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» Why
— Simplify organization charting, hierarchy review,
organization planning using consistent Temple software
» At the end of this training, you will be able to:

— View and understand basic navigation of org charts and
org trees and key functions

— Perform searches

— Publish data

— Become familiar with Plan
& Model charting
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More reasons and Benefits of TUChart

» Current charting done by Department with various
software( Visio, etc) and requires data input of all desired
display fields
— TUChart Software utilizes daily uploaded Banner data assuring more

accurate and timely displays of key HR variables typically included on a

chart including name, title, posn control #, dept and other
demographics

— TUChart allows charts and data to be printed on PDF or Powerpoint
and data may be downloaded to spreadsheets

— TUChart has robust planning and modeling capability to streamline
process of hierarchy updates and restructuring
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» Visualize — Access and share up-to-date org charts to increase
organizational understanding, communicate structure, and provide a basis
for decision making

» Plan & Model - Create and evaluate scenarios for optimizing your
organizational structure for ongoing workforce planning, reorganizations
and major events such as mergers and acquisitions

Visualize
Advanced

Transition Plan & Model
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» Getting Started
— Signing in
— Managing the workspace
— Account settings and signing off
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Navigate your browser to the HumanConcepts Suite sign-in page

https://www.na.humanconcepts.com/OPUSLocal/SignOn/Signin.aspx
— Link to be placed on HR Website

Enter your user name and password
— If you're a valid user, you will be taken to your company’s home page
— If first sign-in, you may be prompted to download Microsoft Silverlight

User Name
jane. doe{@humanconcepts.com

Password

Y| Remember user name
Kesp me signed in

{Unchack if on a shared computar)

Forgot your password?
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» Keys to Visualizing the Organization
— Viewing and navigating org charts
— Viewing employee profiles
— Showing and hiding fields
— Viewing and navigating org trees

%
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» Searching the Organization
— Quick search
— Advanced search

» Printing, Publishing and Exporting
— Printing charts
— Publishing charts to PDF
— Publishing charts to PowerPoint
— Exporting data to Excel or CSV

{ |
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My Account  Training Administrator ~ Sign Off

» Signing off
— Click Sign Off to end your session
— Your current workspace settings will be saved
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» Visualizing the Organization- more details

— Formula fields- administrator defined fields such as headcount with
values that change based on other fields or relationships

— Showing and hiding fields- The Fields tab in the control panel displays
all available box fields

Next:
— Viewing and navigating org charts

— Viewing employee profiles
and baseball cards

— Viewing and navigating org trees
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View a profile in the side panel

— Click an employee in the main panel area to display
the employee’s profile in the side-panel

Tab through a profile ——"

— Click a tab to display additional profiles °“

Popup a baseball card in the chart panel

— Double-click a box or click the profile button in a box %

— Drag the card title bar to detach it from its box

— Detach more than one card to do side-by-side
comparisons

Changing views

— The view controls the contents of the profile panel
header (top area) and profile tabs (bottom area)
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Managing the control panel

— Click the Control Panel toolbar button legend &
to show or hide the panel

— Click the side arrow to switch between
compact and tab modes

— Drag the top of the panel (tab mode) to move
it to a different location
Using the legend
— The legend displays the list of available conditional styles

When you print a chart, or publish it to PDF or

PowerPoint, only the displayed boxes appear in the
output chart

Legend Filter Fields =]
BOX TYPES

7> I
v » e

Highly Tenured

Avg Tenure High

Low Education
7>
W b Assistant
W »  Ind Contributor
Sl De=fault

HIGHLIGHTS
[ w Tenure

[ = 4¥ears
[ ]=1Year
5 Reset
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Full Name Show In_..

» Navigate the org tree ‘ = List | [z OrgTree @rﬂanhea-.eJNan
Jessica Brando

— Click the side arrows to expand / collapse branches.

Laurie Weil

— Very large branches are segmented into navigable pages.

» Change the display mode

— Click the options on the toolbar to display All Records, records in the Main
Chart, Orphans, or records in the Current Sub-chart

= List  T= CrgTree

rﬁ. All Records Full Name Show In... Job Title Department Location

aa Main Chart 4 Matthew Sullivan Chairman & CEQ Executive San Francisco

£ Orphans Jessica Brando Exec Secretary Executive San Francisco

lae Current Sub-chart Laurie Weil SWP, International Technology London Office
Fatricia Parker WP, Human Resources  HR London Office
Chase Rogers WE, Marketing Warketing MNew York Office
Glen Finley WP, Operations Cperations Mew York Office
George Davis SWF, Sales & Corp Dev  Corporate Development  Mew York Office

— Click the - button to go to the record’s chart box
— Click the = button to go to the record’s org tree location
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Quick search
— Advanced search
— Using lists

» In the Chart toolbar:

