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OVERVIEW

TUTORIAL 2

In this tutorial we will be navigating the OrgChart Workbench/Builder.

This training is for both Administrators and End Users.

This tutorial will cover - 

Creating A Chart With Builder
Saving Chart Documents
Subchart Breaks
Editing Workbench Charts
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.
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The OrgChart Viewer displays the current master chart. 
The master chart is a read only chart that is automatically sychronized
with your source HR data.
 
The Chart Builder allows you to take a snapshot of any subset of your
master chart. 
This snapshot is the starting point for a workforce plan.
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Builder allows users to take a snapshot of any subset of a Master Chart. Snapshots created using Builder are loaded into Workbench as Chart
Documents.
Administrators and Read/Write users can modify Chart Documents as needed. Chart Documents can be saved, opened, closed, exported, and
even synchronized with source data.

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 specify
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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You are now working on your own copy of the chart to manipulate for planning purposes or creating “What-If” scenaries.
NOTE:
You can return to the Viewer at any time by clicking on the menu icon          and selecting the Viewer option.

Click on the Document 
drop-down and select the Save
As... option.

Enter the name for the new chart
and click the Save As button.

It is best practice to save all
charts in the ‘Chart’ folder, or in
your own folder if you have an
employee specific folder system.
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Right-click on a box/employee
and select ‘Remove Subchart
Break’ to expand that specific
branch on the page.

Subcharts are the ‘breaks’ between levels or branches. 
The small black arrow beneath a box indicates that there is a subchart break.
You can add or remove subchart breaks within the Builder.
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Subcharts are the ‘breaks’ between levels or branches. 
The small black arrow beneath a box indicates that there is a subchart break.
You can add or remove subchart breaks within the Builder.

Right-click on the box/employee
and select ‘Insert Subchart Break’
to collapse that specific branch
on the page.
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Delete boxes or edit the contents of the boxes in your chart.

Click on the arrow icon on the
top-right of the screen to open
the Chart Editor panel.
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Delete boxes or edit the contents of the boxes in your chart.

Deleting Boxes:
Right-click on a record and select
‘Delete’ to remove that record
from your chart.

In this image we will be deleting
Fa Xian. 



ORGCHART WORKBENCH/BUILDER - FORMATTING BOXES

TUTORIAL 2

10

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

Editing Boxes:
To edit the contents INSIDE of a
box, double-click on the field you
wish to edit. 

Type in the new or updated
information for the record and hit
Enter on your keyboard to apply
that change.
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Moving Boxes:
Click on the Move Box button in
the chart editor and drag and
drop your record to the desired
position.

You will notice arrow above,
below or next to the record you
wish to move your box to. 
When these arrows appear you
can release your mouse to place
your record.

Reorganize your chart or change your reporting structure by moving boxes to new managers or departments.
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Add new upcoming positions or new hires in your chart planning. 

Right-click on the record you
wish to add a new
box/subordinate to, click Add
Subordinate Box.

If working with a specific view,
any new boxes added should
have the view auto-applied. 
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Add new upcoming positions or new hires in your chart planning. 

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

A Chart Views panel will pop up
on the right-side of the screen.

Double-click the relevant view to
apply it. 
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Change the branch style for the branch of the selected box.

Click on one of the boxes within
the branch you would like to
change the style of.

Click the Branch Styles icon and
select the new style you wish to
apply to the branch.

You can also edit branch styles
by right-clicking on the record
and selecting the Branch Style
option. 
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Right-click on the box you wish
to cut and select the Cut option.
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Right-click on the manager of the
new branch you wish to add the
cut record to, and select the
Paste option.
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Select the Download Entire Chart
option.

OrgChart allows you to export your charts to a number of different formats including PDF and PowerPoint.

Click on the Export button and
select the PDF Document 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).



END OF TUTORIAL 2

CONCLUSION

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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Empower your organization to
make informed people decisions.
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