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Navigating this User Guide

There are three ways you can navigate this User Guide

You can: If you can't
’ see the

navigation

1. use the navigation pane in the User Guide PDF | pane, click on
document that appears on the left-hand slide of the thisiconto
User Guide PDF bring it up

2. use the Contents section on page 4. You can
navigate back to the Contents section at any time
by clicking on the {} icon in the top right corner of
each page

3. use the Search function in the User Guide PDF
toolbar

> [l 160 Color Pal

To see all the navigation options, you need to download
the User Guide and open it with your Adobe PDF Reader.
Viewing the User Guide in a Browser, e.g. Chrome, will
limit your navigation options
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quickly navigate to follow up content on that section.
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Settings release number

This user guide details functionality found in release number 1.8 of orgvue settings
The current Release Number can be identified from the browser address bar along with details of the Environment,

Region and Tenant

Environment: orgvue-staging (fig a) or production (fig b)

Region: Europe, USA or Asia

Release & Update: e.g. 1.8.104119 = update 104119 of release 1.8
Tenant: Tenant ID

hON=

b» orgvue settings o + e e o

c 0O # | orgvue-stagingleu-west-1.concentra.io/app/configui/1.8.10411397tenantld3 ORGVUE_LEARNING

orgvue {l- (fig a)

b» crgvue settings e— 3 o

c O @ | orgvueleu-west-1jconcentra.io/app/configuif1.6.93158)7tenantldCOMNCENTRA_CES

orgvue :‘. (fig b)
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orgvue Settings

The orgvue Settings is a standalone interface to enable management of an orgvue tenant
The following administration processes are conducted within the orgvue Settings interface

e Adding a dataset

e Adding / editing /deleting dataset tags to control permissions
¢ Changing dataset type (people, roles, processes etc.)

e Editing properties within datasets including property types and number formats and bins for measures
e Adding properties

e Managing expression and lookup properties

e Merge / Replace data in dataset

e Deleting properties

e Download dataset

e Delete dataset

e Add/ delete user

e Bulk user management

e Amend user

e Manage pack permissions

e Color palette management

¢ Create, upload, manage and edit links datasets

e Paste merge links dataset

This User Guide takes you through the functions available and also covers the steps for each of the processes

Note: orgvue 3 is designed to work on the latest version of the Google Chrome browser. If you are using an older version of Chrome,
you may experience performance issues. Access to orgvue 3 Settings is blocked from Firefox, Internet Explorer, Microsoft Edge and
other browsers
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1.0 Logon & getting started

Access to the settings logon screen is gained from the orgvue homescreen
From the menu button (fig a) on the header it is possible to access the settings menu option (fig b)

Selecting this option, will open a new tab in your browser with a log in screen as shown on the next page

—| orgvue 3.8
— Settings
Send Feedback

Packs
Return to Homescreen

ee—— a All Datasets v Search Packs Q

Example Pack 3 Example Pack 2
Updated: 24 Aug 2020 at 16:53 Updated: 20 Aug 2020 at 15:11
Data: Ov3 Demo Dataset 3 Data: orgvue demo dataset

Overview of User Guide Demo View Example Pack 1

Updated: 25 Aug 2020 at 12:07 Updated: 20 Aug 2020 at 15:44
Data: User Guide Demo View

B OrgVue 3 Demo Positions Dataset
Updated: 12 Aug 2020 at 14:30
Owner: leamingportal@orgvue.com

Locale - (en-GB) >

Data: orgvue demo dataset

Settings

& orgvue demo dataset
Updated: 6 Jul 2020 at 08:33
Owner: learningportal@orgvue.com

& ov3 Demo Data Set 4
Updated: 12 Jun 2020 at 15:32
Owner: learningportal@orgvue.com

(fig b)

4 Ov3 Demo Dataset 3
Updated: 12 Aug 2020 at 14:25
Owner: learningportal@orgvue.com

User Guide Example View
Updated: 12 Aug 2020 at 14:25

Legacy branch converted to Draft
Updated: 1 Jun 2020 at 15:45

branch to draft
Updated: 2 Jun 2020 at 10:14

Draft of Ov3 Demo Dataset 3
Updated: 5 Jun 2020 at 15:33

Cont}nued oh next page Draft of Ov3 Demo Dataset 3 scenario 2

Updated: 5 Jun 2020 at 15:38

orgvue Settings 1.8 Version 3.8
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1.0 Logon & getting started continued

Your orgvue logon ID and password will also provide access to the settings interface

The first step after entering your ID and password is to select the required tenant from the list

If you only have access to a single tenant, you will be presented with the homescreen as soon as you enter your ID and password

orgvue {»

welcome to orgvue

Email address

learningportal@orgvue.com

Password

orgvue {»

Forgot password?

welcome to orgvue

« Back to login screen

Select a tenant
orgvue.com

Search tenants

Digital Learning
Digital Learning 2

orgvue.com

orgvue Settings 1.8 Version 3.8




2.0 Homescreen

Once you have logged on and selected a tenant,
the home screen (fig a) displays a list of the
Datasets available to you as the default view and is
indicated by the dataset icon highlighted in teal (fig
c)

Available datasets will be based on permissions for
user role. The Users dataset, pack management
screen and color palettes screen can be accessed
by selecting the icons on the side menu bar (fig c)

To be able to edit a dataset, you must either be the
owner, have the role of admin, or the dataset must
be tagged with an edit tag e.g. edit:user This will
enable any logon with the role of user to edit the
dataset

To add a dataset click the +Add Dataset button to
start the process (fig b)

The Refresh button simply refreshes the view of
the available datasets with updated details (fig b)

From the menu button in the top left (fig d) it is
possible to navigate back to the latest version of
Workspace and this will open in a new tab in your
browser

orgvue Settings 1.8 Version 3.8

(fig c)

(«

(fig d)

= orgvuel»

Manage data documents within this tenant

Give Feedback

Locale >

|
|
I Workspace
‘ isets Links

(fig a)

orgvue [»

Data  Manage data documents within this tenant

(fig b)

( Refresh




3.0 Adding a Dataset

After clicking the Add Dataset button you will be presented with a screen to select files
The blue dotted line indicates the upload area

Click anywhere within this area to open a file selection window or drag your file onto the upload area

orgvue{» Tonant 1

(0

‘ Adding a datasetto Tenant 1

= = T
o Select files {2 ) Edit dataset details ( 3 ) Configure properties ( 4 ) Summary
a2 o e

+ Add Dataset

Drag a single file here to upload

_______________________________________________________________________________________________________________________________________

Cancel

Continued on next page
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3.0 Adding a Dataset continued

Once selected, the file will be displayed at the bottom of the screen

Click the Next button to progress to step 2

orgvue {»

Adding a datasetto Tenant 1

o Select files \(2) Edit dataset details

Example Dataset.xIsx

Example Dataset.xlsx

Continued on next page

orgvue Settings 1.8 Version 3.8
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Drag a single file here to upload

(/ 3 ) Configure properties
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(4 ) Summary
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3.0 Adding a Dataset continued

The selected file will then be imported by the application and you then have the option to edit the dataset details

If your selected file has more than one sheet with data, you can use the worksheet selection dropdown to choose the required sheet (fig a)
Supported file formats: .xlsx, .json, xml, .xls, .ods, .csv, .dbf, .rtf

The selected datasheet cell range is also confirmed on screen (fig b)

Py Tenant 1
orgvue {»
=
S Adding a dataset to Tepant 1
=y N
e Select files e Edit dataset details | 3 ) Configure properties ( 4 ) Summary
P A
Selected file Example Dataset.xlsx
(fig a) + Dataset Name: —
Example Dataset [ Sheet1 v Range: A1:BH1507 (flg b)
Worksheet # Dataset Type:
Absence Days Absence Absence Type Absence detail Age Bradford Index Ccy C“‘.D' = Current Bor
Peaple Instances termination
Sheetl
= == A1 B
3l
Sheet1 + Node Relationship: 8 5 42.18 200 GBP 208899 Rd”!"-“:' 1:BH1507
e @) Flat Hierarchical
Sheet2
6 2 Sickness Upper limb 54.29 24 GBP 2172
Sheet3 s
Sheetd Absence Days 0 0 38.11 - GBP 22659
Sheets i
#llabet Fieid 8 6 Compassionate Compassionate 5764 288 GBP a 9473
Absence Days
7 4 55.23 12 GBP 9726
Dataset Tags:
3 60.49 54 GBP 295

