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TUTORIAL 2

OVERVIEW

In this tutorial we will be navigating the OrgChart Workbench/Builder. The OrgChart Viewer displays the current master chart.
The master chart Is a read only chart that is automatically sychronized
This training is for both Administrators and End Users. with your source HR data.
This tutorial will cover - The Chart Builder allows you to take a snapshot of any subset of your
master chart.
e Creating A Chart With Builder This snapshot is the starting point for a workforce plan.

e Saving Chart Documents
e Subchart Breaks

e Editing Workbench Charts
o Exporting Workbench Charts

These tutorials are part of a series of tutorials designed to provide you
with a better understanding of the OrgChart Now solution.

OrgChart Builder is one of the standard modules available in OrgChart
Now.



TUTORIAL 2

ORGCHART WORKBENCH/BUILDER - OPEN BUILDER
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L.t__ e wrgChart Now
- G Enterprise
Search Subcharts Builder

Viewer Export Profile

Chart: Rebrand Demo ., View: Nine Box

Org

Chris Duni
CFO

"
' LeadershipPotential:

Promotability:

Engagement Score:
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Gary Finle)
SVP, North Ame

,l LeadershipPotential:

‘;\‘/ ~ Promotability:
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Chart Builder — Rebrand Demo

Choose a starting point, and click Build to create a chart.

Which employee would you like at the top of this chart?

Q, Martin Sullivan, Chairman & CEO

How many levels under this employee would you like to include? Cameron Rogers
VP, Marketing
All Levels v By LeadershipPotential: No
‘Promotability: Immediate
Engagement Score: 4
v

What view would you like to apply?

Simple v
Martin Sullivan
Chairman & CEO
Executive

What fields do you need?

Select Fields v

v Additional Options

©

Click on the Builder butter on the
top toolbar.

A panel will pop up asking you to
specify the criteria of the chart
you wish to pull into Builder.

This is the ‘Build On’ selector. This
allows you to search or specify
the employee/record that is to
be the top of your new chart in
Builder.

Click on the bar, search the
record and select the new record.

Click the drop-down to specity
how many levels of the chart you
wish to pull into the Builder for
editing.

Click the drop-down to apply a
specific view to make editing or
publishing easier.

Click the Build button to create
the new chart.


https://help.orgchartnow.com/en/workbench.html
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ORGCHART WORKBENCH/BUILDER - SAVING YOUR PLAN

. — ,_C»,'_\ v rgChart Now
Click on the Document - o &, 8 O\ CI3° T — °

Workbench Export Profile Search  Subcharts Staging

drop-down and select the Save
As... option.

{3 @ | Document: *Untitled . Presentation ., View: Card View Fields | @ .

<4+ Create

3 Open

3 Document Settings
Chairman & CEO

a Save Executive

Department Overview
Save As...

[ ] [ o |
— = * O T I rgChart Now
—— u[n” 4 J (§ — x—
Enterprise

Eﬂter the name for the new Chart Workbench Export Profile Search  Subcharts Staging
and click the Save As button. '® [B ) (' | Document: *Untitled .,  Presentation., View: CardView, Feds. | Q. B« |V £ Ol & = @0« O®

It is best practice to save all
charts In the Ehart folder, orin
your own folder if you have an o Find o &
employee specific folder system.

m Add New Name Type Date

[cdunn@orgchart.com]
Charts
[crogers@orgchart.com]
Data

Employee Photo

Logo

Backgrounds

Photos

Planning

Reference

Temp

CFO %) SVP, North Ame
Finance R P S s / Operations
j .
]

File Name: {| Untitled Chart Documents v » 4
Department Overvie ‘,,VA‘L Department Ove
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ORGCHART WORKBENCH/BUILDER - SUBCHART BREAKS
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Workbench

@ B[ O

3 8 Q

Export Profile Search

Document: *Untitled ..

