overview — displays the number of Columns and Records in the selected table.
3. Data Field display area — this field is used to preview the data being imported.
To complete this screen, choose one of the following options:
4. Back - return to the previous Import Wizard screen.
5. Next — proceed to the next Import Wizard screen.
6. Cancel - close the wizard without saving and return to the Main Work area.
7. Help —launch the OrgChart Help system.

IMPORT WIZARD — IMPORTING EXCEL — SETTING HIERARCHY
This screen is used to set a simple hierarchy (see below).
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ﬂ Import Wizard B

OFQChart At this step you can modify autodetected chart hierachy or establish hierarchy manually by
selecting comect "Position” and "Reports To" columns.

" Nohierarchy © Single column ™ Two columns
Position: | Name ﬂ
Reports to: |Trtle j

M Component 2
LM Component 3

Name Title
OrgChart Parent
Component 1
Component 2
Component 3

Dotteddine hierarchy...

< Back Ment = Cancel Help

The hierarchy can be set either manually or automatically.
To automatically set the hierarchy:

1. Do nothing — Leave the Define chart hierarchical structure box checked_and click the Next button at
the bottom of the screen to move to the next page.

2. Uncheck the Define chart hierarchical structure box (In this configuration, the “Position” and “Report
to” fields will be inactive and appear grayed out).

To manually set the hierarchy:

1. Make certain there is a check in the Define chart hierarchical structure box. The “Position” and “Report
to” fields will become active.

2. Choose an available data field from the “Position” drop down menu.
3. Choose an available data field from the “Reports to” drop down menu.

IMPORTANT: unless the “First data row contains column names” box was checked on the previous page, only
generic database headings will be available (i.e. F1, F2, F3, etc.).

A diagram of the data fields in a simple hierarchical structure is visible in the preview area on the right of the
screen.

To complete this screen, choose one of the following options:
1. Back - return to the previous Import Wizard screen.
2. Next — proceed to the next Import Wizard screen.
3. Cancel - close the wizard without saving and return to the Main Work area.

4. Help - launch the OrgChart Help system.
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IMPORT WIZARD — IMPORTING EXCEL — ORGANIZING DATA FIELDS
This screen is used to select which data fields will appear in the final OrgChart. It can also be used to set the

data field order (see below).

CHAPTER 2: CHART CREATION

E Import Wizard

|t

OrgChart

In this step, you will use the Import Wizard to manually select the importing tables for the database

like sources. Also, you will specify the data fields which will be imported.

MNamea Type
TR o O
] Title L2 Supervisar a O

< | 1

Manage System columns... |

< Back Next >

Vigible | Display name | R Mew..

Cancel | Help |

IZ Add Predefined...
Delete
Set Title
Remove Key

¢ Move Down

1. To modify the list of available data fields — highlight a field and choose from the following:

a. Add - adds a data field to the list.

b. Remove — deletes a data field from the list.

c. Reset - restores the default data field setup.

d. Move Up — moves an item higher on the list. This option is inactive if the selection is already

at the top.

e. Move Down—moves an item lower on the list. This option is inactive if the selection is already

at the bottom.

2. To complete this screen, choose one of the following options:

a. Back — return to the previous Import Wizard screen.

b. Next — proceed to the next Import Wizard screen.

c. Cancel - close without saving and return to the Main Work area.

d. Help—launch the OrgChart Help system.
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IMPORT WIZARD — IMPORTING EXCEL — SELECTING IMPORT DESTINATION
This screen is used to set divisions and save your chart as a new document, a new chart or part of an already
active chart (see below).

@ Import Wizard o x

OrgC hart At this step you may change division creation rules which will be applied during the data
synchronization process

Create divisions:
Do not create
Erter level numbers, separated by semicolons
At Level - or commas. Example: 2.4:6
Every
Using field

Using division name Divisions Naming

Import data to
Mew Project
New Chart

Group subordinates

< Back Cancel Help

1. Click in the radio button to choose from the following:
a. Do not create (Division) — no divisions will be created.

b. At Level (Division) — enter level numbers, separated by semicolons or comas to specify where
the divisions will be created.

c. Every (Division) — use the drop down menu to reveal the choice of currently available options.

d. Using field — specifies which field you wish to use. Expand the drop down menu to reveal a
list of the currently available choices.

e. New Project — creates a new chart based on the imported information. This option
automatically closes any currently open OrgCharts, so you must save any open projects or
they will be lost.

f. New Chart — creates a new chart in the current OrgChart session. This chart can be accessed
through the tabbed browsing feature.

g. Current chart — places the data into the currently active chart.
To complete this screen, choose one of the following options:
2. Back —return to the previous Import Wizard screen.
3. Next — proceed to the next Import Wizard screen.
4. Cancel - close the wizard without saving and return to the Main Work area.
5. Help —launch the OrgChart Help system.

Also note that you can group subordinates into vertical group configurations based on a field such as a job title
or a location.
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IMPORT WIZARD — IMPORTING EXCEL — RESULTS PAGE
This screen displays your intermediate importing results. This page generates its report automatically after the
previous wizard screen is completed.

All results, messages or errors are displayed in the Progress report area. To complete this screen, choose one
of the following options:

1. Back—return to the previous Import Wizard screen.

2. Next — proceed to the next Import Wizard screen.

3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help - launch the OrgChart Help system.

IMPORT WIZARD — IMPORTING EXCEL — FINISH SCREEN
This screen displays the final results of your import (see below). This page generates its report automatically
after the previous wizard screen is completed.

E Import Wizard X

OFQChart The Wizand is providing you with progress information....

Progress report:

Wizard controller reports no errors -
Wizard processor is ready to be executed

< Back

1=
]
A

Cancel Help

All final results, messages or errors are displayed in the Progress report area. To complete this screen, choose
one of the following options:

1. Finish — complete the wizard and return to the Main Work area.
2. Cancel - close the wizard and return to the Main Work area.

3. Help —launch the OrgChart Help system.

IMPORTING DATABASES — THE DATA LINK PROPERTIES SCREEN

When importing OLE DB DataSource, the Data Link Properties screen is used to choose the database provider,
test the connection, set access permissions and specify many other important settings (see below).
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5 Data Link Proparties

Provicks | Comnection | Advanced | a1 |
Selacl the data wou wank 1o conrect oo

OLE DB Provider(s)

Micragoll 1540 1,1 OLE DB Fravider
Micragcdl Jet 4,0 OLE DB Ficnides

Micrascil OLE DE Picvades lor Indesang Service
Micragoll OLE DE Fiovides lor Inlemet Fublishing

Microscil DLE DB Prowvackes for DDELC Dire
Micrazoll OLE DE Picwades lor OLAP Sevices
Micrazall OLE DB Picvadés lor Oracle

Mcrazall OLE DB Prerades Lo SOL Saiver
Mistasall OLE DB Strple Frovidsi

S0 staShape

OLE DB Prarndet loe Miciosolt Diechay 5 atnses

oF, Concel | Hep |

To access the Data Link Properties screen:
1. Go to File > Import to launch the Import Wizard.
2. Click Next on the Introduction screen.
3. Choose OLE DB DataSource as the import format.
4. Click Build on the connection parameters page.

5. The Data Link Properties screen will appear.
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DATA SYNCHRONIZATION

OrgChart provides the latest in dynamic project creation through Data Synchronization — an on-the-fly method
of updating a chart’s information in almost real time. With this amazing tool, you can constantly — and
automatically — update your OrgChart by linking it to a database containing your latest information. Then, by
simply clicking a button, or setting OrgChart to resynchronize when launched, your chart will instantly reflect
any new changes — without additional effort on your part.

OrgChart makes this possible because it automatically remembers the location of any database you import. It
can then find that database at a later time and import any changes that have been made.

OrgChart even has the ability to link into different databases. So if you decide to store your chart’s information
in another file, OrgChart can be instructed where to look. It can then retrieve the data and update your chart
accordingly.

IMPORTANT NOTE: to enable Data Synchronization, the information must first be imported from an external
database file (such as Microsoft Excel).

Special OrgChart Tip: if you wish to first construct a chart, and then make Data Synchronization possible, use
the Export Wizard and save your project’s information as an Excel file (or other supported format). Then go to
the Data tab and select Resync Properties to map to the database file you just created. Data Synchronization
will now be available for that chart.

Data Synchronization is perfect for:
1. Adding and removing personnel.
2. Changing and assigning supervisors.
3. Changing the values in any field.

4. Adding and removing data fields to the chart.
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DATA SYNCHRONIZATION
A B C Parent

1 |Name Title Mote Diata Sync
2 Parent  Data Sync Unchanged Mnchanged ]
3 [Child 1 Data Sync Unchanged o = -

: Child 1 Child 2 Child 3
4 |[Child2  Data ZvncUnchanged Dats Syne Dita Syne Dt Syne
5 [Child 3 Data Svnc Unchanged Unchanged Unchanged Unchanged

Chart built from imported database - their information matches perfectly

# B C Parent
1 Mame Title MNote Data Sync
2 Parent  Data SyncChanged u“"‘“:"'"g“"a
3 Child1  Data SyncChanged - . ¥
: Child 1 Child 2 Child 3
4 Child 2 Data S'l‘-"'n cCh angEd Diata Syac Data Syne Data Syne
5 Child3  Data Sync Changed UYochagged | | Wnchanged | | thickanged

has not yet been synchronized.

Database changed but chart displays old information because its data

A [ B C Parent
1 [Mame Title Mote Data Sync
2 Parent  Data Sync Changed Changed £
3 (Child 1 Data =wnc Changed : : :
4 [Chid2 |Data Sync Changed e oll | B icdl |l
5 |Child 3 Data Svnc Chanoed Changed Changed Changed

Data Synchronization initiated: the chart has been automatically updated

to reflect the changes in the database

Setting up a chart to use Data Synchronization:

Note: OrgChart has the ability to import many different types of database. For detailed instructions — and
illustrations — on importing data please see the Import Wizard section of this manual.

1. Go to the File tab and select Import to launch the Import Wizard.

2. Follow the wizard’s step-by-step instruction screens to choose the import format, source file, and

select the other appropriate options for your chart. Click Finish on the final screen. The chart will
appear in the main work area.

3. Decorate and customize the chart to reflect the needs of your project.

4. When you change your data source information in the future, you will be able to use Data
Synchronization to update your chart to reflect those changes.

Using Data Synchronization:

Now that you have an appropriately constructed chart, do the following to enable Data Synchronization.
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1. Open the chart you want to synchronize.

2. Open the Chart menu on the main toolbar.

3. Click on Resync Data.

4. The data in your chart will update to reflect any changes that were applied in the source database.
Automatic Data Synchronization (only available in certain versions):
A chart can be set to synchronize its data on load up. To do this:

1. Open the Chart menu on the main toolbar.

2. Click on Resync At Load. (Click this option again to toggle on & off.)

3. The chart will automatically synchronize its data the next time it loads.
Data Synchronizing from a different database or data location:

OrgChart can be set to synchronize data from different data sources or the same file in different locations. To
change the Data Synchronization path:

1. Open the Chart menu on the main toolbar.

2. Click on Resync Properties.

3. The Import Wizard will launch. Work through the screens.

4, On the Selecting source file screen, select the new file or location.
5. Finish the Wizard as normal. Your new source path will be set.
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IMPORTING LDAP — SPECIAL CONSIDERATIONS

Many of the unique settings necessary for a successful LDAP import are entered on this connection parameters
screen (see below).

ﬂ Import Wizard B

OrQChart At this step you need to specify LDAP (Lightweight Directory Access Protocol) connection
parameters to allow OrgChart Professional to connect to the LDAP server and list the data that will
be imported.

LDAP connection string:

Base entry DM ( may be blank ):

Log on settings:
* Use your curent logon
" Specify custom usemame and password:
Usemame ( <domainz'<usemame: or <usemame & <domain: format }:

Password:

< Back | Cancel Help

When importing LDAP, take the following into consideration:
1. Make certain the server you are importing from is up and running.

2. Obtain the Root DN and Root Password information. This information is usually found on the server’s
slapd.conf configuration file. (In the file, look for the name of the root object (rootdn) and the
password (rootpw).

3. Use the information gathered in Step #2 to fill in the Username and Password fields of the LDAP
connection parameters box (pictured above).

4. Make certain you correctly enter the LDAP connection string before proceeding to the next page.
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PUBLISHING CHARTS

Publishing is a powerful process which exports certain file formats, then can immediately open up the
associated program and display the results. (For example, if you publish an OrgChart to MS Word, the chart
would be saved in MS Word format and then Microsoft Word would automatically load and display your chart.)

In addition, OrgChart Professional now offers Flash Publishing, which harnesses the power of Macromedia
Flash — one of the worldwide standards for internet graphics. So now your charts can be posted on the internet
and are viewable in any browser installed with Macromedia Flash Player 8 or later (available for free download
at http://www.adobe.com).

OrgChart publishes the following formats:
1. Interactive PDF
2. Microsoft PowerPoint
3. Microsoft Word
4. Microsoft Visio
5. Web Pages with HTML5
6. Crystal Report
7. Adobe PDF
8. Image File

9. Flash
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The Publishing Wizard incorporates the same essential workflow for all supported formats. However not all
screens are used for all publishing. The following listing of wizard screens is in approximate order from start to
finish, but will vary with each individual format (see below).

Publishing Wizard Workflow for Each Format

POWER CRYSTAL | ADOBE| | IMAGE
WORD VISIO
POINT . REPORT| | PDF FILE e
¥ ¥ 3 ¥ 3 ¥ ¥
Intro Intro Intro Intro Intro ( intro intro
Choose Chaase 2 T Choose Choose
Format Format I:T:m“;t A :huh;t Format| | Format
[ orm orm orm 1
\r/ Publish N Fubligh
¥ &
Cheose Chaose \ Choose Choose
Content| [Content) [Shocce Cooese .| | cnosze | [Content| |Content
ta ‘Content te
Publish Publish -\‘/
’ Salect
Select Select Choose T setFile
cpmen Data Data Report | | pata Save | | Dafa
Fields Flelds Tempate Fiolds Location
J r Y
’ 5ot File Set File
Soloct SetFlle Select ) =gkl
Image PfogresJ Save Data Save
W:E ) Location | | Flelds Locanen Locauon
¥ i .
Progress |Prog Name Progress |Results
; @ Progress| | gapont |
TICENC =

Note: all formats begin with the same three screens. All formats also end with the same two final screens,
except for Crystal Reports which launches an additional Report Viewer.

PUBLISHING WIZARD — INTRODUCTION SCREEN
This screen welcomes you to the Publishing Wizard (see below).
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231 Publish Wizard [

The Publish Wizard guides you through the process of publishing data from your organizational
chart to a variety of presentation applications.

Orgc hart [ Do not show this page again

Mendt > Cancel | Help |

This screen is the first step for all publishing formats. To complete this page, choose one of the following
options:

1. Check the Do not show this page again box if you do not wish the introduction screen to appear next
time the wizard is launched.

2. Back —return to the previous Import Wizard screen.

3. Next — proceed to the next Import Wizard screen.

4. Cancel - close the wizard without saving and return to the Main Work area.
5. Help —launch the OrgChart Help system.

PUBLISHING WIZARD — SELECT PUBLISHING FORMAT
This screen offers eight publishing options (see below)
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B Publish Wizard x

Select the destination application that you want to publishing to.

O Interactive PDF
Microsoft PowerPoint

»1 Web Pages HTMLS

"1 Flash

Image File
Microgoft Word

“ Microsaft Visio

OrgChart

< Back

1=
]
w

Cancel Help

1. Clickin a radio button to select which format you want your chart to be published in. Choose from the
following:

a. Interactive PDF
b. Microsoft PowerPoint
c. Web Pages HTML5
d. Flash
e. Image File
f.  Microsoft Word
g. Microsoft Visio
To complete this screen, choose one of the following options:
2. Back - return to the Publish Wizard Introduction screen.
3. Next — proceed to the Select data source screen.
4. Cancel - close the wizard without saving and return to the Main Work area.
5. Help —launch the OrgChart Help system.
Publishing Wizard — Select content scope

This page sets exactly what part of your chart is going to be published (see below).
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2 Publish Wizard ==X

Select the source content to publish from.

(¢ Cument Chart
" Active Sheet
~

< Back Next > Cancel Help

1. Choose from one of the following options:
a. Active chart — exports the chart and all additional (hidden) sub-charts.
b. Active sheet — exports only the currently displayed sheet.
c. Selection only — exports only components currently selected.

Note: not all options will be available for all publishing formats. Unavailable selections will be inactive
(grayed out).

2. Choosing Next will send each format to the following Publishing Wizard screens. For each selection,
please go to the corresponding area to complete the next stage of the publishing process:

a. Word, Visio, Web Pages, Adobe PDF and SVG — Select data fields.
b. PowerPoint — Configuring PowerPoint titles, contents and index pages.
c. Flash — Choose destination file path.
The following navigation options are also available at the bottom of the page:
3. Back — return to the previous wizard screen.
4. Cancel - close the wizard without saving and return to the Main Work area.
5. Help —launch the OrgChart Help system.

PUBLISHING WIZARD — SET DATA FIELDS
This screen determines which data fields will appear in your published chart.
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33 PublishWizard X
Sislack the decined data Fiskds st v vant be poblis From the list of sweslisble “Currsnk fields™,
Defireted Dk Wit | j
Povalizble columns: Cutpek columns:

Lo supersar B - e Hame
5] Prvones i ETite
B s cfice addd
[ Headomnt
E Toarn Busdget <~ R
[3)satary
[Toad femove al
E]Lnaﬁw.rt
|5 pact
Mol | o |
< Barck ek = Concel | Hep |

Note: 1) This menu applies to all formats except PowerPoint and Image File. 2) For Crystal Reports, an additional
screen for choosing report templates will appear prior to this menu. (For more details, see Publishing Wizard —

choosing report templates.)

Macromedia Flash Publishing Tip: For privacy purposes, choose only the fields you want to appear in the final,
published version.

Data fields are chosen by making selections from the Available columns pane and transferring them to the
Output columns pane.

To move items between panes simply highlight a selection and use the appropriate button. The following
options are available:

1. Add - moves a selection from the Available columns pane to the Output columns pane.

2. Add all — moves all the selections from the Available columns pane to the Output columns pane.

3. Remove — moves a selection from the Output columns pane to the Available columns pane.

4. Remove all — moves all the selections from the Output columns pane to the Available columns pane.
The following options are available in the Output columns pane only:

1. Move Up — moves an item higher on the list. This option is inactive if the selection is already at the
top.

2. Move Down — moves an item lower on the list. This option is inactive if the selection is already at the
bottom.

Choosing Next will send each format to the following Publishing Wizard screens. For each selection, please go
to the corresponding area to complete the next stage of the publishing process:

1. Word — the Select image type interface.

2. Visio—the Progress screen.
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3.

Web Pages — the Choosing the destination file path screen.

The following navigation options are also available at the bottom of the page.

1.
2.
3.

Back — return to the Select data source screen.
Cancel - close the wizard without saving and return to the Main Work area.

Help — launch the OrgChart Help system.

PUBLISHING WIZARD — CONFIGURING POWERPOINT TITLES, CONTENTS AND INDEX PAGES
This page is unique to PowerPoint and applies to no other formats. This interface is used to set the title,

contents and index pages (see below).

140

221 Publish Wizard S

Configure the Index page with a title, table of contents, and your choice of a key field for the index
page.

I+ Include Title Page
Title: Chart 1

¥ Include Contents Page
¥ Show division title [~ Show division manager’s manager

¥ Include index page

Indezx: j % Ascending  Descending

~
|_.—,_ MName

[ Apply template file

Template: |

OrgChart

< Back Mext = Cancel | Help |

Include Title Page — check this box to add a title page to your PowerPoint presentation.

a. Title field —type your presentation’s title in this field.
Include Contents Page — check this box to add a contents page to your PowerPoint presentation.
Show division title — check this box to have the title appear on every page.
Show division manager’s manager — check this box to have this information appear on every page.
Include Index Page — check this box to add an index to your PowerPoint presentation.

a. Index — expand the drop down menu and choose a field to index. This list is composed of the
default data fields present when a component is first placed on a chart.

O Sort: Ascending / Descending — click the appropriate radio button to specify if you wish
the index to sort the selected index field in ascending or descending order.

Choose Next to proceed to the Selecting image properties screen.
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The following navigation options are also available at the bottom of the page.
7. Back —return to the previous wizard screen.
8. Cancel - close the wizard without saving and return to the Main Work area.

9. Help—Ilaunch the OrgChart Help system.

PUBLISHING WIZARD — SELECTING IMAGE PROPERTIES (POWERPOINT AND MS WORD ONLY)

This screen is used to set the published data as a bitmapped image or metafile. It is only used for PowerPoint
and MS Word.

221 Publish Wizard [E=X)

Choose the parameters of the image, which will represent the organizational chart inside the
publication. Selection of Metafile with “Maxdmize chart area” gives an image that can be easily
resized on the final output .

(" Bitmap image

(* Metafile

¥ Maxdimize chart area

OrgChart
< Back Mext = Cancel Help
1. Choose a publishing option:
e Bitmap image
o Metafile (recommended)
2. Choose Next to proceed to the Progress screen (all formats).

The following navigation options are also available at the bottom of the page.

3. Back — return to the previous wizard screen.
4, Cancel — close the wizard without saving and return to the Main Work area.
5. Help — launch the OrgChart Help system.

EMAILING A CHART

OrgChart makes it easy to share your creations with friends and colleagues. Among the many forms of export
available, OrgChart provides the option to email your charts.
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Tip: Save your chart with a unique name before emailing it. Otherwise, OrgChart will assign an automatically

generated name (such as OrgChartl.toc, OrgChart2.toc, etc.) to the file it attaches to the email.

To email your chart:

1.
2.

Go to the File menu.
Choose Share / Send as Attachment.

Your default email client will launch in Compose mode with your OrgChart already attached (the chart
will appear as a *.toc file).

Address and compose your email message as you normally would.
Send your email.

Your message will arrive to its addressee with your chart (as a *.toc attachment) ready to download
and view.

EXPORTING CHARTS WITH THE EXPORT WIZARD

Exporting is the process of saving OrgCharts in formats that can be opened and utilized by other programs. In

OrgChart, this is done through the Export Wizard. The wizard can export to the following formats:

1.
2.
3.
4,

Comma Separated Values (CSV) File.
Microsoft Excel.
XML Document (OrgChart Schema).

OLE DB DataSource.

The export process is virtually identical for all these formats. The only exception is during the path selection

phase, which appears on the third screen of the Export Wizard. At that stage, Excel and OLE DB DataSource

have a different selection process.

To launch the Export Wizard go to [File tab] Export.

EXPORT WIZARD — INTRODUCTION SCREEN
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ﬂ Export Wizard (o

OrgChart The Export Wizard will guide you through the process of sending data from your organizational
chart to an extemal data source.

[~ Do not show this page again

< Back Next i Cancel Help

To complete this screen, choose one of the following options:

1. Check the Do not show this page again box if you do not wish the introduction screen to appear next
time the wizard is launched.

2. Next — proceed to the next screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help —launch the OrgChart Help system.

EXPORT WIZARD — SELECT EXPORT FORMAT
This screen offers various export options (see below).

E Export Wizard =

In thiz step choose the destination to where the data will be exported.
Mate: Depending on your chaice, the steps for each export will look, 5 bit different.

Comma Separated Values [C5V] File

OLE DE DataSource

#ML Docurnent [OrgChart Professional Scherna)
Microzoft SOL Server

Oracle

Microsoft Access
Micrazoft Project

Microgzoft SharePaoint Server

< Back Cancel Help
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Click a radio button to choose the desired export format.
To complete this screen, choose one of the following options:
1. Back—return to the previous wizard screen.
2. Next — proceed to the next screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help - launch the OrgChart Help system.

EXPORT WIZARD — SELECT EXPORT PATH (CSV, EXCEL AND XML ONLY)
This page appears if CSV, Excel or XML is chosen. It sets the location path to where the document will be
exported (see below).

ﬂ Export Wizard &I

DFQChart Specify destination to export chart data to. Use "Browse..." button or type in destination path
manualty.

|CADrgChart\Chart 23ds

Browse...

< Back Mend = Cancel Help

The path selection process differs slightly depending on the format type:

Comma Separated Values (CSV) File and XML Document (OrgChart Schema):
1. Left mouse click the Browse button. The Browse for Folder menu appears:
2. Use the Browse for Folder screen to set a destination folder and click OK.
3. The export path will be displayed in the Export Wizard.

Microsoft Excel File:

1. Left mouse click the Browse button. The Save As menu will appear (see below):
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@ Sawve As @
Savein: I | OrgChart j = =% EE

L Mame Date modif... Type Size Tags

i
F{ecent#I:I‘aces @ H
m =

' Chartlxds Chart1 files
Desktop

Adam
A
Computer
| WY
_;ﬂ .

Metwork

File name: I j Save I
Saveastype:  |Microsoft Office Excel 5.0-2003 Fies | Cancel |

2. Browse to a location and set a file name. Click Save.
3. The export path will be displayed in the Export Wizard.
To complete this screen, choose one of the following options:
1. Back—return to the previous wizard screen.
2. Next — proceed to the Select data source screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help - launch the OrgChart Help system.

EXPORT WIZARD — DATA SOURCE SCREEN (OLE DB DATASOURCE ONLY)
This screen appears when OLE DB DataSource is selected (see below).

¥4 Data Seuree

it this page o resd to choose, how bo connect to the datasoerce whene the data wil be
pirbid 1o, and gut the connclinn plraimitics
U connection piring
17 L Uiier sl Dt Link {UDL) Pl
< Baik, ! fr Cancel [ Help |

145 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE CHAPTER 2: CHART CREATION

Choose one of the two following methods to set the DataSource:
1. Use connection string

a. Choose this radio button and click the Build button. The Data Link Properties menu will
appear (see below).

b. Choose the correct OLE DB Providers. If necessary navigate to each area by either clicking Next
or selecting the appropriate tabs. When all the areas are completed click OK.

c. The provider will appear in the Use connection string field.

% Data Link Properties E

Provider | Connection| Advanced | 81 |

Gebect lhe dals ou wsil bo Connect b

OLE DE Fiovider(s)

Microzoft 540 1.1 OLE DE Provides
Mizrazelt Jet d DOLE DB Prervidat

Microsoft OLE DB Provider for Indewing Service
Micrasolt OLE DB Pravider fer Internet Publshing
Micrazoft OLE DB Providar fof DDEC Dinves:

Microzoft DLE DB Provider for DLAF Services
Micraselt OLE DB Pravidar fee Miscle

Micrasoft OLE DB Provider for SOL Server
Misracelt OLE D Sionple Provide
MSDataShape

OLE DB Povider o Microsolt Dieclogy Senvices

Mest 33 I

2. Use Universal Data Link (UDL) File
a. Click the Build button. The Open menu will appear.
b. Browse to a location and set a file name. Click Open.

c. The file will appear in the Use Universal Data Link (UDL) File field.

To complete this screen, choose one of the following options:
3. Back —return to the previous wizard screen.
4. Next — proceed to the Select data source screen.
5. Cancel - close the wizard without saving and return to the Main Work area.

6. Help —launch the OrgChart Help system.

EXPORT WIZARD — SELECT DATA SOURCE SCREEN
This page sets exactly what data is going to be exported (see below).
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E Export Wizard

25

OrgChart

Specify the source data that you want to export. This could be the cumert chart, the active sheet
or just some selected items.

& Cument Chart
" Active Sheet
" Selection

< Back Next = Cancel Help

Choose from one of the following options:

1. Active chart — exports the entire chart and all additional (hidden) division sub-charts.

2. Active sheet — exports only the currently displayed sheet.

3. Selection only — exports only the components which are currently highlighted.

To complete this screen, choose one of the following options:

1. Back—return to the previous wizard screen.

2. Next — proceed to the Set data fields screen.

3. Cancel - close the wizard without saving and return to the Main Work area.

4. Help - launch the OrgChart Help system.

EXPORT WIZARD — SELECT DATA FIELDS
This screen sets which data fields will be exported (see below).
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ﬂ Export Wizard [

OrQChart At this step, you will specify the data columns which will be exported. Use the Add or Remove
buttons to choose the data columns. Use the Move Up and Mowve Down buttons to establish
their order of appearance in the output destination.

Defined Data Views: | ﬂ
Awvailable columns: Output columns:

[Z] Division B Add -> 2 Name

3 Supervisar Ak ol Title

WBS Code 413 Note

Photo

Phone Office < Remave

@ £-vail Office

Headcount Remove al

@ Team Budget

[%] Salans =
[ Show System Columns Move Up | |

< Back Ment = Cancel | Help |

Data fields are chosen by making selections from the Available columns pane and transferring them to the
Output columns pane.

To move items between panes simply highlight a selection and use the appropriate button. The following
options are available:

1. Add - moves a selection from the Available columns pane to the Output columns pane.

2. Add all — moves all the selections from the Available columns pane to the Output columns pane.

3. Remove — moves a selection from the Output columns pane to the Available columns pane.

4. Remove all — moves all the selections from the Output columns pane to the Available columns pane.
The following options are available in the Output columns pane only:

1. Move Up — moves an item higher on the list. This option is inactive if the selection is already at the
top.

2. Move Down — moves an item lower on the list. This option is inactive if the selection is already at the
bottom.

To complete this screen, choose one of the following options:
1. Back—return to the previous wizard screen.
2. Next — proceed to the next wizard screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help —launch the OrgChart Help system.

EXPORT WIZARD — SELECT DATA SET TITLE
This page sets the data set title for your exported document (see below).
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E Export Wizard B

OrgChart At this step of export wizard specify the title of the data set. This is the name of the workshest for
Excel, or a Table name when exporting to a database.

Data set title:
Chart_1

Note:
Data set title may contain only alpha or numeric characters.

< Back Mest = Cancel Help

To use, simply type the title into the Data set title field.

Note: a title can only contain either letters or numbers — it cannot contain both. In addition, no spaces or
wildcard symbols (asterisks, etc.) are allowed. To complete this screen, choose one of the following options:

1. Back —return to the previous wizard screen.

2. Next — proceed to the Progress indicator screen.

3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help - launch the OrgChart Help system.

EXPORT WIZARD — PROGRESS SCREEN
This screen activates automatically after the previous wizard screen is completed. This page reports the
progress of your export (see below).
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ﬂ Export Wizard =)

The Wizard is providing you with progress information ...

Progress report:

Wizard controller reports no emors
Wizard processor is ready to be executed

< Back Next > Cancel | Hep |

IMPORTANT: export time is dependent upon the complexity of the chart. If the chart is simple and the indicator

does not update in a few seconds, or you believe that the progress indicator is stuck, simply click Next to
proceed to the final screen.

To complete this screen, choose one of the following options:
1. Back—return to the previous wizard screen.
2. Next — proceed to the Results screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help —launch the OrgChart Help system.

EXPORT WIZARD — RESULTS SCREEN
This screen displays the results of your export (see below).
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E Export Wizard [—2=—]

The Wizard is providing you with progress information...

Progress report:

‘Wizard controller reports no emors
Wizard processor is ready to be executed
Processing data...

Success

< Back I Finigh I Cancel Help

The following areas and options are present on this page:
1. Results report — displays the results of your export.
2. Errors report — displays any errors that may have occurred during the export process.

3. Details — click this button for any additional information which may be available regarding the export
of your document.

To complete this screen, choose one of the following options:
1. Finish — complete the wizard and return to the Main Work area.
2. Cancel - close the wizard and return to the Main Work area.

3. Help —launch the OrgChart Help system.

REPORTS

Reports are pragmatic, graphically simple reports usually produced for in-house informational purposes.

@ E A ‘-J T l.-' = OrgChart 9 - Actual v@ Cornerstone 3.toc
FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGH VIEW HELP
T—j =l 5’5 Resync Data .0 q = = — . -
SEG R FENENENE- GO
= e #5 Resync Properties & . E E EE EE -rs
Import Chart Automation Manage Conditional Markers | Reports Fast Dynamic | Export Export Compare Compare Track
Data Set Rules Formatting Reports Reports | Wizard Summary Fields Tool to Active | Changes
Import & Configuration Rules Analyze Export Compare Track Changes

There are three options for reporting:
1. Simple tabular reports — Simple, canned reports
2. Custom ‘Fast Reports’ — Customizable reports (fairly complicated)

3. Dynamic Reports — Flexible reports that can be quickly designed

Dynamic Reposts are recommended for most reporting needs.
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1. SIMPLE TABULAR REPORTS

To create a Report:
1. Goto the Data tab and click on Reports. The Report wizard will appear (see below).

ﬂ Report @

The report function will allow you to output any of the data contained in the OrgChart Professional databaze. You
can create new report formats and aftenwards zave them. Choose from existing "Existing Reports' or click on "New"
if you are just starting.

Whgre you have an existing report, the "Fields Selected For The Report' and "Criteria To Filter Report Data™ will be
in wigw.

E xizting Feports:

OrgChart Repart 1 - Chart 1 Hew...
OrgChart Report 2 - Chart 1

Edit...

Delete

Printer Setup

Fields Selected Far The Repoart: -
MHame, Title L Wiew Report

Export to Excel

Criteria Ta Filter Repart D ata:

Cloge

- Help

o el e

2. On the Existing Reports page, click New.
3. The Report Name page will appear (see below).

ﬂ Report ﬁ

Enter or edit the name of the report. The report name you enter will appear as the title for the
report."Based on:" refers to the chart whose data you wish to present.

Report Name:
IRepoﬂ

Based on:

fChar 1 ~|

< Back Next > Cancel

T

lp
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4. Enter a new title in the Report Name field and click Next.

5. The Report columns page will be displayed (see below).

ﬂ Report [

Select the columns which you wish to appear in the report.

Defined Data Views: LI
Available columns: QOutput columns:

|Z| Division nd Add = | 2 Name

Cd Supervisor Title

Add all ~

[=] wES Code | Note

Photo

Phone Cffice = <- Remave

@ £-Mail Office

Headcount Remove all

|Z| Team Budget

Salary

Load - Move Up | tave Down I

< Back Next > Cancel | Hep |

6. On this screen, choose which column fields you want (and don’t want) by highlighting topics and
clicking the arrow symbols. Click Next.

7. The Report Criteria page is displayed (see below):

E Report =X

Here, you can add criteria to filter records for your resulting report. I you want to show all of the
data in the report, simply click on "Finish™.

Logic | Criterion | Caze Sensitive | Add... I
Any Field Contains OrgChart Professional
Edi... |

Remove

Change Logic

Clear All

ol

<Back | Fnsh | Cancel | Hep |

If you don’t want any additional criteria, click Finish to return to the main wizard page.

If you want to add criteria, click the Add button. This will launch the Edit report criteria box (shown below).
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2a] Edit report criteria

=%
ok |

Find what: |DrgChalt Frofessional ﬂ
Find where:  [&ny Field -l Closs |
Comparison: |E0n[aing j
I Search scope:
i
{s

lﬁ Help

This is search/find function will search your chart and place the returned results into your report. Fill in the
fields and click OK.

8. The Report Criteria page will reappear. Notice that your newly created report is listed in the Existing
Reports window.

9. Highlight a report in the Existing Reports window (Note: the View Report button will remain inactive
grayed out if a report is not highlighted).

10. Click the View Report button.
11. Your report will be generated.

VIEWING, PRINTING AND EXPORTING REPORTS
All Report viewing, printing and exporting commands are accessed through the Reports — Report Viewer.

To view Reports:
1. Highlight the report’s name in the Existing Reports window and click the View Report button:

2. The report will be automatically displayed in the Reports — Report Viewer (see below).

ﬁ OrgChart Professional - [OrgChart2] E@Iéj
Print... | Next Page | Prev Page | Two Page | Zoom In Close |
Report
Name Title Fhoto |

& OrgChart <Title> (@ <Phato> 1

D OrgChart <Title> @ <Photo>

D OrgChart <Title> @ <Photo>

D OrgChart <Title> @ <Photo> T

D OrgChart <Title> @ <Photo>

D OrgChart <Title> @ <Photo>

D OrgChart <Title> @ <Photo>

2 OrgChart <Title> (i@ <Photo>

2 OrgChart <Title> (i@ <Photo>

2 OrgChart <Title> (i@ <Photo>

2 OrgChart <Title> (i@ <Photo>

2 OrgChart <Title> (i@ <Photo> -
4| i 3
Page 2 Chart Normal View Outine Pane Mode: All records Persons in chart: 60

To access all printing options in the Report Viewer:
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1. Left mouse click the Report button in the top left corner of the Report Viewer. A list of options will
appear (see below).

