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7.3.5.1.8. Full - Remote Address
7.3.5.1.9. Full - Work Address
7.3.5.1.10. Latitude - Home Address
7.3.5.1. Latitude - Remote Address
7.3.51.12. Latitude - Work Address
7.3.51.13. Longitude - Home Address
7.3.5.1.14. Longitude - Remote Address
7.3.5.1.15. Longitude - Work Address
7.3.5.1.16. State - Home Address
7.3.5.1.17. State - Remote Address
7.3.5.1.18. State - Work Address
7.3.5.1.19. Street1- Home Address
7.3.5.1.20. Street1- Remote Address
7.3.5.1.21. Street1- Work Address



7.3.5.1.22. Street 2 - Home Address

7.3.5.1.23. Street 2 - Remote Address

7.3.5.1.24. Street 2 - Work Address

7.3.5.1.25. Street 3 - Home Address

7.3.5.1.26. Street 3 - Remote Address

7.3.5.1.27. Street 3 - Work Address

7.3.5.1.28. Zip/Postal - Home Address

7.3.5.1.29. Zip/Postal - Remote Address

7.3.5.1.30. Zip/Postal - Work Address
7.3.5.2. External apps

7.3.5.2.1. ADPID

7.3.5.2.2. ALPHASTAFF ID

7.3.5.2.3. Bamboo ID

7.3.5.2.4. FinchID

7.3.5.2.5. Greenhouse ID

7.3.5.2.6. GustoID

7.3.5.2.7. Humaans ID

7.3.5.2.8. Jobvite ID

7.3.5.2.9. LeverID

7.3.5.2.10. Namely ID

7.3.5.2.11. OktaID

7.3.5.2.12. Paylocity ID

7.3.5.213. PrismID

7.3.5.2.14. Rippling ID

7.3.5.2.15. SFactors ID

7.3.5.2.16. Sapling ID

7.3.5.217. TrinetID

7.3.5.2.18. Ultipro ID

7.3.5.2.19. Workday ID



7.3.5.2.20. Zenefits ID

7.3.5.3. Member profile

7.3.6. Recruiting

7.3.5.3.1. Active Days (Last 30)
7.3.5.3.2. Birth Date

7.3.5.3.3. Employee ID
7.3.5.3.4. Ethnicity

7.3.5.3.5. Firstname

7.3.5.3.6. Gender

7.3.5.3.7. Generation

7.3.5.3.8. GitHub

7.3.5.3.9. Home Phone
7.3.5.3.10. Home email
7.3.5.3.11. Lastname

7.3.5.32. Linkedin

7.3.5.3.13. Middle name
7.3.5.3.14. Mobile

7.3.5.3.15. Preferred First Name
7.3.5.3.16. Perferred Last Name
7.3.5.3.17. Preferred Name
7.3.5.3.18. Twitter

7.3.5.3.19. Work email
7.3.5.3.20. Work phone

7.3.6.1. Active (Days)
7.3.6.2. Annual Budget Cost
7.3.6.3. Backfill For

7.3.6.4. Backfill Job

7.3.6.5. Candidates (Active)
7.3.6.6. Hiring Manager



7.3.6.7. Interviews (Active)

7.3.6.8. Lever ReqID

7.3.6.9. Offer Accept Date

7.3.6.10. Offers (Active)

7.3.6.11. Offers (Total)

7.3.6.12. Open (days)

7.3.6.13. Priority (Recruiting)

7.3.6.14. Recruit Active Date

7.3.6.15. Recruiter

7.3.6.16. Recruiting

7.3.6.17. Time to Fill (days)

7.3.6.18. Recruit Active Date

7.3.6.19. Offer Accept Date

7.3.7. Structure

7.3.7.1. Dates
7.3.71.1. anniversary
7.3.71.2. birthday
7.3.71.3. createDate
7.3.71.4. endDateJob
7.3.71.5. endDateOrg
7.3.71.6. promotionDate
7.3.71.7. startDate
7.3.71.8. startDateJob
7.3.71.9. startDateLifetime
7.3.71.10. startDateOrg
7.3.7111. startDatePlanned
7.3.71.12. tenure
7.3.7113. tenureJob
7.3.71.14. tenureLifetime



