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Search and Group

OrgPublisher’s Search and group function is the workhorse behind reporting and data
analysis. Searches can be single or multi-criteria (Boolean). Search criteria are
stored as a Group. As your chart data is refreshed,



OrgPublisher Search and Group
Search and Group

How to Use Group Results

If a record meets the criteria stored in a group, then that record is a group member.
Group membership does the following in the organizational chart:

Counts members in a group
Rolls up summaries for members of a group
Lists members of a group

Filters the chart to display selected group members - or “spotlights” the
group member boxes

Creates conditional position types based on group membership

Conditionally formats background areas in group member boxes using
Advanced Box Layout Editor

Assigns and displays group icons in group member boxes
Graphs charts based on group membership

Filters the 9 Box Layout for group members only

Sets security based on group membership

- Restricts access to published chart functionality
- Authorizes access to Organizational and Succession Planning charts

o Restricts access to areas of planning charts
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You can search any data that a user is authorized to see and that has been defined
as “searchable.” Multiple criteria can be applied to filter the data to the desired
results. For instance, a single criterion search might identify all employees hired after
1/01/2009. A second criterion might include the people hired after 1/01/2009 and
how many of those employees work in a specified state.

Chart administrators have the option to provide many search tools for users.
OrgPublisher has features to improve accuracy of the search results which are
established by setting the default Search options.
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Search Options

Chart administrators set the default search options for viewers of the published chart
and control what end users can see and the information which they can access
through searching. To define searching settings in the published chart, select
Options in the menu bar, select Search options, and then Use Advanced Search
View.

Qptions| Help
Use Hotspot Wizard EER R
Messages
Synchronize pavigation between styles levels v & 100% Y. ~
Photo wait 4
Sort options...
Color scheme options...
Text encoding options...
R EChartsecurity options...
" Real-time connection configuration. ..
Search options K Customize Search dialog...
Tree View options "% > Semantic Dictionary...
List View options b Show preview when searching by name
Profile View options *  Show preview when searching by job title
Summary options L Show preview when searching by box title
Group display options 4 Show preview on toolbar search

Use Advanced Search View

Figure 1.

Customizing the Search Dialog

You can customize the Search dialog options, such tab sequence and names.

Search
Name | Job Titls | Box Tills | All Fislcls | Graups
Lastnams Firstname  Middlle name B N7
Maich
= Any Part of Field v Search options
Search under
[ Ihetch Case U cetected bax o
(® New Search
Adel o st below
Search within list below
Name: Job Tile: Box Title: Email Address
< >
0 people found Email K] Copy MicrosofiExcel 4 Save as.
Figure 2.

Sequencing Search Dialog Tabs

1. Select Options in the main menu, then Search options and Customize Search
dialog.

2. Select the item you want to reposition right or left and click Move Up or Move
Down.
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Customize Search Dialog
Search Page  Tab Caption Field label Hide ~ Move Up
Name Name Last name,First name,Middle name  Show
Job Title Job Title Job Title Show Move Down
Box Title Box Title Box Title Show
All Fields All Fields Show
Grons Grons Show e IREsiEE D

[ |Keep facus on Search dialog

[_]Enable succession planning festures Cancel

Figure 3.

Clicking Move Down moves the selected tab name to the right in the search
dialog.

Customize Search Dialog
Search Page  Tab Caption Field label Hide ~ Mowve Up
Job Title Job Title Job Title Show
Mame Mame Last name,First name Middle name  Show Wiz D
Box Title Box Title Box Title Show
All Fields All Fields Show
Grouns Grouns Show v | aestoroDoioult

[IKeep focus on Search dialog

["]Enabls succession planning features Cancel

Figure 4.

3. Click OK to accept the change and close the dialog. Click Search in the
toolbar to open the Search dialog.

Search
Jok TmeTilIe All Figlds | Groups
Lastname First name Micldle name Szl
hatch
= Any Part of Field v Search options
Search under
[ |Match Case U selected box ‘i'!r
(®) New Search
Add to list below
Search within list below
Name: Job Title: Box Title: Email Address
< >
0 people found Email Copy Microsoft Excel Save as
Figure 5.

Changing the Search Dialog Tab Caption

1. In the Customize Search Dialog, select the text in the Tab Caption column you
want to change and type the new caption.
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Customize Search Dialog

Search Page  Tab Caption Field label Hide o Maove Up
MName Last name,First name,Middle ... Show

Job Title Job Tile Job Titl Show Move Down
Box Title Box Title Box Title Show

All Fields All Fields Show

Grauns Grauns Show W[ ResEE e

D Keep focus on Search dialog

DEnab\e succession planning features 0K Cancel

Figure 6.

2. Click OK to accept the change and close the dialog.
3. Click Search in the toolbar to open the Search dialog. The tab now displays the

new text.
Search
Emplayee IanTmE Box Title | All Fields | Graups
Last name First name Middle name Seaet i
Match
= Any Part of Field v Search options
Search under
[Iatch Case | selected box ¥
(®) New Search
Add to list below
Search within list below
Name: Job Title: Box Title: Email Address
< >
0 people found Email ) Copy MicrosoftExcel =i Save as
Figure 7.

Changing the Search Dialog Field Label

1. In the Customize Search Dialog, select the text in the Field label column you
want to change and type the new label text.

Search ... Tab Capt... Field label Hide ~ Mowve Up
Name MName ,First name_Middle name Show

JobTitle  JobTitle  JobTitle Show foEbow
Box Title Box Title Box Title Show

All Fields Al Fields Show

Grouns Grouns Show v I~Esine (=i

[ Jkeepfocus on Search dialog

["]Enable succession planning features Cancel

Figure 8.

2. Click OK to accept the change and close the dialog.

3. Click Search in the toolbar to open the Search dialog. The label nhame displays
the new text.

Previous Label New Label
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Name |.Job Title | Box Tile | All Fields | Groups| Name | Joh Title | Box Title | All Fields | Graups |

First name Middle hame Last First name iddle name

I | | | 1 | | |
Match Match

|:Any Part of Field v| |=Any Part of Field v|

[ Match Case [ tdatch Case

Name: Job Title: Ba| ||| Mame: Job Title: Bo:
< <
0 people found [=1 Emall 0 people found [=7 Email

Figure 9.

Showing or Hiding a Search Dialog Tab

1. In the Customize Search Dialog, click in the Hide column of the tab you want to

modify. The current default is to show all tabs.
2. Select Hide and click OK to close the dialog.

Search ... Tab Capt... Field label Hide ~ Mawve Up
MName Name Last name, First name Mid...  Show

Job Title Job Title Job Title
Box Title  Box Title  Box Title Hide

All Fields Al Fields SHuw

Grouns Grouns Show v Restore Default

[JKeep focus on Search dialog

["]Enable succession planning features

Ok | ‘ Cancel |

Figure 10.

The Search dialog no longer displays that tab.

Mame | Job Tite | All Fields | Groups ||

Last name Firstname Middle name
| | |

tatch

|=Any Part of Field v

Figure 11.

Restoring the Search Dialog Default Settings

Once you make changes to the Search dialog, you can revert back to the original

settings.
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Click Restore Default in the Customize Search Dialog.

Customize Search Dialog
Search ... Tab Capt... Field label Hide ~ Move Up
Name Name Last name ,First name Mid... Show
JobTitle  JobTitle  Job Title Show b5 T
Box Title Buox Title Box Title Show
All Fields Al Fields Show
Grouns Grouns Show v Restore Default

[JKeep focus on Search dialog

[]Enable succession planning features Cancel

Figure 12.

Keeping Focus on the Search Dialog

This option controls the use of the Tab and Enter keys when the Search dialog is
open. This function works both in the OrgPublisher application and in the published
PluginX and EChart rich client.

Select the Keep focus on Search dialog check box in the Customize Search Dialog.

Customize Search Dialog
Search ... Tab Capt... Field label Hide ~ Move Up
Name Name Last name First name.Mid... Show
JobTitle  JobTitle  Job Tile Show poeton
Box Title  Box Title  Box Title Show
All Fields Al Fields Show
Grouns Grouns Show v IR D=t

Keepfocus on Search dialogl

[]Enable succession planning features Cancel

Figure 13.

When working in the Search dialog with the Focus enabled, you can press Tab to
move the cursor from field to field. In addition, once you type or select your search
criteria which actives the search button, you can press Enter to perform the search.

Enabling Succession Planning Features with the Customize Search
Dialog

When working with a chart containing successors, you can enable two standard
succession fields, displayed in the All Fields tab in the Search dialog.

Select the Enable succession planning features in the Customize Search Dialog.

e Successor(s) in a box - enables searching for boxes containing successors.
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¢ Person successor count - enables searching for people listed in the chart
as successors for a specified humber of times.

Customize Search Dialog

Search ... TabCapt.. Field label
Name Name

Job Title Job Title
Box Title  Box Title
All Fields Al Fields

Grouns Grouns

Last name ,First name, Mid...
Job Title
Box Title

Hide

Show
Show
Show
Show
Showe

~ Mowve Up

tone Daown

v Festare Default

[T]Keep tocus on Search dialog
|[+|Enable succession planning featured

Figure 14.

Using the Semantic Dictionary

Cancel

MName | Job Title | Box Title | All Fields | Groups

Search

g R

Reqularfields
Box Title:
Joh Title:
Person Id
Lastname:
Firstname:
Middle name:
[ |Custom fields
Email Address
Fhane Numher
Critical Role
Performance Rating
Potential Rating
Impact of Loss
Retention Risk
Succession Plan Reguired
% High Performers
Levels Below

Level Mumber

Field 143

Direct Reports
Position type
Status type

Feelationship
oug

Search

Box Title:

mail

Cog

The Semantic Dictionary stores additional translations for values typed as search
criteria in all charts created in OrgPublisher. The Semantic Dictionary Editor allows
you to add translation/alternate terms for fields in the chart data.

When end users type in any of the defined translation/alternate terms, all records

containing any of the translations are returned in the search results.

For example, this Semantic Dictionary contains several translations for the job title,

Account Executive, as shown in the figure below.

4 Job Title:

4 Account Executive

Account Executive
Ace. Ex.

A Execulive
Accounting Ex.

Figure 15.

Using Acc. Ex. as the search value and setting the Match to = Any Part of Field,

search results include records with several of the defined translations.
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Nome Job Tile | B Tie | Al Fiekds | Groupe |

st 10 [Csesnvon ]

Act Ex Close

Match

- - Sesch options |
e
I MatchCase selected box -

5 New Sesch
€ Add to kst bebow
| € Search witin kst below

Name: | Job Tee: [BoxTee  [Ems
& Lester Y Fern Assistant Account Executve Local Sakes . Lest
& Jonaman ) Jester Natonal Jooe
A Gerald Pencs Account Executive Natonal Gen
& David R Rodriguez Natonal Dav
4 Xayla G Roo Account Executive Local Sakes  Kay
& Tyler X Samson Assistanticcount Executvel Local Sales .. Tyle
& Richard J Saetiago Account Executive Natona! Rich
& AsberY Trust Assistant Account Executive Natonal Sakes  Amt
& Bragey H Viek Assistant Accourt Executve Local Sales . Brac
&1 Opea eszon Local Saies
& Open poseon A33Ra0t ACCOU EXOCHNE Notonal Sal
& Open peston Assistant Account Executve Notonal Sales
1| | il |
12 pecple kourd = Emai ' Copy Mcrosch Bxcel |- Smveas..

Figure 16.

Modifying Existing Translation Terms

The translations/alternate terms in the Semantic Dictionary can be added to or

changed to meet your needs.

1. Select Options, Search options, and then Semantic Dictionary.

|ters] o>
AN Hohigen N 3 View Mode Ndidka e
Messages
FIndvanar prgeton beteem styles. lovels | f I, 100% =1 IR
Photo wat L4
Sort opters..
Color scheme optors. Pacific tastern
Text encading optors.. Prescent
je  EOwrtsecunty cptors.., —tiON ]
Rl tme cormecton cardguraton. -~
Cuatomze Sewch daog.

Profie view spbone
Surmemary comors
Grouo dagiery eptons

Tree View cotore o [ Semaesc Octorary... t[
st View coters Show preview when searding by name
Show preves shen sewrdheg by b the

Show preves when sear g by box St
Show prevew on oober sexrdh

- Sales Use Advarced Search Vew
-"-m'v\'-t" Use St Sewrch View

Figure 17.

Search

2. In the field you want to modify, click the arrow to expand the list of translations.

tManage the tranglation dictionaries.

'Semantic Dictionary Editor

4 Job Title:
B.coount Executive
Account Executive
Acc, Ex
Ac Executive

Accounting Ex.
I Agsistant Account Executive

Figure 18.

3. Select the translation term you want to modify and type your preferred text.

Copyright 2015, PeopleFluent. All rights reserved. Proprietary and confidential.

PeopleFluent and the PeopleFluent logo are registered trademarks of PeopleFluent. All other brand and

product names are trademarks or registered trademarks of their respective holders.