Primk
Print Setup,..

Prink Preview

Export Excel

Close

2. Choose from the following printing options:
a. Print —launches the standard Microsoft Windows Print interface.
b. Print Setup — launches the standard Microsoft Windows Print Properties interface.

c. Print Preview — launches the OrgChart Professional Print Preview screen (for more details,
please see the Print Preview section).

(Note: Print, Print Setup and Print Preview follow all standard printing conventions outlined in Chapter 3:
Printing.)

To export a Report from the Report Viewer:

1. Left mouse click the Report button in the top left corner of the Report Viewer. A list of options will
appear (see above).

2. Choose Export > Excel.

2. FAST REPORTS

Fast Reports are highly customizable but getting assistance from support is highly recommended.

Contact support@officeworksoftware.com

Go to the Fast Reports icon on the Data tab. Start the publish wizard.
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Publish Wizard

Select the source contert to publish from

Chart Content

Cument Chart
Artive Sheet

Division and below

OrgChart

< Back

Cancel

Next.

Publish Wizard

Select the source content to publish from

Cumert Chart
Active Sheet
Division and below

Select available rule or create by pressing "Manage...” button.
Do not use rules when creating report

Leaving After 2015
al~

[0

Orgchart Load settings.

Manage...

< Back

Cancel

Next

Select the report template.

&l

Publish Wizard

From the list of "Available templates” choose a pre-set report template. See the "Description of
template™ description to determine the number of available data fields and available parameter
fields for the template you have chosen. Please note that these values are differert for each
temolate.

Available templates

Employee list with photos

Custom Table

Template description

Employees list, contains the employee photo and general information

OrgChart

< Back

Cancel

Next

Map fields from data source to the template.
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& Publish Wizard x
Select the desired data fields that you want to publish from the list of available "Cumrert fields".
Avalable chart columns: Template Data Source and Fields
727 Postion 1D o Employees T
b
abe Depal:lmerﬂ | o0 Address
127 Decision_Maker
: abe HomePhone
l;% Date_of_Hire
abe Note
abe _src_lsAssistant - =
- abe Supervisor
Output columns
Data Column Mapped Data Column <hdd
2 Employee Name abe Name Remove >
abe Title abe Title
Remove 3
OrgChart
< Back Cancel
Next
Add a title to the report.
=) Publish Wizard X
Specify the report parameters by entering the data into the Value column
Available template parameters
Name Value
N 1 Co Leasing|
OrgChart | Save report settings on pressing "Next” Save As...
< Back Cancel

Finally the report is created.

[T —
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If desired the report template can be modified to you needs. The OfficeWork support group can advise you.
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3. DYNAMIC REPORTS

Dynamic reports give a lot of flexibility and can be configured on-the-fly.
Click on Dynamic Reports, click on the Fields tab and select (Add) the data fields needed for your report.

Dynamic Report Configuration - Actual v9 Cornerstone 3 X

Fields Sorting Grouping Filter summary Format

Availzble fields: Report Fields
Dotted_line_2 - Add=> Employee Name
DL-ID-2 Title

Diversity Salary
Years_in_Job Gender

Age ‘

Performance_Rating
Performance
Potential

Ready Now

Critical Position
Internal_External
Twitter

o

‘ Add Al

Remove Al

Go to the sorting tab. Sort by Gender and Title.

Dynamic Report Configuration - Actual v9 Cornerstone 3 x
Fields Sorting Grouping Filter Summary Format
Available fields: Sort by fields:
Employee Name -1 Gender
Salary -1 Title
Add All>>
=<Remove Al
Sort Order:
Ascending
Descending
=

Select the Grouping tab. Select Gender and click on Add Group. Then select Title and click on Add Group. (This
will cause the report to be grouped by Gender first, and then Title within the Gender groups.
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Dynamic Report Configuration - Actual v9 Cornerstone 3 X

Fields r Surting/ Grouping r Filter r Summaryr Furmat]

- Report Add Group

- Gender

- Employee Name

If you want to limit the records you are reporting use the filter tab. Otherwise proceed to the Summary tab.

Click ‘Count’ for each of Report, Gender and Title.

Dynamic Report Configuration - Actual v9 Cornerstone 3 X
Fields r Sorting r Grouping I’ Filter Summary r Format ]
Summary for: Selected Fields:
--Report [l Count
- Gender
- Title
i~ Show:
15um (IMin (%)Count (%) Detail and Summary
CiAverage () Max () Summary Only
w

Go to the Format tab. Select desired report shading and title (Header)

Dynamic Report Configuration - Actual v9 Cornerstone 3 %

Fields r Sorting I Grouping [ Firterr Summaq/ Farmat]

~ Report ttem Style - Report Aftibutes ———————————————

-~ Report Even row fill color:
- Report Body

... Group Headers 0Odd row fil color:

- Group Totals

~Report Totals [ Display Grid Lines 1 I W W W
i [ N |

i~ Report Header

i 2 MNuColL

*-Report Footer Header:

Footer: Mo Foo

( Margins {in inches)

Left: Hight_ 0.39
‘ - | Top 0.39 Bottom: | 0.39

Click on Apply.
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View the report in the report pane on the right side of the screen. If this is not visible go to the View tab and
click on the Report checkbox.

HOME GROUPING IN‘ PAGE LAYOUT DATA DESIGN VIEW HELP

| Designer ~| Report Show Grid Levels Q Q Q Fit to Window ~ El_:'l"Wmdows -
= Data and Divisions [v| Orphans Show Rules T Reset Layout | Level2 - ’ [ Thumbnail
Rz L:;;Et hg:g:’ | Position Detail | Track Changes [ Show Status Bar [&[& s ZU;’" ZSUUT Sfri!n
Wiews Show Chart Zoom Window &

The report should now be visible.

| Dynamic Report Output - Actual v3 Cornerstone 3
{BECEEET 1

|| NuCo Leasing

Codar

e et P 300,000 40

ComaSab  oaf Gpacairg D o230, 000.00 80

Change the fields, filter or any criteria and re-apply the settings. The report will quickly refresh. In addition the
report is sensitive to the selected scope of the org chart. By selecting a person you will see their detail and
everyone in their organization. If you select the top of the hierarchy, or do not select any box, the report will
include all records in the chart’s database.

Note that when any of the data in the chart’s boxes is changed the report will also change in response.

The report pane also shows options for saving settings, opening a preconfigured set of settings, printing and
export to excel and PDF.

Dynamic Report Output - Actual v9 Cornerstone 3
fEHESERS
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APPENDIX A: INTERFACES

This chapter details OrgChart’s interfaces, control panels and modes.

ATTACHMENTS — FILE ATTACHMENT DATA MENU

This menu enables you to attach files to components.

ﬂ File Attachment Data

S5
Dizplay name |E|rgEhart Infarmation. ks

Initial file path |E:‘~.DlgEhart'~.DlgEhart Information, bt Browse...

| Clear data |

QK | Cancel | Help

The File Attachment Data menu can be opened in the following ways:
1. Box Item —double click File Resume, or any custom designed data field with an Attachment attribute.
2. Data Outline Pane -

a. If no attachments are associated with the component — double click File Resume, or any
custom designed data field with an Attachment attribute.

b. If attachments are already associated with the component — double click the cell containing
the name of the attachment.

c. On-screen component —double click any visible data field with an Attachment attribute. Note:
if none are visible, go to the Box Item menu, choose a data field with an Attachment attribute
(i.e. File Resume, etc.) and click in the visibility column (for more details, see Box Item menu).

ATTACHING FILES

To make attachments in the File Attachment Data menu:

1. Browse to the file using the Browse button. When the Open box appears, browse to the desired file
and choose it by either double clicking the file or highlighting it and clicking Open.

Note: once an attachment is chosen, an icon representing the file type will appear in the lower left area
of the menu (see the above illustration).

2. Name the attachment. The name appearing in the Display name field is the name that will appear in
the on-screen component. Names can be created in the following ways:

a. Customize the attachment name — type a new name into the Display name field to replace
the file’s original name, then click OK or hit the Enter key.
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b. Use the attachment’s original name (no modification) — a file’s original name is automatically
placed in the Display name field when it is chosen. To keep this name simply click OK or hit
the Enter key.

3. Complete the process. Select one of the following options:
a. OK-accepts your choice and inserts it into the chart.

b. View — opens the file for viewing. Note: the View button will be inactive (grayed out) if the
attachment is empty (such as a text file with no text).

c. Save As —allows you to save the attachment in a new location and with a new name.
d. Clear data — clears all fields and resets the menu defaults.
e. Help—Ilaunches the Help menu.

f. Cancel — closes the panel without saving any data.

BORDER STYLE

This menu enables you to control the following: Line Style, Line Width, Fill Style, Join Style and Transparency.
Note: a border must be present on the chart or the Border Style menu will be inactive (grayed out).

F Baorder Style *

Line Style
Apply To:

Line Style - FEill Style.

Line Width | 1.n E Line Jain
Transparsncy L N

start: 100 %, end: 100 %

Selectiori

Toggle

Preview:

ACCESSING THE BORDER STYLE MENU
1. Select the current chart’s border (see Selecting Borders for details).

2. Access a Border Style menu — Right-click in the chart to launch a pop— up menu. When the menu
appears, go to Format > Border Style.

The following options are available:
a. Line Style — a list of solid and dotted line styles.
b. Fill Style — this launches the Line Fill Style palette.

c. Line Width — this determines line thickness. Sizes can be chosen from the list or typed in
manually.

d. Join Style — this drop down menu provides three corner styles.
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e. Transparency — this button toggles the line between complete opacity (0, 0) to complete
transparency (255, 255).

f.  Preview — this window allows you to see your choice before committing it to the on— screen
component.

g. Help —this launches OrgChart Help.
3. To complete the process, you must select one of the following options:
a. OK-—applies and saves your choices then closes the panel.

b. Cancel - closes the panel without saving the changes.

POSITION DETAIL MENU

Dynamic in nature, this menu displays the Data Fields for any currently selected component. (Note: the Position
Detail menu will only become active after an on screen component has been selected.)

Position Detail x
S em Viewl -

Photo
Employee Mame Karina Seinfeld
Position ID 22
Title VP 1-5ysOps
Salary £150,000
Supervisor 29
Salary Grade B
Performance 3
Potential 3
SoC -]
Soc Difference 3
SoC Goal 11
Reassign
Soc Goal Graphic
il Chart Design Paosition Detail I

HIDING AND REVEALING POSITION DETAIL
1. Go to the View tab and click on Position Detail.

2. The Position Detail menu will toggle in and out of view accordingly. (Note: a check mark next to the
item’s name will indicate if it is hidden or visible.)

DATA FIELDS INFORMATION TYPES FOUND WITHIN POSITION DETAIL
1. Text—text information can be typed directly (or cut and pasted) into these fields.
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4.

5.

Salary — single click this field to make dynamic, on-the-fly calculations of budgets and expenditures. It
is used in conjunction with the Headcount and Team Budget fields.

Link — double clicking this field launches a new interface for link creation.
Image — stored images are linked to a component through this field.

Attachment — stored information files are linked to a component through this field.

POSITION DETAIL OPTIONS BUTTON
Two options show on the Position Detail view.

165

Position Detail -+ x

o_“:;# &l Columns - o 9

Employes_... Allison O'Toole | s Define Data Views... v Show Hierarchy
Emp ID 16 Print Show Column icon
Title St WP of Engin...

Department  Engineering Print Preview..,

Decision_M... 9

Page Setup...

L T P e P et L I

+  Show Column MName

Show Column Icon

Options button on the Data View tab — affects primarily the Box Item work space and data. Most of
the options launch either another screen, or another dialogue to help organize, print or export the
data itself.

Options available from this drop down menu:

a. Edit Chart Data Set — launches the Chart Data Set menu. The Chart Data Set interface sets
global changes which can affect every component if you so choose. From this menu you can:
a) create new data fields, b) load predefined fields, 3) edit fields, 4) rearrange the order in
which fields appear and 5) delete existing fields.

b. Edit Current Data View — launches the Edit Data View menu. This interface is used to define
and edit data views currently available in the Current Box Layout drop down menu directly to
the right of the Options button.

c. Show Column Name - toggles between displaying and hiding the data field titles in the Box
Item area.

Show Column Name
ON QFF

Daka wiew ]Lavgut | Data view | Layout ]

A Current Box Layout w Al Current Box Layout =
” -
D Mame Fred D Fred

[F] TiHle acp [F ocp
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2. Options button on the Layout tab — These affect only on— chart components. The following is a list of
options available from this drop down menu:

a. Display Column Name —toggles between displaying and hiding the data field titles in the on-
chart component (see below):

Mame : Mr. Sample Mr. Sample
Display Column Name Display Column Name
ON OFF

Note: this affects each data field independently, so one field could be set to Display Column Name “on”,
while another data field in the same component could be set to have this option toggled off.

b. Align Left — aligns the text of the on— chart component to the left.
c. Align Center — centers the text of the on—chart component.
d. Align Right — aligns the text of the on— chart component to the right.

e. Font Style — launches the Font Style menu. This interface provides a range of choices on how
the text inside a component will appear.

DISPLAYING A PICTURE IN BOX ITEM WINDOW

In addition to displaying text or numerical information, images and pictures can now be displayed in the Box
Item window (see below):

Box [tem @

Data view l La}rgutl

i1 All Columns =
2 Name Ms. Sample =~
I%] Title WP Design

%] Company  CrgChart
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This tool is great for browsing personnel photos or having instant access to any other visual data you may wish
to have associated with a component.

To display a picture in the Box Item window:
1. Click on a component in your chart to activate the Box Item window.

2. In the Box Item window, make certain the data view you have chosen contains the Photo data field.
(For more information on editing and choosing data views, please see the Current Box Layout section.)

3. Click on the Photo data field. The field will turn gray and a button will appear.

| (i@ Photo [eFhate |

4. Click the small button, this will launch the Image Data box (see below)

E Image Data X

Save bz
Browse. .

Clear data

Dizplay Size (pixelz)
124512 -

Help

5. Click the Browse button and navigate to the location of the image you wish to display.
6. Select the image and click OK.

7. Theimage will now appear in the Preview Pane of the Image Data box.

8. Select the Display Size from the drop down menu and click OK.

9. The image will appear in the Box Item window.

BOX PROPERTIES WINDOW

Components can contain vast amounts of information that can be edited, exported and printed. An important
area for the manipulation of this information is the Box Properties window. (This area has two tabs. The image
below shows the Box Properties menu with the Edit Data tab selected).
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B Box Properties x®
Edit Data Define Layout Shape Style Border and Fill
Name Data
& Employee Name B
123 Position 1D 2
abe Title WP 1-SysOps =
she Department QPS-IT
121 Decision_Maker 0
[, Date_of_Hire 7r2r2m5
abe _src_|sAssistant
™ Supervisor 29
127 Supervisor_PID 29
127 Level 6
& Salary 5150000
% Proposed Salary 5165.000
& Market $135,000
abe Location us
sbe Salary Grade B
o n
Apply To
Selection Entire Chart Current Division
Cancel Help

DISPLAYING THE BOX PROPERTIES WINDOW
1. Go to Shape > Properties.

2. Double click an empty area inside a component (an area with no text or graphics, etc.).
3. Right-click a component to launch a pop— up menu. In the pop-up menu choose Properties.
4. Use the hotkey combination of Alt+Enter.

BOX PROPERTIES: SCOPE

Scope is a powerful and intuitive interface which allows you to quickly set the range and locations of the data
changes in your chart. It is found in the Apply To section at the bottom of both Box Properties tabs. It has the
following options:

Apply To:
{* Selection (" Entire Chart  { Current Division

1. Selection — only applies changes to the currently selected component(s).
2. Entire Chart — applies changes to every component in the chart.
3. Active Division — only applies the changes to the division of the currently selected component.

Scope can be applied to any data field, in any combination, anywhere on the chart. This means that you can
set certain fields, like the company’s name or telephone number, to appear in every component in the division
or chart, but leave all the other data fields unaffected. Since you can have any data (or field) appear anywhere,
the possibilities and time saving features of scope are almost limitless.

BOX PROPERTIES: EDIT DATA
This tab is used to define what data will be associated with certain component(s). To use this section:
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1. Click in the right hand column of the data field you want to edit. The area will turn blue.

2. Enter the data.

3. Press Enter or click in another field to apply the data.

4. Set the scope of the changes by going to the Apply To area and clicking one of the available choices.
5. Click the OK button to apply the changes and close the menu.

BOX PROPERTIES: DEFINE LAYOUT
This tab determines the visual appearance the data in the component. It determines what is visible and where

(see below):
241 Box Properties (|

EditData Define Layout l

Name | Visible |

. MName <Name=

e =Title=

Division o

[ Supervisor O <Division=

[=] wes Code O <Note=

Photo O <Loadcount=

Phone Office O

B E-vail Office O

Izl Headcount a

Izl Team Budget a

Sal

Loa:cll-y E Mave Up | Maowe Down |
Loadcount Display Properties

™ Display Column Name

E|E = Font Style...

Apply To:
{+ Selection (" Entre Chart  { Current Division

oK | Cancel Help

This tab consists of the following areas:

1. Data Fields area — displays what data fields are available (this changes depending on what data view
you have chosen). It contains the following:

a. Data field names in the left column.

b. Visibility box in the right column. Check this box to toggle the selected field between being
visible and hidden.

2. Preview Pane —displays a simple diagram of the component. It shows:
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a. Data fields that will be visible — to change this, check or uncheck the visibility box in the Data
Fields area.

b. Order of the data fields — to change the order, highlight the desired field in the Data Fields
area, then click the Move Up or Move Down buttons. (Note: The Move Up and Move Down
buttons will only become active if a data field with a check in the visibility box is selected.
These buttons will also either activate or deactivate depending upon which data field is
selected.)

c. Component text font — this is selected in the Display Properties area (see below).

d. Component text alignment — this is selected in the Display Properties area (see below).

3. Display Properties area — determines certain visual properties of the component. It contains the
following:

a. Display Column Name — check this box to make the title of the data field appear in the

component (for example, with the box checked a person named “Mr. Sample” would appear
in the component as “Title: Mr. Sample”.)

Text alignment buttons — click any of the three buttons to determine if the text will be aligned
on the left, center or right of the component.

Font Style — click this button to open the font menu (for more details, please see the Font Style
section of this manual).

4. Apply To area — determines the scope of the changes which have been determined in the other areas
(for more details, please see the Box Properties: Scope and Apply Scope sections of this manual).

Once you have made your selections from the above sections, click the OK button to apply the changes and

close the menu.

CALCULATED FIELD — HEADCOUNT AND TEAM BUDGET

This menu allows the automatic tallying of personnel, salaries and team budgets. It is applied to a parent

component to track its subordinates. The scope can be set to branches, managers and subordinates (see

below):

33 Calculated Field S5
Operation Affected Column Affected Scope
|Sum ﬂ |Team Budget ﬂ |Bran|:h and Magr. j

0K | Cancel | Help |

ACCESSING THE CALCULATED FIELDS MENU
1. GotoBoxItem.

2. Double click one of the following data fields:
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a. Headcounts

b. Team Budget

3. The Calculated Field menu will appear.

The following screen shows a parent component with Headcount and Team Budget applied. (Salary is also

present since it is integral to calculating Team Budget. For more information on using Salary, see Data Field —

information types — Salary).

Gronannnnas S e P
Box Item *| ! Supervisor 1
A Salary Planning = ! Manager :
Mame Supervisor I—T| . ql
Title IManager I Headcount : 3 !
Saary 50.00 | Total Salaries : $10.00 [ !
Tokal Salaries $10.00 I:I} __________________ il:l
Headcaunt 3

Employee 1
Headcount : 2
Salary : $5.00 [

Employee 2
Headcount : 1
Salary : $5.00

PERFORMING HEADCOUNTS
To perform Headcounts, chose the following settings for each corresponding field:

1.
2.

Operations field — Count
Affected Data field — Headcount

Note: this field is inaccessible (grayed out) when Count is selected in the Operations area. To make
changes in the Affected Data field:

a. Choose Sum in the Operations area. This will make the Affected Data field active.
b. Choose an option in the Affected Data field.
c. Go to any other field and make any selection.

Affected Scope — any setting may be applied. Default settings of Branch and Mgr. appear when the
Headcounts field is double clicked. Under other circumstances, the settings may have to be manually
selected.

The following options are available in each area:

1.
2.

3.

171

Operation — 1) Sum and 2) Count.
Affected Data Field — 1) Headcount, 2) Salary and 3) Team Budget.

Affected Scope — 1) Branch and Mgr., 2) Branch Excl. Mgr., 3) Direct Subordinates and 4) Mgr., Direct
Subordinates Excl. Mgr.
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PERFORMING TEAM BUDGET
Team Budget is calculated from the Headcount and Salary fields of a parent component and its subordinates.
As a result, a number must be entered into at least one component’s Salary field or the Team Budget will be

zZero.

To perform a Team Budget, do the following:
1. In Box Item, double click Team Budget.
2. Make sure that Calculated Fields is set as followed:
a. Operations field — Sum
b. Affected Data field — Salary

c. Affected Scope — any setting may be applied (the default is Branch and Mgr.). (These settings
appear when the Team Budget field is double clicked. Under other circumstances, the settings
may have to be manually selected).

3. Make certain a number is entered in at least one component’s Salary field.
4. Highlight the parent component.

5. The Team Budget for the parent component and all its subordinates will be displayed.

To complete the Calculated Fields menu, select one of the following options:
1. OK-accepts and saves your choices and closes the panel.

2. Cancel —closes the panel without saving the changes.

CHART DATA SET

In addition to the default Data Fields in the Box Properties menu, new fields can be created, modified or
deleted globally through the Chart Data Set window (see below):
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ﬂ Chart Data Set @

MName Type Visible | Display name | Formula | Format MNew
Name 2 Name a 0
Title Text O Add Predefined...
Compary Text O e
Photo (i Image a
Division [E] calculated O O = Set Title
Supervisar 3 Supervisor O O
WES Code [E] Calculated O |
Phone Office Text a a
E-Mail Office . Lirk O Move Up
Headcount [E] Calculated O O
Team Budget =] calaulated ] O
Salary Currency .|

Cancel

Help

IMPORTANT: Chart Data Set stores and creates data fields that can become available to every component
(globally). However, although these fields are available, they are not automatically included or visible in the

final component. After you set the data field to be accessible and visible, it will be available for the chart

building process.

To access the Chart Data Set interface: Go to Data tab, to Chart Data Set.

Editing an existing data field:

There are five fields which can be edited in the Chart Data Set:

1. Name - to edit this field, do the following:

a. Click on the Name column of the chosen data field. The area will turn blue, signifying that it is

now editable.

b. Enter the new information.

c. Press Enter, or click in another data field and the information will be applied.

2. Type—there are various types of data fields available to you:
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174

Text j

Attachment
Calculated
Concatination
Currency
Date/Time
Enumeration
Formula
Image

Link

Marme
Mumeric
Query
Smart field
Supervisor
Text

To edit this field, do the following:

a. Click on the Type column of the chosen data field. The field will turn blue and a button will
appear on the right side.

b. Click the button to open a drop down menu displaying the nine types of fields listed above.
c. Click on your choice in the drop down menu.
d. The selection will now appear in the Type field.

Visible — determines whether the data field will be visible. Check this box to toggle between visible
and hidden.

Display Name — determines whether the title of the data field (such as Name, Title, Photo, etc.) will
appear in the component. (For example, in a component with a person named “Mr. Sample”, the name
will appear as “Title: Mr. Sample” if Display Name is checked.) Check this box to toggle the data field
title between visible and hidden.

Formula — formulas are only available if certain types of data field were selected in the Type column
(i.e. numeric, currency, calculated, etc.). To edit this field:

a. Click on the Formula column of the chosen data field. The field will turn blue and a button will
appear on the right side.

b. Click the button to open a drop down menu displaying the Calculated Field menu (see below):

23 Calculated Field S

Operation Affected Column Affected Scope
|5um ﬂ |Team Budget ﬂ |Bran-:h and Mar. ﬂ

oK | Cancel | Help |
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c. Choose options from the drop down menus in the Operation, Affected Column and Affected
Scope fields, then click OK.

d. The Calculated Field menu will close and your selection will now appear in the Formula area
of the Chart Data Set.

To create a new data field:

1.

Click the New button. The Name column will turn blue and a new entry entitled “Unnamed” will
appear.

Type in a name for your new data field, then either hit Enter or click in another field to apply the
change.

Choose your options from the Type, Visible, Display Name and Formula areas.
When you are done editing the data sets, click OK to close the interface.

The Add Columns in Data Views menu will open. This window provides the option to add your newly
created data field to already existing Defined Data Views (see below):

ﬂ Add Columns in Data Views Iﬁ

Mew Data Columns: Defined Data Views:

Default
Salary Planning

Ooono

Phone Directory

oK | Cancel Help

To add your new field to an existing Defined Data View:

1.

2.
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Check the box next to the views you want your new field to appear in.
Click OK.

The window will close and you will be returned to the main work area. (From this point on, whenever
any of the views you checked is chosen in the Box Item: Current Box Layout or Outline View: Data
View Quick Selector menus, your new data field will appear with the other data fields.)
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To load a predefined data field:

OrgChart comes with a library of predefined data fields. To load fields from this library:

1.

Click the Add Predefined button.

2. The Add Data Fields menu will appear (see below):

3.

4.

5] Add Predefined Columns x
a. Mame Z Current level
abe Title $ Salary
E Supervisor 127 Load
abe Comparny & E-Mail OFfice
abe Organizakion E Photo

> Division Title
5 WEBS Code
E Headcount:

File Resume
Business Farm
abe Locakion

APPENDIX A: INTERFACES

Z Span of Conkral abe Address
E Median Span of Contral — abe Ciky
E Average Span of Conkrol  abe Skate

E Levels above abe Fip

E Levels below abe Counkry

< >
Add Cloze

Highlight the data field you wish to add and click the Add button.

The Add Data Fields window will disappear and your selected, predefined data field will appear in the
Chart Data Set area.

Additional Chart Data Set buttons:

1.
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Delete — removes a data field from the Chart Data Set area. To use, simply highlight the field you wish
to remove and press Delete.

Set Title — sets the currently chosen data field as a title. If the currently highlighted field has already
been set through this option, the button will automatically switch to Remove Title.

Move Up — moves an item higher on the list. This option is inactive if the selection is already at the
top.

Move Down — moves an item lower on the list. This option is inactive if the selection is already at the
bottom.

To complete the Chart Data Set process, choose from the following:
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a. OK-—accepts your choices and applies them universally to the data fields of every component.
b. Cancel — closes the panel without making any changes.

c. Help—Ilaunches the Help menu.
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CHART DESIGN PALETTE

Chart Design ~ x

Components
Position Assistant

T

3 Positions

i) § e
i

a
=
=
o
[=]
o
[%]
&
)

Legend Image  Dynamic
Connector

l_l:I:!
Table Chart
s s
=0= ]

Horizontal  Vertical Line
Line

Shapes
AutoTexts

The Chart Design Palette contains the following seven expandable areas:

1.
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Themes — visual motifs which affect the appearance of the chart, applied components and certain
menu views.

Backgrounds — patterns appearing only on the chart (without affecting components).
Borders — designs which appear only along the outer edges of the chart.

Shapes — styles that modify a component’s shape. IMPORTANT: a shape can only be applied to
components that are already present on the chart.

Components — the building blocks of a chart. Components can be moved, linked, hidden and resized.
By default, they display an entry’s Name and Title but can show an almost infinite range of information.

AutoTexts — boxes which contain text and information which can be automatically applied to the chart
and customized.

Note: Information inside an AutoText box can only be changed from the Divisions View.
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To change text in an AutoText box, do the following:
a. Place an AutoText on the Chart.
b. Open up Divisions View.

c. In Division View, highlight the name of the level the AutoText is on. The level will have a
default name such as Chart, Division 1, Division 2, etc.

d. Pressthe F2 key to make the default Division name editable.
e. Input the text you wish to appear in the AutoText.
f.  Click Enter to apply the change.

7. Clipart — graphics and images designed to be inserted into charts to visually enhance your
presentations. OrgChart comes with a pre— installed library of images. Users may also import images
from almost any source.

CONNECTOR STYLE

This controls the appearance of a component’s connector and of Dynamic Connectors. From here you can
control: Line Style, Line Width, Join Style, Fill Style, and how a connector starts and ends (i.e. with an arrow,

plain, etc.).
E Cannector Style *
Line Style
Line Style - Fill Style. ..
Line¥fidth |90 S Line Join
Tranzparency L N
start 100 %, end: 100 % }
Starts with gy
Toaggle
End: with e .
Presvigw:
Ok LCancel Help
Important:

1. You cannot directly select the connector between two components (if you wish to edit it). Instead, you
must select one of the components and then bring up the Connector Style menu.

2. Anon screen component must be selected or the Connector Style menu will be inactive (grayed out).

ACCESSING THE CONNECTOR STYLE MENU
The Connector Style menu can be accessed in two ways:
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3. Go to Home tab, Connector Style.

4. Right-click an on screen component to launch a pop— up menu. When the menu appears, go to Format
and choose from the expanded list of menus.

CONNECTOR STYLE MENU
The following options are available for connector style manipulation:

1. Line Style —a list of solid and dotted line styles.

2. Fill Style — this launches the Line Fill Style palette (a four— tabbed menu which is essentially identical
to the Fill Style menu. For more details, see Fill Style).

3. Start with — a drop down menu of styles to start the connector with. This list includes various arrows,
bulges and curved edges.

4. End with — a drop down menu of styles to end the connector with. This list includes various arrows,
bulges and curved edges.

5. Line Width — this determines how thick a line is. Sizes can be chosen from the list or typed in manually.
6. Join Style — this drop down menu provides a choice of three different corner styles.

7. Transparency — this button toggles the line between complete opacity (0, 0) to complete transparency
(255, 255).

8. Preview — this preview window allows you to see your choice before committing it to the on—screen
component.

9. Help — this launches OrgChart Help.
To complete the process, you must select one of the following options:
1. OK - applies and saves your choices then closes the panel.

2. Cancel —closes the panel without saving the changes.

CUSTOMIZE COLUMNS (IN DATA OUTLINE VIEW)

The Edit Data View panel (see below) allows you to sort, add and delete columns.
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& Edit Data View x

Drata iew Mame:

Dif’ectory Wi

Axailable Data Calurnns: Selected Data Colurins:

12710 ~ Add > abe Name
E ReportsTo abe Title
abe _gro_IsAssistant Add al é) Ernail
abe Gendey abe Phane
abe Department
:g. Photo

% Levels above Remaove al
Z Levels below -
Z Current level

Z Headcount

Z Span of Control B
Z Median Span of Control -

<- Remaove

Mowve Up

CUSTOMIZE COLUMNS MENU
To access this menu, do one of the following:

1. Gotothe View tab, click Data and Divisions. In the outline tool bar select the Define Data Views icon.

[« T nPchart 1 7 [ 4

S TIHISe v L B Al Calurnns -

2. Right-click the title bar of any field in the Data Outline View, then choose Edit Current Data View (see

below).
‘H 40| H !Chartl! 4 Select Al
FTE&w LIE
Marne
- Jim Stein Delete
- JF"SC"" Falstaff Edit Current Data View...
Josh Hichols Define Data Views...
Alexander Grig
Adrian Knight Prift...
4 Print Preview...
Drata View Divisions Vie' Export..
Expand All Chrl=Shift«X
Callapse Al Shift«Alt«X
Assigning Columns:

1. To add columns — choose items from the Available Data Columns pane on the left and click the Add
button.
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2. To remove columns — choose items from the Selected Data Columns pane on the right and click the

Remove button.
Arranging Columns — highlight an item in the Selected Data Columns pane, then click:

1. Move Up — moves an item higher on the list. This option is inactive if the selection is already at the
top.
2. Move Down — moves an item lower on the list. This option is inactive if the selection is already at the

bottom.

DATA LINK PROPERTIES SCREEN

When importing OLE DB DataSource, the Data Link Properties screen is used to choose the database provider,
test the connection, set access permissions and specify many other important settings.

To access the Data Link Properties page:
1. Go to the File tab, Import to launch the Import Wizard.
2. Click Next on the Introduction screen.
3. Choose OLE DB DataSource as the import format.
4. Click Build on the connection parameters page.

5. The Data Link Properties screen will appear (see below).

% Data Link Proparties

Pronides | Comneciion | Advarced | a |
Selacl the data wois waik 10 conrect b

OLE OB Provider(z]

Micrazodl 154K 1.1 OLE DB Frovider
Microgodl Jet 4.0 OLE DB Piowides

Micrazoll OLE DE Prowviders lor Indedng Service
Micrazoll DLE DE Piovides lor Inlemet Fublishing
Micrasadl OLE DB Piowvickss for ODEC Diresis

Micragoll OLE DE Picvides lor OLAF Sevices
Micragoll OLE DB Piorvides lor Orachs

Mcrazadl GLE DF Precadss lor SOL Saiver
tiierazall OLE DE Simphe Prenade

50 sleShane

OLE DB Pranndat o Miciosollt Diechaty 5 stases

DATA OUTLINE VIEW
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Located at the bottom of the work area, the Data Outline View is an area that allows the centralized
management of component information. It can also be used to change Data Field content. (Note: Data Outline
View can only be toggled “on” and “off” through the View tab.)

Employee MName -} PositonID ~ Title ¥ Department * Dedsion_Maker ¥ Date_of_Hire -

Arlo Guthrie 4 Product Developer Engineering 4 7/4/2004

Ash Gorakpiraia 5 Consultant Executive 1 0

Ben Greenberg 3 Systems Architect OPS 3

Dan Allen 8 Marketing Manager Marketing 4

Danni Tobler 9 Digital Marketing Manager Marketing - International 5 hl
4 »

Data View Divisions View
Note: The main advantage of Data Outline View over the Box Item menu is that you can manage all of the
component data fields in one place.

HIDING AND REVEALING DATA OUTLINE VIEW
The Data Outline View is not listed on the Toolbars menu; instead, it is found on the View tab. To hide and
reveal this palette:

1. Gotothe View tab.
2. Click on Data and Divisions. The palette will toggle in and out of view accordingly.

DATA FIELD TYPES IN DATA OUTLINE VIEW
Information fields may be of the following types:

1. Text —text information can be typed directly (or cut and pasted) into these fields.

2. Salary —is a powerful field used for dynamic, on— the— fly calculations of budgets and expenditures. It
is used in conjunction with the Headcount and Team Budget fields. Single click to open.

3. Link —double clicking this field launches a new interface for link creation.
4. Image - stored images are linked to a component through this field.
5. Attachment — stored information files are linked to a component through this field.

COLLAPSING SUBORDINATES IN DATA OUTLINE VIEW

In this view, the hierarchical tree of linked components can be collapsed or expanded by clicking the box next
to the parent component’s name. (A plus sign (+) in the box indicates that the tree is collapsed and a minus
sign (-) indicates that the tree is expanded.)

ADDITIONAL DATA OUTLINE VIEW COMMANDS
The following Data Outline View functions can be accessed by going to View on the Main Menu:

1. Customize Data Outline View columns.
2. Intelligence sort.

3. List Sort.

4. Field Hidden

MANUALLY REARRANGING DATA FIELDS IN DATA OUTLINE VIEW
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To manually rearrange the data fields:

1.
2.

Click on the data field’s column header.

APPENDIX A: INTERFACES

Hold down the Left mouse button and drag the header along the top of the data fields area. Release
the header when you reach the desired location. For more details on resizing and rearranging the Data
Outline View title bar, please see Data Outline View in the first chapter of this manual.

(Note: the order of the data fields in Data Outline View does not influence how they appear in the associated

on— screen component.)