7.3.71.15. titleDate

7.3.7.2. Groups
7.3.7.2.1. Department
7.3.7.2.2. Location
7.3.7.2.3. Band
7.3.7.2.4. Team

7.3.7.3. Headcount
7.3.7.3.1. Direct Reports
7.3.7.3.2. Direct Persons
7.3.7.3.3. Employment
7.3.7.3.4. Head Count
7.3.7.3.5. Job Count
7.3.7.3.6. Open

7.3.7.4. Management
7.3.7.4.1. Indirect Manager
7.3.7.4.2. Managed Jobs
7.3.7.4.3. Manage Persons
7.3.7.4.4. Manager
7.3.7.4.5. Managers
7.3.7.4.6. Manager Count
7.3.7.4.7. Manager or IC

7.3.7.5. Organization
7.3.7.5.1. Org
7.3.7.5.2. Placement
7.3.7.5.3. Relationships
7.3.7.5.4. State
7.3.7.5.5. Reports Up to
7.3.7.5.6. Reports Up To Including

7.3.8. Time off



7.3.8.1. Days Off (All Types)
7.3.8.2. Days Off (Bereavement)
7.3.8.3. Days Off (In Lieu)
7.3.8.4. Days Off (Jury Duty)
7.3.8.5. Days Off (LT Disability)
7.3.8.6. Days Off (Medical)
7.3.8.7. Days Off (Military)
7.3.8.8. Days Off (Offsite)
7.3.8.9. Days Off (Parental)
7.3.8.10. Days Off (PTO)
7.3.8.11. Days Off (Religious)
7.3.8.12. Days Off (Sick)
7.3.8.13. Days Off (ST Disability)
7.3.8.14. Days Off (Unknown)
7.3.8.15. Days Off (Unpaid)
7.3.8.16. Days Off (Vacation)
7.3.8.17. Days Off (Voting)
7.3.8.18. Days Off Used (current year)
7.3.8.19. Days Off Taken (current year)
7.3.8.20. Days Off Upcoming (current year)
7.3.8.21. Next Day Off
7.3.8.22. Previous Day Off
7.3.8.23. nextTimeOff
7.3.8.24. prevTimeOff
7.3.9. Data Types
7.3.9.1. FormAnswer
7.3.9.2. Address
7.3.9.3. Boolean
7.3.9.4. Comp



7.3.9.5. Comp Band
7.3.9.6. Currency
7.3.9.7. Date

7.3.9.8. DaysOff
7.3.9.9. Enum

7.3.9.0. EnumList
7.3.9.11. File

7.3.9.12. Group
7.3.9.3. Image
7.3.9.14. FormResponse
7.3.9.15. Job

7.3.9.16. List

7.3.9.17. Sequence
7.3.9.18. Paylinterval
7.3.9.19. Money
7.3.9.20. Name
7.3.9.21. Number
7.3.9.22. Null

7.3.9.23. Percent
7.3.9.24. Person
7.3.9.25. PersonlList
7.3.9.26. Relative Dates
7.3.9.27. Shares
7.3.9.28. StockGrant
7.3.9.29. String
7.3.9.30. Task

7.3.9.31. TimeOff
7.3.9.32. TimeOffPolicy
7.3.9.33. Timestamp



7.3.9.34. User
7.3.9.35. VariableComp

7.4. Operators

7.41. + (add)

7.4.2. - (subtract)

7.4.3. * (multiply)

7.4.4. [ (divide)

7.4.5. % (modulus)

7.4.6. = (equals)

7.4.7. '= (not-equals)

7.4.8. 1 (not)

7.4.9. > (greater-than)

7.4.10. >= (greater-than-equals)

7.41M. < (less-than)

7.412. <= (less-than-equals)

7.413. [ I(array)

7.414. : (match)

7.415. && (and)

7.416. || (or)

7.417. ? (ternary)

7.418. if

7.419. ?: (elvis)

7.4.20. . (dot)
7.5. Functions

7.5.1. findAnswersByFormAssessment()

7.5.2. findAnswersByTarget()

7.5.3. findAnswersByForm()

7.5.4. findAnswersByAssessmenty()

7.5.5. findAnswers()



7.5.6. findResponsesBySubmitPerson()
7.5.7. findResponsesByTarget()

7.5.8. findResponsesByAssessment()
7.5.9. fiscalYearEnd()

7.5.10. fiscalYear()

7.511. fiscalQuarterEnd()

7.5.12. fiscalQuarterStart()