Org

Subcharts Staging

Presentation ., Simple Fields ., | Q v E v

Chairman & CEQO

Martin Sullivan
Chairman & CEO
Executive

Jessica Brando
Exec Secretary
Executive

Chris Dunn Penelope Parker Cameron Rogers
CFO _ . VP, Human Resources | VP, Marketing
Finar Marketing

[\ Box Properties

v v

— 888 Branch Styles
LisaV

SVP, Inter |
Techna & Insert Subchart Break

v & Remove Subchart Break

&+ Add Subordinate Box

220 Add Assistant

K Cut

Copy

Copy Format
[] Paste

Delete

'Y 2 Ol e

Part Time

P
[ Contractor

Gary Finley
SVP, North America
Operations

v

oC

rgChart Now
Enterprise

Right-click on a box/employee
and select ‘Remove Subchart
Break’ to expand that specific
branch on the page.
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ORGCHART WORKBENCH/BUILDER - SUBCHART BREAKS

E % i, 8 O\ T-= |:£| wrgChart Now °

Tt || dme Gah Sl SlEon G Srerprise Right-click on the box/employee
'® B © (' | Document:*untitled ,  Presentation, View: Simple. Feds. | Q. K« |V £ O |l & 0000000 «0® and select ‘Insert Subchart Break'’
e & CEO — to collapse that specific branch
org (S Contractor on the page.

Martin Sullivan
Chairman & CEO
Executive

Jessica Brando
Exec Secretary
Executive

Chris Dunn Penelope Parker Cameron Rogers Gary Finley
CFO VP, Human Resources VP, Marketing SVP, North America
Finance . ’ Hiiman Dacnuirrac Marketing Operations

. [», Box Properties
L4 v
Simone Dufour 888 Branch Styles

Manager, Accounting Sen

Finance &£ Insert Subchart Break

v < Remove Subchart Break

Glenda Frampton
Corporate Controller S+ Add Subordinate Box
Finance

220 Add Assistant
A 4

Amanda Wagner o< Cut
Sr. Manager, US Payro

Finance Copy
Also Reports To:Penelope
v Copy Format

Lisa Weil
SVP, International
Technology

[*) Paste

Delete
v
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ORGCHART WORKBENCH/BUILDER - FORMATTING BOXES

Delete boxes or edit the contents of the boxes in your chart.

OrgChart Now

Enterprise

Click on the arrow icon on the Workbench °

top—right Of the screen 1o open < @) © | Document: *Untitled . Presentation . View: Simple Fields ‘ Q. 7 ‘ <= ?
the Chart Editor panel. 2L Chart Editor

Export Profile Search  Subcharts Staging

OrgChart e v
r p— 5 o o
Martin Sullivan e ne i+
Chairman&CEO @& | | 7 || 7
Executive Move Box Add Box Add Assistant
e
@ v
—— Layout
Exec
L = |zl | | =
, N\ 7 'Branch Styles Box Sort \Optimize Page] Box Spacing |
Chris Dunn Penelope Parker Camerg , _
CFO VP, Human Resources VP, g 3 - —
Finance Human Resources Ma % i-% %
\ J \ &
v Center Horiz | | Center Vert | | Align Top
r N r N
Simone Dufour Glenda Frampton
Manager, Accounting Services Corporate Controller v Subcharts
Finance Finance
- ) N > +
v & +%
O O
- 3
Cecil Chartrand Bruce Alvarado Insert R Wizard
Analyst Analyst nse emove iza
Finance Finance
) v Box
Ben Werner Bin Xing o
Analyst Budget Analyst
Finance Finance
Layout . Box Shape Box Color | | Shadow
Fa Xian '
Budget Analyst “
Finance
 Border Style Border Color
Amanda Wagner
Sr. Manager, US Payroll v Text
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ORGCHART WORKBENCH/BUILDER - FORMATTING BOXES
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——— ] ‘ O Lom v— rgChart Now
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Deleting Boxes:

