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Introduction to Prebuilt Reports

OrgPublisher provides a series of prebuilt and preformatted charts available
with the speed of ad-hoc reports but with critical information covering
specific Human Resource related areas of interest.

These reports are created using either the Basic Input File Layout or the
Advanced Input File Layout. Overview documents containing the layout
spreadsheet and a sample CSV file can be found in the Customer Care
Center, Top Support Documents web page.

The Basic layout allows you to quickly create a chart with key fields for your
hierarchy, jobs, contact information, and headcounts.

The Advanced layout provides detailed field listing to provide the same
information as in the Basic layout and, additionally, contains specific fields
that can be used not only in OrgPublisher, but also in Modeling and Org
Design Center.



http://www.aquire.com/customers/support
http://www.aquire.com/software/workforce_modeling
http://www.aquire.com/software/org-design-center
http://www.aquire.com/software/org-design-center
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Basic Input File Layout

The Basic reports cover three main categories.
e Basic -

— Basic chart

— Directory Chart w/Photo

— Directory Chart

— Print Chart

— Contractors

— Open Positions

e Headcount
- Headcount for a simple headcount per manager
- Headcount with Span of Control that shows levels and

e Planning
- Successors
— Succession Plan
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Basic Category — Basic File Layout

Basic Chart

Formatted to display employee photos. Show a high level chart of an
organization’s reporting structure with basic employee information in each
box. This view allows employees to see who reports to whom.

Pacific Eastern as of: 10/27/2015

Is Msnager Pacific Eastern
, Contractors Fresident

g

-

=

Open Fositions 8
+: Indirect Report I

Russell O Heis

Executive Staff
Assistant to President

=4

Bobbie T Jehnson

I T T T T 1
Sales Creative Human Resources Information Technology Finance Media Planning & Buying

Marketing Vice President Creative Vice President HR Vice President Director of Technology CFO Director of Media
ol /
Susan N Hester Paul M Melbram Sam Patel Gregory K Pink Edward P Rodriguez Amy Stepp
| | | | | |
Figure 1.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Box Title

Position Type

Person Unique Identifier
Last Name

First Name

Middle Name

Job Number

Field 10: Position Title
Field 15: Photo
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Basic Input File Layout

Enable employees to see a photos of employees and to access basic contact
information such as emails and phone numbers. This chart contains Chart
and Search views. Quickly find members of the organization and email
individuals or groups using the Search View. Drill-down for more
comprehensive employee information by selecting a search result record in
the Search View.

Pacific Eastern as of: 10/27/2015 ~ =
List View
Pacific Eastern Search View
President =
Russell D Heis =] Saten
# i Last First
" |Phone: (215)289-8420 Name hd
Celt 215)998-10113 =Any Part of Field - 0 Go
Email
mail -
| ? b eset
Executive Staff [ Search under ‘Russell Heis i Reset
Assistant to President Name: Box Title: Job Title: 2
Bobbie T Johnsan & Emily Abbott Media Media Coardinato
Phone: (215) 299-8328 # Lisa Abbott Finance Purchasing Agent
Cel:  215)999-10021 % Omar Abdul Applications  Applications Mani
Emsil & Cheryl Adelsperger Benefits Benefits Specialist
T T | & Abigail B Alexander Web Web Programmer
Sales Creative Human Resources % Gail P Amster Maticnal Product Specialist
Marketing Vice President Creative Vice President HR Vice President * Caroline Anderson Finance Accts Rec/Cash M
Susan N Hester Paul M Melbram ‘Sam Patel & Olivia K Bailey Business A.. Programmer
b Phone:  (215) 299-8399 Phone: (215) 299-8388 y Phone: (215) 289-8339 & Henry K Banner Collateral Writer
s Cell 215) 998-10082 Cell 215) 998-10058 Cell 215) 998-10082 % Mia P Bannister Television ... Producer
a Emsit i Emeit Emait # Elizabeth Bartlett Finance Capital Purchases
) ) ) & Jamnes Bates Eroadcast Broadcast Media F
ustin Baxter inance urchasing ent
& Justin B Fi Purchasing Ag
an B Benn esign eb Page Designe
# RyanBB Desig Web Page Desig
& Carl L Best Market Res... Research Manage:
r T 1 # Bryan Boynton Finance Purchasing Agent
Igfugnatm::r(ec:nulmgy F'gi";e "‘Ed:_ P:;""'"gr':‘ Bﬂuymg # Jason Bratton Benefits Benefits Manager
irector of Technolo irector of Media
o . & Susan | Bright MNetwork T...  Hardware Technic
Gregory K Pink Edward P Rodriguez Amy Stepp & Jenny L Bryanister High Tech ... Creative Director
"‘F Phone: (215) 288-8375 Phone: (215) 288-8358 Phone: (215) 288-8374 & lennu | Rruanicter Nesinn Minital Arkict e
) Celt 215) 998-10068 i Celt 215) 998-10051 Celt 215) 998-10067 <
p p p T == =
Email Email Emait JE B EaAH L 210 hits:

