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Create a Chart - CSV File in
OrgPublisher Specified Order

In order to create your first chart, OrgPublisher must be installed and have access to
your HR system or data feed from your HR system. OrgPublisher checks your data,
as detailed in the Before You Begin document. Hierarchy is the first check.

For the first chart, the simplest method for opening and viewing a chart is detailed
here, CSV file in the OrgPublisher specified order. You can begin with just
hierarchical data — the Parent Box ID and the Box ID. If the file is viewed in Notepad,
it looks something like this:

File Edit Format View Help
110,408
25,409
420,410
21,411

PR

Figure 1.

Create this file with your own HR data and place it in a folder you can access. If
using Web Administration, the file must be placed on the server where OrgPublisher
Web Administration is installed. Typically, this is the SourceCharts folder on the
server, C:\inetpub\wwwroot\opweb\SourceCharts.

Launch OrgPublisher — Open an Existing Chart

Launch Client

1. Double-click the OrgPublisher icon on your desktop or on the server desktop, as
instructed by your IT group.

2. Click More Files in the OrgPublisher window and browse to the .csv file
containing the Parent Box ID and the Box ID.

3. Click Open.

Figure 2.
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Launch Web Administration
1. Click the link provided by your IT group.

2. Locate the file containing the Parent Box ID and the Box ID in the Select a
Chart to Open dialog.

3. Click Open.
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Figure 3.

a. OrgPublisher Web Administration allows multiple chart administrators to
access and modify charts stores in a common area of the server. To
view the status of a chart, scroll to the right in the Select a Chart to
Open dialog.

The Locked or Not Locked status is noted, as well as when it was locked
and who locked it.

zl
TNew 3 Delete (¥ Import ﬂﬂ i a3
Modified by | Modification date Lock Status | Lockedby | Lockedon |
MancyH 8/31/2010 12:21:00PM Mot locked
MNancyH 8/31/2010 12:43:32PM Mot locked
MancyH 12/15/2010 1:34%:44PM  Locked MancyH 12/15/2010
MancyH 12/15/2010 1:37:18PM Mot locked
MancyH 1/12/2011 10:33:19 AM Mot locked
MancyH 11f11/2010 10:56:44 ... Not locked
Mot locked
MancyH 9/30/2010 12:17:39PM Mot locked
MancyH 11/11/2010 10:58:15 ... Mot locked
Mot locked
MancyH 12/15/2010 1:39:53PM  Not locked

jrnrvH 1/4/2011 5:07:16 PM Mot Incked | _lﬂ
4 3

[~ Open chart for formatting only

Figure 4.
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b. If a chart is locked, you can open it as read-only. Select the chart and
click Open. Click Open Read-Only.

The Chart is Locked by Another User X|

The chart 'New Chart 1" is currently locked by ‘Cyndic'.

Do you want to open the chart in read-only mode?

Open Read-Only I | Cancel I

Figure 5.

Opened Chart - Two Fields

Whether you opened your chart in Web Administration or the Client, you see
something similar to the sample below.

T I
e b fow et R [ Geie e tel
Y e B 8 5 | 5 i e e e A | [y B S@E T | T o e -
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WD vee
b J ko v ¥ ¥ L Ld L
Figure 6.

If you see an error message, refer to the Data Errors section of the Before You Begin
document. For purposes of this exercise, you can click OK in the error message
dialog to continue. In the next step, more data is brought into the chart to help you
assess the type of data errors you may receive. First, review the information
immediately following.

Build Mode vs. View Mode
OrgPublisher indicates that you are in Build Mode.

74 |5 Build Mode |6 View Mode 5
[ ]2 1evels SrER g
Figure 7.

Build Mode is an editing mode and you are not connected to your data. This mode
allows changes to the text in the chart boxes, including hierarchical changes.
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Note: If you make hierarchical or text changes and then pull a new data extract, you
overwrite your data file and lose your changes. This editing method should be used
only for quick fixes when data cannot be readily retrieved from the HR source.

e View Mode displays the chart as it will look on the intranet. It is exactly what
the chart viewer sees.

e Build Mode displays all fields within the chart and allows editing.

e Build Mode displays all custom fields assigned to a designated box.

e If an ODBC (.odbx file) connection was created, OrgPublisher saves the data
in to an .ocb file. Any data changes made are stored in the .ocb file. You
cannot refresh an .ocb file.

