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TUTORIAL 1

OVERVIEW

In this tutorial we will be navigating the OrgChart Viewer. Before we begin, here are some of the benefits of OrgChart Now Viewer:
This training is for both Administrators and End Users. e Creating, maintaining and sharing accurate org charts at the
Enterprise level can be extremely difficult and time consuming.
This tutorial will cover - OrgChart Viewer makes this almost effortless.
e Logging in e OrgChart Viewer allows end users to effortlessly view, navigate,
e Navigating your chart export and print organizational charts. Less than 5 minutes of
e Search functionality training required.
e Export
o Alternating Views e OrgChart I1s a true enterprise class solution - scales to over
1,000,000 records, connects directly to over 40 HR systems and
These tutorials are part of a series of tutorials designed to provide you provides robust control over data access level.

with a better understanding of the OrgChart Now solution.

OrgChart Viewer is one of the standard modules available in OrgChart
Now.
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ORGCHART VIEWER - SIGN IN

Navigate to the OrgChart website

OrgChart

Please ensure you are using an
HTML5 browser (Google Chrome,
Microsoft Edge, Opera, Mozilla
Firefox).

— Support Login

Welcome to OrgChart Now

Enter your username (email

support@orgcharthosting.co.za
address) and password.

O Automatically Sign In
At If you do not yet have a

password, click on the Reset

m Password option.

Reset password
Start a free trial Click the Sign In button.

Once you click Sign In, it will take
you to the current Master Chart
In viewer.

English Francais Espanol Deutsche

Terms | Privacy OrgChart Now 5.3.1P45
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ORGCHART VIEWER - CHART NAVIGATION

Navigate the chart by clicking the arrows above/below the charts boxes.

Using the arrows, you can easily explore the hierarchy within your organization.

. _ . OrgChart Now
CI|Ck on the arrow be|OW a Enterprise e
. Viewer Export Profile Search  Subcharts  Builder
box/record to navigate down
their branch.

To return back to the top of the OrgC hOrt

structure, click on the arrow ) Martin Sullivan
Q Chairman & CEO

Chart: Rebrand Demo . View.: NineBox, Levels: 2, | Q. K+ | V¥ &€ O | & @

above the box/record.

LeadershipPotential:
Promotability:
Engagement Score:

Jessica Brando

_ Exec Secretary
LeadershipPotential:
Promotability:
Engagement Score:

Chris Dunn ) Penelope Parker Cameron Rogers Gary Finley
CFO / VP, Human Resources VP, Marketing SVP, North America
- - ‘ f
LeadershipPotential: Climber .~ *4 LeadershipPotential: Climber LeadershipPotential: No LeadershipPotential: Flyer

' Promotability: High \ Promotability: Immediate Promotability: Immediate Promotability: Immediate
P4 N Engagement Score: 4 —& & Engagement Score: 1 Engagement Score: 4 - Engagement Score: 2

Lisa Weil
SVP, International

LeadershipPotential: Climber
Promotability: Immediate
Engagement Score: 3

v
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ORGCHART VIEWER - EMPLOYEE PROFILES
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Chart N
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Enterprise
Viewer Export Profile Search  Subcharts Builder

Profile axl2v |« kv | Y ¢ O | & ©

Click on the box of the employee

Chart:  Rebraffes you wish to view the profile of.

C

Photo 1
"‘ Martin Sullivan
FullName Cameron Rogers Chairman & CEO
JobTitle VP, Marketing 3 . o .
Age 64 LeadershipPotential: CI|Ck on the PrOﬁIe ICON ON the
Promotability:
AuxSuperID
e Engagement Score: tO p to O I b ar.
Budgeted Salary $1,500,000 .
BusinessUnit stsu:; Bralt:dn
City New York, NY eSS
Contractor LeadershipPotential: No
Country USA Promotability: High
DateOfBirth April 8, 1945 Engagement Score: 1
Department Marketing
dottedID : You will then see the Profile panel.
Email crogers@orgchart.com Penelope Parker Cameron Rogers : Gary Finley
VP, Human Resources VP, Marketing ) SVP, North America
EmployeelD 6 =1
EmpStat i 1 4 LeadershipPotential: Climber [ LeadershipPotential: No & LeadershipPotential: Flyer . .
Engagement Score 4 A 1 ﬂPromotability: Immediate Promotability: Immediate ‘.y ~ Promotability: Immediate The PrOfI Ie f|e|dS can be
Ethnicity Hicnanic ar | atina Engagement Score: 1 Engagement Score: 4 “Engagement Score: 2 . . .
= i = - = = edited/defined in your Chart
Lisa Well Settings.

