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Job Aid: Organization Owner Overview

Purpose

The purpose of this job aid is to guide organization owners through the step-by-step process of available
features within SuccessFactors Learning. The organization dashboard is a collection of charts and data
tables that summarize learning data for your organizations and sub-organizations.

Task A

Organization Dashboard
6 Steps

Task B v

Initiatives
21 Steps

\ .
Task C v
-

Succession Planner
7 Steps

Task D v

Talent Pool
11 Steps

Note: Depending on how permissions were configured in, access to the following features will vary for each
organization.

Task A.  Organization Dashboard
G From the Home page , successfactors- Welcome Diana Daly | g Check System | Sign Out
roll-over the Organization e S ~
tab and select Dashboard L A . o
from the Iist. ..;.. Morth America Steel Sales Succession Planner '
Talent Pool
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Note: The organization dashboard does not show real-time data; it relies
on periodic data updates. Therefore, if you make changes that should
affect the data but do not see those changes reflected in the dashboard,
then the system has not updated the data yet. The system shows when the
data was last updated next to the Organization Dashboard title.
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Each toolbar contains a title, drop-down menu of Options, Maximize/Restore
button, and Close button. To modify a chart, you must maximize its window.
If you select the Bar Chart tab, Print to PDF is an option and saves the
current chart as a PDF file; if you select the Table tab, then Export Data to
Excel is an option and saves the current table as a CSV file.

@ Toolbar
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Control
section

Each data section contains a chart or table, depending on what tab you
select. Fundamentally, you can change the chart in one of three ways: the
view (for example, from Bar Chart to Table) without changing the data; the
data (for example, changing the Assignment Type to required in the Items
Completion chart); or the organization that you're reporting on.

In some situations, you can click the Drill Up link to view a different
breakdown of the data for the current chart. For example, if you are working
with the Item Completions chart, and it shows the breakdown by month,
then you can click the quarter of the years. Then, you could click the Drill
Up link again to view the items completed for each year.

Note: If you change any of the view or filtering options, the chart retains your selections
even after you minimize or restore the window.

Data
section

Each data section contains a chart or table, depending on what you select
from the Display list. While the control section allows you to drill up, the
data section allows you to drill down. Click any bar (in a chart) or double-
click any row (in a table) to drill down. Drilling down for a table contains no
visual indicator on the data that you can drill down. Therefore, we
recommend that you explore the chart for opportunities to drill further
down.

Legend

Each window also contains a legend so that you know exactly what is being
measured for each chart. Each filter section contains a set of unique controls
that you can use to customize how the data is displayed. As you customize
what each chart shows by filtering, you can save that filter by clicking Save
Filters on the Options menu.
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Task B. Initiatives

You can use initiatives to communicate organization goals (such as increase sales, cut costs) so that employees of
that organization can align their actions to fulfill the organization's initiative. How they align their goals can be
formal (using plans and goals) or informal (actively doing what they can to increase sales). As an initiative
organization owner, you can start by creating or modifying an initiative.

Welcome John Siemering | 4§ Check System | Sizn Out
o From the Home page -
page, successfactors _
roll-over the Organization B oo T Ot .
-y - - Dashboard - . & Help
tab and select Initiatives Iohn E Siemering et TS Y e
. Executive Vice President Horth America Your Talent Profile is Incomplete
from the I Ist KSO Narth America Suecession Planner i'j
Talent Paol d
e Select the VleW d rop- Current Organization @ Help
down I ist to Change This page includes a list of initiatives for the chasen organization
in iti ative VieWi ng Options / Current Or. jon X \/ Initiative Alignment \/ Parent Organization |
f . @ e » Create Initiative
(d ra t’ eXpI red ) Vigwr: | Pubiisned [ ] For: K50 North America [Change]
Initiative Name Description Status Aligned To
published, all).
Mission Statement Operate efficiently with customer servce always in mind, E%Toward Target: 92,59 Mission Statement
CI iCk the Create Vision for NA haintain competive advantage over South America % Toward Target: 71.30 Wiston

Initiative button.

Enter initiative name. Add New Initiative

Enter initiative Initiatives Summary - Add Hew Initiative
descrlptlon' Organization: K50 Morth &America
Enter a descriptive

period * = Required Fields

Select Status Icon (none, * Mame: Q

or Traffic Light).

Select Employees must
align individual goals to
this initiative checkbox.