Cancel ‘ Beck ‘m
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3.0 Adding a Dataset continued

There are a number of options available on the edit dataset details screen,
and the options available will depend on the node relationship selection
(figs b & c)

e *Dataset Name: Free text field to enter a name for your uploaded
dataset. This will default to the file name of the selected uploaded file
but can be overwritten

o *Dataset Type: Dropdown selection box for dataset type being
uploaded

¢ *Node Relationship: Radio selection buttons to choose between Flat
dataset and Hierarchical. Further options presented will depend on
which radio button is selected

o *ID: Dropdown box to select data property in upload file containing
unique identifier e.g. employee ID or position ID

e *Parent ID: Dropdown box to select data property upload file
containing Parent identifier e.g. manager ID

e Label Field: Dropdown box to select data property to be used as Label
field. This will default to first column in data upload until alternative is
chosen

o Dataset Tags: Free text box to add any dataset tags to control access
for other users. Tags are entered as comma separated values e.g.
view:user, edit:hr
*Indicates mandatory field
Click next to progress to step 3

orgvue Settings 1.8 Version 3.8

* Dataset Name :

Example Dataset

* Dataset Type:

People

# Node Relationship :

(® Flat Hierarchical

#* Node Relationship:

(® Flat Hierarchical

Label Field :

Absence Days

Dataset Tags:

(fig b)

(fig a)

* Node Relationship :

Flat (®) Hierarc

* D
* ParentID:
Label Field :

Absence Days

Dataset Tags:

(fig )

hic:

al




3.0 Adding a dataset

Continued

Use the check boxes on the left to unselect
any properties not to be imported. By default,
all properties will be initially checked (fig a)

orgvue will automatically apply a type to
each property being imported but this can be
changed using the dropdown selection box

(fig b)

The number of properties selected for import
is confirmed on screen (fig c)

Once all property types have been selected,
the data can then be uploaded (fig d)

Important date formats: when uploading
properties data as dates from csv files they
must be entered in ISO format YYYY-MMM-
DD or long date format, if uploading from
XLSX then any Excel date format is
acceptable

Continued on next page

orgvue Settings 1.8 Version 3.8

)

Property Type
Number
Text
Multiline Text
Number
Date
Boolean
Absence Instances
Image
(fig a)
orgvued»
= ‘ Adding a datasetto Tenant 1
o Select files ° Edit dataset details
Selected file Example Dataset.xlsx
Dispiay Name Property Key
Abse
Absen L
A o

Property Type

You are importing 60 of 60 properties..

To change property type, please select from
the dropdown in the property type column.

To let OrgVue use default values, select the
Next button.

(fig b) (fig c)

Tenant 1

o Configure properties

=] (fig d)

| Back |




)

-
3.0 Adding a
< Tanaes 1
| (fig a)
atas et Continued Addiog acisaet bo L acant You have successfully imported 1509 nodes and 60 properties.

Your data has imported with no errors. If you wish to configure your properties further please click here.

After uploading, a confirmation P, A — —
message will display a summary s ———

Example Dataset

table with the following information: ]
e Dataset Name
e Dataset Type N
e Total nodes imported (fig b) w
e Total nodes import failures
e Total Properties Imported -
¢ No. Number Properties - orgvue{» - e @
¢ No. Text Properties e e

The dataset will now be available to . B

use in orgvue 3 and the dataset will PSS = :

now appear in the list of datasets on

the homescreen. s N woniny fepor vrow of OrgVue 3 Demo Overview of Orgvus 3 Demo

orgvue Settings 1.8 Version 3.8




4.0 Editing Dataset metadata (New)

Select the hyperlink on any dataset name from i i
the Homescreen (fig a) to access the edit
metadata screen

| Data | Org Vue 3 Demo Dataset 2

= Org Vue 3 Demo Dataset 2 You're viewing more metadata related to this Dataset

Org Ve 3 Demo Dataset 2

This will open a screen (fig b) with access to edit

& Peopie

the following:

o *Dataset Name: Amend or enter a new e -
name for dataset == ‘ i

e *Dataset Type: Select dataset type from m soe
dropdown list m '

e “Dataset Owner: Non amendable field

e Parent id: select property in dataset to
parent by and therefore change hierarchy

o Dataset tags: Free text field to enter tags to
control dataset access e.g. view:user,
update:user, hide:user, manage:user

e Node & Property Information: Non-editable
summary of dataset

e Save: Button will be shown and shaded
blue when there are unsaved changes

Note on changing parent id:
e Changing the parent id property will change the hierarchy in any pack created
from the dataset when the pack is next opened in workspace
e For any existing views or drafts, this change will not propagate down and the initial

“Mandatory fisld "parent by” for the view and draft will remain

orgvue Settings 1.8 Version 3.8




5.0 Editing Properties

Manage properties

(fig a)
From the edit metadata screen for a dataset o
it is also possible to select the Manager e
Properties button (fig a) Ov3 Demo Dataset 3 You're viewing more metadata related to this Dataset
This will open the Property Manager screen S
that lists all the properties present in the
dataset along with details of:
e Property Name
e Property Key
e Property Type _ _
e Property Tags (fig b) (fig c)
e Property Aliases ’
e Property Required Y/N orgvue.»
= } Property Manager: Example Dataset o Refresh =
Each column can be used to sort the data in ST (R .
ascending or descending order using the '
up/down button (fig b) o .
. . . Absence Instances Absence Instances Number H (flg d)
Properties displayed in columns can also be '
filtered using the Filter button (fig c)
. o i 2 Edit
Selecting the more details ellipsis button
(fig d) will open the Property Menu (fig e) 0 Duplicate
Cost Of Termination Cost of termination Text IIII :]:I':lz
Current Employee Current Employee Text H (flg e)

Continued on next page
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5.0 Editing Properties

Continued

Selecting Edit from the Property Menu

will open the edit property side panel e Bl Fating: Absence bavs

» Display Norme:
Absce Days ° .

m Bxpressions LD
- v
o Do

# Display Name:

The options available to edit on the side
panel will be dependent on property type
selected

Numbar L Absence Days °

* Property Key:

Absence Days

The available property types are selected

from a dropdown menu (fig a) + Property Type:
123 Number [-]
L4 TeXt Format: Places:
e Multiline Text Defaut smak v 1
[ ] Number Bins: Count: Quantiles :
L4 Date = Auto v 1 0
e Boolean (True / False)
Text
Property Tags:
Multiline Text
Mumber ~ Advancsd
Date
Boolean
Image

(fig a)

Close

Continued on next page
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5.0 Editing Properties

Continued _
(fig a) (fig b
Selecting Ec_lit from the !:’roperty Menu will S S TEET
open the edit property side panel Editing details for: Absence Days v i
. . . . General Expressions Lookups ”:
The options available to edit on the side N - " £4,1#1#0.00 £98,765.43
panel will be dependent on the property type * Display Name: $#,##0.00 $98,765.43
SeleCted . €4 ##0.00 €08,765.43
HHO. 7B5.
* Property Key:
For a number property (fig a) the following Whaeion AR
options are available to edit: < Property Type. #,440.00K 98.8K
] umber £# #40.00K £98.8K
e Display Name Format- Places: $H,##0.00K $98.8K
Property Type . 0.000% 98.765% 1 'E#..##O.DDK £08.8K
e Format — dropdown menu (fig b) to i . .
. ins: ount: uantiles :
select required number format . 1 W0k ane.ax
¢ Bins — select from dropdown menu # #4#0.00M 0.10M
options of Auto,_ Quantlle_s or Cgstom S W
e Count - used with Auto bins option to Property Tags:
set the number of bins for property R BRI
¢ Quantiles — used with quantiles bins o €4 14£0.00M €0.10M
option to set the number of quantiles ¥# #40.00M ¥0.10M

e Custom — Used with custom bins
option to enter a custom bins list
(comma separated)

e Property tags — free text field to enter
any property tags

Continued on next page
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5.0 Editing Properties continued

For a date property (fig a) the following options are available to edit:

Display Name

Property Type

Format — dropdown menu (fig b) to select required date format
Property tags — free text field to enter any property tags