SVP, International

LeadershipPotential: Climber
Promotability: Immediate
Engagement Score: 3

v



https://help.orgchartnow.com/en/top-toolbar/profile.html
https://help.orgchartnow.com/en/top-toolbar.html
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ORGCHART VIEWER - CHART LEVELS

Click on the Levels drop-down.

Select the Levels you wish to
view

Now the Levels should be shown
on screen.

This screenshot is an example of
3 Levels, as selected.
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Viewer

Chart: Rebrand Demo .,

Export

Profile Search

View: Nine Box
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Viewer
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Export
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Subcharts
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Martin Sullivan
Chairman & CEO

LeadershipPotential:

Promotability:
Engagement Score:

wrgChart Now
Enterprise

wrgChart Now
Enterprise

©

Climber
High
4

ol

Penelope Parker
VP, Human Resources

LeadershipPotential: Climber
Promotability: Immediate
Engagement Score: 1

2

Cameron Rogers

Gary Finley

VP, Marketing \ SVP, North America
L
LeadershipPotential: No 3 LeadershipPotential: Flyer
Promotability: Immediate - iiV . Promotability: Immediate
Engagement Score: 4 ‘Engagement Score: 2

Lisa Weil
SVP, International

LeadershipPotential: Climber
Promotability: Immediate
Engagement Score: 3

Leadershi

Promotabi
Engageme

rampton
Controller

ial: Flyer
Possible
e: 2

Dufour
nting Services

ial: Flyer
Possible
e: 5

Wagner
. US Payroll

ial: No
Possible
e: 4

Amanda Wagner

Sr. Manager, US Payroll

LeadershipPotential: No
Promotability: Possible
Engagement Score: 4

Anna Nishanova

Manager, Recruiting

LeadershipPotential: No
Promotability: High
Engagement Score:

Clair Patrick

Manager, Benefits

LeadershipPotential: Flyer
Promotability: High
Engagement Score:

Vacant
Marketing Manager

LeadershipPotential:
Promotability:
Engagement Score:

Patrick Monroe
Director, Marketing

LeadershipPotential: Climber
Promotability: Low
Engagement Score: 1

Tom Chang
Director, Public Relations

LeadershipPotential: Flyer

Promotability: Low ‘;

Engagement Score: 3 "

.‘D

Vacant
Manager, Purchasing

LeadershipPotential: Climber
Promotability: Possible
Engagement Score: 4

Cheryl Drake
Director, Purchasing

LeadershipPotential: Climber
Promotability: Possible
- TEngagement Score: 2

Jim
Director, Facilities

LeadershipPotential: No
Promotability: Possible
Engagement Score: 5

=

Ned McDougal

Analyst
LeadershipPotential: No
Promotability: High
Engagement Score: 5

Craig Badger
Director, Engineering

LeadershipPotential: Flyer

Promotability: High

Engagement Score: 4
v

Glen Jacobson
Manager, Product

" LeadershipPotential: Flyer
Promotability: Low
Engagement Score: 2

v
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ORGCHART VIEWER - SEARCH
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o d 8|1Q | =T &
Viewer Export Profile Search | Subcharts Builder

Chart: Rebrand Demo @ Search

—e — —_ F =
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Chris| ®

"Chris" (Showing 4 Matches)

Chris Dunn

CFO

Chris Cruise

Analyst

Christine King

Public Relations

Christine Stockton

Manager, IS

—] d & O T &
Viewer Export Profile Search  Subcharts Builder

Chart: Rebrand Demo View:

Org

Nine Box «, Levels: 3. ‘ Q v

Martin Sullivan

Chairman & CEO

2adershipPotential: Flyer
romotability: High
ngagement Score: 2

Chris Dunn

‘Engagement Score:

A CFO
-
LeadershipPotential: Climber
k Promotability: High
-

Jessica Brando
Exec Secretary

LeadershipPotential:
Promotability:
Engagement Score:

4

No
High

oC

oC

Glenda Frampton
Corporate Controller

=
=3 LeadershipPotential: Flyer
Promotability: Possible

" Engagement Score: 2

Simone Dufour

Manager, Accounting Services
LeadershipPotential: Flyer
Promotability: Possible

Engagement Score:

5

rgChart Now
Enterprise

rgChart Now

Enterprise

Amanda Wagner

Sr. Manager, US Payroll

LeadershipPotential: No
Promotability: Possible
Engagement Score: 4

©,

©

Click on the Search button

Enter the name of the employee
you wish to search for and click
on the corresponding result.