12/02/2015

14



OrgPublisher

OrgPublisher Search and Group
Search

Semantic Dictionary Editor x|

Manage the translation dictionaries.

4 Job Title:
4 4o

Ac Executive
Accounting Ex.

Figure 19.

4. Click the plus sign on the right to add a new value. Select the text Value, and
type the term you want to add. Press Enter.

Semantic Dictionary Editor x|

Manage the translation dictionaries.

4 Job Title:
4 Account Executive

Account Executive E!
A

Acc. Ex

Figure 20.

Future searches will return records with the new translation term.

Semantic Dictionary Editor 3 x|

Manage the translation dictionaries.

4 Job Title:
4 Account Executive

Account Executive
-

Acc Ex
Ac Executive
Accounting Ex.

Figure 21.

Adding New Translation Terms

As you discover data inconsistencies, you may need to add additional
translation/alternate terms to the Semantic Dictionary.

1. Select Options, Search options, and then Semantic Dictionary.

| hons‘ Help
| Q*Hotsoot\‘hzard o R Y
Messages
Synchronize navigation between styles levels v & 100% v =5
Photo wait »
Sort options...
0L eas cppoe Pacific Eastern
Text encoding options... President
) EChart security options... Russell O Heis
o Real-time connection configuration. .. o~
| Search options Customize Search dalog...

Tree View options [ semantic Dxtionary...

»
List View options > Show preview when sear‘asng by name
Profile View options » Show preview when searching by job title
Summary options 4 Show preview when searching by box titie
Group display options » Show preview on toolbar search

Sales Use Advanced Search View
- Marketing Vice Pr Use Smart Search View

Figure 22,

2. Click the plus sign on the right of the first translation.
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Scmantic Dictionary Editor .|

Manage the transiation dictionsies.

o Job Titke: +
I Mcoount Execulive
b Assishaet Ancount Exscidive

b Benefits Specialst

b HR Specisist

I Product Specisist

t Ressaich Assistank
- Box Tile

I Bioadcast Meda

I HiTech

b Human Resowces

I Infomaton Technokagy

I Maket Ressaich

I Public Broadcast

Figure 23.

The New Field Name item appears.
i

Manage the translation dictionaries.

2 JobTile: 2|

Account Executive
Assistant Account Executive
Benefits Specialist

HR Specialist

Product Specialst

Reseaich Assistant
2 New Field Name
PRI
Value
1% BoxTie:

Broadcast Media
HiTech

Human Resources
Information Technalogy
Market Research
Public Broadcast

Figure 24.

3. Select New Field Name and type a name or select a field from the drop-down
list.

Semantic Dictionary Editor x|

Manage the translation dictionaries.

a4 Job Tille:
b Account Executive
I Assstanl Account Executive
I Benefis Specialist
I HR Specialst
I Product Specialist

4 map
Value

Broadcast Medis
HiTech B IR e el
Human Resouces
Information Technology
Market Ressarch
Public Broadcast

Y

F'ayGlllade:
FTE:

Exar;wplﬁtalux
Bith

ok [ cama |

Fst Refirement Date

Figure 25.

4. Click Map to select the text and type the category.
Copyright 2015, PeopleFluent. All rights reserved. Proprietary and confidential.
PeopleFluent and the PeopleFluent logo are registered trademarks of PeopleFluent. All other brand and
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Hesearch Assistant

4

State:

.
Va\&

BT

> Broadcast Media

==

Figure 26.

5. Click Value to select the text and type the translation/alternate text.

4 State:
4 Califomnia

Figure 27.

E1 B

6. Click the plus sign to the right to add additional translations/alternate text items.

4 State:
4 Califormia

California

4 Box Title:

l{ll

7. Click OK when all required translation are added.

Deleting Translations

Figure 28.

1. Select the Options menu, Search options, and then Semantic Dictionary.

2. Expand the appropriate list and select the translation you want to remove.

3. Click the minus sign to the right of the translation to delete.

Semantic Dictionary Editor

Manage the tanslation dictionaries.

il

4 Job Titke:
Account Executive
Assislant Accounl Execulive
Benedits Specialist
HFR Speciakst
Froduct S pecislist
Research Assistant
4 State
4 California
Califorria
Ca
Calit
4 Bow Title;
Broadcast Media
HiTech
Human Resources
Information Techrology
Market Research
Fublic Broadcast

Figure 29.

4. Click OK to close the dialog.



OrgPublisher

OrgPublisher Search and Group

Showing a Preview When Searching

Search

There are four options for showing previews when searching. If one of the items is
selected, the preview appears. In the example below, the graphic on the right
displays the Show preview when searching options.

le Help
Use Hotspot Wizard
Messages

Photo wait

Sort options...

Color scheme options...

Text encoding options. ..
;  EChartseauity optons...

Synchronize navigation between styles

»

t Real-time connection configuration...

1| Search options

T Tree View options
List View options
Profile View options
Summary options
Group dsplay options.

1
<

_

QW"S‘ Help
[62 View Mode By & &t (58 e tospot Wezrd [E5 View Mode 2 ¢y & &K
Messages ; ]
levels v £ . 100% v] F Syndhronize navigation between styles levels v 0. % 100% ] ok &
Photo wait >
Sort options...
Pacific Eastern (Color achieme opflons.- Padific Eastern
President Text encoding options... President
Russell O Heis t EChart security options.... Russell 0 Heis
o~ % Real-tine connection configuration... o~
Customize Search dialog... 1| Search options Customize Search dialog...
Semantic Dictionary... :’) TIree View options » Semantic Dictionary...
Show preview when searching by o | LietView cnitons Show preview when by name
Show preview when searching by job St rofse Wew optior ‘Show preview when sel by job title
Show preview when searching by box tite Stammary, options *  Show preview when searching by box tite
Show preview on toolbar search Sroup eplay oo *  Showpreview on toobar search
Use Advanced Search View Use Advanced Search View
Use Smart Search View Use Smart Search View

Figure 30.

The show preview options display suggested search criteria as you type. If you see
the item you want to search for, click that item to complete the entry and perform

the search.

Name I

Name | Job Tile | Box Tile |

Job Title | Box Title | All Field: s

Last name First name: v
M
] N [ =
[\ Smith L I Maich Case
l' Francisco ™ :]
Jackson e ——
Johnson Name IJob Title | B
Richards o —
& David Smith HR Specialist
Wiliams Last name & David R Smth Inventory Speciaiis
Adelsperger & Kinder L Smith e
| Amster & Karen Smih
I:' Anderso Job ‘j Jerome Smith roadcast
H Bannister Frandi peaple 5
Jackson bl =

First name

AllFieids | Groups |
Midde name

Figure 31.

Using Advanced or Smart Search View

Two options control the default display of the search panel in the Search view. Click
to select the preferred option.

Options| e [optons] e
- [l S Vom0 ok 8 ke [ uerormotins 56k s K
Messages Messages
Synchronize navigation between styles levels '~ §. 1 100% 2 I B Syndhronize navigation between styles L 100% AR
Photo wait » Photo wait
Sort options... Sort 0ptonS...
Color scheme options... Pacific Eastern Color scheme options...
Text encoding options... President Text encoding options...
P EChartsecurity options... Russell O Heis EChart security options...
% Real-time connection configuration... o~ Real-tme connection configuration. .
u[__Search options Customize Search dialog... Search options Qustomize Search dislog...
<« TIree View options 4 Semantic Dictionary... Iree View options 4 Semantic Dictionary...
T Listview options ¥ Stomceviw sbien scarhina by List View options * show preview when searching by name
Profie View options *| | show preview when searching by job fite Profle View aptions *  Show preview when searching by job title
Summary options. » :
Summary options » Show preview when searching by box title ¥.0p! i Show preview when searching by box title
Group display options » Show preview on toobar search Group chaplay opflons Show preview on toobar search
[T P Use Advanced Search View
[ ee—"— e
= W

Figure 32.
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Advanced Search View

The Advanced Search option provides you with control over the fields searched, the
method used for matching, multi-criteria searches, and limiting the search to start at
a specific chart box.

.:I «vx
List View
Search View
Search | Groups
Name: v  Last First
= Any Part of Field v G ¥
[~ Search under ‘Russell Heis' W5 55 Reset
Name: Job Title: Box Title: Previous Position;: 2
& Emily Abbott Media Coordinator Media
& Lisa Abbott Purchasing Agent 1 Finance
J Drmalibe Crnrintint Dmnnin
Figure 33.

Smart Search View

The Smart Search option restricts the search to last name only.

List View.
Search View

Search | Groups
Last F0Go “EEE v

Figure 34.

Switching Between Advanced and Smart Search Views

You can switch between the Advanced and Smart search options by selecting the
toggle button in the current view.

x
List View List View
Search View Search View
Search | Groups Search | Groups
Last ®Go =i E v All Fields v [ Last
N
= Any Part of Field v | |New search v 0Go | ¥
[Switch to Advanced Search > z I3
[~ Search under Russel Heis e
Name: Job Tile: Box Tile: Previous Poston:
Figure 35.

Providing Suggested Search Values

In many cases there are fields with a finite set of search options. As chart
administrator you can provide suggested values and limit the end user to searching
only against these values.

1. Select Data from the menu then Custom field properties.

Qatai Options Help

Manage data sources...
Refresh

Figure 36.
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2. Locate the field, click the record to select it and then click Search Properties.

Costom ek propertes e
Field label | Type CalcField |  Population | Assigned To Sample | seq.
Hired Date All Position Types | 20080630 20
|__|Degree Text All Position Types _ [BA 21
Uoiacalt Taxt Al Position Ty Fiorida State University |22
» |Gender: Text | All Position Types | F 2
[==jemmeny TreXT All Position Types | Caucasian 24
State: Text All Position Types _ [CA 25
|| Country: Text __All Position Types _|USA 2
Salary: |Currency “All Position Types | 64000 27—
|__|PayGrade: [Text ___All Position Types | C7 28
FTE Numeric All Position s |1 29
Text All Position Types _|E 30
Birthdate Date All Position Types | 19840816 31
Est. Retirement Date: Date All Position T 20490816 2
o[ Tanmanes Text All Position Tvnas Ru-.l.u]n mdﬂ
Insert | Delete Format Hotspot Attachment Formula Security I View security summaty | earch Properties |
IV Drag and Drop for All Position Types: Apply

Figure 37.

Select the Allow this field to be searchable check box.

3. Click Create selection from field values. A list of all possible values in the
current data feed displays in alphabetical order.

4. Select the Limit searches to these items radio button.

Search Properties for "Gender:" x|

~ Allow this field to be searchable in the search view and the search dialog. Making a
field non-searchable does not hide the field in the chart and other views.

‘You may specify suggested values for searching against this field. This is used
for fields which have a limited set of possible values, such as gendes and state.

F
M

Create selection from field values [kl

(% Limit searches to these items

" Allow entry of custom search values
I~ Show potential matches a5 users type

coes |

= |

Figure 38.

Click OK to accept your selections and close the dialog.
When the end user performs a search against this field, the values shown with

the search properties feature are presented. The example used here is the

Gender field with only two values, F or M.

"Name | Job Title | Box Title  AllFields ]Gloupsl

Search

| Gender: :I
For

IF =l

F

Figure 39.
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Providing Additional Search Values

As the chart administrator, you can provide set values for a field and still give the
end user the option to type in additional values for a search.

1. Select Data from the menu the Custom field properties.

2. Locate the record you want to modify, click to select it and then click Search
Properties.

3. Select the Allow this field to be searchable check box.

Click Create selection from field values to display all current values for the
field.

In the sample below, TX, GA, and NY were entered manually.
x|

o Allow this field to be searchable in the search view and the search dialog. Making a
field non-searchable does not hide the field in the chart and other views.

‘You may specify suggested values for searching against this field. This is used
for fields which have a limited set of possible values, such as gender and state.

= |

Create selection from field values

€ Limit searches to these items
&+ Allow entry of custom search vahues
[V Show potential matches as users type

s Cance

Figure 40.

5. Click Limit searches to these items or Allow entry of custom search values
radio button. The latter option gives the user the suggested values but also
allows typing of other terms.

6. Select Show potential matches as users type check box to supply the
suggested values to save time typing. For instance, an “N” is typed in the search
field and “"NY” appears in the field.
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Modifying the Search Results List

You, as the chart administrator, determine what fields of data display in the search
results. Results can be managed for both the Advanced and Smart search options.

The Advanced option results display is the same for every style. The Smart option

results display is unique for each style.

Displaying Columns in the Search Results List

1. In the Search View, right-click on any field
Show/Hide columns.

column heading and select

List View
Search View
Search | Groups
Name v | Last First
G ¥
[~ Search under ‘Russell Heis'

S

Name: Job Tit'- - —
& Emily Abbott Media __Hide List coumn

& Abigail B Alexander Web P, Copy whole kst
ﬁ Gail P Amster Product Spedalist National

& Lisa Abbott PPN Show/Hide o&mns,..
& Cheryl Adelsperger Benefi  COPY selection k

= Any Part of Field v
Wi [T Rese
Degree: State: 2
AA CA
BS MA
AA CA
BS MA

Figure 41.

