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OrgPlus®RealTime User Guide to Planning

This guide will provide a brief explanation of the key features of the Insperity OrgPlus planning module:
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Planning Overview

The planning module in Insperity® OrgPlus® RealTime is a key tool in modeling “what if” scenarios for potential
organizational changes such as new hires, employee promotions, terminations, and salary adjustments. When creating
plans, you create a snapshot of the current organization areas you manage and can drag and drop, delete, and change
information on the boxes and profile cards reflecting proposed strategic decisions within your department.

It is important to note that planning does not affect the actual organizational chart.

Creating a New Plan
To create a new plan, select the New Plan icon that is shown at the top left of your charting space. If you do not have
planning permissions, you will not have the icon on your charting space.

_ra

A new window will appear where you will set your plan properties:

New Plan
Plan Name
n New Plan

ePurpase of the Plan @

Enter Plan Purpose...

ePlan Focus

@ Entire Chart
(O Displayed TopBox+ All w levels
O Selected Branch

’e Group Plan Status Owner

My Plans - Active - Insperity Employee  +

eshared With

Select a User... -

None Selected
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1. Plan Name: You will need to provide a name for your new plan, such as “Sales 2021”. This will allow you to easily
identify the plan you need from a list of plans.

2. Purpose of the Plan: You can add details about the purpose of the plan or items specific to this plan.

3. PlanFocus: You can choose which part of the chart you would like to plan for based on the selections under plan
focus. Please note that the administrator may have set up planning limits to your profile such as only being able to plan
for your direct reports.

Group, Plan Status, and Owner: These set various categorizations for your plan.

5. Shared With: If you would like to allow others to have access to the plan, select the name in this section. Only users
who have access to planning will be included in this list. Please note that the administrator may have set up users with
planning limits.

Once you have set your plan properties, click Open to enter planning mode.

Navigating the planning module

In planning mode, your chart will have a checkered background. Areas of the chart with the blue outlined background are
editable sections based on your permissions.

® -5 o i QD = S - subChat~ Options~ Views=  Search Chart s 0

Insperity V2> Planning » New Plan 3

A~
Q.

i Je)

1. The same chart navigation tools that are in charting space are also in the planning module allowing you to print,
change views, change branch styles, and modify sub-chart levels while in planning.

2. New icons will appear on the left-hand side of the planning chart and help you with functions such as cutting,
pasting, undoing changes made, and recalculating formula fields displayed on the chart.
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3. Additional secondary workspace tools will display at the bottom of the page.

Making Changes in Your Plan

Editing an Employee's Information and Adding Direct Reports
In the planning mode, you will have several additional buttons on each of the employee’s boxes to allow you to make
modifications to their information as well as add new boxes in your organization.

Edit: This allows you as the planner to edit the existing information that is
displayed on the face of the box. Once you have made the necessary

i changes, you will click OK. Note: Calculated fields such as headcounts,

totals, and averages cannot be edited. Calculated fields will update based

on the updates to the inputs.

Employee Note: This icon will allow you to add notes about the employee.
This is useful in cases where you would like to note why a change has been
made or any other comments about the employee.

Ai Xian
Sales Manager Add Team Member: This allows the planner to add a team member to the

Corporate +® | chartasadirectreport. Once the planners adds ateam member, a new box
Headcount: 4 will display and you will be able to add information such as salary to the new
Direct Reports: 4 box.
Average Salary: $65,000
Total Salary: $260,000 Add Assistant: If the organization is set up to show assistants in an assistant
Open Position: 1 +2 | format, then this icon will add a new employee as an assistant.

Salary: $84.000
Grade:
Range Depth:

Delete: This icon will delete the employee box, which will reflect as a
. termination of the employee.

Profile Card: This icon will display the profile card for the employee. You
9 can edit information in the profile card by using the edit icon.
[
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Moving Employees Within the Chart
You can manually model changes to your organizational structure using several different methods:

Drag-and-drop to new supervisor: Reassign an employee (and his/her subordinates) to a new supervisor by ‘dragging-and-
dropping’ the employee box in the new supervisor’s box.

If you would like to move a group of employees, you can Ctrl+ Click each employee box or use the Marquee icon at the top
of the chart.

Click and hold on the
employee box to be
moved; drag into the new
supervisor's box.

The employee box
and his/her
subordinates appear
under the new
supervisor.
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Cut and paste to a new supervisor: Use the Cut option (scissors icon) to remove an employee from one supervisor and Paste
under another supervisor.

If you would like to move a group of employees, you can Ctrl+ Click each employee box or use the Marquee icon at the top
of the chart.

