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Creating and Editing What-If Succession
Planning Charts

When the chart is published, the viewer sees one of the following buttons, based on the
administrator’s selection when publishing the planning-enabled chart.

- What-If Organizational Planning only
- What-If Succession Planning only
- Organizational and Succession Planning

If only one option is available, the planner is taken to the appropriate dialog to open the
chart. If both options are available, the planner is prompted to select the type of planning
chart to open.

@ Panra |1 = o -
Organizational Planning

Succession Planning

Figure 1.

If there are no existing what-if succession charts, the New Succession Planning Chart dialog
opens.

1. Type a name for the chart or accept the default shown in the dialog.

You are about to areate a new succession planning chart. You

can use the chart to perform succession planning within your
orgranization.

This chart will indude boxes from Russell Heis - Pacific Eastern’
and down.

Please enter a name for the new succession planning chart:
] OrgSuccession for Russell Heis|

Options
I™ Password protect this chart

Passward: I

[V Create a shortcut to the chart on my Windows desktop

| Create and edit chart I Cancel

Figure 2.

2. Complete, or select, the appropriate options.
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— Password — The planner can be required to supply a password if the chart
administrator selected this through the publishing process. The planner may also
choose to set a password for the end users of the modeling charts.

— Restrict planning chart size — The planner may limit the number of levels

available within the modeling chart.
— Create a shortcut — The planner may create a shortcut to the planning chart on

his/her desktop.

If a modeling chart exists, a dialog displays the list of the charts. Planners can open, delete,
or edit charts.

To open a modeling chart select a chart from the list and click Open.

T
_INew [S50pen 9Delete |
Chart | Last Modified [

& a0rgSuccession for Russell Heis - Pacific Eastern  2/16/2011

Figure 3.

Changing the Location of the What-If Organizational Planning
Charts

Planning charts are stored on the server (EChart only) or on your local machine. If you want
to change the location:

1. In the Succession Planning Charts dialog, click Move Chart Location.

Folder: iC:'\PIamngChartsOPgl,Organizat\ohaPIanhg\

Move Chart Location... | Close I

Figure 4.

2. Browse to or type the Folder name for the new location.

Select a location to publish this chart

B Desitop =
® (G Lbraries
=8
51l appDats
Local
B ) Localow i

Figure 5.
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If necessary, click Make New Folder.
Click OK.

3. Open the modeling chart and select File, then Preferences. The Preferences dialog
opens.

4. Click the Browse button to navigate to the new folder location and click OK.

ekt inatachiadintiibe

Succession Planning Path

0 .

| €:\Users\nancyh\appDatal.ocalLow\SuccessionCharts\

i

Figure 6.

5. A message prompt asks if you want to move all planning charts to a new folder. Click
Yes.

Securing EChart What-If Organizational Planning Charts

The chart administrator can limit planning to a selected span of control. After this has been
applied and you attempt to create a planning chart outside the span of control, the following

occurs.

e If your chart box is not the current top of chart, you are prompted to produce a
planning chart containing boxes within your span of control.

OrgPublisher

You do not have permission to create a planning chart from this
location in the hierarchy. Do you want to create a planning chart
from your own box and down?

| Yes I No

Figure 7.

e If your chart box is the current top of chart, the New Succession Planning Chart
dialog opens.

e Some planning chart users may be given the option to plan from any span of control.
In this case, the current top of chart box is the span of control included in the

planning chart.

PluginX
When working with a published PluginX what-f succession planning chart, the current top of
chart box is the span of control included in the planning chart.

Returning to a What-If Succession Planning Chart

1. Open the published chart on your intranet.

2. Click the planning button ‘%*6 el ‘ in the toolbar.
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3. In the Succession Planning Charts dialog, select the planning you need and click Open

- Succession Planning Charts x|

I New [ Open 3Delete
(Chart | Last Modified |
o aOrgSuccession for Russel Heis - Pacific Eastern  2/16/2011

Figure 8.

