How to use OrgPlus
· link https://orgchart.uws.edu.au/OPEHA/SignIn.aspx?ReturnUrl=%2fOPEHA%2fdefault.aspx
· Log in using your MyUWSAccount login
>
Select Chart


· Click on levels in the top left hand corner of the screen
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Change the level to 4 or 5 to get include all the
layers for the business unit or use the number to indicate the number of reporting layers wanted to view
· Reduce or increase the  size of the chart by using the % drop down options 
· Position chart will display Org Unit title, position  number and position title
· To request the Finance profile click on the box under sign off and select Finance Profile

· To produce an excel spreadsheet displaying information populated from Alesco select the excel option on the OrgPlus tool bar 
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· If you have selected the Finance Profile the menu items below will automatically populate into the spreadsheet. If you wish to view different data profiles select the fields from the available fields menu on the right hand side and using the move option populate the fields in selected field
The following is a brief description of the data represented by each of the fields on the spreadsheet.

· C Level description 
· Pos Title (Full position title)
· Position_ (position number)
· Start_ Date

· End_Date

· Budget_Flag (Indicates if position is budgeted)

· Fraction (Position Full time equivalent)
· Emp status description (Position employment status)
· Manager_Pos (Reports to manager position number)

· Location description (Position Campus)

· Award description ( academic, general, senior, executive)

· Classification Description (HEW Level)

· Pos_Acct 1 (position cost centre)
· Pos_PCT1 (position percentage)

· Pos_Acct 2
 (position cost centre if split)
· Pos_PCT2 (position cost percentage oif split)

· Pos_Acct3

· Pos_PCT3

· Occ_Sub 1_ Name (substantive occupants name)
· Occ_Sub1_FTE (occupant full time equivalent)

· Occ_Sub 1_ Acct1 (occupant cost centre)

· Occ_Sub1_PCT1 (occupant percentage)

· Occ_Sub 1_ commence_ date (Occupant start date in the role)
· Occ_Sub 1_ Occup_ term_ date (occupant end date in the role 31/12/2049 is default date for ongoing employee)
· Occ_Sub 2_ Name (substantive occupants name)

· Occ_Sub2_FTE (occupant full time equivalent)

· Occ_Sub 2_ Acct1 (occupant cost centre)

· Occ_Sub2_PCT1 (occupant percentage)

· Occ_Sub2_Acct2 (occupant cost centre 2 if split)(

· Occ_Sub2_PCT2(occupant percentage 2 if split)

· Occ_Sub 2_ commence_ date (Occupant start date in the role)

· Occ_Sub 2_ Occup_ term_ date (occupant end date in the role 31/12/2049 is default date for ongoing employee)

· Occ_Con 1_ Name (concurrent occupants name)

· Occ_Con1_FTE (occupant full time equivalent)

· Occ_Con 1_ Acct1 (occupant cost centre)

· Occ_Con1_PCT1 (occupant percentage)

· Occ_Con 1_ commence_ date (Occupant start date in the role)

· Occ_Con 1_ Occup_ term_ date (occupant end date )

· Occ_Con2_ Name (concurrent occupants name)

· Occ_Con2_FTE (occupant full time equivalent)

· Occ_Con 2_ Acct1 (occupant cost centre)

· Occ_Con2_PCT1 (occupant percentage)

· Occ_Con 2_ commence_ date (Occupant start date in the role)

· Occ_Con2_ Occup_ term_ date (occupant end date )

· Occ_HDA1_ Name (HDA occupants name)

· Occ_HDA1_FTE (occupant full time equivalent)

· Occ_HDA1_ Acct1 (occupant cost centre)

· Occ_HDA1_PCT1 (occupant percentage)

· Occ_HDA1_ commence_ date (HDA start date in the role)

· Occ_HDA1_ Occup_ term_ date (HDA end date )

· Occ_HDA2_ Name (HDA occupants name)

· Occ_HDA2_FTE (occupant full time equivalent)

· Occ_HDA2_ Acct1 (occupant cost centre)

· Occ_HDA2_PCT1 (occupant percentage)

· Occ_HDA2_ commence_ date (Occupant start date in the role)

· Occ_HDA2_ Occup_ term_ date (occupant end date )

· To change the order the fields will appear highlight the field to be moved and use the up and down arrows at the side of the box to reposition the fields (the above list is a suggested order only)
· click OK
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· Click open to produce the excel file

· expand columns in excel to view all relevant detail
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· Print and/or save
How to publish an Organisation Chart to PDF

· When you are in the Org Chart and you want to print the displayed chart select the PDF icon in the tool bar at the top of the page
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> The Publish to PDF screen appears. If you want to view/print the displayed chart do not change any of the details
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> Then click OK and open when the file is downloaded
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> The sub chart appears displaying the organisation structure
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· There is an option to print the organisation chart on the tool bar

Human Resources 

11 August 2009