Figure 2.

Fields referenced in this Prebuilt Report template include:
Parent Box Unique Identifier

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Field 10:
Field 15:
Field 20:
Field 21:
Field 22:

Box Unique Identifier
Box Title

Person Unique Identifier
Last Name

First Name

Middle Name

Job Number

Position Title

Photo

Email Address

Work Phone
Secondary Phone (Cell)
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Basic Input File Layout

Directory Chart

This basic Chart view enables employees to access contact information such

as emails and phone numbers using the Search and Profile views. Drill-down
for more comprehensive employee information by selecting a search result in
the Search View to display in the Profile View.

Pacific Eastern as of: 10/27/2015 A dot
Profile View
Pacific Fastern = 0 pinned
President
Russell O Heis Photo - ~
Executive Staff
- Assistant to President
Bobbie T Johnson Name Russel O Heis
T 1 Job Title: President
Sales Creative Box Title: Pacific Eastern
Marketing Vice President Creative Vice President Email Address test@test com
Susan N Hester Paul M Melbram VWork Phene (215) 209-8420 o
| |
. . 1ax
List View
Search View
T 1 Search | Groups
Human Resources Information Technology Last Frst =
HR Vice President Director of Technology Name: ¥ || Lot s =Any Part of Field <
Sam Patel Gregory K Pink ™0Go ¥
| |
[ search under ‘Russell Heis" ¥ == Reset
MName: Box Title: Job Title: Email Address | Work ~
& Emily Abbott Media Media Coordinator test@test.c...  (213)
; . # Lisa Abbott Finance Purchasing Agent 1 test@test.c.. (215)
Finance Media Planning & Buying & Omar Abdul Applications Applications Manager  test@test.c.. (213)
cro Director of Wedia # Cheryl Adelsper... Benefits Benefits Specialist test@test.c... (215)
Edward P I“°d"g"“ Amy f‘epp % Abigail B Alexan... Web Web Programmer test@test.c.. (215)
& Gail P Amster National Preduct Specialist test@test.c... (215)
% Caroline Anders.. Finance Accts Rec/Cash Mgr test@test.c..,  (213)
& Olivia K Bailey Business Applic...  Programmer test@test.c.. (213)
A Lemn: I Banner allztaral Wiritar tackirect - 21510 Y
< >
NELY W 20nes

Figure 3.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier
Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 8: Middle Name

Field 9: Job Number

Field 10: Position Title

Field 15: Photo

Field 20: Email Address

Field 21: Work Phone

Field 22: Secondary Phone (Cell)
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Basic Input File Layout

Display a high level chart of an organization’s reporting structure with basic
employee information in each box in a very simple, black-and-white format

that is suitable for printing.

Pacific Eastern as of: 10/127/2015

Pacific Eastern
President

Russell O Heis

Assistant to President

Executive Staff
Bobbie T Johnson ‘

]

[
Sales Creative
Marketing Vice President Creative Vice President

Susan N Hester Paul M Melbram

HR Vice President
Sam Patel Gregory K Pink

T
Human Resources
Director of Technology

1
Information Technology ‘

® ®

[
‘ Finance ‘ ‘

CFO

I
Media Planning & Buying
Director of Media ‘

Edward P Rodriguez Amy Stepp

o) ©

® ®

Figure 4.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 8: Middle Name

Field 9: Job Number

Field 10: Position Title
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Contractors

Display a high level chart of an organization’s reporting structure which only
displays the names of individuals who are designated as contractors, noted
by the icon displayed in the chart legend.