Workbench Export Profile Search  Subcharts Staging
nght_C“Ck on a record and select £33 @ D) | Document: *Untitled Presentation View: Simple Fields . | R. B~ | Y £ O | o » @
‘Delete’ to remove that record paiidnd Je Chart Editor
from your chart. Eisc v Tools
Jessi % T
In this image we will be deleting e [
Fa )(|an Move Box Add Box |Add Assistant
Chris Dunn Penelope Parker Camerc Ve Layo'-'t
CFO VP, Human Resources VP,
Finance Human Resources Ma

; B2 2l | 2

Branch Styles Box Sort |Optimize Page| | Box Spacing

Simone Dufour Glenda Frampton
Manager, Accounting Services Corporate Controller . N . +
I
| \ 4 Center Horiz Center Vert Align Top
Cecil Chai [\ Box Properties
Analy Vv Subcharts
Finant gea Branch Styles
- L ] +*%
' &= Insert Subchart Break 00 [
+ ¥
Be: .:e- O - 00
Fma:t' < Remove Subchart Break Insert Remove | Wizard

:.%+ Add Subordinate Box

Fa Xial
Budget Al 2% Add Assistant

Finan —
a K Cut l% l_Tj O D

Layout Box Shape Box Color Shadow
Copy

Al: (@] Copy Format JI I

Border Style Border Color

v Box

[] Paste leil
ational
Delete logy v Text
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ORGCHART WORKBENCH/BUILDER - FORMATTING BOXES
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Edltlng BOXGS: = Workbench Export Profile Search  Subcharts Staging SRS
To edit the contents INSIDE of a £33 @ D) | Document: *Untitled Presentation View: Simple Fields . | @ . EV | Y L O | o » @
box, double-click on the field you Chaitman & CEO aL Chart Editor
. . Executive
wish to edit. Vv Tools
Jessi | | |
Exec : PR
?5 S s
Move Box Add Box |Add Assistant
Type in the new or updated Chris Dunn Penelope Parker Camer v Layout
CFO VP, Human Resources VP,
information for the record and hit rrenee rumen esouress " T_ A l i% —
O [ 1
Enter on your keyboard to apply v | Z Bl (el
Simons Dufour Glenda Framnton Branch Styles Box Sort |Optimize Page Box Spacing
that Change Manager, A;:::au;;;ng Services Corporlfiaeagsgtro[lcr j = |:|
(1] (] (1]
I v Center Horiz Center Vert Align Top

E lfl_lE;]_‘M lij 8 O\ T-= |:£| wrgn‘:hart Now °

Enterprise

Workbench Export Profile Search  Subcharts Staging
{3 @ D) | Document: *Untitled Presentation View: Simple Fields | @ . ‘ o | ? g O | = » @
Chairman & CEO —— Chart Editor
Executive
v Tools
Jessi % ' '
Exec , s
Ex - s
Move Box Add Box |Add Assistant
Chris Dunn Penelope Parker Camery v Layout
CFO VP, Human Resources VP,
Finance Human Resources Ma - [ -
T_ Al i% .
—) [ i
v : Z ()
Simone Dufour Glenda Erampton Branch Styles Box Sort |IOptimize Page Box Spacing
Manager, Accounting Services Corporate Budget Controller P
Finance Finance [ L]
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ORGCHART WORKBENCH/BUILDER - MOVING BOXES

] iR
——— CJ * O == v rgChart Now
[ — DM \ I:_ 3 w—
J — Enterprise

Workbench Export Profile Search  Subcharts Staging MOV|ng Boxes:

» @ Click on the Move Box button in
Chart Editor the chart editor and drag and
Rools drop your record to the desired

Jessi position.

......