View Mode Build Mode

D Cdt Yws [reet Poowst [och (sts (stors peb Fle Edt Y Foet Fogwst ook Qats Cplire Help
' Z 8 8ERBE F s @ GRS FYI Y @ et it | ()59 4 4
dh M) et - 2 vl - - % T I 1 a5 M foncs - -~ 2 4tz - %
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Figure 8.

Open Chart with Additional Fields

Continue to add fields to your chart/data extraction. We are still using the CSV file in
the OrgPublisher specified order method for creating chart data.

In the examples below, the following fields are passed into OrgPublisher:
e Parent Box ID (Field 1, Column A)
e Box ID (Field 2, Column B)
e Department Name (Field 3, Column C)
e Last Name (Field 6, Column F)
e First Name (Field 7, Column G)
e Job Title (Field 10, Column J)
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Notepad Microsoft Excel
Il 10Ficldcov - Hotepad - A - S — L* o
Fle Edt Formst Wew Hep 2 5 209 print
[10,408 Local Sales, Hayes Rita,, Sales Secretary 3 420 a1 mational
25,400 Print,, Kelly Michael, Prnt Planner 1 i AL brink hiedle
420,410,National,, Kerr Pam,, Praduct Specialist - BT
21,411 Pnnt Media,, King Judy,, Wnter 7 02 214 Cottaberal
123 412 Human Resources,, Little Ethan,, Human Resource Coordinator 8 00 15 National
12,413 Market Research,, Long Rachelle, Research Assistant 9 100 415 Collateral
103 414 Collateral,, McCoy Kristin,, Paste-up Astist 1 -] AL7 M Fach
420,415 MNational,, Metz, Laura,, Product Specialist i f.f ::-1 :f:'::":ml.
100,416 Collateral,, Reed Daniel,, Collateral Manager 1 4 4 sabonl
38,417 Hi Tech,, Roberts Chiistopher, St Writer . W 308 Finance
93,418 Internal Broadcast,, Rogers Anthony,, Associate Producer 15 WE 306 Finance
131,419 Business Aps Team,, Rolins Sheila, QA 1 LV L
65,420 National,,, Santiago,Richard,, Account Executive : :: t:: ::.[::.Ian
301,304 Finance,, Richards, Paul,, Accounts Payable Manager 3 » T TalEveRon FE—
302 306 Finance, Anderson, Caroline,, Accts Rec/Cash Mar 20 28 115 Brosdeast

Figure 9.
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It is much easier to see the data when viewing it in Excel. If you open your
extraction in Excel, save it as a .csv file. Place this file in the appropriate location for
your Administration install and open it in OrgPublisher. If you do not have data

errors, you see a file that looks similar to this:

n
Sales Secratary
Brint Planses
Product Specialist
writer
Humans Ressurce Cocrdinalor
Resgarch Assistant
Paste-up Artist
Froduct Specialist
Collatersl Manager
SrWriter
Associane Producer
[+
Account Exseutive
Accounts Payable Manager
ot Recy Cash Mgr
Payroll Administrator
Product Specialist

Broducer
Brosdcast Madia Planner

8 10riklovy - OrgPubbsher
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P
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- Enpsiucer Exasuger Exashuger SdToaTAnS Gl Sormgteid {ohz Mrder Cipen pantos
La-ZraHogrerter AT T Harvey Wayme sapalar! T
U Barnater | Jpen passon Pt Meda Pring Meda Pring Wada Print Wisda & sl
T
R Pugic Brasdcast Imeral Brisdoaat Wt .
Browdcant Wrisrs . . " . Sarmual Wrater Juath Jown T Kngstar Judy Krg m‘.‘ﬂl;‘l
7| Bumscdcaad Nriery Lozrard Frarcmcs Saarcen Frday Sunarra Coer
Marecy Mcey Cotaters Cotatery I ol
————— Pubic Brasdcast el Colgnery i graper Easit-un 27
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1 Dumesicant Sictery Canace Green Lacrasd Francacn —
Ry Tk Cotatera Fr—
Ptk Bvsadzasl e al Biiadeadt i
Broacicasd Wrers . | = Jaceb Kine Mwua
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— Srnatar

Figure 10.