&, Contractors
&, Contractor

Pacific Eastern as of: 10/27/2015

Pacific Eastern
|

r
Sales
|

T 1
Creative Human Resources
| |

r
Information Technology
|

Finance Media Planning & Buying

List View
Search View
Search | Groups
Hame: ~ || Last

=Any Part of Field

¥

I:‘ Search under ‘Russell Heis'
MName:

# Emily Abbott

& Liss Abbott

& Omar Abdul

& Cheryl Adelsperger
* Abigail B Alexander
# Gail P Amster

& Caroline Anderson
& Olivia K Bailey

& Henry K Banner

& Mia P Bannister

# Elizabeth Bartlett
& James Bates

& Justin Baxter

& Ryan B Benn

# Carl L Best

& Bryan Boynton

& Jason Bratton

& Susan | Bright

& Jenny L Bryanister

| A
7
3
2
)
3
3
g
3

-

Box Title:
Media
Finance
Applications
Benefits
Web
National
Finance
Business A...
Collateral
Television ...
Finance
Broadcast
Finance
Design
Market Res...
Finance
Benefits
Network T...
High Tech ...
Necinn

v x
First
o0 Go
¥ = Resat
Job Title: @

Media Coordinate
Purchasing Agent
Applications Mani
Benefits Specialist
Web Programmer
Product Specialist
Accts Rec/Cash M
Programmer
Writer

Producer

Capital Purchases
Broadcast Media F
Purchasing Agent
Web Page Designt
Research Manage:
Purchasing Agent
Benefits Manager
Hardware Technic
Creative Director

Dinital Artict A

210 hits

Figure 5.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Position Type

Person Unique Identifier
Last Name

First Name

Middle Name

Job Number

Field 10: Position Title

Field 20: Email Address

Field 21: Work Phone

Field 22: Secondary Phone (Cell)
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OrgPublisher Using Prebuilt Reports
Basic Input File Layout

Display a high level chart of an organization’s reporting structure which only
displays the jobs that are designated as open positions, noted by the icon
displayed in the chart legend.

Cpen Positions

Pacific Eastern as of: 10/27/2015

Pacific Eastern
|

List View
Search View
Search | Groups
Mame; = || Last

=Any Part of Field

¥

D Search under ‘Russell Heis
Name:

& Emily Abbott

Creative Human Resources % Lisa Abbott

Information Technology
|

& Omar Abdul
& Cheryl Adelsperger
& Abigail B Alexander
& Gail P Amster
% Caroline Andersen

Finance Media Planning & Buying & Olivia K Bailey

& Henry K Banner
& Mia P Bannister
# Elizabeth Bartlett
& Jamnes Bates

& Justin Baxter

& Ryan B Benn

& CarlL Best

& Bryan Boynton
# Jason Bratton

& Susan | Bright

& Jenny L Bryanister

& lennu | Rruanicter
<

= B F a: H|&

Box Title:
Media
Finance
Applications
Benefits
Web
Maticnal
Finance
Business A...
Collateral
Television ...
Finance
Broadcast
Finance
Design
Market Res...
Finance
Benefits
Network T...
High Tech ...

Necinn

First

o0 Go

] Reset
Job Title: 4
Media Coordinato
Purchasing Agent
Applications Mani
Benefits Specialist
Web Programmer
Product Specialist
Accts Rec/Cash M
Programmer
Writer
Producer
Capital Purchases
Broadcast Media F
Purchasing Agent
Web Page Designe
Research Manage!
Purchasing Agent
Benefits Manager
Hardware Technic
Creative Director

Minital Artict e

210 hits

Figure 6.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Position Type

Person Unique Identifier
Last Name

First Name

Middle Name

Job Number

Field 10: Position Title

Field 20: Email Address

Field 21: Work Phone

Field 22: Secondary Phone (Cell)
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Headcount Category — Basic Input File Layout

Headcount

Drill-up and down within the org chart to see an organization’s simple head

count fields.

Pacific Eastern as of: 10/27/2015

a

Pacific Eastern

President
Russell O Heis

Planned 154
Headcount 141
Open Positions 13

Indirect Reports.