Important date formats: when uploading properties data as dates
from csv files they must be entered in ISO format YYYY-MMM-DD or
long date format, if uploading from XLSX then any Excel date format
is acceptable

For a Boolean property (fig c) the following options are available to
edit:

Display Name

Property Type

Format — dropdown menu (fig d) to select required format
Property tags — free text field to enter any property tags

For a text or multiline text property (fig e) only the following options are
available to edit:

e Display Name

e Property Type

e Property tags — free text field to enter any property tags

orgvue Settings 1.8 Version 3.8

(fig a)

(fig b)

Editing details for: Absence Detail

Expressions Lookups

* Display Name:

Absence Detail L]

* Property Key:

* Property Type:

Date [

Format:

Date (short)

Property Tags

Vv Advanced

Day (dd)
Day (E)

Day (EEEE)

Month (MM)

Maonth (MMM)

Manth (MMMM)

Year (yy)

Year (yyyy)

Moenth Year (MMM-yy)
Date (short)

Date {dd MMM yyyy)

Date (dd MMMM yyyy)

okups

Editing details for: Current Employee
General Expressions Lo
* Display Name
Current Employes
* Property Key:
* Property Type:
Boolean
Format:
Yes | No
Property Tags
W Advance: d
(fig d) 1/0
True [ False
Yes [ No
(flg e) Editing details for: Absence Detal

+ Display Name

Avsence Detal

* Property Key:

xpressions




6.0 Adding Properties (fig a)

Tenant 1
It is possible to add a property to your C Refresh (fig b)
dataset using the + Add Property button
(fig a) from the dataset property manager X
e @
. . . . . = o o = Editing details for: newProperty
This will open the edit details side panel o W i oo I
(flg b) fOF the neW property Where you Can N e S i e i sewies Expressions Lookups
enter the following details: - : : N
. newProperty [ ]
° *D|sp|ay Name P
* Property Key
s *PrOperty Type newProperty [
[ Property tags — free text field to iakifato + Property Type:
enter any property tags Text °
The property types are selected from a Froperty Tags:
dropdown list. (fig c _
p (fig c) (fig )
W Advanced
*Mandatory field
Text
Multiline Text
MNumber
Date
Boolean
Image
Close
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7.0 Expression Properties

When adding new properties or editing existing (fig a) (fig b)
properties, it is possible to include expressions to
create calculated properties

Adding new property: calculated property example Addlr‘lg new property: calculated pI'Operty E}(ample
This may range from simple mathematical
calculations that add two properties together, to « Dispiay Name: General m Lookups
provide a sum, through to more complex logic e property eranot .
based transformations of data

* Property Key:

. . . . . . calculated property example [-]
Expressions in orgvue are written in Gizmo. Itis a
scripting language that has its roots in JavaScript e S
g Number

but has been added to and modified by the orgvue
development team Format: Places:

Default 98.8K 1
For further detail on Gizmo expressions please go Cown:  Quantiea:
to the Gizmo cookbook on the orgvue support ' ’

portal

Property Tags:

To add a new property with an expression first
follow the steps in 6.0 Adding Properties (fig a)

v Advanced

Then select the expressions tab of the property
window (fig b)

Close

Continued on next page
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https://support.orgvue.com/hc/en-us/articles/360000490458-Gizmo-Cookbook

. . (fig a) fi
7.0 Expression Properties (fig b)
Continued Adding new property: calculated property example
On the Expressions tab of the property Default
window, there are three fields (fig a) to corre | 7
be Completed: * Property expression mode : | n It | a |

Fixed

e Property expression mode Inherited value

Drop down menu (flg b) to select * Property evaluation mode:
required expression mode. For Auto .
more detall on eXpreSSion mOdeS Expression: leed

see Properties Default Values on
the Support Portal

node.currentsalary+node.currentbonus

e Property evaluation mode Drop (fig c)
down menu (fig c) to select
required evaluation mode. For None

more detail on evaluation modes
see Evaluation Options on the

Auto
support portal
e Expression window (fig d)to Close
enter expression in Gizmo script Node
fig d
Click Save to save the expression within (fig d) On demand
the property Expression :
Hierarchy
node.currentsalary+node.currentbonus
Script
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https://support.orgvue.com/hc/en-us/articles/203851351-Properties-and-default-value-explained
https://support.orgvue.com/hc/en-us/articles/203789002

8.0 Lookup Properties

New or existing properties may be linked to lookup datasets that have
been loaded into your tenant with the dataset type set to Lookup

Lookups allow you to reference a central source of data that may
change on a regular basis without having to change all the datasets
using the lookup data

A common example would be an exchange rate table to provide
currency conversion rates to all salaries entered in local currency
based on the location property

If a new property is being added to link to a lookup, follow the steps in
6.0 Adding Properties to complete the mandatory fields on the
General tab first

To set a property to reference a lookup table, select the lookup tab
on the property window (fig a)

Then within the window (fig b) first select the lookup type from the
drop-down list (fig c). If the lookup dataset has been saved with the
name of the property being looked up from, then the Auto option can
be selected

Otherwise select Dataset as the lookup type and then select the
name of the lookup dataset in the Target Dataset window

Further options allow you to restrict data entry to this property to just
those in the lookup table for data validation and to also sort the
options alphabetically

For further detail on Lookups see Lookup Support Article
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(fig a)

Editing: Location

General Expressions

(fig b)

Editing: Location

General Expressions

Lookup Type:

Dataset

Target Dataset:

Currency

Restrict to lookup:

Sort alphabetically :

Close

(fig )

Auto
MNone
Expression

Dataset



https://support.orgvue.com/hc/en-us/articles/206848529-How-do-I-improve-data-validation-using-lookups-

8.1 Master sub-tenant lookups (New)

Users with a master sub-tenant setup can
create lookups in a master tenant, which will
then be available to be applied to any dataset s
in a sub-tenant

orgvue [»

Masta:_Sattings

For a dataset to be available as a lookup in a
sub-tenant, one of the following options must
be applied in the master tenant

view:guest

1. Create the lookup in the lookups tab

2. Create a dataset as any type and tag it
with “lookup”

(fig a)

Permissions:

1. The lookup will become available to
users in the sub-tenant when it is
tagged as view:guest (fig a) in the
master tenant

2. If an admin has access to both the
master and sub-tenant, they will have
access to the lookup regardless of the
tab

Editing: Currency

General Expressions

Lookup Type:

Dataset

This dataset is from the master tenant (flg b)

[ Currency (ﬁm
hJ

Restrict to lookup*

Within the lookup dropdown, users will be able
to identify a lookup from a master tenant as an
option with an information icon next to it (fig b)

Sort alphabetically :
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8.2 Expression lookups (New)

An expression lookup allows you to define what options
are available when updating a property value

This may be useful to limit inputs to a property value to
ensure data cleanliness. An example of this may be to
limit the locations available to select from, to only London,
New York & Paris

This can be done for existing or new properties. To apply
an expression lookup to a new property first follow the
steps in 6.0 Adding Properties

Then for new, or existing properties, select the Lookups
tab and set the Lookup Type to Expression (fig a) via 5.0
Editing Properties

The lookup expression must be entered inside square
brackets [ ] with each option in quotation marks " and
separated by comma ,

For the example location lookup, the expression would be:
['London","New York","Paris"]

This expression should be entered into the lookup
expression field (fig b) and the restrict to lookup switch
used if only the options in the lookup expression are
permitted for entry. If the switch is left in the off position,
then the lookup values will be available in the dropdown to
select from, but other values may be entered too

Any property with a lookup expression will show the
lookup icon on the data panel when selected (fig c)
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Editing: Location

General Expressions Lookups

Lookup Type:

Expression

Lookup Expression:

Restrict to lookup:

(fig a)

M Slide O Data O, Search

View data from:

# People
©O 1Node

Select Properties (1 of 61)

[ 4

Abe Location (fig c)

London o @
(Blank)
London
New York

Paris

Editing: Location

General Expressions Lookups

Lookup Type:

Expression

Lookup Expression:

["London”,"New York”,"Paris”]

Restrict to lookup:

« (fig b)

Note: It is important to ensure the correct format
quotation marks are used in the expression. These
must be straight quotation marks " as displayed in
notepad rather than the left / right “” quotation marks
found in Word. Typing the expression directly into
orgvue rather than copying and pasting will ensure the
correct character is used