DISPLAYING AND HIDING A COMPONENT’S DATA ON THE CHART
A box component can contain more Data Fields than can be displayed on the chart. To solve this, the user can
control which fields are visible. By default, the Name and Title fields are active. To select which fields will be
displayed you need to use the Box Properties dialog (see below):

Edit Data

¥ Division

™ Supervisor

2 WBS Code

& Photo

abe Phone

& eMail

Z Headcount

Z Span of Contral
Z Total Salaries
$ Salary

123 Load

¥ Loadcourt

abe Note

abc Area of Responsibility

Define Layout

Shape Style

Eox Properties

Border and Fill

Use mouse click to select the formatting cell. Hold Cid key pressed to
select several cells

Cell alignment

Display options
Fort Style...
Show field title
Draw empty photo
Word wrap
Hide empty
Muttiling
Bottom line
Shading...

Set this layout as a default for the new boxes.

Entire Chart

Cument Division

Cell positioning

+

Columns in bax: |1

Cancel

EEE!

b

Help

Fields are dragged from the field list on the left to the right preview area. In the above example, name and title
have been selected to be visible on chart boxes.

DATA FIELDS INFORMATION TYPES
Information fields may of the following types:

1.
2.

184

Text — text information can be typed directly (or cut and pasted) into these fields. Single click to open.

Salary —is a powerful field used for dynamic, on—the— fly calculations of budgets and expenditures. It
is used in conjunction with the Headcount and Team Budget fields. Single click to open.

Link — this is where links are created. Double click in the field to open the Modify Link menu.
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4. Image - stored images are linked to a component through this field. Double click in the field to open
the Photo Property menu.

5. Attachment - stored information files are linked to a component through this field. Double click in the
field to open the Attachment menu.

DIVISION VIEW

Division View allows you to view and navigate complex charts easily. It does this by displaying the entire chart
—including all hidden division sub-charts — in an elegant, simple tree structure (see below).

Division View
and the on-screen chart it represents

Chart1
I
| | |
Division 1" Division 2" Divislon 3"
Farent Parent Farent

4 2, A4 5

I -
S ERRT L 8
% Chat 1

Divisen 1

‘ﬁmmz

Diwizaen 3

Dial Vit Diviserst Viens |

To access Division View:
1. Make certain that Data Outline View is active by choosing View tab and then Data and Divisions.

2. Click the Division View tab at the bottom of the Data Outline View window.

Divisions View tree conventions:
1. Main chart — situated at the top of the tree in the upper left corner.
2. Highest tier Divisions — these first divisions run vertically along the left of the diagram.

3. All additional (lower) divisions — these run in a stair step pattern from left to right, starting from their
Parent (first tier) divisions (see below).

& Chart1
-2 Child 3's Division
E| cﬂ Division 2
43 Division 3

Data view Divisions View
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4. Navigating in Division View — simply click on the division’s name and the chart for that division will
appear in the Main Work Area.

FIND

Find allows the user to locate specific components through their data fields (such as name, address, business,
title, etc.). It is pictured below:

@l Find .
Search scope Fill criteria options -
- Fird Next
Selection Find what: Senior Manager - .
Ertire Chart Find where: | Ary Field - Find Al
Current Divizion Comparison | Contains . Close

Diivizion and below
Help

Seodibpatats Choose e to search

Advanced e search Fule

ACCESSING THE FIND MENU
The Find menu can be accessed in two ways.

1. Onthe Home tab — go to the Find command.

i Select Al

i Find
Editing
2. Press CTRL+F.

FIND SEARCH PARAMETER FIELDS
Find contains three search parameter fields. The following is a list of the filter fields and their associated options
(accessed through each field’s drop down menu).

1. Field Name — this area allows you to conduct a search based on the chart’s data fields (i.e. name, title,
company, etc.).

e For the broadest search, choose Any Field.
e To narrow the search, choose a specific data field listed in the drop down menu.

2. Comparison — this filter tells the search engine how to interpret the text you input into the Contents
field. It tells the engine if it is looking for text that matches, or text that doesn’t, etc. The following is a
list of the available options:

e Equal to — searches for a data string that is equal to the value in the Contents field.

o Not Equal to — searches for all data that is not equal to (does not match) the value in the Contents
field.

e Not contains —this filter searches for all data that does not contain the value in the Contents field.
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e Empty - searches for components that contain empty fields.

3. Contents —this is where you type keywords relating to your search. A list of previously entered keywords
is located in the drop down menu.
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FILL STYLE

This powerful mega-menu is divided into four areas (pictured below):

APPENDIX A: INTERFACES

[ Fill Style

Calor Gradient Pattern Picture

Calar:

EEEEE |

1
11
1

Other...

Tranzparency

Apply To:

LCancel

Help

FILL STYLE MENU
Click on a tab to display any of the following four areas:

1. Color: choose a standard fill color or create a custom one.

2. Gradient: choose a gradient (gradual transition) from one color to another.

3. Pattern: choose from a menu of pre—loaded patterns.

4. Picture: choose a picture then apply a tint color (to change its shade).

ACCESSING THE FILL STYLE MENU
1. Select a component or border.

2. Do one of the following:

a. Go tothe Home tab, and click on the Fill Style button.

&z
I ®
=

Box

E

Properties

L
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b. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Fill Style.

c. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Border Style. Once in the Border Style menu, click the Fill button.

FONT STYLE

below):

This menu allows you to control font attributes in every OrgChart element where text can be applied (see
Font style b4
Fant: Fant Style: Size:
Bold 12
¢ Arial || Mormal 8
0 Arial Black i
¢} Arial Narrow Bold Italic
¢} Arial Rounded MT Ba 14
¢ Arial Unicode MS ]g
{} Baskerville Old Face 0
() Bavhaus 93 23
(} Bel MT 24
¢} Berlin Sans FB %g
(} Berlin Sans FB Demi s
¢+ Bernard MT Condensed 18
(O Blockndiar F6 72
{} Bodoni MT
{} Bodoni MT Black
¢} Bodoni MT Condensed hd
Presview:

Underline

Strikeout RaBh¥yZz

Fill Style. ..

ACCESSING THE FONT STYLE MENU

1.
2.

189

Select the border (see Selecting Borders for details).
Access a Font Style menu by doing one of the following:
a. Go tothe Home tab and select from the color, font and size choices.

b. Right-click in a box to launch a pop-up menu. When the menu appears, go to Format > Font
Style.

The following options are available for font manipulation:
e Font —a list of available alphabets.

¢ Font Style — a list of choices on letter orientation and weight.
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¢ Font Size — where letter size is determined. Sizes can be chosen from the list or typed

in manually.

o Effects — two effects are available: 1) Underline and 2) Strikeout (a line is placed

through the letters).

¢ Fill Style — this button launches the Fill Style menu (see Fill Style).

¢ Sample — this preview window allows you to see your choice before committing it to

the on— screen component.

e Script — this offers the following encoding options: Western, Hebrew, Arabic and

Greek.

¢ Help — this launches OrgChart Help.

3. To complete the process, you must select one of the following options:

a. OK-applies and saves your choices then closes the panel.

b. Cancel —closes the panel without saving the changes.

GRADIENT

A Gradient is a gradual transition from one color to another. The Gradient menu is located on the second tab

of the Fill Style menu (see below):

oa] Fill Style

eS|

Color  Gradient lPattern ] Picture ]

Colors Tranzparency

Start Color -E| Start Colar: Ji

End Color -Z| End Colar: Ji

Shading style Sample
* ertical

" Horizontal

" Diagonal down
(" Diagonal up
" From center

Apply To:
{* Selection
~

~

~

ddis

OK
Cancel
Apply

Help

ACCESSING THE GRADIENT MENU
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1. Select a component or border.
2. Do one of the following:
a. Go tothe Home tab and select the Fill Style icon.

b. Right-click in a box to launch a pop— up menu. When the menu appears, go to Format > Fill
Style.

c. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Border Style. Once in the Border Style menu, click the Fill button.

4. Choose the Gradient tab.
The following options are available for gradient creation:

1. Colors — this determines the gradient’s start and end colors. Click the Start Color and End Color fields
to launch a palette of colors to choose from.

2. Transparency — these sliders determine the transparency of the colors chosen in the Start Color and
End Color fields. On the slider scale, the left end equals 100% opacity and right end equals 100%
transparency.

3. Shading Style — select one of these radio buttons to determine the gradient’s pattern.

4. Sample — this preview window allows you to see your choice before committing it to the on-screen
component.

To complete the gradient process you must select one of the following options:
1. OK-—accepts and saves your choices then closes the panel.
2. Cancel —closes the panel without saving the changes.

3. Apply —applies and saves the changes without leaving the panel.

IMAGE DATA MENU

Photos and images are managed in the Image Data menu (pictured below):
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[ Image Data X

Save Az
Browse...

Clear data

Dizplay Size [pivels)
5124512 -

Ok, LCancel Help

To open this screen, double click the Photo field in the Box Item menu or Data Outline View areas.

INSERTING A PICTURE INTO A CHART

1.
2.
3.

Go to the Box Item or Data Outline View. Double click on the Photo field.
In the Photo Property box, click the Browse button.
Browse to the location that has your image.

Choose the image file and click Open. A preview of the picture will appear in the Photo Property
preview window.

Select from the following options:

a. Display Size — determines how large the picture is displayed in the on— screen component.
Choices range from 32x32 to 1024x1024 pixels. (512 x 512 is recommended.

b. OK-accepts your choice and inserts it into the chart.

c. Save As — allows you to browse to a save location, assign a file name and save the image as a
BMP, JPEG, GIF, TIFF or PNG.

d. Clear data — erases all changes and resets the panel defaults.
e. Help—Ilaunches the Help menu.

f.  Cancel — closes the panel without saving any data.

LDAP — SPECIAL CONSIDERATIONS

Many of the unique settings necessary for a successful LDAP import are entered on this connection parameters

screen (see below).
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Ak this step wou nexd to spealy LOGP (L Dreckery fSccess Protocol) conneclon
parametérs ba sllon Orglhart connsct bo LDAP sérwer and kst tha data which could be imparbed.

LDWF connedtion sting:

Log on sethings:
1 Lkea vour asrert lagon
¥ Somcfy opborm veername and password:
LEsriama:

When importing LDAP, take the following into consideration:

1.
2.

Make certain the server you are importing from is up and running.

Obtain the Root DN and Root Password information. This information is usually found on the server’s
slapd.conf configuration file. (In the file, look for the name of the root object (rootdn) and the
password (rootpw).

Use the information gathered in Step #2 above to fill in the Username and Password fields of the LDAP
connection parameters box (pictured above).

Make certain you correctly enter the LDAP connection string before proceeding to the next page.

LAYOUT PRINT PAGES

OrgChart can print charts which range from a single page to mega— sized charts which fill an entire wall. The

workhorse for this feature is the Layout Print Pages menu (see below).

To access this menu:

193 | ORGCHART 10

E Layout Print Pages *
Fit Chart O
1 - | Pages in'idth 1 = | Pagez in Height
Orientation Apply to
Portrait Entire Chart
Landscape Current Divizion

Cancel

Help
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1. Go to File tab and select Print. Click on the Chart Page Setup link.
2. On the Page Setup screen, choose the Layout Pages button.

The main purpose of this interface is to create charts which span as many pages as you require. To achieve this,
do the following:

1. Fit Chart On area — set the number of pages your chart will be printed out on:

a. For oversized charts (charts more than one page) — set the number of pages to more than
one in the Pages in Width and/or the Pages in Height field.

b. Forsingle page charts — leave the Pages in Width and Pages in Height fields set at 1.
2. Orientation area — click a radio button to set the page orientation to either Portrait or Landscape.

3. Enlarge chart to fit all available — check this box to re— size the chart to spread correctly across all the
pages.

4. Choose OK to accept the settings and close the Layout Print Pages screen.
5. On the Print Setup Page choose either Print to go directly to the print interface or OK to return to the

Main Work area.

LINK DATA MENU

All links are controlled from the Link Data menu (see below):

231 Link Data =)
Link To
|file:,-',-',-' ﬂ |E:"aEIrgEhart'\DrgEhart Infarmnatior. b Browsze. .. |
Dizplay &5 |I:IrgEhart [nforrnatiarn. bt Clear data

OrgChart [nforrmatio, ek

] 4 Cancel | Help

Note: the Browse button is only active when “file://” is chosen. In all other instances it will be inactive and grayed out.

The Link Data menu can be opened in the following ways:

1. Box Item — double click e-mail office, e-mail home, or any custom designed data field with a Link
attribute.

2. Data Outline Pane — can launch the Link Data menu in two ways:

a. If no links are associated with the component — go to Box Item and click in the visibility
column of e— mail office, e- mail home, or any custom designed data field with a link attribute.
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The item will now appear in the Data Outline View. Once the item is present, go to Data
Outline View and double click the cell which contains the name of the link.

b. If links are already associated with the component — double click the cell which contains the
name of the link.

3. On-screen component — double click any visible data field which has a link attribute. Note: if no data
fields with a link attribute are visible, go to the Box Item menu, choose a data field with a link attribute
(i.e. e— mail, etc.) and click in the visibility column (for more details, see Box Item menu).

LINK CREATION IN THE LINK DATA MENU
1. Choose the Link type. Click the down arrow to expand the Link To drop down menu. The following
types of links are available:

a. file:///— use by clicking the Browse button to locate a valid entry then click Open. The choice
will be displayed the upper field.

b. Mail to — type a valid email address into the upper field.
c. http:// —type a valid internet address into the upper field.
d. ftp:// —requires a valid ftp (file transfer protocol) address to be typed into the upper field.

2. Name your link. The name that appears in the Display As field is the name that will appear in the on—
screen component. Names can be created in the following ways:

a. Customize the link name —type a new name into the Display As field, then click OK or hit the
Enter key.

b. Use the link’s original name (no modification) — leave the Display As field empty then click
OK or hit the Enter key.

3. Test the link. Your link will appear, underlined in blue, in the area beneath the Display As field and
above the navigation buttons (see the underlined mailto: link in the above illustration).

4. Complete the process. Select one of the following options:
a. OK - accepts your choice and inserts it into the chart.
b. Clear data — clears all changes and resets the menu defaults.
c. Help—Ilaunches the Help menu.

d. Cancel —closes the panel without saving any data.

MULTIPLE SHAPES

This special dialogue allows multiple shapes to be simultaneously placed on the chart (see below):
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[y Multiple X
Muriber of Shapes E .
A0 Eill Style. .
0 Border Style...
Rectangle Conngctor...
Font Stule. ..
] || FontTitle..
Prewview

ok Cancel Help

ACCESSING THE MULTIPLE SHAPES MENU
This menu is automatically launched when the Multiple Shape component is applied to the chart.

MULTIPLE SHAPE MENU
The following options are available from the Multiple Shapes menu:

Number of Shapes — this determines how many components will be automatically placed on the chart. The
number can be chosen by using the arrows or typed in manually.

1. Shape Box — this scroll bar displays all available shape designs. Click on an icon to choose that style.
All styles will be immediately updated in the Preview area.

2. Preview — this preview window allows you to see your choice before committing to a final decision.

w

Fill Style — this launches the Fill Style menu (for more details, see Fill Style).

e

Border Style — this launches the Border Style menu (for more details, see Border Style).
Connector Style — this launches the Connector Style menu (for more details, see Connector Style)
6. Font Style — this launches the Font Style menu (for more details, see Font Style).

7. Font Title — this also launches the Font Style menu (for more details, see Font Style).
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8. Help —this launches OrgChart Help.

To complete the Multiple Shapes process, you must select one of the following:
1. OK - applies and saves your choices then closes the panel.

2. Cancel — closes the panel without saving the changes.

CALCULATIONS

Use the Chart Data Set dialog under the Data tab to add and configure calculations.

APPENDIX A: INTERFACES

HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN VIEW
‘Tj = |4 Resync Data [ ! = — Emt
Q[ =€ [2 @B G AE EB
= fa Resync Properties L 2} E E lE lE
Import] Chart Markers Manage | Reports Fast Export Export Compare Compare
Data Set Rules Reports | Wizard Summary Fields Tool to Active
Import & Configuration Rules Analyze Export Compare

Keep in mind that the Chart Data Set is the chart’s database and that it is comprised of the fields that were

imported from external data, provided the import function was used to build the chart.

Selecting New (1) will add a new field to the chart database. If you select Add Predefined (2), there are a
number of pre-set calculations such as headcount and span of control that are ready to use.

After adding a new calculation such as headcount, it can be edited in the Chart Data Set. The formula can be
modified (3) to change the way headcount is calculated, or to introduce a condition where records are included

[& x
Hame Tope Visble  Display name Formula  Fomat MNew
Division abe Text a [m}

Department abe Text O [m] Add Predsfined
Telephane abe Text a a Delete
eMail & Link [m] [m] —
Start Date E% Date/Time O [m] a8 Set Title
Tenure 127 Numeric a [m] B
Salary % curency [m] [m] F
Current Performance 127 Mumeric O [m] a8
Average Performance 127 Humetic O [m] 2 Move Up
Phata File % Image O Mave D
Levels above > Calculated m] [m] = e Domn
Levels below > Caloulsted O [m]
Currerk level > Calculated m] m]|
Headcount > Calculated [m] [m]
Span of Contral > Calculated O O —
Median Span of Contrel 5 Caleulated a a T Cancel
Average Span of Control 5. Calculated [m] [m] b

v Help

¥

& Calculated Field x
Operation Alfected Scope
Count - Branch and Mgr -

Use condiion
t |

Standard calculations included consist of Sum and Count for:
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i Add Predefined Columns x
3 Mame Z Current level
abe Title $ Salary
E Supervisor 127 Load
abe Canmpany & E-Mail Office
abe Qrganization & Photo
Z Division Title File Resume
Z WBS Code Business Form
¥ Headcount abe Location
Z Span of Control abe Address

T Median Span of Cantral  abe Ciky
3 twerage Span of Control  abe State

2 Levels above abe Zip

T Lewvels below abe Cauntry

S >
Add Close

Headcount — summarizes the number of boxes reporting to a particular manager to the lowest level
of the branch.

Span of Control — counts the number of boxes reporting to a manager.

Levels — calculations are provided for current level, levels above and below. OrgChart introduces a
calculation that specifies the current level, as shown in the boxes below. The number of levels that
are above a particular box to the top is calculated as “levels above”. The number of levels below a

box to the bottom of the hierarchy is calculates as “levels below”.

Employee A
Current level : 1 [

Employee B Employee C ‘ Employee D

Current level : 2 Current level : 2 [ Current leve| : 2

Employee E
Current level : 3
Levels above : 2
Levels below: 1 o

Employee F
Current level : 4

The “levels” calculation may be used to filter information, perform a search, or format by hierarchy
level. Additional calculations, such as “total headcount at level 2” for example, are now possible with
the levels calculation.

Calculation of Median and Average— OrgChart calculates Average and Median, in addition to Sum and
Count. These calculations can be applied to any numeric field. Now you can calculate average salary,
median age, and more using these new functions.

Calculation of Average and Median Span of Control (Platinum version Only)
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Now the OrgChart program calculates Average and Median Span of Control. If you need to calculate
the Average Span for a particular management level, the Average Span can be used with a conditional
scope of a specific hierarchy level. Consider that OrgChart’s calculation results are integer only, so any
results are rounded to the nearest whole number.

OrgChart calculations will now include a condition to include or omit records based on hierarchical
level. An example would be the total number of employees at level 3, or the total salaries of those at

Conditional calculations using Level

level 2, the number of part time workers below level 5, etc.

This calculation will now allow you to summarize totals for each level of the organization and display
them on the top page of the chart. This works for Count, Sum, Average and Median for any numeric

value.

APPENDIX A: INTERFACES

Operation Affected Scope

Mame Mew —

ks 2 Caunt A Branch and Mar. -

Shils_3 add Predefined... | K}

Emal = Delete

Prior Year Salary €

Chasen Emplayes D8 ‘ o] ‘ el | stie | N

Chigf T e

Headcount [T N 3% Condition &l l

Span of Control @ Calculated I

WES Code @ Calculated Use condition from the ¥ Include in scope if meet condition J

. right toinclude box into ~
Total Salaries Caleulated | 80 i 1F you wish Fnd what: [ - J €
Stare Type Text box ko participate in Find where:
- (e CEALEHE urrent level | h

Levels above @ Calculated calculation without any W

Lovels belows [E] Cokulateg | Condition, kecp checkbox | Comparison, M qaeo -

Current level Calculated I~ J B

Median Span of Contral @ Calculated . |

Average Span of Control %] Caleulated J
ITotaI Employees Level 3 | Calculatec ¥ ’Tl Cancel | Help | J B

Total Employees Level 2: 4
Total Employees Level 3: 13

Total Empleyees Level 4: 17

Michael Burnette
Chief Executive
Officer

B

ACME Inc
Total Salaries: $4,473,000.00

Headcount: 43

Span of Control: 4

O | (@]

Allison O'Toole

Dan Allen v

v

Karina Seinfel&’

Jerry Sheets

St VP of
Engineering 5]

VP Marketing

Officar

Chiaf Counsal

PREFERRED STYLES

Preferred Styles are preset, custom box configurations. There are preset box styles that come with the

b4

2

&,

Example of Conditional Total Headcount by Hierarchy Level

application, and the user may configure custom Preferred Styles.

Under the Design tab select Styles.
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HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN VIEW

@ o [ a1 Q=

Theme Background Border Show Apply Styles
< < Eackground | Template <
Chart Templates Box

Choose Add to if you have configured and selected a box style you wish to add to the library or select Preferred
Styles if you want to apply a style from the list to a selected box.

| [ ———— «

T e vighe prwview Lint e rviladole e shplec:
| Z7rE
Kk Grenn
pelowr
L e e e s 2oy
\' :a(xrm "
Jossef Goldberg Tonwpurr
L B
Director Ao st
Rk o icrd W e o
Seepe iareen border
Span of Control : 5 Sieon Pufcnares
Erime Chart Hesdount
Headcount : 72 Cunert Qs Coknioted ek

Dibvinion ared below

Flaname Deiste
g L ——— Sek s a delaull s The rew boses

Plenew fiskds mapping

Folvslis |l levels . Ay borred

Preferred Style showing Name, Title, Photo and Calculations

Notice that the styles can be applied with any scope, or they may be applied to individual employees meeting
specific rule criteria.
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FAST REPORTS MODULE (PLATINUM VERSION ONLY)

OrgChart’s Fast Reports is a new report writer module. It enables user configurable reporting of all kinds.
OrgChart Platinum ships with two preset report templates.

i ™ OrpChart Professional repert preview

Fast Reports Employee Photo Directory

Custom reports can be configured with filter, sort and calculations. Reports can be saved in a variety of formats
for sharing.

[EER=R PN
Prepared report...

Adobe Acrobat...

] Rich Text file...

HTML file...

MHT file {web-archive)...

XML (Excel) table...

Excel 2007 file...
Microsoft Word 2007 file...
PowerPoint 2007 file. ..

(%] (&] (&)

OpenOffice Calc...
OpenOffice Writer...
Microsoft XPS file...

5 file...

DEF table...

Text FilefMatriz Prinker...
Image file...

Dropba, ..

SkyDrive. ..

INTERACTIVE PDF

OrgChart’s special Interactive PDF option lets you navigate your way — up or down — through a multi-level,
multi-paged org chart. The way you created your Org chart in the application is the way you see it in the
Interactive PDF. Publishing options allow you to specify scope — be it the whole organization or just a group.
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To create a PDF use the Publish wizard on the File Tab.

TR P P

Se AP e KO & oo

OPS Department

Headeount: 14

File Edt Wiew Document Comments Forms Tools Advanced window Help

ﬁ Create ~ I@ Combine ~ @ Collaborate ~ ﬁ Secure ~ / sign ~ Forms = E Multimedia = "? Comment =
CSELP #8000 (O §@es)ig i~ ‘

Engineering Department

Headcount: 13

Headguarters

Sticky Notes let
everyone communicate
and give input to the
plan

dJ Burmy
Position to become vacant Q4

c4

BSlsticky Note 4/30/2012 11:19:55]
C.J. Burny Options =

Position to becorme vacant Q4|
Internal candidate already identified
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The new PDF becomes a powerful method of communication and collaboration. Recipients who do not have
the OrgChart software can still view and search the organization quickly and easily.

The Interactive PDF also generates a table of contents and index that make it easy to find anyone in the chart.

i Hoadquartars.pdf - Adabo Acrobat Pra Fxtendad
Fle ER View Document Comments Forms Took Advended window MHeb

= Crnote = ;&;rm- i) Codaborate = (g soce = n - [=2] Foms - g marmecs - “P Comment =

!

=)

Py @ L WIS LS RN N ST A
Contents

Heatquaners Page d
Atchssl Busmatis Pages
Aln Laries Faue d
Fngmssring Depanment Page T
fuan asan Fage s
Engamrming Drpariment )
Mark Fringle Page 16
i Cumie Page 11
ra—— Paos 13
Dan Tobéer Page 13
Charait Longra Page 10
e S Eage 13

& Headquarters. pdl - Adabe Acrabat Pra Fxtended

Fle [k Vew Dooumént Comments Fome Took Advanced  Window

()

el

£ = < \| - B = = - B - =
) creatn - L) comben - ) Cotaborate - ) Secure # son - 3] Foms - [y Mibtmeda = 77 Comment
3 r Iy @R 2%
=T eI
Index
Pagedt Paged Open Possen i Page s Page?
i rv— o1 Paed
Page éf Page i3 Rroncs Oevee Page i Page 3T Page i3
Pasett Paged  MeoMance Page st Page st
Fogr 31 Fagw &) Fobert Frre Pore 10 Paged
Page 80 Page 3T Page i3

SUCCESSION PLANNING

Page 46

Page &3 gy Giam

Identifying potential successors using rules and queries

Organizations change all the time. Therefore succession plan is critical. OrgChart enables any organization to

do “What-if” modeling and planning rapidly.

OrgChart Pro’s new Query function enables you to find and show potential replacements for an employee.
Queries may be simple or you can develop rules that are based on different parameters such as skills or

performance ratings.

203 | ORGCHART 10

Attached rule

=1 Hi Paotential: (Performance Rating Conkains excesds)
- Performance_Rating Contains exceeds

Find in scope

‘teigh of selected sub-rule within
attached rule,
{Mumeric walue from 0 ko 10}

jL

< >

h

Ok

Cancel

Detach rule
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In the Query above the rule will search for individuals with a performance rating equal to “exceeds” and display

the results in an employee’s box.

3

Catherine Thompson

Director, Global Memory

Headcount : 18

Michael Burnette
Catherine Thompson

Dan Tobler

Michas! Burnette
atherine Thompson
Dan Tobler

Gerald Longoria

Tina Fritcher
Tetry Moore
Elma Smuggins
Amanda Tuwill
Rob Mance
Dan Allen

Dan Allen

Potential
replacement
candidates

-]

Dropdown list of qualified
replacements

The Query field in this employee’s box shows a list of candidates with performance ratings equal to “exceeds”.

A dropdown list allows you to click and inspect any of the possible replacement candidates.

You can create an unlimited set of rules or search criteria, and each person’s box can have a different rule,

depending on the desired succession criteria.

REPLACE PERSON FUNCTION

Quickly assign people to new positions. OrgChart has the ability to find, replace and promote employees with

desired skill sets or attributes. Moving people in any chart is a very tedious process but even more so in large

multilayered organizational charts. With the new Replace function the task is made easy. When a box is moved

you have complete control over exactly which data fields move with a person and which data fields are

inherited from the new position. Let’s walk through an example on how a promotion would be accomplished.

AN
(OrgChart’
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BE9-C - OrgChart Professional - OrgChart2
FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGMN VIEW
= ¢ = Hide 1. o]
D‘x’ Arial iz L] == B-7 A% B 5T
T®mo T N I + A B _
aste ¢ B I U LA A =s=_|[a ECEELHES = & Replace Person Wizard
. Select the person to replace. This
e e = AT P e | wizard will give options to find and
replace the target individual with
[ | another matching specified criteria.
m - - - - m -~ -~ (=] -~ - B

TO REPLACE A PERSON:

1. Select a person’s box to replace (i.e., Dan Allen).
2. Click on the Replace Person icon.

3. Search for a person with a specific name or one meeting desired requirement (i.e., Performance Rating
equal to “exceeds”).

3 Find X
Search scope Fill criteria options
¢ Selection Find what: | =] Find
% Entire Chart Find where: | J fol's |
" Current Division Comparison: | | pe—
" Division and below -
Help

P e p— - Choose rule ko search

+ Advanced rule search Rule |Hi Pokential ﬂ

Employes_Rame | Title | Performance_R.ating | ‘Years_in_Position | ad
M Michael Burnette 5 CEQ S| Exceeds

[ell sbbic Chen |E] Technical Directar  [E] excee

A Dan Allen 5| Director, Global Men |5 Exceeds o
A Dan Tobler Manager Exceeds o

M Gerald Longoria Advanced Engineeri [ Exceeds 4

A Gerry Smith Designer Exceeds 1

M Tina Fritcher = rarm - akshack Te [ Frreads 1 = ]

4. Select the desired person (i.e., Abbie Chen) and click OK.
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= g

ws Abbie Chan

____....______ID. ______________

Diractor, Global
Memory,

Headoount - 18

Administrator

Headeount @ 1

?

M5 Interface Speclallst

Headcount : 1

Marc Beaulieu
Auditor

Headeount : 1

Technical Director

5. Abbie is promoted and a vacant position remains to be backfilled.

It's that easy. OrgChart’s Replace function has a variety of options to find, fill and replace positions within the
org chart. When your succession planning exercise is complete, you can export data to Excel or publish to a

sharable format such as PDF or PowerPoint.

CUSTOM RULES

Rules are a very powerful way to search, format and change the structure of the organization chart. Creating
custom rules makes for a more efficient, repeatable and tailored planning process.

OrgChart allows you to create simple and compound rules that can be defined for use with style markers, data
filtering, template application and the format painter tool. With OrgChart making rules for performance rating
or any special condition where the data is available is easy.

For example: we want to find all individuals we have identified as a ‘Flight Risk’, who have a performance rating
of “exceeds” and have been on the job for more than three years. You define the rule as follows:

Click on the Manage Rules icon in the Data tab.

HCOME

=]

Import  Chart
Data Set

GROUPING

,% Resync Data
;?5 Eesync Properties

Import & Configuration

INSERT PAGE LAYOUT DATA
. B =
X {
Markers Manage | Reports Fast
Rules Reports
Rules Analyze

DESIGH

[t gl
Export Export
Wizard Summary Fields

Export

VIEW

Compare Compare
Tool  to Acive

Compare
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Rules properties &

Existing rules

| Flight Risk | Mew rule. ..

Hi Pokential
Good Performer
Bottom 10%:

Delete rule

Rule structure

|- Flight Risk:{Hi Potential) And {Years_in_Position Greater then 3) add existing rule. ..

—|- Hi Potential:(Perfarmance_Rating Contains excesds) —
= : : add criteria. ..
----- Performance_Rating Contains exceeds

-‘fears_in_Position Greater then 3

Toggle rule logic

Details

(Performance_R.ating Contains exceeds)) And (Years_in_Position QK
Greatet then 3)
Cancel

Rules can be used in conjunction with any query, find, format or marker application. For example as a markers,
when the “Flight Risk” criteria is met the identified individuals box is made red.

Search scope Fill criteria options

" Selection Find what; |
(* Entire Chart Find where: |

™ Current Division Comparison;

" Division and belaw

-

® Seereh by ailats Choose rule ta search

| " Advanced rule search | Fule |Do not uze e when applying style

Lo W ANalyst
N\

Good Performer

Select a search rule.

. - Advanced Engineering

5./’
M Headcount : 1
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One individual meeting the Flight Risk rule was located. In a Find All option, the entire list of such individuals
can be seen in the data view pane.

Search scope Fill criteria options

Find Mext

" Selection Find what: | —
* Entire Chart Find where: | n

" Current Division Comparison:

" Division and below

-

 Saarch by ciiteria Choose rule to search
| T
¢ advanced rule search Rule l|Flight Rizk

M 4] k| MY Headquarters J‘_|

FIBCR. SRERR~

P PRI ¥R BRI ~ TR

Emploves_MName ﬁ| Title ﬁ| Performance_R.ating ﬁ| ‘ears_in_Position [}
n Amanda Twil Storage Architect Excesds "
A Gerald Longoria Advanced Engineering Exceeds 4
A Michasl Burnette CED Excesds 14
A FRobMance Ciesign Manager, Glacisr Excesds 5

ADVANCED IMPORT CONTROLS

Using the Import Wizard, you can specify preset or custom box styles, plus data alignment parameters. It is
easy to pick the box format style before you import data.

il Import Wizard gl

(o[{eT@aETR 11 this stem, vou wil use the Import Wizard to manually select the importing tables for the
etabiases s s ces. Also, you willspecify the deta Fiskds which vl be inported.

Visible | Display name # New,..
E Add Predefined. ..

o] Title Text a o - Delets
=] Department Text O O
] Dieclsion Maker Pumeric [m] [m] Set Title
=] Client Famr.vg Mumeric [m} [m} Set a5 Key Column
] _src_Ishssiskark: 2 Text [m] [m] g
-] Supervisor L3 Supervisor [m} [m}
=] Supervisor 1D Humeric [m] [m] v g
< — | n Move Dawn

>
Menage System columns... | ‘ | advanced style... ‘
«Back et > Cancel ‘ Help ‘

The advanced style option shows the template library.
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Advanced box style El

Here you can accept the box style based on the fields selected in the previous dialog (Default) or you can select one of the:
preset box styles.
TF the preset box is not exactly the Format you wanked, you can always perform additional Formatting after the impart

" Use default box formatting (¥ Use pre-set format |

Map your imparted data columns to Pre-set: data columns

Bux style preview Preset box styles
Goldphetohe | | Preset columns Imported columns ~
Black P’Wtﬁ'jhf Photo |(@ Photo
reen no phota ol ol
aren photo o he Title < |E Tte
a0ld w photo 2. Hame /|2 Employes_Hame
Green Box w photo — Headeount o |[5] Headcount
Box Format # 6 Employse ID
Chrame S
Department
Pattern Jepermen v
Transparent v
< | |
Set as a default for the new

With OrgChart you select a box design template and direct how the data fields are mapped from the imported
data. The benefit is that your organization will have a standard look for your company.

FORMAT PAINTER / PAINTBRUSH

Format Painter tool is a timesaving feature of OrgChart. Boxes can be configured to any size, color, font, or
dataset, and then propagated throughout the chart based on a scope or a single data condition. Using the rules
option, OrgChart’s Format Painter can act on multiple data conditions. This feature is very helpful with larger,

more complex organizational structures.

2

o a
|
|
I Mark Pringle
i
i
o v Memory Manager
L -
i Headcount : 13
! (=]
> 7
¥ Paste Format &l
Apply Scope: |r [ apply if meeting this the condition |’ all Format Options ~
+ Selection Find what: I J Primary Box Options i
" Entire Chart EThiere | J Fill Sty
L Border Style
" Current Division )
= Comparison: | J Connector Style
Division and below - Shape Style
Size 3
Apply For levels: v apply if mesting rule Auto
Rule |Do ot use rule when applying st\,j O Marwal
| ; Do not use rule when applying sty A Data Fields’ Options
Flight Risk. 5 [ Font stle
- ] Layoul
J [A Layout
Good Performer A Image: field size “
| 1 Cancel 1 Help 1 < | &

The “Apply if Meeting Condition” feature is available for ad hoc formatting, but OrgChart has an “Apply if
Meeting Rule” option. This feature allows for conditional formatting based upon custom rules that can be
applied at any time. Rules may handle multiple or compound data and criteria conditions.
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Engineering Department

Headcount: 13

AN
FOrgChart'

Dan Tobler Gerald Longoria
y- 3 ’
. Advanced
, Wanager b Engineering
Y %
s Hoadsount -1 Hoadcouns ;1

-

Headcount | 1

= Gerry Smith
:Q Designor
A

Tina Fritcher

GCM - Notsbaok,
Desktop

Headenunt - 1

I Good Performer

+-——
[ Hi Potential & Flight Risk Legend

Automatic legend feature adds context to the chart.