If a desktop shortcut was created for your planning chart, you can choose to double-
click the icon to open the chart.

Figure 9.

Deleting a Succession Planning Chart

1. Open the published chart on your intranet.

2. Click the planning button % SuccessonPamins | 1 4 to0lbar,

3. In the Succession Planning Charts dialog, select the planning you need and click Delete.
- Succession Planning Charts

Chart 5] [ Last Modified

a aOrgSuccession for Russell Heis - Pacific Eastern  2/16/2011

B OrgSuccession for Russell Johnson - PadficE...

Figure 10.

4. Confirm you want to delete the chart and, if applicable, the shortcut icon. You are
notified that the deletion is complete.
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Using the Views Toolbar

The chart administrator defines the look and feel for each view. If enabled by the
administrator, planners can click the toolbar button to open a view and click it again to close

It.

Figure 11.

Styles View — Lists the available styles in the chart. Click to select the style you want to
see.

Tree View — Displays the organization hierarchy in an outline format.

List View — Displays chart data in a spreadsheet layout. A second pane within the view
opens the Search View, offering search options and displaying results in a spreadsheet
layout.

Profile View — Displays additional data about an individual that may not appear in the
chart box.

Summary View — Displays counts and summaries of numeric fields. A second tab opens
the Graphs dialog enabling you to create, modify, and view summary data in a
graphical format.

9 Box View — Displays individuals as the fall within a 9 box grid, a matrix typically
measuring potential and performance in succession candidates.
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Creating a Successor in a Succession Chart — Drag
and Drop

The easiest method for creating a successor in a succession chart is to use drag and drop.

1. Place the mouse pointer on the person’s name who will become a successor. Hold the
left mouse button down to select. The individual’s name is outlined with a solid red line.

Pacific Eastern

Pacific Eastern

President
Russel Heis
Successor Perf. Potential

Executive Staff
A tant to President
Bobbie Johnson
Successor Perf. Potential

Creative Media
reative Wice Pr nt Di
| Paul Melbram |
Successor +Pomnliu| Success
1
dia ‘ | Creative Print | ‘ High Tech Creative
Figure 12.

2. Continue to hold the mouse button down and drag the person’s name to the position
where they are a successor. The mouse pointer has a person figure attached while
moving around the chart. When the cursor is on top of the current position holder’s
name (a dotted red outline around the name), release the mouse button.

Pacific Eéétern

Pacific Eastern

President

Russell Heis f

Successor Perf. ntial

Executive Staff
Assistant to President
Bobbie Johnson

Successor Perf. Potential

Creative Medi

Creative \Vice President

| Paul Melbram |

Successor Perf. Potential Succes

Figure 13.
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The successor’s name appears below the current position holder and a change icon
appears in the top-right corner of the chart box.

gu—
Pacific Eastern | “a ]

President

Russell Heis
Si Perf. F
Paul Melbram 4 40 I
1

Figure 14.

Creating a Successor in a Succession Chart — Copy and Paste

A second option is to copy and paste a successor into the correct location within the
succession chart. This method is helpful when placing someone in a box that is outside of
the chart viewing area.

1. Place the mouse pointer on the person who is to become a successor. Right-click and
select Copy.

on
. Potential

Media Planning & Buying
Director of Media

Amy Stepp 1

Successor Perf. Pot Add person to group...
Show Photo for Director | —
Photo Wizard... cruitin
e fing Mar
i [ coov | cisc Jfo! Jome
Succes o ey
—_ -1
dia Planning Jv
Planning Manager Me > Top of page (Book style printing)
Cal Kramer Karen Smith
r Perf. P ial S Perf. P
Figure 15.