9.0 Duplicating Properties

It is possible to duplicate another property within
your dataset and this may often be easier than
adding a property, if all property formats &
details are the same

From the Property Manager screen, select the
more details button on the property you wish to
duplicate to open the property menu and select
the Duplicate option (fig a)

This will open the edit details side panel (fig b)
for the duplicated property where you can enter
or edit the following details:

*Display Name

*Property Key

*Property Type

Property tags — free text field to enter
any property tags

The property types are selected from a
dropdown list (fig c)

*Mandatory field
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(fig a)

(fig b)

£ Edit
o Duplicate

7 Delete

X

Editing details for: Absence Detail - (copy)

Expressions Lookups

+ Display Mame:

Absence Detall - (copy) L ]

+ Property Key:

Absence detall - (copy) L]

* Property Type:

Text @

Property Tags:

v Advanced

(fig c)

Text
Multiline Text
Mumber
Date

Boolean



10.0 Deleting Properties

orgvue{»

To delete a property, select the more -
details button in the Property
Manager for the required property (fig

a) ) W —
Select the Delete option in the
Property Menu that opens (fig b)

Confirm that you wish to delete the
property in the message box (fig c)

£ Edit
] Duplicate

[T Delete
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Display Name *

Property Manager: Example Dataset

Property Key *

(fig b)

Tenart 1
Refresh + Add Property
-
) . . . Property

o, v Type & Iroy T : g : -
Property Type Property Tags Property Aliases Regulred -
Humber
Hu (f )

(fig c)

Are you sure you want to delete the property "Absence Days"?




11.0 Merge / Replace dataset

It is possible to update the data held in a dataset with the following options:

e Merge — This option will merge the uploaded data into the target dataset, preserving all other unchanged data

¢ Merge & delete — This option will merge the uploaded data into the target dataset and will delete any rows in the target dataset that are not
in the uploaded data. All properties are preserved

¢ Replace - This final option replaces all data in the target dataset with the uploaded data, deleting rows and columns (properties) that are
not in the uploaded data

To merge or replace a dataset, from the Homescreen select the required dataset (fig a) then select the additional actions menu (fig b) and
select Merge / Replace Data

orgvue{» e Lsaring
Data SEtS LI n ks = Data Manage data documents within this tenant o Da'[aset Selected :EEdl al , Edil i ‘
|:| Name = O | Name 2 Manage properties
b Merge [ Replace Data
Ov3 Demo Dataset 3 Save as copy
8 o . M Y e
(flg b) Download
Delete
(fig a)

Continued on next page
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11.0 Merge / Replace dataset continved

The blue dotted line indicates the upload area

Click anywhere within this area to open a file selection window or drag your file onto the upload area
Supported file formats: .xlsx, .json, xml, .xls, .ods, .csv, .dbf, .rtf

Click Next (fig a) to continue to step 2

= orgvue > Tenant 1
o ‘ Merge or replace data in Example Dataset
o Select files \ 2 ‘3 Select data operation (3 ) Configure properties ( 4 \ Summary

orgvue {» o @

L 1
! i
I i
L i
L i
I i
f i
I i
I i
I 1
1 ) i
I i
L i
k i
I 1
I i
! i
: i Merge or replace data in Example Dataset
1 1 o Select files { 2 ) Select data operation 3 ) Configure properties { 4 ) Summary
i : ! z 2
! i
! i
¥ i
. i
I i
! i
! 1
I i
! i
k i
I i
I i
I 1
I i
! i
L 1

Drag a single file here to upload

Example Dataset xlsx

Example Dataset.xlsx

(fig a)

Continued on next page
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A
11.0 Merge / Replace dataset continved

The selected file will be imported by the application, a sample of the imported file will be displayed and you then have the option to select the
operation to perform on the file (fig a)
e Merge
e Merge & Delete
e Replace
Note: The replace option will only be available if the selected file contains the ID property of the destination dataset

If the selected file has more than one sheet populated, then the option is given to select the required sheet (fig b) and once the sheet is selected,
the sheet range is displayed (fig c)
Once the required selections have been made, click Next to continue to step 3

(fig a)
. (fig c)
Select operation orgvue{»
s | Merge or replace data in Example Dataset merge test
e _
Range: A1:BH1507

(fig b) —

Worksheet

Sheetl

Sheet1
Sheet2
Sheet3
Sheetd

Sheet5

Continued on next page
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11.0 Merge / Replace dataset continved

Step 3 allows you to configure the properties being merged by using the dropdown selection boxes for each property type
At this stage you can also deselect any properties that you do not wish to import in the merge

A confirmation message will be displayed on the screen confirming the number of properties being imported (fig a)

Click Upload to continue

Tenant 1

= orgvuel»
(fig a)

[

l Merge or replace data in Example Dataset merge test

° Select files o Select data operation o Configure properties @ Summary

v You are importing 2 of 2 properties..
Selected file job update data.xlsx - ’

You are i ting 2 of 2 ties e P o . .
Display Name Property Key Property Type PR R PR To cha ‘IQE proper TY [5' pe, p|33$5 select from
To change property type, please select from " v in - . T ~ r
the dropdown in the property type column. the dropdawn in the Lro.:lur[_,‘ type column.
Employee ID Employee ID Number
To let OrgVue use default values, select the c
Next bution To let OrgWVue use default values, select the
Pasition Title Position Title Text N“Xt bU tton
v
v
I v
Cancel | Back ‘

Continued on next page

orgvue Settings 1.8 Version 3.8




11.0 Merge / Replace dataset continved

The final step in the merge / replace process displays a summary of the nodes and properties that have been imported
Click Finish to complete the process

= orgvuel» Tenant 1

(1]

“ Merge or replace data in Example Dataset merge test

e Select files o Select data operation ° Configure properties o Summary

@ You have successfully merged 17 nodes and 2 properties.

Your data was imported with no errors.

Summary table

Dataset Name Jeb Update Data

Dataset Type & People

17

Total Nodes Imported

]

tal Properties Imported
MNumber 1

Text 1

orgvue Settings 1.8 Version 3.8




12.0 Downloading a Dataset (New)

To download a dataset from the Homescreen

select the required dataset (fig a)

Then select the more details button (fig b) to
open the additional actions menu to select
Download

A pop up window (fig c) will allow you to
select the format of any date fields in your
dataset when downloaded, and also the file
format of the download in either CSV or TSV

Make the selections and click Download to
proceed

A confirmation message will appear at the top
of the screen to show completion of download
(fig d) followed by a Save As dialogue box (fig
e) allowing you to select where to save the
download
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W

orgvue s

Datasets Links

[} Name =

(fig a)

Ov3 Demo Dataset 3

(fig d)

) Download operation for 1 dataset(s) completad!

(fig b)

@ Soveds

€ v

[ This PC
8 30 Objects
[ Desktop
[ Document ts
& Downloads
D Music
& Pictures
B videos

5 Windows (C)

File name:

A Hide Felders

<« Downloads > New folder v o

Organise > New folder

A Name

(fig e)

o= Templates (03 v <

Search New folder

B== v

Date modified Type

our search.

X
o
L]

Example Dataset

Save astype: | Microsoft Excel Comma Separated Values File

o Dataset selected  Clear al # Edit | - ‘
Manage properties
Merge / Replace Data
Save as copy
=]
Delete
Download X
Date format : (flg C)
(® DD/MM/YYYY
MM/DD/YYYY
YYYY/MM/DD
File format :
® csv
TSV




13.0 Create a save-as copy of a dataset (New)

It is possible to create a copy of a dataset from the drop down menu (fig a) when a dataset is selected (fig b)

= orgvuel»
[ 1 S| oa
° Dataset selected  Clear al # Edit .
Manage properties w
Merge [ Replace Data . -
(fig a) . ——- (fig b)

Save as copy

Download
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13.0 Create a save-as copy of a dataset (New) continued

Once the Save as copy option is selected, a new window (fig a) will be presented to enable the user to enter a name for the copied dataset as well
as de-select any properties not required in the copy

Users will only be able to create a save-as of the properties that they have access to

Note the following when creating a save-as:

¢ Dataset name must be unique and the user will be prevented from saving if the name is not unique

¢ The user cannot de-select required fields. Required fields are defined as the Unique ID, label and the parent ID (If the Dataset is
hierarchical)

e Property tags will be brought across into the new dataset
o Dataset tags will not exist on the save-as

¢ All formats, expressions and lookup configuration will be copied into the new copy of the dataset
Once the dataset has been created the user, will navigate to the edit metadata page where the user can further make edits to the dataset and
properties if required

Save as copy of Flat People dataset X
* Name: | save as dema|
& people
Properties = Q
123 Healthcare Costs
123 Cost Of Termination
123 Total Annual Compensation
Abe Last Name
(fig b)
v 123 Employee Id
123 Relocation Costs
44 out of 44 properties selected
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14.0 Deleting a Dataset

To delete a dataset from the
Homescreen select the required
dataset (fig a)

Then select the more details button
(fig b) to open the additional
actions menu to select Delete

A pop-up message (fig c) will ask
you to confirm the deletion

WARNING this action cannot be
undone
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h

Datasets Links

Name

* (figa)

Ov3 Demo Dataset 3

orgvue (s

(fig c)

(fig b)

o Dataset selected Clear all " Edit E

Tags =

view:user

Delete Dataset(s)

Are you sure you want to delete the dataset: Example Dataset?