As a refresher, Open Positions are displayed in this sample because the data

represents a position-to-position hierarchy.

If your data does have errors, the additional data should help you identify the people
with errors. Follow the information provided in the Data Errors section of the Before
You Begin document, on the Support Web page, to copy, paste into Excel, and then

work on errors.
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Launch OrgPublisher — Create a New Chart

As noted earlier, there are several ways to bring data into OrgPublisher. This section
discusses creating a new chart using the New Chart Wizard.

Create Charts with an ODBC Compliant Database

The New Chart Wizard walks you through each step to create an ODBC connection.

Launch Client

1. Double-click the OrgPublisher icon on your desktop or on the server desktop, as
instructed by your IT group.

2. Select Run the New Chart Wizard in the OrgPublisher dialog.
x|

What do you wart to do?

" " Create a blank org chast

_'S, @ Aun M*owthm\v’zud

é " Open an exssting oig chart

Moce fles -

CAOP10 Trarng Maruals\Chat Samples for Scieenshy 0

CAOP10 Tranng Manuals\Chaet Samples for Screenshots\OPBrngnge.

C:\Prograen Files (xB5\D1gPub1 0\samples\Comemurecations och

C:\Prograen Files (xBE5\D1gPub10\samples\Goverance och _r'I
»

r-]nmn Actre S smnlas\R seinhart A ]
4

™ Dpen cha for formatting coly

Figure 11.

Launch Web Administration
1. Click the link provided by your IT group.
2. Select New in the Select a Chart to Open dialog.

Seiecta Charttoopen x
Sy e EE
Modficaton dste Lo
8/31/2030 12:21:00PM N
8312010 12:43:32PM Mo
U BreakComnecton  Mutple dat...  NancyH 12/15/2050 1:344PM Lk
() breskeonnection2 Chart fle Nancyr 12/15/2010 1:37:18PM N
U Comnecton to ... Mutple dat... NancyH 112/2011 10:3%19AM N
) Employeetxtra.., Fie (CSV) Nancy 11/11/2010 10:56:44 ... Mo
) EmployeeExtra.., Fie (CSV) ™
U 08 tocsy Mutple dat... NancyM 9/30/2010 1217:39PM N
() 0P9Communica.., Chart fie NancyH 11/11/2010 10:58:15... N
O PachicEasten  Fle (CSV) Nl
U texafiendh Mutple dat... NancyH 12/15/2010 1:39:53PM Mo
‘l TwnEeidc Fle (CSV) Nanev | VA1 ST 16 PM .r y.
™ Open chart for formatting only [T] sy l

Figure 12.
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Both Client and Web Administration

1. Select Organizational chart and click Next.

Chart Type

() Orgarizational chart using Prebuit Repotts
Prebuit Reports allow you to s

elect from = variety of display
Fie Layout.

ption to associ with your
organizatienal chart by mapping your avaiable data fields to
comesponding fields

(® Organizational chatt
Finance
Organizational charts represent reporting relationships in your O
arganization. Select this option to create a chart using your

own data mapping and formatting. Raymond Jessup

Finance Finance
Controller A Controfler B
Open Position Greta johannson

Figure 13.

2. Select ODBC Database and click Next.
Client Web Administration

Mew Chart Wizard

Select a source of data for your chart, ‘Select a source of data for your chart.

<tk [ nent> o | <todk | MWext> [

Figure 14.

3. Select an existing DSN to access the database or create a new DSN, if needed.
Click Next.

the ODEC Data {DSH) for ining the chart data. If the databese you require is
not isted then dick New data source o add your database fo the list.

[aceese Orgpue =]

InSigh
Weh Admin Text Denver
[Your OSH Mame

<Back [ Mext> Cancel b |

Figure 15.
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4. Select the table, query, or view you want to use, or select Custom SQL to write
your own SQL statement.

X
O CEw Cuananas
A St 5 Eptaluie b, et B ey T (0 e ol A e
Gt L
=)
L
T o | we |

Figure 16.