The Show/hide Fields dialog opens.

2. Click the check box to the left of the column name to clear it and hide the column

in the view, or select it to show the column in the view.
Show/hide Fields 5I
Name: =&
J:b Title: :|
[ Box Title:
Degree: Move Up
State:
Country: Move Down
O Frior Positions:
E E::::g:l;» =l Cancel
Figure 42.

column in the view.

3. Select a column name and click Move Up or Move Down to reposition the

Show/hide Fields x|
Name: -
Job Title:
Box Title: —
Degree: av 12
Stake: Move Down
Country:
O Previous Position:
O Prior Positions: 0K
[ Potential:
M Parfamance || | Cencel

Figure 43.
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Click OK to accept the changes and close the dialog. In the following example,
the column Languages has been added to the Search View.

Search | Groups

Name:

Name:

& Rachele D Kieets
& Suzanne Platte
& David R Rodriguez
& KickP Rodriquiz
& Joseph Tater

& Curtis K Watts

& Louis G Ramos

& CarlL Best

[~ Search under ‘Greta Johannson'

List View
Search View
v Last First =Any Part of Field

c0Go ¥
Job Title: Box Title:
RA Market Research
Network Support Intern  Network Team
Acc. Ex. National
Media Buyer Broadcast Media
Benefits Specialist Benefits
Print Planner Print
Travel Spedialist National Sales
Research Manager Market Research

Spanish
Spanish
Spanish
Spanish
Spanish

Russian,

Russian

Sp... AA

T~

Figure 44.

Sorting Columns in the Search Results List

You can modify the records sort order in the Search View by clicking on the column
heading. If the column was originally in ascending order, click it to sort in descending
order. You can change the sort by clicking on another column heading.

I~ Search under ‘Russel Heis'

Name: Lanquages: Degree: State: Country:
R Kyle O Yelow PhD cA UsA
& Rachelle D Kleets Spanish PhO MEX
& Frank P Thomas Japanese MS MA USA
& Amy Stepp German Ms MA USA
& Jason T Wyoming MBA ca USA
& Greta Johannson MBA cA UsA
& Raymond Jessup MBA cA USA
R Susan N Hester French, Por... MBA cA UsA
& Russell O Heis MBA cA USA
R Leske F Growwer MBA CA USA
& Ryan Dozier MBA MA USA
& Sandra R Hogmenter Ttalian MA CA USA
% Rally P Tinly Italian 8S cA UsA
& William R Stafford 8s cA UsSA
e oe ~a 1A

Figure 45.
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Searching from the Toolbar

The OrgPublisher toolbar quick search is identified by the Look for label, and is
available in the application and published PluginX and EChart rich client charts.

Using Search to Locate a Chart Box

1. Type a single or multiple search word. As you type, suggestions display in a drop-

down box below the field.

Select a word if it matches what you are looking for or click Go D to begin the

search.

The search results display in the Quick Search Results dialog. You can review the

Look for: PD"T r

D # Sea

t Informatig

Gerald Ponds@pacificeastern.cc A
Ponds

Dander v

Figure 46.

resulting records in the View List option or click View Details.

2. When you see the record you want, select it to navigate to the person’s box in

the chart.

3. Click the X in the upper-right corner to close the Quick Search Results dialog.

View List View Details
Look for: smith - 00 Search | Look for: smith
) Salag RS ] Salag
Quick Search Resu Hox

asove Aver| [David Smith
svesge | | David R Smith

ol | Jeome Smith

Karen Smith

Kinder L Smith

Seith Colege (Carda Yedimist)
Seith Colege (Tyler K Samson)

= i
— tpove Aver]  Name:
avenge & Carla Yelmist

Research A
Assistant Account
R Specalist
Broadcast Media A
Media Buying Man,
Frewal Administra
Inventory Speciali

w Detais

Figure 47.

Jock or- Benefts Spociaiat |+ ) % Sasch 1 {4 [45] Show Al churt levels |~

Figure 48.
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Sending Search Results to the Search View

You can send the search results to the standard Search View for further details.

Click the pin button in the Quick Search Results dialog to open the returned records
in the Search View.

Look for: Benefits Specialist | v ) 0 Seach % 13, [ Show All chart levels |+ £

9 Ny [ R — —
I Quick Search Results %‘ I
- [Ciick here to send the search results to the search view |
Above Aver  Name: |_30b Title: —f o

Figure 49.

You can toggle to the Advanced Search option to add criteria to the search, send the
search results to Microsoft Excel, send an email to the people in the list, etc., by
clicking the Switch to button.

“ x
ListView
Search View
Search | Groups
Benefts Specialist 0 Gy ot
Name: Job Title: Box Title: Degree: State:
) Cheryl Adelsperger Benefits Specalst Benefits AA CA
& Matthew Bullock Benefits Specialist Benefits BA CA
& Julie Cagney Benefits Spedalst Benefits BA CA
& Jeff QEhs Benefits Spedalist Benefits BA CA
& Lesley Grayam Benefits Spedalst Benefits BA CcA
& Lesley Grayam Benefits Spedalist Benefits BA CA
& Donna Richards Benefits Spedalst Benefits BA CA
& David Smith HR Spedalist Human Resources BA MA
& Joseph Tater Benefits Speoalst Benefits BA
Figure 50.

Reusing a Previous Toolbar Search

You can reuse previous toolbar searches by clicking the drop-down arrow in the
Look for field.

Look for: | v |
smith
a LR assistant k
Figure 51.

To clear the list, right-click on the Look for field and select Clear List.

Look for: Benefits Specialist ~ e —
Q Clear List

Figure 52.
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Using Single Criteria Search

Click the Advanced Search button in the toolbar to open the Search

1.
dialog.
The dialog opens at the Name tab. You can select another tab that better fits
what you want to find, such as Job Title. The Groups tab displays the list of
group names. You can select a group and click Search Now to see a list of the
group members.

2. Type the search criteria text.

Name Tab

1. Type the name, such as Lastname.

2. Select the Match field logic that best applies to your search, such as =Any Part
of Field.

3. If applicable, select the Match Case check box.

Click Search Now. Matching records display in the pane in the lower half of the
dialog.
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Using Multiple Criteria Search

You can search against two or more fields of data. You can find records that match
both criteria at the same time or you can search for one criterion first and then add
to that list by searching for the records that match the other criterion.

Examples:

e You want a list of people in California and in Texas. If 50 employees work in
California and 60 work in Texas, you expect to see a result of 110 records.

e You want a list of people who work in California, but not in Los Angeles. You
get 50 employee records for California, but then you exclude the 12 who work
in Los Angeles, resulting in a list of 38 records.

Searching Within List Below

Typically, when using this function, you search on the broadest criterion first. In the
following example, a search of the field "Degree” for all records that start with "M”
returned 10 people with a Masters degree.

e —

Nasre | Job Tite | Box Tele Al Fields | Groups |

=
Degree - Close

i z
] Seach ophons

¥] I MatchCase
© Addto st below
€ Seauch witin kst below

[ Degree [ st [ o0 Te:
vea WA
vBA [
vaa

= Emst ' Copy 3 Merosch Excel [ Save s

Figure 53.

To add the second criterion, select the Search within list below radio button, then
change the search choices, looking for people who are located in California.

Name | Job Tile | BoxTite Al Fiekds | Groups |
Sanch Search Now
State: -
New Search
For
CA Search options:

rifE w
€ NewSearch

€ Addto st below.

& Search within lst below.

Match
= Any Part of Fieid ~| ™ Match Case

Name: Degree: [ state: [ Job Tae

A Lesie F Growwer WBA A Network Manager

& Russell O Heis MBA cA President

& Susan N Hester MBA cA Marketing Vice President
nter MA ca Producer

BA ca cFo

BA ca Controter B

mBA ca Broadcast Media Director

7 people found = Emal I')Copy 3 Microsoft Excel | Save as.

Figure 54.

The results from both searches are now combined. You can save as a group or use
any of the search features described in this document.
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Adding to List Below

Typically, when using this function, you search on the broadest criterion first.

1. In the following example, a search of the field “"Degree” for all records that start
with “*M” returned 10 people with a Masters degree.

|

Name | Job Tille| Box Title 4l Felds | Groups |

seach

[ Degree: =l Close
For
[w Search options
Search under
Match I obctedbox ¥
= Start of Field | I MatchCase & New Search
© Addtolist below

€ Search within list below

Name: Degree: State: Job Teie:
& Ryan Dozier MBA MA Controller A
& Leslie F Growwer MBA CA Network Manager
k Russel O Heis MBA ca President
& Susan N Hester MBA ca Marketing Vice President
& Sandra R Hogmenter MA ca Producer
& Raymond Jessup WBA CA CFO
# Greta Johannson MBA cA Controller B
A& Amy Stepp us MA Director of Media
& Frank P Thomas. S MA HR Vice President
& Jason T Wyoming MBA cA Broadcast Media Director
‘ 2l
= Email I Copy 3 Microsoft Excel | Save as..

Figure 55.

2. Click the Add to list below radio button.

Name | Job Tile | Box Title AllFiekds | Grouoe |

Search SearchNow
Degee: - JE B
= New Seaich
u — Search options
Search under

o I sectedbox W
- Startof Feld ] I MatchCase kA

. Addto it below

o it st b

[ Hame. [ Degree: [ state: [ 300 Tate:

Figure 56.

3. Change the For search criteria to "PhD"” and click Search Now.

Neme | Job Title | Box Title Al Fields | Groups |

|Degree: |

% New Search
ER Search options

Seaich under
Match I ecedbo: ¥

= Start of Field ~| I MatchCase € NewSearch

& Add o list below
€ Search within st below

Name: | Degree: [ state: [ Job Tite:

& Sandra R Hogmenter MA CA Producer

& Ryan Dozier WBA MA Controler A

& Leslie F Growwer MBA CA Network Manager

& Russel O Heis MBA CA President

& Susan N Hester uBA cA Marketing Vice President

& Raymond Jessup MBA CA cFO

& Greta Johannson uBA cA Controller 8

& Jason T Wyoming MBA CA Broadcast Media Director

& Amy Stepp us MA Director of Media

& Frank P Thomas NS MA HR Vice President
Rachele O Kieets D RA

& Kyle O Yelow PhD ca Creative Director

=

12 people found = Emai I Copy 3¢ Microsoft Bxcel | Saveas..

Figure 57.

The results from both searches are now combined. You can save as a group or use
any of the search features described in this document.
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Saving Search Criteria as a Group

As the chart administrator, you can set up and save search criteria for your groups in
OrgPublisher. Any group you create becomes part of the chart and is available to
published chart users.

A saved group doesn’t save the actual results list. It saves the search criteria data
that is used to make up the group. As HR data is refreshed and charts are
republished, the results are based on the current data.

Creating a Group

1. After performing a search and verifying that your search results are what you
want, click Save as.

"Neme | Job Tile | Box Tale AllFiekds | Groups |
Search
[Degree: |
Fot
|M - Seasch opli tor of Media
[ Seachunder v, Amy Stepp
Match selectad box Prior Positions:
= Startof Fiekd ] I MatchCase  NewSeach
" Add to list below
" Search within list below
Name: 3 State: Job Title: &
& Ryan Dozier MBA MA Controler A
& Leslie F Growwer MBA CA Network Manager
& Russell O Heis MBA CA President
& Susan N Hester WBA cA Marketing Vice Preside
i S St =
‘4
10 people found

the current search s a new grou)

Figure 58.

2. Type the group name you want to use and click OK.

Enter a group name

Please enter a name for the new group:
I Employees with Masters Degrees|

0K 53 Cancel |

Figure 59.

The new group displays in the Groups tab.

Name | Job Tile | Box Tite | AllFields Groups |
. Search Now
(BN Brosean K 7B B L TR —
Everyone A Low Performer —]
& Low Potential
& Management Team Search oplions =
4 Mid-High Potential [~ Seaich under v
iR Employees with Masters Degrees |4 Speaks Chinese selected box J
@ Speaks French @ New Search
& High Potential @ Speaks German " Add to list below
< | Iy 21 || € Seach wiin st below
Name: 3 State: Job Title: =
& Ryan Dozier MBA MA Controller A
& Leslie F Growwer MBA CA Network Manager
& Russell O Heis MBA CA President
& Susan N Hester MBA CA Marketing Vice Preside
j Sandra R Hoamenter A ca Producer _l:‘
‘ »
10 people found = Emal I Copy 3 Microsoft Excel | Saveas...

Figure 60.
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Creating Groups Using the Group Creation Assistant
The Group Creation Assistant guides you through creating new groups.

1. Select the Groups tab and slick Assistant.

"Name | Job Title | Box Title | All Felds Groups

[ N B | X 17 8 B]% & E i
PEvery be Parformer I
& 1t Cdndidates ovd Pdtential

Figure 61.