2. Locate the box containing the current holder of the position by:

— Searching for the person’s name and clicking to navigate to the person
— Drilling to the person
— Scrolling

3. Place the mouse pointer on the person’s name. Right-click and select Paste.

Pacific Eastern LY
President

[ TFusselfies |
Successor  Perf. Add person to group...
Paul Melbram 4 Show Photo for President
Photo Wizard...
<
I copy Ctri+C
Suc[ paste |, coiv |
- Top nf!ﬁqe (Book style printing) b & Buyin

l Director of Media
Amy Stepp

Figure 16.
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The pasted record is nhow a successor.

Pacific Eastern RN
President
Russell Heis
Successor  Perf. Potential
r Amy Stepp 4 40
Paul IMelbram 4 40
Figure 17.

Using Search View to Create a Successor

Another easy method for adding successors is to locate the successor in the Search View
pane of the List View or by using the Search button in the toolbar.

1. Locate the box containing the current holder of the position.

2. Open the List View and activate the Search View.

I v x
List View
I Search View I
2 Gmups
Name: ~ Last First
= Any Part of Field - 0Go ¥
[~ Search under Russel Heis' ¥t [T Reset
Name: Job Title: Bax Title: Hire ~
& Lisa Abbott Purchasing ... Finance 11
& Emily Abbott Media Coor... Media
& Cheryl Adelsperger Benefits Sp... Benefits 08,
# abigai Alexander WebProgr... Web
& Gal Amster Product Sp...  National 1
& Caroline Anderson Accts Rec/...  Finance 09
& Olivia Balley Programmer  Business A...
& Henry Banner Writer Collateral 04
PO a e = I
Figure 18.

3. Search to locate the intended successor.

4. Place the mouse pointer on the search result for the successor. Hold down the mouse

button and drag the drag the record to the box containing the current holder of the
position.

= e
1 List View

Search View
Search | Groups
Name: ~ || smith
= Any Part of Field w MNew search v WG ¥
[™ Search under Russel Heis'
Name: Job Titke: Box Title: Hired
. & David Smith HR Specialist  HumanRes... 11/15,
ve Staff & David Smith Inventory ...  Finance 04/15,
o President & Kinder Smith Firewall Ad... Network Te... 0515,
Johnson & Jerome Smith Broadcast ... Broadcast... 0507
Perf. Potential Karen Smith Media Buyi... Media Buying usm,l

Media Planning & Buying
Director of Media

AmyStepp | #

T o Lo

Media ¥

ledia Coordinator Beer

Saly Cane ¢
oo |

Figure 19.
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5. Release the mouse button.

The successor is added to the chart box and the person now appears twice in the Search
View. The red entry indicates the succor position held in the chart.

[ —

Name: | smith
=Any Part of Field » New search

[~ Search under Russell Heis'

I # Karen Smith Director of ... MediaPlan... 08/3
f & David Smith HR Specialist  Human Res...  11/15/
ent & David Smith Inventory ...  Finance 04/15;
R Kinder Smith Firewall Ad... Network Te... 05/15;

Potential mith Broadcast ... __Bro L. 0907
R Karen Smith Media Buyi... MediaBuying 08/31,

Media Planning & Buying "3
Director of Media

Amy Stepp B
s or Perf.Lg tential
| [ karen smith 3 20 || lii
} T [T 1 Rerr

Figure 20.

The Search View list indicates the status of the listing, as noted in the following figures.

If the planner restricted the planning chart size and there are people on lower levels in
the organization, these records appear in the Search View. Drag and drop to place them
in the chart as successors. (Clicking on the name does not navigate within the chart
because the person is not charted in the succession planning chart.)

[~ Search under Russel Heis’
Name:
David Smith
Jerome Smith
Kinder Smith
:i.' Karen Smith
& Karen Smith

Figure 21.

If the chart administrator formats the name for the successor position with a color other
than black, the successor name displays in that color in the Search View list. This
distinguishes successor records from other records in the list. An icon appearing to the
left of the name indicates that the person is charted in the planning chart. You can use
drag and drop from the Search View or click on the name in the chart and navigate to
the planned chart box.