Cancel

Yes

Manage properties

Merge / Replace Data

Download TSV

Download CSV

Delete




15.0 User Management

Selecting the users icon (fig a) on
the left hand toolbar from the

Homescreen will display the list of
users for the current tenant (fig b)

To view the data on this screen,
you will need to have the role of
Admin in your profile. If you
attempt to view this screen with the
role of user a “No users to show”
message will be displayed (fig c)

If you have the correct role, then
the following columns will be
displayed by default for each user
row:

e Email Address

e Assigned Roles

e Current Status

e Expiry Date
Selecting the more options ellipsis
menu button (fig d) for a user
record also opens a menu (fig e)
to:

o Edit user

e Delete
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(fig a)

(fig c)

No users to show

orgvue f»

Users  Create, edit and ci

# Edit user
w Delete
(fig e)

(fig b)

(fig d)




15.1 Adding a user

To add a new user to the tenant,
click the + Add User button (fig a) on
the right User Management screen

+ Add User (fig a)

L. ) ) fig b
This will open a dialogue box (fig b) (fig b)
to enter the new user details:

Email address . X

. + Email Address:
¢ Roles - all accounts require
the role of either user or
newuser@orgvue.com (]

admin in addition to any
custom roles. If the user

requires access to the Survey * Roles:
Admin module, the role
surveyAdmin should also be Ll
entered
e Enabled — toggle switch to set * Enabled:
user as true or false.
o Expiry Date — ability to set a ) @
future date to expire user
account Expiry Date:
2019-12-31 B

Cancel Add User
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15.2 Edit a user

Selecting the more options ellipsis menu button (fig a) for any user will open a small menu window (fig b). Selecting Edit user will open the
side panel (fig c)

This edit panel will enable you to amend all user details except for the email address. If you need to amend email address for a user add the
correct email as a new user, then delete the old account

figa .
( g ) (f|g C)
orgvue» &
- . - — Editing: learningportal@orgvue.com
. . Explry Date ¢ : * Email Address:
(]
* Roles:
user x
(flg b) * Enabled:
Yes No
# Edit user EXpp .
w Delete

Close
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15.3 Delete a user

WARNING this action cannot be undone
To delete a user account, select the more options ellipsis menu (fig a) and then Delete for the required user (fig b)
A confirmation prompt message will then be displayed (fig c) and selecting Yes will delete the user

orgvuels»

Users  Create, sdit and defets usars and roles

— f (fig b)
== o2 # Edituser

w Delete

(fig c)

Delete User(s)

Are you sure you want to delete the user: user1{@orgvue.com?

Cancel
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15.4 Download user list

Tenant admins are able to perform bulk user management from the users tab in the settings application

Selecting download from the toolbar (fig a) the pop up menu (fig b) gives the option to download the list in either csv or tsv format
Selecting either format will commence the download and the file will be available in your browser window (fig ¢) and the download
directory of your pc

If the user list contains any date format properties, the option to set the required date format for the download file will also be
presented in the pop up window (fig b)

(fig a)
= Refresh Property Manager Download Upload users + Add User
orgvue J»
e S e ) o= ropery Manwp s e [ Download X
a Date format :
2 (®) DD/MMIYYYY
MM/DD/YYYY
YYYY/MM/CD (fig b)
File format :
(@ csv
TSV
(fig c)
@ Users (1).csv .
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15.4 Upload user list

Tenant admins have the ability to upload users, in bulk, via csv or xlsx file. The file must have the following column headers and
values (fig a):

e Login column must be available with valid email addresses. The upload process will use the Login column to merge

¢ Enabled column must exist with valid values of either TRUE or FALSE

¢ Role column must exist. Each user account must have the role of ‘user' or ‘admin’.
To start the upload wizard, select the Upload Users button on the toolbar (fig b)

(f|g a) Users (1} - Bxcel Sign in [&al — O
3G Insert | Page Layol | Formulas | Data | Review | View | Help | Power Pive Q Tell me r!;:_'-;_.Sl'ware
&D A = % EConditional Formatting ~ E' yel
Clipboard Font | Alignment | Number Baomatapiabios Cells Editing Box
. . o - [ Cell Styles - - - -
Styles ~
H ©- Y -
Al - fx Login
b2 g O
A B C D | E | F | G | H
1 |Login [Enabled Role Ie
2_newuser1@orgvue.com TRUE user
3_newuser2@orgvue.com TRUE user
4 |newuser3@orgvue.com TRUE user (T |
5 |newuserd@orgvue.com TRUE user
6 |newadmin@orgvue.com TRUE admin
?_
8,
g_
10 |
11 |
c -
Users (1) ® 1 v
Ready EH o - 1 + 100%

(fig b) = Refresh Property Manager Download + Upload users + Add User

Continued on next page
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15.4 Upload user list continued

In the first step of the upload process, drag the xslx or csv file onto the upload area (fig a) or click to select the file from your pc. Any
other file types will not be accepted and you will be unable to continue

Click the next button (fig b) to progress to step 2

(fig a)

Continued on next page
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orgvue {»

Uploading users You're merging new users to this tenant

o Select file

Cancel

)

>
1]

|

(2 ) Ecit detalls

.csv or .xIsx file to load data
To manually upload, click here

Digital Learning

3 r Configure properties

Uploading users

Upload a file that contains the
following columns:

*Login

The user's email

“Role

Le admin, superAdmin, user etc

*Enabled

True or false

ExpiryDate
DD/MMIYYYY

(fig b)




15.4 Upload user list continued
Select operation (fig a) for the file
being uploaded

Options are:

e Merge: Merge the uploaded
data into the target dataset,
preserving all other data

e Merge and replace: Merge the
uploaded data into the target
dataset, deleting rows in the
target dataset not in the
uploaded data

o Replace:- Replace the target
dataset with the uploaded data,
deleting the rows and clearing
columns not in the uploaded
data

The detail from the uploaded file will be
displayed (fig b) showing the number
of properties and users in the upload

If a file is loaded that does not contain
the correct headers, an error message
will be displayed (fig c) and you will be
unable to proceed. Click back to return
to previous screen and upload a new
file

Continued on next page

orgvue Settings 1.8 Version 3.8

(fig a) Select operation

Merge Merge & Delete
(fig b)
= orgvuel»

Worksheet :

internal+user.csv

Replace 5

(v) select file

Select operation

Merge & Delete Replace

Worksheet :

new user upload

Displaying 3 out of 3 properties and 5 out of 5 users

Login

newuser 1@orgvue com
newuser2@orgvue.com
newuser3@orgvue.com
newuserd@orgvue.com

newadmin@orgvue.com

Cancel

o Edit details

Enabled Role
true user
true user
true user
true user
true admin

Digital Learning

3 Configure properties

Merging users

Each user is identified by their
Login, which is the field to be
merged on.

D Merge

Merge the uploaded data into the
target dataset, preserving all other
data

Merge & Delete

Merge the uploaded data into the
target dataset, deleting rows in
the target dataset not in the
uploaded data.

Replace

Replace the target dataset with
the uploaded data, deleting the
rows and clearing columns not in
the uploaded data.