If you selected a database table, view, or query, the first 100 records are
displayed in a data preview window. Click Next.

T x|

0-—

Data preview
26 421 BroadcastMe C 19878 Scott Margaret P Media £ I
3 422 WebTeam C 16040 Simon Michael QA
28 423 BroadcastMe C 19895 Sulivan Clark Broadc
26 424 Broadcast Me C 19889 Ward Michele Media £
6 425 Network Tea C 12491 Wood Ryan L Hardwi
38 426 HiTech c 12186 Whitney James L) Writer
17 427 Broadcast WrC 17965 Jenkins Krk P Broadc
55 428 Payrol c 16294 Jefferson  Mark Valdity
s9 429 Benefits c 15839 Eis Jett Q Beneft
38 218 HiTech E 218 Coleman Hannah Writer
59 217 Benefts E 20030 Richards Donna Beneft
59 212 Benefis E 212 Cagney Juke Beneft -I
4 I I »

<Back [ Next> cacel | Heb |

Figure 17.

5. 1If the table, query, or view selected is not laid out in the standard OrgPublisher
field order, select Specify custom field order.

Copyright 2015, PeopleFluent. All rights reserved. Proprietary and confidential.
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Layout Order Ea

O ODBC database

(73 Use standard CrgPublisher field order. Use this for data sources created for OrgPublisher.

(®) Specfy custom field order

Figure 18.

This enables the mapping option.

If the data is laid out in the correct field order, then select Use standard
OrgPublisher field order. Click Next.

6. A drop-down arrow displays above each data column with the default selection of
Do not import. Click the drop-down arrow to display other field options and
select the appropriate option for the field/column of data.

Custom Field
Parent Box ID

Parent Box ID Do nctir

Box ID
Person ld

38 Hi Tech
59 Benefits

Figure 19.

As you select the field option in the drop-down list and move to subsequent
columns, the previously selected mappings are faded or grayed-out. This
indicates that you have already identified a field/column for this type of field.

If a field type (other than Custom Field) is used more than once, the field type

switches to red text. Duplicate usage of a field type must be limited to Custom
Fields. Click Next.

Parent Box ID l] Parert Box ID l|Do

15 402 e

16 403 Bug
Figure 20.

Note: Each field/column can have only one field type selected.
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7. You may need to map a single column of data as more than one field type. For
instance, you have a column of data that contains the Employee Number. You
want to use it as Field5 (Person ID), and you want to display the field in the chart
as a custom field.

Scroll down to the last option in the drop-down list and click Multiple.

Da not imgart -
Box Sequence .
Job Sequence

Peston Sequence
Lied Mumibses

1|

Figure 21.

The Multiple Field Mapper dialog opens.
=

|Hame | Tpe | Poston

Figure 22,

8. Click Add. The Mapper inserts Custom Field as the first mapping.
)

v | Type | Prieren
Cussioen Pl Cuesioes Fashd

=] |

Figure 23.
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9. Click Custom Field in the Name column to display all available options and click
the field you want.

x
Qhdd X Dalete

tams [ Tipe [ Pessen
Custom Faed Custorn Fed

Custom Fesd

Parert Box D

Bou D

Figure 24,

The selected field information replaces the generic text.

i
Dddd 0 Deisie

e | Ty | Poszon

Pesonld  SendsdFfed §

b

1 | |

= | [

Figure 25.

10. Click Add to select the second mapping type of Custom Field, and repeat Step
9.

x
OAdd K Delete

Name | Type | Posten
Personid  StndardPeld S

w’ﬁ Custon Feld

< | 2]

1] |

Figure 26.
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11. When you have completed your mapping selections, click OK to close the dialog.
The mapped column in the wizard dialog is now labeled Multiple. Click Next.

| Multipie
. Emp

216
200D
22
142
206
124
07
it
203
200

Figure 27.

12. Clear the Launch the style wizard check box. Click Finish.

Note: The Launch the style wizard check box is selected by default. We
recommend that, as you begin to use OrgPublisher and field mapping, you focus on
the data fields. You can run the Style Wizard once you have the data you need in the
chart.

The chart opens.