[~ Search under ‘Russell Heis®
Name:

David Smith

Jerome Smith

David Smith
nge g

aren omid

Figure 22.
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Names for non-successor positions display in the Search View list. An icon appearing to
the left of the name indicates that the person is charted in the planning chart. You can
use drag and drop from the Search View or click on the name in the chart and navigate
to the planned chart box.

[~ Search under Russellt
Name:

David Smith

Jerome Smith

David Smith

Kinder Smith
ﬁ Karen Smith

& Karen Smith

Figure 23.

Using 9 Box Results to Create a Successor

If a 9 Box Matrix view has been formatted and displays in the chart, you can drag and drop
individuals from the 9 Box into successor fields. If the 9 Box Matrix View is not displayed,

click the 9 Box button

]

in the toolbar.

Note: The 9 Box Matrix View does not launch if the chart administrator has not
created and formatted the matrix.

1. Place the mouse pointer on the person in the 9 Box View you want to move. Hold the
left mouse button down and drag to the box of the person to succeed.

2. Release the mouse button to drop the successor into the new box.

roex
9 Box Matrix

[Jomes, Carol

Jester. Jonathan| [Cane. Saly M
(Glorisn, Hal Growwer, Lesie

(Grape, Laura Krames, Cal

Jezsup. Raymend |Ponds, Gerald

June. Lyle Reder. Leshs

Layton, Reece | |Foo, Kayia
Wrght, Sandra

Bratton, Jason Johannson, Gretd

Broadcast Media
ﬁ:gag;agt Me';ﬂ rgs[g!
Smah, Kaen | |dchnson, Bobbie : :
1

Figure 24.
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Moving a Successor - Drag and Drop

A successor can be moved from one box to another in the what-if succession planning chart.

1. Place the mouse pointer on the successor’s name. Hold the left mouse button down and
drag the successor to the new location.
2. Release the mouse button to drop the successor into the new location. The figure below

shows Karen Smith moving from the successor to Amy Stepp, on the right, to the
successor of Paul Melbram, on the left.

Bobbie Johnson

Successor Perf. Potential

Media Planning & Buying "3
Director of Media

L
Creative

Creative Vice President

[ Paullicgram Amy Stepp
Successor P Potential Successor Perf. Potential
: aren Smith 3 20

Creative Director
Brandi Nelson

Creative Print ‘

High Tech Creative
Creative Director

Kvie Yelow

| | Media
[T -

Figure 25.

Moving a Successor — Cut and Paste

Place the mouse pointer on the successor’'s name in the chart box and right-click.

Select Cut from the options list.

Place the mouse pointer on the new location and right-click.

P ODd e

Select Paste from the options list. The successor now displays as the successor in the
new location. The figure below shows Karen Smith cut from one box, on the left, and

pasted into another box, on the right.

—
Media Planni ng & Buying " L
Director of Media g
Amy Stepp Creative
Perf. tial Creative Vice President
- . _ Paul Melram 1
Add person to group... Successor  Pe|  Addperson to group...
Show Phato for Successor T Creative P Show Phgto for Vice President E—
Photo Wizard... Creative Dins Photo Wizard...
|X Cut Crl4x | =2 Brandi Nek - Copy cHr4c
i Copy L@ Crl+C Successor  Pel m
Planning Delete Del | Paste Ctrl+v |
ning Manager N OFDB?E (Bosk style printing)
Kramer ~ Top of page (Book style printing)
Perf. Potential| | or  Perf. jal |

Figure 26.

Placing a Person in a Second Successor Position

One person may be a successor to more than one position. Drag and drop or copy and paste
the name in the new location in order to place the person in a second successor position.
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Deleting a Successor

If you have placed a person into a successor role in the chart and you must remove them,
right-click on the successor name in the box and select Delete from the options list. This
removes only that occurrence of the person within the chart.