For this example we will search
for ‘Chris’

You will then jump to the
searched for employee and their
corresponding branch/structure.
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Click on the Export button and
select the PDF Document option.

For this example we will only
download Chris’ branch.

Click the Download This Branch
option.

The PDF file will save into your
Download folder unless you have
specified otherwise.

The PDF folder allows you to
dynamically navigate within the
PDF document, using the drill
up/down arrows (below/above
chart boxes).

ORGCHART VIEWER - EXPORT TO PDF
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=
a0o0o
Viewer

3| & Q
Export Profile Search

Export v

PDF Document

PPT Document

PNG Image

SVG Image

JPG Image

Excel Spreadsheet
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Subcharts

Levels:

3v

2
m[w” 4
Builder

Q.

Y
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'a CFO
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¥ LeadershipPotential:

. Promotability: High
k 4 .
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Chris Dunn

Climber

Engagement Score: 4

oC

Web Link
Print Current Screen or
e
[ Engagement Score: 2

Simone Dufour
Manager, Accounting Services

LeadershipPotential: Flyer
Promotability: Possible

Engagement Score: 5

Chris Dunn
T CFO
el
i LeadershipPotential: Climber
Promotability: High
‘ I‘Engagement Score: 4

rgChart Now
Enterprise

Amanda Wagner

Sr. Manager, US Payroll

LeadershipPotential: No
Promotability: Possible
Engagement Score: 4

Glenda Frampton
Corporate Controller

& &
“% LeadershipPotential: Flyer
Promotability: Possible
- Engagement Score: 2

v

Simone Dufour

Manager, Accounting Services

LeadershipPotential: Flyer
Promotability: Possible

Engagement Score: 5

Amanda Wagner
Sr. Manager, US Payroll

LeadershipPotential: No
Promotability: Possible
Engagement Score: 4

v

v
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ORGCHART VIEWER - CHART VIEWS

— @ | & & QA ' &

Viewer Export Profile Search  Subcharts  Builder

Chart: Rebrand Demo ., View: Levels: 3 ‘ Q v ﬁ v

3
Org' =

v Nine Box A

rgChart Now
Enterprise

oC

©

Click on the View drop-down and
select the view you wish to
navigate to.

For this example we will be

| Chita Dy clicking on the Card View.
Card View ﬂa CFO
_ . LeadershipPotential: Climber
Diversity "\ Promotability: High
“Engagement Score: 4

@ | b B QA B &

Viewer Export Profile Search  Subcharts  Builder

Chart: Rebrand Demo View: Card View ., Levels: 3 | Qv ﬁv | ? ‘Q D | e

rgChart Now
Enterprise

oC

A
- CFO
Finance
‘ P - Department Overview
Promotability: High
WorkerCategory: FT Headcount: 27
RiskofLoss: Low Span Of Control: 3

@

The view will then auto-apply to
your chart to show you the
Information designed to be
displayed in that specific view.

Corporate Controller Manager, Accounting Services Sl
Finance Finance
Department Overview Department Overview Depa
Possible Promotability: Possible Promotability: Possible
FT Headcount: 16 WorkerCategory: FT Headcount: 6 WorkerCategory: C Headcoun
Low Span Of Control: 2 RiskoflLoss: N/A Span Of Control: 5 RiskofLoss: Medium Low Span Of C
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ORGCHART VIEWER - HIGHLIGHTS

Click on the Highlight option.
The Highlights panel will open on
the right-hand side of the screen.

Click on the tickbox next to the
Saved Highlight.

Any records/employees that
match the highlight criteria will be
highlighted in your chart.

You can create saved Highlights
during the implementation
process, or create your own
highlights using the interactive
filtering.