Description: G

SeIeCt appropriate 1000 characters remaining
alignment setting radio Period: (6 ]
button.
State: Diraft:
Click Save. Status lcon: Mone Ee

@ Emplovees must align individual goals to this initiative

Alignment Settings: @ iy direct sub-organizations may choose to align to this initiative
Require my direct sub-organizations to align to thiz initiative

Puzh [copy) thiz initiative to all of my sub-organizations

@ Save Rezet
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Select the Parent
Organization Alignments
tab.

Initiative Details

Initiatives Summary — Initiative Details

Initiative Name: Increase knowledge of emergency response process

Organization: K5O North Amerca @

."I Initiative Details |/ Parent Orzanization Alignments \/ Required Activities | [

Motes

\ [ Sub-Organization Alignments |

tligned Emploves Goals |

* = Required Fields

* Mame: |Inzreasze knowledze of emergency response process
Description: Increase knowledze of eMergency response process
952 characters remaining

Period:
State: Draft

Status lcon:

[ Traffic Light E

Adopt Date: Mone

Expire Date: Mone

& Emplovees must align individual goals tao this initiative

Alignment Settings: @ Moy direct sub-arganizations may choose to align to this inftiative

_! Require my direct sub-organizations to align to this initiative

Push [copy] this initiative to all of my sub-organizations

Copy Publizh Save Delete Reset

* Yellow Threshold: 25.00 * Green Threshold: 50.00

VieW | |St Of parent Parent Organization Alignments @ Help
. . . . Initiatives Summary - Parent Organization Alignments
organization initiatives, Initiative Hames: [rasse krowladge of mergancy response process
and eleCt to aI ign With Organization: K50 Morth America
one or more I n itiative . Parent Organization: Karaho Steel and Oil
[ Initiative Details |/ Parent Organization Alignments |/ Required Activities )/ Motes |/ Sub-Orzanization Alignments
@ Click Apply Changes. { hgned Emplayes Gask
Initiative Mame Description @ alignment Type Aligned With
Mission Statement Operate efficiently with customer serice always in mind, Pushed (=]
Vision World Steel and Oil Market Domination Optianal (=]
@ Apply Changes Reset
@ Select the Requ ired Required Activities 9 Help

Activities tab.

Click Add Activity button
to add an associated
activity to this initiative.

Initiatives Summary — Required Activities
Initiative Hame: Increase knowledge of emergency response process

Organization: K50 Morth Amerca

f Imitiative Details '-,I,-‘ Parent Organization Aliznments "\.". Required Activities ".I [N

otes

\ [ Sub-Organization Alignments |

11 1

#ligned Emploves Goals |

There are no required activities for this initiative,

@ Add Activity
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Select the Notes tab.

Click the Add Note
button to add a note to
this initiative.

Notes

Initiatives Summary - Notes
Initiative Mame: Increase knowledge of emergency response process

Organization: K50 North America

Hotes

[ Initiative Details ?\,- Parent Organization Alignments '-“- Required Activities '\.‘; \/ Sub-Crzanization Alignments \

| Aligned Employes Goals |

There are no notes for this inftiative,

@ Add hlote

Select the Sub-
Organization Alignments
tab to view any aligned
published sub-

Sub-Organization Alignments € Help

Initiatives Summary - Sub-Organization Alignments
Initiative Name: Increaze knowledze of emergency response process

Organization: K5O North America

Organization initiatives- [ Initiative Detail: |/ Parent Organization Alignments |/ Reguired Activities |/ Motes '-,I." Sub-Organization Alignments I"._
[ Aligned Emplovee Goals |
There are no aligned published sub-organization initiatives,
@ Select the Allgned Aligned Employee Goals @ Help
Initiatives Summary — Aligned Employee Goals
Employee Goals tab to >
H Initiative Mame: Increaze knowledge of emergency responze process
view all employees who
- Organization: K50 Morth America
have aligned one or more
goals Wlth the [ Initiative Details |/ Parent Organization Alignmentz |/ Required Activities |/ Maotes |/ Sub-Organization Alignments |
H H initi H Aligned Emplo Goals |
organlzatlonal Initiative. @ rened Snptayee Soat
User Has Alighed Goals
John B Siemering Mo
@ Return to Initiative Initiative Details 9 Help
H Initiatives Summary - Initiative Details
Details tab.
Initiative Name: Increase knowledge of emergency response process
@ CI'Ck Publish to make Organization: K50 Morth America
Inltlatlve ava-llable- @ Initiative Details \/ Parent QOrzanization Alignments '-\,-' Required Activities | [ Motes |/ Sub-Organization dlignments |

| Aligned Employee Goals |

* = Required Fields

* Mame: :[ncrease knowledge of emergency response process
Description: Increase knowledze of emergency response process
952 characters remaining
Period:
State: Draft
Status lcon: | Traffic Light E * Yellow Threshold: 25.00 ] * Green Threshold: 50,00 |
Adopt Date: MNone
Expire Date: Mone