SILENT UPDATE

You can now schedule automatic daily updates to the org chart using data from your HR database. The OrgChart
program can be run using command line parameters. Updates may be made to a web site, PowerPoint, and
more.

This feature is a great help to users who receive frequent changes to their HR data and want to update the
OrgChart on a daily basis. This frees their time from having to run the OrgChart program manually.

With Silent Update you can schedule a job to run OrgChart with the most recently updated organization / HR
data, and automatically update the common outputs such as a PowerPoint presentation or Flash web site.
(Details can be found here:

www.officeworksoftware.com/programs/documentation/silentupdate.pdf

CREATING CHARTS FROM MULTIPLE FILES

Save Division to file / Create Division from file — This gives you the ability to break a larger chart into smaller,
separate chart files, or create a larger chart from many smaller chart files.

OrgChart has the ability to break a chart into divisions (or smaller sub charts), making it easier to arrange a
presentation in the most readable format. Using the Save to file... feature in the Divisions menu, you can also
save a division to a separate chart file.

You can also delete members of a division by deleting the division manager. Finally, a smaller chart can have
multiple charts appended by using the “Division / Create from file” command. This feature is perfect for larger
companies where one person is combining charts of different groups into one master chart.
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T— = —
S e vt - S| [ | | [ | [ e e AR
[t | v L= g~
S - n i -
— T = = = o =
[
R ==

SAVE DIVISION TO A FILE

In this example we save Steve’s division to a separate file names scsl.toc.

James Powers
Feting COO

[ | ————

Jan Peacocke Ron Holt  */ Tom Burtness %/ LL_‘ Steve Gollnick/ I£|
Editorial Director Dirof Wfeb Servizes Director of Training F Administration

g Br----- &" """ Disconnect from 3
Create From File, .,
Co-Managers Group 3
m ‘Wertical Group 3
Rename
Diamice Cut  Shift+Del, Cirby
- Copy  Chrl+Ins, Chrl4C
Expand
Expand In New Sheet 3 Delete Del
Format 4
Arrange Style »
Arrange Subordinates 3
Arrange Assistants 3
Yiew 3
Layout »
Properties...  Alk+Enter
F
DELETE DIVISION
Delete Steve’s division and all of its members.
| R I - | |
Jan Peacocke |1_'_| Steve Gollnick */ EIJ ~RonHolt W/ Tom Burtness %/
Editorial Director Administration 1 Dirof e Services Director of Training

Dikﬂ 2 2,

OrgChart Professional

9P | Delete entire contents of the selected divisions?
\»AII members of selected divisions will be deleted, if vou choose "ves",
Selected objects will be deleted only, if you choose "o,

The result: Steve and all of his team have been removed.
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James Powers

Acting CO0
Jan Peacocke Ron Holt %/ Tom Burtness 7
Editorial Director Dirof el Services Director of Training

&, &

CREATE DIVISION FROM FILE

We will now add in Steve’s division from the previously saved file.

James Powers
Acting COO

[ I |
Jan Peacocke Ron Holt Create From Selected
Editorial Director Dir of Wish Seryices
Co-Managers Group 3

g Sawve ToFile...
Wertical Group »
Rename
& cut  shift+Del, Corl+x o
) Dismiss
Copy  ChriHns, Chr+C
E Paste  Shift+Ins, Chrl4+y Expand
. Delete Ll Expand In Hew Sheet
Collapse
Farmat »
Arrange Style 3
Arrange Subordinates »
Arrange Assistants 3
Wiew »
Layout 3

Properties,,.  Alt+Enter

... select the file ...

ook i |13 Dk wiask - &l
e e e
J LS Wb Sh 21307 v shel e ST
Fincert s 2 . T
- st [ R4
@ s L WRY
123407 bt 23 e B
Detioe | Bianut et 22 M S
Ezar-tr e ni
2 ot e
D , | El1zanories Teim
richolas e
oacbest e
7 p—— Py e
My oo 12970 1 o K1
Etaste e v 1B i . BTG
©
My listok Pl e fot =} Opan
Pisces —
LT T =] - Carenl

Specify the top level.
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ivisions

Unititled

éﬂ Steve Golinick's Division

The result: Steve’s chart has been incorporated into the larger chart.

James Powers
Poting COO

APPENDIX A: INTERFACES

Jan Peacocke
Editorial Director

Ron Holt %/
Dir of Wfeb Serviees

Tom Burtness
Directar of Training

Steve Gollnic|
Administration

2

2

2

It is important to note that multiple files can be appended at the same time. Also note that the columns of

chart data will require mapping if not identical in both files.

Audit and Compare Tool for Tracking Org Chart Changes

Common situation: You have made numerous changes to a chart since last month. So, what changed? How can

you know if all of the intended changes were made?

The Compare Tool creates a color— coded, visual presentation revealing ‘what has changed’ as you continue to
make chart updates. You can compare charts within one file, or compare charts in two separate files.

HOME GROUFING INSERT PAGE LAYOUT
A = Resync Data L]
R =g A -
= % Resync Properties =
Import  Chart Markers Manage | Reports
Data Set Rules
Import & Configuration Rules Analyze

DATA

Fast
Reports

DESIGN VIEW

Export Export
Wizard Summary Fields

Export

Compare
to Active

Compare
Tool

Compare

When making changes to a chart it is recommended that you work with a copy. After making changes you can
run the compare utility to illustrate exactly what has changed from the previous version of the chart.

Chart Before (Red arrows indicate three positions to be removed)
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Jim Powers
Acting COO

Jan Smith
Editarial Director

Ron Holt
Dir of teh Senvices (5

Web Advisory

Council

Joe Kolinger
Chairrman YWAC

Gordon Landies
Business Development

Web Consultants [

Developrment

lan Hodge —
Development Diractar
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Chart After (The three positions have been removed)
Jim Powers
Acting GO0
[ [ \
Jan Smith Ron Holt Tom Burtness
Editorial Directar Dir of Wieh Senices 5] Director of Training [=]
Web Advisory BLS Advisory J
Council [ Board [
Joe Kolinger Gerald Chester —
Chairman WAC Chairman
Gordon Landies Jon Pinkston ]
Business Development BLS Teacher
Eric Beck —
Web Consultants [ BLS Mertar
Dieveloprment
lan Hodge —
Developrmeant Diractor

Compare Tool Results Reports

The comparison of the two charts reveals changes with color coding. Red indicates deleted records, Green for
added, and Blue for any field that has changed. All results can be published to Excel with color coding.

¥ OrgChart Professianal CompareTosl

[ hets | Phone o6 || Name [Tate Supervor [Proka | Proce of

05 Aty s
Derris Seith

Eric fack

i vy Conred
LS Acheory Bosed

£ Fon Mok D of web Servicet  Danne Sinth

15 TomSurmess Cwectorof Traning  Denns Smh
Ron

17 WebConsubanes  Dwvelopment Fin Hokt

L3 ¥ 4 ¥
5 1

CoiDocuments and Sethngs)Jos\Desktop]_Dai | 12/25/2007, :12:26FM  Charts: 1 Persons: 17 [C:\Documents and Settings| JoslDeskbop| [ 12/E6/2007, 4:00:00FH  Charts: | Persore: 14
sy

MICROSOFT PROJECT IMPORT AND EXPORT — WORK BREAKDOWN STRUCTURE (WBS) MODELING

OrgChart reads MS Project Schedule (.mpp) files, presenting the project outline in a work breakdown structure
(WBS) format. Now you can import an MS Project schedule and turn it into a WBS view in OrgChart.

Communicate your project plan with greater clarity. Many times a different picture can help team members,
management, and clients understand and plan a project. The new Work Breakdown Structure (WBS) view
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available through OrgChart helps condense even large complex project plans into a presentation that can be
easily navigated, analyzed, communicated, and understood.

This project plan can also be viewed as a WBS chart:

a WES | Task hame Duration Start Finish % [ Mo 07
7 14 [ =2 [ 2 [ & [ 11

1 1 E Newsletter Project 25.25 days | Mon 10/3/07 Mon 11/412/07 v y
2 14 Write articles 8 days Mon 10/8/07 Wed 104707 ﬂ
11 1.2 Edit newsletter 17.25 days | Thu 1048107 Mon 1112/07 L W
14 1.3 Plan the newsletter 10 days | Mon 10/8/07  Fri 104907 P —
29 1.4 Layout articles and photos 3 days  Tue 1011607 Thu 101307
33 15 Publish and distribute newsletter 3days | Fri1019/07 Tue 10/23/07 %

The import process takes seconds and gives you the option of working with the project in a top— down,
structured planning method.

WES 1
P’ MHM Public Service Newsletter Project Mewsletter Project
Stan : 10972007
Finish - 114122007 B
WES: 15
WES 1 1.1 WBS 1.2 v WES 13 v WS 1.4 Publish and distribute v
Wyrite articles Edit newsletter Plan the newsletter Layout articles and photos e
Stan : 10/3£2007 Star : 10/18/2007 Stan : 10972007 Start : 10415/2007
Finish : 10417/2007 Finish  11#12/2007 Finish : 10/18/2007 Finish : 10/18/2007 Ff"ﬂf‘h' ““ﬂf";ﬁzﬂunn"r
init

2 A2 2 2

The MS Project chart in this example contains more activities, which also can be seen in the WBS view in
OrgChart. Each of the nodes can be expanded or collapsed for optimal viewing. If you want to see the entire
project on one large piece of paper, just select a larger paper size or plotter output.

J’ MHM Public Service Newsletter Project

5 ]
o] o L
wor
—o - won 141 =
ek o b temn i Wt
w1z
| whi Lt H w143
P s ot amier [ .
—ar 1 | wor 1 = i
e BTt~ I [ | Pt N
) -

g -

wen L
Pt g e

we L L ]
e et sy Wi 141
" totar sk, m i H
a
e e
wen |
[Ty -
— won 11112
i e e
T
won s
ask st
g
=
w1
rmmiy e
Z
T

Below is the MS Project outline Gantt that the above chart represents:
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WS Tak Hame: Turation ET) Fewtr
1 1 = Newsletter Project 535 days Mon 10587 Mon 111287
E; 11 Bdays Mon 10247 Wed 18AT4T
3 | B Tamy Mon 10RO Mo 1007
CRAREE: Futiish genersl services on back com Towy  TuelOGET  Tue 10607
5 | 113 1§ dere Wil 10ADAT | Wil 101007
B 114 fduy Thu10A1G7 Tha o107
7 [1as Pk reerprr pacti 1 day P ADAOT Pl 104207
CRET Take photos o compariy everts T duy| Mon 10NSAT Mon 10507
CRAREE] Iuchuce aeticles about peoduct lunche Tom Tue 10NEAT Tue 10AE0T
10 | 1as Puti cnrator ol oy ot 1ty Vel 107707 Wt 101 70T
0| Edin newsbetter 1125 days Thu 184887 Mon 111287
12 | 121 [T P BTSdays Th 10ARNT | Tum 1030007
18 | 122 Axzemise complete newsletier B5days Tue 100067 Mon 114207
CRREE] = Plan the nowsletion Bdays Mon 10287 Fri 01387
15 Create budget Tdaye Mon 10T Tue 19397
CREE Dene the susience and pupose fday Mon 1087 Mon 10807
LNNFTE] Cortnet et Tamy  Tusl0mO7  Tus0mO7
LRREEH] Comtact graphic designer Ddlays Wed 141007 Fri 101247
18 iz = Datmn wize, type, design Jatays Wed THT08T FritenzeT
EROEE] Desgniogs 1 day| Wed 10A0K7 Wed 104007
ERNEET] Herne the vcsdelire fdery| Tho 10A1A7 | Th 1041807
2 | 2z Craate 8 distributs schedue Tow  FiAGNZAT  FaoAzO7
EERREET) = Develop stary deas 5days Mon 1RIEOT  Fri 101897
M | han Fechaie metiches sbxnd proctct s Ty Wn TONSAT | Mo A0ASAT
» | 133 Ot iscounts on otner perks b Tom Tue 10NEAT Tue 10AENT
| 1333 [ — T oy Vet 10N TAIT Ve 307007
ERNEED) Create o styietook for cortrioutor Ty Thu10ABGT Tha 30AB07
@ | 1335 Aemap ik fdery P 00ASOT Fri 104507
@ 4 Layoun artistes and photos Jdaye Tue HIGST Thu 181891
| 141 Edt frst ara of nvacunl antickes Tom Tue 10NEAT Tue 10AENT
0142 EOR rrwsmer o 8 whos 1 day | Wed 107TAIT Ved 1077007
= | 143 Iuchuce aeticles about peoduct lunche Towe Thu10NSGT Tha 10AS07
B s = Publish s distsne nowssetter Jdaye FRARET Tue eI
ERERED] Deveiop disribuson st Tdwy  FAOASET  FiadAs0T
% 152 Priet oo b nerevshetires 8 dery| Mot 1022007 | Mo 1022007
® | 153 Distributs newekters Tomy Tus 10GMOT Tus AEZIOT
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DATA IMPORT SUPPORTS BOTH ONE AND TWO COLUMN HIERARCHY METHODS

Hierarchies are typically built on Subordinate / Supervisor reporting relationships. An Organizational
Breakdown Structure (OBS) or Work Breakdown Structure (WBS) can be used to develop the chart hierarchy.

For example, this is an Excel worksheet with a standard two— column hierarchy method (each employee has a

supervisor):

A,

E

G |

NAME

JOBSUPERVISOR

[

|
(-]

Abragamova, Svitlana D
Ahbraharm, Lisa A
Acker, Christian P
Admana, Mahalia

Ahn, Harvey H

Aldea Maria F

Rinkens, Helen b
Hartle, Sarah 3

Meyer, Joachim

Sias, Malia C

Kinder, Philip T
San.duan Christanber (5

JOBTITLEDESCR [~]E
AP Asgsistant

Area Manager

At Directar

Senior Denim and YWoven't Designer
Director of Business Intelligence
Desinher Knit

4

The Two columns hierarchy option shows in the import process as the following:

B im port Wiza

OrgChart

Position:

Af this step you can modify autodetected chart: hierachy or establish hierarchy manually by
selecting correct "Position” and "Reports To" columns,

" Mo hierarchy Single column 7+ Two columns

D wishara, Peter E

2 Ruprecht, Peter

|N'QME ﬂ :‘_ Betancourt, Eugens A
Reports to: |30BSUPERYISCR = DL Buser, Justin J
2 Fields, Alan L —
NAME Prefemed ame | COMPa | | < Wood, Ruth
Abragamova, Svitlana D Lana EckaC L Pineda, Jody M
Abrahamn, Lisa & Ecko D P Chando, Stefanie &
Acker, Christian P Zoo¥c  [L Finkelman, Alan S
Admana, Mahalia Mally Ecko C N Markovitz, Joseph &
Ahn, Harva.y H Ecko C 2 M Pyram, Carlyne
»:Idaa. Malna E Foo ;’c = B Selbert, Joseph
= = B Cohen, Diane v
Datted-line hisrarchy. .. ¢ T
< Back | Mext = | Cancel Help
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But we can also import the following Excel file using the Single column (outline number) method:

A, B

1 |WBS T Name
L’1 Mewsletter Projact
iﬁﬂ Wyrite articles
L4 1. Create page layouts
5 112 Fublish general services on back cover
B 1.1.3 Fublish calumn on how one employee provided sery
714 List general services on the back cover
g |1.1.5 Publizh emplayee profile in each issue

9 11.18 Take photos at company event

In the import process the Single column radio button is checked, along with the appropriate delimiter. This is
all that is needed to establish the chart’s hierarchy.

5] Import Wizard gl

(0](o @1l | - this step you can madify autorstected chart hierachy or establsh hierarchy manually by
selecting correct "Position” and "Reparts Ta' columns.

" Mo hierarchy  * Single column € Two columns N RN ~
Hierarchy WEs - D1z
! Siia
leveldelmiter: [ ] 114
S11s
)
WES | Name ~ < 1.1.6
1 Mewsletter Project a 117
1.1 Write articles 118
1.1.1 Create page layouts Dz
1.1.2 Publish general services an back cover A2
1.1.3 Publish column on how one emplayee provid Dz
1.1.4 List aeneral services on the back cover a1
< &t
D131
Dotted-line hierarchy. .. D131 2

<« Back I Mesxt > Zancel | Help |

This latter single column hierarchy method is appropriate for an Organizational Breakdown Structure (OBS) or
a Work Breakdown Structure (WBS).

NAME FIELD FORMATTING AND RECOGNITION

You can format names to be compatible with most HR databases. Names stored as Last, First, Middle Initial can
be displayed as First, Middle, Last, or 39 other common formats — without making any changes to the data.
These formats will be automatically recognized through the normal import process.

As Typed A Prewview

Last Robert John HAYWORTH Jr
Last Suffix

LAST

LAST Suffix

Lask, First

Last, First Suffix

Lask, F.

Last, F. Suffix

LAST, First b

ok | Cancel Help
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Without changing any data, this: Can easily be displayed as this:

Jim Powers B Powers, Jim
Acting COO Acting OO

HIDE SHAPE

Using the Hide Shape option will prevent the chart box from being seen, however the space that box was taking
up on the chart will continue to be occupied. With the ability to hide a shape you can hide the display of a
person or create new styles of arrangements.

Here is an example of how the person or shape can be hidden:

=

on-o-0

HE ‘ ‘ .
N IR
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L RLhL
| PLPLF

Different Arrangements Made Using the Hide Box Function

Keep in mind that when using Hide Shape the data still exists in the hidden box and the database, but it simply
is not showing on the chart.

DATE FIELDS SUPPORT INTERNATIONAL DATE AND TIME FORMATS

Any date stored in a chart can be presented in any International date and time format. Formatting selection is
available in the Import process, and also through the Chart / Chart Data Set menu item.

¥ Date and Time Format E|
~ Current date/time

Thursday, December 27, 2007
4:25:58 PM

Locale:

|English {United States) j
Thursday, December 27, 2007 English {United States)
December 27, 2007 English (Zimbabwe)
Thursday, 27 December, 2007 ™| [Estonian
Faeroese
Finnish
Ok Frelnch {Belgium) i b

IMPORTING DOTTED LINE RELATIONSHIPS

Import and export now handles System Columns, Assistants, Arrangements, Dotted line reporting
relationships, and more.

Dotted line relationships are established at the following dialog in the import process:
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.'ﬁ!_ Import Wizard

Orgchart A this skep you can modify autodetected chart hierachy or establish hierarchy manually by
selecting correct "Position” and "Reports Ta" columns.

" Mo hierarchy ¢ Single column ™ Two columns

Position: Employee Name hd
Reports to: Adjusted Manager hd

¥ Define Hierarc hy

Chart A

.?__ Company E|
D christina Gillies =
L John Randal

Employee Payroll Code | M4

10067 1
10075 17) #  Position Repoarts ko )
10118 JS 1[5 Emploves Hame = Datted Line Managsr W]
10154 3 2 J
10156 15
10201 i DL |
B P
Daotted-line hierarchy... J
7 J
8 .
oK | Cancel ‘ Help ‘

System fields are available for import at the next dialog.

E’_ Import Wizard

OrgChart In this step, you will use the Impart Wizard ko manually select the importing tables for the
database like sources, Also, you will specify the data fields which will be imported,

5] Manage System Columns

e Here you can map input fields inko the System Columns {or figlds). First select the Source Data Column,
then select the Destination System Data Column, Finally dick on the Establish Mapping button to link the
] Manager's ID 1 Mumer

% Employes Name B Mame
-] Mame E Text
¥ Surname Text | Zource Data Columns: Destination Data Columns:

%] Email Addresses 5] Text Data Column Mapped Data Column
%] Payroll Classifics [£] Text [1]Manager's ID 1 IsAssistant
%] Line of Business [ Text =i Employee Mame IsDivisionLeader
4] Org within Line « 2 Text | | ElHame [%] Divisiontlame
< - Surname n IsPrimaryInGroup
- Email Addresses GrouplD
Manage System columns. .. Payroll Classification EroupType
Line of Business edq BIS Branchindex
/ rg within Line of Business &... Arrangeiay
CE State AssiskantArrangeay
CE Location
[} CE Office Lacation ]

oK Cancel | Help ‘

4

You now have complete control over data imported into your chart and database.

HIERARCHICAL DATA REPORTS

OrgChart creates a new quick tabular view and report of the organization. After your planning exercises the
nested outline report shows how the organization is structured and how its people are connected.
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| Mext Page | ‘ Two Page ‘ Zoom |n | | Close |
Headquarters - Engineering Department
Enployes_llams T Pertormance_Rating vears_In_Poition galary

Dan Allen [Title] [Performance_Rating] [] $55,000.00
Wichae| Bumette CEQ Excesds 14 $99,000,00
Russ Halt Director of Operations meets 0 $55,000,00
Lou Saghardi Design Manager, Expedii | Mests 7 $55,000,00
Aaron Yowell adrinistrative der Meets 3 $44,000.00

Matt Petis Dresign Manager, Sequoiz | does not meet [3 $55,000.00

Rhonds Gasser WP, Storage Does not meet 10 $55,000.00
Stesw Luning Advanced Enginesring Mests 5 $55,000,00
Arnanda Twil Starage Architect Exceads 7 $48,000.00

Brian Ridder TSS Support Meets [ $300,000.00

Rob Nance Design Manager, Glacier | Exceeds 5 $55,000.00

Ry Gilliam Dresign Manager, Trinfol | Does not mest 3 $55,000.00
Dravid Willalanti Dresign Manager, Mondec | Mests 3 $76,000,00

Greg Vance Management Trainee Meets 5 $150,000,00

Kim Sung Lee Administrative derk: Meets [3 $150,000.00

Aishly Gorskpiraia Administrative derk: Meets 2 $300,000,00

rage | v
Page 1 Chart Mormal Yiew Qutine Pane Mode: Al record

AUTOADJUSTSIZE — AUTOMATIC BOX SIZING

AutoAdjustSize is a powerful new feature that helps you — automatically — create a chart with boxes of uniform
size. In previous versions of OrgChart you would have boxes of different size based upon the amount of text
you placed in them. If you wanted to make boxes the same size you would adjust them individually or use the
Paint Formatter function.

When first creating the chart all boxes automatically become same size.

Billy Rae Bob
CEO =

Mr N. Snagglepus Ellie Mae Clampitt Davey Crockett
Chief Barister ] [oda]e] King of the Wild Frontier

Edwin Gotschalk Mr. Old McDaonald Rin Tin Tin
Teacher's Pet He Had a Farm Best Guard Dog

The AutoAdjustSize feature makes it easy to build a chart with boxes of uniform size.
How AutoAdjustSize Works

As you build a chart, a box’s size is determined by the amount of data that is entered. In addition, as you add
more boxes, their sizes will all automatically adjust to the size of the largest one. This makes creation of a chart
with uniform box size easy.

For example here is the first box in the chart:

James Brown

CEQ

Next we add another person (reporting to James) with a larger name. Notice how James’ box expands to match
the size of the new one:
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James Brown
CEQ =

Mrs.Moms Maybellie
Chief Domestif Officer

As we add new boxes to a new level they are un-sized until filled.

James Brown
CED

Mrs.Moms Maybellie Mister Algongquin H Malinowski
Chief Domestif Officer [=] Attorney

OrgChart’s AutoAdjustSize will work to optimize the size of boxes at each level. That is why we now see the
third level of boxes sizing the same as Stuart’s box.

James Brown
CEO =l
Mrs.Moms Maybellie Mister Algonquin H Malinowski
Chief Domestic Officer [5] Attorney

!—’—\

--

Next, let’s give someone a very long name, and watch the sizing that takes place.

James Brown
CEO =
Mrs.Moms Maybellie Mister Algonquin H Malinowski
Chief Domestic Officer = Attorney

!—‘—\

Stuart C. Smith Person with a much longer name xyzabc _

Instead, here is what | would have expected... (levels 1 and 2 unchanged, but level 3 maintaining new common

size.)
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James Brown
CEOD =

!—‘—\

Mrs.Moms Maybellie Mister Algonquin H Malinowski
Chief Domestic Officer [ Attorney

!—’—\

Stuart C. Smith Person with a much longer name xyzabc _

Boxes all expand or contract to match the size of the largest box. You still have the ability to manually control
the size of the box, but with AutoAdjustSize the chart automatically adjusts to give you a balanced result.

AutoAdjustSize Rules

1.

AutoAdjustSize is turned on by default. You can turn it off for a single box or group of boxes. Look
under the local menu under View.

Using AutoAdjustSize, a box size is determined by the length of the longest data field.

The longest (widest) box determines the size of the others, provided they have AutoAdjustSize turned
on. Boxes with AutoAdjustSize turned off will be skipped in the adjustment calculation.

Box size may be smaller if Word— Wrap is turned on. To see if Word— Wrap is on, look at the local menu
under View. Remember that word wrap works based upon spaces in a character string.

Paint Formatter has options that can be viewed under special mode. If you are using Paint Formatter
the default is AutoAdjustSize — but you may change it to manual.

OPTIONS SCREEN

The Options screen is used to set certain global defaults in OrgChart. It is comprised of the General and Default
Fields Set screens. To access the Options screen — go to File Tab, then Options.

OPTIONS SCREEN — GENERAL
This menu is used to set which introductory screens and messages will be displayed (see below).

224

] Options x|
General General
User Information welcome Screen
QuickInfo Tip -
+| Unfald tips section
Templates
Wizard Dialogs
Paste Format | Show [mport izard intro page
Chart Decorations +| Show Publish “fizard intro page

Dotted Line Supervisors | Show Export "Wizard intro page

| Show Resync Properties “Wizard intro page
Updates

Find Dialog

Replace position
P P | Show nat found meszage

Logging | Show restart search message

Cancel Help
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1. Tell OrgChart to show or hide pages by checking or un-checking boxes:
a. Todisplay a screen — Check the corresponding box.

b. To hide a screen — Uncheck the corresponding box. The following screens can be set to be
displayed or hidden:

2. Welcome Screen:
a. Display on application startup.
b. Unfold tips section.

3. W.izard Dialogs:
a. Show Import Wizard intro page.
b. Show Publish Wizard intro page.

c. Show Export Wizard intro page.

4. Find Dialog:
a. Show not found message.
b. Show restart search message.
OPTIONS SCREEN — SETTING DEFAULT FIELDS

The Chart Data Set screen creates global changes that determine which Data Fields will be present in every
component in the project (see below).

E Chart Data Set (o
Mame Type Visible | Display name | Formula | Format Mew
Mame 2 MName O I
Title Text O Add Predefined...
Company Text O Ddete
Photo (I8 Image O
Division [E] Calculated a a Set Title
Supervisor [ Supervisor O O =
WBS Code =] calaulated O O
Phone Office Text a a
E-Mail Office 8 Lk | Maove Up
Headcount =] calaulated O O
Team Budget [E] Calculated a a Move Down
Salary Currency e
Urinamed Text O
Example Text a
OrgChart Data Field Example Text O I
Unnamed 1 Text O Caneel
Help

For full details on how to use this screen, please see the Modifying Datafields — Default Fields Set section.

PAGE SETUP MENU
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This interface is used to set the paper attributes for your chart (see below). To access this menu, go to File tab,
Print, and select Chart Page Setup.

H Page Setup

Layout Pages

Paper
Size: |A4 ﬂ
Source: |Auln Selection ﬂ

Margins [inches|
= | = ois7  Rght  [01

_ Top: n1g7 Bottor:  [piRs

ak. | Cancel ‘ Help |

This screen contains the following:

1. Layout Pages — this button launches the Layout Print Pages menu, which is used to set the physical
size of the chart by setting how many pages it will be printed out on (for more information on printing
multiple page charts, see Printing multiple page charts and Layout Print Pages).

2. Restore —resets the page defaults.

3. Paper area — contains options for: 1) Size (allows you to choose from an extensive list of paper sizes
and shapes from the drop down menu and 2) Source (sets the paper source. The default is
“Automatically select”).

4. Margins area — displays the Left, Right, Top and Bottom margins. These can be altered by manually

entering new values in the fields for each margin.

PATTERN

OrgChart provides a suite of patterns which can be applied to components. This catalog is located on the
Pattern tab of the Fill Style menu (pictured below):
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[ Fill Style b4
Calar Gradient Pattern Picture

=N Z e
a =

Apply To:

Selection

s 7
N Z Il NAS

Color

Foreground: | =
Backaround | s -

Tranzparency
Foreground: Ak

B ackground Cancel

Help

To Access the Patterns menu:
1. Select a component or border.
2. Do one of the following:
a. Go to the Home tab, Fill Style, Fill Effect.

b. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Border Style. Once in the Border Style menu, click the Fill button.

3. When the Fill Style menu appears, click the Pattern tab.
The following options are available for pattern creation:

1. Pattern—each button represents a different pattern which can be applied to the component. Click the
button to choose a pattern.

2. Color — this determines the pattern’s foreground and background colors. Click the Foreground and
Background fields to launch a palette of colors to choose from.

3. Transparency — these sliders determine the transparency of the colors chosen in the Foreground and
Background fields. On the slider scale, the left end equals 100% opacity and right end equals 100%
transparency.

4. Sample — this preview window allows you to see your choice before committing it to the on— screen
component.
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PICTURE

In addition to gradients and patterns, OrgChart allows you to place pictures on a component. Imagine not just
having the name of a friend on your chart, but their photo as well! The possibilities are limitless — and the
Picture tab on the Fill Style menu is where you can make it happen (see below):

a7 Fill style ]

Color ] Gradient] Pattern Picture l
Apply To:

+ Selection

Posior: RN -] _&ronss..

Tint Color = Transparency Cancel
Intensity

- Pick Color... J— I Apply

Help

ACCESSING THE PICTURE MENU
1. Select a component or border.

2. Do one of the following:
a. Go to the Home tab, Fill Style, Fill Effect.

b. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Fill Style.

c. Right-click in the chart to launch a pop— up menu. When the menu appears, go to Format >
Border Style. Once in the Border Style menu, click the Fill button.

3.  When the Fill Style menu appears, click the Picture tab.
The following options are available for picture import and manipulation:

1. Picture — this preview window allows you to see your choice before committing it to the on-screen
component.

2. Browse — click this button to browse to your picture’s location.

3. Style —this drop down menu provides different choices for your picture’s orientation and dimensions.
They are as follows:

a. Tile —this takes pictures that are too small and repeats them to fill the frame.
b. Flip Horizontally — this flips a picture horizontally.
c. Flip Vertically — this flips a picture vertically.

d. Flip Horizontally and Vertically — this creates a mixed flip for an interesting effect.
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Center — this takes a picture and centers it in the frame.

Stretch — this takes a picture that is too small and stretches it to fit the frame (so it doesn’t
need to be tiled).

Clear — this removes the chosen picture (and simultaneously clears the preview window).
Tint Color — this area allows the imported picture to be tinted in different hues. It includes:
Tint Color — this is a tiny preview window that displays the color selected in Pick Color.
Pick Color —this opens a palette of available tinting hues.

Intensity — this is very similar to transparency, except it dictates how strongly the tint color
affects the imported picture.

Transparency — these sliders determine the picture’s transparency. On the slider scale, the
left end equals 100% opacity and right end equals 100% transparency.

REPORT VIEWER — REPORTS

All Report viewing, printing and exporting commands are accessed through the Reports — Report Viewer.

To view Reports:

1.

Highlight the report’s name in the Existing Reports window and click the Report button:

2. The report will be automatically displayed in the Reports — Report Viewer (see below).

E CrgChart Professional - [OrgChart2] =HEC X
Print... | MNext Page | Prev Page | Two Page Zoom In |
Report
Name Title Photo |

D OrgChart «Title> (i@ <Pheto> i

D OrgChart «Title> (i@ <Pheto>

D OrgChart «Title> (i@ <Pheto>

D OrgChart «Title> (i@ <Pheto>

D OrgChart «Title> (i@ <Pheto>

D OrgChart «Title> (i@ <Pheto>

D OrgChart «Title> (i@ <Pheto>

N OrgChart «Title» (i@ <Photo>

N OrgChart «Title» (i@ <Photo>

N OrgChart «Title» (i@ <Photo>

N OrgChart «Title» (i@ <Photo>

N OrgChart «Title» (i@ <Photo> -
4 n 3
Page 2 Chart Mormal View Outine Pane Mode: All records Persons in chart: 60

To access all printing options in the Report Viewer:

1.
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Left mouse click the Report button in the top left corner of the Report Viewer. A list of options will
appear (see below).
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Prink
Print Setup,..

Prink Preview

Export Excel

Close

2. Choose from the following printing options:
a. Print —launches the standard Microsoft Windows Print interface.
b. Print Setup — launches the standard Microsoft Windows Print Properties interface.

c. Print Preview — launches the OrgChart Print Preview screen (for more details, please see the Print
Preview section).

(Note: Print, Print Setup and Print Preview follow all standard printing conventions outlined in Chapter 3:
Printing.)

To export a Report from the Report Viewer:

1. Left mouse click the Report button in the top left corner of the Report Viewer. A list of options will
appear (see above).

2. Choose Export > Excel.
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WIZARDS

OrgChart has a variety of wizards to streamline importing, exporting, publishing and report generation. The
following is a listing of the main interface for each. To launch the Export Wizard go to the File tab and select
Export.

EXPORT WIZARD
Exporting is the process of saving OrgCharts in formats that can be opened and utilized by other programs. In
OrgChart, this is done through the Export Wizard. The wizard can export to the following formats:

1. Comma Separated Values (CSV) File.
2. Microsoft Excel File.
3. XML Document (OrgChart Schema).
4. OLE DB DataSource.

The export process is almost identical for all these formats. The only exception is during the path selection
phase, which appears on the third screen of the Export Wizard. At that stage, Excel and OLE DB DataSource
have a different selection process. Once selection is complete, the rest of the wizard process is identical for all
formats.

EXPORT WIZARD — EXPORT SELECTION SCREEN
This screen offers the following export options (see below).

E Export Wizard x

DrgChart In this step choose the destination to where the data will be exported.
Mote: Depending on your choice, the steps for each export will look: a bit different.

Microsoft Excel 2007

Microsoft Excel

Comma Separated Values [CSV) File

OLE DB DataSource

¥ML Documert {OrgChart Professional Schema)
Microsoft SQL Server

Oracle
Microsoft Access
Microsoft Project
Microsoft SharePoint Server
< Back Mext = Cancel Help

Click in a radio button to choose one of the following:

1. Microsoft Excel File
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2. Comma Separated Values (CSV) File
3. OLE DB DataSource
4. XML Document (OrgChart Schema)
5. Microsoft SQL Server
6. Oracle
7. Microsoft Access
8. Microsoft Project
9. Microsoft SharePoint Server
To complete this screen, choose one of the following options:
1. Back—return to the previous wizard screen.
2. Next — proceed to the next screen.
3. Cancel - close the wizard without saving and return to the Main Work area.
4. Help —launch the OrgChart Help system.

For a detailed, screen-by-screen walkthrough of the export process, please see Exporting charts with the Export
Wizard.

IMPORT WIZARD

The Import Wizard is designed to take the user step— by— step through the import process. At each stage, the
wizard will request information to be entered onto a page, then proceed to the next screen through the use of
Next buttons.

To open the Import Wizard — go to the File tab, Import.

IMPORT WIZARD OVERVIEW
The wizard uses the same basic system to import all six formats. Although certain formats have unique screens
for entering more technical settings, they all have the following in common:

1. All formats begin the wizard the same. They all start with: 1) the introduction screen and 2) a page to
select the import format.

2. All formats finish the wizard the same. They all end with a Finish screen.

3. All formats use the same basic navigation buttons. Most pages have Back, Next, Cancel and Help
buttons at the bottom of the screen to move back and forth through the wizard.
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IMPORTING TIPS:

e The data you intend to import must have a hierarchical structure for the import to succeed.

e Until the final (Finish) screen, you can move back and forth through the wizard to change your choices
before you commit to the final import.

IMPORT WIZARD — IMPORT SELECTION SCREEN
This screen offers the following import options (see below):

Export Wizard x

In this step choose the destination to where the data will be exported.
Note: Depending on your choice, the steps for each export will look a bit different.