Executive Staff
- Assistant to President
Bobbie T Johnson

Sales

Marketing Vice President

Susan N Hester

T
Creative

Creative Vice President

T
Human Resources

HR Vice President

Sam Patel

5 Planned:
Headcount
Open Positions

Indirect Reports
|

Paul M Melbram
= Planned 28 Planned 40
T Headcount 25 Headcount 38
“ Open Posflions | 3 v Open Posflions | 2
Indirect Reports Indirect Reports 1
| |
T T
Finance Media Planning & Buying
CFO Director of Media
- Edward P Rodriguez Amy Stepp
Planned 34 Planned 13
Headcount 30 Headcount 12
Open Positions: 4 Open Positions
1

Indirect Reporis
|

Indirect Reports
|

16
14
2

2

1
Information Technology
Director of Technology

¢ |Headcount 20

Gregory K Pink
Planned: 21

Open Positions 1
Indirect Reports.
|

Fields referenced in this Prebuilt Report template include:

Parent Box Unique Identifier
Box Unique Identifier
Box Title
Position Type
Person Unique Identifier
Field 6: Last Name

First Name

Field 8: Middle Name
Field 9: Job Number
Field 10:
Field 15:
Field 23:
Field 24:
Field 25:
Field 30:

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:

Field 7:

Figure 7.

Position Title

Photo
Headcount

Planned Headcount
Open Position
Indirect Report
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OrgPublisher Using Prebuilt Reports

Basic Input File Layout

This style displays information about each manager’s level in the reporting
structure, the layers/levels below each manager, as well as total head count
and average direct reports per manager at that hierarchical level. Summary
fields reflect the counts relevant to each manager’s span of control.

[l #ReM: Average Reports per Manager I

5 1

Pacific Eastern as of: 10/27/2015

Pacific Eastern
President

Russell

. Planned
Headcount 141
Open Positions | 13

Indirect Reports

O Heis
154

Levels Below Level Number ARpM

3

Executive Staff
Assistant to President
Bobbie T Johnson

T
Sales
Marketing Vice President
Susan N Hester
- Planned: 28

v Headcount 25

a Open Positions 3
Indirect Reports

Levels Below  Level Number ARpM

4 2 2
|

1
Creative
Creative Vice President

Paul M Melbram
Planned: 40
Headcount 38
b Open Positions 2
Indirect Reports 1
Levels Below  Level Number ARpM

4 2 4
|

£

Human Resources
HR Vice President

r 1
Infermation Technology
Director of Technology

Gregory K Pink
18 - Flanned: 21 w

Sam Patel
Planned:

Summary View
Summaries | Graphs

New $C [ 4pMign 4 o I cCopy

Headcount Graph in OrgUnit in charge by: (Russell Heis)

Indirect Report - 4 - 1.19%
Assistant - 11 - 2.28%
Open Pesitions - 12 - 2.88%

Contractors - 34 - 10.15%

Msanager - 47 - 14.02%

il

1

—
Employee - 85 - 25.37%

Occupied - 141 - $2.08%

@ a8 &0 o 1od 120 120

Occupied vs Open Positions in OrgUnit in charge by: [Russell Heis)

Open position - 13 - 8.44%

Occupied - 141 - 81.56%

Permanent s Contractor Positions in OrgUnit in charge by
(Russell Heis)

Figure 8.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Field 10:
Field 15:
Field 23:
Field 24:
Field 25:
Field 30:
Field 31:
Field 32:
Field 33:
Field 34:

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Position Type

Person Unique Identifier
Last Name

First Name

Middle Name

Job Number

Position Title

Photo

Headcount

Planned Headcount

Open Position

Indirect Report

Levels Below

Level Number

Direct Reports

Average Reports per Manager
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Planning Category — Basic Input File Layout

Successors

This view displays possible successor candidates to specific manager
positions in the chart.

Pacific Eastern as of: 10/27/2015

Pacific Eastern
President

3

Russell O Heis

Susan N Hester

Edward P Rodriguez

Executive Staff
Assistant to President

Bobbie T Johnson

~ x
Profile View
i 0 pinned

Photo -
Name: Russell O Heis

Job Title: President

Box Title: Pacific Eastern

Email Address test@test.com

Work Phone (215) 299-8420
Secondary Phone (Cell)  (215) 999-10113

r
Sales
Marketing Vice President

e

T
Creative
Creative Vice President

e

T
Human Resources
HR Vice President

e

1
Information Technology
Director of Technology

8
ke

Susan N Hester Sam Patel Gregory K Pink
[ Carol M Jomes Leslie F Growwer
Lyle ing Devi L Sridhar
| |
v
Figure 9.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Field 10:
Field 15:
Field 20:
Field 21:
Field 22:

Parent Box Unique Identifier

Box Unique Identifier

Box Title
Position Type

Person Unique Identifier

Last Name
First Name
Middle Name
Job Number
Position Title
Photo

Email Address
Work Phone

Secondary Phone (Cell)
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Succession

Plan

Basic Input File Layout

Succession plan provides a simple yet effective report to identify succession
and replacement candidates.