7.5.13. fiscalQuarter()

7.5.14. diffQuarters()

7.5.5. diff Weeks()

7.5.16. diffDays()

7.5.17. abs()

7.5.18. asOf()

7.5.19. boolean()

7.5.20. compHistory()

7.5.21. compBetween()

7.5.22. costBetween()

7.5.23. turnoverRate()

7.5.24. date()

7.5.25. day()

7.5.26. dayOfWeek()

7.5.27. daysOffBetween()

7.5.28. diffYears()

7.5.29. diffMonths()

7.5.30. distance()

7.5.31. monthEnd()

7.5.32. findFormTasks()

7.5.33. findFormTasksByAssessment()
7.5.34. findResponses()



7.5.35. findTimeOff()
7.5.36. formatMoney()
7.5.37. formatRound()
7.5.38. formatNumber()
7.5.39. formatPercent()
7.5.40. formatDate()
7.5.41. grantedShares()
7.5.42. jobFieldChanges()
7.5.43. length()

7.5.44. lowercase()
7.5.45. max()

7.5.46. mean()

7.5.47. money()

7.5.48. month()

7.5.49. min()

7.5.50. nearestLocation()
7.5.51. nearestOffice()
7.5.52. nextAnniversary()
7.5.53. nextWorkDay()
7.5.54. number()

7.5.55. fiscalYearStart()
7.5.56. pluralize()

7.5.57. percent()

7.5.58. personFieldChanges()
7.5.59. random()

7.5.60. replace()

7.5.61. round()

7.5.62. roundUp()

7.5.63. roundDown()



7.5.64. string()
7.5.65. subString()
7.5.66. stockPrice()
7.5.67. monthStart()
7.5.68. split()
7.5.69. uppercase()
7.5.70. usageDays()
7.5.71. vestValue()
7.5.72. vestShares()
7.5.73. year()
7.6. Methods
7.6.1. .count()
7.6.2. .countPercent()
7.6.3. .groupBy()
7.6.4. .max()
7.6.5. .mean()
7.6.6. .min()
7.6.7. filter()
7.6.8. .find()
7.6.9. .limit()
7.6.10. .sum()
7.6.11. .sumPercent()
7.6.12. .nps()
7.6.13. .unique()
7.7. Quick Reference: Common Filters
7.8. Examples
7.8.1. Conditional data display
7.8.2. Creating a dashboard of top submitters
8. ChartHop for Developers



8.1. Developer basics
8.2. Events
8.3. Syncing data to/from ChartHop
9. Release Notes
9.1. Release Notes Archive 2025
9.2. Release Notes Archive 2024
9.3. Release Notes Archive 2023
9.4. Release Notes Archive 2022
9.4.1. December 2022 release notes
9.4.2. November 2022 release notes
9.4.3. October 2022 release notes
9.4.4. September 2022 release notes
9.4.5. August 2022 release notes
9.4.6. July 2022 release notes
9.4.7. June 2022 release notes
9.4.8. May 2022 release notes
9.4.9. April 2022 release notes
9.4.10. March 2022 release notes
9.4.11. February 2022 release notes
9.412. January 2022 release notes
9.5. Release Notes Archive 2021
9.5.1. December 2021release notes
9.5.2. November 2021 release notes
9.5.3. October 2021 release notes
10. Resources
10.1. ChartHop Modules
10.1.1. ChartHop Basic
10.1.2. ChartHop Performance
10.1.3. ChartHop Engagement



10.1.4. ChartHop Compensation Reviews
10.1.5. ChartHop Headcount Planning
10.1.6. ChartHop HRIS
10.2. ChartHop Standard Terms and Conditions
10.3. ChartHop Basic Agreement
10.4. Data Processing Addendum
10.5. Mobile App Management
10.6. Al Usage Policy
10.7. Security statement
10.8. Subprocessors
10.9. FAQ
1. Labs
11.1. Al Pro Features
1.1.1. Al Agents
1.1.2. Al Agent Memory
11.1.3. Al Agentic Actions
11.1.4. Al Chat Write Actions
1.1.5. Al Form Completion
11.2. Alpha Apps and Integrations
11.3. ADP Outbound Payroll Sync
11.4. Ashby Integration
11.5. Automated Actions
11.5.1. Events in Actions
11.6. Calibrations
11.7. Data Explorer
11.8. Data Sheet: Group By and Progressive Loading
11.9. Finch Integration
11.10. Google Sheets Inbound Integration
1.11. Microsoft Teams Integration