2. Click the drop-down arrow to select the first field you want to search against.

Group Creation Assistant == X

Figure 62.
3. Type a prefix if you want to display generated fields together alphabetically and
click Next.
Group Creation Assistant ol ]
mﬁmQMMMmhmdmmgmMmm

Select the field that contains the values you want to search against:
= 3

Eluamfuhnmd-ﬂnmwhm:
Degree -

- |

<Back Tll Cancel Help

Figure 63.
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4. The following dialog displays all of the values associated with the selected field.

You can create or modify a group using this assistant.

a. Create a group for each unique value in the field.

b. Combine several values into one group.

C. Remove a group by deleting the associated values.

d. Remove a value from a group

Creating a Group for Each Value

1. Select the top value and hold down the mouse key while dragging to select all

value items.

Group Creation Assistant =

Unique vakues in the 'Degree " field. Groups to be crested

Drag values from the lst on the Add 8 new groups
left and drop them on the
grouplist on the right,

Dropping a value cnto a group
wil add that vaiue to the

group that fiters for that vaiue.

1

You may rename a group by
ciicking on s name and
typing

Step 20f 3-

—C E— ——

x|

Figure 64.

2. Press Shift on the keyboard and click.

3. Placing the mouse on the selected list, drag the list on to the right-side pane

and release the mouse key.

A group now exists for each value, using Degree (shown in Figure 64) as the

prefix.

|-

Groups to be created

Ix

4 Degree - BA
BA

4 Degree - AA
AA

4 Degree-BS
BS

4 Degree -BBA
BBA

4 Degree - MBA
MBA

4 Degree - MS
MS

4 Degree - PhD
PhD

4 Degree - MA
MA

Figure 65.
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Combining Values into One Group

1. Drag the value you want to use into the right Groups to be created pane.
Drop the value when you see Add 1 new group.

2. Click the group name to select the text and type a new name if applicable.

Groups to be created Groups to be created
4 % B 4 [Bachelor Degrees| =
BA

Figure 66.

3. Drag any values you want to add and drop them onto the group name when
you see Add 1 new search value.

Group Creation Assistant

Groups to be created

e

Groups to be created

Drag values fromthe kst onthe [ Bachelor Degrees = |
BA

groupiist on the right. w|m-t§achvalm

Dropping a value onto a group
wil add that value to the
amun

4 Bachelor Degrees
BA
BS

=

Figure 67.

4. Repeat the above steps to add more groups and values.

Groups to be created

4 Bachelor Degrees
BA
BS
BBA

4 [Masters Degrees B

MBA

Figure 68.

5. To remove a group, click the minus sign to the right of the group.

MA

4 Degree - PhD
PhD

Figure 69.

The removed item is returned to the Unique values pane on the left.

4 Masters Degrees
MBA
MS
MA

4 Degree - PhD

Figure 70.
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6. Click Finish. A list of created groups appears in the Assistant.

OrgPublisher Search and Group

JGroup Creation Assistant

The folowng groups wil be created when you dick Fineh'

Bachelor Dagress
Master Dagrees
Pho

hasocites Degrees

[~Step Jof

Figure 71.

Search

The new groups are also available in the Groups tab of the Search dialog and

Search View.

"Name | Job Title| Box Tie | AlFields Groups |
[Btew Bpsssan X 8B O
& Everyone vk High Performer

ik 15t Candidates &k High Potential
thi 2nd Candidates Ak Low Performer Search options:

ik 3rd Candidates. Ak Low Potential [ Seachunder v,
% & Management Team selected box =
& NewSearch
- i

Name: [ Degree: [ state: [ Job Tite:

0 people found = Emal B Copy [ Microsoft Excel [ Save as

Figure 72.

Searching Within Groups

Searching on a group creates a results list.

1. Select the Groups tab in the Search dialog or Search View.

2. Select the group you want.

Name | Job Title | Box Title | AlFields Groups |

B Biam KT B A LTE
Name | —
## 3rd Candidates
_J Search options
Search under
L dedbor 0
## High Performer :“ Nothean:h
& High Potential Ad oy
221 nus Darfarmar =l || € sexchu helo
Name: Degree: [ state: [ J0b Titie:
< | |
0 people found = Emal B Copy BBMicrosoht Excel 3 Save as

Figure 73.
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Click Search Now. The results list appears in the lower pane of the dialog.

"Name | Job Title| Box Tile | AlFields Groups | Ig
T New i Assistant o T E AR L m @
Close
Name |
4 3rd Candidates
#&#& Associates Degrees. J Searchoptions————
4 Bachelor Degrees Search under
::Employees with Masters Degrees = selected box ?ﬁ
A High Performer & NewSearch
&4 High Potential " Addtolist below
©41 ous Darfrmac = || € Seachwithinlst below
Name: I Degree: I State: I Job Title: g
& Mia P Bannister BA CA Producer
k Elizabeth Bartlett BA WA Captal Purchases
* James Bates BA CA Broadcast Media Planr
& Justin Baxter BA MA Purchasing Agent 2
ﬁ Carl L Best | BA Research Manager T
4 »
peop =1 as...

Figure 74.

Search Dialog Set Group List Display

You can set your group list to display in one of four ways in the Search dialog.

e View Large Icons

e View Small Icons

e View List

e View Details

Select your preference. For example, the following graphic shows the View Large

Icons option.

"Name | Job Tile | Box Title| AllFields Groups |
T Search Now
B New i) Assistant X 7 & A% - EE | =]
Close
& A A R
Everyone st 2nd 3rd Search options
c c Candid
Search under
I olectedbox ¥
o A [
Associates Bachelor Employees High Clhddto th.b»:-!ai/v
Nenrees Nenrees with Maste Perfarmer ;] € Searchwithn list below
Name: I Degree: l State: l Job Title:
< | |
0 people found = Emal 3 Copy BB Microsoht Excel [ Save as

Figure 75.
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Using Search and Group Results

Results found by conducting a search or displaying a group list can be used to
communicate and analyze your organizational data. You can use either the Search
View or the Search dialog for these tasks, but there are differences between the two.

<ex
List View
Search View
Search | Groups
B K T B A fhAssstant
aeveryone &&2nd Candidates &k Assodiates Degre
A 1st Candidates &# 3rd Candidates &k Bachelor Degree:
KII—— 2
I~ Search under Russell Heis' Yo %5 Resat
Name: Lanquages;  Degree: Siate: Country: =
& Wyle Q 2iffne Russian BA cA UsA
& So Wu Chinese BBA ca UsA
& Clarence Tim Wirite BA cA USA
& Spender T Wright B8A cA USA
& Samuel I Winster BA ca UsA
& Frankin Wiliams BA cA UsA
& James M Whitney BA cA USA
A Harvey W Woyne B & st
- - & CurtisK Watts Spanish BA ca Usa
Naime | Job Tie | Box Tite | AlFieds Gioups | E & Linds O Washington ~ German BA cA UsA
R eaich Now X
A New Jlh Assstant X'TRA L2 & Michele Ward BA MA USA
Close & K GWang Japanese BA CA Usa
pe I = # K G Wang Japanese  BA ca UsA
vk 3rd Candidates & Bradiey H Vick Italan BA GER
## Associates Degrees _I Search options & Donita Vecdone BA cA UsA
KkBachelor Degrees ul Se&chug: - & Philip Tyson B8A MA UsA
Ak Employees wih Masters Degrees ~ solocted & Amber Y Trust German BA CA USA
Ak High Performer 2L & James W Trent BA MEX
A& High Potential 5 ; ‘;d‘“" b::amn N‘ - # Rally P Tinly Itaian BS cA USA
Ailos Dertiorer o o & Lawrence Times BA cA UsA
Name: ] Degree: | State: l Job Title: il : James Taylor BBA MA USA
& Mia P Bannister 84 CcA Producer i ogepft-Tater Spanish BA X
& Elizabeth Bartiett BA WA Capital Purchases A :'iy S“:'g"’"d :: g: uz:
& James Bates Ba ca Broadcast Media Planr Pon, Stuack Y
& Wiliam R Stafford BS ca Usa
& Justin Baxter BA MA Purchasing Agent 2 % tak M Spdds o ity
1 A M ¥
ﬁ Carl L Best | B Research enaucr)_r_l & Gail P Springfield BA cA USA _:J
141 people found | = Email FCopy 3 Microsokt Excel | Save as.. 141 hits

Figure 76.

Sending Email to Everybody in Group

When your chart is published as PluginX or EChart rich client, and the chart data
includes an Email custom field set with data type “Email,” the send email button is
enabled. A maximum number of messages that can be sent at one time is set by the
administrator.

When this button is enabled, the viewer can use a search results list or a group list

as the recipients of the email. Click the email button E| Your email client launches
with the email addresses populated in the To field.

This message has not been sent.
=1 To.. I:mon. fceastern. com; Frark. Thoms com; Amy. om; Greta, om; RLaymand. om; Sandra. Hogmenter Spacficeastem.com; Susan.Hester Spadficeastem. com;
[Russel. om; Leshe. er. com

.cam; Ryan Doder

Send

Account - M I

subject |

Figure 77.
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Copying the List to Clipboard

Copying the results or group list to the clipboard makes the list available to paste
into any Windows based application. Availability of this feature is determined by the
chart administrator when publishing to PluginX or EChart rich client.

When this button is enabled, the viewer can use a search results list or group list as

the content to copy. Click the copy button E Open a Windows application and
paste the results.

Opening Search Results in Microsoft Excel

If enabled by the chart administrator, search results or a group list can be set to
Microsoft Excel if the chart is published to PluginX or EChart rich client.

Click the Excel button to send the list to Microsoft Excel.

Including Search results in Profile View

Available in OrgPublisher Premier, this button sends search results or group list to
the side-by-side Profile View.

Click the Profile button L2&. If the list contains more than 6 records, a message
displays indicating that only the first six records have been sent to the Profile View.

0 Only the first 6 resuits wil be shown in the Profile View.

=

Figure 78.

You can select the next six records and continue to add additional records to the
Profile View. Click the Pin button [*] to pin the records into the Profile View.

4 A X
Profile View
s |4 & A 6pinned
Name: Jason T Wyoming ¥ Leske F Growwer ¥ Raymond Jessup ¥ Russel O Heis * Ryan Dozier # Sandra R Hogmente? [~
Job Title: Broadcast Media Director Network Manager CFO President Controlier A Producer
History
Previous Position: Producer Network Administrator Controlier A General Ledger Manager \Writer
Prior Positions.
IndustryYears 13 23 20 15
Dates
Birthdate 04/09/1952 07/19/1971 08/29/1961 0S/30/1954 07/19/1965 12/10/1947
Hired: 06/06/2001 01/15/2002 12/01/1995 03/05/1996 01/15/2002 06/01/2000
Est. Retrement Dat 04/09/2017 07/19/2036 08/25/2026 05/30/2019 07119/2030 12/10/2012 -5
Est. Yrs. to Retire: 8 27 17 10 21 3
Education
Degree: MBA MBA MBA MBA MBA MA
Universgy: Duke University Stanford University Stanford Universiy Harvard University Harvard University ucLA
Salary Information -
g st

Figure 79.
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Saving Current Search Results as New Group

You can save the search results as a group by clicking the Save button . Type the
name of your group in the Enter a group name dialog and click OK.

Enter a group name

Please enter a name for the new group:

.- J—
K| Cancel |

Figure 80.

Spotlighting Search Results in the Chart

OrgPublisher helps you filter chart boxes in a visual manner, spotlighting members of
a search results or group list.

Click the Spotlight button. The members of the results list or group are spotlighted in
the chart. Boxes that are not members of the selected list appear faded out.

Figure 81.
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Editing Group Attributes

You can edit existing or add additional attributes to any group that you have created.

Editing Search Criteria in a Group
1. Select the Groups tab in either the Search dialog or the Search View.
2. Select the group you want to edit and click the Edit Group Definition button.

Name | Job Tile | Box Tite | AlFields Groups |
[0 Now et e T
Close

Name I S

B cveryone Edit Group Definition] |

& 18t Candidates Search oplions

##2nd Candidates [~ Seachunder
&4 3rd Candidstes selected box

oY as.Da & New Search

. (4 4 t v

Bachelor Degrees

A — | 21| & Somchortimit st
Name: Dey 3 State: Job Title.
K | |
0 people found = Emal B B Mcrosoh Excel 1) Save as

Figure 82.

3. The Group Editor dialog allows you to add or delete attributes of the selected
group. Select a criterion and click Remove.

Group Editor
(Optional) Category: [ ;|

Group Name: [ Bachelor Degrees

] ! 23 ‘
Ana0r | |SeaccnliSa | Cogb Vaie | Match Case ]
egree ves
n BOA_ Yes

Displeyedmge forpeolentis goup [~ € Ltgeicons
I™ Hide this group in published chart @ Smalicons
I Jusselecton SeachNow [ Save | Saveds. |  Camel |

Name: [ Degree: [ state: 3007

[Opeope foud |

Figure 83.

4. Click Add to insert an additional criterion.
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Group Editor

(Optional) Category: [ ;|
GroupName: [ Bachelor Degrees.