Successor Perf
Broadcast Media L™ Creative Pri
Broadcast Wedia Director Creative Direc
Jason Wyoming Brandi Nelso
Perf. Perf
Eal Kramer a kL
Ryan Dozier Add person to group...
Show Photo for Successor
Photo Wizard...
al 4 cut ctr+x
Iy copy Col+C
[Ceete o
a3
- TEVETT SOy
Figure 27.

Rearranqing Successors within a Chart Box

When you add multiple successors in a single box, you can reposition them to indicate which
person is the first, second, or third successor in line for the position.

1. Place the mouse pointer over the name of the successor you want to move and hold the
left mouse button down.

Broadcast Media a

Broadcast Media Director

Jason Wyoming
Successor Perf. Potential
Sandra Wright 4 40
Cal Kramer 4 70

R+

Figure 28.

2. Drag the successor name on top of the successor name that should be above the name
you are moving, as shown in the figure below, and release the mouse button.

I

-

Broadcast Media Y
Broadcast Media Director
Jason Wyoming
Successor Perf. Potential

Sandra Wright 14 40

Cal Kramer * 4 70
Ryan Dozier §‘5 40

Figure 29.
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The successors are rearranged, as show in the figure below.

Broadcast Media Y

Broadcast Media Director

Jason Wyoming

Successor Perf. Potential

Sandra Wright < 40

RyanDozier  ]s 40
Cal Kramer 4 70
Figure 30.

3. Repeat steps 1 — 2 to reorder any other successors.

Editing Successor Data

Any data, with the exception of the person’s name, associated with the successor position
shown in the chart box is editable. If the successor data is the source for the 9 Box Matrix,
the successor’s placement in the 9 Box is affected by the data change.

1. Click once on the data you want to edit.

2. Click a second time to place the cursor in the text area.

3. Select the existing text and type over it with the new data.
4

Click on a blank space in the chart to complete the data update.

Broadcast Media A
Broadcast Media Director
Jason Wyoming
Successor Perf. Potential

Ryan Dozier 3 30'
Sandra Wright 4 40
Cal Kramer 4 70

Figure 31.

Note: If a person appears more than once in the what-if succession planning chart,
the data update only affects the selected occurrence of the person. If applicable,
navigate to the other occurrences for the person and update the data for those

entries.
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Showing Change Icons

The show change icon is a visual indicator that change has occurred in the what-if
succession planning chart. The chart administrator determines if this feature is enabled.
Planners can determine if the icons are displayed in the modeling chart.

Click View in the main menu and select Show Change Icons from the options list.

*. Go to top of displayed chart

List View
Style View

Proﬁeﬁew
T Summary View
T Tree View

Filter View

Reset Docking Window Layout
Toolbars
Status Bar

Figure 32.
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Using the What-If Succession Planning Change
Report

All changes made in the planning chart are tracked. The movement report is available to
view or print.

Modifying Change Report Settings

1. Click the Generate a Change Report button . The Change Report Options dialog
opens.

2. In the Generate Report tab, click the drop-down arrow and select the format you want
to use when displaying names.

3. If you select Custom, the Custom Name Format dialog opens.
Custom Name Format x|

You may specify a custom format for showing people’s names in the
report. To spedfy a data field, put the field name between § characters.

For example, the format $Box Tite$ - $Name$ ($MyCustomPields)”
will result in a display of "Marketing - Jane Doe (Custom Field Data)”

Below is a kst of avaliable data fields (double dick to add automatically):

$Hox Titles -
$Box IDS

$Job Titles

§First name$

$Middle name$

SLast names

SHireds

SDegrees

SUniversity$

$Salarys

SPayGrade$ ;l

Custom name format:
$Box Titles - sName$ - sPerson Id$

| Example of this format:

Box Tite - Jane Doe - Pid

Cox ] cnw

Figure 33.

