EmpowerHR
OrgCharter

This document describes the functionality of the
guide.

The OrgCharter has been developed to provide automatic
generation of Organisation Structure and Reporting Structure
Charts to address the co  mmon complaints that:

ol spend a day a month (sometimes mor e)
the org chart, and as soon as | complete it o it
changes! 6

0 Oragisaton charts have no value! Theyor e
out of date, so nobody  really usesthem! 6

0 Oragisation charts are just a burden on HR, and no -

one except senior management has access to them!

We need an automatic facility that is always up to

date, is accessible to anyone in the organisation, and

can be used as an effective tool . 6

If you can relate to any of the statemen ts above , the OrgCharter
is the answer. Developed as a web  -based tool, the OrgCharter
automatically generates Organisation and Reporting Structure
charts from you r Empower -HR database.

OrgCharter turns you r charts into interactive tools available
across th e organisation, with drill -down, searching, and printing
capabilities. And you can also automatically generate historic

and future structures for planning and review purposes.
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Introduction

Empower -HR OrgCharter is a product designed to display establishment and employee
information from an agency's HRIS (in this case, Empower  -HR)to provide a graphical, navigable,
organisation chart that can be access ed via the web or intranet.

Using a process that can be automatically run on a daily basis to update the chart data  from the
user's HRIS, OrgCharter has a number of user -defined optio ns for screen and information display
that should suit all customers, including two presentation options ( Org Unit Hierarchical and

"Reports To"), allowing the traditional elements of position and occupant to be viewed at any
organisational level. A range  of position and employee information may optionally be displayed
(refer o e&mDgplah@ptians 6).

OrgCharter displays two levels of the organisation chart (primarily to reduce clutter on the
screen), with drill -down to the detailed position and employ ee information, including employee
photographs (if desired ).

An example of the standard view that is displayed when accessing OrgCharter is shown below:

& OrgCharter, Applet - Windows Internet Explorer.

@.C/=' ] e mismebjorgcharter_vajorgcharter, bl | [*#2] [x] | (2]

W e I@orgchartempplet ]7I G- B8 o= v [k Page - (3 Tods ~ o

Management Information Systems

Up Tree

Reports To Chart

‘ Home | Search Charts Colours Options | Legend | Help |

Garcia, Andrew

Chief Executive Officer
Actual FTE 111 4 Position FTE 260 9
Chief Executive Officer
Executive(oc01)

—
Vacant Costello, Peter Vacant
Assistant Manager Director Director Change Manag...
Actual FTE 493 Position FTE 160.9 Actusl FTEST  Position FTE10.0
Agency Judge Assistant Manager Director Director Change Management
Field Dellvery(ocl - . Executive(ocd) a) Executive(oc1)
Finn, Tim N A Vaecant Robbins, Glenn J
Driver Executive Dir Business ... Executive Director
Actual FTE1 0 Position FTE 3.0 Actual FTE 0.0 Position FTE 1.0
Driver Executive Dir Business Mngmt Executive Director
Placement & Support Centres(ocOg) g Executive(oc1) oc00 g
Bee, Tu*
Nurse (Geriatrics)
Actual FTE1 .0 Position FTE 2.0
Nurse (Gerlatrics)
Programme & Policy Admin&Supp(oc.-
Done % Lacal intranet # 100% -
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OrgCharter V4 is a re -engineering of OrgCharter to replace the SVG (Scalar Vector Graphics)
plug -in previously used with native Java graphics capabilities. However, some of the features
(Zoon and Pan) facilities provided with SVG have been removed from the re -engineered product.

