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TUTORIAL 4

OVERVIEW

In this tutorial we will be navigating the OrgChart Workbench - The OrgChart Viewer displays the current master chart.
Import Wizard. The master chart is a read only chart that is automatically sychronized

with your source HR data.
This training is for both Administrators and End Users.

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.

This tutorial will cover -

e Import Wizard

e File Upload & Download
e Applying Views
 Applying Backgrounds
e Refresh Settings

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

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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ORGCHART WORKBENCH - CREATING THE CHART
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Click on the == menu icon and
select Workbench.

Click on the New Blank button in
the Chart Builder pop-up panel.
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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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ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

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

Click the Import Data button

Select a data source to begin setup X

Q. Search Connectors

e 52 he SADA

Chart Builder Excel/CSV ADP BambooHR PeopleHR SAP XML

Ty &

SAP RFC Salesforce breatheHR Namely Greenhouse NaturalHR

Jobvite iICIMS Workday

Select Data File To Import @ x

The Import Wizard automatically creates an org chart from
an Excel file.

If you need to create an Excel file, download the Sample
spreadsheet and then modify it as needed.

All data files must be Uploaded to your cloud storage account
before they can be used.

Click on the 'Import Data’' button to import a file from cloud
storage.

Import Data
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ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Select File @ X

: Q Find [
Click on the Samples folder, --
Name Type Date
[3] Add New
select the Sample Data set and |
: o : ] Echantillon Excel Data February 1, 2018, 5:58 PM
. . crogers@orgchart.com
click the Select File button. e orgchartnow CSV Data June 2, 2020, 9:56 AM
ata
Sample Data Excel Data February 1, 2018, 5:58 PM
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. 0go
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Backgrounds
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your Excel/data files in the ‘Data Photos x
b _ =| lexturgchartcsv lext File June 18, ZUZU, 4:53 PM
anning
folder.
Reference
Temp
Tutorials
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¢ Samples
i Trash
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Filter Data @ X

Optionally, you can filter your source data. Only records that
match the specified filter will be imported.

Use filter data when you want to
Import only specific information,
for example, one

department only, or import a
multi-chart document.

[] Create multi-chart document
[] Specify top box
[] Specify data filter

For this tutorial we will be
skipping this step, click the Next
button.
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ORGCHART WORKBENCH - IMPORT AN EXCEL DATA SHEET

Define Fields

Click the Division drop—down and Please enter the required and optional fields.
select Department Name.
Required Fields: Optional Fields:
. . . PersonID: PersonID o Photo: = v
Note: with Define Fields, you can SupervisorID:  Supervisorld B First name: B 5
Complete the Name: Name - Last name: . -
fleld names to match your Title: Title v Location: ocation v
Division: = v Department Name

spreadsheet’'s column headings.

Data contains hierarchy fields
Dept #

[] Matrix Reporting
Employee Status Classificati...

Once the fields are mapped, click
the Next button.

FT/PT

isAssistant

Location

Name

PersonlD

SupervisorlD

Title

Assistant Wizard @ X

Set assistant branch styles based on rules or data.

Click the Next button.
NO te: I f you have speci fIC ru Ies O Manually set assistant branch styles
you wish to set up for assistants,
this is the panel in which you
would specify the criteria.

@ Use 'isAssistant' field to set assistant branch styles
O Use rules to set assistant branch styles

[] Place first assistant on the left of manager
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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.
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ORGCHART WORKBENCH - UPLOADING & DOWNLOADING FILES
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Close

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.
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ORGCHART WORKBENCH - APPLYING VIEWS
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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.
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ORGCHART WORKBENCH - REFRESHING THE CHART

= IZT?_‘M lil 8 O\ T-= |:£| wrgChart Now °

CIICk on the Gear iCOﬂ tO Open ™ Workbench Export Profile Search  Subcharts Staging Enterprise

the Document Settings for your ) 'E) | Document: *test ., Presentation ., Fields ., | Qv EV | ? .Q G | S
chart.

Document Settings /X Executive Office

Filter your data, configure your
fields, adjust refresh settings, r‘ ~
change page properties, and O rgc h a rt N OW
configure other chart document

level settings.

Joshua Ryor
CEO

l.‘ )r Document Settings ® X
<

@ Changes Document Changes ® Changes will be applied to next data refresh.

In the Changes tab, click the tick-

View the changes you have made to your chart.

bOxeS fOr @ Source
Pagination changes
P h t v e Preserve user changes to pagination (subchart breaks)
o .
reserve user cnanges to ¢ Mapping o ehanges detected

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

28 Assistants _
[_] Preserve manual changes to box presentation (box layouts)

m Subcharts Preserve manual identification of assistants

l;l View

f(x) Fields & Formulas [] Generate Diagnostic Report

Preserve manual changes to branch styles

[] Preserve box sort (overrides sort after refresh)

[a] Background Selected chart view: Basic

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

Refresh

Advanced

W & O

Page Properties

Click Save and Refresh.

To ‘quick refresh’, click on the — e d & Q T H QL0roctrt Now °
Refresh icon on the secondary
toolbar. {3 @ <) | Document: *test . Presentation ., Fields . | @ . ﬁ o | Y Y D | @

Workbench Export Profile Search  Subcharts Staging




CONCLUSION

END OF TUTORIAL 4

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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