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TUTORIAL 4- IMPORT WIZARD
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OVERVIEW

TUTORIAL 4

In this tutorial we will be navigating the OrgChart Workbench - 
Import Wizard.

This training is for both Administrators and End Users.

This tutorial will cover - 

Import Wizard
File Upload & Download
Applying Views
Applying Backgrounds
Refresh Settings

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

The Workbench allows Administrators and Read/Write users to create
and modify customized chart exports using their Master Chart data.



TUTORIAL 4
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Click on the           menu icon and
select Workbench.

ORGCHART WORKBENCH - CREATING THE CHART

Before we begin, we will need to navigate 
from the OrgChart Viewer to the OrgChart Workbench.

Click on the New Blank button in
the Chart Builder pop-up panel.
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TUTORIAL 4

ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Click on the Document drop-
down and select the Create
option

Click the Import button
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TUTORIAL 4

ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Click the Excel option and click
on Import to begin the process

Click the Import Data button
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TUTORIAL 4

ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Click on the Samples folder,
select the Sample Data set and
click the Select File button.

Note: You would usually store
your Excel/data files in the ‘Data’
folder.

Use filter data when you want to
import only specific information,
for example, one 
department only, or import a
multi-chart document.

For this tutorial we will be
skipping this step, click the Next
button.
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TUTORIAL 4

ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Click the Division drop-down and
select Department Name. 

Note: with Define Fields, you can
complete the 
field names to match your
spreadsheet's column headings.

Once the fields are mapped, click
the Next button.

Click the Next button.

Note: If you have specific rules
you wish to set up for assistants,
this is the panel in which you
would specify the criteria. 
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ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Once everything is set up and
mapped to your requirements,
click the Create Chart button.

This panel allows you to set
custom backgrounds previously
created.

Once your chart is created, you
can save the chart in the Charts
folder for future editing or
reference.

To save your chart, click the
Document drop-down and select
Save As. 



ORGCHART WORKBENCH - UPLOADING & DOWNLOADING FILES
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Once your chart has been created, you are able to edit the base Excel file and re-upload the data.
You can do this by downloading the original file and uploading the edited file. 

You are also able to download the charts, backgrounds and images. 

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

For this example we will be
clicking on the Card View.

Once you open the File Manager,
select the Folder and file you
wish to download.

You will see the Upload and
Download buttons on the top
right.

TUTORIAL 4



ORGCHART WORKBENCH - APPLYING VIEWS
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Once you have imported your file and created your chart, you can change the View at any time to match your requirements.

TUTORIAL 4

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. 

To ensure that the View is
permanently applied, ensure that
you save the chart.



ORGCHART WORKBENCH - APPLYING BACKGROUNDS
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In the Chart Editor, scroll down
until you find the Background
section.
Click the Apply button.

Click the Custom background
radio-button, click the Select
button and select your preferred
background from the
Backgrounds folder. 

Once selected, click OK.

To ensure that the Background is
permanently applied, ensure that
you save the chart.

TUTORIAL 4

Once you have imported your file and created your chart, you can change the Background at any time to match your requirements.



ORGCHART WORKBENCH - REFRESHING THE CHART
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If you have updated your data file and wish to refresh your chart with new data, follow the steps below.

TUTORIAL 4

Click on the Gear icon to open
the Document Settings for your
chart.

In the Changes tab, click the tick-
boxes for:

Preserve user changes to
pagination (subchart breaks)
Preserve manual identification
of assistants
Preserve manual changes to
branch styles

Ensuring these settings are
selected will save the manual
edits and changes made on your
chart.

Click Save and Refresh. 

To ‘quick refresh’, click on the
Refresh icon on the secondary
toolbar.



END OF TUTORIAL 4

CONCLUSION

In this interactive tutorial, we covered some of the key features of
OrgChart Workbench: Import Wizard, File Upload & Download, Applying
Views, Applying Backgrounds and Refresh Settings.

In the next tutorial we will learn about creating custom Backgrounds to
highlight and display key information for your specific charts. 
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Empower your organization to
make informed people decisions.
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