Move Box Add Box Add Assistant

s
~/

{3 @ =) | Document: *Untitled ., Presentation ., View: Simple ., Fields ., | Qv EV | ? ‘(S? D

. . T
Chairman & CEO ar
Executive v

You will notice arrow above,

Move Branch or Box

Chris Dunn Penelope Parker Camery Click and drag a box to move it. beIOW or next to the record you
CFO VP, Human Resources VP, Rel?l?smt? the .:rl"louse 2}'“0::10‘;” .
Finance Human Resources Ma another box will reposition the box -
within the chart. The green arrows ] WIS h tO move you r bOX to'
(when you drag over another box) SN
4 indicate whether the box will be ) B HS | | When these alrrOws appear you
) ox Spacing
Simone Dufour Glenda Frampton i g can release your mouse to place
Manager, Accounting Services Corporate Controller or right peer.
Finance Finance —T— i el ——
0 S AT your record.
[ Vv Center Horiz Center Vert Alian Top

] ||
— . — S - Enterprise

Workbench Export Profile Search  Subcharts Staging
{3 @ D) | Document: *Untitled . Presentation View: Simple Fields | @ . ‘ v | Y g O | o
vl d 1 Vc
JL .
Chairman & CEO =i Chart Editor
Executive v Tools

Jessi L

Exec - .y I
. s i 4

. =2 || & .

Move Box Add Box Add Assistant
Chris Dunn Penelope Parker Camery v Layout
<] CFO VP, Human Resources VP,

Finance Human REESDLIFCES Ma A r
- = EE zl i% m%j

Branch Styles Box Sort Optimize Page| | Box Spacing

Simone Dufour Glenda Frampton

Manager, Accounting Services Corporate Controller . N + @
renee renee % % %

b4

v Center Horiz Center Vert Align Top
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ORGCHART WORKBENCH/BUILDER - ADDING BOXES

= Efl%lrﬁ li.l 8 O\ T-= |E| wrgChart Now °

. . — Enterprise
nght—CI ick on the record you Workbench Export Profile Search  Subcharts Staging
wish to add a new {53 @ D) | Document: *Untitled Presentation View: Simple Fields . | @ . | » O
: : Chairman & CEO :
box/subordinate to, click Add rman 8 : Chart Editor
. v Tools
Subordinate Box.
Jessica Brando —
Exec Secretary % N .,.
Executive S
Move Box Add Box Add Assistant
" " i 1 Penelope Parker Cameron Rogers Gary Finley v
If Worklng Wlth a SpeCIfIC VIeW’ VP, Human Resources VP, Marketing SVP, North America _I_ el
3 ny new boxes ad d ed S hou I d Human Resources Marketing Operations L A ) L
have the view auto-applied. hd ¥ b EE zl i% %
Chris Dunn Branch Styles Box Sort Optimize Page| | Box Spacing
CFO
2| B || 5=
| Center Horiz Center Vert Align Top
Glenda Frampton _
Corporate Budget Controller B Box Properties
Finance Vv Subcharts
888 Branch Styles
v
] [ ] +
: <% Insert Subchart Break OO0 [ %
Simone Dufour + 4
Manager, Accounting Services B = - Do
Finance <3 Remove Subchart Break [heare PRSP Wizard
O+ Add Subordinate Box
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Cecil Chartrand Bruce A :
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Finance Fing —
K Cut = || | (D D
. Layout Box Shape Box Color Shadow
Ben Werner Bin X Copy
Analyst - Budget
Finance Fine Copy Format _u I I
| ) Border Style Border Color
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ORGCHART WORKBENCH/BUILDER - ADDING BOXES

@ | & 8 Q

If the View did not auto-apply,
Click the Presentation drop-down 8 B |
and select the Chart View option.

