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INTRODUCTION

Welcome toOrgChart Professionahd OrgChart Platinupthe premiere application for all your chart eréon
needs. With its dynamic and powerful interface, the designing of any chénam the layout of a single
department to the hierarchy of an entire corporatiaris just a few mouse clicks away.

This is possible becauseNH / Kuhid\il W@bikflow allows complex structures to be organized simply, quickly
and efficiently. Whether you prefer dragging and dropping or simply double clicking, changes ranging from the
universal to the individual are immediately applied to whatever elenyent choose.

To further increase productivity, the work environment can be customized and rearranged to meet your
personal preferences. Never use a menu? Simply ihidiéke a toolbar on the bottom instead of the top? Just
re-dock it. Have whiayou want, when you want, where you want it.

To make certain that your charts get the attention they dese@egChartalso provides a wide range of

themes backgroundsbordersand unique shaped 2 Y I 1S LINBaSyidl dA2ya GKIFG LIS2L

at, but ones theywant to look at (see below).
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MOVING ON

The following chapters will introduce you tiwe OrgChartvork envionment, teach you to master its powerful
tools, and ultimately show you how to present your final, polished vision to the wSdd. S (i Q &

make those charts a reality!

(Please visit us online &ttp://www.orgchartpro.comfor additional tips tutorialsand the latest events in the

OrgChart world.)
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QUICK START GUIMERGCHART OVERVIEW
[ SGQa adal NI ¢ rofittie OFgChiardappiidatioPe@ighbidaviirSyéu in mindt is easy to use and
easy to learn. OrgChart lets you quickly build simple or very complex organizational chart

OrgChartalso pravides a wide range of themgdackgroundsbordersand shapeso makeinformative,
attention-getting presentations

Eéada -

OrgChan 3 - Hosthern Farm toc - o =
I voMe  GROUPNG  MNSERT  PAGELATOUT  DATA  DESIGH | ViEw | HEP A sme v [
Wy E F7] v Designer o+ Report Show Grid Levels Q Q a 80% - E 7 Windows ~
Data and Divisions |~ Orphans Show Rules I Reset Layout | [Level 2 - [} Thumbnail
MNommal Print  Master wans: Zoom  Zoom Full
layout Page < Profile U N In Screen

Views Chart Formatting Controls Zoom Window

I e - [ erofile -

Corparents = [e nemviews -

| 4 Northern Farms Leasing

| 9 Chart Worksheet
2
= .
g Chart Design

.3 o
Components
E Lea Lyons
Chisf Executive Officer
Phota
I T T I 1 Name Lealyons
z Job Tite Chisf Executive Officer
3 Andy Garcla Lionel Lu Lorris Burns Anan Kumar pon Emai Leo.Lyons Bconfluence. com
) Vice President Human Vice President Vice President Sales, CGhisf Einancial Officer Vice President ‘Wark Phone 415-371-1919
Marketing jorth America - Operation: Salory $75,000.00
= =
¥

O g
1 Position Profile
-0

pa+IvEs0ID

1. Chart Formatting The program is organized using Tabs that make it easy to complete a function or
task.

2. Chart DesignThis aracontains drag andg drop tools to add boxes and shapes to the chart

3. Chart WorksheetThis area is where you will build your chart.

4. Position Profile Any box selected will show its data in this window.
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QUICK START GUIEUILDING A CHARY MINUTES

Creating eye popping org charts is fun and easy. In this section, we will show you how to build the following
chart in threeb-minute tutorials

OrgChart Professional

Note: details on each step and maother incredible functions, options and resources for chart creation are
covered irdepth in other parts of this manual

hileés fSGQa 3ISiG aidl NISRH
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PART 1: BUILDING A £HART IN 5 MINUTES
1. Open a new OrgChart by pressing file Tab and then th&lew button.

OrgChart Professional - OrgChart2

Available Templates

Blank Project 1-Introduction 25 boxes on purple gradient 30 boxes with the applied s
background

Or select the quick link at the top left corner of the program.