Pacific Eastern as of: 10/127/2015 dot
Profile View
I= Manage: i
g nager Pacific Fastern i 0 pinned
&=, Contractors President _
pen Fositions b= Photo ™ o
s Indirect Report !
Name: Russell O Heis
Russell O Heis Job Title: President
SAUECES I Box Title: Pacific Eastern L
Sussn N Hester
Edward P Rodrigusz “ax
List View
Executive Staff e View
Agsistant to President
Search | Groups
i Hame: | Last First
=Any Part of Field - coGo ¥
[ Search under ‘Russell Heis" ¥ == Reset
Bobbie T Johnson Name: Box Title: Job Tile "
T 1 1 i
sas Creative Auman Rasources # Emily Abbott Media Media Coordinator
Marketing Vice President Creative Vice President HR Vice President # Lisa Abbott Finance Purchasing Agent 1
] 2 2 & Omar Abdul Applications Applications Manager
= & Cheryl Adelsperger  Benefits Benefits Specialist
":i, ) & Abigail B Aleander  Web Web Programmer
“ b4 & Gail P Amnster National Product Specialist
% Carcline Anderson Finance Accts Rec/Cash Mgr
Susan N Hester Paul M Melbram Sam Patel . . . P
T EIE==on e & Olivia K Bailey Business Applicati... Programmer
Gerald Ponds Jaime T Hermandez Carol M Jomes % Henry K Banner Collateral Writer
Kavla G Roo Brandi B Nelson Lyle H June & Mia P Bannister Television & Cabl...  Producer
| Kol O Yeilow | & Elizabeth Bartlett Finance Capital Purchases v
o = N K a: H & 210 hits
{2 e =

Figure 10.

Fields referenced in this Prebuilt Report template include:
Parent Box Unique Identifier

Field 1:
Field 2:
Field 3:
Field 4:
Field 5:
Field 6:
Field 7:
Field 8:
Field 9:

Field 10:
Field 15:
Field 20:
Field 21:
Field 22:

Box Unique Ide
Box Title
Position Type

ntifier

Person Unique Identifier

Last Name
First Name
Middle Name
Job Number
Position Title
Photo

Email Address
Work Phone

Secondary Phone (Cell)
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Advanced File Layout

Advanced File Layout

The Advanced reports cover four main categories.
e General

- Contact Information

- Contractors currently on staff

- Directory providing additional functionality not available in the Contact
Information report

— Open Positions report

- Org Chart

- Org Chart with a Profile view

- Org Chart with Photos

— Printing version

e Management
- Head Count
- Head Count with Open Positions
— Span of Control Analysis

e Planning
- Head Count/FTE/Contractors
- Salary and Head Count
— Salary/Head Count/Performance
— Span of Control with Performance
— Talent Review

e Succession
— Succession
— Succession Planning

— Succession Rating
— Succession Rating with Photos
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Advanced File Layout

General Category — Advanced File Layout

Contact Information

Display a high level chart of an organization’s reporting structure with basic
employee information in each box. Designed to meet the needs of a broader
audience, this view allows employees to see who reports to whom and basic
contact information for each person or position in the organization.

Pacific Eastern 3 Prctiaviow

= Bpwrresd

Hare Ruasel 0 He

sk Tiw Pracuichari

Bex T Pactic Eantern

Eresd A2drunn. RzasalHuisSpeciicemture com
Phors Hursber 1 23-£25- TSER

Figure 11.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 49: Email Address

Field 50: Phone Number
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Contractors

Display a high level chart of an organization’s reporting structure which only
displays the names of individuals who are designated as contractors, along
with basic contact information for each person or position in the
organization.

Pacific Eastern ﬁ

Figure 12.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 4: Position Type

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title
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Directory

Enable employees to access basic contact information such as emails and
phone numbers. This chart contains Chart, Search and Profile views. Quickly
find members of the organization and email individuals or groups using the
Search View. Drill down for more comprehensive employee information by
selecting a search result in the Search View to display the Profile View.