Minimum System Requirements for running OrgCharter are:
e Java Version 6, release 10 (1.6.0_10)
e A Java 6 compatible browser
o Google Chrome 2.0.172.33
o Microsoft IE 7.0+
o0 Mozilla Firefox 2.0.0.18+
o}
o}

Opera 9.6+
Safari 3.1.2+
OrgCharter uses a (self -signed) Java Applet to display native Java Graphics . As the OrgCharter is
adisplayon | y facility-swe nheawe tchseellJfava Appl et rather than p
digital signature license to users. The OrgCharter Applet.  Unless the user accepts the self -signed
Applet some OrgCharter facilities will not function and OrgCharter wi Il operate in a diminished

capacity. For example: the Position Details, Address and Search Windows are opened will
oal ways on topdé set to prevent them being dthisdvilen when
only function if the catedsmtcepteds security certi fi

On loading the OrgCharter Applet for the first time on a client PC will display the following
window, which states that o0The applicationdés dDgital ¢
you want to run the application ? 6

Checkthat the Name is 00OrgCharterdé and the Publisher is oO0Mance

2 OrpCharter Applet - Windaws Internet Explorer

¥ o At - e e ek e

f rowomepy

The application’s digital signature cannot be verified.
Do you want to run the application?

4 Locsl rtranst H100% -

PTlstart. [ s B | o Coromdmack.. | 0 oy Conpiter 0 (ircondaicon.. | B bor-Macackt | G WSO <L/ Crachaete sk

To avoid this window being displayed each time the Or

trust content fr om tbhoixs npauwb | b es hteir dk ecch eaxrkd etclickedt®d Rund b
accept the Applet.
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Organisation Structure Presentation Options

OrgCharter has two structure options for display: "Organisation" (hierarchical), which uses the
Organisation Structure details, and reflects the graphical organisation structure in Empower -HR;
and "Reports To", which uses the Reports To information contained in positions to generate.
Configuration requirements are detailed in the relevant section below.

Each of the options is accessed by clicking the Structure menu item (just abo ve the chart display
area), and then clicking the desired chart option. A default Chart Structure to be displayed may
bealsobedefine d(refer o0OrgCharter Display Optionsod).

Home Search Charts Colours Options Legend Help

2 Organisation

® Reports To
"Organisation" Structure
OrgCharter's "Organisation” Structure is determined by the Organisation Structure set up in
Empower -HR as at the last date of running the process (described in Updating OrgCharter later in

this document). As in Empower -HR, this structure ignores position inter -relationships, and focuses
on the organisation uni t relationship. All positions are displayed at the Section level, with the
exception of Org Unit Managers, who are also displa yed at each relevant Org level.

Actual and Position FTE figures are calculated for each section and are rolled up through the

org anisation structure. The Actual FTE is an aggregation of the %FTE for all employees (including

any contractors displayed on the organisation chart -refer to oDefining Empl
Contractorso). The Position FTE i s na ghg FEEdigutes may beof t he

displayed as additional box data in the org unit boxes (as seen in the example screen in the
Introduction ).

Details fort he di spl ay of the additional box data can be fou

"Reports To" Structure

OrgCharter's "Reports To" Structure utilises the 0OReports To6 information held against all positions in
Empower -HR, and displays all substantive and acting occupants in the chart . The Reports To
structure ignores the hierarchical organisation structure. Con figuration requirements are detailed

in the relevant section below.

Actual and Position FTE figures displayed in the O0RepoO
reports and do no t roll up through the reporting structure as is the case with the orga nisation
structure .
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Who Appears in OrgCharter?

OrgCharter displays any person with a position record , including non-employee cont ractor s who
have been recorded against position s. When recording an employee in Empower -HR, they must
be allocated a position, and one is retained until a termination is processed. With Empower -HR
(V8+) the Non -Employee screen optionally record s a position number.  If one is recorded, the non -
employee will be displayed in OrgCharter. If the position number field is left blank, th e non -
employee will not display. When a position is recorded against a non-employee they will continue
to display in the OrgCharter until their termination date is passed.