& Add | K Remove 4 Move Up 4 Move Down
And/ONew Componentpmpere | Value | Match Case

Whole Field BA Yes

Or Degree: = ‘{/Y'Oieflzid B§ Yes

Or Degree: =Whole Field BBA  Yes

Dispaged inage for peoplemttisgowp [ € Laige icons

one)

I Hide this group in published chart @ Smallicons
I Justsclection_SearchNow | [ Save | Saveds. |  Cancel |
Name [ Degree: [ state: [sobTi
K — | |
[T peope flound |

Figure 84.

A copy of the last criterion in the list is added to the components. Click on the Or
value in the And/Or column.

&b Add  9C Remove ?McveUp&MaveDownl

And/Or | Search Fielkd | Compare | Value | Match Case |
Degree: =Whole Field BA Yes

Oor Degree: =Whole Field BS Yes

Oor Degree: =Whole Field BBA Yes

Degree: =Whole Field BBA Yes

ihage for people in this group (None) " Large icons
one v 5
\de this group in published chart | & Smallicons

Figure 85.

— And states that a record must contain the preceding criteria plus the
criterion you are about to add. This reduces the number of records in the
results list.

- Or states that a record could contain the criterion you are about to add,
increasing the number of records in the results list.

5. Click on the value in the Search Field column to open the drop-down list of the
available custom fields. Select the field you want to add.

b Add 9 Remove 4 Move Up 3 Move Down ‘

Anler‘ Search Field ] Compare ‘ Value ‘ Match Case [
Degree: =Whole Field BA Yes

Or Degree: =Whole Field BS Yes

Or Degree: =Whole Field BBA  Yes

Or = Whole Field BBA  Yes

L—l " Large icons
[(None) Y1 & Gmallicans

Figure 86.

6. Click on the value in the Compare column to display the drop-down list of data
match types. Select the match you to search on.
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dh Add 3¢ Remove

4 Move Up ¢ Movw:

Anler| Search Field| Compare | Value ‘ Match Case

Degree:
Or Degree:
Or Degree:
Oor Degree:

I~ Just selection. | Se

Displayed image for peog
I Hide this group in pul

=Whole Field BA
=Whole Field BS
= Whole Field BBA

= Whole Field

| = Start of Field
Not equal to any pal
Not equal to whole §e

Yes
Yes
Yes

" Large icons

P £ .
@ Smallicons

I SaveAs...

Figure 87.

7. Click in the Value field to type the word you want to find.

& Add 9 Remove

4 Move Up & Mo

And/Or | Search Field| Compare

I Value [ Match Case

Degree:
Oor Degree:
Or Degree:
Or Degree:

Displayed image for people in this group
I~ Hide this group in published chart

=Whole Field BA
= Whole Field BS
= Whole Field _BBA

Yes
Yes
Yes

= Whole Field | BAAS| Ij}/es

|[N one) 7 |

" Large icons
' Small icons

Figure 88.

Search

8. Click the Match Case field to display the drop-down list of options for matching.

Select the one you want to u se

And/Or | Search Field [

Compare I Value | Match Case

Degree:
Or Degree:
Or Degree:
Or Degree:

—

Displayed image for people in this group

=Whole Field BA
=Whole Field BS
=Whole Field BBA

Yes
Yes
Yes

=Whole Field BAAS

Yes

Yes

Figure 89.

9. Click Save to update the group

attributes.

Modifying the Group Name

1. Select the Groups tab in either the Search dialog or the Search View.

2. Select the group you want to edit and click the Edit Group Definition button.
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Name | Job Tie | Box Tite | AllFields Groups |
[ 8 New 7 Assistart oo s o = E|

Name A =
[@eveyore | ‘ht Group Definition

& 1t Candidates
##20d Candidates
&# rd Candidates
A tas Dagy

##Bachelor Degrees ] -l

Name: [Degree: [ state:
K — | |
0 people found = Emal B Copy HEMcrosoht Excel [ Saveas

Figure 90.

3. Place the cursor in the Group Name field and type your changes. Click Save.

(Optional) Category: [

[Group Name. [ schetr oegrees]
& Add ¥ Remove
And/Or | Search Fied| Compare | Value | Match Case '::':,‘D'u’:' oasedgemaf
Degree.  =VinoleFiel BA  Yes

or Degree: = Whole Field BS Yes Asimpler way 1o create a

O Degree:  =WholeFeld BBA Yes 9roup s 0 refine & search
A wih the search dalog and

or Degree: =Whole Field BAAS Yes then click "Save as.

Group’

Displayed image for people n ths group
T Hide this group in published chart

Figure 91.

Adding a Category to the Group
Many groups can be related and, for display purposes, you may want to categorize
and collect them under a main group category.

"Name | Job Title| Box Tile | Al Fields Groups |

T New 0 Postont B B o Oy

Pl cation Level =
&k Associates Degrees
##& Bachelor Degree
& Everyone
&#& 1st Candidates
&% 2nd Candidates

& 3rd Candidates
22 Emalvase wi #h Maotare Nanrase o

Figure 92.

1. Select the Groups tab in either the Search dialog or the Search View.
2. Select the group you want to edit and click the Edit Group Definition button.

3. Place the cursor in the optional Category field and type the name.
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Group Editor

(Optional) Category: IEducallonal Leve| E' This is the advanced group
definition editor. Here you

Group Name: | Bachelor Degree can view and edit the
contents of a group

4 Move Up 4 Move Down | | cefintion. You can aiso

£ Add ¥ Remove

reorder the components of
And/Or | Search Field | Compare Value | Match Case the group.

Degree: =Whole Field BA % Yes
Or Degree: =Whole Field BS Yes A simpler way to create a
Or Degree: =Whole Field BBA Yes group is to refine a search
oF Derée: —Whole Field BAAS Yes with the search dialog and

then click "Save as

Figure 93.

If categories already exist, click the drop-down arrow and select the category you
want to use.

5]
(Optional) Category: || j This is the advanced group
defintion editor. Here you
Group Name: can view and edit the

contents of a group
4> Add 3 Remove 4 Move Up 4 Move Down || definition. You can also

reorder the components of
And/Or | Search Field | Compare | Value | Match Case Ha g
Degree: =Whole Field AA Yes

Asimpler way to create a
group s to refine a search

Group Editor N _)g

(Optionl) Category: | ENETIRIEN

Sl Educational Level

|

&b Add 3 Remove

4 Move Up ¢ Move Down

Anler| Search Field| Compare

[ Value| Match Case |

Degree: = Whole Field

AA Yes

This is the advanced group
definition editor. Here you
can view and edit the
contents of a group
definition. You can also
reorder the components of
the group.

Asimpler way to create a

Figure 94.

Click Save.

Removing a Group from a Category

1. Select the Groups tab in either the Search dialog or the Search View.

2. Select the group you want to edit and click the Edit Group Definition button.

3. Click the drop-down arrow and select the blank category. Click Save.

Group Editor E x|

[Optional) Category: I

=] [Tnis is the advanced group

Group Name: [ Associates Degrees

&> Add 3 Remove

4 Move Up & Move Down |

AndiOr | Search Field| Compare

| Value | watch case

definition editor. Here you
can view and edi the
contents of a group
definition. You can also
reorder the components of

Degree: =Whole Field AA Yes

Displayed image for people in this group
- |(None)

I Hide this group in published

the group.

Asimpler way to create a
group is to refine a search
with the search dialog and
then click "Save as
Group".

€ Large icans
Y| & Smallicons

I™ Justeslection | Search Now Save I

Savehs.. |  Concel |

Name: f Degree: State: JobTi
] E— )
| 0 people found |

Figure 9

5.
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Associating an Icon with a Group

You can associate icons with groups as a visualization tool.

1. Select the Groups tab in either the Search dialog or the Search View.
2. Select the group you want to edit and click the Edit Group Definition button.

3. Click the drop-down arrow in the Displayed image for people in this group
field in the center of the dialog.

Group Editor E x|
(Optional) Category: | Educational Level :] This is the advanced group
definition editor. Here you
Group Name: | Bachelor Degree can view and edit the
contents of a group
& Add K Remove 4 Move Up & Move Down | | cefinton. You can aiso
And/Or | Search Field | Compare | Value | Match Case ;::r:;’u:‘e At
Degree: =Whole Field BA  Yes
or Degree: =Whole Field BS  Yes Asimpler way to create a
Or  Degree:  =WholeField BBA Yes Joto e foreine:s 9sarch
with the search dialog and
or Degree: =Whole Field BAAS Yes Hian IR S Ae 8
Group®.
Displayed image for people in this group None) € Large icons
I ane) 1 ;
™ Hide this group n publshed chart & Smalicons
T Jussslecion | SzarchNow | [ |lnone)  Sheds. | cancel |
Name: || State: Job Ti
=
-
-
K — |
[Osopie found Lo |
Toaucer Catons Manager q
i3 Production Coordinator Bus. Appiications Mr.
NY. Dnbantisl an Datantisl 70

Figure 96.

The group icon displays in several view and dialogs, for instance:

4. Groups tab:
C

Name | Job Title | Box Title | All Fields  Groups |

= Search Now
B New I Assistant X T8RS
Close
Name I -
‘ Everyone
&4 1st Candidates b Search options
&4 2nd Candidates r Search under ¥
& 3rd Candidates sojeied bow
e roo-ege & New Search
| || € Search wihinlist below
Name: | Degree: | state: | Job Taie: |
% Lisa Abbott BS MA Purchasing Agent 1
& Abigail B Alexander BS MA Web Programmer
& Gail P Amster BS Product Specialist
& Olivia K Baiey BS MA Programmer
ﬁ Henry K Banner BS CA Writer .
Rl | »
141 people found = Email rOupy 3MiaoeoﬁEmel HSaveas...

Figure 97.
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Creative

OrgPublisher Search and Group

Filter (Group) View:

Figure 98.

Fitter View 43

B e
s

& Everyone
%% 1stCandidates
&% 2nd Candidates
&% 3rd Candidates
F¥ s

Ak o
™ Bachelor Degrees I

[Ix® Employees with Masters De

Figure 99.

Displaying Group Icons in the Chart Box

Search

If you are not using the Advanced Box Layout Editor to format chart boxes, group
icons display automatically in the chart. If you are using the Advanced Box Layout

Editor, refer to that document for details on displaying group icons.

You can modify the standard box format to either display or not display group icons.

1. Click Format in the menu then Boxes in the options list. The Format dialog

opens.

2. In the left pane, select the style and position type you want to modify. The

example below indicates that All Position Types in the Language style have

been selected.

Format

Ted  Boxes |Lines | Chat | Tle | Advanced boxlayout |

- Salaries A I_ Property
Style

Value

=~ Language
= llanager

|- Employee

[ Assistant

{— Contractor

t— Indirect Report

Show only text
Width

Height

Show outiine
Outline width

O it
pen position Backg

[~ Partner

{— Staff Function

I~ Succession Candidate
[ President

I Vice President

[~ Director

Shadow color
Outline color

Gradient Color
Gradient Style

|:|‘?1'S"I
<«

—_—

-

I~ Success 1
|- Success 2 Show group icons
- Success 3 v

-

Left
Center

Right

Figure 100.
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3. If you elect to display group icons, choose the alignment from the drop-down list

in the Show group icons field.
Centered
e
Sales

o a

Marketing Vice President
Susan N Hester

Not Displayed

—————

Sales

Marketing Vice President
Susan N Hester

Figure 101.

Hover View Results from a Group Icon

When group icons are shown in the chart, hovering the cursor over the icon displays

a list of group members if the administrator enables this feature.

1. Verify that the Hover Profile is enabled by clicking Format in the menu then

Chart from the options list. The Format dialog opens at the Chart tab.

2. Scroll to the bottom of the Property list in the dialog to the Show hover profile

field and select the check box in the adjacent Value column.

Format I
Text | Boxes | Lines Chat ITﬂle | Mvmcedbm(layodl
This chart layout is ideal for Book Style printing
and fitting the maximum direct reports to a page. Property Value |
Background Image Embed Image
Remove Image
T - [Scocadsve [T
Print Gradient/Background
1 2 Muttiple report icon
(None) v
Auto Build Normal
Horizontal spacing
Vertical spacing
Drill button type Click to modify...
= 4 Chart font Tahoma
Chart font size 8
Automatic row size
Boxes per row %
Show hover profile
Hover profile delay (ms) | 1000 =
oK | Cancel | Help

Click OK.

Figure 102,

3. In a chart box, hover the mouse pointer over a group icon. The Hover Profile

displays a list of the group members in a similar format as the List view.
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The group name appears in the upper-left corner of the view.

ks Japanese |

A g Pacific Fastern | =

sks Rusfie alion Lﬂ

3ks Spad
Name: ee: State: 30 Tite: [ BoxTite: [ Em|
[ Jenny L Bryanister BS CcA Digital Artist Design Jen|
& Sandra R Hogmenter MA ca Producer Radio Sar
& Gregory K Pnk BBA CA Director of Technology Information... Grg Staft
& Jerome Smith BA CA Broadcast Media Assistant Broadcast...  Jer|fresident
& Rally P Tinly BS CA Broadcast Writers Broadcast... Ralljhnson
& Rex Tram AA Vahdity Clerk Payroll Re;
& Bradley H Vick BA Assistant Account Executive Local Sales ...