13. Save the chart as an ODB file, using the .odbx file extension. Using this extension
indicates that the fields have not been mapped by the user.

Create Charts with a Comma-Separated File in No Specific
Order

This method only works in the OrgPublisher Client. It does not work with Web
Administration.

If you are connecting to a text file that is not laid out in the order specified by
OrgPublisher, the New Chart Wizard walks you through each step to create a
connection and map the fields.

1. Launch the New Chart Wizard and select Organizational chart. Click Next.

2. Select Text file and click Next.

::::::

Figure 28.
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3. Browse to locate and select the .txt, .csv, or .ocb file. Click Next.
=

Text fle

Plaase select T Comma separated et fle Sl containg your chart date.

Chat Text Fibe lE:'m:UTlmw'(hpl Sarmpies for Soreenshots \OPErngsy, Erowse [!

thNu't:v Gﬂ::l]ﬂd:]

Figure 29.

4., 1If the text file contains a header row, select First row contains column names.

Click Next.
[Rewchartwiand |
Text fie
['_First row contains column names
%au preview
-
Postoalumb Dept LastName  Frsthame  SupervisorPo JobTtle
421 Broadcast Me Scott Margaret 26 Wedia Buyer
422 Vieb Team  Simon Michael 121 oA
423 Broadcast Me Sulvan Clark 28 Broadcast Me
424 Brosdcast e Ward Michele 26 edia Buyer
425 Network Tea Wood Ryan 6 Hardware Te
426 HiTech Whiney Jomes 8 Writer
427 Broadcast Wr Jenking. Krk 17 Broadcast Wr
428 Payrol Jefferson Mark 55 Valdity Clerk
429 Benefits Eis Jeft 59 Benefts Spec
218 HiTech Coleman Hannah 38 Wrer
217 Benefits Richards. Donna 59 Benefts Spec
212 Benefts Cagney Jue 59 Benefts Spec =l
< Back Next > Cancel I Help I

Figure 30.

5. If the data source is laid out in the specified order required by OrgPublisher,
select Use standard OrgPublisher field order.

If the fields are not in the standard order, select Specify custom field order.
Click Next.

6. A drop-down arrow displays above each data column with the default selection of
Do not import.
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Click the drop-down arrow to display other field options and select the
appropriate option for the field/column of data.

Custom Field
Parent Box ID

Parent Box ID Donctir
Box ID
Person ld "
38 Hi Tech
59 Benefits

Figure 31.

As you select the field option in the drop-down list and move to subsequent
columns, the previously selected mappings are faded or grayed-out. This
indicates that you have already identified a field/column for this type of field.

If a field type (other than Custom Field) is used more than once, the field type
switches to red text. Duplicate usage of a field type must be limited to Custom
Fields. Click Next.

Parent Box ID l] Parent Box ID :J Do

15 402 Wey

16 403 Buy
Figure 32.

Note: Each field/column can have only one field type selected.

7. You may need to map a single column of data as more than one field type. For
instance, you have a column of data that contains the Employee Number. You
want to use it as Field5 (Person ID), and you want to display the field in the chart
as a custom field.

Scroll down to the last option in the drop-down list and click Multiple.

Do nod imgaet -
Box Sequence -
Job Sequence
Peadion Sequence
Litved Muymibesr
Pt

Wb -
1’51:;,}_II :.[-.“F

Figure 33.
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The Multiple Field Mapper dialog opens.

Multiple Field Mapper x|

ﬂdg 2{ Dedete

Name | Type [ Pasition

Figure 34.

8. Click Add.

Multiple Field Mapper x|

ﬂd._';.aﬁ

MName | Type | Position
Custom Field Custom Fiekd

4 | |

o] ares_|

Figure 35.

The Mapper inserts Custom Field as the first mapping.

9. Click Custom Field in the Name column to display all available options and
select the field you want.

Multiple Field Mapper x|

Add 3 Delete

Name [ Type [ Position
Custom Field Custom Fiekd

Custom Field
Parent Box ID

Box ID

Pasiﬁnﬂ

Box title
Last name
First name
Middle name:
Job ID

Job tite
Record type
4 Box Sequence 4| —.I
Job Sequence
Position Seguence

Level Number
Cancel |
Photo

Figure 36.
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The selected field information replaces the generic text.