FILE HOW GROUPING g

o o
A new OrgChart will appear with a single componamiscreen.

2. Set the Zoontevel to 100% bylickingin the Viewtab and using th&oomToolbarand either pickng
100% from thedrop-down menu or using your mouse scroll wheel (recoended).

4 )

WIEW

Levels Q Gl Gl Fit to Wirndaow -

Level 2 -
100% Zoom Zoom

@ @ In Cut

Chart Zoom /

3. Go to theChart DesigriPalette (on the left side of the screen) and open up fiemponentsarea (by
clicking on theComponentditle bar).
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Chart Design - x

Components

il

Pasition Assistant

T

3 Positions

”H” T
|||| g
=R

[l:l
—
—
Text block Skaff
%g [gf
Team Frame Crynammic
Connectar
-
s  (m—
Image Legend Image

Shapes

AutoTexts

4. Scroll down the list of componenéd choose the component label@Posiions.

Campanents
Position Assiskank
rMNGple Positions

5. Holding down thelLeft mouse button drag the3 Positionsicon from theComponentsarea and
drop it directly onto the orscreen component (an icon will indicate that the component is in the
correct position).

- *------- n
! Name '
ﬂ,] Title b

6. You will now have a parent componenith 3 subordinate components. It will look like this:
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Name
Title =
| |
Name Name Name
Title Title Title

7. Younowhave @  8A O OKI NI ® . dzii LI Ay o©062ES& FNB LINBGGea
componentsunique shapes$or each level.

8. Select the bottom three componentsy holding down thd_eft mouse buttorand dragging an area
slightly larger than the componeny®uwant to select.

=
[+]
3
[1]
=
 w
3
4]
=
[+4]
3
[1]

When you release the mouse button, the selected componevilisappear with dotted lines around
them. (Note: sometimes they will also appear with either arramwvsmall boxes on eaatode ¢ as in
these illustrations; depending if you are iMove or Resizenode))

Name

Title =
B------ |£ ——————— 0 B------ B------- O B------- |£ ——————— o
X Name o Name o Name i
b Title v " Title v 4 Title v
[ . 0 B------ . o dB------ . o

9. Open up theShapesarea of theChart Design Palettby clicking orBhapes
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10. Scroll down and sele®&olderShape Just as you did igtep 4 hold downthe Leftmousebutton, drag
the FolderShapeicon from theShapesarea and drop it on to any of three highlighted components

PART 1: BUILDINGIAGHART IN 5 MINUTI

Components

Shapes

L] O =

Rectangle Rounded
Rectangle

Chevron  Folder Shape

Name

Title =
B------ |£ ------- O oB------ O------- O oB------ |£ ------- o
' Name - Name - Name !
@ Title v L Title i m Title i
B------ R — o u M —_ o B------ R o

Release the icon. Ahe selected componentwill now have folder shapes

Name
Title =

Name Name Name
Title Title Title

11. Now our chart has distinct shap&s2 NJ S OK

t SPSt =

three-dimensional feel by creatg Drop Shadow

12. To createDrop Shadows, select all the componentsy holding down theLeft mouse button and

odzi A

dragging an area slightly larger than all the components (see below).
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Release the mouse and they will all be selected.

fr------- B-----o- -
! Name '
o Title = 4

5]

O~
' Name L Name L Name !
o ]
Ii.J Title ! d.j Title ! Hij Title '
[ g------ O ST g------ O P g------ 4

13. With all the componentstill selected Right mouse clickh an empty area of any of the components.
This will launch a pepp menu.