(=]




15.4 Upload user list
Continued

On the final screen (fig a) any
properties present in the upload
file that are not required can be
unselected

Note 'Login', 'Enabled’ and
'‘Role’ are required fields and
therefore the tenant admin
cannot de-select these columns

Select Finish (fig b) to complete
the process and return to the
user list screen
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orgvue {» (fig a)

Uploading users You're merging new users to this tenant

(v) select file ( \/:l- Edit details

Configure properties for new user upload

P
Display Name Property Key Property Type
v Login Login abc Text
v Enabled Enabled Boolean
- Role Role abc Text
—
Cancel

Digital Learning

e Configure properties

Configure properties

0OrgVue has detected the type of data in
each column of your dataset. We identify
those values as "Property Type”. They
could be either a:

Abe Text

e Multiline Text
Number

nate Date
Boolean

mg Image

Confirm that those values are true or
change them using the dropdown provided.

Seme properties are required, those haved
been greyed out.




16.0 Pack Management

Packs are collections of slide
visualisations linked to datasets in
your tenant

The packs tab in the settings
application is accessed from the
side menu (fig a)

«

Any packs that you have created
or have access to will be listed on
the packs tab with the following
details:

e Pack Name
Owner
Permissions
Tags
Created Date
Last Modified Date

From this screen, you can conduct
the following processes for any
packs that you are the owner or
have correct permission:

¢ View & edit permissions
View & edit tags
Edit metadata
Preview slides
Delete pack
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(fig a)

= orgvuel»
Packs v View and edit metadata for active packs

Pack name 2 Owner 3

Example Pack 2 i al@
Created from:Dataset is not & earningportal@orgvue.com

Example Pack 1
Cres

learningportal@x X
ested from Dataset s notavallable | =2 tai@orgvue.com

HR Report Pack

learnii rtal@orgvue.
ated from Dataset Is not avallaple | |€2M NGRArtal@orgyue.com

Permissions £

Tags 2

Created Date =

03/04,
leami

03/04/2020, 11:15:51
leamingportal@orgvue.com

03/04/2020, 11:21:56
rningportal@

tal@orgvue.com

Digital Learning

Last Modified Date 2

03/04/2020, 11:36:12

earningportal@orgvue.co

03/04/2020, 11:34:52

learningportal@argvue.co!

03/04/2020, 11:36:12
iearningportal@orgvu

e.com



16.1 Edit Packs

fig a M= -
From the edit pack panel, you can: (fig a) o Pack selected # Edit w Delete = Refresh

e View & edit permissions _
Pack permission settings allow you to (fig b)
specify which users are able to view or
edit packs

= orgvuel»

Packs

e View & edit tags . OCTEETTEETT :
Tags allow you to easily search and find : S | 1

packs in orgvue if you have large
numbers of packs

(fig c)

e Edit metadata
Editable metadata fields are Pack name Preview slides
and owner

Edit pack

To open the edit pack window, either
select the pack using the select box and Delete pack
the click edit (fig a) or select the more
details button (fig b) for the required pack
and select edit pack from the menu (fig
c)

Note: Any user with the role of admin will

be able to view and edit all packs
regardless of any permission settings

Continued on next page
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16.1 Edit Packs continued

The following metadata fields on the edit
pack window may be edited:

e Pack Name
e Pack Owner

To edit either field, simply click into the
field and type the required change (fig a)

As soon as any change is made to either
field, the Apply button will be shaded in

teal (fig b). Click this button to apply the
change

Continued on next page
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Edit pack
You are editing metadata for Example Pack 2

Pack name:

Example Pack 2 [ ] (flg a)

Owner:

learningportal@orgvue.com

Changing the owner will remove access from the previous
owner

Role Permissions

Edit permissions or append new

Read only:

E-3

Listed roles can read the pack
Modify :
rd

Listed roles can create, modify, and delete slides in this
pack

Tags:

Close

Edit pack
You are editing metadata for Example Pack 2
Pack name:

Example Pack Changed Name Qo

Owner:

learningportal@orgvue.com

Changing the owner will remove access from the previous
owner

Role Permissions

Edit permissions or append new

Read only:

L

Listed roles can read the pack
Modify :
rd

Listed roles can create, modify, and delete slides in this
pack

Tags:

(fig b)

Cancel Apply




16.1 Edit Packs continued

To be able to edit permissions for a pack
you must be either:

e The pack owner

e Admin

Permissions for packs can be set to
define which roles are able to:

e Vview your packs

e edit your pack
Note: any role that has permission to edit
your pack will also be able to view it

The roles entered into either cell will also
need to be assigned to user profiles
following the detail in 12.2 Edit a user

To add a role to either the view or edit
permissions, type the role name into the
required permission field (fig a) and click
apply (fig b)

Tags to aid searching for packs or
grouping them can also be entered into
the Tag field (fig c), but it should be
noted that Tags do not affect any
permissions set

Continued on next page
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Edit pack
You are editing metadata for Example Pack 2
Pack name:

Example Pack 2

Owner:

learningportal@orgvue.com

Changing the owner will remove access from the previous
owner

Role Permissions

Edit permissions or append new

Read only :

o

Listed roles can read the pack
Modify :
ra

Listed roles can create, modify, and delete slides in this
pack

Tags:

Close

Edit pack

You are editing metadata for Example Pack 2
Pack name:

Example Pack Changed Name [ ]

Owner:

learningportal@orgvue.com

Changing the owner will remove access from the previous
owner

Role Permissions

Edit permissions or append new

Read only:

fig a
© | finance * ( g )
Listed roles can read the pack
Modify :

# | hr x|
Listed roles can create, modify, and delete slides in this
pack

Tags:

Project_A = (flg C)

(fig b)

Cancel




16.1 Edit Packs continued

Once applied, the permission icons, tags and revised pack names can be view on the packs tab

— orgvuejl»

Packs v View and edit metadata for active packs

“

Pack name =

Example Pack 1
Created from OV3 Demo Dataset

HR Report Pack
Created from OV3 Demo Dataset

Example Pack 3
Created from OV3 Demo Dataset

Example Pack Changed Name
Created from OV3 Demo Dataset

orgvue Settings 1.8 Version

Owner %

learningportal@orgvue.com

learningportal@orgvue.com

learningportal@orgvue.com

learningportal@orgvue.com

Q

Permissions %

© finance |

e

-

Tags #

Project_A

Created Date %

03/04/2020, 11:15:51
learningportal@orgvue.com

03/04/2020, 11:21:56
learningportal@orgvue.com

06/04/2020, 11:44:28
learningportal@orgvue.com

03/04/2020, 11:21:40
learningportal@orgvue.com

Digital Learning

Last Modified Date %

06/04/2020, 16:00:44
learningportal@orgvue.com

06/04/2020, 12:48:20
learningportal@orgvue.com

06/04/2020, 11:44:28
learningportal@orgvue.com

29/04/2020, 11:38:05
learningportal@orgvue.com
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16.2 Preview Packs

Whilst it is not possible to open packs from the settings screen, the slides can be previewed so that you can ensure the correct pack
is chosen before using the Edit or Delete functions

To access the preview, select the more details menu for the required pack (fig a) and then the preview slides option (fig b). The side
panel will open (fig c) to view the details of the slides including total number of slides in pack and the names of each slide along with
the slide type (fig d)

(fig a) (fig d)
(fig c)

Pack summary X

Example Pack 3 Example Pack 3

4 slides

Employees by dept

(fig b)

Grades by depth % Org Structure

Employee List

Preview slides Employees by dept =

Edit pack

Grades by depth ”t

Delete pack

i mm=
Employee List E=m
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16.3 Delete Packs

Note: To be able to delete a pack you must be either the pack owner or Admin

Any unwanted packs can also be deleted from the pack management screen. To delete a pack, either select the pack(s) and then
the delete button at the top right of the screen (fig a) or the more details button for the required pack and then select delete pack

from the pop-up menu (fig c)
Multiple packs can be deleted together by selecting several packs first and then the delete button (fig a)

After pressing the delete button, a confirmation message will appear to confirm the deletion (fig d)

(fig b)

(fig a)
. o Pack selected # Edit | & Delete | = Refresh
(fig c)
. . fig d
Preview slides o
Edit pack Delete packs X

Your current selection "HR Report Pack" will be moved to "Deleted Packs".