Microsoft Excel 2007

Microsoft Excel
Comma Separated Values (CSWV) File

OLE DE DataSource
XML Document (OrgChart Professional Schema)
Microsoft SCQL Server

Oracle

Microsoft Access

Microsoft Project

Microsoft SharePoint Server

= Back

=
2
e

Cancel Help

Click a radio button to select which format to import. Choose from the following:
1. Microsoft Excel files.
2. Comma Separated Values (CSV) files.
3. Microsoft Outlook contacts.
4. OLE DB DataSource.
5. Lightweight Directory Access Protocol (LDAP) DataSource.
6. XML Document (OrgChart Schema).
7. Microsoft SQL server
8. Oracle
9. Microsoft Access
10. Microsoft Project
11. Microsoft SharePoint Server

12. TAB delimited text files
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For a detailed, screen-by-screen walkthrough of the import process, please see the Import Wizard section.

PUBLISHING WIZARD
Publishing is a powerful process which exports certain file formats, then can immediately open up the

associated program and display the results. (For example, if you publish an OrgChart to MS Word, the chart

would be saved in MS Word format and then Microsoft Word would automatically load and display your chart.)

PUBLISHING WIZARD — PUBLISHING SELECTION SCREEN
This screen offers eight publishing options (see below).

& Publish Wizard x

Select the destination application that you want to publishing to,

Interactive PDF
Microzoft PowerPoint
YWeb Pages HTMLE
Flazh

Image File

Microzaft Word

< Back Cancel Help

Click in a radio button to select which format you want your chart to be published in. Choose from the

following:
1. Interactive PDF
2. Microsoft PowerPoint
3. Web Pages HTML5
4. Flash
5. Image File
6. Microsoft Word
7. Microsoft Visio
8. OrgChart Now — Cloud

Note: The Publishing Wizard incorporates the same essential workflow for all supported formats but some

formats use different screens and a slightly different sequence. For a detailed, screen-by-screen walkthrough of

the publishing process, please see the Publishing Wizard section.
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REPORT WIZARD — REPORTS
Reports are pragmatic, graphically simple reports usually produced for in— house informational purposes. To
start the Wizard go to the Data tab, Reports. The Report wizard will appear (see below).

ﬂ Report @

The report function will allow you ta output any of the data contained in the OrgChart Professional database. “ou
can create new report formats and afterwards save them. Choose from existing "Existing Reports" or click on "Mew"
if pou are just starting.

‘where you have an existing report, the "Fields Selected For The Report” and "Criteria To Filter Repart Data” will be
i wigw

Euisting Reports:

OrgChart Report 1 - Chart 1 MHew...
OrgChart Report 2 - Chart 1

Edit...

Delete

Printer Setup

Fieldz Selected Far The Repart:
Mame, Titl " Wiew Report

Export to Excel

Criteria To Filter Report D ata:

Cloze

o e e

- Help

To start a new report click New. To view a report, click View Report. For a detailed walkthrough of the
publishing process, please see the Reports section.
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ADDITIONAL FEATURES AND FUNCTIONS

9 BOXES IN ORGCHART SOFTWARE
To add 9-boxes into the OrgChart Software, you will first need to create your OrgChart from the data source.
After you have the OrgChart created you can then create a rule to display the graphic in the box.

To create a rule, you will go to the data tab, click on markers and select “manage rule”

DATA DESIGN VIEW HELP

3 A E & @ M i

itional Markers | Reports Fast Dynamic | Export Export Compare Compare Track

atting Reports Reports | Wizard Summary Fields Tool to Active | Changes

e Markers x
8-08

Attach marker to the existing report. You can create new report by using the menu "File/Reports...", or use "Manage
Reports..." button. After the marker is attached, you can apply Active marker ta the chart. This apply would change
Libll  the color of the boxes, which meets the criteria, specified in the report, and optionaly update the selected data field
value.

+| Digplay mankcers’ signs over the boxes .

Rule name Chart Marker attach... Marker Active Marker sign

Manage Rules...
tF":Iter critsria from Sign options...
e report:
Close Help
Click on “New Rule”
Rules properties x
Bxisting rules
9 Box-Llevel 3 MNew rule
Delete rule
Rule structure
B® 3 Box-Level 3:
Add eritera...
Toagle logic
Details
Cancel

236 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

Select “Add Criteria” and choose the criteria for the 9 box and click ok, ok again.

Existing rules

9 Box-devel 3

Rule structure

New nule

Delete rle

APPENDIX A: INTERFACES

----- 9 Box-Level 3:
Add criteria....
E Criteria x
Find what: 3 -
Toggle logic
Find where: Level M
Comparison: Equal to -
Cancel Cancel

Once the rule is set up you will need to go to your data tab and select the “Chart Data Set”

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGM VIEW HELP
ERA = a% Resync Data . aﬂ = = [k £t
N = & ] e S IR -

£ Resync Properties

Import Chart Automation Manage Conditional Markers | Reports Fast Dynamic | Export Export
Data Set Rules Formatting Reports Reports | Wizard Summary Fields
Import & Configuration Rules Analyze Export
Click on New and name the new field that shows up.

] Chart Data Set x
Mame Type Visible Display name Formmula Format 2 New
5@||s_1 abe Text | O Add Predefined...
Skills_2 abe Text O O
Skills_3 abe Text | O Delete
Email & Link O O —

Manthly Salary 123 Numeric O O F Set Title
Hourly Pay 123 Numeric | a 7

Color abe Text | O

Certification Current abe Text O a

# of Trip Taken 123 Numeric ] O 7 Move Up
Levels above % Calculated O (] ¥

Levels below ¥ Calculated O O ¥

Current level > Calculated O O ¥

Headcount 5 Calculated O O ¥

Span of Control ¥ Calculated O O ¥
Median Span of Contral 3 Calculated O O ¥

Average Span of Control % Calculated O O ¥ Cancel
& B evel 3

FEPTER - O i —

You will change the type field from “text” to “smart Field” From there you will need have the display as a image
smart field and select the “add new”
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E Indicator options x

Display Image smart field -

Cancel

Indicator items

Add new. ..

The indicator Item will pop up and let you select the rule you created and browse out for the data graphic.

E Indicator Item *
Select nule Indicator image value
9 Box-Level 3 - Browse...
Manage nules. ..
59x64

=~ 9 Box-Level 3:(Level Equal to :

. Level Equal to 3 Indicator test value

Fort shyle...

< > Cancel

The graphic is located in the library that is installed with the software. It will come up when you click browse.
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Open =
N <« OrgChart Professi.. » SmartFieldlcons v O Search SmartFieldlcons P
Organize = MNew folder =~ [ o
New folder - i ~
£3 Drophox (OWS)
f@ OneDrive .
I This PC 1-1-Sbox 1-2-9box 1-3-9box 2-1-9box
[ Desktop i
Documents
; Downloads
J’ Music i
[&] Pictures 2-2-9box 2-3-9box 3-1-9box 3-2-9box
m Videos . .
‘im Local Disk (C:)
v v
File name: |1-3-9box [ | |AII supported formats w |
| Open |v| | Cancel |

Once the graphic is linked to the smart field you can click “ok” and “ok” again

E Indicator [tem x
Select rule Indicator image value
|9 Box-Level 3 - Browse. ..
6464 -
[=- 9 Box-Level 3:(Level Equal to 3 _
. Level Equal to 3 Indicator text value
< > | ok || cancel |

To create different 9 box graphics to display in the boxes you will need to go through this process multiple
times. You will want to create individual rules for each of the 9 box graphics you want to display.

Here is a sample of what your indicator items should look like:
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E Indicator options *
Display Image smart field - oK
Cancel
Indicator tems .

i-1 -~

=1 Move down

31

2-2

12 Add new...

32 Edit...

3 Y Remave...

< >

You will want to uncheck the “visible” option and then click ok
] Chart Data Set x
Name Type Visible Display name Formula Format 2 Mew
s§||5_1 abe Text O O Add Predefined...
Skills_2 abe Text O O
Skills_3 abe Text O O Delete
Email & Link O O
Maonthly Salary 127 Numeric O O ¥ Set Title
Hourly Pay 123 Numeric a O 7
Calar abe Text O O
Certification Current abe Text O O
# of Trip Taken 123 Numeric a O 7 Move Lp
Levels above > Caloulated O ] >
Levels below > Caloulated O ] >
Current level ¥ Caloulated O ] b
Headcount ¥ Caloulated O ] b
Span of Control ¥ Caloulated O O b K
Median Span of Control 3 Calculated O ] b
Average Span of Control 3 Calculated O O b Cancel
9 Box-Level 3 Sf Smart field | | O b " el
Help

’

Once you are all set with you 9 box graphics you can go to your data tab and select the “conditional formatting’

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGH WIEW HELP

T—ﬁ ﬁq[%“ 5 Resync Data E‘E E‘E :0. E E

;& Resync Properties

Import Chart Automation Manage Conditional Markers | Reports Fast Dynamic
Data Set Rules Formatting Reports Reports
Impart & Configuration Rules Analyze

You will select “add new format”

240 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE APPENDIX A: INTERFACES

Conditional formats x

A Conditional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format press the
button " Add new format..." and you will be prompted to:

1. create the condition ( rule ) that tellz when to apply format and 2. design or choose the box style.

Primary set - Add new set of formats ..

Add new format...

From selection ...

From style. ..

[ apply the default format if box does not meet any rule

[l Enable conditional formatting Cancel

You will select the rule that you want to use within the conditional format.

Select existing or build conditional format rule *

9 Box-Level 4

9 Box-Level 3

(Level Equal to 4)

Manage rules... Cancel

You will need to reposition the cell positioning to make room for the 9 boxes. For the column in boxes you will
want to switch it to “2” then move the name, title or any other information you have displayed currently in the
chart to be moved over to the right hand side using your = within the cell positioning
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E Box format =

Define Layout Define style

Use mouse click to select the fomatting cell. Hold Ctd key pressed to
select several cells

123 Emp ID ~
abe Department

127 Dedsion_Maker

[ Date_of_Hire

abc _src_TsAssistant

E Supervisor

127 Supervisor_Emp_ID

127 Level

$ Salary

a:c Location Cell alignment Display options Cell positioning

© Photo Fort Styls...

¢ Dotted fine_1 =|=|= Show field title

27 DLD-1 — Craw empty photo ii
abe Dotted_line_2 =1=l= Word wrap *

127 DL-ID-2 Hide empty
abe Diversi Muttiline <
. Years_Jic:_Job v Bottom line Coumnsinbox: | B |2
< > Shading...

Cancel
You will want to merge the 9 box with the cell below and click ok
E Box format ®
Define Layout Define style
abe Computer o Use mouse click to select the fomatting cell. Hold Cid key pressed to
select several cells

abe Skills_1

abe Skills_2

abe Skills_3 <9 Box-Level 3> <Employee_Name=

& Email =Title=

123 Monthly Salary

127 Hourly Pay

abe Color

abe Certification Current

123 % of Trip Taken Cell alignment Display options ~ Cell posttioning -

Z Levels above R

Font Style...

2, Levels below =|=|= Show field title

Z Current level — Draw empty phota
> Headcount =l=|= Word wrap

Z Span of Control Hide empty
¥ Median Span of Contr Multiline . "
> Mverage Span of Con v Bottom line e -
< » Shading...

Cancel

You will want to check off the enable the conditional formatting and/or apply the default format if box does
not meet any rule.
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Conditional formats X

A Conditional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format press the
buttor "Add new format..." and you will be prompted to:

1. create the condition (rule ) that tells when to apphy format and 2. design or choose the box style.

Primary set - Add new set of formats...

9 Box-level 4 Add new format. ..
i<Employee Name=: Edit format
<9 Box-Level 3> e : oL
=Title= Edit rule...

Remove...
Fram style...
£ >

Apply the default format if box does not meet any rule

Enable conditional formatting Cancel

After Applying the conditional formatting your chart will look like the below:

&
Karina Seinfeld | |l
Chief Operating
Officer
=]
[ S I o | |
Jeffrey Sakrani | ||| ! Ash Gorakpiraia | | | || Lee Zeretsky [T 11| [HerbertLom [T1]
Operations m_u o T | | chief -
Manager L 1 || I Consultant : QC Team Lead | Inspecteur
= o o
4
I |
Russ Holt | Joline Sekel I
Computer . Quality .
Operations e Assurance .
Specialist Analyst
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SETTING UP AUTOMATION IN ORGCHART

The Automation function enables charts to be updated on a scheduled basis without the user’s intervention. It
involves a two-step process: create the bat and ini files, and then use them in Windows Task Scheduler.

The Automation function is visible on the Data tab.

P AEGEE

FILE Home Grouping Insert Page Layout Data Design View

5 Resync Data :.t g

% Resync Properties

Import Chart jAutomation Manage Conditional Markers Reports F
Data Set Rules Formatting Re
Import & Configuration Rules An

Keep in mind that this wizard will create three files: a .bat file, a .ini file and a configuration file. Note that after
creation of the bat and ini files you need to add them to the Microsoft Windows Task Scheduler. (More
description about Task Manager at the end.)

Create a folder on your desktop or wherever you would like to house your automation files, go to your data
tab, go to Automation click on the Automation. Go to your configuration tab. Browse out to save the log file
and Bat file into a folder and name the file.

_Configuration Import Resync Publish Export summary

CrgChart Automation enhances and extend existing core functions to manage data importing,
data resynchronization. publishing onganizational charts and exporting CrgChart data. This
feature automates one or more core functions and saves associated settings for future
scheduled automation. The Corfiguration Tab provides access to core settings for all
automation projects. The following four Tabs provide setttings unique to each function. The
Summary Tab provides full service execution.

Select OrgChart Data

Chart: Chart 1 - Division: | All Divisions -

Logging/Automation
Log File: | C:\Users\Jenny Ortega'\DesktopNew folder\ennifer log Browse. ..

Bat File: | C:'\Users\Jenny Ortega\DesktopiNew folderJennifer Orte; - Browse. ..
Cpen Chart After Execution From Impaort
Save Cpen Cancel
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Save As &
Savein: |, Newfolder - @ = E
7 MNarme : Date modif.. Type Size
s ' Jennifer1 8/21/2015.. TextDocu. 2KB
Recent Places
Desktop
=
Libraries
1A
Computer
=)
@
Network
File name: Jennifer 1 -
Saveastype: [Log Fies -] [ cancel |
Place: [orgchart Now -nat - )
J

After the configuration tab is set up, go to the import tab, keep the mode as not active. Only change this if you
intend to import from a data source through the automation.

Application Automation X

Configuration _Im_port Resync Publish Expart Summary

COrgChart Automation enhances and extend existing core functions to manage data importing,
data resynchronization. publishing organizational charts and exporting OngChart data. This
feature automates one or more core functions and saves associated settings for future
scheduled automation. The Configuration Tab provides access to core settings for all
automation projects. The following four Tabs provide setttings unique to each function. The
Summary Tab provides full service execution.

Mode: | Mot Active -

Import Source Files

Data Source:
Template:

Import Source Data
Table/Sheet:

Individual: Report To:

Save Open Test Cancel

After the import tab, go to the resync tab, you will want to change this to active so the resyncing will occur.
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Configuration Import Resync Publish Export summary

OrgChart Automation enhances and extend existing core functions to manage data importing,
data resynchronization. publishing organizational charts and exporting OrgChart data. This
feature automates one or more core functions and saves associzted settings for future
scheduled automation. The Configuration Tab provides access to core settings for all
automation projects. The following four Tabs provide setitings unigue to each function. The
Summary Tab provides full service execution.

Mode Active -

Save Cancel

[=)
g

7
&

After the resyncing tab, you will want to go to the publish tab, for the mode you can choose from the drop-
down menu and then you will need to browse out to the folder to save your published chart. You are welcome
to save itin the folder that contains the BAT and INI file. You also have the ability to choose your mode settings
for the published chart.

Application Automation x

Configuration Import Resync Publish Export Summary

OrgChart Automation enhances and extend existing core functions to manage data importing,
data resynchronization. publishing organizational charts and exporting OrgChart data. This
feature automates one or more core functions and saves associated settings for future
scheduled automation. The Configuration Tab provides access to core settings for all
automation projects. The following four Tabs provide setttings unigue to each function. The
Summary Tab provides full service execution.

Mode: |PDF M

File: C:YUsers\Jenny Ortega\Desktopew folder\PDF-Jen.pdf - Browse...
Mode Settings: PDF

F IncludeTitlePage no -
IncludeContents no
InchudeIndex no
PublishIndividuals no
ShowUpLink yes
Show DownLink yes
Save Open Test Cancel

After the Publish tab, you will want to go to the export tab, here you do have the option to export your
information out to excel, CSV and other data sources. If you do not want to export it please leave it as “not
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active” But is you do want to export, choose the option (mode) you want to export to and then browse to the
folder where the file is to be saved.

Application Automation x

Configuration Import Resync Publish Export Summary
OrgChart Automation enhances and extend existing caore functions to manage data importing,
data resynchronization. publishing organizational charts and exporting CrgChart data. This
feature automates one or more core functions and saves associated settings for future
scheduled automation. The Configuration Tab provides access to core settings for all
automation projects. The following four Tabs provide setitings unigue to each function. The
Summary Tab provides full service execution.

Mode: | Excel -

File: - Browse...
Securty Settings: OLEDB

Data Source

Initial Catalog:
Integrated Secutity:
User 1D:

Pazsword:

Save Open Test Cancel

After the export tab go into the summary tab. Before executing the document save this configuration within
your folder as well. Once saved you can then click on the execute button. You should receive a test results. If
you get a “critical error” message in the test results it means that the automation was not set up correctly.
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.|
Application Automation = |
Configuration r Import r Resync r Publish r E)(;mr'yy Summary ] 5 i ' ¥ ¥
Selected Operations: Resync, Publish VS5 HEEEE &8
20150821, 115350 Requested action: syncronization.
Test Log Results:

20150821, 115350 FromImport: not spedified or 0 given using Project path
20150821.115350 Chart: Chart 1

20150821, 115350 Division: All Divisions
Resync Results: 20150821.115350 Project: C:\Users\Jenny Ortega\Graphic for OrgChart(1).toc
20150821, 115350 Project loaded.

Publish Results:

Updating chart data

Position with ID <Tina Fritcher > has field <DL-ID-1> changed. Old value was: <>, New val
Position with ID <Tina Fritcher = has field <DL-ID-2> changed. Old value was: <>, New val.
Position with ID <Tina Fritcher > has field <Flag 1> changed. Old value was: <>=. New value

After executing the file within the OrgChart software you will want to set up the scheduler within the Windows
Scheduler. To do that you will want to go to your start menu, within your search menu you will want to type in
windows scheduler and click on the windows scheduler option. Please select schedule tasks, create basic task.
You will want to name your task.

(@ Task Scheduler = 8 = |
File Action View Help

o

Create Basic Task Wizard & Actions

S Task Scheduler (Local) -
Create a Basic Task

Connect to Another Computer..

) Create Basic Task...

5 " Create Task...

Create a Basic Task Use this wizard to quickly schedule a common task. For more advanced options or settings " oreate fes

T such as multiple task actions or triggers, use the Create Task command in the Actions pane. Import Task...

Action Name: Display All Running Tasks
Finish

Description: & Enable All Tasks History
AT Service Account Configuration
View »
|G Refresh
H Hep

b 1§ <Back | [ Mexts | [ Cancel | )
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\; (%) Task Scheduler

(=@ = |
| File Action View Help
P e
Create Basic Task Wizard Ch -1 s |
% - Actions
@| Create a Basic Task
Task Scheduler (Local) a
Connect to Anather Computer...
Create a Basic Task Use this wizard to quickly schedule a common task. For more advanced options or settings T Create Basic Task..
Trigger such as multiple task actions or triggers, use the Create Task command in the Actions pane. % Create Task
Action Name: OrgChart Automation i Import Task...
Finish . .
Description: [Z Display All Running Tasks
g Enable All Tasks History
|I AT Service Account Configuration
View 4
|6 Refresh
Help
< Back
You will want to choose the frequency of the automation and click next.
L Hidden Configue o, | 2008 =1Ll 1l e —
(@ Task Scheduler | ([=[@] = ]
| File Acion View Help
Create Basic Task Wizard . [ ]
L Actions
b Task Tri
E ask nager Task Scheduler (Local) -

Create a Basic Task

When do you want the task to start?

© Daiy
Weekly

Action EERNEER]

Finish © Menthly

) Onetime
@) When the computer starts
©) WhenIlog on

©) When a specific event is logged

@

@

0 5l

B

<Back | [ Nea> | [ cancel

Connect to Another Computer..
Create Basic Tas
Create Task..
Import Task...
Display All Running Tasks
Enable All Tasks History

AT Service Account Configuration

View
Refresh

Help

You can also choose the day and time that you would like for it to execute.
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' Create Basic Task Wizard s g
\®| Weekly

Create a Basic Task
reate a asic fas Start  8/21/2015 [Ev 12:00:36 PM % [] Synchronize across time zones

Trigger

Recurevery: I | weeks on: |
Action

. [[] sunday  [C] Menday [C] Tuesday [[] Wednesday

[] Thursday [] Friday  [] Saturday

You will want to choose start a program

Create Basic Task Wizard m

@ Action

Create a Basic Task

T What action do you want the task to perform?
Weekhy

@ Starta program

Finish @) Send an e-mail

() Display a message

| <Back |[ Met> || cancel |

You will want to browse out to the BAT file and add it to the program/script
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Create Basic Task Wizard e B r ﬂ‘
@ Start a Program

Create a Basic Task

Trigger Program/script:
Weekly "C:\Users\Jenny Ortega'Desktop\Mew folder\Jennifer Ortega.bat"
Action
s
Finish Start in (opticnal):

[ <Back |[ Met> ][ cancel |

Please select finish once the scheduler is all set up and then the complete automation is set up on your desktop

to execute on a scheduler.

1 Create Basic Task Wizard - B r ﬂ

"@ Summary

Create a Basic Task

Trigger Name: (OrgChart Automation|
U2y Description:
Action
Start a Program
Trigger: Weekly: At 12:00 PM every Sunday of every week, starting 8/21/2015
Action: Start @ program; "C\Users\Jenny Ortega’\Desktop\New folder\Jennifer Ortege

[] Open the Properties dialag for this task when I click Finish
When you click Finish, the new task will be created and added to your Windows schedule.

[ <Beck [ Fnish || Cancel |

CHANGE TOTAL HEADCOUNT TO EXCLUDE MANAGER

OrgChart can perform different calculations such as Headcount, Span of Control, Budget Totals and more. This

article pertains to configuring the Headcount calculation.

To change the total headcount calculation go to the data tab and into the chart data set.
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DESIGN VIEW HELP

ME GROUPING INSERT PAGE LAYOUT J DATA |
K £ & Hrorcomw “ BB E &

5 Resync Properties

Import  Chart Automation Manage Conditional Markers | Reports Fast Dynamic | Export Export Compare Compare Track
Data Set Rules Formatting Reports Reports | Wizard Summary Fields Tool to Active | Changes
Import & Configuration Rules Analyze Export Compare Track Changes

Once in the chart data set find where it says headcount and click on the calculation symbol.

Bl Chart Data Set x
Name Type Visble Display name Formula Format 2 New
Sills_L poa Text | | Add Predefined...
Skille_2 abe Text [m} [m}
Shills_3 ahe Text O O Delete
Email & Link O O
Monthly Salary 123 Numeric [m} [m} 7 Set Title
Hourly Pay 123 Numeric a O 7
Color ahe Text O O
Certification Current abe Text O O
# of Trip Taken 123 Numeric a O 7 Move Up
Levels above % Calculated O O ¥ Mave Dawn
Levels below 3 Calulated O O >
Current level ¥ Caleulated O O b
Headcount ¥ Caleulated [m} [m} Bl
Span of Contral % Calculated O O b
Median Span of Control 3 Calculated O O >
Average Span of Contrel 3. Calculated O O b Cancel
Headcount for the US ¥ Caleulated [m} [m} T " Help

It will pull up a menu where you can drop down the effected scope and select the “Branch Excl. Mgr”

Click ok.

@] Calculated Field x
Operation Affected Scope
Count - Branch Excl. Mar. -

Use condition...

oK Cancel Help
Click ok again.

& Chart Data Set x
Name Type Vigible Display name Formula Fomat 2 New
Skills_1 abe Text O O 2dd Predefined...
Skills_2 abe Text O [m}
skills_3 abe Text O [m} Delete
Email & Link [m] [m] -

Monthly Salary 123 Mumeric O O 7 Set Title
Hourly Pay 123 Mumeric | O 7

Color ane Text O [m}

Certification Current abe Text O a

# of Trip Taken 123 Mumeric O O 7 Meve Up
Levels above ¥ calulated O [m} ¥ Move Down
Levels below ¥ Calulated O [m} )

Current level ¥ Caleulated O O ¥

Headcount > Caleulated O O Bl

span of Control ¥ calulated O [m} )
Median Span of Control ¥ Caleulated O a ¥

Average Span of Control 3 Calculated O O ¥ Cancel
Headcount for the US ¥ Caleulated O [m} ) - Helo
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This will change the headcount so it does not include the manager in the headcount.

Before:
‘Company Stats Hum ber
Headoounk for the US
Michael Burmetie
CEQ
Headcount : 41
-
=
[ [ [ |
Adlison O Toole Dan Allen ﬁ Kevin Kaste Karina Seinfeld
Sr WP of Manager of =i | Diracior Product Chiaf Oparating
Enginsaring Marketing Enginaaring Cfficar
Headcount © 1 Headcount : 16 Headcount : 15 Headcount - 8
¥ ¥ ¥
After:
Company Stats. Humber
Hieadaount for e US
Michael Burmalte
CEQ
Headoount : 40
-
=]
[ I I
Aliisan O'Toole Dan Allen q Kevin Kasle Karina Selnfeid
¥ ,
Sr WP of Managar of 4 Diractor Product Chiaf Oparating
Enginasaring Marketing Enginaaring Cfficar
Headcount : 0 Headcount : 15 Headcount : 14 ' Headoount : 7
¥ ¥ ¥
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USING A CONDITION TO EXCLUDE RECORDS FROM A HEADCOUNT CALCULATION

Within the OrgChart software you can exclude a group of employees from headcount with a conditional

calculation. To create a calculation, you will want to go to the data tab and into the chart data set.

FILE HOME
SEAE
=] [

GROUPIMG INSERT

&5 Resync Data E‘@ E‘El ::

f{; Resync Properties

PAGE LAYOUT DATA DESIGN VIEW

PLANNING HELP

Impaft Chart Afutomation Manage Conditional Markers | Reports Fast Dynamic | Export Export
Data Set Rules Formatting Reports Reports | Wizard Summary Fields
Import & Configuration Rules Analyze Export

From here you can select new or use an existing headcount within the software to put a condition into the

calculation.
] Chart Data Set
Mame Type Visible Display name Fommulz  Format
Computer abe Text O O
Skills_1 abe Text O O
Skils_2 abe Text O O
Skils_3 abe Text O O
Email & Link O O
Monthly Salary 121 Numeric ] O 7
Hourly Pay 123 Numeric O O 7
Colar abe Text O O
Certification Current abc Text O O
# of Trip Taken 123 Mumeric a O 3
Levels above 5. Calculated O O )
Levels below ¥ Calculated O O >
Current level 5 Calculated [m] O )
Fesdeont ——— Jojgoumee O O : e
Span of Contral 5 Calculated O O ¥
Median Span of Control ¥ Calculated [m] O )
Average Span of Control 2 Caleulated O O >

New
Add Predefined...
Delete

Set Title

Move Up

Move Down

Cancel

Help

If you click on the formula you can then put a condition into the headcount.

&l
MName Type Vigible Display name Formula Format
Computer abe Text O O
Skills_1 abe Text O O
Skills_2 abe Text O O
Skills_3
; B Calculated Field
Email
Monthly Salary Operation Affected Scope
Hourly Pay Count - Branch and Mgr.
Calor
Certification Curren| Use condition
# of Trip Taken
Levels above oK Cancel Help
Levels below — — — —
Current level > Calulated O O
Headcount ¥ Caleulated O O E
Span of Control ¥ Caleulated O O
Median Span of Contral & Calculated O O b
Average Span of Control ¥ Calculated O O ¥

Mew
Add Predefined
Delete

‘ Set Title

‘ Move Up

‘ Move Down

Cancel

Help

For the condition, you want to check off “Include in scope if meet condition” In the “Find What” Type in the

common wording that all of the people you want to exclude. The “Find Where” you will want to choose the
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field that the Common wording is found and then the comparison would be “Does not contain” If you are
looking to exclude them from the headcount.

& Conditian
Use condition from the: | Include in scope f meet condition
right to include box into U L
calculation.  you wish se criteria
box to participate in Find what: | Contractor -
calculation without ary _
condition, keep check box Find where: | e -
unchecked -
Companison: | poes not contain A
Tate cane
Use rule
Fule

Click ok again and one more time. Say “No” to apply to all the boxes if you want the headcount to show on the
master page instead of the boxes.

CrgChart Professional x

Apply default data fields layout to all boxes in chart?

Some boxes have custom data fields layout. If you choose "Yes",
all boxes in chart will have default fields layout, as defined

in "Chart Data 5et" dialeg. If you choose "No", changes will not
affect boxes with custom layout.

Yes No

Before:
Michaal Bumatis
I [ [ 1
Allison O'Toola e Dian Allen v ". Kavin Kastle Karina Seinfeld
%= WManager of . Director Product Chisf Oparating
Cantractor J .1‘ Marketing Enginearing Officer
After:
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OFFICEWORK SOFTWARE

# Headcount: 40

Allison &'Teole Dan Allen Ve -. Kevin Kastle Karina Seinfeld
Manager of Divactor Product Chisf Operating
Cantractar Marketing Enginesring Ofticer

VISITUS | ORGCHARTPRO.COM

256 | ORGCHART 10


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

HOW TO CREATE A CALCULATION

With OrgChart you can create many kinds of calculations for your chart. Calculations may be used for purposes

of analysis for organizational planning and budgeting.

Go to the data tab and select chart data set. Then select new:

Import  Chart
Data Set
Img
Ch.. » x
Components
il ‘
Position
Assistant
Multiple

Name Type

Total Unapproved 5 Caloulated
Total Approved Salary % Calculated
Total Unapproved Salary > Calculated
Total Seasonal Salary S Caleulated
Total Contractor Salary 3 Calculated
Total On-Loan Salary ¥ Caloulated
Total Employee Salary Z Calculated
Approved Budget & Currency
COver | Under Budget % Formula
Approved Budget Differen: abe Text

SoC Goal 123 MNumeric
SoC ¥ Caloulated
SoC Average T Caloulated
Soc Difference 5 Formula
Soc Goal Graphic Sf Smart field
Reassign abe Text
[ I - Tt

Visible

O
O
O
O
O
|
O
O
O
O
O
|
O
O
O
O

Display name

OOO0O0O00O000O00O000O000

Formula

r MMM

~MMM

APPENDIX A: INTERFACES

Add Predefined...
Delete

Set Title

Move Up

oK

m

Cancel

- Help

Give a name to your new calculation field. Then under Type select Calculation of Formula from the dropdown

list.
{2 x

Name Type Visible Digplay name Fomula Format - Mew
Flég 3 127 Numeric | O 7 Add Predefined...
Skills_1 abe Text O O
Skills_2 abe Text O O Delete
Skills_3 abe Text O O
Email & Link O O Set Tile
Monthly Salary 123 Mumeric O O 7
Hourly Pay 123 Numeric | O 7
Calor abe Text O O
Hyperlink abe Text O O Move Un
Levels above > Caloulated O O >
Levels below > Caloulated O ] >
Current level > Caloulated O ] > I
Headcount > Caloulated O ] >
Span of Control ¥ Caloulated O O b = oK
Median Span of Control 3 Calculated O ] b
Average Span of Control 3 Calculated O ] b Cancel
Calculation Text | O O n Help

Choose your operation to best fit your calculation as well as the scope that you would like to apply it to.
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5] Calculated Field x
Cperation Affected Scope
Count - Direct Subordinates Excl b =

|Use condition...

QK Cancel Help

You are able to choose a condition to use as well if you would like to apply one to your calculation. Click ok.

From there you can decide if you would like to apply this to the chart as well as show a field title. If it is yes, go
ahead and check the box and click ok.

& x
Mame Type Vigible Displayname Fomula Format - New
Flalg 3 123 Numeric O O ¥ Add Predefined...
Skills_1 abe Text O O
Skills_2 abe Text O O Delete I
Skills_3 abe Text O O \
Email & Link O O Set Title i
Monthly Salary 123 Mumeric O O 7 :
Hourly Pay 123 Numeric O O 7 -
Color abe Text O O
Hyperlink abe Text O O Move Up
Levels above % caleulated O O ¥
Levels below % Caleulated O O ¥
Current level > Calculated O O > T
Headcount 5 Calculated O O >
span of Contral % caleulated O O > = OK
Median Span of Control 3. Caleulated O O ¥
Average Span of Contral 2 Calculated O O > Cancel
Calculation 5 Calculated . = P - Help
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HOW TO SET UP A SUMMARY FIELD

In this example we will create a calculation to compute a hierarchical summary of employee salaries.
Go to the data tab and select chart data set.
Select New and name the new field.

Change the type from text to calculated and uncheck the visible option.

] Chart Data Set x
Mame Type Visible Display name Formula Format a* New
Sk?lls_z abe Text O | Add Predefined...
Skills_3 abe Text O |
Email & Link O O Delete
Monthly Salary 123 Numeric a O 7 -
Hourly Pay 127 Numeric O | 7 Set Title
Color abe Text O O
Certification Current abe Text O O
# of Trip Taken 127 Numeric O O 7
Levels above > Calculated ] O > Move Up
Levels below 5 Calculated O O >
Current level ¥ Calculated O O ¥
Headcount ¥ Caleulated ] O ¥ T
Span of Control > Calculated a O >
Median Span of Control > Calculated O O > =
Average Span of Control ¥ Caleulated ] O ¥
Headcount for the US > Calculated ] O > Cancel
Salary Summary > Calculated O O __| ™ Help

You will want to change the operation to Sum, Affected Column to Salary and the Affected Scope to the branch

and manager to include everyone in the calculation.

& Calculated Field x
Operation Affected Column Affected Scope
Sum - Salary - Branch and Mgr. -

|Use condition...

Cancel Help

Click ok, click ok again. It will ask you if you want to apply this to your chart. Say “No”
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OrgChart Professional b4

Apply default data fields layout to all boxes in chart?

Some boxes have custom data fields laygut. If you choose "Yes",
all boxes in chart will have default fields
in "Chart Data 5et” dialog. If you choose " changes will not
affect boxes with custom layout.

Yes HNo

You can then choose to have it visible within the OrgChart or apply it to all of the boxes. If you want to have it
apply to only certain boxes you can select the boxes and Right-click on one of the boxes. Go to properties and
apply the new field to your box and apply it to selection.

E Box Properties b4

Edit Data Define Layout Shape Style Border and Fill
Use mouse click to select the formatting cell. Hold Cird key pressed to

abe Computer it select several cells

abe Skills_1

abe Skills_2 :
st Sklls_3 <Employee_Name>:
& Email <Title>

127 Monthly Salary

127 Hourly Pay

abi Color

abe Certification Curmrent
127 # of Trip Taken

- =Salary Summary= |

I Levels abave Cell alignment Display options Cell positioning
% Levels below F === Fort Style... f
Z Curent level — [+ Show field ttle =
2 Span of Control =T I=1=]| o wap
Z Median Span of Control T Hide empty
Z Average Span of Control Muttiline _ h <
¥ Headeount for the US | Botiom line Columns in bor: =
% Headcourt 2 Set this layout as a default for the new boxes.

Ppply To:

(+ Selection Entire Chart Curmert Division

If you want to display the Summary on the Master Page, go to View tab, master page.
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FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN VIEW

m Designer [] Report Show Rules Levels

Data and Divisions [ | Qrphans Show Status Bar
Box Item

Mormal Print

Layout [ show Grid &, Reset Layout (@ [&
Wiews Show Chart
Chart Design v x OrgChartl
1
Components
Shapes
AutoTexts

CurrentDate  Current Time

s sl

Division Division
Mumber Headcount o

5z 150

Chart last Chart last
m e saved date

|

Summary L5
Field value

4

Box Item v X

Go to Auto-text tab and drag the auto-text and choose the field you created within your chart data set and
bring it through to display anywhere within the Master Page.