Document: *Untitled .,

Workbench Export Profile Search  Subcharts Staging

Presentation .,

Jessica Brando

View: Simple Fields . | G-l v E v

Chart Views Exec Secretary
Executive
- . Box Styles
A Chart Views panel will pop up
on the right—side Of the screen. Penelope Parker Cameron Rogers Gary Finley
VP, Human Resources VP, Marketing SVP, North America

Human Resources Marketing Operations
Double-click the relevant view to b Y v
apply |t Chri;Fgunn

Finance

Glenda Frampton
Corporate Budget Controller
Finance

v

Simone Dufour
Manager, Accounting Services

Finance
Cecil Chartrand Bruce Alvarado
Analyst Analyst
Finance Finance
<FullName>

Ben Werner Bin Xing
Analyst u Budget Analyst
Finance Finance

Amanda Wagner
Sr. Manager, US Payroll
Finance
Also Reports To:Penelope Parker

v

'Y 2 O e

wrgChart Now
Enterprise

Chart Views

System

Performances

Dept. Budgeted Salary
Diversity

Workforce Analytical
Grouping

Card View

Nine Box

Time Zones

Hybrid Workforce
Simple

Simple Filled
Swimlanes

Page Layout (@) Automatic
Box Formatting @) Automatic

Shared

O Manual
(O Manual

User
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ORGCHART WORKBENCH/BUILDER - BRANCH STYLES

E E'I_lli;lrﬁ li.l 8 O\ T-= |:£| wrg(:hart Now °

Workbench Export Profile Search  Subcharts Staging S Click on one of the boxes within

& @) © | Document: *Untitled . Presentation ., View: Simple ., Q. By | YV 2 O | & » @ the branch yOou would like to
Jessica Brando T Chart Editor change the style of.
L Exec Secretary
Executive v Tools
Penelope Parker Cameron Rogers Gary Finley - T
VP, Human Resources VP, Marketing SVF, North America —t Move Box Add Box Add Assistant . .
Human Resources Marketing Operations Click the Branch Styles icon and
v v v v Layout select the new style yOu wish to
Chris Dunn

9 EE Al | i% % apply to the branch.
Z

Branch Styles Box Sort Optimize Page| | Box Spacing

Select Branch Style ®
Glenda Frampton Amanda Wagner
Corporate Budget Controller Sr. Manager, US Payroll TET ﬁ ﬁ
" 1 - L You can also edit branch styles
Also Reports To:Penelope Parker
v ] 0 - - . . .
M a SRR SRIALIE SRR b by right-clicking on the record
Simone Dufour
Manager, A nting Servi -
snager Accounting Servies @ % % § % and. selecting the Branch Style
option.
T m  w
Cecil Chartrand Bruce Alvarado
Analyst - N Analyst
Finance Finance
v Box
0
- = ol
| | | |
Cecil Chartrand Bruce Alvarado Ben Werner Bin Xing P Vv Box
Analyst Analyst Analyst Budget Analyst
Finance Finance Finance Finance
0 0 0 & l% % O D
L Layout Box Shape Box Color Shadow
Vacant
Border Style Border Color

v Text
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ORGCHART WORKBENCH/BUILDER - CUT & PASTE

Right-click on the box you wish
to cut and select the Cut option.