& | b & Q &' &

Subcharts Builder
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Viewer

Export Profile Search

Rebrand Demo ., View:

Org

Nine Box «, Levels: 3.
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Viewer

Profile Search

Chart: Rebrand Demo ., View:
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Nine Box «, Levels: 3

A
Chris Dunn
™ CFO
e
. LeadershipPotential: Climber
‘ { Promotability: High
“-Engagement Score: 4

B |V # O | ©

A
Chris Dunn
s CFO
&
. LeadershipPotential: Climber
‘ : Promotability: High
45 W Fngagement Score: 4

Glenda Frampton
Corporate Controller

- 8

. | .

Simone Dufour
Manager, Accounting Services

< LeadershipPotential: Flyer : LeadershipPotential: Flyer
Promotability: Possible Promotability: Possible
Engagement Score: 2 Engagement Score: 5
Ai Su Fa Xian Bin Xing
Manager, Corporate Finance Budget Analyst Budget Analyst
LeadershipPotential: Flyer LeadershipPotential: Flyer LeadershipPotential:
Promotability: High Promotability: Possible Promotability:
" Fngagement Score: 2 Engagement Score: i Engagement Score:

Climber
Low
2

v My Highlights

v Saved Highlights
Ul ] Remote

v My Highlights

<4+ Create Group

v Saved Highlights

[] Remote

oC

Highlights

oC

Highlights

rgChart Now
Enterprise

rgChart Now
Enterprise



https://help.orgchartnow.com/en/viewer.html
https://help.orgchartnow.com/en/workbench.html
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ORGCHART VIEWER - CHART VIEWS

—— —— rgChart Now
fon li.l 8 \ — Ao w g °

Viewer Export Profile Search Subcharts  Builder Enterprise Click on the Filter Option.
Chart: Rebrand Demo ., View: Nine Box.  Levels: 3 ‘ @ . ﬁ L O | & © The Filter panel will open on the
Filters @ X right-hand side of the screen.
A Mute Remove
' Chri(s:Fgunn @ Filtered records will be shown with a filter overlay
g‘” | | ‘ v My Filters . -
LeadershipPotential:  Cliimber | | Click on the tickbox next to the

Promotability: High
‘ “Engagement Score: 4 ‘ O Reset ‘ Save d FII ter
| |

Glenda Frampton Simone Dufour Vv Saved Filters
Corporate Controller Manager, Accounting Services _
L po g g [] Part-Time
< LeadershipPotential: Flyer LeadershipPotential: Flyer ‘
Promotability: Possible Promotability: Possible i
Engagement Score: 2 Engagement Score: 5

Any records/employees that

o 3 8 O - =] ~aChart Now match the highlight criteria will be
uTala A \ = o w , o
Muted’ in your chart.

Enterprise
Viewer Export Profile Search  Subcharts Builder

Rebrand Demo ., View: Nine Box Levels: 3 ‘ Qv E ~ | Y ‘g D | S @
Filters ® X If you wish to full remove the

b Dgg;tl % record, click on the Remove

’ button in your Filters panel.
A Mute Remove
ChriEFg“"" @ Filtered records will be shown with a filter overlay

' 3

v v My Filters

LeadershipPotential: Climber
‘ “EngagementScure: 4 Tcreate Croup ‘ = ‘
I IF I =
Glenda Frampton Simone Dufour Amanda ‘v Saved Filters

Corporate Controller Manager, Accounting Services Sr. Manage

Part-Time

LeadershipPotential: Flyer LeadershipPotential: Flyer LeadershipPotent
Promotability: Possible Promotability: Possible Promotability:
Engagement Score: 2 Engagement Score: 5 Engagement Sco

Ai Su Fa Xian
Manager, Corporate Finance Budget Analyst
'-__.: .
3 LeadershipPotential: Flyer LeadershipPotential: Flyer LeadershipPg¢
" Promotability: High Promotability: Possible Promotabili
Engagement Score: 2 Engagement Score: 1 ' Engagement
-w


https://help.orgchartnow.com/en/viewer.html
https://help.orgchartnow.com/en/workbench.html

CONCLUSION

END OF TUTORIAL 1

In this interactive tutorial, we covered some of the key features of
OrgChart Viewer: Profiles, Navigation, Search, Export, View Selection,

Highlights and Filters.

In the next tutorial we will learn about navigating the OrgChart Builder and
Workbench to create custom org charts and workforce plans.
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