Summary field

Please select the data field, which content will be Salary Su -
displayed as a summary for the cument shest. | =y 2o snd |

v

Then go back to your normal page view within the view tab and it will be on every page within your chart as a
template.

261 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE APPENDIX A: INTERFACES

Deparimant: Executiva
Salary Summany- $8,526,000.00

Michael Burnetie
CEQ
Headeount - 41
=
[
[ [ |
Jan Allen ¥ Kewin Kastle | | Karina Selnfeld™
lanager of Director Product Chief Operating
WAk aling Engineering Oficar
adcount - 16 Headcount - 15 Headcount : &
R 4 R L 4
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CONDITIONAL FORMATTING

Conditional formatting is a feature that causes a box to change appearance as soon as a data condition in that
box changes. This feature can be very helpful when performing interactive modelling of your chart.

Keep in mind that both Markers and Conditional Formatting affect box appearance; however, Markers are
limited to changing only some attributes of a box’s appearance, while a conditional format may change all
aspects of a box’s appearance.

Also, it is important to note that Markers only take effect when the ‘Apply Markers’ command is performed.
However, the Conditional format will change as soon as the box’s data condition is met.

This article addresses Conditional Formats, not Markers.

Conditional formatting allows you to create several conditional formats for one column within your data
source. Here is a step by step guide on how to create conditional formatting within your chart.

Go to the data tab > select conditional format > select Add new set of formats

Conditional formats X

A Conditional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format
press the button "Add new format.." and you will be prompted to:

1. create the condition ( rule ) thattells when to apply formatand 2. design or choose the box style.

Default format v ‘ Add new setof formats...

I:l Add newformat...

[] Apply the default format if box does not meet any rule

[ ]Enable conditional formatting Cancel

Enter the name of the condition> click ok
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1. create the condition ( rule ) that tells when to apply format and 2. design or choose the bo

Manager v | Add new set of formats..

|E;; MNew set of conditional formats X |

Enter new name

manager|

QK Cancel

Select Add new format> manage rules

X

A Conditional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format
press the button "Add new format..." and you will be prompted to:
1. create the condition ( rule ) that tells when to apply format and 2. design or choose the box style.
Manager v Add new set of formats...

] Add new format..

Select existing or build conditional format rule X
0
] :| Cancel

I Manage rules... Cancel ‘
RWE 11

New Rule> add criteria
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Rules properties

Existing rules

Manager

Rule structure

-----

Details

New rule

Delete rule

Add criteria...

Toggle logic

Cancel

Add the criteria that you want to base your conditional formatting off of> click ok> click ok again

Existing rules
Manager New rule
Delete rule
||b Criteria x
Rule str{
Find what: Manager M
----- Mar|
Find where: Title M riteria...
Comparison Contains -
| Toggle logic
Details
Cancel

Another box will pop up so you can put the formatting to your field> select font style
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|L'o Box format X

Define Layout Define style

121 Emp 1D ~ Use mouse click to selectthe formatting cell. Hold Cirl key

pressedto select several cells
b Department

121 Decision_Maker

% Date_of_Hire

she _sre_IsAssistant

™ Supervisor

127 Supervisor_Emp_ID
127 Level

S salary

abe Location

abe Dotted_line_1
127 DL-ID-1 Cell alignment —~ Display options Cell positioning

Font Style...

abe Dotted_line_2

121 DL-ID-2 — N: Show fiel 3 L2
abe Diversity == Word wrap V

127 Years_in_Job Hide empty
Multiling o
121 Age Botiom line Columns in box 1 -
abs Gender

zbe E-Status W

Select the font style you want to apply as well as either the fill style for the letters or the background color for
the field> click ok> click ok
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l£dia Durne
Expc X
Font Font Style Size
Tl (el Narmal 10 L
¢ Arial ~ 8 A
- ltalic 9
0 Arial Black Bold
O Aral Narrow Bold ltalic 12
i i 14
Define |0 Avial Unicode MS In
|0 Batang 18 L
pID 0 BatansChe 20 il
ipartment 0 Book Antiqua 22 —
cision_Maki |0 Bookman Old Style v 4 v
ite_of_Hire .
Preview:
rc_IsAssiste :
|pervisor Underline
Ipervisor_Er Strikeout
AaBlbyZz
vel Fill Style =
ilary —_—
cation Background...
itted_line_1
itted_line_2
& Font Fill Style x

Color | Gradient Pattern Picture
Apply To:

Color. Selection

] rinses

Other...

Cancel

Click ok to apply the formatting to the chart.

Conditional formats X

A Conditional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format
press the button "Add new format.." and you will be prompted to:

1. create the condition ( rule ) thattells when to apply format and 2. design or choose the box style.

Manager - Add new set of formats...

Manager Add new format...
<Employee_Name> P
: <Title> -
<Photo> & Editrule...
Remove...

[+] Apply the default format if box does not meet any rule

[#|Enable conditional formatting Cancel
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Conditional Formatting Apply to your chart

APPENDIX A: INTERFACES

Lou Gagliardi
Design Manager, SDM

Madia Garcia
Product Designer

=
Rhonda Gasser

Manager Storage Technologies

- 7 A
= ' XY
A 4 A 4
I |
Rob Nance Roy Gilliam

Design Manager I

Design Manager, RWE |1

<
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HOW TO SET UP A CONDITION WITHIN THE FORMAT PAINTER

To have a headcount show up only n specific boxes you can use the format painter to apply a condition to the

chart.

First go to a box that you want to put the headcount in. Right click, go to properties, and drag the headcount
over to the main box within the define layout. Click show field title and apply it to the selected in the lower

left-hand corner. Click Ok.

After applying the headcount to the box, click on the box one more time and go to the format painter wizard

]

Edit Data

Define Layout

Box Properties

Shape Style

& Facebook

= Job_Description

abe Computer

abe Skills_1

abe Skills_2

abe Skills_3

& Email

127 Monthhy Salary

127 Houry Pay

bz Color

abe Ceification Cumrent

127 # of Trip Taken

Z Levels above

¥ Levels below

Z Curmrent level

> Span of Cortrol

Z Median Span of Control
> Average Span of Cortrol

m

Border and Fill

Use mouse click to select the formatting cell. Hold Ctd key pressed to

select several cells

<Employee_Name:>

Cell alignment

Apply To:

Selection Entire Chart

Cumrent Division

H =1T|t|e> :
:Headcount : <Headcount=:
Display options Cell positioning
Font Style f
B
Word wrap
Hide empty
Muttiline =
Bottom line Columns in boo: |1 :

Set this layout as a default for the new boxes.

Cancel Help

Michael Burneile
CEQ

which is located in the home tab.
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FILE HOME GROUPING

ke £

Ds o
Paste{ BIU

Clipboard Fon

In the Format Painter you will check off apply if meeting this condition. Before filling out the find what. You will
need to check your calculation to see how it is set up in the chart data set.

E Paste Format *
5 ) ' = All Format Options -
Apply chpe: [+] Apply if meeting this the condition ---Primary Box Options —
Selection Find what: 2 - [F]Fill 5tyle
Find where: | azdcount - Border Style _
Current Division I - : [¥]Connector Style =
- |Greater than or egual -
Division and below e _ [V]shape Style
Sl_ze
Apply for levels: Apply if meeting ruls -] Auto b
[T Manual
Fule -[|Data Fields' Options
[¥]Font Style
Options << Layout
‘ [#]1mage field size -
oK Cancel Help 4 | 1 | »

This condition will then apply the headcount to the boxes that you set the condition up for.

Michasl Burnafia
CED
Headcount - 41
=]
[
Dan Allen ™ Kevin Kastle ™
A“I‘sm:.fgtwh Manager af Direscter Prodic
Enrlnaall:'lln Marketing Engirearing
. d Headcount : 16 Heedcount : 15
b L
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APPENDIX A: INTERFACES

MAINTAINING DIVISIONS IN A CHART

To hold the divisions you create in the chart, Go to your data tab and select the resync properties. On the last
page you want to select the “Do not create” and “Apply active markers after synchronization”

The “Do not create” will hold your formatting as well as the divisions. The “Apply active markers” will distribute
any color codes you have created to the new incoming boxes into the software. After you have selected those
you can then select the resync data and it will hold your formatting and divisions.

HOAEE GROLIFMNG 1SSERT PAGE LATOUT Dats DERGH VI HELP
= = A& R Deta el : | e % o
Lo Ol s D EE e & AE A
o o & Rewyru Froperties : = = B 2
hart  Sutomatsge Marnage Condiionsl Markers | Reports  Fast  Dynamic | Espan Esgot Comgpare Com
[} =
it Reync Froperties Wiosid w

Impan & Confagu

1=
Design = 'n"] Org{:haf‘t 2 thes sen you mary change drvason creaion rules which wil ba appled dumng the dete
= | prchronisaton

=
I
]

Aazaistt
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HOW TO RE-CALCULATE DIVISIONS IN A CHART

To re-create division pages in an OrgChart go to the resync properties in the data tab and on the very last page
choose the “using field” and type Select the department field name that you uploaded from the data source
from the list. This will put your charts into pages based off of departments.

E Resync Properties Wizard b4
Orgchart M this step you may change division creation rules which will be applied during the data
synchronization process.

Create divisions

Do not create
— Enter level numbers, separated by semicalons

A Level 2,3,4,56,7,8,9 | orcommas. Example: 2.4:6
Every
Using field Department -
ettt Divisions Naming...

Create division if person has no subordinates
| Apply active markers after the syncronization process
Amange chart after syncronization

Retain manual orphan assignments

< Back Finish Cancel Help

After that is done, please select the resync data so it will update. Afterwards you will want to go back into the
properties to set the formatting by select the “do not create” on the last page before you resync the data again.
E Resync Properties Wizard x

orgchart At this step you may change division creation rules which will be applied during the data
synchronization process.

Enter level numbers, separated by semicolons

At Level 2,3,456,7,8,9 | or commas. Example: 2.4:6

Every

Using field

Using division name Divisions Naming...

| Apply active markers after the syncronization process
Amange chart after syncronization

Retain manual orphan assignments

< Back Finish Cancel Help
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HOW TO RE-CREATE DIVISIONS IN A CHART

To re-create pages in an OrgChart go to the resync properties in the data tab and on the very last page choose
the at level and type in “2,3,4,5,6,7,8,9,10” this will put your charts onto separate pages.

Eerpne Brapatics Wikaid

01(@QRTRE | At stem yous sty churge chvsion cmation e which wil b spciied dung e data

T ONZEOn poesE
Cregte Srapony

IBeh s Gyt vl rumbeny. sepirated by emicolona
I e LEASE TS U qmmal mm

Zoe

L bkt

Ui chvisiors g Cryisiors Homing

Cragbe drvspon I paror b no pubordmaten
N T e

Arwne: char S B TOTRIA

Fitiery mstuesl rphan seegrments

¢ fack | Firah Carcal el

After that is done, please select the resync data so it will update. Afterwards you will want to go back into the
properties to set the formatting by select the “do not create” on the last page before you resync the data again.

B Ryt Propefiie Wams H

i h A Bres s pou ray changs dhvision creafion rules whech wdll e spcked dunng the dats
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RENAMING AND PUBLISHING DIVISIONS

One reason you would rename divisions within the software is for when you publish to PDF and want to change

the table of contents.

&) Publish Wizard x
Configure the PDF publishing options.
Include Title Page (from properties) +/| Show link to the parent division.
| Show link to the inner division.
Include index page L
Include page numbers Limit publishing hierarchy to level: | None ~
Index by: 2 Employee_Name
Document properties
Document author
Document title Chart 1
Document producer
I_:)oc:ument keywords
orgchart { space separated )
< Back Next = Cancel Help
Contents
Chart 1 Page 2
Russ Holt Page 3
Allison O'Toole Page 4
Karina Seinfeld Page §
Page &

Index

To Change the information in the table of Contents. You will want to go to the grouping tab and select the

“Rename Wizard”

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGM VIEW HELP
[E] show Division View EEE] ‘E

£= Dismiss All
N ) Co-Mgrs Vertical
B2 Rename Wizard Group~ Group ~
Divisions Box Groups

Within the Division Naming you will want to select “Clear” to clear out what the division names are currently.
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E Division Naming *

This dialog allows you to define how division names will be constructed. Use "Add
column” or "Add text” to consnuct the naming rule. "Clear” buttons erases all rule
parts, "Reset” resets it to initial value and "Default” set it to the default value.

<Employee_Name =

Add column Add et Clear Reset Default
Replace manual division names

Once it is clear. Then you will want to select “Add Column”

E Division Naming X
This dialog allows you to define how division names will be constructed. Use "Add

column” or "Add text” to consruct the naming rule. "Clear” buttons erases all rule
parts, "Reset"” resets it to initial value and "Default” set it to the default value.

Add column Add tesd Clear Reset Default

Replace manual division names

Cancel Help

Select a new field that you want to name your divisions from and click ok.

You will want to click ok again.
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E Data Columns X
abe Employee_Mame abe Dotted_line_1
127 Emp ID 123 DL-ID-1
abe Title abe Dotted_line_2
e Department | 121 DL-ID-2
123 Dedsion_Maker abe Diversity
E% Date_of Hire 121 Years_in_Job
abe _src_IsAssistant EP@:) Start Date
abe Supervisor 121 Age
E Supervisor_Emp_ID abe Gender
121 Level abe E-Status
$ Salary $ Sales Goal
abe Location & Actual Sales
& Photo 121 % Achieved
£
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E Division Maming ®

This diglog allows you to define how division names will be constructed. Use "Add
column” or "Add text” to consnuct the naming rule. "Clear” buttons erases all rule
partz, "Feset” resets it to initial value and "Default” set it to the default value.

<Department>

Add column Add texd Clear Heset Defautt

Replace manual division names

You can then publish out the chart.

Contents
Chart 1 Page 2
oPS Page 3
Engineering Page 4
OPS -IT Page 5
Index Page &

IMPORTING DOTTED LINE REPORTING RELATIONSHIPS

Before you re-sync to bring a new field in from the data source you will want to go into the chart data set within
the data tab and add the new field name into the chart data set. You can uncheck the visible option and then
say no when it asks if you want to display it within the box.

FILE HOME GROUPING INSERT PAGE LAYOUT | DATA DESIGN VIEW HELP

% = -
\ﬂ ﬁﬁ[uh E Chart Data Set x®
Import Chart Automation
Data Set MName Type Visible Displayname Formulz Format New
Import & Configuration *
::“‘e - :a“‘: E v Add Predefined
- itle abe Tex
v X
Chart DESIQH —{ | Division 7. Calculated [m} [m} b Delete
Campanents loo| | supervisor ™ supervisor ] ] ¥
o| | WES Code % Calculated O O > Set Title
| | Photo & Image ] ]
. | Phone abe Text m| m|
| | email & Link O O
Positi Assistant 3
estmen ssistan | Headcount 7 Calculated ] ] > Move Up
4 | span of Control ¥ Calculated ] ] ¥
. 27| | Total Salaries 2 Caloulated O O z
Multiple 3 Positions = Salary $ Currency 0 0 7
1| | Load 121 Numeric ] O 7
% — 21| | Loadcount % Calculated a a >
= | note abe Text ] ]
Text block Staff —| | area of Responsibility abe Text a [m} Cancel
’_¢ q_‘ ’—‘ LE Dotted line Reporting abe Text “ [m} e
E ' N E

After you have done that you can go into the re-sync properties and make sure the field is checked and bound
on the 3™ screen within the resync properties. (It will be at the very bottom of the screen) finish out the
properties.
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B Resync Properties Wizard x

OrgChart At this step you may modify set of datasource columns which will be synchronized. Use "Set as
Key Column™ button to indicate column which uniguely identifies person.

Chart Field Name Source Field Name Update Fiele ™ | | Set @s Key Column
abe Certification Current Certification Current

121 # of Trip Taken # of Trip Taken

¥ Levels above <Unbound:

7 Levels below <Unbound >

% Currentlevel <Unbound =

¥ Headcount <Unbound>

S span of Control <Unbound >

% Median Span of Control  <Unbound:
Z Average Span of Control  <Unbound>

. Doted ine Reportog
v
< >
< Back Mexnt > Cancel Help

Go back into the resync properties and map out the dotted line reporting relationship.

=] x
|| FRITY T NN - SEREP WP P R N ) S g [ E—— R ——— __l_l.l:_l.I hle‘ard.r), manua”,), b.y
=
# Position Reports to | Brt ~
|_ Michael Burnette
] ] ] L allison OToole
Define Hierarchy Fields ® = ‘1 Dan Allen
=i | i L Dan Tobler
gstien Reports To = | — B Kerry Zallar
Employes_Name - Dotted_line_1 - IS B (- B Mark Pringle
— - 1 Arlo Guthrie
Cancel oy A Gerald Lo.ngc
A Gerry Smith
= [T==" ——rlD - Janie Mumfar
1 Jerome How:
: - J Jim Hollis
Dotted-ine hierarchy... Top of Chart... <N T %
< Back Meat = Cancel Help

Finish out the resync properties again. And then resync the data in the data tab.

277 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

Michasl Burmatba

CED
=
I [ I I
Allison O Toole Dan Allen Kevin Kastle Karna Salnfeld
SrvP ol Manager of Director Product Chief Operating
Enginsaring Marketing Enginasring Oifficar

¥ L v

Michasl Bumatta

CEO
=
| T |
1
Allison ©'Toole Dran Allen : Hevin Kastle Karna Seinfald
Sr WP of Manager of : Director Froduct Chief Operating
Engimearing Markating : Enginaaring Officar
. . v
= S S
! ; 1
Janie Phillips ""g‘“ I?'“‘E" Les Zersisky
Product A uaiy Quality Contral
Dasignar I Ll funalyst
Bs Analyst
', L
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IMPORTING DOTTED LINE MANAGER FIELDS

Before you re-sync to bring a new field in from the data source you will want to go into the chart data set within
the data tab and add the new field name into the chart data set.

FILE HOME GROUFING INSERT PAGE LAYOUT DATA DESIGN VIEW HELP

£ ﬁau,h B Chart Data Set x
@
| it ti
L[ omatior Mame Type Visible Display name Fomula Format 2 New
mport & Confy | Skils_1 abe Text O | Add Predefined...
. Skills_2 abe Text O O
Chart Design Skills_3 abe Text O O Delete
Email & Link O |
Eomecnent Monthly Salary 123 Numeric O O 7 Set Title
Hourly Pay 123 Numeric O O 7
Color abe Text O O
Certification Current abe Text a O
Paosition Assistant # of Trip Taken 123 Numeric O O 7 Move Up
Levels above ¥ Calculated O O >
% lj%lj Levels below ¥ Caleulated a O b
) - Current level ¥ Calculated O O >
Multiple 3 Pasitions Headcount ¥ Calculated O O >
Span of Control ¥ Calculated O O >
— Median Span of Control 3. Calculated O O >
== Cancel
_Average Soan of Confrol 5" Calalated &
Textblock Staff 2nd Manager abe Text E Z
= e —
1= A

You can uncheck the visible option, click ok and then say no if it asks if you want to display it within the box.

[&] Chart Data Set x
Mame Type Visible Display name Fomula Format = New
Skj.lls_l abe Text a O Add Predefined...
Skills_2 abe Text a O
Skills_3 abe Text a O Delete
Email & Link O O
Monthly Salary 123 Mumeric a O 7 Set Title
Hourly Pay 123 Mumeric O a 7
Color abe Text a O
Certification Current abe Text a O
# of Trip Taken 123 Numeric O a 13 Mave Lp
Levels above ¥ Calculated a O >
Levels below ¥ Calculated a O >
Current level ¥ Calculated O O >
Headcount ¥ Calculated O O >
Span of Control ¥ Calculated O O > oK
Median Span of Control ¥, Calculated | O >
Average Span of Contral ¥, Calculated = O > Cancel
2nd Manager abe Text | m | O v Help
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OrgChart Professional 4

Apply default data fields layout to all boxes in chart?

Some boxes have custom data fields layout, If you choose "Yes",
all boxes in chart will have default fields layout, as defined
in "Chart Data 5et" dialeg. If you choose "No”, changes will not

affect boxes with custom layout.
Yes No

After you have done that you can go into the re-sync properties and make sure the field is checked and bound
on the 3rd screen within the resync properties. (It will be at the very bottom of the screen)

E Resync Properties Wizard x

OrgChart At this step you may modify set of datasounce columns which will be synchronized. Use "Set as
Key Column” button to indicate column which uniquely identifies person.

Chart Field Name Source Field Mame Update Fiele * | | S8t as Key Column
abe Certification Current Certification Current
121 # of Trip Taken # of Trip Taken
¥ Levels above <Unbound=
5 Levels below <Unbound=
5 Current level <Unbound =
% Headcount <Unbound:=
5 Span of Contral <Unbound:=
5 Median Span of Control  <Unbound:=
5 Average Span of Contrg Linhound
abe 2nd Manager I
w
£ >
< Back Meat = Cancel Help

You can then finish out the properties and then re-sync the data. This will pull the additional field into the chart.

After you resync the data, you will need to go back into the resync properties and map out the 2" manager
column within the dotted line hierarchy.
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# Position

E Define Hierarchy Fields g

Position Reports To
|Er|1|:b|oyee_Narne '| |Dotted_|ir1e_l '| e

| ok || cameel | [

[ o I TATTCET T TEp

L Chart

‘| Dotteddine hierarchy... ||  TopofChat.. |

-1 Michael Burnette

- alison O'Toole

- Dan allen

----- 5. Dan Tobler

----- B Kerry Zallar
Mark Pringle

B Arlo Guthrie
- Gerald Longe
- Gerry Smith
-0 Janie Mumfo
_?_ Jerome How:
i Jim Hollis

L T T N N

..... a2

>

<Back | MNed> || Cancel | | Hebp

Once they are mapped out, you will need to select the resync data option again.

Before Resync:

Michael Burnaite

CEQ

Allison O'Toole Cran Allen Kevin Kasta Karina Sainfeld
Sr WP of Manager of Drirector Product Chief Operating
Enginaaring Markaiing Enginsaring Officar
After Reync:
Michasl Burnatte
CED
[ I i I |
Allison O Tools Dan Allen : Kevin Kastle Karina Seinfald
SrvP of Manager of : Director Product Chiaf Operating
Enginaaring Markating : Enginasaring Cfficar
i
i

Joling Sekal

Jania Phillips T Lae Zerelsky
Froduct .‘\susuu?anyne Quality Control
Designer I Analyst Analyst
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SETTING UP DOTTED LINE REPORTING IN AN EXISTING CHART

If you have the column already located in the data source you can pull the dotted line reporting relationships
into the software by going to the resync properties and map out the dotted line reporting relationship.

=] x
|| FRITY T NN - SEREP WP P R N ) S g [ E—— R ——— __l_l.l:_l.I hleiﬁl'd'f)’ ITlanLla”)’ b.),
=
£ Position Reports to A Ert A
|_ Michael Burnette
Define Hi hy Field L allison OToole
w e
efine Hierarchy Fields A Dan Allen
Position Reports To o]
Employee_MName - Dotted_line_1 - ==
2 Gerry Smith
= =" - wrelp A Janie Mumfor
1 T ; , "
DottedHine hierarchy... Top of Chart... <N : %
< Back Meat = Cancel Help

Finish out the resync properties again. And then resync the data in the data tab.

Michasl Bumatta
CED

=
| [ [ |
Allison O'Toole Dan Allen Kavin Kaste Karna Sainfeld
SrvPal Manager of Director Product Chief Operating
Enginzsaring Markating Enginasring Officar

¥
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Michasl Bumetts

=
[ [ ; [ |
1
Allison O'Toole [ran Allen ! Hevin Kastle Karina Seinfald
Sr VP of Manager of I Director Froduct Chief Operating
Enginesaring Markating : Enginearing Officar
. . L 2
- R S
i ; ]
Janie Fhillips "°g'° I?"‘“' Les Zeratsky
Product A uaiy Cuality Control
Dasignar 1l Lol Lo ) Aunalyst
a5k Analyst
L

If you do not have a column in the data source for the dotted line reporting you can manually add the dotted
line. To add a dotted line manually to the chart you can drag the Dynamic connector over to the chart and
match the line from one box to another.

FILE HOME GROUPING

ke 4

D Arial

Paste G B / U 4
Clipboard Foni

Chart Design - x

Components
Pasition Assistant

&0 o

Multiple 3 Positions

Text block Staff
—
Team Frame Image

B

Legend Image  Dynamic

= Connector
Table Chart
Shapes
AutoTexts
4 Chart Design Po.. »
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CHANGING THE COLOR OF A DOTTED LINE

You can change the color of the dotted line for a dual reporting box. Right-click on the dotted line report, go to
format, connector style. From there you will choose the fill style and choose another color. (This is a manual
process and has to be done for each box individually)

& x |[& Line Fill Style %
Line Style Color | Gradient | Pattern | Picture
. Apply To. Apply Ta:
Line Stle ... - Eill Style... 5
Selection Color:
Transparency _ T . . . . .
start: 100 %. end: 100 % Stats with : . . Transparency
Toggle
Ends vl — ]
Preview . .
Other.
Cancel Hep Cancel
=3
3 Help
Before:

Tom Lowman
Canada HR
Associate

—umEmr i r i EEEEE RN IEEE RS TR REEEy

Jack Davies
US HR
Associate

After:

Tom Lowman
Canada HR
Associate

b L LA LLLL R R LT LT TETT LI

Jack Davies
US HR
Associate
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CREATING VERTICAL GROUPS

There are two ways to create vertical groups in the OrgChart software. The first is if you are looking at putting

vertical groups in an existing chart.

Go to the page that you want to put vertical groups in, select the boxes you want in a vertical group, Right-click

on one of those groups go to vertical group and click create new group.

285

Tools
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X Cut Shift-Delete
By Copy Ctri=C
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Hide
Format L3
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The 2" option is when you are importing you can create vertical groups based off a field within your data
source. One the last page of the import wizard you will want to choose the group subordinates option and use
the drop-down menu to choose the field you want to group by:

E Import Wizard x

OrgChart

At this step you may change division creation rules which will be applied during the data
synchronization process.

Create divisions:
Do not create

Enter level numbers, separated by semicolons
At Level

2,3:45,6,7,8:5| or commas. Example: 246

Every
Using field

Using division name Divisions Maming...

Create division if person has no subordinates Import data to:

Mew Project
Mew Chart

| Group subordinates Level N

< Back et > Cancel Help

Once you click next and finish the import wizard. If there are multiple people with the same information in the
field you selected while importing, they will be put into vertical groups.

:
Jack Walt

Oparations
Manager

[ Product Technician

Krystle Klawear

Francasch Jelke

Leader Suparvisor
Melissa Kochan I'-'I'I:.:H:dPlalhn Ashley Ping
raduc

Leader Tachnician Supervisor

Elias Williams

Praduct
Leader Tachnician Supervisar
I I |
Sid Penross Mary Hemandez Eric Johnson
Leadar [Cata Processer Sales Associate

L 4

ORGCHART 10

Malisza Stephens

Praduction
Supervisor
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VERTICAL GROUPING AND USING THE STAGING AREA / ORPHANS PANE

Once the chart has the vertical grouping set up, you can move boxes to the Staging Area (named Orphan Pane
in earlier releases) to perform planning and modeling.

To put boxes into vertical groups, select the boxes you want, Right-click on a box and select “create new group”

Company Information
[_é rg C h a r t Location India
Professiona Headcaunt 163
Span ofCorkd 45

— P R
Elisa Hopes Brandon Glordana
Froduct Marsgar Balak
Hore date - ARE-CU-IEY Hire date © Gz
Caltln Grean
Frankis Lamaas Hoins
Baks Manager Him et 576015
Hors date 11/2a20 14 Calar Arizinl
Sales
Wadaling Ladgar X
Sz Team Canranate Hire u’:.;m . "Irllm‘"
Hir it 112477014 uasdl
Sales
Fauline Angeitord Hirg:dle ; SAT015
2nd Shifl Production Dean Ridgeway
Manager BT
Hira date - /22014 Hire e : BAI2018
Dawon Schwalzar
Wil Tazner ETTT
Sakes Manager Hira chate © S5
Hire date : 11i28014. T ]
BT
Hire e BiS018
[ us Jane Taylor
[ cemany BT
Hira data SOV
[ eamanton
[ awstrana
I canada
[ France
B nais

Once they are in vertical groups, you can go to the view tab and select the Staging Area check box.

Grouping Insert Page Layout Data Design Flanning Help

| Designer Report Dashboard [v| Show Rules Levels
Data and Divisions | [+] Staging Area Box Styles vl Show 5tatus Bar  |Level2 -

Mormal Print  Master
Layout Page

Views Show Chart

| Position Detail Track Changes Show Grid  J& Reset Layout (= [&

Clcik on a box that you want to move and drag it over to the Staging Area pane.
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pChartl 5] Sample 300 Emplayee Cha X

Now you have the box in the orphans/Parking lot pane and at this point you can go to another page in the chart
and add him the manager’s box as a direct report.

staging Area * X
*# - |
» i
& Employee Name ™ Manager Nz
= Robert Conrad £0rphan
Company Information
rC.') rgc h a rt Location Edmonton
Professiona Headcount 276
Spanaf Cariral 5
__ Scotty Grinders
WP, Heallhcare h
Hire date : 11/24/2014
[ [ [
Bryan Harris Cyndie Rauched Dale Dagen
Hire date ;11242004 | | e date: 11/24/2014 Hire date : 11/24/2014
L 2

A=

[Jus

[] ermany
[] Edmonton
[ awstralta
I canaca
I France
B ras
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COLOR CODING YOUR ORG CHART USING MARKERS

If you need to color code chart boxes based on a single or multiple data conditions Markers are an easy way to
go.

Go to your data tab >click on Markers>click on manage rules> Click new rule and title your marker> click add
criteria> Fill out the find what (normally with a department or title example “marketing” Human Resources”
“HR”

You can keep the find where as any field so that way any person that HR, marketing, etc. the program will
recognize that those boxes need to be color coded. Click ok.

Select “attach marker”> select the color you would like in the box fill> Click apply active markers now.

This should color all the boxes for the criteria that you set.

=
X
Attach anage
Report: S ange
the coll e ield
value. Salary New rule
ﬂ Delete rle
Rule 1
Rule structure
----- Salary:
Add criteria...
Toggle logic des...
Fitercri  Details ns...
Cancel
E Criteria x
Find what: 100,000 -
Find where: Salary -
Comparison: Greater than or equal -
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Marker x

Marker name | Salary |

Markersign il s | ~
=

Marker sign border style orts. ", or use "Manage

his apply would change
Update Box's visual style if marker is applied he selected data field

Boxil e [ —

Atach marker |
o e S

|| Update data field font style if marker is applied

Diata field | % Achieved |
Data field font style

Data field to update | o, Achieved |
Data field sting value | ml

L

e [ e
oK | | cancel | | Hep
Markers

Atach markcer to the existing report. You can create new report by using the menu “File/Reports...", or use "Manag
Reports. " button . After the marker is attached. you can apply Active marker to the chart. This apply would change
the color of the boxes, which meets the criteria, specified in the report, and optionaly update the selected data field
value.

Display markers’ signs over the boxes

Rule name Chart Marker attach... Marker Active  Marker sign

Bemove marks g

- Rhonda Gasser v
Manager Siorage Technologies

h marker - Lou Gagliardi W
g BN | oo etan Menager SO0

<

Manage Rules..
Rab Mance - Roy Giliam W
Sign options Dasign Manager I Design Manager, RWE Il

Filter criteria from

[Salary Containg 100,000) -
the report:

2z

Apply active markers now | | Close || Help
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COLOR CODING YOUR ORG CHART USING MARKERS

If you need to color code chart boxes based on a single or multiple data conditions Markers are an easy way to
go.

Go to your data tab >click on Markers>click on manage rules> Click new rule and title your marker> click add
criteria> Fill out the find what (normally with a department or title example “marketing” Human Resources”
“HR”

You can keep the find where as any field so that way any person that HR, marketing, etc. the program will
recognize that those boxes need to be color coded. Click ok.

Select “attach marker”> select the color you would like in the box fill> Click apply active markers now.

This should color all the boxes for the criteria that you set.

=
X
Attach anage
Report: S ange
the coll e ield
value. Salary New rule
ﬂ Delete rle
Rule 1
Rule structure
----- Salary:
Add criteria...
Toggle logic des...
Fitercri  Details ns...
Cancel
E Criteria x
Find what: 100,000 -
Find where: Salary -
Comparison: Greater than or equal -
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Marker x

Marker name | Salary |

Markersign il s | ~
=

Marker sign border style orts. ", or use "Manage

his apply would change
Update Box's visual style if marker is applied he selected data field

Boxil e [ —

Atach marker |
o e S

|| Update data field font style if marker is applied

Data field

Data field font style

Data field to update | o, Achieved |

Data figld string value | | E Sign options...
P [
ok | | Caca | | hHep
Markers

AMtach marker to the existing report. You can create new report by using the menu “File/Reports...", or use "Manag
Reports..." button. After the marker is attached, you can apply Active marker to the chart. This apply would change
the color of the boxes, which meets the criteria, specified in the report, and optionaly update the selected data field
value.

Display markers’ signs over the boxes

Rule name Chart Marker attach... Marker Active  Marker sign

e

Bemove marks g

— Rhonda Gasser v
Manager Siorage Technologies

h marker - Low Gagliardi v
S R | oo et Meneger 0N

<

Manage Fules.. i
Rab Mance - Roy Giliam W
Sign options... Dasign Manager Il Design Manager, RWE Il

Filter criteria from

[Salary Containe 100,000] -
the report:

2z

| Apply active markers now | | Close || Help
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CHANGE BOX TO ASSISTANT STYLE USING MARKERS

The easiest way to put the assistant into an assistant style is to use the markers located in the data tab.

Below is screenshots on how to set up the markers for the assistants.

Go to the Data tab and click on Markers and select manage rules.

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGH VIEW
B = 5 Resyne .o = =
) =2 &t EEE & &
Import Chart Automation Markers Manage Conditional | Reports Fast Dynamic | Export Export Compare Compare
Data Set Rules Formatting Reports Reports | Wizard Summary Fields Tool  to Active
Import & Configuration Rules Analyze Export Compare
Chart Design - x or Warkers =
Attach mariker to the existing report. You can create new report by using the menu "File/Reports...", or use "Manage
Components Reports..." button. After the marker is attached, you can apply Active mancer to the chart. This apply would change
the color of the boxes. which meets the criteria. specified in the report. and optionaly update the selected data field
-
e valug
lil l:IJ Display markers' signs over the boxes
Position Assistant Rule name Chart Marker attach... Marker Active  Marker sign
Multiple 3 Pogitions
EI:I
—
| S—
Text block Staff L5
@ . Manage Rules
" XN
Team Frame Image - m:;:‘g?a o : Sign option...
Shapes
AutoTexts ‘ Apply active markers now | | Close H Help |

Select “New Rule” and type in what you would like to title the rule.

Rules properties x
Bxisting rules
e
Delete rule
Rule structure
..... e
Add criteria.
Toggle logic
Dietails
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Select “Add criteria” For the criteria you will want to put “yes” in the find what, drop down the option for find
where and select the assistant column and the comparison can be contains or you can drop down the option
and select one that best fits your criteria. Click ok and ok again.

=

Existing rules

Assistant MNew rule

Delete nile

Rule structure
| ----- Assistant:
E » Add criteria...