Delete pack

Continued on next page
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16.3 Delete Packs continued
Deleted packs are shown on the deleted packs screen. To access, use the drop-down option on the packs screen (fig a) to switch from

active packs (fig b) to deleted packs (next page)

Packs v View and edit metadata for active packs

Packs
fi = orgvuel» Digtal Leaming
(fig a) Deleted Packs gruey
Packs v view and edit metadata for active packs =
ES Packs
[m] Deleted Packs owner 3 Permissions % Tags 3 Created Date Last Modified Date 3
O ExamplePack3 earningportai@orgvue.com
Example Pack 2 eamingportai@orgvue.com

Overview of User Guide Demo
View

Example Pack 1 eamingporai@orgvus.com

(fig b)

Continued on next page
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16.3 Delete Packs continued

Any deleted packs can be restored from the deleted packs screen (fig a) by either selecting the pack and clicking the restore button (fig b),
or hovering over the right hand column of the required pack and click the restore button that appears (fig c)
Clicking restore will open a confirmation message (fig d), select restore to complete process

(fig b)
Deleted Packs v View and restore deleted Packs o Pack selected O Refresh

(flg a) - orgvuel> Dl Loaries L)

Deleted Packs v View and rostore delesed Packs

Restore

(fig )

Restore Packs X

Your current selection "Overview of OV3 Demo Dataset” will be restored to "Packs".

(fig d) Cancel
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17.0 Color Palettes

Selecting the color palette icon (fig a) (fig a)
on the side menu toolbar will display

the Custom colors screen (fig b)

This allows users to create palettes 0
and then use these palettes in the

Orgvue 3 platform

(fig b)
Note: To view the data on this orgvuets
screen you will need to have the role
of Admln |n your proflle Custom colors  View and edit standard colors and custom color palettes e

Standard Colors Edit colors

From this screen it is possible to:

®
|
Create a custom palette -----

Edit an existing custom palette I
Delete a CUStom C0|0r palette Categorical color palettes may be applied to Orgvue visualisations when coloring by a property
Edit Standard colors

No Custom Color Palettes Available
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17.1 Create custom color palette

To create a palette, click the
Create Palette button (fig a).

This will open a dialogue box (fig b)
for you to enter:

o Palette Name

e Color selector

Colors can either be selected by
directly entering the hex code into
the # box (fig c) or by clicking the
smaller square color indicator box
to open a color picker window (fig
d)

Additional colors can be added to
your palette from the minimum 2
up to the maximum of 36 colors for
a single palette using the Add
Color button (fig e)

Once all required colors have been
added to your custom palette, click
the Create button to finalise the
creation process

The custom palette will be
available to use in the platform
within the Categorical color
palettes (fig f)

orgvue Settings 1.8 Version 3.8

(fig a)

Create Palette

(fig b)

Create a palette

Palettes must contain between 2 - 36 colors

Create a palette

Palettes must contain between 2 - 36 colors

€ Color by

# Palette name
orgvue

Multi

Single
Color by property

Hebbabd

|

# Palette name:

Enter a name for your palette

B4BZTTIT

Add calor

H54575b

#278fc0

Set as default palette

Cancel

- HEHHEN

Add color

(fig e)

(fig d)

Department %

(fig c)

Color palette

‘ (Blank)

‘ Purple Orange

Categorical

_ orgvue
” Set 1

L

Set as default palette

P

_ EOE

(fig f)




17.2 Edit custom color palette (New)

Any custom palettes that have been created will be shown on the Custom Color screen (fig a). Clicking the more details menu
button allows you to select the edit option (fig b)

This will open the edit window to allow you to amend, add or delete any of the colors on your palette (fig c)

Clicking on the 6 dots icon by any color will allow you to drag the color order to re arrange the palette (fig d)

Click the Save button to complete the edit process

orgvue < Digital Learning T Edit New orgvue X
Palettes must contain between 2 - 36 colors (flg C)
Custom colors  View and edit standard colors and custom color palettes o Refresh
. #48277F
Standard Colors Edit colors.
These can be used for quick colering of charts and nodes . #545758 :@
. #27ERC0 Edit New orgvue X
Palettes must contain between 2 - 36 colors
Custom Palettes . #DB0032
Categerical color palettes may be applied to Orgvue visualisations when coloring by a property
HFFB71B . #48277F
orgvue e
- - - - - - . . — . o
Set as default
Add color @D set as defauit palette
. #278FCO
(flg b) Cancel Save (flg d)
0 . #DB0032
HFFET1B
. #66BESD
Add color @D set as default palette
Cancel
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17.3 Delete custom color palette
Any custom palettes that have been created and are no longer required, can be deleted by clicking the more details menu on the

palette and selecting the Delete option
This will open a confirmation message (fig b), click Delete again to finalise the deletion process

= orgvuel» Digital Learming

(fig b)
Custom colors  View and edit standard colors and custom color palettes = Refresh
O Standard Colors Edit colors
These can be used for quick coloring of charts and nodes Del ete palettes }{
o [ [T T [ [
Are you sure you want to delete orgvue palette?
Custom Palettes

Categorical color palettes may be applied to Orgvue visualisations when coloring by a property
Cancel Delete
orgvue .

Edit
Set as default

Delete

(fig a)
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17.4 Edit standard color palette

The standard color palette is (fig c) — X
used in the platform when [®] (fig a)
choosing to color by a single : | B oo
color. And the palette will be e
shown first when opening the | singie Mult e
color by panel (fig a) with woccz
the optign to vie(wgmgre EEEEEE -
colors W e
The standard palette will I I I I I I I I -
exist with a default set of More Colours ==
colors and must contain —
between 1 to 8 colors
To edit the colors on this = Orgvue’
standard palette, click the
Edit Colors button (fig b)
Standard Colors Edit colors

These can be used for quick coloring of charts and nodes

This will open the edit

window (fig ¢) and enable ” | ---- --

you to amend the colors that
appear on this palette Custom Palettes

Categorical color palettes may be applied to Orgvue visualisations when coloring by a property (f|g b)

orgvue
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18.0 Links dataset

Settings allows users to link two datasets . i
together creating a links dataset in the (fig &) (fig b)
process. Once the links dataset is orgvuets
created, it can be managed and edited
through settings, which provides the —
ability to update and delete the links Jomer
dataset. o -
Links datasets can be accessed by
selecting the dataset option from the
side menu bar (fig a) and then the links
tab on the dataset screen

(v

[

Data  Manage data documents within this tenant

From this screen it is possible to
¢ Create a link dataset
e Upload a link dataset
¢ Edit a link dataset

18.1 Create a link dataset =, e S

Data Manage data documents within this tenant

To create a link between two datasets, a _— T Links Datasst

new empty link dataset must be created _
From the links tab select the +links (fig c)
dataset button (fig c)
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18.1 Create a link dataset continued

Once + Links Dataset has been selected, you will navigate to the create links dataset page where you will be required to enter the following
information (*mandatory field):

¢ *Name: The name of the link dataset which cannot have the same name as an existing links dataset that the user has access to
e Tags (left hand side): Dataset tags applied to the new links dataset that can be used for permissions or grouping of datasets
e Description: User specific description that can be entered if required

orgvue{» Digiti Leaming

Links Dataset

(]

Dta ] Linking

Linking  You're creating a Links Dataset from two different Datasels
Links Dataset From Dataset Ta Dataset Linking + Name:

* Name: + Dataset Type « Dataset Type.