» Searching the Organization

— Type in the Search... field to display a dropdown menu of items with the
most relevant matches

— Click an item in the dropdown menu to find the person in the chart

-

i)

Smita Merchant
Manager, PR

[

Abby Katz
Lead Mkig. Specialist

~

'\

Christine King
Lead Mkig. Specialist

T~ e

Rui Meng
Lead Mkig. Specialist

T~ e

SNOW All Records

Abby Zurcher
Sr. Ent. Consult., Professional Services

. Abby Katz
d Mkig. Specializt, Marketing

Abby Kirst
Finance Analyst, Risk Management

Abby Mendle
Analyst, Partner Management

Gabby Robinow
Mktg. Specialist, Marketing
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» In the Search toolbar
- Click the'm button to enter additional search criteria

Search x

Return items that match | Any | All | of the following rules:

Job Title v || contains ¥ |analyst — [+ e
Employee Type » || contains L] ==

Cancel Clear All

» In the search results list

Click a column header to sort the search results (ascending or descending)
Drag a column header to move it (change column order)

Double-click an item (or click the chart icon) to find the person in the chart
Use the page controls to navigate pages or jump to a page

»  Next steps
— Use the Clear Search button to clear search results Save As Smart List | | Clear Search
—  Click on the Save As Smart List button to save search results
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=t T= OrgTree

» In the List workspace 2 AllRecorcs Full Name

— Click the #+= button to create a Simple List = Ea':C“aft
=a Orphans
—  Enter a name for the list & 3pecial Project Team|

1% Current Sub-chart

. . . £3 Tenure == 10 yrs
— Drag and drop boxes from the chart into the Simple List s Untited Liskt
, _

v | @
E—List F= OrgTree

w2 All Records Full Mame Show In_.. Job Title Department

4% Main Chart ¢

sw Orphans

&% Current Sub-chart .

¥ Tenure == 10 yrs m
Full Mame Show In_..  Job Title Department Location
Tiam Lea ktn. Specialist IMarketing San Francisco

ﬁ Christine King Lead Mitg. Specialist IMarketing San Francisco

Gabriel Lloyd lktg. Specialist farketing London Office
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» Printing, Publishing and Exporting
— Printing charts
— Publishing charts to PDF
— Publishing charts to PowerPoint
— Exporting data to Excel or CSV
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Select Print from the Print/Share menu
The current sub-chart is displayed in a preview window
Enter optional notes that you want to include on the printed page
Click Print to submit the job and select printer options
B Fiter IR
Mo Filter Fublish to FDF
Full Time Employees Publish to PowerPoint |
Part Time Employees E*"F'f"” to Excel ) - ‘:.;%:
KV SIE Y]
Notes

25 of 256
Executive Staff Org Charf]
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. Print'Share = Options
Customize the contents of your chart, Prin

and then select Publish to PDF on the CE Publish to PDE__

Publish to PowerPoint

Print/Share menu | Exportto Excel
Choose from the available options to P »
customize your document
— Chart: Chart contents and layout e conents
— Book: Cover page, TOC, index ® Dispiayed Crar
— Page: Page layout, headers, footers R
Set Page Break By: Level Field
Click Publish to submit the job Levels Per Page: 2 .
— When the job is completed, click Save to | e Depariment )
download the document to your Fendcelapeatraenes = =
Include Sub-Chart Arrows: on Off
computer |
Show Page Titles: an Off
Box Size: Autofit L]
Use Defaults [ pupiisn [P
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Customize the contents of your chart, and then
select Publish to PowerPoint on the Print/Share
menu

Choose from the available options to customize
your document

— Chart: Chart contents and layout
— Book: Cover page, TOC, index
— Page: PowerPoint template, chart margins

Click Publish to submit the job

— When the job is completed, click Save to download
the document to your computer

Publish Chart to PowerPoint

Chart Book Page

PowerPoint Template: Marin Coffee Company.pot

Chart Area Margins

Top: 0502
Bottom: 0507
Left: 0502

Right: 0502

Restore Default Margins

Use Defaults

Replace
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» At any time, select Export to Excel on
the Print/Share menu

Export Chart to Excel x
— The currently panel in the main nclude Fiaid:
workspace determines what will be ”
eXpOFted' 1.Full Name €3 | 2.Job Title €3 | 3. Photo €3
o Chart
- Tree
° SearCh Add All | | Add Display | | Add Profile | | Remove All

Include Header Row: es Mo

» Choose from the available options
— Add or remove fields (chart, search)

Field Column Headers: Display Name Figld Name

Include Reporting Relationships: Yes No
. Chart Contents
— File type (Excel, CSV) N
» Click Export to submit the job @ Dllayet e
() Displayed Top Box + A Levels

— When the job is completed, click Save
to download the exported file to your

() Selected Boxes

Export File Type:

Excel Workbook (* xlsx) v
computer
p Use Defaults Cancel
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» Temple TUChart Security and Roles

» Individual Contributor
— May view basic contact info for all employees of name, title and
department
» Manager
— May view head count and span of control for all employees
— May plan and model, print and export to spreadsheets
— May view grade and other metrics for their area

» Budget Unit Heads

— May view grade and other metrics for their area, their manager and
peers in their area
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» Plan and Model Fundamentals

Create a new plan

Deleting, moving, and adding boxes
Editing box fields

Updating formulas

Saving a plan

{ |
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» From the main toolbar, select New Plan on the New Plan
menu

NewPlan v 4 57 ]  Print/Share v Options v Help Q]

Legend @& || Profile
ore Options...