B T E
' Name '
o Title g%

[]

i | | |

& Name b Name & Name o

j Title [ Title b Title '

1 | -

O------- O------ # m------- O---- Disconnect from »E--18
Division L4

Co-Managers Group  *
Vertical Group L4

& Cut Ctrl+X, Shift+Del
Copy Ctrl+Ins, Ctrl+C

Paste Shift+Ins, Ctrl+V
» Delete Del

Format

Arrange Style

3
3
Arrange Subordinates *
Arrange Assistants 4

4

Layout

Properties... Alt+Enter

3

Herizontal Alignment
Vertical Alignment

4
3

Drop Shadow

v Text Wrap L\\)
v AutoAdjust Size
Hide Shape

14. In the pog; up menu go toView > Drop Shadovshown above).

15. ChooseDrop Shadow Click in an empty area of the chart tocdeelect the componentsNotice that
the drop shadows are present, giving the components a nice thd@aensional feel (see below).
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Name

Title =
Name Name Name
Title Title Title

02 YL S S o théRletab &ndl dlickzon & @S A

16.¢ KS olFaArdO hNH/KINI Aa

Save s 7R
|
== Computer Savein: | £3 5 Demo v ¥ (= [@-
Recent Folders -
] greenibox step 1
<! _ OrgChartl Documentation Example
My Flecent | 2] OrgChart for document
Documents | ] orgchartzt
_\E <] 5ADemo L
Deskiop
My Documenits
Share
My Compuiter
Brossse
Publish .
‘i o OrgChart Tutorial 1| -
i My Melwak  Ssvesstype | Projects ["loc] v
Close [save Sub-charts [ 5ave Currenk Chart Tab

17. When theSave Asnenuappears, type in the word¥rgChart Tutorialé and clickENTER

Congratulations! You have just created an OrgChart in record time! When you are ready, move on to the
next 5-minute segment where you will learn how to enter information into the chart you just created.
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PART 2: CUSTOMIZIDISTA FIELDS IN 5 MTES

This lesson uses the charbu createdn Part 1. To load that chart, go Filetab and click ot©Open choose the
file namedOrgChartTutorial 1 and clickOpen The chart will appear in the Main Work area.

In the previous lesson, you learned how to make a 3D chart with compotietterere unique on the outside.
Now it is time to learn how to make components that are unique on the inside.

The different areas inside a componeme known aslatafields Data fields can hold many types of inforioat
including text, attachmentand even images. In this exercise, we are going to customizedhseand Title

data fields of our comonents.

Although there are many ways to do this, we will concentrate solely on usinBdkdtemmenu(located by
default on the lower left side of the screen, directly below @leart Design Paletdeto make our changes.

Box Item X - -
S Al Columns "7 i
Marne [Marne] .
|
Title [Title] |
Divvision Chart 1 B---
Supervisor  [Mone] -

R D _____ DI
Mame '
[Title] |
I

Box Itempaneshows data fieldsontainedin a box record

Important: the Box Itenmenuonly becomes active when a componenselected. If no component is selected

then it will appear empty with no datieldspresent.

Now that you are familiar with the basic principles of data fildst S Q&

Y 2 @Sy atgp pinckss i K S

of using theBox Itemmenuto customize the names and titles of each component

a4 0 I NIParentzompdnentiTy db this@ikon the Parentcomponent (the top one).

1. [ SiQa
B T o
! Name ]
? Title = 4
Bo-ooommo s P 5]

Name

Name Name
Title Title Title

Notice that theBox Itemmenuis now active and is displaying the compor@@ R { I
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2. To alter a data fieldsimplydouble clickthe field inside theBox Itemmenu (to make it editable) and
type the new information into the (highlighted) area.

With the parentstill selecteddouble clickinside theNamefield in theBox ltemmenu, type in the
word dParen€ and hit theENTERey.

Box Item x

B H------- |

S Al Columns - ﬂ'] Parent I.j

Mame Parent - |

Title: orgChart ! OrgChart !

Diivvision Chart 1 o------- O------ 4
Supervisor  [Mone] -

BoxitemLdl YS 6AEKY &Gy NBy & A Stéintileiel & h NBOK I NJi

Hitting ENTERpplies the change to the arscreen componentlt also highlights the next lower data
fieldin the Box Itemmenuand makes it editable (in this example, thilefield).