Whether a person is displayed in the OrgCharter as an employee or contractor is dete rmined by
their status (refer to oDefining Employees and Contrac

Position & Employee Information

The position and employee information that may be displayed is user-configurable , and may

include any of the fields listed below. Display of fields is ¢ ontrolled by the

@ OrgChart er/Xml / f i el ds the mdntént df i Which is controlled through the OrgCharter

Display Options screen. The setting of the fields to be displayed i s descri bed in 00rg
Di splay Optionso6. Any of tdbpiayef:ol |l owing fields may be

Position Details

Position Number

Position Title (with optional link to external JDF file)
Section (with optional link to organisational unit address)
Classification Title (Award)

Classification Code (Award and Level)

FTE%

Employee Details

e Employee Name ( several format options exist )

e Employeebds Preferred Name

e Job Title (requires position to have a Job code)

e Employee Code

e Employment Number

e Date of Birth

e Date Commencement  with Agency

e Date Commenced Service

e Date Commenced Position

e Classification Tit le (Award)

e Classification Code (Award and Level)

e FTE%

e Internal Phone Number (from Internal Phone field on Employee Position screen)

e Business Mobile

e Business email address

e Private email address

e Cost Centre Description

e Work Location (Location code on Employe e Position screen , with optional link to
location address)

e ASCO Code (requires position to have ASCO Code)

e Job Category (requires position to have Occupational Category code)

e Employee Photo

e Extral(maintained vi a ESS Personal Details oextraodo tab

e Extra2(maintained vi a ESS Personal Details oextraodo tab

Ref: OrgCharter - User And Configuration Guide V4.1.doc -8- Last Updated: 01-Apr-2010 13:06 PM
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An example of the position / employee detail s screen layout is below. Each category of

occupant di splayed in the Position Details screen wil
0Contract oSruéh,st ant iov e 6 jnultipl e oddupamtse exist  within a category, each
occupant will be displayed within a sub -tab of the category tab
B OrgCharter Position Details (002377) = B OrgCharter Position Details (001908) EEX
Position Details Position Details
Position No.: 002377 Position No.: 001308
Position : Driver Position: Nurse {Geriatrics)
Section : Chief Executive Officer Section : Residence Facility 2
Award: Level 3 1stYear Award: Level 5 1stYear
Award Level : psal3i0l Award Level : psal5i01
% Full : 100.0% % Full: 100.0%
Qccupant Details Occupant Details
[ Substantive @ substantive
|~ | " Berry, Holly ‘DeMunny,Sav I" hneider, Rob l
Picture : =
Picture :
Employee :  Finn, Tim kA
Preferred Mame : Tim Employee :
Joh Title: Driver Preferred Name : Hally
Emplovee Code : 001047 Joh Title: Management Officer (PRG)
Employment No.: 0 Employee Code: 004466
Date of Birth :  04-May-1959 - ____Employment No.: 0 ~|
] — - il [ [l | < Il ] ]
Single Substantive occupant Multiple Acting and Substantive occupants

The examples above show how a singl e occupant is displayed without an occupant name sub -
tab, where -as multiple occupants of different categories are displayed within an occupant name
tab within their associated category.

Also, the example above displayst h e 0 s east link (budton) to the address details ha sbeen
enabled and the e -mail addresses (not displayed) have been I inked to a specia
type that enables youto launch an e -mail.
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Screen Layout

= OrgCharter Applet - Windows Internet Explorer

A typical screen layout is below (displayed in "Reports To" format):

OrgCharter has been designed to display a maximum of two levels in either of
When accessing OrgCharter, the top level and next level down are defaulted.

the structures.