& Emplovees must align individual goals tao this initiative

Alignment Settings: @ fiy direct sub-arganizations may choose to align to this initiative

_' Require my direct sub-organizations to align to this initiative

Push (copy@ritiative ta all of my sub-organizations
Copy Save Delete Reset
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Task C.

Succession Planner

You can use the succession planner to 1) view all of the incumbents for a job position 2) view the immediate
organizational structure for an incumbent (after you select an incumbent you want to work with), 3) access the
list of successors for a job position, or 4) view a user's talent profile.

From the Home page,
roll-over the Organization
tab and select
Succession Planner from
the list.

successfactors”

BUSINESS EXECUTION SOFTWARE “

John E Siemering
Executive Yice President Horth America
K5O Morth America

My Employees

elcome John Stemering | (g Check System | Sign Out

Organization

Dashboard . @ Help
Initiatives

You have pending approval requests
Your Talent Profile is Incomplete
Succession Planner ’
Talent Pool :

Click the job position
title to view a list of
incumbents.

Succession Planner Dashboard
Organization: 150 North America [Change]
livy Reporting Tree

List of Job Codes

Incumbents
Job Code «
Total

Oil Marketing Representative North America
0il Sales Representative North America
Sales Associate

Sales Representative

Sales Representative North America

Senior ¥P Oil Morth America

VP Steel Morth America

[ L

@ Hslp

Include Sub-Organizations

3 Add Job Code to Dashboard

Gap Org Chart Rernove

with Successors

0000000

o~ o8 oo o

1
1
1
0
1
0
1

The Job Position Details
page displays a list of
user names, identified
successors, if this
requires an emergency
replacement, last update
date, an organization
chart (=) button, and a

successors (') button.

Click a user name to view
their Talent Profile.

Click the Succession
Planner Dashboard link
to return to the
dashboard.

Job Code Details
Wiew the list of incumbents for the selected Job Code,
& Succession Planner Dnshhnardé
Job Code: Senior WP Oil North America
K50 Morth dmerica

Organization:

Include Sub-Organizations: “es

Incumbents for Senior VP Oil North America

User Narme »

Joseph A Todd e

QOrganization
MNorth &merica Gil 0

Identified Successors

& Help

Emergency Replacement Last Updated Org Chart  Successors

No inh Ll

From the dashboard,
click the My Reporting
Tree link.

Succession Planner Dashboard

Organization: (50 North Amerca [Change]
My Reporting Tree
List of Job Codes

Incurnbents
Job Code «

Tatal
Qil Marketing Representative North America
Qil Sales Representative North America
Sales Associate
Sales Representative
Sales Representative North America
Senior ¥P Oil North America
VP Steel North America

L e

& Help

Include Sub-Organizations

* Add Job Code to Dashboard

Gap arg Chart Rernove

with Successors

1 1} = J
1 0 = ]
1 il % J
i 0 (%)
1 o S %]
1} 1 = J
1 a W O
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For a select employee,
click the Successors icon
(") to view a complete
list of successors aligned
for the job.

Click the Back link to
return to the dashboard.

42 Help

Succesgion Planner
« Back

User Hame: John E Siemering

Job Code: Executive Wice President Morth America
Job Title: Mo Job Title
Organization: K50 Morth America
Show with Successors? [V]
JohnE Siemering
Executive Vice President Morth
Ametica
KSO Morth America
571.555,1212
Elizabeth A Ingrassi Joseph A Todd
Senior WP Steel North america Senior WP Oil North America
Morth America Steel Morth america Ol
571.556.1212 £71.556.1212
| = i L i
Ready How Ready How
Mo Candidate Mo Candidate
Ready in § Mo -1 ¥r Ready in § Mo - 1¥r
Mo Candidate Mo Candidate
|Ready in 1 - 2 ¥rs Ready in1- 2 Yrs
‘Mo Candidate Mo Candidate
i ]
] R S—

Task D. Talent Pool

If a Talent Pool has never
been created, you will be
asked to create a new
talent pool.