User guide links demo

Tags + Dataset Name « Dataset Name-

Description Tags Tags

Tags:

No Dataset selected No Dataset selected

e finked with the

Description:
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18.1 Create a link dataset continued

(*mandatory field):

From Dataset and To Dataset: The datasets that are to be linked together

o *Dataset Type: The type of dataset that is to be linked together. Users cannot link two datasets together of the same type. Additionally, the
following types are unable to be linked together: Links, Trees, Survey, Users, Dimension, Reporting, Analytics, Usage and Configuration

o *Dataset Name: Filtered based on the dataset type, returns the list of all the datasets under the selected type the user has access to

e Tags (under from and to dataset): The tags applied to the datasets that are being used to be linked. Helps users to identify the permissions across
all datasets involved in the linking

o from_id & to_id: Represents the expected data for the from_id and to_id properties that are required during the data load (fig a)

Once these fields have been completed, selecting the create button completes the creation of the link between the two datasets (fig b)

From Dataset

+ Dataset Type:

4 People

Must be other than to Dataset
# Dataset Name:
Ov3 Demo Dataset 3

Tags

view:user

from_id

Employee ID (flg a)
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To Dataset

+ Dataset Type:

B Roles

Must be other than From Dataset
+ Dataset Name:
OrgVue 3 Demo Positions Dataset

Tags

view:user

to_id

position id

- orgvuel»

Linking  You'rs creating a Links Datasst from bwo dilferant Catasets

Empty Links Dataset created

(fig b)
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18.2 Upload a link dataset

Once the link dataset has been created, it is then possible to upload the links data from a file. This may be done either via the edit metadata page or
from the confirmation of created links dataset page

To start the upload process, click the upload data button (fig a) this will open the upload links page. Drag and drop or click to select the file for
upload in either CSV or XLSX format

Upload file should contain the following properties from_id, to_id & allocation

orgvuel»

™ Manage properties D
Upload data
(fig a)
Download CSV
(fig a)

Download TSV
Delete Dataset

orgvue {»

;‘ Upioad gata 1o User guide inks dataset  veu're uplssding dat
’ Select files
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18.2 Upload a link dataset continued

Once a file has been uploaded, the worksheet will be validated for the correct columns and if the file doesn't have the required columns, it will stop the
user from progressing and inform them there are missing properties
Confirmation will also be provided of the number of properties and nodes in the upload file

= orgvue» ETp—

Upload data to User guide links dataset You're uploading data to an empty Links Dataset

oy R L
| v ) Select files o Edit details | 3 ) Configure properties | 4 ) Summary
b N e

‘Worksheet:
Uploading data

Sheet1
Select the worksheet with the
mandatory properties.

Displaying 4 out of 4 properties and 100 out of 1499 nodes

from_id to_id allocation value
724 750 1 1
24 2 1 1
28 3 1 1
9 4 1 1
1 S 1 1
13 6 1 1
26 7 1 1
14 g 1 1
4 9 1 1

Cancel Back Next
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18.2 Upload a link dataset continued
In stage 3 of the data upload process, it is possible to select or deselect any additional properties that are present in the upload file and also change
the property type for the additional properties

The from_id & to_id properties are mandatory and cannot be deselected and property type cannot be changed
The allocation property is also mandatory and cannot unselected in stage 3, but the property type can be changed if required
Once any changes have been made, select the upload button to complete the process

= Orgvue :) Digital Learning

-
Upload data to User guide links dataset You're uploading data to an empty Links Dataset

A N e
| v ) Select files E\\/ ) Edit details e Configure properties ( 4 ) Summary

Configure properties for Sheet1
Configure properties

OrgVue has detected the type

Display Name Property Ke Property Type =

PRy RRCYASY el ik of data in each column of your
dataset. We identify those
values as "Property Type”. They

from_id from_id Abe Text
could be either a:
Abe
to_id to_id Abe Text gt
Apc Multiline Text
allocation allocation Number
Number
value value Number v Date
o/ Boolean

Confirm that those values are
true or change them using the
dropdown provided.

Some properties are required,
those haved been greyed out.

Cancel Back I Upload
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18.2 Upload a link dataset

continued

)

Once the user has selected upload in stage 4 of the data upload process, they navigate to a success page and have the option to manage properties

or go back to links listing(fig a)

Once the upload process is complete, a new property is created within the links dataset link_id. This property is a combination of the from_id and the
to_id as shown in (fig b) and represents the unique identify of the link between the datasets

orgvue >

Upload data to Release  You're uplaading data to an smp

/) Select files

Data successfully uploaded

Configure properties

Q sy

Properties. Nodes.
W e Bogacties ¥t otes

(fig a)

A | B C D | E | & |
1 |from_id to_id link_id  allocation
2 64 1f(64,1] 1
3 | 24 2 [24,2] 1
4| 28 3 [28,3] 1
5| 9 4(9,4] 1
6 1 5 [1,5] 1
7| 13 6 [13,8] 1
8 | 26 71[26,7] 1
9 | 14 8 [14,8] 1
10 4 9 [4,9] 1
11 21 10 [21,10] 1
12 8 11 [8,11] 1
13 23 12 [23,12] 0.6
14 25 13 [25,13] 1
15 20 14 [20,14] 1

Demo people to roles ®
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orgvue»

Property Manager

01 DisplayNeme 2 Property Key & Property Type & Property Tags &

Numoer

Display Name = Property Key = Property Type 2 Property Tags 2
Link Id link_id ane Text

Property Aliases ¢

Property Aliases =

o Refrash + Add Proparty

Property
Roquirad

Property
Required

®
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18.3 Manage & edit links dataset

Users can manage their links dataset from the list of links datasets or the links metadata page. From the list links page the user will
be able to achieve the following:

Manage properties

Single Select Multiple Select
Download CSV Download CSV
Download TSV Download TSV
Delete Delete
Property Manager
Upload Data
orgvue {» e e— 4
¢ Edit E|
@ osusetseiectea ciewran s ean [] | o e | B

Upload data

Download TSV

Download CSV

Delete
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18.4 Paste Merge links dataset

Selecting the hyperlink on the name of any link dataset will open the links metadata screen (fig a) and it is possible to paste merge
or replace the data into the links dataset from this screen by selecting this option and by selecting the more details menu and
choosing Merge or replace data from the menu (fig b)

= orgvuel» Digital Learning L) Manage properties |:|

(0

Data / Demo links people to roles (f|g a)
Demo links people to roles  You're viewing more metadata related to this Links Dataset ME{'QE‘ or FED|ECE d ata
+ Name: Date created Managaproparties Links metadata
: Download C5V
Demo links people to roles L] 19/08/2020 Organise your Links by name, add description and
tags or: .
* Qwner: Created By (flg b)
View/Manage properties DG“-"II- ﬂ l D E d TS“‘-'II
learnin: (] learningportal@orgvue.com
Add tags to specific properties, expressions and much
Tags: From Dataset To Dataset L
Delete Dataset
- = L
% 0v3Demo Datdset3 Lo OrgYue #Demio Basitions Ditaset Hover over the more actions button for the full list of
ID: Employee ID D: position id

actions:

Merge or replace data

Upload more data into this dataset or simply replace it.

Download

Choose between CSV and TSV.

Delete Dataset

Due to security reasons, not all users are allowed to
delete a Dataset

orgvue Settings 1.8 Version 3.8




)

18.4 Paste Merge links dataset continued
Selecting the paste merge option will start the data upload wizard that follows a similar process flow as the initial upload process

Upload files for paste merge process should contain the from_id , to_id properties as a minimum

Digital Learning

~ orgvuel»
—]
- Merge or replace data Demo links people to roles  You're uploading data to a Links dataset
o Select files I]':'Z J Edit dataset details (3 W Configure properties I 41\3 Summary

Uploading data

Upload a file that contains the
following columns:

*from_id

I
*to_id

S

Drag a .csv or .xlIsx file to load data
To manually upload, click here

Cancel

orgvue Settings 1.8 Version 3.8




)

18.4 Paste Merge links dataset continued

Once the file has been uploaded a decision should be made on the type of merge being conducted. This is especially important with link
datasets as the merge process will recalculate the link_id based on the from_id & to_id and will only update the allocation and any other
property values where the link_id is the same.

This will preserve any from_id — to_id links that are not present in the upload file

Select operation

Merge Merge & Delete Replace

~ orgvue > Digital Learning

w

| Merge or replace data Demo links people to roles  You're uploading data to a Links dataset

v ) Select files o Edit dataset details { 3 ) Configure properties {4} Summary

Select operation

Merging on link_id
Merge Merge & Delete Replace
ur

Worksheet

from_id to_id allocation
! e s

24 2 1

1
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18.4 Paste Merge links dataset continued

Once the required paste option is selected, the final screen allows the de selection of any properties in file that are not required (fig a). To
complete the upload, press the upload button. The upload summary will then be displayed (fig b)

”
orgvue{» - orgvue»

Merge or replace data Dema links pesple to roles.

Configura proparties ) Summa y - " o~
0 oo e e @ e

9

Data successfully uploaded

e T M ' tiom Brogeerion o W s s

e

(fig a)

(fig b)
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Note: This is version 3.8 of the User Guide. As the orgvue Settings application is developed, and new/amended features are added,
the User Guide will be updated. We recommend you access this document online to ensure you are using the latest version.
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