Pacific Eastern

S Eastem

Freaidesi
Fuaael 01 Hesy
125N

ARRALET I PR

Boope T Jvein
2

St Goum
Feae:
Sanch uncier Tuanal Fair’
tara
& Emidy Sbbott
& Lins Abbott
& Oear bl
& Chard Adsiszarger
& abagsd B Sleanda
& Gail ¥ Aratm
& Corolire ndeson
& O € Bailry
& Herry £ Eanner
& i B Banvrivtar
& Elosteth Eurtien
& hmn Brtn
& Jitin Buier
# Ryan & ann
& Corl LEest
# Bryun Boymizn
& Jesen Erstton
k Suran | Brighe
& Jeniey | Brpunister
& Janzsy L Bryurictar
& Linds Eullock
& Mstta Eullock
& dmards Burion
& julin Cagnaey
& Wary & Collisier
& Salty Cann
& Toler Cartion

L P X

Figure 13.

OrgPublisher Using Prebuilt Reports
Advanced File Layout

Lamt Frxt

Joi Tla

Whedia Coiminator
Purchaming Agent 1
Bpphortions Marager
Eanelta Spacuim
Web Programimer
Product Spaciaim
Bgris Reu'Tash Mg
Frogrammar

Writer

Producer

Capital Purcheses
Ercaccam Madis Planrar
Fuithaging Agen 2
ek Page Dusignar
Fesenich Wanaps
Purchaning Agermt 3
Benelis Marager
Hardhwara Techrician
Coemikve Dinschor
Drigital Artint

BP Ok 2

Eanelita Spacuim
AP Ckikl

Eansfita Spaciim
Writer

Wiaddia Cordinator
Gereral Lsd g Wnapesy

LiztWimw
Faarch W

=&y Faraf Fudd -

Bz Téla

Meika

Firanca
Applications
Baraith

Wiek:

Flticral

Firance

Buinem Applications
Colaienl
Tabeiricn & Cable Crastten
France

Broadeat

Firance

Cimign

Karket Aesesich
Firanca

Berefits

Pirtwsark Toam
High Tach Crestive
Cimign

Firance

Barafth

France

Barafia

HiTeth

Madia

Firance

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier

Field 6: Last Name

Field 7: First Name
Field 9: Job Number
Field 10: Job Title

Field 49: Email Address
Field 50: Phone Number
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OrgPublisher Using Prebuilt Reports

Open Positions

Visually highlight open positions within the organizational chart using this

view. Open positions are displayed in light red and all other boxes are
collapsed to emphasize vacancies and their position in the reporting
structure.

Pacific Eastern

Advanced File Layout
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Figure 14.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:
Field 7:
Field 9:

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Person Unique Identifier
Last Name

First Name

Job Number

Field 10: Job Title
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Advanced File Layout

Org Chart

Display a high level chart of an organization’s reporting structure with basic
employee information in each box. Designed to meet the needs of a broader
audience, this view allows employees to see who reports to whom and basic
contact information for each person or position in the organization.
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Figure 15.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title
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Advanced File Layout

Org Chart with Profile

Similar to the Org Chart template that also displays a Profile View of the
basic contact information for any selected box in the org chart. Designed to
meet the needs of a broader audience, this view allows employees to see
who reports to whom and basic contact information for each person or
position in the organization.
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Figure 16.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 49: Email Address

Field 50: Phone Number
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Org Chart with Photos

Similar to the Contact Information org chart and formatted to display
employee photos. Display a high level chart of an organization’s reporting
structure with basic employee information in each box. Designed to meet the
needs of a broader audience, this view allows employees to see who reports
to whom and basic contact information for each person or position in the
organization.
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Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier
Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 15: Photo

Field 49: Email Address

Field 50: Phone Number
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Printing
Display a high level chart of an organization’s reporting structure with basic
employee information in each box in a very simple, black-and-white format
that is suitable for printing.

