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OVERVIEW

TUTORIAL 8

The Planning module is designed to facilitate organizational design
exercises. Multiple planners can collaborate in real-time to restructure
any branch of an organization.

A planner can participate as one of the following three roles:

Viewer - Read plans that have been shared with that user.
Collaborator - Update plans that have been shared with that user
Plan Owner - Synchronize plans you've created against the source
data and share your plans with Viewers and/or Collaborators.
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NOTE:

Not all users have access to Planning.

Your OrgChart administrator can grant you access by upgrading your
Role to Read/Write, and enabling Planning in your UI Profile. 

Important:
Administrators can share, modify, delete, lock, and archive any plan
within the account. Even those that have not been directly shared with
that user.



Click on the           menu icon 
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Select the Planning option

Planning Module Functionality

Plan Explorer: Manage all plans shared
with or created by the current user.
Creating Plans: Create a new plan.
Updating Plans: Modify plans (add,
delete, move and update boxes within a
plan).
Sharing Plans: Share plans with
collaborators and viewers.
Plan Dashboard: Review metrics and
information about the current plan.
Activity Log: Track all changes that have
been made to the current plan.
Talent Pool: Identify candidates and then
deploy them within the current plan.
Append Plan: Merge a plan into a Master
Chart to view the future state in the
context of the rest of the organization.
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The Plan Explorer provides an interface to manage all plans shared with, or created by, the current user.
The extent to which a user can interact with a plan, depends upon their plan role.

ORGCHART PLANNING MODULE - PLAN EXPLORER

Plan Explorer

All planners will have access to the
following tabs:

Active Plans - Contains all plans that
you have created, or that have been
shared with you, that are currently
Active.
Archived Plans - Contains all plans
that you have created, or that have
been shared with you, that are
currently Archived.

Planners with an assigned access role of
Administrator will have access to an
additional tab:

Administrator - Contains all active
and archived plans in the account of
which the current user is not a plan
owner.

Plan Roles
 
Roles determine how a user can interact
with a specific plan. For each plan, users
are assigned one of the following roles:

Owner: can modify, synchronize,
share, delete, lock, and archive their
plans.
Collaborator: can move, update,
delete and add boxes to plans.
Viewer: can view plans, but not make
any changes.

https://help.orgchartnow.com/en/planning/plan-explorer.html#UUID-f88105a7-e8f2-6642-1c4d-dedd3dc319b2_bridgehead-idm232068115495106
https://help.orgchartnow.com/en/account-settings/manage-users.html
https://help.orgchartnow.com/en/planning/updating-plans.html
https://help.orgchartnow.com/en/planning/creating-plans/synchronizing-plans.html
https://help.orgchartnow.com/en/planning/creating-plans/sharing-plans.html


Plan Explorer Functions

The following functionality is available in
the Plan Explorer. Your role determines
which functions you can apply to any
given plan.

Find: Search for a specific plan
         : Mouse over a plan to share it
with other users.
         : Mouse over a plan row to lock
or unlock a plan. Locked plans cannot
be edited. 
         : Mouse over a plan row to
expand the Additional Plans Options
menu.
         : Mouse over a plan row to
download a copy of the selected
plan. 
New Plan: Create a new plan using
the Plan Builder.
Open Plan: Open the selected plan.
Exit: Exit Plan Explorer

TUTORIAL 8
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The Plan Explorer provides an interface to manage all plans shared with, or created by, the current user.
The extent to which a user can interact with a plan, depends upon their plan role.
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https://help.orgchartnow.com/en/planning/plan-explorer.html#UUID-f88105a7-e8f2-6642-1c4d-dedd3dc319b2_bridgehead-idm232068115495106


Additional Plan Options

The following additional options are
available. Mouse over a plan row and
then click on the         button to access
additional Plan Options.

Rename Plan: Rename the selected
Plan
Duplicate Plan: Duplicate the
selected plan.
Archive Plan: Archive the selected
plan (only available for Active Plans).
Archived plans cannot be edited;
however, Archived Plans can be
reactivated. if additional editing
needs to occur.
Activate Plan: Reactivate an archived
plan.
Delete Plan: Permanently delete the
selected plan.
Editable Fields: Specify which fields
within a plan that a collaborator (or
plan owner) can edit.
Effective Dates: Toggle to
enable/disable use of effective dates
for plan changes (add, delete, move
or update).

TUTORIAL 8
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The Plan Explorer provides an interface to manage all plans shared with, or created by, the current user.
The extent to which a user can interact with a plan, depends upon their plan role.
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https://help.orgchartnow.com/en/planning/creating-plans/editable-fields.html
https://help.orgchartnow.com/en/planning/creating-plans/effective-dating.html
https://help.orgchartnow.com/en/planning/plan-explorer.html#UUID-f88105a7-e8f2-6642-1c4d-dedd3dc319b2_bridgehead-idm232068115495106


8

TUTORIAL 8

ORGCHART PLANNING MODULE - CREATING PLANS

In the Plan Explorer, click on the
New Plan button. The Plan Builder
dialog is displayed.

Click on the Go button to create
a plan. You can update the plan
as needed.

Enter a name for the plan.

Click on the search bar (beneath
the Which employee would you
like at the top of this plan
prompt) to search for the
employee who will be at the top
of the plan.