Multiple Field Mapper x|
P Add
Name Type [ Position
Person Id Standard Field 5
N
1] | |
ok | cancel |
Figure 37.

10. Click Add to select the second mapping type of Custom Field, and repeat Step
9.

11. When you have completed your mapping selections, click OK to close the dialog.
The mapped column is labeled Multiple. Click Next in the wizard dialog.

] Mt
[ Emgn
P | i
a1 £
22
142
206
124
07
]
03
200

Figure 38.

12. Clear the Launch the style wizard check box. Click Finish.

Note: The Launch the style wizard check box is selected by default. We
recommend that, as you begin to use OrgPublisher and field mapping, you focus on
the data fields. You can run the Style Wizard once you have the data you need in the
chart.

The chart opens.

13. Save the chart file. The file includes an .odbx extension. Using this extension
indicates that the fields have not been mapped by the user.
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Create Charts with a Comma-Separated File

This section details how to open a .csv file from your HR data source that has been
generated using the required OrgPublisher field order. Whether using the Client or
Web Administration, each time the .csv file is created or updated, it must be:

¢ Named the same
e Stored in the same location
Launch Client

1. Double-click the OrgPublisher icon on your desktop or on the server desktop, as
instructed by your IT group.

2. Scroll through the list of recently opened file and select the desired file. Or, click
More Files in the OrgPublisher window and browse to the location and file you

want.
3. Click Open.

Figure 39.

Launch Web Administration
1. Click the link provided by your IT group.
2. Locate the file D in the Select a Chart to Open dialog and click Open.

|« IS Ao

Figure 40.
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Create Charts with XML

Using an XML data feed is not a commonly used method.

Note: Mapping is not available using an XML file. Records must be in the required
OrgPublisher field order. XML is not available in Web Administration.

1. Double-click the OrgPublisher icon on your desktop or on the server desktop, as
instructed by your IT group, and select Run the New Chart Wizard. Click OK.

2. Select XML file and click Next.
£

Select a data source

| ; J
| \ /
\\ /
ODECdatabsse  COINEN IS Te Aol data
Read data from an XML fle. b eas

Select a source of data for your chart.

<Back Next > Cancel l Help

Figure 41.

3. Browse to the XML file location. Select the file and click Next.

E
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Flasse selact the XML text fil that containg your chart data.
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=

Figure 42.
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The first 100 fields appear in the Data Preview dialog. Click Next.
=
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Figure 43.

4. Clear the check mark for Launch the style wizard and click Finish.

Note: The Launch the style wizard check box is selected by default. We
recommend that, as you begin to use OrgPublisher and field mapping, you focus on
the data fields. You can run the Style Wizard once you have the data you need in the
chart.

The chart opens.

5. Save the chart file. The file includes an .odbx extension. Using this extension
indicates that the fields have not been mapped by the user.

Import

This option is available only in Web Administration and is not enabled in the
OrgPublisher Client. This is a one-time only import.

The import option allows the chart administrator to bring in a comma-separated file

that is laid out in the required OrgPublisher field order. If the data requires updating
on a regular basis, then the .csv file must be given the same name and placed in the
SourceCharts folder on the Web Administration server.

1. Open the link provided by your IT group and click Import in the Select a Chart to
Open dialog.

]
New 3¢ Delete » Import “o <
Chart name i ication date 4 |
U Access ODEC File lmport 20 QrgPubisher chart from diskl: 2010 12:21
tJ Access ODBC with Custom ... Multiple dat... NancyH 8/31/2010 12:43
£J BreakConnection Multiple dat... NancyH 12/15/2010 1:34
[£) breakconnection2 Chart file NancyH 12/15/2010 1:37
J Connection to Access Multiple dat... NancyH 1/12/2011 10:33
53} EmployeeExtract - Copy File (CSV) NancyH 11/11/2010 10:5
[£) EmployeeExtractwithheadi... Fie (CSV)
J opBCtocsv Muitiple dat... NancyH 9/30/2010 12:17
[£) oP9CommunicationsOCBna... Chart file NancyH 11/11/2010 10:5
[SfpadificEastern Fie (CSV)
U textfileodbe Multiple dat... NancyH 12/15/2010 1:39
:I TwoFields File (CSV) | NancvH 1/4/2011 5:07: ’w'
I™ Open chart for formatting only &]

Figure 44.
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Multiple Data Sources

OrgPublisher accepts data from more than one data source. This is best
accomplished by building the connection to the additional data sources using the
OrgPublisher Client. The New Chart Wizard prompts the user to pull data via ODB, a
Text file, or XML.