4. Double-click the fields you want to add to the name display. Your selections appear in
the Custom name format field and an example of the report display appears at the
bottom of the dialog.

5. Click OK to return to the Change Report Options dialog and select the method to view
the report, in the browser or a spreadsheet.

Where to view the report
% View report in web browser
" View report in Microsoft Excel

Figure 34.

6. Click Generate.
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The following report sample shows three people were added as successors to Russell
Heis.

7Changes for each position in
OrgSuccession for Russell
| Heis 3 Levels

The following successors were
added

Pacific Eastemn - Pacific Eastern - Paul
Melbram - 9822

Broadcast Media - Broadcast Media - Ryan
Dozier - 20009

Broadcast Media - Broadcast Media - Cal
Kramer - 2344

Broadcast Media - Broadcast Media - Sandra
Wright- 3111

Figure 35.

Exporting Change Data

Responding to client requests, you can create a comma separated file reflecting changes
that can be used to upload into a source HR system. Planners select the required fields
within the what-if planning charts.

The resulting Microsoft Excel file contains three tabbed worksheets:
e Added Successors — a new succession candidate is added
¢ Removed Successors — an existing successor is deleted

e Changed Successors — an existing successor is moved from one position to another

Figure 36.

Copyright 2015, PeopleFluent. All rights reserved. Proprietary and confidential.
PeopleFluent and the PeopleFluent and OrgPublisher logos are trademarks or registered trademarks of PeopleFluent. All other
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1. Click the Generate a Change Report button in the what-if planning chart.
2. Select the Export Change Data tab in the Change Report Options dialog.

lChange Report Options x|
Generate Report Export Change Data |
The export option will generate a Microsoft Excel file that has a sheet
for each type of change - added positions, removed positions, edited
records and boxes that were moved.
Specify which fields you want to display with each record:
Parent Box ID -
Box ID
O person1d
Box Title
O 3ob Title
First name
O middie name
Last name
O Pasition ID:
E Succession Rank: =l
Select All | Clear Al |
|
Figure 37.

3. Select the associated check box for each field you want to include.

4. Click Generate to produce the Excel file with the selected fields. Excel opens the
spreadsheet with three tabs.

Note: Parent Box ID must be one of the selected fields in order to see the current
and previous Parent Box ID data for a changed report.

Distributing Charts and Change Reports

OrgPublisher what-if succession planning charts and change reports are distributed by the
planner. The change report can be sent to Excel and then printed or emailed to another

person.
You can find more information in the OrgPublisher Print and PowerPoint document.

Sending the Chart and Change Report

1. Click the Send chart to another user button in the planning chart.

Bl i bo

Send chart to another user

Figure 38.

2. In the Email OrgPlan dialog, select the items you want to send and click OK.

Select what you want to send
€ Send chart and a change repart
% Send chart anly
" Send change report only

[Coc 1 _conw |

Figure 39.
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3. The files are attached and directions on how to view them are added in the email
message. Type the email address and click Send.

" NCELEE L
i)

Untitled - Message (Plain Text)

Message | Inset  Options  FormatTest
- = [
% Cut T\ (G = = L permission ~
[AWwEEE 4 55 m .
= {3 Copy ¥ HighImportance
Paste [B 7 ©|*® - A -|[= = =iz s Address Check | Attach Attach Business Calendar Signature | Follow Spelling
- J Format Painter —. e S Book Names File Hem - - up~ = B Lowimportance .
Clipboard & Basic Text Names Include 5 Options 5 || Proofing
This message has not been sent,
= To.. | [
ek ce. ||
Account - | Subject: |

attached: [ orgsuccession for Russell Heis 3 Levels.oc 212K8); & for Russel Heis 3 Levels.him (5 KBJ; || OrgSuccession for Russell Heis 3 Levels.aqu i KB

To view this planning chart, please save the ocp, agu and htm files to your hard drive and then double click the htm file.

Figure 40.
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