D — I S 2
oA I‘—",m_l] I\ N,

Figure 103.

4. Click the Pushpin button in the upper-right corner of the view to open the Search
View in order to perform tasks available in the view.

Lrowese | Pamng | Sses | | o Srern »
Pacific Eastern

If
|

[ information Technology | *

ListView 1

Search View |

Al

=

b

Prior Poations: | Potential Pefomance. | Dearee: =
) 3 3
» 3 A
Bus. Agplc... O 4 B8A
» 3 8

£ 3 B ;‘

Figure 104.

To see more information about the Hover Profile, review the Views document.

Hiding a Group in the Groups View

You may not want to display groups in your published chart that were created
specifically for securing styles or fields. If you are publishing to PluginX or EChart
rich client, you can hide groups from viewers.

1. Click Search in the menu to open the Search dialog, and select the
Groups tab.
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2. Select the group you want to hide and click the Edit Group Definition button.

"Name | Job Title | Box Title | AllFields Groups |
= — Search Now
T New ik Assitant X g8 B %o 5 Eid -
lose
barme I E‘ Group Defr\iﬁonb—-—"
‘Everyone
kil il Search options
&k 2nd Candidates [~ Search under v
& 3rd Candidates selected box
AAAssociates Degrees & New Search
Wl Bachelor Degrees € Addjto list below
P Yy ) |1 Searchwitkinfist below
Name: | Degree: | state: [ Job Tite:
4 | _'J
0 people found = Email B3 Copy # Microsoft Excel [ Save as

Figure 105.

The Group Editor dialog opens.

3. Select the check box to Hide this group in published chart.

Group Editor [ x|

(Optional) Category: I

:] This is the advanced group
definttion edtor. Here you

Group Name: | 1st Candidates

can view and edit the
contents of a group

2 Add 9 Remove

4 Move Up 4 Move Down | | definton. You can aiso

Succession Rank: = Equalto 1

Displayed image for people in this groug € Largeicons
T . (None) ~| & smali
¥ Hide this group in published chart i

reorder the components of
And/Or | Search Field Compare | Value | Match Case the group.

A simpler way to create a
group is to refine a search
‘with the search dialog and
then click "Save as
Group”.

[kas, selection  Search Now [ r Save I Save As... I Cancel l
Name: | Degree: [ state: [ JobTi

) | >
|0 people found I

Figure 106.

4. Click Save and publish the chart.
The selected group does not display in the published chart.

Groups Tab:

Epetormnce

[Forhwis
Parog | Sares

JHb 2 Q&

1% b [ Som 2mtiovas [v1 & & [H]55T) 0 7 he

Search

Name | cb i | BTl | AtFisds G | Wy g |

Pacific Eastern 2 =-=Eil

Filter View:

Fiter View

Group: Everyone

Everyone
&4 2nd Candidates
4 3d Candidates

& Enal BMoosch Brcel L Save a0

ik Management Team
P —

Figure 107.
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Managing Group Attachment

When your chart includes several styles, you can choose to display group icons in
some styles but not in others.

1. Select Options in the menu, Group display options, and then Manage Group
Attachment.

Fle EGt View [nsert Fogmat Toos Data [Optons| Heb

@ Pk O o & Use Hotspot Wizard 6> View Mode 4l 3] oy & &
Messages
¥ Look for: |Find names. titles. etc Synchronize navigation between styles levels v . " 100% v BN

Photo wait »
Planning Salares

Sort options...
D \
Text encoding options...

EChart security options...

Real-time connection configuration... Cific Eastern

Search options »

Tree View options »

List View options > Pacific Eastern

Profile View options 4

President
Summary options
| Group display options Manage Group Attachment...
—
Auto adjust display to show Group
[

Figure 108.

The Attach Groups To Styles dialog opens with a list of all groups and styles in
the chart. The style names display in the top row of the grid.

Group names display in the left column. A check marks indicate the styles in
which the group icons appear.

[N Attach Groups To Styles x|

To prevent the icon for a group from appearing in the chart for a style uncheck its checkbox in the grid below. Click a
row label to show the group for all styles. Click a column label to show all groups in a style.

| [ Pranning| salaries| Language] |
IstC v v v
2nd Candidates 2 v v
3rd Candk V v v
Management Team |2 v 2
Speaks Chinese v v v
Speaks French ~ v 2
Speaks Portuguese [ v v
Speaks Russian v v v
Speaks German v v v
Speaks falian 2 2 v
Speaks Spanish Vv v v
Speaks Japanese v v v
High Performer Vv v Vv
Mid-High Potential v v v
High Potential v v v
Low Potential v v v
Low Performer v v v
Bachelor Degrees v Vv v
Masters Degrees v v v
PhD ¥ v ~
Associates Degrees |2 v v

Figure 109.

2. To format the Language style to hide all groups except those related to
languages, clear all the check boxes associated with non-language groups from
the Language style column.
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The Attach Groups To Styles dialog now looks like the following graphic.

the chart for a style unchedk its checkbox in the grid below. Click & row label to
to show al ina style,

Click OK.

The Language style in the chart displays only the icons (as identified in the

show the group for all styles. Click

To prevent the icon for 8 group from appearing in

OrgPublisher Search and Group

Lay

SISISISISISISIS IS SISISISISISISIS] SISSIS] S
8

UK ﬂf(l'l'l'ﬂ“'(!"ﬂ‘ﬂ'ﬂﬂ'ﬂﬂ'ﬂ USRS ;

1

mimlnislnininle SISISISISISIOI] oln i) g

Figure 110.

legend in the upper-left corner) related to languages.

@ Spesks Chinsse
@ Spesis French
@ Spesks Garman

A\ Spesis Potugusse
A\ Spesks Russan
A\ Speaks Spanish

Pacific Eastern

Padific Eastern

President
Russell O Heis

Executive Staff

M Assstant to President
Bobbie T Johnson

[ T

Susan N Hester

Finance

Vie President CEQ
Raymond Jessup

Creative

reative Vice Pr

Paul M Mebram

oo

1
Media Planning & Buying

Human Resources

HR Vice President
Frank P Thomas

|
Information Technology
e f T Director of Media
Gregory KPink Amy Stepp
hd *
’ "

Figure 111.

Using Quick Selection

Search

1. To quickly remove check marks from selected style column boxes, select a row

and click once.

W Attach Groups To Styles

To prevent the icon for a group from appearing in the chart for a style uncheck its checkbox in the grid below. Click
row label to show the group for all styles. Click a column label to show all groups in a style.

Planning| Salacies|
TSt Candidat 0O 0O O
e L
3rd Candidates 2 2 [mi
Management Team Vv v B
Speaks Chinese v v v
Speaks French v v v

Figure 112,
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2. To quickly add check marks to empty style column boxes, select a row and click
once.

[N Attach Groups To Styles

To prevent the icon for a group from appearing in the chart for a st
row label to show the group for all styles. Click a column label to sh|

st Candiday v [ [
|20d Candidass |2 i3 el
3rd Candi v ~ O
Management Team v v [ ]

Figure 113.

3. To quickly remove or add check marks for all groups to a particular style column,

select that column and click.

(5 ] AttachGroups To I 3 [N Attach Groups To Styles
i appearing i To prevent the icon for a group from appearing in th
f&”ﬁféwhﬁ;ﬂ“fz myaes Cicka. c;"f.i row label to show the group for all styles. Click a coh
Planni i Planningf Salaries{Langu
180 v | ¥ v 1810 i v
2nd Ci 2 L+ — 2nd Ci v |: u
3rd G v v [ 3rd G v

Team v v — | Management Team v B O
Speaks Chinese v v 7 Speaks Chinese v r ~
Speaks French v v v Speaks French v W v
Speaks v v v Speaks Portuguese 2 r ~
Speaks Russian va v v Speaks Russian v r v
Speaks German v v v Speaks German ~ v
Speaks talian v v v Speaks Iaian‘ : u v
Speaks Spanish v v v Speaks Spanish v Vv
Speaks v v v S!)eaks 2 2
High Performer v v = H{gh Pefformer : B C

Mid-High Potential v 7 — Mid-High Potentia v r
Hinh Potential [~ = - Hinh Patential v — —

Figure 114,
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Group Features in the Styles Bar

By default, OrgPublisher creates an Everyone group that contains all the records in
your chart data. In addition, the group Filter View button displays in the Styles bar
by default. The chart administrator can choose not to display the group Filter View
button.

| Head Count | Head Countwith Open Positions | Span of Control Analysis Filter: Everyone =

Figure 115.

1. Right-click on the Styles Bar to display the formatting options.

Group Selector button Show Group name always
Group filter in chart 4 R- how Group name only when multiple Groups exist
Show Styles toolbar Enable button
Show styles in tabs Edit Label...
Figure 116.

2. Move the cursor over Group Selector button to:

a. Show Group name always - by default, Filter: Everyone displays in
the bar. If other groups exist, a drop-down arrow appears to the right.

Filter Everyone w

Figure 117.

b. Show Group name only when multiple Groups exist - the Filter:
Everyone button displays only if there is more than one group in the
chart.

c. Enable button - by default this check box is selected, enabling users
to view a list of available groups. Clear the check box to disable that
function in the published chart.

Filter: Everyone

Figure 118.

d. Edit label - allows you to change the button label to something more
meaningful to your users.

|[oroup buctoniabel NN - TR

Please enter the Group button label: Ber View X

| Query]

0K I Cancel |
ces]

Figure 119.
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Type the preferred label name and click OK. The new label appears in the

Style bar.

Figure 120.

Hover the cursor over the Group filter in chart menu option to view group the
spotlighting options.

Spotlight boxes in group
v | Show styles in tabs A —
e 4 Education

=3 :

Figure 121.

a. Show only boxes in group -
b. Spotlight boxes in group -

The Filter View section contains more detail about spotlighting boxes in a
group.
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Filter View

From the Styles Bar, both the chart administrator and end users can display a list of
all available groups in a chart. You can also select a filtering option from this list.

Activating Filter View
1. Click the Filter button on the far-right side of the style bar.

Click here to display all available groups|

Figure 122,

The Filter View opens. The graphic below indicates that the Group filter selection
is set to display only the group records in the chart view.

B Fitter View | a
&lF |
| o cidates

[only show records in the selected group

Figure 123.

2. If groups have been assigned to categories, click the category to expand it.

i Fiter View 32 Fitter View |
2 F2E |
(—
@Education & 2nd Candidates
T Associates Degrees %% 3rd Candidates
- - = 4 Fducation

Figure 124,
3. Select the group you want to use.

Anchoring the Filter View

The chart administrator can anchor the Filter View so that it appears when end users
view styles in the chart.

1. Click the Filter View drop-down arrow.

ICIit:k here to display all available groups|

Figure 125.
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2. Click the pin button in the upper-right corner of the view.

Filter View

here to keep this oper]

¥ Impact of Loss
" performance
" Positions

" Potential

" Retention Risk
¥ Succession
& Everyone

e} Creative Team

Figure 126.

3. Once pinned/anchored, click the X in the upper-right corner of the view to close

it.
al [ Fitter View
e?:, I? Close window
g

&% 2nd Candidates
&% 3rd Candidates

Figure 127.
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Filtering Box Display Using a Group

The Spotlighting feature is one way to filter the displayed chart boxes. Spotlighting
increases the transparency of the chart box containing records that do not meet the
criteria of a search or group result.

Search

Spotlighting can be enabled from both the Filter view and the Search View. To reset
the display to show everyone in the chart, the spotlighting feature should be turned
off in the Search View, and the Filter View in the Styles Bar should be set to the

Everyone group.

Note: This feature affects the printed output wherever possible. The

AlphaBlend function is used to create the transparent effect, but it is not
available in Microsoft Windows 95 or Windows NT 4.0 and earlier. In those
instances, OrgPublisher prints al chart boxes displayed in the Chart view.

Showing Only Records in the Selected Group

1. If not already open, click the Filter View button and anchor it in the chart by

clicking the Pin button.

records in the selected group.

Fitter View

4| 4]

(=] [~
&2

_;C&?dldates

IE)nly show records in the selected group

Figure 128.

If not already selected, hover the cursor over and click the button to Only show

Select the group you want to use. In the following graphic, the Bachelor
Degrees group is selected. The name, group icons, and any additional

information related to the name are hidden in the boxes that do not contain the

selected group members.

[ [oeme Lo

Pacific Eastern

i

Pacific Eastern
Presdent
~—

Information Technology

Director of Technology

Paul M Melbram
-

[ Creative
Creative Vice President
L

Gregory K Prik

o

[ Hedia Planning & Buying .
Drector of Media

Human Resources

’

il i (7

Fiter View

4 Canddates
&4 2nd Canddates
&4 3d Candidates

4 Educaton
& assocates Degrees
Rl cacheior Degrees
- V\M!L': orees
™ pho

4 Languages
@ Spesis Chinese

Speaks French
@ spesks German
@ spesics 1takan
Speaks Japanese

A Spesis Portuguese
A\ speaks Russian
A speaks Spanish
Performance

4 Potental
&% High Potential
&# Low Potential
&% Md-+igh Potential
Everyone

Ak Management Team

Figure 129.
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4. Select the Everyone group to restore the chart box display to all boxes.