» Blue background indicates boxes you have permission to
move / edit




Navigating a plan is the same as navigating the main chart
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» You can move a box to a different location in the chart
— When moving a box, all subordinate boxes are also moved
— The number of subordinates is displayed when you drag the box

» To move a box to a new location in the chart:

— Click and hold the left mouse button to select the box
« CTRL-click to select multiple boxes

— Drag and drop the box over the new supervisor box

Anna Timasheva
Manager Payroll Op.

¥i-

e Analyst Sr. Finance Analyst
+ -

e e[ w
\ & Sam Mangrulkar
Finance Analyst [r—
+ -

Janlce Rlchardson | Dana Parker |

B
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» To delete a box:
— Click the ® button in the top right corner of a box
« Or right-click the box and select Delete Box

Cut
Copy

} Faste

See Baseball Card
Add |
Edit Informaticn I

LA ld T ammant

1' Delete Box
zan = STE—

» You can undo and redo most actr: - =i+ & Zing the Undo
Undo

and Redo arrows in the toolbar '-

Cut
Copy

W Delete : TEMPLE vussstres
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» To add a box:
— Locate the box to which the new box will be connected
— Click the down-arrow button in the box to display the drop down menu
— Select the box type you want to add (Assistant, Manager, Subordinate)

« You can also add a subordinate to a box by clicking the (+) button at the
bottom of the chart box.

— You can now edit fields in the new box...

-
= [ ) [ ] o —
| — & u
‘ Photo
-
Vi
v Cut
Laurie W Copy
SVP, Internz
+~| Make Top .
See Baseball Card ull Name
Job Title
. +-

Delete Box

- T
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» If you have permission to edit a box,
you can view and edit all available fields for that box

» To edit fields in a box:
— Move your cursor over the box you want to edit
— Click the Edit button to display the Edit panel
— Edit any fields as needed
— Close the Edit panel by clicking outside of it

Photo

Full Name Jessica Brando i
‘ Position Title | Exec Assistant '
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The staging area is a place to temporarily “park” items that you aren’t
ready to add to the plan

To move items into the Staging Area:

— Drag and drop items from the Chart, List or Tree panel into an empty (white)
area of the Staging Area panel

To move items to an existing branch in the Staging Area:

— Expand branches as needed to expose subordinates

— Drag and drop items from the Chart, List or Tree panel over the target branch

To move items from the Staging Area into the plan
— Drag and drop items from the Staging Area panel into the Chart or Tree panel

Staging Area

Tammy Alvarado,

Farth Agarwal,
B
am .> Lyudmila Allakhverdyan,

Chelsea Woods,
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Save a plan by selecting the Save or Save As on the File
menu File v | Edit v i 0O

Mew Plan

Enter a Plan Name Close
Save

Enter Comments, to describe the plan Save As..
Click Save

Save Plan x

Plan Name

une Reorg Plan|

Comments (optional)

Plan Properties =

Group Plan Status
Iy Flans Here 2 v Active

Cwner
Document Administrator

Shared With:

() o
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» Click the Plan & Model tab to view all saved plans

— You can see all plans that you created or that have been shared with
you

» Double-click a plan to open and edit it
— Or select the plan and click the Edit.. button

+ = New.. Edit.. Properies.. Rename Duplicate Delete Conflict Log
v Groups Plan Name T Owner T Shared With T | Status T Last Modified T Creator T
My Plans Here 2 Plan the RePlan Documentation@orgplus.com  Documentation@orgplus.com  Active 6/6/2011 4:06:45 PM Documentation@orgplus.com
v Filters MNew Flan Documentation@aorgplus.com Documentation@orgplus.com  Active 61472011 9:21:23 PM Documentation@aorgplus.com
All plans Mew Flan 2 Documentation@aorgplus.com Documentation@orgplus.com  Active G6/16/2011 10:05:33 PM Documentation@aorgplus.com

Created by me
Owned by me

Assigned to me
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» Help is just an email or click away...

v Temple HR- ken.thornton@temple.edu

» HUMAN CONCEPTS

— Goto Www.humanconcepts.com to access:
o Tours

Tutorials
User Guide
Technical Support

Additional Training Courses
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