5
uln” 4
Workbench

@ B O

b 8 Q

Export Profile Search

| Document: *Untitled .,

Subcharts Staging

Presentation .,

Penelope Parker
VP, Human Resources
Human Resources

v

Chris Dunn
CFO
Finance

View: Simple ., Fields ., | Q v

Cameron Rogers
VP, Marketing
Marketing

v

Glenda Frampton
Corporate Budget Controller
Finance

v

Amanda Wagner

Sr. Manager, US Payroll
Finance

Simone Dufour
Manager, Accounting Services
Finance

Also Reports To:Penelope Parker

v

Cecil Chartrand
Analyst
Finar

[, Box Properties

Bruce Af‘ 888 Branch Styles
Anal
Finat £% |nsert Subchart Break

l <3 Remove Subchart Break

Vacz
S+ Add Subordinate Box

28 Add Assistant

Anal

Finar

Copy

o

Bin Xi; Copy Format
Budget #
Finar |j Paste

a

Delete

Y L O |

Gary Finley
SVP, North America
Operations

v

s
K/

wrgChart Now
Enterprise

Lisa Weil
SVP, International
Technology

Craig Badger
Director, Engineering
Technology

v

Kris Kendall
Director, Information Systems
Technology

v

Glen Jacobson

Manager, Product
Technology

v

Ned McDougal
Analyst
Marketing
Also Reports To:Rui Meng

Page 1 of 11
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ORGCHART WORKBENCH/BUILDER - CUT & PASTE
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RIght—CIle on the manager Of the = Workbench Export Profile Search
new branch you wish to add the S B 9O | Document: *Untitled .

Subcharts Staging

Presentation ., View: Simple Fields ., | Q v

Y 2 O |

s
K/

wrgChart Now
Enterprise

cut record to, and select the

Jessica Brando
Exec Secretary

. Executive
Paste option.
Penelope Parker Cameron Rogers Gary Finley
VP, Human Resources VP, Marketing SVP, North America
Human Resources Marketing Operations
v v v
Chris Dunn
CFO
Finance
[ I |
Glenda Frampton Amanda Wagner Simone Dufour
Corporate Budget Controller Sr. Manager, US Payroll Manager, Accounting Services
Finance Finance Finance
Also Reports To:Penelope Parker
v v

Bruce Alvarado
Analyst
Finance

Vacant

Ben Werner
Analyst
Finance

Bin Xing P
Budget Analyst
Finance

Lisa Weil
SVP, International

e pP PR -

[\, Box Properties

¢ 388 Branch Styles

Dire.
<% Insert Subchart Break

<= Remove Subchart Break
|
Director, &+ Add Subordinate Box

%80 Add Assistant

G] g( Cut
Me
Copy

Copy Format
N
[7) Paste

Also Re Delete

Page 1 of 11
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ORGCHART VIEWER - EXPORT YOUR PLAN

| ik
=N J 8 = B morgChart Now
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Export

Workbench Profile Subcharts  Staging Click on the Export button and

® B ExpotPOF . Presentation, View:Smple, Felis. | Q. B |V £ O/ 0 «O0O select the PDF Document option.

PDF Document
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Jessica Brando
Excel Spreadsheet EAEE SeaTeLaRy
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VP, Human Resources VP, Marketing SVP, North America SVP, International . . .
Human Resources Marketing Operations Technology The PDF flle Wi ” save Into y0u I
v v v l , Download folder unless you have

specified otherwise.

] [ » ]
!_C% ‘ 8 O — U rgChart Now
ula’ 4 =, \ — = p—
nterprise
Workbench Export Profile Search  Subcharts Staging The PDF folder allows YOU to
3 [Q) ¢ Export PDF 1o Presentation . View: Simple Fields . | @ . dynamica”y navigate within the
Page Size Legal PDF document, US|ng the d””
Chairman & CEO P Part Time
White Background O (S Contractor Up/d own arroOws (belOW/a bove
Include Background O Martin Sullivan chart bOxeS).
Chairman & CEO
Navigation Arrows O Executive
Index Page @ |
Jessica Brando
; - Exec Secretary

Uniform Scaling @ A

Download This Screen

Download This Page Penelope Parker Cameron Rogers Gary Finley Lisa Weil

VP, Human Resources VP, Marketing SVP, North America SVP, International
Download This Branch FImAN Resources Marketing Operations Technology
Download Entire Chart 4 hud v hd l

Chris Dunn Craig Badger

Fal ot =



CONCLUSION

END OF TUTORIAL 2

In this interactive tutorial, we covered some of the key features of
OrgChart Builder: Builder panel, Saving your chart, Subchart breaks, Box
formatting, Moving boxes, Adding boxes and Branch styles.

In the next tutorial we will learn about creating a chart manually with
Workbench.
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