A
e ]
@ Click to highlight the box
[ (es) you would like to
& more then select Cut.
P
Fo
l]
Ai Xian
| )
M [—\
1 Click to highlight the
new supervisor box then
P select Paste to transfer

the employee.
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Holding the employee in the Staging Area: Drag-and-drop an employee box for later reassignment (his/her reports follow
into the Staging Area).

In the planning mode, you can use the Secondary Workspace as you did in your charting space.

= Staging Area: Click on this icon to display the staging area. This is where you can move employees when they are
going to be deleted from the planned organization, or when you would like to move them to a different supervisor. The
staging areais a holding spot for further consideration of the employee without deleting them from the chart plan.

Click and hold on the
employee box to be
moved to staging; drag

into the "Add to Staging

Area” box. -

&DD TO STAGING AREA

The employee will be held in this area until any additional actions are performed such as dragging and dropping back into the
chart. Note that if the employee has any reports, the reports will be included in this staging area.

Staging Area

~ Ai Xian. Sales Manager
Christopher Anderson. Group Sales Officer
Gautam Mistry, Group Sales Officer
Gennady Bormotov, Group Sales Assistant

Tom Forlani. Executive Assistant
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Updating Calculated Fields (Headcount, Total Salaries, Etc.)

When you are in a View that contains formula fields and you move, add, or delete employees or if you edit number fields
such as salary, you may need to click Recalculate Formulas to update displayed formula field calculations.

For example, we have moved two people under a new manager and now we must recalculate the headcount and salaries for

5
4

the manager:

5
4

Tina Nomura
Vice President, Marketing
Marketing

Tina Nomura
Vice President, Marketing

(V]

Headcount: 14 > Headcount: 16
‘ Direct Reports: 4 Direct Reports: 6
Average Salary: $57,643 Average Salary: $54,625

Totat.Salary: $207-000 Total Salary: $874,000

Cpen Position: 0

(L-I‘n.

Open Position: 0

Tracking and Reporting Changes

You can create a report on the changes you have made to your team. In the planning mode, you can use the Secondary

Workspace as you did in your charting space. You can access your Secondary Workspace with the icon menu at the bottom
of your screen:
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rY
E . . . . . . .
Track Changes, when clicking on this icon, will display all the changes that you have made in your plan.
Track Changes B @& scachchanges. O
Action Name Title Person D Effective Date Last Modified a Last Modified By

+  Transfe Lindsey Douglas Services Coordiator 4001 8/7/202:52 PM Insperity@employee.com

+  Transf Michelle Alder Sales Manager 1418 8/7/202:51 PM Insperity@employee.com
Click on the plus sign ¥ next to the change to see additional information.

o]

Use the Settings icon to establish the fields you would like to display in track changes:

Use the Change Report icon to view your changes in a report. E

Sharing Your Plan Model and Exporting Data
As in your charting space, you can print your chart to PowerPoint or PDF. To export the plan data in Excel, choose the Excel
option when sharing.

Closing Your Plan
When you are finished with planning, and want to return to your charting space, close out of planning by clicking on the

Closeicon ® at the top left-hand side of your charting space.

Managing Plans ,
Once you have created and saved a plan, you can manage this plan by choosing the Manage Plans icon on the left @
side of your charting space. The screen below will be displayed. You will find a list of any plans created by you, owned by you,
or shared with you. On the left-hand side of the screen you will see the options to organize and locate your plans.

Workforce Plans Search Plans. [ neweian |
[ Groups + a
tay Plans Name Ovner Status Medified
= FILTERS O F NewPlan3 Insperity@employee.com Active 8/7/20252 BM -l |
_ O 4 nNewPlan2 Insperity@employee.com Active 8/6/20 2:36 PM o F|:| [
Created by me
Owned by me DELETE SELECTED PLANS 0 planis) selected. 1-20f2 -
Shared with me
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To edit an existing plan, select the Edit icon.

O @ New Plan 3 Insperity@employee.com Active 8/7/20 2:52 PM a rD i
To change the properties of an existing plan, such as the name of the plan, the owner, and who it is shared with, select the
Propertiesicon.

O ,‘ New Plan 3 Insperity@employee.com Active 8/7/20 2:52 PM @ rD i

To copy a plan to use as a basis for a new plan, select the Copy Plan icon.

O /‘ New Plan 3 Insperity@employes.com Active 8/7/20 2:52 PM *i

To delete a plan, use the Delete Plan icon.

[m] /’ New Plan 3 Insperity@employee.com Active 8/7/20 2:52 PM a E@

To organize your plans, you can create Groups. To create a Group, click on the plus sign. This will open the Add Group panel
to add a group as shown below. Type your group name and then click Save.

Add Group

l Enter Group Name... I

SAVE CANCEL

You can organize plans into the new groups. To add plans a new group, click on the Properties icon to the right of the plan.
The Plan Properties panel will display. Click on the Group dropdown to select the new group name and then click Save.