Using Spotlighting as Group Filter

1. If not already open, click the Filter View button and anchor it in the chart by
clicking the Pin button.

2. If not already selected, hover the cursor over and click the button to Show
records in the selected group.

Fitter View x

[
%potlight records in the selected group I
&R Impact of Loss - High
ki Impact of Loss - Low
b4 Impact of Loss - Medium

" Performance
" Positions

" Patential

" Retention Risk
" Succession
& Everyone

® Creative Team

Figure 130.

3. Select the group you want to use. The Bachelor Degrees group is selected in
the follow graphic. The chart is filtered to spotlight only members of this group.
e | s | o | T ———

Al Fiter View

Pacific Eastern s

@ Seesks Canese
@ Soesvs French
@ Soesks Geman
@ Spewss e 4 Education
Spesks Japanese = Assodiates Degrees
A Speaks Potuguese -
A Speaks Ressan Executive Staff kd Degrees
A\ Speaks Spansh * o
L 4 Languages
Babbee T Johnson @ Speaks Chinese
- @ Speaks French
. @ speaks German
Creative Information Technology b4 zﬁ I_,M %
ve Vice Pre Director of Technology A speaks Portuguese
Paul M Melbram Gregory K Pink A Spesks Russian
! - o= 4 Speaks Spanish
- [~ ] : - | v performance
ﬂ : = = 4 Potential
A# High Potential
&% Low Potential
A& Md-High Potential
& cveryone
hk Management Team

Figure 131.

4. Click the Everyone group to restore the chart box display to all boxes.
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Using Spotlighting in the Search View

1. Open the List View, then click the Search View panel bar to open it.

2. Select the Search or Groups tab.

Perform a new search in the Search tab
Select an existing group in the Groups tab

3. Select Spotlight search results in chart button.

Figure 132.

I 4 * X
= List View
Search View
|Sead1|GmUW|
A K T % & fAssistant
4 Candidates =
&k 1st Candidates
&% 2nd Candidates
&% 3rd Candidates
4 Education
T Associates Degrees
- TR
T8 \asters Degrees ﬂ
[~ Search under ‘Russell Heis' Vi {2 Reset
| Name: | Job Title: | Box Title: | Previous Position: x
® Lisa Abb... Purchasing... Finance
® Abigail B... WebProgr... Web
& GailP Am... ProductSp... National L
* Olivia K B... Programmer Business A...
& Henry K ... Writer Collateral
® MiaPBa... Producer Television ...  Broadcast Writer
® Elizabeth. .. Capital Pur...  Finance
® James B... Broadcast... Broadcast
& Justin B... Purchasing ... Finance
& Andrew ... Web Progr... Web
® CarlLBest ResearchM... MarketRes... Research Assistant
& Bryan B... Purchasing... Finance
& Jason Br... BenefitsMa... Benefits Benefits Analyst
& SusanI... HardwareT... NetworkTe...
® JennyLl... Digital Artist  Design
& Matthew... Benefits Sp... Benefits
& Julie Ca... Benefits Sp... Benefits
& Mary AC... Writer Hi Tech
® Sally Cane Media Coor... Media
® Tyler Ca... Generalle... Finance =
4:] - | >
= r 5( As H!l Epotlight search results in d-aarti 141 hits
[ A [
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Boxes containing employees who meet the search criteria are spotlighted in the
chart.

% -
s Pacific Eastern 4 E T
fomaey (nmane o N o
:t.-m--- % e e pew
@ temens Cwmee F - v
@ Yo B XN L Bvent
B Jpmem * Canddeten D
P R W Condiws |
PN el Execative Stall Ak e Cnccens
uEee e hamir i et 4 3¢ Ccidoten
Onine T whrew * Chamer
B nasccams Degwows
: »~ TEEETE
s I sty Dagroms =
Coraie voe Sewded Qe of Tedrs S e S % 8 Fowe
Pand e Mate e "9 ¥ Chvm N S Toe e Toe [P Posten 2
R Lna 2o Rocewrg .. Tearce
n R Agu t . e vy e
u ﬂ RGP am. Modatlo. Sebrw -
R Ohact. oganeer  Susrem A
R ey €. e s
R Marta. Mrosce T o Doacmt Arne
R Dbt Coptiiu .. Feence
R oaven 5., Brosdiet . reatomt
R e B Puderg .. frence
R den ey oo

R Gwen o Berwiny M Becedy et deaal
R Sl verdeare T Meteork Te
u Rt Dgmiame  Sesgn

B A # A o 161 My
o 1ot eeme #3 [ o 3 e Soad st & ) = i

Figure 133.

4. Switch to additional groups or complete additional searches to view the chart
with the spotlighting feature.

5. Click Spotlight search results again to restore the original chart display.
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Emailing Groups

If an Email custom field type is created in the chart, you can use groups as email
distribution lists.

Emailing Groups from the Search Dialog

1. Click the Search button in the toolbar.

2. Select the Groups tab when the Search dialog opens.

3. Select a group in the upper display pane and click Search Now. The group
members appear in the results pane.

"Name | Job Title | Box Title | Al Fiel! Groups ||
.

B New (i Assistant X T8 B O -

& a5 4+ -

Everyone Annex Corporate  CPR Certified ’, Search options-

iose

Employee Office E... Search under Y

| _m i‘ ‘. & selected box

' New Search
Figure 134.

4. Click Email to launch your email client.

"Name | Job Title | Box Title | AllFiekds Groups |

= Search Now
B New W Assistant T A LT |
Close
-
3 G o
Everyone Annex Corporate  CPR Certified Search options
Employee Office E... Search under v
selected box it
* * * @ * New Search
- :
Executives  Non-Executi... Open Sales Office Gy hSt' below
Positions Fmoivee X | | € Search within list below
Name: I Job Title: I Box Title: I Phone I Email l State i‘
ﬁ Lisa Abbott Purchasing ... Finance 6028 Lisa.Abbott... MA
& Elizabeth Bartlett Capital Purc... Finance 6020 Elizabeth.Ba... MA
k Justin Baxter Purchasing ... Finance 6029 Justin.Baxte... MA
& Ryan B Benn Web Page D... Design 7788 Ryan.Benn.. CA
ﬁ Bryan Boynton Purchasing ... Finanlce 6030 Bryan.Boyn... Mijll
4 »
B e ] I = Email || Copy 3 Microsoft Excel [ Save as..
s

[Send email to everybody in this group]

The group member email addresses appear in the To field.

Note: The chart administrator, during the publishing process, sets a maximum
number of records allowable at one time.
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N Intitied - Message (HTML) o
-
Message | lnset  Options  FormatText i
v 3] & 4 » -
o =37 g‘.‘! Uj‘ [J § &) P Y 3 Permission y
s — ¥ Migh importance
B 7 U= \ | 3 3 iF iE| Adoress Check  Attach Attach Business Signsture  Follow Speting
Book Mames  File Mem Cacd~ = up+  # Lowimportance -
Clipbomd . Batic Text Nemes Invuse Options | Proofing
This message has not been sent
9 To.. | frea ; Elzabeth Do ; Justn. ; Ryan. ; Bryan. .com; Jenny.Eryarister com; Unda.Bufiock
= yen.Dover con; Lous con; Bobby .com; Lie. Epac com; Clerk. K com; Abby com; Andrew. .com;
send bervy com; Maly, Nchols Dpadh com; Lsa. com; O, om; Day om; Kk, Spudder com; 3. com;
o, Tyson com; Clarence. . com; Robert
Account *
. ||
subject: I
g
|

Figure 135.

Emailing Groups from the Search View

1. Click the List View button in the toolbar and enable the Search View.

4 v X
List View
Search View
Search | Groups
B X T & A JAsistant
‘Everyone é Corporate Office Employee & &Executives

Figure 136.

2. Select the Groups tab and click on a group in the upper pane to automatically
display the list of members in the lower pane.

3. Click the Email button EI to launch your email client with the group member
email addresses in the To field.

o) ted - Message (HTML =X
-
Message | lnset  Options  Formst Text e
ey 4 ltsion <
NAEEE B & [ 8 D R[N eeon s ABP
¢ L) ¥ igh Importance
B 7 U™ A | 3 3||iF E Adoress Check  Attach Attach Business Calendar Signsture | Follow Spesing
- Book Names File Rem  Caed~ s Up~ $ Lowimportance >
Clipboard : BasicTent Names ncuse Otions “ | Prosting
This message has not been sent.
y To.. | fusa ; Elzabeth Bpachceasten. com; Justn. .com; Ryan. Bryan. com; Jenny.Bryanister com; Unda. Sufock com;
—J Ryan. Doder com; L com; Bobby. .com; Lyle, Johnson @pacicesstern, com; Clrk. com; ABDY. com; Andrew. .com;
Send rseney com; Molly com; L Dad com; David Kirk. Spudder <om; Jm.Tay com;
il Ty com; Clarence. . com; Robert com
Account -
B | |
subject: I
e

Figure 137.

Note: The chart administrator, during the publishing process, sets a maximum
number of records allowable at one time.
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Using Conditional Formatting with Custom
Position Types Based on Groups

Groups are used to provide conditional formatting to your chart. You can create
conditional formatting with custom position types based on group membership, or by
setting values to background areas applied in a chart box format with the Advanced
Box Layout Editor. You can find detailed inform about advanced box layout in the
OrgPublisher Advanced Box Layout Editor document.

1.
2.

Create and save a group with the appropriate search criteria.

Click Edit in the menu bar, then Define from the options list. The Define dialog

opens.

Create a New position type. See the OrgPublisher Position Types document for
detailed information. Click OK.

Click Data in the menu bar and then Custom field properties from the option
list. The Custom Field Properties dialog opens.

Assign the new position type to your selected custom fields.

pete £
Positions | Hotspots |
Positiontype |  Count | Priority [Record type| Group | Boxtype |
|__|Manager |Yes D M |(Nane) Normal
= Employee Yes 1 E (None) Normal
| |Assistant Yes o A (MNane) Assistart
|| Contractor No 2 c |ane) Normal
| |indirect Report N0 |
|___|Open postion |Yes ‘ | |
| |Partner Yes o PR (None) Partner
|__|StaffFunction Vs o [<sF> |None) | Staff function
= Director |Yes :U <D= |(None) Normal
[E=] President \Yes .U i |(None) | Normal |
Vice President  |Yes |0 <VP> None Normal
ere) -
(None)
Telecommuters
New | Delete | Move Up | Mave Down |CPR Certified
orporate Office Emplo!
Annex Employee
0K Sales Office Employee Help
1A6-3Pay Grodes I —

Figure 138.

6. Apply the desired formatting for the new position type in your required styles. In
the example below, employees who are a pay grade of A6, A7, or A8 are
assigned new formatting in the form of a red shadow.

Broadcest Mede
Dector
Jason T Wyoming
PayGrade: A5
1 1
Produces Producer
I G Tyser Harvey W Wayne
PayGrade AS PayGrade Ag
Associate Producer Assocate Producer socte Prosucer Production Cocedotor
Steve C Friday Candy M Green Susy K Oper Eivis R Franklin
PayGrode: A7 QR |PayGrace a3l |PayGrace A5 [ | | PayGrade: A?

Proghcton Cooednntor

Proguction Coordinator

Wayne T Right

PayGrade A8
A=

Before Conditional Formatting

Brian O Reynolds
PayGrade AS

&mn-g Meda
Drector
Jason T Wyoming
PayGrade: AS
1 1
Progucer
JT G Tyher MHarvey WWayne
PayGrade: AS PayGrade:
Azsociate Producer l Assocate Producer Associe Producer
Steve C Friday Candy M Green Susy K Oper
PayGrace A7 PayGrade: A3 PayGrade. AS
e i
Pr 00 C o
Wayne T Right
PayGrade: AB
T
After Conditional Formatting

Figure 139.
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Exporting Search Results to Excel

The exporting search results to Microsoft Excel feature is:

e Available in the application as well as in charts published as PluginX and
EChart rich client

e Accessible from the Search View in the chart and the Directory
e A replacement for ad hoc report queries to HR
e A one-step data move, no copy and paste required

¢ Available to end user with their own searches or those provided by the chart
administrator

Name | Job Title | Box Titie | AllFields Groups |
z T Search Now
[ﬂNew (W Assistant X T & o l
L 1 Close
& & & 4 -
Everyone Annex Corporate CPR Certified 1~ Search options - .
BN  OfficeE Searchunder v
selected box &
TENE
Executives  Non-Executi. Open Sales Office  Add ‘O‘N‘b.elof"
Positinns Fmoiovee ) | | € Search within lst below
Name: [JobTitle: [ BoxTile: | Phone [ Emai | state i_]
& Lisa Abbott Purchasing ... Finance 6028 Lisa.Abbott MA
& Elizabeth Bartlett Capital Purc...  Finance 6020 Elizabeth.Ba... MA
& Justin Baxter Purchasing ... Finance 6029 Justin.Baxte... MA
& Ryan B Benn Web Page D... Design 7788 Ryan.Benn CA
ﬁ Bryan Boynton Purchasing ... Flnanlce 6030 Bryan.Boyn.. l.!iﬁ'
4 »
24 people found = Email I Copy| 3% Microsoft Excel | HSaveas...
g
[Open search results in Microsoft Excel]

Figure 140.