Find what: fes -

Find where: _src_lsAssistant Toggle logic

Comparison: Contains -

OK
Cancel

Now you rule is all set up. At this point you just need to attach a marker for the assistant. Select “attach Marker”
Check update data field value if Marker is applied. Choose the assistant option. Type in yes for data field value.
Check off Update Box's arrange style and choose the assistant. Click ok.
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Marker b b4
Attach marker to the existing ) Marker name | Assistant | ", oruse "Manage
Reports..." button. Afterthe . X ply would change
the color of the boxes, which | || Markeris automatic belected data field
value.
[+| Display markers' signs ove Marker sign fill style I v
Rule name Chart Markcer sign border style Aftach markcer
Update Box's fill style if marker is applied
Boxfill style | =
Update Box's border style if marker is applied
Box border e | Borter ... |
[ |Update data field fort style if marker is applied Distribute to charts
Filter criteria from [_zre_|sh) Data field fort style Fort Style... | | Sign options... |
the report: - - =
Update data field value if markeris applied
Help
Data field to update |_src_IsAssisiant - |
Data field value | |
(1 Team member Assistant
|| Update box style if marker is applied
ok | | camcel | [ Heb —
Click Apply Active Markers Now
Markers x
Attach marker to the existing report. You can create new report by using the menu "File/Reports...", or use "Manage
Reports..." button. After the marker is attached, you can apply Active marker to the chart. This apphy would change
the color of the boxes, which meets the critera, specified in the report, and optionaly update the selected data field
value.
Display markers’ signs over the boxes.
Rule name Chart Marker attach... Marker Active  Marker sign CHAshmarnEr
Chart 1 @ | o= Edit maricer
| Bemowve marker
love L
| Digtribute to charts
| Manage Rules. .. |
Fitter criteria from [_arc_ledzsistant Containg ves) = | Sign options... |
the repart: A
Apply active markers now | | Close || Help |
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This will put the assistants into the assistant style.
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HOW TO PUBLISH A CHART TO PDF

To Publish your chart go to the file tab, publish. Choose the Interactive PDF and click next.

& Publish Wizard x

Select the destination application that you wart to publishing to.

Interactive FDF

Microsoft PowerPaint
Web Pages HTMLS
Fash

Image File
Microsoft Word

Microsoft Visio

Mead = Cancel Help

Choose the scope of your publishing. The “Current Chart” is everyone within the Organization, the “Active
Sheet” is the page that you are on and the “Division and Below” is the page that you are on and anyone that
directly or indirectly reporting up to that person.

Click next.
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OrgChart

Select the source content to publish from.

Chart Content:

Active Sheet

Division and below

Cancel Help

Please make sure the “Publish individual Details” Is UNCHECKED. Click next.

]

OrgChart

Publish Wizard

Select the desired data fields that you want to publish from the list of available "Current fields".

Publish individuals® details:

Defined Data Views:

Available columns:

127 Person ID

E Supervisor ID
abc Department
aba Leaving

abe Critical

abe 5P 1 Name
abe 5P 1 Status
abe Is Assistant
& Email

Iy = =

1=
3
W

Output columns:

abc Mame
abe Job Tite
& Photo

Cancel Help

You can include any of the below options while publishing. Click next.
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&) Publish Wizard x

Corfigure the PDF publishing options.

Include Title Page | Show link to the parent division.

dInclude Conterts Page: /| Show link to the inner division.
Sorted contents page w
Include index page Limit publishing hierarchy to level: Mone w

Include page numbers

Index by: 127 Person ID

Document properties
Document author
Document title Chart 1

Document producer
Document keywords

DrgC hEII"‘t { space separated )

ead = Cancel Help

=

< Back

Choose the “High Resolution” for the resolution and the “Dynamic Resizable” — If you do NOT have any dotted
line reporting relationships in the software. “Static Bitmap” — If you DO have dotted line reporting relationships

in the software. Click next.

] Publish Wizard x

Choose the parameters of the image, which will represent the organizational chart inside the
publication. Selection of Metafile with "Maximize chart area” gives an image that can be easity

resized on the final output.

PDF Resolution:
Low Resolution (small PDF)
Medium Resolution (medium PDF)
High Resolution {arge POF)

FDF Treatment:

Static Bitmap
[hynamic Resizable

OrgChart

< Back Meat = Cancel Help
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Browse out to save the chart on your desktop or SharePoint. Click Next.
73 Publish Wizard ®

Choose the destination file path.

C:\Users\Jenny Ortega'Desktop\OrgChart Excel File\Chart 1.pdf

Browse...

Create the destination file for each division

OrgChart

< Back

=

eod > Cancel Help

Click next, Click next and Finish
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HOW TO PUBLISH A SECTION OF THE CHART TO PDF

To Publish your chart go to the file tab, publish. Choose the Interactive PDF and click next.

@ Publish Wizard x

Select the destination application that you want to publishing to.

Interactive POF

Microsoft PowerPaoint
Web Pages HTMLS
Flash

Image File
Microsoft Word

Microsoft Visio

Mext = Cancel Help

Choose the scope of your publishing. The “Current Chart” is everyone within the Organization, the “Active
Sheet” is the page that you are on and the “Division and Below” is the page that you are on and anyone that
directly or indirectly reporting up to that person.

Click next.

Publish Wizard x

Select the source contert to publish from.

Chart Content:

Current Chart
Active Sheet

OrgChart

< Back Next > Cancel Help

Please make sure the “Publish individual Details” Is UNCHECKED. Click next.
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&) Publish Wizard X

Select the desired data fields that you want to publish fram the list of available "Cument figlds™.

Publish individuals® details:

Defined Data Views:

Available columns: Output columns:

123 Person ID ~ abe Name
B cupervisor ID abe Job Tite
abe Department :3 Photo
abc Leaving

abe Critical

abe 5P 1 Mame
abe 5P 1 Status
abc Is Assistant
& Email

Iy .- .

=

< Back e Cancel Help

You can include any of the below options while publishing. Click next.

&) Publish Wizard x

Corfigure the PDF publishing options.

Include Title Page | Show link to the parent division.

iInclude Conterts Page: | Show link: to the inner division.

Sorted contents page w

Include index page Limit publishing hierarchy to level: | Mane i

Include page numbers

Index by: 123 Persan ID

Document properties
Document author
Document title Chart 1

Document producer

Document keywords

DrgC hal"'t { space separated )

=

< Back et Cancel Help

302 | ORGCHART 10 VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

Choose the “High Resolution” for the resolution and the “Dynamic Resizable” — If you do NOT have any dotted
line reporting relationships in the software. “Static Bitmap” — If you DO have dotted line reporting relationships
in the software. Click next.

& Publish Wizard x

Choose the parameters of the image, which will represert the organizational chart inside the
publication. Selection of Metafile with "Madmize chart area” gives an image that can be easily
resized an the final output.

PDF Resolution:
Low Resolution {small PDF)
Medium Resolution {medium PDF)
I High Resolution flarge FOF) I

PDF Treatment:

Static Bitmap
Dynamic Resizable

< Back Mext = Cancel Help

Browse out to save the chart on your desktop or SharePoint. Click Next.
] Publish Wizard x

Choose the destination file path.

C:\Wsers\Jenny Ortega'\Desktop\OrgChart Excel File\Chart 1.pdf

Browse...

Create the destination file for each division

OrgChart

< Back et = Cancel Help

Click next, Click next and Finish

The Top of the Chart:
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rC‘)rg_Chart S B

Fam AL
0L

1, 0L
S, L

L 4 L 4

The section of the OrgChart that | want to publish and only see that section:

Compamy S2ats | Mumber
Haabunnt [

(OrgChart ot o 2
« ol Vot Parruie B

Total Farrab Salry S, L K

Avra P Sy £, AL (K1

Tl Mk [

Total Ptk Sy SRR

Avra Mok Sy £, AL K1

Tital Oy Pisitios: a

What you see when published out with the “Division and Below” Option:

" Company Stats Number
[E)rggl]a[fg e .

Total Female Salary | $450,000.00
Average Female Salary | $75,000.00
Total Male [
Total Male Salary $450,000.00
Awerage Male Salary $75,000.00
Tokal Open Positions ]

The VP of Marketing is now the top of the chart with the direct reports below and any one that indirectly
reports up to VP of Marketing.
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PUBLISHING AN ORG CHART TO POWERPOINT

To publish out to PowerPoint, go to file menu and publish. Choose the PowerPoint option, click next

Bl Publish Wizard x

Select the destination application that you want to publishing to

Interactive PDF
Web Pages HTMLS
Fash

Image File
Microsaft Word

Microsoft Visio

Nexd > Cancel Help

Choose your scope that you want to publish out. The Current chart is everyone in the Organization. The active
sheet is just the page that you are on.

& Publish Wizard x

Select the source content to publish from

Chart Contert

Artive Shest

OrgChart

< Back Mest > Cancel Help

Choose if you would like to add any of the below options.
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Publish Wizard X

Configure the Index page with a title. table of contents, and your choice of a key field for the index:
page.

[ Hinclide Tille Page!

Tie: Chart 1

[Include Corterts Page

["1Show division title [ Show division manager’s manager

[include index page
Index: 127 Person ID 8 ¢ Ascending Descending
[ Apply template file

Template | ‘ l:l

OrgChart

1
| cBock | [ Mes ||| Cacd || Heb

Choose the Metafile and Maximize chart area, click next

& Publish Wizard x

Choose the parameters of the image, which will represent the organizational chart inside the
publication. Selection of Metafile with “"Maximize chart area” gives an image that can be easify
resized on the final output

) Bitmap image
'~ Mictafile:
Maximize chart arsa

OrgChart

—
| ek | | Mews || cancsl | M |
] ]

Once the publishing is finished the PowerPoint will be centered on the slide for you.

“ HOME INSERT DESIGN TRANSITIONS ANBATIONS SLIEE SHOW REVIEW VIEW ACROBAT
i X 5] [Eliayma-

Paste

Cliphoard 12
s 5 4

. =1 "
# K r(:jrg(;har:
= B
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ADDING 9 BOXES IN YOUR ORG CHART WITH SMART FIELDS

To add 9-boxes into the OrgChart Software, you will first need to create your OrgChart from the data source.

After you have the OrgChart created you can then create a rule to display the graphic in the box.

To create a rule, you will go to the data tab, click on markers and select “manage rule”

DATA DESIGN VIEW HELF

PG & @ | EE e

itional Markers | Reports Fast Dynamic | Export Export Compare Compare Track
atting Reports Reports | Wizard Summary Fields Tool to Active | Changes
e Markers *

8-081 Attach marker to the existing report. You can create new report by using the menu "File/Reports...", or use "Manage
Reports..." button. Afterthe marker is attached. you can apply Active marker to the chart. This apphy would change

Liutl  the color of the boxes, which meets the criteria, specified in the report, and optionaly update the selected data field
value.

+| Display markers’ signs aver the boxes.

Rule name Chart Marker attach... Marker Active  Marker sign

Manage Rules...
Filter criteria from Sign options...
the report:
Close Help
Click on “New Rule”
Rules properties x
Bxdsting rules
9 Box-Level 3 Mew rule
Delete rule
Rule structure
B9 Box-Level 3:
Add criteria...
Toggle logic
Details
Cancel
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Select “Add Criteria” and choose the criteria for the 9 box and click ok, ok again.

X
Existing rules
9 Boxlevel 3 New rule
Delete rule
Rule structurs
----- 9 Box-Level 3:
Add criteria...
E Criteria x
Find what: 3 -
Toggle logic
Find where: Level -
Comparison: Equal to M
Cancel Cancel

Once the rule is set up you will need to go to your data tab and select the “Chart Data Set”
HOME GROUPING INSERT PAGE LAYOUT DATA DESIGM VIEW HELP

T_ﬁ ﬁﬂ?f‘« &5 Resync Data E‘@ :... E E 3

fo Resync Properties

Import Chart Automation Manage Conditional Markers | Reports Fast Dynamic | Export Export
Data Set Rules Formatting Reports Reports | Wizard Summary Fields
Import & Configuration Rules Analyze Export

Click on New and name the new field that shows up.

=] Chart Data Set x
MName Type Visible Displayname Fommula Format o] New
Slls_1 o Text o g Add Predefined...
Skills_2 abe Text O O
Skills_3 abe Text O a Delete
Email & Link O O
Monthly Salary 123 Mumeric O O T Set Title
Hourly Pay 123 Numeric O O 7
Color abe Text O a
Certification Current abe Text O O
# of Trip Taken 123 Mumeric O O T Move Up
Levels abave 5 Calculated O O >
Levels below ¥ Calculated O O ¥
Current level ¥ Calculated O O ¥
Headcount 5 Calculated O O >
Span of Control 5 Caloulated O ] >
Median Span of Contral ¥ Caleulated O O ¥
Average Span of Control ¥ Calculated O O ¥ Cancel
R T 0 o
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You will change the type field from “text” to “smart Field” From there you will need have the display as a image
smart field and select the “add new”

E Indicator options 4

Display Image smart field -

Cancel

Indicator tems

Add new...

The indicator Item will pop up and let you select the rule you created and browse out for the data graphic.

E Indicator Item *
Select rule Indicator image value
9 Box-level 3 - Browse...
Manage rules. ..
59x64

[=- 9 Box-Level 3:(Level Equal to :

. Level Equal to 3 Indicator test value

Font style...

< > Cancel

The graphic is located in the library that is installed with the software. It will come up when you click browse.
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Open x
™ <« OrgChart Professi... » SmartFieldlcons v O Search SmartFieldlcons p-]
Organize ~ New folder =~ M@ o
New folder ) i "
£3 Dropbox (OWS)
¢& OneDrive .
5 This pC 1-1-8box 1-2-9box 1-3-9box 2-1-9box
[ Desktop i
Documents
& Downloads
J’i Music i
[&] Pictures 2-2-Sbox 2-3-9box 3-1-8box 3-2-9box
B Vvideos . .
% Local Disk (C3)
v v
File name: |1—3—9box V| All supported formats =

Once the graphic is linked to the smart field you can click “ok” and “ok” again

E Indicator [tem x
Select rule Indicator image value
9 Box-Level 3 - I Browse...
Manage rules. .. | Clear data
G4utd -

= Q_Box-LEVEI 3:(Level Equal to

‘... Level Equal to 3 Indicator text value

Font style. ..

< > 0K Cancel

To create different 9 box graphics to display in the boxes you will need to go through this process multiple
times. You will want to create individual rules for each of the 9 box graphics you want to display.

Here is a sample of what your indicator items should look like:
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E Indicator options *
Display Image smart field - oK
Cancel
Indicator tems .

i-1 -~

=1 Move down

31

22

12 Add new...

32 Edit...

3 Y Remave...

£ >

You will want to uncheck the “visible” option and then click ok
[ Chart Data Set x
Mame Type Visible Displayname Formulz Fomat ~ New
Skills_:l abe Text O O Add Predefined...
Skills_2 abe Text O O
Skills_3 abe Text O a Delete
Email & Link ] O
Monthly Salary 123 Mumeric O O ¥ Set Title
Hourly Pay 123 Numeric O O ¥
Color abe Text O O
Certification Current abe Text O a
# of Trip Taken 123 Mumeric O O 7 Move Lp
Levels abave 5 Caloulated O a >
Levels below ¥ Calculated ] O ¥
Current level 5 Calculated O O 5
Headcount > Calculated ] O >
Span of Control ¥ Calculated O O ¥
Median Span of Control 3 Calculated O O ¥
Average Span of Control ¥ Caleulated ] O ¥ Cancel
3 Box-Level 3 Sf Smart field | | O > v hel
oelp

4

Once you are all set with you 9 box graphics you can go to your data tab and select the “conditional formatting”

FILE HOME GROUPIMNG INSERT PAGE LAYOUT DATA DESIGN VIEW HELF

ﬁ ,th%“ &5 Resync Data ’E‘EI I_E'El :.. E__I E__! E;!

f& Resync Properties

Import  Chart  Automation Manage Conditional Markers | Reports Fast Dynamic
Drata Set Rules Formatting Reports Reports
Import & Configuration Rules Analyze

You will select “add new format”
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Conditional formats X

A Conditional Format consists of a box style, the box data layout and a nule {condition). To create a Conditional Format press the
button "Add new format..." and you will be prompted to:

1. create the condition ( rule ) that tells when to apply format and 2. design or choose the box style.

Primary set - Add new set of formats...

|:| Add new format ...

From selection...

From style...

[ apply the default format if box does not meet any rule

[C]Enable conditional farmatting Cancel

You will select the rule that you want to use within the conditional format.

Select existing or build conditional format rule x

9 Box-Level 4

9 Box-Level 3

(Level Equal to 4)

Manage rules... Cancel

You will need to reposition the cell positioning to make room for the 9 boxes. For the column in boxes you will
want to switch it to “2” then move the name, title or any other information you have displayed currently in the
chart to be moved over to the right hand side using your = within the cell positioning
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E Box format
Define Layout Define style

127 Emp ID o Use mouse click to selec{stelr:;osn:fgglgcgﬁg. Hold Cid key pressed to
abc Department

127 Decision_Maker

F% Date_of_Hire =Employee Name=:

abe _sre_lsAssistant <T|t|e .

E Supervisar

127 Supervisor_Emp_ID

127 Level

$ Salary

abe Location 5 " . I

* Cell alignment Display options Cell positioning

© Photo Fort Style...

- E‘L’_tfgi—"“e-j =[=|= Show field tile .

— Draw empty photo ii (=]

abe Dotted_line_2 TI=l= Word wrap &

127 DL-ID-2 Hide empty
abe Diversi Multiline

.‘?TS::rr:_I:::_Job v Bottom line Columnsinbox: | B |2
< > Shading...

Cancel

You will want to merge the 9 box with

the cell below and click ok

E Box format
Define Layout Define style

2be Computer ~ Lse mouse click to select the formatting cell. Hold Cir key pressed to

s Skl Dl select several cells

abe Skills_

abe Skills_2 )

abe Skills_3 ;<9 Box-Level 3 Employee_Name:=:

& Email <Title=

123 Monthly Salary

127 Hourly Pay

abe Color

abe Certification Current

127 # of Trip Take!

Z Le:elsnapbc::e n Cell alignment Display options ~ Cell positioning -

Z Levels bel Fort Style...

s Eves le""‘l =[=|= Show field title _

Current level = Draw empty photo

Z Headcount T == Word wrap

Z Span of Control Hide empty
Z Median Span of Contr Muttiline _ Ve -
¥ Average Span of Con' ¥ Battom line ERmuss z
< 3 Shading...

You will want to check off the enable the conditional formatting and/or apply the default format if box does

not meet any rule.
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Conditional formats

A Condtional Format consists of a box style, the box data layout and a rule (condition). To create a Conditional Format press the
button "Add new format..." and you will be prompted to:

1. create the condition { rule Jthat tells when to apply format and 2. design or choose the box style.

Primary set -

Add new set of formats...

9 Box-Level 4 Add new format...
9 Box-Level 3> Edit formt...
H Edit rule...
Remove...
From style..
< >
Apply the default format if box does not meet any rule
Enable conditional formatting Cancel
After Applying the conditional formatting your chart will look like the below:
&*
Karina Seinfetd || I
Chief Operating
Officer
El
[ P S = | |
Jeffrey Sakrani | /| | Ash Gorakpiraia [ | | | ! Lee Zeretsky Herbert Lom
Operations = o Chief
Manager Ll || rConsultant ] QcC Team Lead Inspecteur
S .
A 4
|
Russ Holt | Joline Sekel
Computer . Quality .
Operations e Assurance -
Specialist Analyst
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MS SQL IMPORT PROCEDURE FOR ORGCHART PROFESSIONAL

You have to follow several simple steps, as described below, in order to import data from MS SQL server to
OrgChart Professional.

IMPORTANT! Please, remember to consult your DBS administrator staff or other person responsible to
administer DBS server before trying to import data from MS SQL Server.

STEP 1. INTRODUCTORY SCREEN

(Self-explanatory step, which can be always skipped)

2] Import Wizard EJ

OrgChart The Import Wizard will guide you through the process of importing data from outside sources
into your organizational chart,

Using this wizard you can create an entire chart From imported data, or simply add to an existing
chart.

There are some basic kevs to remember when preparing data for import. Boxes in the chart are
connected based upon supervisor-subordinate relationships. IF these relationships exist in the
data being imported, then they will appear in the chart. If these relationships are not specified
in the data being imported then the data will be imported, but boxes will not be connected,

Bowes can abways be connected after the Fact, but it is easier to specify the relationships in the
data being imported,

| Next > I Cancel Help

STEP 2. CHOOSING DATA SOURCE TYPE.

At this step you have to choose “Microsoft SQL Server” option.

fa) Import Wizard m

In this step vou wil use the Tmpart Wizard ko choose Frarn where the daka will be imported.
Mate:! Depending upon your chaice other steps of the Wizard will be looking differenthy.,

" Microsoft. Excel File

" Comma Separaked Yalues (C5Y) File

" Microsoft Qutlook Cortacts

" OLE DB DataSource

" Lightweight Dirsctory Access Protocol (LDAP) DataSource
" ¥ML Document (OrgChart Professional Schema)

e

" Oracle
" Microsoft Access

< Back Mext > Cancel Help
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STEP 3. SQL SERVER CONNECTION PARAMETERS.

This is the trickiest part. You have to know exact SQL Server connection parameters and access credentials.
Your DBS administrator should provide you with all information necessary.

Ofg Chart At this step vou nesd to specfy parameters which ars required to connect to detabase,

DB3 Sarver Name:

| server,engneering bocal

Initial catalog:
[ocr

Log on settings:
™ Use your current logon
' Specify custom username and password:
Username:
] OCP_USER

Passward:

1 e

+ Back I hext = i Cancel Help

DBS SERVER NAME:
Exact short or fully qualified name of DBS server. It could be presented in the following forms (names
are imaginary and should be replaced by correct data when used):

e SQL_SERVER
e Sql_server.domain.local

e Sql_server.domain.local\dbs_named_
instance

INITIAL CATALOG:
Most of DBS is capable of hosting several databases. You should indicate which database you wish to connect
to.

For instance: DBS server with name “SQL SERVER” hosts 3 databases — “accounting”,

n o u

“marketing_data”, “security_logs”.

You should enter “accounting” ( without prentices ) in “Initial catalog” field, if you wish to import data from
“accounting” database.

LOG ON SETTINGS:

This allows you to enter specific credentials to gain access to database or use your current logon. “Use your
current logon” option can be used if desired DBS and database are configured to accept Windows integrated
security credentials. Most commonly, this option is used in Windows Domain network environment or when
connecting to locally hosted DBS, which persists directly on user’s computer.

“Specify custom username and password” can be used if specific credentials are required to gain access to
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the desired DBS and database. Username and password are provided by DBS administrator staff.

STEP 4. SELECTION OF SOURCE TABLE

At this step you can select desired table which will be used as data source. Procedure for this step is absolutely
identical to any other strictly structural data import options, like MS Excel, MS Access, etc.

2] Import Wizard @

Choose the data table to import From and verify that OrgChart Professional is bulding the chart
hierarchy correctly.
fyvaliable tables:
~Table overviews ——
-~
PointF Columns: 26
FresantabonScope Z Records: 24
PrintPanslata
@ | [+ First data row contains column names
Mame Title Photo Division Supervisor | Phore_Office | E_Mail_OF A
Bob Smith CEC face 7.jpg My Comparry
Ben VP Ops Face 40.jpg  Ben's Division  Bob Smith
Cp1 Ben's Division  Ben
Cpd Ben's Division  Ben v
< >
Status: Ok
<Bark Next = Cancel Help [

STEP 5. HIERARCHY BUILDER

At this step you can validate if hierarchical relation of imported data has been successfully predicted,
or specify hierarchical relation rules manually.

] Import Wizard g]
OTQChart | atthis step you can modify autodetected chart hierachy or establish hierarchy manually by
selecting correct "Position” and "Reports To" columrs,
I Define chart hierarchical structure: |7 chart -~
2 Bob Smith
Position: ]Name :J . Ben
2 opi
Reports ta! ]SLmrviﬂ:I' ﬂ A ops
D op9
Name Title Photo Division | o O op2
Bob Smth CEO face 7.jpg My Company D op3
Ben WP Ops face 40.jpg  Ben's Division 2 opt
op 1 Ben's Division ‘1 on5
opB Ben's Division i
opa Ben's Division < Op
opZ Ben's Division 2 op?
op3 Ben's Division & 2. Harry
< | » D, Accountant 7
< Back | Mot » I Cancel Help
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STEP 6. DATAFIELDS CUSTOMIZATION

At this step you may customize which fields should be imported, validate or manually indicate data types and
set initial visibility of fields in boxes

In this step, you will use the Import Wizard b manuslly select the imparting tahles For the
OrgChart hi il use the ard il select the ables for th
database ke sources. Also, you will specify the data fields which will be imported,

Name Type | Wisible | Display name [T

. one B O |
| Tite [E Text (] O Add Predefined. ..
& Phato 5 Text (] 0 Delete
| Division 5] Text ] 0
| Supervisor L3 supervisor ] | Set Tite
7] Phone_Office 5] Text ] (| ST ;
-] E_Mail_Office  [5] Text ] 0 ! e
| Headcount [] murneric a a Hrse
| Team_Budget % Currercy O a —‘
%] Selary Currency a O e
$] Load (2] Mumeric (] O & g
< > Move Down

< Back Mext = Cancel | Help I

STEP 7. DIVISION CREATION POLICY

At this step you may set how imported data should be split into divisions. You may choose where imported
data should be inserted using “Import data to” options.

[01(sT@ Tl | specky the destination where the chart il be created. It coud be 1.) a new, separake
document, of it could be 2.) a separate new chart within the current document or 3.) or it
could be data within the existing, current org chart.

Create divisions:

semicclons or commas. Example: 2,46

Enker level numbers, separated by

" Every

" Using field Hes ¥ I

Import data b
% hew Project
1= isvthar
«

< Back Next > Cancel | Help
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STEP 8. “READY TO GO”

Data gets validated and inserted into chosen destination after you press “Next” at this step.

*3 Import Wizard

The Wizard is providing you with progress information. ..

Prograss report:

‘Wizard controller reparts no emrors
Wizard pracessor is ready ta be executed

Cancel Help

STEP 9. FINAL SCREEN

Procedure results are displayed at the end of import. Any import errors are listed here, if there were any
during the procedure.

2] Import Wizard

The Wizard is providing you with progress information. .,

Progress report:

Wizard controller reports no errors
Wizard processor is ready to be executed
Processing data...

Success

| _ rnee |
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CREATING A PREFERRED BOX STYLE

To add a box layout to a preferred style to use on new charts. You will first want to create a box layout by right
clicking on a box, go to properties format the box the way you would like and apply to the entire chart.

B Box Properties x
—
Edit Data/I’ Define Layout | ShapeStyle | Borderand Fill |
127 Emp ID N Use mouse click to select the formatting cell. Hold Cirl key pressed to
abe Department
123 Decision_Maleer _ .
% Date_of_Hire =Photo> & <Employee_Name>
abe _5rc_|5jﬂ55i5tant Title>
E Supervisor ;
127 Supervisor_Emp_|D Salary: =Salary=
123 Level
abe Location
abe Dotted_line_1 " - . -
123 DLAD-T Cell alignment Display options Cell positioning
b )
i Dofted Jine_2 =|=|=| | [Tshowhedttie [
123 DL-ID-2
o ["] Draw empty photo
abe Diversity EEE Word wrap
127 Years_in_Job [|Hide empty
% Start Date Muttiline _
121 Age e Bottom line Columns in box:
< > Shading
[ Set this layout as a default forthe new boxes.
Apply To
[- | () Entire Chart | () Current Division
[ ok ]| canea || Heb |

Once you have the box formatted click on a box and go to the design tab, click on style and select “add to
preferred style” From there you can rename the style of box and it will be stored as a template for you to select
for a new chart.

Predefined box styles *

Box style preview List of available box styles

pernifers I

Box Format # 0
Box Format # 0
Box Format = 0
1 Title Box Format # 0
Box Format = 0
Salary : $100,000.00 Texture style 1
Texture style 2
Texture style 3
Texture style 4

~ Apply options

Style 1
Scope: Style 2
() Selection Style 3
[ e ot | Stje 3
() Cumrent Division EMF A 5 v
() Division and below
| Rename | | Delete |
fFmeets e pg ot use rule wher = [ 1Set as a default for the new boxes
Renew fields mapping
For levels: Al levels -
| Apply format | | Close |
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Once you import a new chart and would like to apply the box style to the chart you can import the data, go to
the design tab and click on the “preferred styles” and select the box style, apply to the entire chart and click

“apply format”

Predefined box styles

Box style preview List of available box styles

"

Box Format %0
Box Format # 0
Box Format %0
Box Format # 0
Box Format # 0
Texture style 1

’ Title

Salary : $100,000.00

Texture style 2
Texture style 3
. Texture style 4
Apply options Style L
Scope: Style 2
Selection Style 3
Current Division EMP 5 = v
Division and below
Rename Delete

fFmestsmle Do not use rule wher = Set as a defautt for the new boxes

o vl Renew fields mapping
or levels levels -
‘*
Before:
Michaal Burnatta
CED
I [ [ I
Allison O Taoole Dan Allen Kewin Kastla Karina Seinfald
Sr WP of Manager of Director PFroduct Chief Operating
Enginsaring Marksting Enginearing Officer

After:

Michmal Bisrmatis

CEQ

Salary : 541,110,000 30

=]

allisen 0°Toole Dan &llen

I
ﬁ Kevin Kastle
L
ia Ceractor Product

&r WP of Engineering Managesr of Marksling

Enginaering

Salary © 51 50,000,00 Savary ¢ FI00000,00 Salary © $150,000.00

Q

Harina Sweinfeld

Chesl Jrparatling
Crifcer

Salary : $150,000.00

¥
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CREATE A BACKGROUND TEMPLATE FOR YOUR ORG CHART

To create a background template in the OrgChart software go to your view tab, master page. From there you
can use your components tab to put legends, logos or color the background.

Go to your view tab and master page

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DESIGMN VIEW HELP

| Designer Report show Grid Levels Q Q Q Fit to Window ~ [ windows
Orphans -/| Show Rules TH Reset Layout | [levell - [} Thumbnail
Normal L:;: i page | [ Position Detail Track Changes [«| Show Status Bar [&[& 100% Zolﬁm Zgz;n S.:Fri‘eln
Views Show Chart Zoom Window F

Underneath Chart design within the components tab you can browse out for logos or put legends into the
master page:

FILE HOME GROUPING

v Designe

MNormal Print  Master
Layout Page

Views

| Pasition

Chart Design v x
IComponents I

Paosition Assistant

T o

Multiple 3 Positions

= [

— —

= {—]
Laff

Dynamic
Connector

Shapes
AutoTexts

You can also put a field name to display things like department, headcount, any field that you have brought in
from your data source or that is pre-defined in the software.
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Chart Design - % Demo-% Box-step 1 X [

Components
Position Assistant

T T

Multiple 3 Positions

Text block Staff
—

Team Frame Image

Headoourk
Span of Contrel
Tkl Female

— Tokal FemaleSalary,
FecrageFemale Sal

egend Image  Dynamic ! Toaal Male

Connector 4 Tickal Male Salary|

Aerage Male Salary

Tokal OpenPosiions

Table Chart

If you wanted to color in the background you can Right-click anywhere in the white, go to background and the
fill style.

Har=w Yirs
el Livad irm
bl Egga

O28

o o i
. eap borid
«  Towwn Bpdoy il s s B
e

Fimiin

i Faie CIfi=K
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) Fill Style X
Culu-/ Gradient r Pattern r Picture ]
~Colors ————  Transparency ——————————————————— Apply To:
Start Color Start Color: ——F———— Selection
End Calor IE' End Color: Entire Chart
(+)Cument Division
i s:r;a;:ije [ Sample Division and below
() Horizontal

| Diagonal down

| Diagonal up
() From center

After you are done setting up the master page, you can go back to the view tab and click on normal

HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN I VIEW IHEI.I’

Designer ] Report ] show Grid Levels Q Q Q Fit to Window ~ &7 Windows ~
Data and Divisions | | Orphans Show Rules I Reset Layout [ Thumbnail
Print  Master . . 100% Zoom Zoom Full
e Position Detail ["] Track Changes Show Status Bar (& [& n Out Screen
ews [F} Show [F] Chart Zoom F] Window [F]
= 1
ke at
r@rgC hart ot o .
: ot Farna ]
Total Farna Sy 025,00 00
1 n [ ——— S50
n Tosd Pt 16
n Vol Pl Sy 1,000
[ Avriap Mtk Sy 8,18 00
Tosal Cpan Punkiors. i
=
] open

At the point you can save your template to access for new charts by going to file, save as project template.
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~ B v
©
Save As m
n = Compuler
E_\rj Camauter Fgcert Fridery
= e e (5 soe 2 S
) ek Sgven: L OsChas Bel Fle - OF 2O
o B 1 Blew felden
] Hew 4§ <
CUR | Recent Places
Pt Desktop
e
Litwasies
wrzuse A
Computer
.
Metwork
Fie name: Orglhant1 - Save
Seve sanpe o B T
{Save Subrtharts Proyect Templites [ oeg ]

Now you can go into the design tab and browse out where the templates are saved and apply it to the charts.

FILE HOME GROUFING INSERT PAGE LAYOUT DATA I DESIGN I VIEW HELF

@ & [& &)

Theme Background Border Show
- - Background

Chart

Chart Design v X B Project Templates X
Components L, I o
s
AutoTexts 1-Introduction 25 boxeson 30 boxes with =
. - - - purple gr...  the applied...
= =
ChartTitle  Division Title 31boxes 33 boxes with Absinth theme
If'\l against a...  wvarious arr...
o
Creator Name Organization
Advanced — Base Dataset Blank Project
5 @ Dataset
®© S

Eﬂ
Eﬂ
E

L)
5]
5

Current Date  Current Time

s 1

| Options... |I| Browse .. | 0K || Cancel
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ADDING A LABEL/FIELD TO THE BOXES IN THE CHART

Do you want to add a new field to your org chart database? Fields can only be displayed on an org chart box if

they are already present in the database (Chart Data Set).

Assuming it does not already exist, you can add a new field to your org chart. To add a label to a box within the
OrgChart you will want to start with adding a field to the Chart Data Set. The Chart Data Set is located in the

Data tab.

=]
=l Li,
=l )
Chart [ n
Data Set

HOME GROUPING INSERT PAGE LAYOUT DATA DESIGN

VIEW

STEP 7. DIVISION CREATION POLICY

PLAMMNING HELP

& Resync Data :.. E E EE

% Resync Properties

Manage Conditional Markers | Reports Fast Dynamic | Export Export Compa
Rules Formatting Reports Reports | Wizard Summary Fields Tool
Import & Configuration Rules Analyze Export Ce
it O @] Chart Data Set x
nents| | Name Type Visible Displayname Formula Format e New
Sidls_L e Text | | Add Predefined. .
:| Skills_2 abe Text O O
Skills_3 abe Text O O Delete
ion Email & Link ] ] =
i Monithly Salary 123 Numeric O O 7 Set Title
El Hourly Pay 123 Mumeric O ] 7
Color abe Text a a
ple Certification Current abe Text O O
= # of Trip Taken 123 Numeric ] ] 7 Move Up
= Levels above ¥ Calculated O O b
= Levels below ¥ Calculated O O ¥
tock Current level ¥ Caleulated a a z
| Headecount ¥ Calculated O O b
% Span of Control ¥ Calculated O O b e |
ame | | M4SN of Control 3 Calculated a a x
Ay an of Control 3 Caleulated e I_D_l O b Cancel
— Unnamed abe Text “ O v Help

Click on “new” (You can name the field if you would like or keep it unnamed) you will want to uncheck the

visible option so it does not add the field into the chart yet and then click “ok”

It will ask you if you want to put the field out to the chart. You will want to say “No”

OrgChart Professional

Apply default data fields layout to all boxes in chart?

Some boxes have custorn data fields layout. If you choose "Yes",
all boxes in chart will have default fields layout, as defined
in "Chart Data Set" dialog. If you choose "MNo”, changes will not

affect boxes with custom layout.

Yes
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Once the field is added you can the Right-click on the box that you would like to add the field to and go to
properties. If you scroll all the way down on the left hand side you will see your unnamed field at the bottom.