3. In theTitle field, type in the worddOrgChart (see above) and hENTERThe title will appear an
screen.

4. RepeatSteps & 3for each subordinate component

To do thisselectthe subordinate componenon the left side and typéChild £ into the Namefield
and 6Subordinate into the Titlefield.

Do the same with the othecomponents typing&Child Z and 6Child 2 into each respectivélame
field anddéSubordinaté into the Title fields of both. Type in both thelameand Title fields for each
subordinate component BEFORE moving on to the next.

Notice that OgChart remembers the last entry entered into a field (regardless of compdrent
displays it making re typing the same information unnecessary.

When you are done, the chart should look like this:

Parent
CrgChart 3

Child 2
Subordinate

5. To save this chart, go the Filetab and click orf8ave Astype in the nam&OrgChart Tutorialé and
clickSave(alsoseePart 1, Steps 18 16).

Child3
Subordinate

Child 1
Subordinate
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Congratulations! You have now learned the basics of data E#ld$ow to cuemize the names antitles for
each componentThe final tutoriain this section will show you how to add colors, titles, designs and more to
give your chart a pahed, professional look.
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PART 3: MAKING YOURIART LOOK PROFESIAIOIN 5 MINUTES
This lesson uses the chart built in Part 2. To ltachart, go toFile > Openchoose the fé namedOrgChart
Tutorial 2 and clickOpen The chart will appear in the Main Work area.
. 2dz Y26 KI @S | TFdAZfte FdzyOldAz2ylf hNB/KFENI® b2g¢g fSiQa
arranging all the elements in an eye pdeaay fashion.
1. CANRGX tSiQa aSi dzd 2dzNJ 62NJ | NBI ZddmTo@barod y &aSS
the View tab and choosd-it to Window from the drop-down menu, or click in the box and use the

mouse scroll wheel.

OrgChart 8

L
Child 2

t
Child 1
Subordinate

:
Child 3
Subordinate

Subordinate

2. Next,t SGQa | dzi2Y!l GA Ol t sathend the\page nicelit. $o do tiy; kiagehe (i &
Page Layoutab and clickhe Fit to Pagebutton.

PAGE LAYOUT

= R | M1 Mol
Fl [[] F 2
Top  Pages Fit to |Size and Auto
Margin Page |Position  Fit

Page Chart

The chart will now appear like this (see below):

Parent
CrgChart =

[ |
Child 1 Child 2 Child 3
Subordinate Subordinate Subordinate

3. b2g GKIG GKS o6lFarada 2F 2dzNJ O2YLRYSyida |G aSi dzL.

the Designtab and selecBackground

DESIGN

@ 2l |z X | =

Themel Background JEarder Show Apply Styles
=2 = Background | Template =
Chart Templates EBox
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4. Scroll down and sele@rid.

Chart Background x

Al Apply To

~ |crcutBoard
Eniire Chart
s Cument Division
Division and below
|
|
|
d

Deco Green

Grid

Lavender

5. To apply the themehold down theleft mouse buttondrag theGridicon from theBackgroundsarea
and drop it anywhere on the chart. Notice that an attractive grid design now appears behind the
components (see below):

Parent
OrgChart |

Child 1 Child 2 Child 3
Subordinate Subordinate Subordinate

6. b2g f SiQa | Liberarearany $ayid &dad dakrs to a chart and its componemis
the easiest is to simply useTheme Themesare color coordinated, professional designs that can be
applied by simply dragging and dropping them on to a chart.

To apply a themego to theDesigntab and click on théf'hemeicon.
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MINUTES
[& x
Default - Apply To:
__‘Absinth Entire Chart
Current Divizion
— Diivizion and belaw
|CaFe
Lavender 1
e
. J LCancel
I: mRays b Help
7. Important: in default mode, themes do not affect the look or color of the components
¢2 KIFI@S O02YLRyYySyda IR2LIG I (KSYSQbyhddingildwh thedzi S& > ¥

Leftmousebutton and dragging an area slightly larger than all the componemtby clickingCtrl+A.