There are three reasons why you might want to bring in additional data:
e Adding additional boxes, persons, or positions

e Adding additional custom fields for records already existing in the primary
data source

e Adding succession candidate records that link to records already existing in
the primary data source - these records automatically hold a Successor
Position Type

Other important information:

e When using Web Administration, if the secondary data source is a .csv file or
XML, the server owner can log on and create the connection using the Client.
This connection is accessed by the chart administrator via Web
Administration.

e You don’t have to decide that you need additional data sources when you
create a new chart. Additional data sources can be added later.

e If established data feeds are modified to add additional custom fields in the
future, these fields must be added at the END of the data feed. Do not insert
additional fields “between” existing fields.

Add Additional Records

This option allows you to bring in more records from another data source. These
records can be a list of your contractors, temps, or interns, as well as employees
that are on a different HR system. The key to this data is to have Parent Box IDs
that exist in the Primary Source or the Secondary Source. This is the only way
OrgPublisher can attach the additional record to the primary chart.

1. Open OrgPublisher and start the New Chart Wizard.

2. When prompted to select a data source, select Multiple data sources.

X
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Saect 8 pource of da for your chart
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Figure 45.
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3. Follow the dialog prompts to select a primary data source and define your fields.

4. Once the primary source is ready to use, the wizard prompts you to Enter a
nickname for this data source. Click Next.

[Gosa ]| tetopy] e | we |

Figure 46.

5. Select Yes when the wizard dialog asks if you have any additional data sources
and click Next.

CE =

Muitgie data seuroes
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™

< Back [ Cancel Help
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Figure 47.

6. Select the type of data contained in the additional source file. The following
sample shows that Additional boxes, positions, and persons has been
selected.

7. New records, as selected in step 6, can be assigned a position type, if applicable.
Select All new positions have the following position type.

The position type field is enabled. Click the drop-down arrow and select the
position type you want to use.
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In this sample, we chose Contractor. Click Next.

(*) additional boxes, positions, and

Contractor

all new positions have the Following position type

Persons

Manager
O addifEmployee
Assistant

~ |Indirect
BUL Coritractor

Succ

O record

Successor position type

Successor
Open Position
e T

Figure 48.

Follow the prompt to map your fields.

Once the secondary source is ready to us

e, the wizard prompts you to Enter a

nickname for this data source. Click Next.

10.

If additional data sources are required, select Yes and repeat steps 6 — 9. If no

additional sources are required, select No and then click Next.

The chart opens with the combined data from your selected sources. The
following example shows that the Contractor boxes are formatted. It also displays

head counts for contractors.

. - x
Workforce Intelligence Summan Vew
Include in
Postion type Ceunt
Workforce Sumemary
Intelligence Director Ves 5
Manager es E
Eresident Employes Yes o8
Assistant Ves B
Corractor es a7
Parines Yes
Statf Function ez
Precatent Ves 1
Wchrect Report Ho
Creative Print Vice Presient Yes 3
Tatal Heael Count 191
Crestive Directoe (Open position Vas 13
Total Planned Head Count 204
Print Modia E“;'u‘/:;“ = 32
or Baves
radeast Internal Creative [
=3 Prodhucer ; T
Sy Print Meckia Print Media Frin
nelcast Intemal Inernal Broaccast
e iter ititer ¥
Iroducar iter, Aiszociite Progucer I due
I g Colsteral Colateral Colateral
Collaberal blannger Enste-up Artist Wirker
Dariel Reed Kristin McCoy Jacob Kine
Figure 49.

Add Fields of Data from an Additional Data

Source

The next option within multiple data sources

is adding fields of data for the existing

records in your primary data source. These fields can be from an asset source that
shows equipment assigned to employees in the primary HR source file.