OrgPublisher Using Prebuilt Reports
Advanced File Layout
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Figure 18.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Person Unique Identifier
Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title
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Advanced File Layout

Management Category — Advanced File Layout

Head Count

Drill up and down within the org chart to see an organization’s current head
count and direct reports. Summary data in this view reflect the counts
relevant to each manager’s span of control. Use the Search View to quickly
access information about an individual or group or the Profile View to provide
comprehensive information regarding each chart record.
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Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:
Field 7:
Field 9:
Field 10: Job Title

Field 49: Email Address
Field 50: Phone Number

Parent Box Unique Identifier
Box Unique Identifier

Box Title

Person Unique Identifier
Last Name

First Name

Job Number
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Advanced File Layout

Head Count with Open Positions

Drill up and down within the org chart to see an organization’s current head
count, direct reports, open positions, and planned head count. Summary
data in this view reflect the counts relevant to each manager’s span of
control. Use the Search View to quickly access information about an
individual or group or the Profile View to provide comprehensive information
regarding each chart record.
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Figure 20.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 49: Email Address

Field 50: Phone Number
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Span of Control Analysis

Easily access information about each employee’s level in the reporting
structure, how many layers are below each record, as well as total head
count and average direct reports per manager at that hierarchical level within
the organization. OrgPublisher’s built-in summary engine displays only the
hierarchy and span of control information relevant to each manager’s
position within the organization.
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Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title
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Planning Category — Advanced File Layout

Head Count, FTE, Contractors

Drill up and down within the org chart to see an organization’s current head
count, contractors, and total full time employee equivalents. Summary data
in this view reflect the counts relevant to each manager’s span of

control. Actively plan and run “What-If?” scenarios for changing structure of
one or more departments and display resulting tally of total head count,
contractors, and full time equivalents.
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Figure 22.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier
Field 3: Box Title

Field 4: Position Type

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 49: Email Address

Field 50: Phone Number

Field 57: Full Time Equivalency
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Advanced File Layout

Salary and Head Count

Drill up and down within the org chart to see an organization’s current head
count and corresponding workforce cost (salary). Summary data in this view
reflect the counts relevant to each manager’s span of control. Actively plan
and run “What-If?” scenarios for changing structure of one or more
departments and display resulting tally of total head count and workforce
cost for budgeting purposes.
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Figure 23.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 81: Base Salary
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Salary, Head Count, and Performance

For greater insight into talent for planning purposes, the Salary, Head Count,
and Performance chart greatly expands on the information provided in the
Salary and Head Count chart by adding metrics for employee performance
and potential ratings, as well as date of hire. Drill up and down within the org
chart to see an organization’s current head count and corresponding
workforce cost (salary). Summary data in this view reflect the counts
relevant to each manager’s span of control. Actively plan and run “What-If?”
with greater visibility into the talent of the organization as you look to plan
and budget for the future.
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Figure 24.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10:
Field 36:
Field 49:
Field 50:
Field 63:
Field 64:
Field 81:

Job Title

Hire Date

Email Address
Phone Number
Performance Rating
Potential Rating
Base Salary
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Advanced File Layout

Span of Control with Performance

Leveling the organization by evaluating span of control and number of direct
reports is another value tool for running "What-If?” scenario analysis to
ensure the reporting structure is balanced. Easily access information about
each employee’s level in the reporting structure, how many layers are below
each record, as well as total head count and average direct reports per
manager at the hierarchical level within the organization.

OrgPublisher’s built in summary engine displays only the hierarchy and span
of control information relevant to each manager’s position within the
organization, and provides metrics on total head count, average number of
reports, and number and average of High Performers. Unlike the Salary
related planning templates that focus on budget, this report focuses on
balancing the reporting organization with an eye on where the top talent
resides.
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Figure 25.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 4: Position Type

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 63: Performance Rating
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Talent Review

Develop a deep understanding of your talent by viewing key HR metrics
about each employee to facilitate your talent review and management
process. Easily identify critical roles in which succession plans are required,
as well as the performance and potential rating of each employee. You can
also locate where retention risks exist and which valued employees would
result in a high impact of loss. Profile information provides additional
information about each employee.
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Figure 26.

Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:
Field 7:
Field 9:

Field 10:
Field 36:
Field 38:
Field 39:
Field 40:
Field 46:
Field 47:
Field 48:
Field 49:

Parent Box Unique Identifier
Box Unique Identifier
Box Title

Person Unique Identifier
Last Name

First Name

Job Number

Job Title

Hire Date

Birth Date

Gender

Ethnicity

Country Code

Region

Location

Email Address
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Field 50:
Field 54:
Field 63:
Field 64:
Field 71:
Field 72:
Field 77:

Phone Number

Critical Role
Performance Rating
Potential Rating

Impact of Loss

Retention Risk
Succession Plan Required

OrgPublisher Using Prebuilt Reports
Advanced File Layout
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Succession Category — Advanced File Layout

Succession

Succession provides a simple yet effective report to identify succession and
replacement candidates. Drill up and down within the org chart to view all
succession candidates.
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Figure 27.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier
Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 36: Hire Date

Field 38: Birth Date

Field 39: Gender

Field 40: Ethnicity

Field 46: Country Code

Field 47: Region

Field 48: Location

Field 49: Email Address

Field 50: Phone Number
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Field 54:
Field 63:
Field 64:
Field 71:
Field 72:
Field 77:

Critical Role
Performance Rating
Potential Rating

Impact of Loss

Retention Risk
Succession Plan Required

OrgPublisher Using Prebuilt Reports
Advanced File Layout
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Succession Planning

OrgPublisher Using Prebuilt Reports

Advanced File Layout

Identify key positions and potential successors within the organization.
Determine which key people have high retention risk and impact of loss,
visualize employees in a 9 Box View, and use Profile View to see in-depth
organizational data. Identify potential successors for positions requiring
succession plans, compare their performance, and generate a change report
to send succession suggestions to an approver or update the system of
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Fields referenced in this Prebuilt Report template include:

Field 1:
Field 2:
Field 3:
Field 5:
Field 6:
Field 7:
Field 9:

Field 10:
Field 36:
Field 38:
Field 39:
Field 40:
Field 46:
Field 47:
Field 48:
Field 49:

Figure 28.

Parent Box Unique Identifier

Box Unique Identifier
Box Title

Person Unique Identifier

Last Name
First Name
Job Number
Job Title

Hire Date
Birth Date
Gender
Ethnicity
Country Code
Region
Location
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Field 50:
Field 54:
Field 63:
Field 64:
Field 71:
Field 72:
Field 77:

Phone Number

Critical Role
Performance Rating
Potential Rating

Impact of Loss

Retention Risk
Succession Plan Required
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Succession Ratings

Visualize all employees with easy-to-follow, color-coded status indicators that
rate the performance, potential, risk, and loss impact of each employee and
their successor candidate. Drill up and down within the org chart to evaluate
the organization’s talent. Quickly identify high loss impact individuals to help
put in retention plans. Identify high performers and identify those employees
with lower ratings that may benefit from a develop program.
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Figure 29.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier

Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 36: Hire Date

Field 38:
Field 39:
Field 40:
Field 46:
Field 47:
Field 48:
Field 49:
Field 50:

Birth Date
Gender
Ethnicity
Country Code
Region
Location

Email Address
Phone Number
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Field 54:
Field 63:
Field 64:
Field 71:
Field 72:
Field 77:

Critical Role
Performance Rating
Potential Rating

Impact of Loss

Retention Risk
Succession Plan Required
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Succession Ratings with Photos

Similar to the Succession Ratings org chart and formatted to display
employee photos to visualize all employees with easy-to-follow, color-coded
status indicators that rate the performance, potential, risk and loss impact of
each employee and their successor candidate.

Drill up and down within the org chart to evaluate the organization’s talent.
Quickly identify high loss impact individuals to help put in retention plans.
Identify high performers and identify those employees with lower ratings that
may benefit from a develop program.
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Figure 30.

Fields referenced in this Prebuilt Report template include:

Field 1: Parent Box Unique Identifier
Field 2: Box Unique Identifier
Field 3: Box Title

Field 5: Person Unique Identifier
Field 6: Last Name

Field 7: First Name

Field 9: Job Number

Field 10: Job Title

Field 15: Photo

Field 36: Hire Date

Field 38: Birth Date

Field 39: Gender

Field 40: Ethnicity

Field 46: Country Code

Field 47: Region
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Field 48:
Field 49:
Field 50:
Field 54:
Field 63:
Field 64:
Field 71:
Field 72:
Field 77:

Location

Email Address

Phone Number

Critical Role
Performance Rating
Potential Rating

Impact of Loss

Retention Risk
Succession Plan Required

OrgPublisher Using Prebuilt Reports
Advanced File Layout
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