G_‘;ﬁ’ 2] hiepudimiswebjorgCharter_vaiorgCharter heml
W& [@ovgchanemnnlet [ }

/L

Company Logo
and
Background

T

Structure Tvpe

Part Time
shading

Additional box
data fields

Company
LENL CE)X
= 2| X
_or = o]
displayed. | o o G- »
Org Unit — 3
Management Information Systems B
Up Tree
Reports To Chart
P Up Tree (up
‘ Home | Search Charts Colours Options | Legend | Hel) a Ieve I)
Garcia, Andrew | i function
Chief Executive Officer ==
Actual FTE 111 4 Position FTE 260.9
Chief Executive Officer |————
Executive(ocD1) \
| Map Tracker
Vacant Costello, Peter Vacant / NaVIga‘tor
Assistant Manager Director Director Change Manag...
Actual FTE 49.3 Position FTE 160 9 Actual FTES7  Position FTE10.0
Assistant Manager Director Director Change Management
Executive(oc01) Executive(oc01)
2
OrgCharter
Vacant CRobbins, lenn ) Options
Executiye DiLBusiness ... E i 0
ECtual FTE1.0 Position FTE 3.0 Actusl FTEOO sition FTE 1.0 m e n u (See
Eiiiﬂlﬁ:ﬂ!ﬁ“f"‘"‘”“”‘ LD below)
2 g g
Bee, Tu" .
Nurse (Geriatrics) Dr|”-d0Wn to
Actual FTE1.0 Position FTE 2.0 g
Norse (Geriatrics) Position /
Programme & Policy Admin&Suppt(oc.;
Employee
details

Done

Occupant type
highlight

Drill-down link

%J Local intranet w00 T

to
subordinates
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OrgCharter 6 menu bar and display options

| Home | Search | Charts | Colours | Options | Legend | Help |

Home & returns the display to the top  level of the organisation structure chart currently being
displayed.

Search 0 allows searching of the underlying chart data on a range of criteria . Search fields are

displayed in a drop -down list as shown below. You must enter the search parameters in the

0 Se ar dididoto return the search results. You may also optionally select the Structure

(Organisation or Reports To) to be viewed for the search. The list of searchable fields and their

di splay order is user controll edswia the 00rgCharter D

For example, a search by Employee Name of "fi" returned the following results:

OrgCharter Search

Search Criteria

Select Field to Search: ‘Emplwee ‘v‘

Enter text to find: ‘ﬂ |

Find in Structure: ' Organisation  ® Report To

Search Results - & matching records found

Emp -| Employvee |Positi | Faosition | Section
000036  Griffith, Melanie 0004... Resource YWarker Ferth City

001047 Finn, Tirn B A 0023... Driver Chief Executive Officer
002977 Fisher, Kate W 0023... Team Leader Ferth City

004551 Fish, Dewey kb10... Fish Processar iLive) Human Resources
004557 Seven, Magnificent mis1... SnrHR Officer Human Resources

The displayed sort order may be changed by clicking the column header, all columns will be
proportionally adjusted on window resize, or individual column -widths may be ad justed manually
by dragging the column separator (example below).

OrgCharter Search Elrﬁlg‘

Search Criteria

Select Field to Search:

Employee ‘ - |

Enter text to find: ‘ﬂ ‘

Find in Structure: ) Organisation @ Report To

Search Results - 5 matching records found

Ermplovee & \ Employee = | Position NU.| Position \ Section
001047 Finn, Tirn bl A ao237e Driver Chief Executive Officer
004551 Fish, Dewey kb1000 Fish Processar iLive) Hurman Resources
00zarr Fisher, Kate M 02374 Team Leader Perth City

000038 Griffith, Melanie oongaz Resource Worker Perth City

0045457 Seven, Magnificent mis1 04 8nrHR Officer Human Resources

Clicking on a result row will automatically navigate to the associated position in either the
00Organisationd6 or OReport Todé structure. Al formimgi ng t he
the search allows you to alter the target structure for the next result row selection.
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O

Note: you must select / re -select a result row to change the displayed chart. The selected result

row position wildl be highlightgtdténcoheunSdafiched®Rebnl t
Display Options.

5

Tip: Sarching for Employee Name = "vacant" displays all vacant positi ons in the agency as at the
effective date for which the OrgChar ter generation was run

A O0Ostatico web pea/gm lisOrpgCmhot i s gener ate Gendratortbhe Or gC
enable direct access to the OrgChart er display from a web search engine.
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