The primary data source, as well as the additional source must both contain the
Employee/Person ID in order to attach the additional files to the correct employees.

1. Open the New Chart Wizard and select Multiple data sources. Click Next.
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2. Create your primary data source connection and follow the prompts to ready that
data.

3. When prompted for additional data sources, select Yes and click Next.

This time, select Additional fields for existing records. The Link to field is
enabled. Click the drop-down arrow and select the field that unites the two data
sources, for example, Person ID. Click Next.

xl

Multiple data sources

Does this additional data source have
" Additional boxes, positions, and persons

=

(% Additional fields for existing records. For example, skills data, succession data, or other custom fields

Linkto [Parent Box D =]

Parent Box ID

C = — a hierarchy. Rather, each
record will be coreated as the
Successor

Link to I |

<Back Next > Cancel Help

Figure 50.

Select the additional data source type and click Next.
Click Next again in the Data preview dialog.

Select Specify custom field order and click Next.

® N O W

Map the additional fields - these are, typically, mapped to Custom Field. Click
Next.

9. Type the nickname for the additional data source and click Next.
bevounwans x

O =

Enter & reckname for Bus data source

Figure 51.

10. If additional data sources are required, select Yes and repeat the appropriate
steps from 3 onward. If no additional sources are required, select No and then
click Next.
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11. You can either Launch the style wizard in the last New Chart Wizard dialog, or
click Finish and define and assign custom fields later. This information is in the
OrgPublisher User Guide, as well as the Custom Fields document on the Support
web page.

The chart opens and the additional data displays in the chart boxes.

Workforee Intelligence

President
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State: Ca
Country: Usa,
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phone

Figure 52.

Add Successor Records

Successor data can be stored in a separate database, but these records can be
added using the third option for Multiple Data Sources, Succession planning
information. Follow the appropriate steps, as outlined in the procedures in this
section, to complete the data source add.

CIE X
Mutple dats worces
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Figure 53.

In the Successor data feed, a field of data must associate to a field of data in the
existing chart data in order for OrgPublisher to display the added record as a
successor to the field selected in the Link to drop-down list.

Add Additional Data Sources to an Existing
Chart

You may want to add additional records to a chart that has already been created.
This is accomplished using the Data menu.
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1. Select Data from the menu then Manage data sources from the option list.

Tools Qatai Options Help

L | Custom field properties... r
| Manage data sources... | i

litles Lv& £
Figure 54.

2. In the Data sources dialog, click New.

x|
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Figure 55.

3. The New Chart Wizard Multiple data sources dialog opens. Select the check box
and drop-down option for the type of data you want to add.

4. Follow the appropriate steps, as outlined in the procedures in this section, to
complete the data source add.

5. Click Close in the Data sources dialog. The new data is added to your chart.

When additional fields are added to existing records, you must define and assign
custom fields. This process is in the OrgPublisher User Guide, as well as the
Custom Fields document on the Support web page.

Modify Data Sources
You can modify existing data sources to include new fields.

1. Select Data from the menu then Manage data sources from the options list.
The Data sources dialog opens.

2. Select the data source to modify and the click Properties.
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Multiple Data Sources

x

Data sources

3 Delete " New {é-' Properties | Connection Info

T
|Primary data source (Text) b

Figure 56.

3. The New Chart Wizard opens at the Data preview dialog. Click Next to continue
with the wizard and modify your data and complete the wizard. Click Close at the
Data sources dialog.

Delete Additional Data Sources

You can delete data sources that are no longer needed for a chart, as long the source
is not your Primary data source, designated when you created the chart.

1. Select Data from the menu then Manage data sources from the options list.

2. Select the data source you want to delete and click Delete.

x

[~ Data sources
¥ Delete "New T Propeties  Connection Info
Primary datasource (Text)

i} Contractors

Figure 57.

3. Click OK to confirm the deletion then Close the dialog.

OrgPublisher x|
( -  Are you sure that you want to delete this datasource? This action
cannot be undone.
o]
Figure 58.

The data source is removed from the dialog. Close in the Data sources dialog.
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