Enter a talent pool name.
Enter a description.
Click OK.

Wels John Si i j Check & Sign O
o From the Home page’ cuccessfactors- slcome John Sismering | 4 Check System | Sizn Out
roll-over the Organization e BTNl L .
Dashboard . @ Help
tab and select Talent Joh ESIEmering e i
POOI from the Iist KSO Morth America Succession Planner '
Talent Pool
Talent Pool @ Help

You can create and manage pools of users for talent and succession planning. With any existing talent pool, click the Update = hutton if you swant to refresh the
list of users

Current Pool: -None

Create a New Talent Pool =
ou currently have no talent pools. Would you like ta add a talent pool ngeee
Talent Pool Hame = | éﬁ
Description

| Cancel |
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G Double-click a section
name, for example
contact information.

Talent Pool

& Help

"au can create and manage poals of Lsers far talent and succession planning. WAfith any existing talent poal, click the Update & huttan if you wantto refresh the

list of users

Current Posl: Project Managers

Filter List | <5

2> Select a Job Profile

¥ Select a section

| Aoneards

Contact Infarmation e
Currert Goals

Curricula

Education

Employes Information

Groups and Associstion
Languzge Skils

Motes

Professional Licenses/Cerifications
Projects

Securtty Clearance

Group Mame: | group

Double-click a section name or a job profile to
define the search criteria for this group.

Cancel

Select criteria under
contact information.

Enter search criteria and
select.

@ Click Save.

Continue to add criteria
to group.

Talent Pool

@ Halp

You can create and manage pools of users for talent and succession planning. Wiith any existing talent pool, click the Update ; buttan if you want to refresh the

listofusers

Current Pool: Project Managers

|| Contact Information

Group Hame:  aroup!

|| UserFirstName

[ | User diddle Initial

|| UserLastMame

|| Job Code

] Qrganization

|| Joh Location

|| Email Address

|| Address-Street

[ ] Address-City

|| Address-State/Province

|| Address-Postal Code

Job Location Starts With | >
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Click in the Group Name
textbox and give the
group a name.

Once you’ve added all
criteria to the group,
click Show Preview to
view a list of users in the
pool.

Click Save to Pool.

Talent Pool

& Help

You can create and manage pools of users for talent and succession planning. With any existing talent pool, click the Update ; buttan if you want to refresh the

list of users

Current Pool: Project Managers

Fitter List | S
3 Select a Job Profile
¥ Select a section
Awards
Contact Infarmation
Currert Goals
Curricula
Education
Employes Information
Groups and Assocition
Language Skils
Notes
Protessional Licenses/Certifications
Projects

Security Clearance

Group Hame : | neation DC 0

Double-click the query you want to edit.

& JobLocation Staris With Washington DC

| Show Preview | | Save to Pool | | Cancel |

The Talent Pool page
displays the group added
to the current pool.

Talent Pool

& Help

You can create and manage pools of users for talent and succession planning. With any existing talent pool, click the Update =] button it you want to refresh the

list of users.

Current Pool: Project Managers

User Name

«

Location DC (%)

Ay W Cook Brett Lewis
Barbara J Gary Amanda E Gabriel
Chase 5 Winters Brett Lewis

Jennifer K Gaines
Margaret £ Foster

Theresa A D'Amico

Supervisor Name

Amands E Gahrigl

Christopher Trace

[E} |;‘ !E L@j r"_l | Hide Groups I

[ wview

|v][ -Actions- |-J

Organization

Karaho Steel and Cil
Morth America Oil Marketing
Haraho Steel and O
Morth &merica Oil Marketing

Marth America Oil Sales

Joh Code Job Location
£ & @

Chief Executive Wigshington D

Marketing Associate Wiashington D

Software Engineer ygshington DC

Ol Marketing Representative Morl washington DC

Director of Cil Sales Morth Americ wisshinogton DC

Show Excluded

0

Diana b Daly Morth America Steel Sales Sales Sssociate wgshington DC
Tracy C Browning Kevin M Bird Europe Steel Marketing Steel Markeling Representative B wiashington DG
endy & Brayer Josh Beckett Human Resources Director of Human Resources gshington DC
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