E EBox Properties x

Edit Data Drefine Layout Shape Style Border and Fill

abe Intemal_Extemal A Use mouse click to select the formatting cell. Hold Ctd key pressed to
select several cells
abe Computer
abe Skills_1 )
abe Skills_2 nployee Name= <Location=
al; Skills_3 <Title=>
' Email ; i ;
123 Monthly Salary ount: <Headcount=:Span of Conftrol. <Span of Col
123 Hourly Pay
abe Color < >
b Certrflc.atlon Cument Cell alignment Display options Cell positioning
121 # of Trip Taken Font Style...
% "L:"e:s Zbr"'e === Show field ttle 1t _
VEIS DEloW — Draw empty photo 4= =
2. Curent level === Word wrap &
Z Median Span of Contrc Hide empty
Average Span of Cortr Muttiline _ -
v Bottom line Columns in box: |2 -
s 3 Shading...
Set this layout as a default for the new boxes.
Apply To:

Entire Chart Cument Division

You can then drag the unnamed field to the main area and add it where you would like. Once in place you can
add a bottom line to separate out the field as well as format the field however you would like with different
fonts or bolding of the letters

[ X

Edit Data Define Layout Shape Style Eorder and Fill

abs Critical Position Py Use mouse click to select the formatting cell. Hold Cir key pressed to
select several cells

abe Intemal_Exdemal

abe Computer

abi Skills_1 nployee_Name= =Unnamed=

abe Skills_2 <Iitle> <Location> =i

be Skills_3 Arial

O bol unt_ <Headcount=:Span of Control. <Spanof (| ™

, € Arial

123 Monthly Salary i O Arial Black

; S°|”m" Pay < >| O Arial Narrow

abc CD D’r;' on Cu Cell alignment EILE, Cell postioning ' Arial Rounded MT Bg
j : etfication Curent Fort Style... 0 Arial Unicode MS
121 of Trip Taken === Fra—— 1 O Baskerville Old Face
¥ Levels above — Draw empty photo Lm - |0 Bauhaus93

% Levels below T1=El= Word wrap * 0 Bell MT

% Cument level Hide empty B Preview:
¥ Median Span of Cortre [utfiline :

- i B Underi
% Average Span of Conti v = Columns in bax =neenine
< > ahading... Strikeout
Set this layout as a default for the new boxes. Fil Style... AaBbYyZz
Apply To: Background...
Selection Entire Chart Cument Division

Cancl Caampy I
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To fill out the information you can go into the “Edit Data” tab within the properties find the unnamed tab at
the bottom and type in the information

B EBox Properties *
Define Layout Shape Style Eorder and Fill
MName Data
abe Skills_2 Budgeting A
abe Skills_3 Public Speaking
¢ Email Allison. O Toole@acme.com
123 Monthly Salary 2,000
123 Hourly Pay 1]
abe Color red
abe Certification Current Y
123 Hof Trip Taken 5
> Levels above 1
¥ Levels below 0
¥ Cument level 2
% Headcourt 1
2. Span of Cortrol o
2 Median Span of Control 0
s Unnamed
Apply To:
Selection Entire Chart Curmrent Division
o] [t

Then apply to the box or scope for the chart and click ok.

Before:
Michasl Burnatta
CEO Canada
Headcount : 41 Span of Control © 4
| | = | |
Allison O'Toole Dan Allen Kevin Kastle Karina Seinfeld
SrvP of Manager of Director Product Chief Operating
Engineering L Marketing (FENES Engingaring IR Officer e
Headcount: 1 Spanof Control; 0 Headcount: 16 Span of Control ; 4 Headcount: 15 Span of Control ;: 6 Headcount; B Spanof Control : 7
After:
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Michael Burnette
CEO

Headcount : 41 Span of Confrol @ 4

Location:
Canada

=
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Allizon O'Toole Location:
Sr WP of
Enginaaring =

Headeount: 1 Span of Contral @

|
Dan Allen Location:
Manager of
Marketing EEanos

Headcount: 16 Span of Control @ 4

Kevin Kastle Location:

Diractor Product

Enginaaring FE0

Headeount: 15 Span of Control

Karina Seinfald Location:
Chiaf Oparating
Officar U

Headcount: 8 Span of Contral @ 7
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HOW TO CHANGE BOX SHAPE FOR THE ENTIRE CHART

To change the box shape within the OrgChart Software you will want to Right-click on any box, go to

Add Position Altra
Add Assistant

“Properties”

% T3 Select Al Disconnect from ¥
& Find
Make Diwision ]
v Agsistantr | 43
Editing Co-Managers Group ]
WVertical Group k
7 g 5, 8 Cut Shitt+ Delete
By Copy Chrl=C
Ty Paste Chrl=Vv
] > Delste Delete
&% Replace person....
in Koste g _____ Karina Hide
aduct Enginsering Chiat Cpst
=]
E 2 1 Format

arrange Style

Arrange Subordinates
Arrange Assistants
Wigww

Layout

Properties... Alt=Enter

Once you are in the Properties, you will go to the “Shape Style” tab at the top, select the shape you want to
apply to the chart and select Apply To: “Entire Chart”

Michael Burmetle
CED

=]

[ [
Allizon O'Toole Dan Allen
SrWP of Enginasring Managsr of Markating

Kavin Kasile Karina Sainfald
Diractor Product Enginaaring Chief Opearating Officar
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Box Properties

Edit Data | DefineLayout/ ShapeStyle | Borderand Fill |

Rectangle Folder Shape  Round End Right  Arc Shape Left Star 5 rays

Rounded Sguare Rounded [Round End Left Oval Star 8 rays

Rectangle Right

Chevron Square Rounded  Arc Shape Right  Double Rect

Left
[I Apply To: |I
I (1 Selection () Current Division
[ ok || coneel || heb

Michaal Burnatis
CEQ

-o
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Editing |

Pl T

" “Karina Seinteld
Chief Oparating Officer

Allison O Toole
&r WP of Enginearing

Dan Allen
Manager of Markatlng

Kevin Kaste

Director Product Engmarln

3]

Karina Seinfeld
Chief Clparallng Officer
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HOW TO CONCATENATE (JOIN) TWO FIELDS IN THE ORGCHART

There may be times when you have two fields that you want to put together. A possible example would be
separate fields for first name and last name. If you would like them joined to show a single field with both first
and last name this can be done using the Concatenate function in the Chart Data Set.

To concatenate fields go to the data tab and select the chart data set.

Jacque
Rose
=
Tim Lisa
Butler Franco

HOME  GROUPING  INSERT  PAGELAYOUT | DATA | DESIGN  VIEW  HELP
et = #4 Resync Data e = =) =
N] & = & BB

f& Resync Properties

Import  Chart Automation Manage Conditional Markers | Reports Fast Dynamic
Data Set Rules Formatting Reports Reports
Import & Configuration Rules Analyze

Within the chart data set up will select “New” and type in the name of the field you would like to title it.

&l Chart Data Set x
Mame Type Visible Display name Fomula Format New
LAST_NAME abe Text O O 7dd Prodefined.
FIRST_NAME abe Text O O
TITLE abe Text a a Delete
REPORTS_TO_NAME = Supervisor O O ¥ =
#] NAME & Name a 7 Set Title
Levels above ¥ Calculated | | >
Levels below > Calculated | | >
Current level ¥ Caleulated | | ¥
Headcount ¥ Caleulated | | ¥ Mave Up
Span of Control ¥ Caleulated O O ¥
Median Span of Control 3 Calculated a a ¥
Average Span of Control 3 Calculated a a ¥
e R O

oK
Cancel
Help
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From here you will select the “type” field drop down and switch it to the concatenate option and choose the

fields you wish to concatenate and click “ok”

=3 x
MName Type Visible Displayname Formula Fomat New
First Name abe Text a 2dd Predefined...
Last Name abe Text O
Division 5 Calculated O a ¥ Delete
Supervisor i
\WES Code E Formula Field b4 Set Tle
Photo Operation Figld 1 Field 2
Phane Concatinate First Mame hd Last Mame
eMail
Headcount Mave Up
Span of Control
Total Salaries Cancel Help
Salary — - — —
Load 123 Numeric O ] 7
Loadeount S Calculated O O >
Mate abe Text O O
Area of Responsibiity abe Text O O Cancel
Full Name: . Concatination LI a z Help

You can select the visible field if you want to put the new field out to the existing boxes in the OrgChart. If you
do not want to display the new field uncheck the viable and click “ok”

&l

Chart Data Set

MName

LAST_MNAME
FIRST_MAME

TITLE
REPORTS_TO_NAME
#=] NAME

Levels above

Levels below

Current level
Headcount

Span of Control

Median Span of Contral
Average Span of Control
Full Name

Type

abe Text

abe Text

abe Text

E Supervisor
a MName

> Calculated
¥ Calculated
¥ Calculated
¥ Caleulated
% Caleulated
% Caleulated
% Calculated

Visible

oo

EOO0O0O0O0O0O0EOO

Display name Formula  Format

|

O

O

o =z

O 7
o =

o =

o =

o =

o =

o

o =z

o =z

New
Add Predefined. ..
Delete

Set Title

Move Up

Cancel

Help

Your new field should look the below:
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HOW TO MAINTAIN PAGINATION FORMATTING

When you imported your data, you likely specified pagination, or how the chart was to be broken down into
levels and Divisions. After import, if you made manual changes to these Divisions — either by dismissing them
or adding new ones — you most likely do not want your manual changes being wiped out. The program’s resync
function will certainly recalculate your page breakdown unless you turn it off.

Before resyncing you will want to make sure that you have the box formatting set within the box properties.
Right-click on a box, go to properties, select the “set this layout as a default for the new boxes” Apply to the
“entire chart” Click “ok”

E Box Properties b4

Edit Data Define Layout Shape Style Border and Fill -

121 Emp 1D o Use mouse click to select the formatting cell. Hold Ctrl key pressed to 1
select several cells
abc Department
127 Decigion_Maleer
% Date_of_Hire
abe _sre_lsAssistant H
E Supervisor i L
123 Supervisor_Emp_|D 3
121 Level i
& Salay
N .
::: I';;cma:on Cell alignment Display options Cell positioning
be Dotted_line_1 Fort Ste
o DUE 1—'”3— =|=|= Show field title __
121 DLAD- —= Draw empty photo S|
abe Dotted_line_2 == Word wrap ‘
127 0OL-D-2 Hide empty
abe Diversity Muttiling & pase |1 =
123 Years, in_dob v Bottom line olumns in box: -
< > Shading...

| Set this layout as a default for the new boxes.
Apply To:

Selection Current Division

Then before you resync the data you will want to go through the resync properties first. This is to set your
formatting and divisions within the software.

FILE HOME GROUPING INSERT PAGE LAYOUT DATA DS

ﬁ Ijﬁfﬂﬁ &5 Resync Data E‘E FEI . :

f{; Resync Properties

Import Chart Automation Manage Conditional Markers
Data Set Rules Formatting
Import & Configuration Rules

The first screen will allow you to browse out to a new spreadsheet for resyncing. Best practice is to keep the
spreadsheet named the same and saved over the existing spreadsheet so the link is never broken. If you happen
to rename or move the spreadsheet you can come into the resync properties and browse out to link it back up.
Click “Next”
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E Resync Properties Wizard X

DrQChart At this step you may change initial datasource file path. Use "Browse .." button or enter valid path
manually.

C:\sers\Jenny Ortega'\Desktop\OraChart Excel FileiMew folder\Sample L ~ Browse...

Next = Cancel Help

The software will load up the spreadsheet to make sure there is a live and working link between the software
and the spreadsheet. Click “Next”

E Resync Properties Wizard *
OrQChart At this step you may change initial datasource table which will be used to synchronize chart data.
Hvailable tables! ,
"" = Table overview:
Chart Columns: 56
Records: 11
Q Options >
Employee_Name Emp ID Title Department Decisic ™
Aaron Larson 1 Administrative derk OPS 2
Allison O'Toole 16 Sr WP of Engineering Engineering 9
Amanda Carpel 3 Storage Architect OPS 3 v
£ o ) - T - T . : >
Status: Ok
< Back Mext > Cancel Help

You will want to verify how you created your hierarchy and click “Next”
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E Resync Properties Wizard 4
OrgC hal"t P4 this step you can modify autodetected chart hierachy or establish hierarchy manually by
selecting comect "Position” and "Reports To" columns.
(+) Two columns Single column 2 Chart o
Postion: Empl " . B2 Michael Burnette
mployes ame - B0 Allison O'Toole '
Reparts to: Supervisor - -1 Dan Allen
.M} Dan Tobler
Employee_MName Emp 1D Title a "'"-3- Kerry Zallar
- Mark Pringl

Aaron Larson 1 Administrative derk <x FrkrAnge

Allison O'Toale 16 Sr WP of Engineering A Gerald Lonac

Amanda Carpel 3 Storage Architect

Arlo Guthrie 4 Product Developer 11

Ach Crarslnirasiz c Adrinictrstiua HAarl

< >

Dottedine hierarchy... Top of Chart... ( B . ““"')L'
< Back Next = Cancel Help
Any updated fields that can be checked, should be checked. Click “Next”
E Resync Properties Wizard x

OrgChart

At this step you may modify set of datasource columns which will be synchronized. Use "Set as

Key Column” button to indicate column which uniguely identfies person.

Chart Field Name Source Field Name Update Figle ™
E Supervisor Supervisaor

1231 Supervisor_Emp_ID Supervisor_Emp_ID

127 Level Level

5 salary Salary

abe Location Location

&, Photo Photo

abe Dotted_line_1 Dotted_line_1

123 DL-ID-1 DL-ID-1

abe Dotted_line_2 Dotted_line_2

123 DLID-2 DL-ID-2

abe Diversity Diversity hd
< >

< Back Next = Cancel Help

The last page you will want to select the “do not create” and “Apply active Markers after the synchronization
process” The “do not create” will hold you formatting. If you dismissed divisions, put additional fields into the
boxes, changed the layout of the boxes, any type of formatting. The “do not create” will hold it. The “apply
active Markers” will redistribute the color codes you may have in the software. Click “Finish”

336 | ORGCHART 10

VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE STEP 7. DIVISION CREATION POLICY

E Resync Properties Wizard =

DrQChart At this step you may change division creation rules which will be applied during the data
synchronization process.

Create divisions:

Enter level numbers, separated by semicolons

A Level 2,3,4,3,6,7,8,5,1( or commas. Bample: 2.4:6

Every

Using field

Using division name Divisions Naming...

[«] Apply active markers after the syncronization process
Amange chart after syncronization

Retain manual orphan assignments

< Back Finish Cancel Help

After you complete the resync properties you can then go resync the data.

FILE HOME GROUPIMNG IMSERT PAGE LAYOLUT | CHATA
X =] £ Resyne Data
NS i

fﬁ Fesync Properties

Import  Chart  Automation Manage Conditional Mz
Data Set Fules Formatting
Import & Configuration Rules
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RESIZE BOXES USING FORMAT PAINTER

The OrgChart software defaults to automatic box sizing. If you want to override automatic formatting and make
boxes a particular size you can do this. Keep in mind that while boxes on a page may be the same size, box sizes
from page to page may vary, based on the chart layout and the number of boxes being squeezed onto the

page.
Whether you use manual or automatic sizing this will be the case.
If you want to perform manual sizing this article may help.

To get all the boxes one size select a box that is the size you want for all boxes.

Michael Burnette
CED

=
[ [ [ et
............. .‘:
Allison O'Toole Cran Allen Kevin Kastla I_T‘- [
SrvP of Manager of Diractor Product [ | Karina Seinfeld
Englnearing Marketing Engineering U Chiel Dperating C
i Officer [
v R 4 ; i
[

Go to the home tab, click on the format painter

HOME GROUPING INSERT PAC
-5 F
D Arial -~|[12 -
B O PR
e . B I U.L-A &
Clipboard Font F]

Go into options and click on the manual check box for the size. Uncheck every other check box, and apply it to

the entire chart on the right hand size and click ok.

E Paste Format x
: ' . ) — All Format Options A
Apply Scope: Apply f meeting this the condition: [ JPrimary Box Options
Selection Find what: L Fil Style
Entire Chart Find whers: [ ]Border Style
Current Division e [connector Style
Division and below .-----Dshape Style
S|_ze
. . . [ ]Auto
Apply for levels: if meeting nule Ll
Apply g [ Manual
All levels - Rule -[]Data Fields' Options
i[JFont Style

Options << : [Layout
[Jimage field size v

Cancel Help < >
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This will automatically adjust the box sizes for you throughout the OrgChart.

Michaael Burnathe

CED

' ' B------ =

_ Kavin Kaslle ! Karina Seinfeld |

Al | Il !

5 VF,'ETEOTW " = D‘:" :'Mank i Directer Bradust [ Chisf Operating  [J
r ol EngIineEnng anagar o arkeing EI'IgiI'IEIEIIiI‘Ig T Dfficar :
! 1

e B 0

2 @
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PHOTOS IN ORGCHART

There are two ways to upload photos into the OrgChart software.

1°T OPTION FOR ADDING PHOTOS

The first option is to have the photos set as hyperlinks within the data source. To create a hyperlink you will
need to go to the photo cell of the employee you want to upload the photo to and Right-click on the cell, go to
“Edit Hyperlink” (You can also have the photos housed in the same folder as the excel or data source and have
the names listed in the photo fields instead of a hyperlink)

MSSans =[10 = A" A" § - %

B I =0D-4-0-%
Fhoto Uotted_line_1

I&M X, Cut

AmANHE 8 Lopy
AdoGi & paste Options:
BianE [

Paste Special

t’.em.s;_" Define Ngme

= Edit Hyperiink..,
Karina. &
Kirm S Dpen Hyperlink

R Remove Hypeslink

Browse out to where the photos are located and click on it so it is hyperlinked in the data source and click ok

Edit Hyperlink 7 X
Link to: Text to display: |Aaron Larson.jpg ScreenTip...
Look in: Mew folder v |2 fa
Existing File
or'Web Page g Russ Helt ~ Bookmark...

C,:H‘,Tde:rt [#] .toc Demo file-9 Box
|:] toe Demeo file-9 Box Resync Log.20160319.092918

(IR I LIAE |:] toc Demo file-9 Box.toc.bak
Document Browsed
Pages " 9Box-Sample

-

& Allison O'Toole

Create New Recent
Document Files @ Arnanda Carpel
@ Arlo Guthrie N
@ Address: Aaron Larsonjpg v Remaove Link
E-mail
Address
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Once all the photos are hyperlinked in the spreadsheet, you can upload your information into the OrgChart
software.

L M
Location Photo
India |Azron Larson.jpg ]
us Allison OToole jpg
France  Amanda Carpeljpg
Canada  Arlo Guthrie jpg
Australia  Ash Gorakpiraiajpg
India. Brian Ridderjpg
France  DanAllenjog
Germany  Dan Toblerjpg
Australia  Dawid Villalantijpg
Canada  Gerald longoriajpg
India. Gery Smithjpg
W Glenn B, Fortinberryjpg
France  Greg“ancejpg
W Hethert Lomjpg
Germary Janie Murnford jpg
Australia  Jleffrey Sakranijpg
us Jerome Howard jpg
Canada  Jlim Hollis.jpg
Canada John Broekhuizenjpg
Canada Janie Phillipsjpg
Indlia Joline Sekeljpg
Canacda  Kerry Zallarjpg
France  KewvinKastlejpg
us Karina Seinfeld jpg

Garmam:  Kim Sonol aoino

Once you have your information uploaded into the software you can Right-click on any box, go to properties.

Michaal Burnaite

CEO
=
| [ |
---- ----1]

I?Alliaon ‘Toola | Dan Allan Fevin Kastle Karina Sainfald

Sr WP of O Manager of Driractor Preduct Chiaf Operating
i Enginesring Markating Enginearing Officear

L L 4 ¥
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Dnnsion 3
Co-Managers Group b
Vertical Group 3

|1 % Cut Shift-Delete
B Copy Ctri=C
Ty Paste Ctri=y
Delete Delete

=% Replace person..,,

Bk e

|‘:_'| s-_\.-l

UE_‘E Format 4
Arrange Style L
Arrange Subordinates L
Arrange Assistants ¥
View r
Layout ,

Properties... Alt=-Enter

Within the Properties you are able to add information into the box including the photos. In the lower right
hand corner is two photo layouts available for you to choose from. Once you choose the layout you want. Click
“Set this layout as a default for the new Boxes” and then Apply to the “Entire Chart”

E Box Properties x

Edit Data Define Layout Shape Style Border and Fill

Use mouse click to select the formatting cell. Hold Cid key pressed to

123 Emp ID -
P select several cells

abe Department

127 Decision_Maker |
% Date_of_Hire <Photo= & <Employee Name=:
abe _src_lsAssistart : Title=
E Supervisor N
127 Supervisor_Emp_|D
123 Level

& Salary

abe Location

abe Dotted_line_1

123 DLADA 4+

abe Dotted_line_2 (=]
— Draw empty photo = =»
121 DL-ID-2 ‘

abe Diversity Hide empty

127 Years_in_Job

Cell alignment Digplay options Cell positioning

; 2 -
[ Start Date w Columns in box: -
< >
Apply To:
Selection (+) Entire Chart Cument Division
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Michael Bumatts
CEQ
-
=]
T — I I |
Allison O'Toals Dan Allen v ) Kavin Kasile Karina Seinfald
Sr P of Managar of Diractor Product Chief Operating
Enginasring Marksting Enginaaring Qfficer
¥
° ¥ ¥ ¥

2ND OPTION FOR ADDING PHOTOS

The second option to upload your photos into the OrgChart is to do it manually. To upload your photos
manually first you will need upload your data or manually create your chart. After you have the chart created
you can Right-click on the box that you want to upload a photo to and go to properties.

Division 3
Co-Managers Group b

Vertical Group 3

Il X, Cut Shift-Delete
B Copy Ctri=C
Ty Paste Ctri=y
Delete Delete

=t Replace person...,

Tial e

?' 8¢ VH

I:I-:-“FE Format r
Arrange Style ¥
Arrange Subordinates L
Arrange Assistants b
View 4
Layout ,

[&] Properties... AR Enter
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Go into the “Edit Data” tab and find the photo field. Click on the (...) to bring up your browse.

@]

Box Properties

Edit Data | Define layout | ShapeStyle | BorderandFill |

Name

& Name

abe Title

3 Division

™ Supervisor

> WBS Code

& Photo

abe Phone

& eMail

¥ Headcount

% Span of Cortrol
¥ Total Salaries
& Salary

123 Load

¥ Loadeount

abe Note

abe Area of Responsibility

Data

Chart 1
<Mame=
1.1

Apply To:
[- +1 Selection

() Entire: Chiart

() Cument Division

You can then browse to where your photos are located and link up the photo to the box.

Alignment | [
Orgch
Edit Data Define Layout Shaps
u Name Data
£ Name
B imageDat x
Display Size {pixels)
o ][ g ][]
T
Apply To
[- +1 Selection (") Entire Chart () Curmer
Click ok
344 | ORGCHART 10

J | Open
4 <« OrgChart Excel File » New folder
Organize = New folder
PO 2016 &

Aaron Larson

£ Dropbox (OWS)

¢& OneDrive

[ This PC
[ Deskiop
Documents
‘ Downloads
b Music
[&] Pictures

B videos

e Local Disk (C:)

Allison O'Toole

Brian Ridder

Ash Gorakpiraia

. a

x
w | Search New folder 2
- m @
L
Amanda Carpel Arlo Guthrie

Dan Allen Dan Tobler

o 50 N 4
g3 B v

File name: “

- |

~| | Allsupported formats

[Copen v  concel |
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E Image Data x

Save As..
Browse...
WEB Link...
Clear data

Display Size (pixels)
286256 -

o ][t

After you have the image linked to the box, you will want to go to the “define layout” tab and select the photo
field on the lower right-hand side. You will want to click Apply to “Selection”

& Box Properties ®

Edit Data Define Layout Shape Style Border and Fill
Use mouse click to select the formatting cell. Hold Cid key pressed to

2 Dvsen select several cells
E Supervisor
2 WBS Code
abe Phone
& eMail
2. Headcount
% Span of Control
% Total Salaries
$ Salary
#1
JZ ﬁ::count Cell alignment Display options Cell positioning
abe Note =T _—T—
=== Show field titl
abe Area of Responsibility Dv::elmpfy ;1010 - 1+ -
== Word wrap ‘
Hide empty
Multiline =
Bottom line Columns in bow: |2 :
< 3

Set this layout as a default for the new boxes.

Entire Chart Current Division
Gt |[ 100
Lou Gagliardi

Design Manager, SDM

=]
| |

Aaron Larson
Matt Petis

o X Design Manager, Sequoia
Administrative

clerk

(in
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You will want to repeat the manual process for the other boxes within the OrgChart until all the photos are
linked to the box.
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RESIZING PHOTOS IN THE ORGCHART
You can resize your photos that are in the OrgChart by double clicking on a photo and choosing a desired size.

E Image Data ®

Save As..
Browse. .
WEB Link...

Clear data

Display Size (pixels)
Bl24512 -

; Michaal Bumelta
CED

=]
I _ [ [ |
Alllson OToole
a Russ Holt ' POl Herbert Lom Karina Seinfeld
& Computer y i i
. Oporations S VR of 9 Chief Inspacteur E;ﬂ?wﬁ[mg
Spacialist Enginaering
L L 2 b 4

Change to size you like. From there you will want to go to your home tab select the format painter. Make sure

all of your options are selected and apply to the entire chart.
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FILE HOME GROUFING INSERT PAGE LAYOUT DATA DESIGN VIEW FPLANNING HELF

= - Hid
D@Arial e ] B= =E lg"' ide | [
B 4 o S
Paste B J] U A~ A A | =|= _|[4 | Properties
-~ _— - = E
Clipboard Font F1 Alignment Box
Chart DESII E Paste Format b4
] , . X - '"ElDEE Fields' Options ~
Companents Apply chpe: Apphy if meeting this the condition .Font style
Find what: Layout
Find where: Image field size
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SHORTCUTS IN ORGCHART

BOX OPERATIONS
e Right mouse click — With box selected this brings up the local menu.

3 Add Position Alt=A
Add Assistant

Person 4
Hire Status 4
Disconnect from 4
Division 4
Co-Managers Group 4
Vertical Group 4
& Cut Shift+Delete
Copy Ctrl=C
2% Delete Delete
:@, Replace person....
Hide
Format 4
Arrange Style 4
Arrange Subordinates 4
Arrange Assistants 4
View 4
Layout 4
Properties... Alt+Enter

e Alt-A—Add a position. If a box is selected a new box appears as a subordinate.
e  Ctrl-A—Select all boxes

e Shift-Delete — Cut

e Ctrl-C—Copy

e Delete — Delete a box

e Alt-Enter — Shows properties for a selected box.

e Local menu shown when right clicking on a box or group of boxes.

e Ctrl-R—Toggles between Move mode and Resize mode

O Resize mode:
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0 Move mode:

“““ L
[ )
e Mouse hover over box — Brings up the properties icon
R .| _______ 3| _
| Dan All
DanAlen | 37
¥ T
CHART SHEET NAVIGATION
e Shift-Left Mouse Button — With mouse on Mormal View
chart page, this allows you to drag / pan Print Layout View
the page in any direction. par—
e Right-click on chart page for local menu.
Show Grid
o Alt-G — Show grld ;-_'r Snap to Grid
e  Ctrl-Shift-R — Show Rulers v Show Rulers
e Paste - Ctrl-V Theme...
Border
Background
T:] Paste
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Alt+G

Ctrl=5Shift+<R

Ctri+Vv
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Add Print Page
Press to add a new print page.

Add Shape...

Press to add a new shape on the work area. (If you
select another shape prior to this, the new shape
will be a subordinate of the first one.)

Arrange Print Pages
Press to arrange print pages on the screen in such
a way to cover the entire chart.

Arrange Subordinates...

Press to arrange subordinates into logical patterns.
(Note: the parent component must be chosen or
this function will not become active.)

Auto arrange Components
Press to automatically arrange components into
logical patterns.

AutoTexts

Boxes with the words Chart & Division which can
be dropped on to chart levels. To change
AutoTexts, go to Division View, highlight a division
level and press F2.

Border Style...

Press to call the Border Style menu. This controls
all the border characteristics of a selected
component.

Box Item Menu
A menu which displays a component’s data field
information.

Cascade
Click this item to make all windows cascade on the
screen.

Change Page Orientation
Press to toggle the selected page orientation
between portrait and landscape.
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Chart Design Palette
This menu contains tools for working with charts.

Close

Press to close the active project. If there are
unsaved changes, the program will prompt you to
save them before closing.

Columns Intelligent Sort

Mark this item to maintain the relationship
between the data fields order on the Data
Properties panel and their order in the Data
Outline View table. Moreover, adding a new
properties field within the Data Properties panel
(for any component) will produce the new column
in the Data Outline View table. (Note: changing the
column order in the Data Outline View table
cancels this mode.)

Connector Style...

Press to call the Connector Style menu. This
controls the appearance of both Dynamic
Connectors and the connectors belonging to
individual components.

Copy
Press to make a copy of the selected data. The data

will be stored in the clipboard.

VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

Create Report...
Press to call a wizard that will guide you step— by—
step through the report creation process.

Customize Data Outline View Columns

Press to call up the Data Outline View
customization menu. From here, you can set data
field visibility and arrange data field order.

Cut
Press to place the selected item into the clipboard.
(The item will disappear from the project area.)

Data Outline View

Press to display the Data Outline View on the
screen. This table displays every chart component,
their associated data fields and their relationships
to each other.

Data Properties...
Press to call the special Data Fields dialogue
corresponding to the selected component.

Delete
Press to delete the selected object (component or
text).

Delete Print Page
Press to delete the selected print page.

Disconnect from Parent
Press to disconnect the selected component from
its parent.

Divisions

Sub-groups and sub-charts used to break up (and
simplify) large charts.

Division View

Atabbed section in Data Outline View that displays

a simplified hierarchy of sub-groups and sub-
charts.

Drop Shadow
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Press to place a drop shadow on all selected
components. The Drop Shadows function is used
to give a component a three dimensional feel.

Edit
This will display the edit tools and provide access to
the program’s setup.

Email Chart...

Press to email the chart. Your default email
program will launch and the chart will appear as an
attachment.

Exit
Press to close the program.

Export
Press to export a project’s data to different
formats.

Field Hidden
Press this to hide a data field from the selected cell
in Data Outline View.

File
Under this menu you can find essential tools
related to general program options.

Fill Style...

Press to call the Fill Style dialogue. From here, you
can control a variety of component properties
including: color, gradient, pattern and photo.
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Find...
Searches all components. Also allows the user to
define additional search filters.

Find Next
Press to find the next item which meets your
search criteria.

Fit to Window
Press to resize the work area to match the screen
size for maximum overall visibility.

Font Style...
Press to call the Font Style dialogue. This controls
all aspects of font control.

Full Screen
Press to expand the work area to fill the entire
screen.

Help
Use this menu to launch OrgChart Help.

Hide Background
Press to toggle the current background between
hidden and visible.

Hide Shape

Press to hide the selected components from the
screen. (Note: the data fields of hidden items are
still displayed in areas such as Data Outline View.)

Hide Subordinates

Press to hide all of a chosen component’s
subordinates. (Note: the parent component must
be chosen or this function will not become active.)
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Import

Displays a list of available import formats. Once
you choose a format, OrgChart will convert the
other program’s file so it can be read (and
displayed) within the program. (Note: if necessary,
OrgChart will launch an appropriate Import Wizard
to guide you through the import process.)

Move Subordinates
Place the cursor over this item and choose an
appropriate move direction:

Left/Up. Moves the selected component to
the left in the object tree within one level.

Right/Down. Moves the selected component
to the right in the object tree within one level.
(Note: the parent component must be chosen
or this function will not become active.)
New
Press to create a new project. The new work area
will appear on the screen. To switch between work
areas go to the Windows menu and choose an
appropriate area from the corresponding menu.

Normal View

Press to return the program to the Normal view
mode. In this mode, you can work with
components independent of which print page they
are on.

Open
Press this item to open an existing (previously
created and saved) project.

Options screen
Set OrgChart General and Data Fields Set options
(makes global changes).
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Page Background...
Press to launch a menu where you can select and
apply a background to the chart.

Paste

Press to place items (cut or copied) on the
clipboard into the project area. You can use this
function to connect components. To do so, select a
parent component on the work area and paste the
copied/cut component on top of it. When the
pasted component appears, it will be connected to
the parent.

Print...

Press to print your chart. Before printing, you will
be prompted to confirm printing options in the
standard Microsoft Windows dialogue box.

Print Layout View

Press to turn the program to the Print Layout View.
In this mode, you can prepare your chart to print
arranging it on print pages of your choice.

Print Preview

Preview mode lets you can check the appearance
of your document before printing. Documents can
also be printed directly from the Print Preview
window.

Print Setup...
Press to launch the standard Windows Print
Options dialogue box.

Publish
Press to publish (export and display) the project.

354 | ORGCHART 10

APPENDIX B: GLOSSARY

Redo
Press to cancel the previous undo action. (This
essentially “un-does” undo.)

Save
Press to save all changes in the project.

Save as...
Press to choose a new destination and name for
the project you are saving.

Select All
Press to select all the components in the work area.

Shape
This menu provides a list of aesthetic shapes which
can be applied to components.

Shape Style
Press to call a menu where you can select a new
style for the selected component.

Show Grid

Press to superimpose a reference the grid over the
work area. (Note: although the grid is visible on the
screen, it is never printed out.)

Show Rulers
Press to display rulers at the top and left side of the
screen.

Snap to Grid
Press to make components snap to grid
coordinates (this is good for precision work).

Sort the List

Place the cursor over this item to choose Ascending
or Descending order for the Data Outline View
data fields.

Status Bar
Select this to show the narrow information bar at
the bottom of the screen.

Text Align

VISITUS | ORGCHARTPRO.COM


https://www.orgchartpro.com/products/orgchart-platinum-overview/

OFFICEWORK SOFTWARE

Place the cursor over this menu to choose a
component’s text alignment (left, right, centered,
etc.).

Tile
Click this item to tile the screen with windows.

Toolbars
Mouse over this menu to choose the toolbar you
wish to hide or make visible:

Arrange — displays the tools for
automatically arranging components.

Format — displays various font
modification tools.

Arrange Subordinates —tools for
automatically arranging subordinate
components.

Box Item — shows data fields associated
with the highlighted component.

Chart Design — presents all the items
necessary for complete chart creation.

Main Toolbar — contains essential
OrgChart settings and options.

Select View - presents tools for changing
view and component modes.

Themes — a drop down menu where
different Themes can be chosen.

Show Level — drop down menu providing
different chart levels.

Zoom — displays the magnification tools.

Undo
Press to cancel the previous action.

View
Toggles between Normal and Print Layout View
modes.

Window
Under this menu you can find tools to arrange
windows on the screen.
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Zoom In
Press to zoom in (increase magnification).

Zoom Out
Press to zoom out (decrease magnification).
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APPENDIX C: HOT KEYS

You can access useful program features and actions via shortcut hot keys.

Shortcut Action

Ctrl+N New chart
Ctrl+O Open chart
Ctrl+S Save project
Ctrl+Y Redo

Ctrl+Z; Alt+Backspace Undo

Ctrl+A Select All

Ctrl+X: Shift+Del Cut

Ctrl+ins; Ctrl+V Past

Del Delete
Alt+Enter Data Properties
Alt+=; Alt++ Zoom In

Alt+ Zoom Out
Alt+Ctrl+A Arrange Subordinates
Ctrl+F Find

F3 Find Next

Alt+A Add Component
Ctrl+F Find

Working with components on the work area can be done by using key combinations. It is assumed one
component is selected on the work area.

Component Shortcuts
Shortcut Action
Arrow keys Navigate chart
Ctrl+ Collapse branches
Ctrl++ Unroll branches

Ctrl+Down Arrow New component the level below

Ctrl+Right Arrow New component the same level
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APPENDIX D: CONTACTS

We value you as our customer. Please visit us online at http://www.officeworksoftware.com for additional tips,

tutorials and the latest events in the OrgChart world.

Please refer to the following links for OrgChart— related information and support:

1. Homepage — http://www.orgchartpro.com

2. Technical support — http://www.orgchartpro.com/orgchart— fags.aspx
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