Exporting Search Results from the Search View
1. Click the List View button in the toolbar.

2. Activate the Search View, if applicable, and select the Groups tab.

3. Select the group you want in the upper pane to automatically display a list of
group members in the lower pane.

4. Click the Microsoft Excel button to Open search results in Microsoft Excel.

R David Smith HR Spedialist Human Resources 6032
& David R Smith Inventory Spedialist Finance 6018
R Kirk M Spudder Writer Hi Tech 8811
R James Taylor Fixed Assets Manager Finance 6023
& Phillip Tyson GL Accountant Finance 6016
R Clarence Tim Write Writer Hi Tech 8822
& Robert Yelinick Purchasing Agent 3 Finance 6026
| | i
=1 Iy |3¥[Open search results in Microsoft Excel} 24 hits
AN

Figure 141.
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The Send to EXCEL dialog opens.

Figure 142,
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5. 1If applicable, click Options to modify the Excel output.

N\

I.‘, a ot 9" o

SdectAll Clear All |

Q. TN e
Columns
Name: _‘] Header Font
Job Title:
Box Title: ;‘ Baia font |
Phone _
Email Backeyotnd Colors
State Header Row l:l|'|
Bldg
Office No. Alternate Row Colors.
% Time Zone First Row —
NextRow [~

send |

Cancel | omions«l

Figure 143.

6. You can do the following:
- In the Columns pane, click to add or remove fields for the Excel output.

Select All and Clear All buttons are available if required.

Search

— Click Header Font or Data Font to format the text in the Excel output.

- In the Background Colors section, choose a Header Row color.

- In the Alternate Row Colors sections, choose a First Row color then
the Next Row colors. These two row colors then alternate within the
Excel spreadsheet.

7. When your selections are complete, click Send. The search or group results
output opens in Excel.

1 ox Titl ‘Email

2 |Li Finance Lisa Abbott@pacificeastern com

3 Ehzabeth Bartlett Capital Purchases  Finance 6020  Elizabeth Bartlett@pacificeasterncom MA  Annex 2 A35 EST
4 Justin Baxter Purchasing Agent2  Finance 6029 Justin Baxter@pacificeasterncom  MA  Annex 2 A29 EST
5 Ryan B Benn Web Page Designer  Design 7788 i ificeastern com CA  Annex A9 PST
6 Bryan Boynton  PurchasingAgent3  Finance 6030  Bryan Boynton@pacificeasterncom  MA  Annex 2 A28 EST
7 Jenny L Bryanister  Digital Artist Design 7666  Bryan: ficeastemcom CA  Annex Af1 PST
8 Linda Bullock AP Clerk 2 Finance 6012 Linda. Bullock@pacificeastern.com MA Annex 2 A23 EST
9 Ryan Dozier Controlier A Finance 7013 Ryan Dozier@pacificeastern.com MA  Annex2 A21 EST
10 |Louss R Gift Hi Tech 7700 Louis. Git@pacificeastem com Annex 3 A4 PST
11 Bobby Jackson Invoicing Clerk Finance 6024  Bobby Jackson@pacificeastencom MA  Annex 2 A31 EST
12 Lyle J Johnson Web Page Designer  Design 7777 Lyle Johnson@pacificeastern.com CA  Annex A10 PST
13 Clark P Kristy Web Page Designer  Design 8855  Clark Kristy@pacificeastern.com CA  Anmnex A8 PST
14 Abby Lennox Finance Clerk Finance 8022 Abby.Lennox@pacificeastern.com MA Annex 2 A33 EST
15 Andrew Martin Invoicing Clerk Finance 8013 Andrew Martin@pacificeasterncom  MA  Annex 2 A24 EST
16 Henry P Moore Sr Writer Hi Tech 4748 Henry Moore@pacfficeastemn.com CA Annex A2 PST
17 Molly Nichols Operating Purchases  Finance 8021 1 ificeastern.com MA  Annex2 A34 EST
18 Lisa T Sanderson _ Digital Artist Design ‘7890  Lisa Sanderson@pacificeastemcom CA  Annex A12 PST
19 David Smith HR Specialist 032 David com MA  Anmnex2 A32 EST
20 David R Smith Inventory Specialist  Finance 6018 David. Smith@pacificeastem com MA  Annex 2 A26 EST
21 Kirk M Spudder Hi Tech 8811 Kirk Spudder@pacificeastern com Annex 3 AS PST
22 James Taylor Fixed Assets Manager Finance 6023 Jim Taylor@pacificeastern com MA  Annex2 A22 EST
23 Phillip Tyson GL Accountant Finance 8016 Phillip Tyson@pacificeastem.com MA  Annex2 A25 EST
24 Clarence Tim Write Writer Hi Tech 8822  Clarence Write@pacificeasterncom CA  Annex AB PST
25 Robert Yelinick ing Agent 3 Finance 6026 Robert Yellnick@p com MA  Annex2 A27 EST

Figure 144.
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Exporting Search Results from the Search Dialog

1. Perform a search in the Search dialog by clicking the Advanced Search button

s u) .
in the toolbar.

2. Click the Microsoft Excel button | = MicrosoftExcel | Open search results in
Microsoft Excel.

3. Review the steps noted above in the Exporting Search Results from the Search
View procedure.
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Sending Search View Results to the Profile
View
Available in OrgPublisher Premier, you can send search results to the side-by-side

Profile View. These results are pinned in the view to remain visible. View detailed
information on the Profile View and “pinning” in the OrgPublisher Views document.

Note: OrgPublisher sends six results at a time to the Profile View.

Open the Search View.
Perform a search or select a group you want to use.

Click the Profile View button to Include the search results in the Profile
View.

List
Search

'Search iGmups \
!Degree‘ | - } MBA H:Any Pq

[~ Search under Russell Heis'

Name: | Peformance: | Last Review: | Reading
& Ryan Dozier 1 01/15/2007 Y
& Leslie F Growwer 2 01/15/2007 N
& Russell O Heis 3 03/05/2007 N
& Susan N Hester 2 12/15/2006 Y
& Raymond Jessup 3 12/01/2006 N
& Greta Johannson 2 05/15/2006 Y
k Jason T Wyoming 2 06/06/2006 N

<
nEa z[Indude the search resuilts in the Profile View |

For Heb;iﬁ ILe

Figure 145.

In the example above, there are seven records shown in the results pane. When
there are more than six results, a message indicates that only the first six
records will display in the Profile View.

Click OK to confirm.

5,

‘0' Only the first 6 results will be shown in the Profile View.

[

Figure 146.
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The records are pinned in the Profile View.
x| oy
— “Profile!
= H E & 6pinned
Name: Greta Johannson # Raymond Jessup ¥ Susan N Hester ¥ Russell O Heis ¥ Leslie F Growwer ¥ Ryan Dozier
:l Job Title: Controler B CFO Marketing Vice President President Network Manager Controlier A
a Job Code: 157 155 s 3 2 156
Budgeted: Y Y Y Y Y
Approved: Y Y Y Y Y Y
Reset | |Effective Date:
—=| | Salary Information
Salary: $51,000 $§76,000 $95,000 $150,000 $50,000 $51,000
Pay Grade: AS A9 Al2 Al4 AS AS
Education and Skifis
Degree: MBA MBA MBA MBA MBA MBA
University: Yale University Stanford University Wake Forest ly Harvard L Stanford Harvard
Languages: French, Portuguese
Pianning Information
Retirement Date:  10/19/2048 0 05/30/2019 07/19/2036 07/1972030
Performance: 2 3 2 3 2 1
Last Review: 05/15/2006 12/0172006 1211572006 03/05/2007 017152007 01/1522007
Readiness: Y N Y N N Y
Kl »

Figure 147.
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Setting a Default Base Filter for Searching

You can hide selected records, such as executives or open positions, so that a search
does not display those records in a results list. The chart administrator can set a
base group, or filter, containing the records that can be searched.

1. Create a search that eliminates the records that should not be searched.

1. Search on Position type of Open position.
2. Set Match as Not equal to.

This returns records of all other position types of 197 records.

"Name | Job Title| Box Title Al Fields | Groups |
et | Search Now
I Position type l.' Close
For
IOpen position zl Search options
u Search under A
Match selected box
IND( equalto j I™ Watch Case & NewSearch
€ Add to list below
" Search within list below
Name: [JobTitle: | BoxTile: | PostionD: | Suca|
& Lisa Abbott Purchasing ... Finance 178 0 -
& Emiy Abbott Media Coor...  Media 125 0
& Cheryl Adelsperger Benefits Sp...  Benefits 203 0
* Abigail B Alexander Web Progra... Web 127 0
ﬁ Gail P Amster Product Spe... National 2 _’ﬂ
4 »
197 people found ) Copy 3¢ Microsoft Excel | Save as...

Figure 148.

3. Save this group as the Filled Positions group.

2. Select the Filter button in the Search options section to Set or remove a
base filter for searching.

Neme | Job Title| Box Tle | AlFieids Groves |
e Search Now
:1B|

[ New Phassstart K 7 BB 25

& A A -

Everyone Active Creative HR  Effective by 1~ Search oplions — pemm—
Employees Person 111572008 al Search under

AR AR =

Manager  Non-Approved
Postionn.__ 5

Name: | Job Tae: BoxTile. | Position I0: |s«<‘]

4 Lisa Abbott Purchasing .. Finance 178 [)

& Emily Abbott Media Coor..  Media 125 0 =
& Cheryl Adeisperger Benefits Sp... Benefis 203 0

& Abigai B Alexander Vieb Progra..  Web 127 0

ﬁ Gall P Amster | Product Spe... National 2 _I_'.‘

« »

197 people found "\ Copy 3¢ Microsoft Excel | Save as...

Figure 149.

The Search Base Group Filter dialog opens.
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3. Select the Use a base group filter check box.

Search Base Group Filter X

You may select a group that will be applied to all
searches. This can be useful if the majority of searching
will be within a certain group.

For instance, you might want searches to only indude
direct reports or filed positions by default.

jse a base group filter

e

Select a group to be used as the default filter:
——

Active Employees l ¥ I

Everyone

Planners

HR

Open Positions

e Non-Budgeted Positions
- Non-Approved Positions
Effective by 1/15/2008

Active Employees

reative HR Person

Figure 150.

Search

Click the drop-down arrow to select the base group, Filled Positions, and click

OK.

Search Base Group Filter X

You may select a group that will be applied to all
searches. This can be useful if the majority of searching
will be within a certain group.

For instance, you might want searches to only incude
direct reports or filled positions by default.

v Use a base group filter
Select a group to be used as the default filter:

Filled Positions i

o] _cow |

Figure 151.

Test the filter by searching for records excluded from the base filter. The

following example is a search for open positions, which are excluded from the
base filter. The results pane shows that a match for Open position = Equal to

results in 0 records found.

Search

Name | Job Tille| BoxTitle Al Fields | Groups |
seach
[ Posiion type = Close
For
Jopen postion | ~ Search options —

[~ Searchunder | [
Mach selected box
= Equalto v| I tiachCase  New Search

€ Addtolist below

€ Search vihin st below
Name: Job Title: Box Tle: Position D: Succe:
< | »
Opeople found | ) Copy 3 Microsoft Excel | Save as...

Figure 152,
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Removing a Base Filter
When the base filter is applied, i

OrgPublisher Search and Group
Search

n this case, Filled Positions, the filter button

appears “pressed in” and the excluded records are not found.

Search View

=——

List View

Search View

e

|Name: I v || Last

lFirst | = Any Part of Field [][new searcn [~

[~ Search under ‘Russell Heis'

Name: | Performance: | Last
& Lisa Abbott 3
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11/15/2006 N

Review: | Retirement Date: | Job

03/25/2031 Purchasing Agént 1

$44,000
$41,000

b Cloed adel < acinghong £an onn o

Media Coordinator

See &,

Figure 153.

Advanced Search Dialog

Name | Job Title | Box Title| Al Fields | Groups |
Last name First name: Middle name @
] | | Lo
Match
| = Any Part of Field =l Search options
ul Search under, [ﬁ
I™ Match Case selected box
% New Search
€ Addto list below
€ Search within list below
Name: | JobTitle: [ BoxTtle: [ Position D: | Succes
K [}
0 people found %5 Copy [ Microsoft Excel =} Save as...
Figure 154.

When the base group filter, Filled Positions, is removed by clicking the filter
button, 13 Open position records are found.

Search

Search
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|
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% New Search
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Figure 155.
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