Click on the Levels dropdown
menu (under the How many
levels under this employee would
you like to include prompt) to
select the number of
organizational levels beneath the
top employee to include in the
plan.

https://help.orgchartnow.com/en/planning/plan-explorer.html
https://help.orgchartnow.com/en/planning/updating-plans.html
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Plan Owners, Collaborators, and Administrators can add, delete, move, and update records within a plan. Planners can also add a comment to
any record.
A plan must be ‘Active,’ and you must have Owner or Collaborator privileges  to make updates to a plan.

TUTORIAL 8

ORGCHART PLANNING MODULE - UPDATING A RECORD

Mouse over the box you want to
update. 

Select from one of the available
actions. You can add a
subordinate, delete the current
box, move the current box, or
update information about the
current box.

Edit the current record.

Add a subordinate record.

Move current record to report to
another manager.

Move current record outside of the
plan.

Remove current record.

Add a comment.

https://help.orgchartnow.com/en/planning/creating-plans/sharing-plans.html
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Plan Owners, Collaborators, and Administrators can add, delete, move, and update records within a plan. Planners can also add a comment to
any record.
A plan must be ‘Active,’ and you must have Owner or Collaborator privileges  to make updates to a plan.
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After selecting an action, the
Update Panel is displayed.

https://help.orgchartnow.com/en/planning/creating-plans/sharing-plans.html
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Plans can be shared with team members. When a plan owner shares a plan, the owner must set the role for each planner. The following roles are
available:

Viewers - View plans
Collaborators - View and update plans (i.e. add, move, update, or delete boxes)

TUTORIAL 8

Options

Default add as collaborators checkbox:
Check to set the role for all subsequent
users added to the Share Plan list as
Collaborators. Uncheck to set the role for
all subsequent users added to the Share
Plan list as Viewers.
Select a group to share with: Click on this
element to share a plan with all users
assigned to a specific Access Group.
Select a user to share with: Click on this
element to share a plan with a specific
user. When a plan is shared with a user,
that user will receive an email containing
a link to the shared plan. 
      : Mouse over a user, and then click on
the Change Role icon to modify a user’s
role.
      : Mouse over a user, and then click on
the Remove User icon to stop sharing the
current plant with that user. 
Copy Link: Click to copy an automatically
generated URL that can be shared with a
colleague.
Send email invite to plan: Check to send
an email to the users in the Share Plan list
with a link to the current plan.

ORGCHART PLANNING MODULE - SHARING PLANS

https://help.orgchartnow.com/en/planning/creating-plans/sharing-plans.html#UUID-62d5b150-5933-96c0-f137-5314aefcd536_N1620501945664
https://help.orgchartnow.com/en/planning/creating-plans/sharing-plans.html#UUID-62d5b150-5933-96c0-f137-5314aefcd536_N1620501961581
https://help.orgchartnow.com/en/account-settings/access-groups.html
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The Plan Dashboard displays information about the current plan.

TUTORIAL 8

Plan Information

The following information is shown at the
top of the Dashboard Tab:

Plan Name: Plan name as specified by
the plan owner. The plan name can
be modified using the Plan Explorer.
Plan Status: Active – Plan can be
modified. Locked – Plan cannot be
modified. Archived – Plan has been
archived (and cannot be modified
unless reactivated).
Last Modified: Last time plan was
modified by a collaborator or owner.
Last Sync: Last time plan was
synchronized with source data. 

Plan Metrics

The Plan Metrics table allows your team
to model toward a goal. The Headcount
metric is automatically included when
creating plan.

Starting: Value of the metric when the
plan was created.
Current: Value of the metric,
calculated in real-time as the plan is
updated.
Target: This is the desired (or goal)
value for a metric.

ORGCHART PLANNING MODULE - PLAN DASHBOARD

https://help.orgchartnow.com/en/planning/plan-explorer.html


13

The Activity Log allows Plan Owners, Collaborators, Viewers, and Administrators to track all the changes that have been made within a plan.

TUTORIAL 8

ORGCHART PLANNING MODULE - ACTIVITY LOG

Summary Mode

The Summary Mode groups changes by
type (Add, Change, Comment, Delete,
Move). 

Clicking on an update shows additional
information about the update (at the
bottom, in the Details panel) and
navigates to the associated change in
the org chart.

History Mode

The History Mode groups changes based
on when the changes were made.

Clicking on an update shows additional
details about the update (at the bottom
in the Details panel) and navigates to the
associated change in the org chart.

https://help.orgchartnow.com/en/planning/activity-log.html#details-panel
https://help.orgchartnow.com/en/planning/activity-log.html#details-panel
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When trying to identify the right person to fill an open role, you may want to consider more than one candidate. The Talent Pool allows you to
identify a list of potential candidates for any position.

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.

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

TUTORIAL 8

ORGCHART PLANNING MODULE - TALENT POOL



END OF TUTORIAL 9

CONCLUSION

In this interactive tutorial, we covered some of the key features of
OrgChart Planning - Plan Explorer, Creating Plans, Updating Records,
Sharing Plans, Plan Dashboard, Activity Log and Talent Pool.

This is the last of the PDF tutorial documents.

Contact support@orgcharthosting.co.za if you need any assistance or
have any enquiries regarding any of the tutorials. 
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