Once all the components are select®ightclickoverone of them and seledtormatand thenForce
Apply Themeg(see below):

Shape

Disconnect from r

Co-Managers Group  #

Vertical Group L4
BT sy
Arrange Style L4 Font Style...

Arrange Subordinates ¥ Border Style...
Arrange Assistants L4 Connector Style...
View ¥ | B Shape Style...

Layout g i
Group Area Fill Style...

Properties... Alt+Enter Group Area Border Style..

Group Area Shape Style...

Copy Style

Paste Style
Force Apply Theme

Choosing this will force the theme to be applied to the components in addition to other chart (and
workplace) elements.

8. Scroll down and seletfavender Hold down thelLeft mousebutton, drag theLavendericon from the
Themes Notice that a color scheme and pattern is applied to the entire chart and all the components
(see below):
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MINUTES
|
Child 1 Child 2 i
Subordinate Subordinate

Child 3
Subordinate |

Rememberpackgroundsand borderscan be applied using the same steps.

9. The next step will be to name our chaffto do this, go to th&hart Design Palettand click on the
AutoTextsbar.

Components
Shapes

AutoTexts

CGHART :DII'H'IG-IDN_.
?ﬂJ ?ﬂJ

Chart Title  Division Title

SelectChart Title To applyhold down theLeft mouse buttondrag theDivision Titleicon from the
AutoTextsarea and drop it in the center of the chart below the components. (Notice that the default
name oféChart E appears in the element).

10. To change the name that appears in W@eart Title AutoTextelement, go tahe tab at the bottom of

the chart
LA M 1Drgchart Professional !I
I

You can change this by double clicking on the tab and then typing the new nameO(g€hart
Professionadl

11. Alternately you can click on tHgata Outline Viewat the bottom of theMain Work areathen click on
the DivisionsView tab (see below)
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‘H 4 0 M !Chartl! 4

Chart 1

12. dick on the worddChart ¥ andRight mouse clicto launch a pog up menu (see below):

ﬂ Rename Chart/Division ﬁ

Enter new name

| QrgChart Professional

Ok | Cancel

13. Typein the wordsoOrgChart Professioreaénd hitEnteror clickOKto apply the changes. The new title
will appear in the og screenAutoText

14. The text in the AutoText Chart Title element is too small, so to make it larger, click in the AufoText
dark boxwill appear around the text to indicate that it is editabl&/ith the text still selected, go to
the Hometab on theFontsectionand do the following:

a. Click on theFont Typedrop down box and choosArial (if this is not already present by
default).

b. Clickon theFont Styledlrop downbox and choos®&old.
c. Click onthéFont SizelropR2 6y ©62E YR OKBgdsaedhelawk S y dzY o SNJ &

BE9-C s

FILE HOME GROUPING INSERT PAGE LAYOUT

i : T

7 -
24 -
B /] U A-
i
45

P

72 = |
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OFFICEWORK SOFTWARE PART 3: MAKING YOULHRART LOOK PRCHFENAL IN £
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15. The changes will be applied automaticaMour chartwill now appear very similar to the following
example:

16.2 SQNX doheYAl&hé elements are now present; now we just have to arrange them in an
attractive pattern. To do this, we will move the componetashe middle of the chart and center the
title.

17. Componentscan only be moved wheyou are irMove mode To entetMove mode go to theHome
tab andclick theMove mode button (located inthe Toolssection). (Note: theMove mode button is a
toggle switch which turns on and off if selected repeatedly, so you may need to press it twice to get
into Move mode)

18. To move a group of componentdick2 y (i K S pafieNtBGdekd@eows will appear on thal NSy (i Q &
nodes to indicate which directiondNaS I @I Af | 6 f S P@sNill Mdca@t&Sdit&yoisdat wS R &
are not available (see below).
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