1.12. Language Selection
1.12.1. Customizing translations
11.13. Lattice Integration
11.14. Preboarding
11.14.1. Preboarding Templates
1.15. Profile Tabs V2
11.16. Refreshed Profile Page
1.17. Redesigned User Management Settings
11.18. Salesforce Integration
1.19. Tables
11.19.1. Leveraging table data
11.20. Team-based Org Chart
11.21. Zendesk Integration
12. ChartHop by ChartHop
12.1. Ask ChartHop
12.2. Headcount Planning
12.2.1. Use Case: Manager Moves
12.2.2. Use Case: Budget Scenario
12.3. Customizing ChartHop with Al
12.3.1. Build your ChartHop Homepage
12.3.2. Create a Letter Template
12.3.3. Customize your Forms
12.3.4. Build Custom Profile Tabs
12.4. Carrot (CQL)
12.4.1. What's new in CQL?
12.4.2. CQL in Approval Chains
12.4.3. Cheat Sheet
12.5. ChartHop for All-(Org-Rollouts)
12.5.1. Org Rollout Toolkit



12.5.2. Launch Email Templates
12.6. Dashboards
12.6.1. Building HTML Tables in Text Blocks
12.6.2. Dashboards: How to Build & Customize
12.7. Performance Reviews
12.7]1. Self Reviews
12.7.2. Manager Reviews
12.7.3. Peer Reviews
12.7.4. Upward Reviews
12.7.5. Actions
12.7.6. Profile Tabs
12.7.7. Performance Review Question Bank
12.7.8. FAQ
12.8. Engagement Surveys
12.8.1. Running a Survey
12.8.2. Engagement Dashboards
12.8.3. FAQ
12.8.4. Engagement Survey Question Bank
13. ChartHop Academy
13.1. ChartHop Academy Hub
13.2. ChartHop Academy Schedule
14. Contact support
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21. ChartHop Mobile App

The ChartHop mobile app for iPhone and Android is a convenient way to have access to
top ChartHop capabilities on the go, including organizational directory, contact information
for colleagues, complete form based tasks, request time off (HRIS only), access Ask
ChartHop (HRIS only), and produce digital business cards for your phone's wallet.
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Mirilla Dupin

Sr. Director, Sales - Central

Time at ACME "t Birthday
‘ 7 years 10 Qas?) November 29

months

Revenue “  Central

Reports To

. Michelle Novak
Chief Sales Officer | Revenue

Direct Reports (1)

ChartHop Mobile Directory App

Downloading and Installing the app
To download and install the ChartHop Director mobile app:

* iPhone/iOS - Search for "ChartHop" in the Apple App Store or go directly to this link:
https://apps.apple.com/us/app/charthop-directory/id6717590153



https://apps.apple.com/us/app/charthop-directory/id6717590153

Android - Search for "ChartHop" in the Google Play Store or go directly to this link:

https://play.google.com/store/apps/details?id=com.charthop.mobile

Sign In to the app

Once the app is downloaded, open it and proceed to sign in with your user credentials:

Email - Start by entering in the email your account is associated with for your

organization and tap Continue

Authenticate - The app will redirect to authentication options associated with your
email and organization. Choose the option that is the primary way you authenticate

your account on the web.

Directory - The app will then redirect on successful authentication back into the app
with the alphabetized directory of your organization's people as the primary view.
Note: if you have more than one account associated with your email, you will be

dropped into the primary account associated with your email


https://play.google.com/store/apps/details?id=com.charthop.mobile&pcampaignid=web_share
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Features of the Mobile Directory
Within the app, you can:
Scroll throught the list of People in your Organization - People in your organization or
sorted alphabetically. You may scroll through them by:
Tap and dragging on the list of people
Tap and dragging on the letters on the right of the list
Tap and press on a letter on the right of the list
Search and Filter - To find a specific person in the list, you can:
Search for them by name in the search field
Tap on a Department, Location, or Team tag that the individual is a part of

Within each grouping of Department, Location, or Team, the tags work as OR
filters, meaning the employee could be part of one or more of the tags you

select



Across multiple groupings, the results work as AND filters, meaning the

employee meets at least one of every set of selected tags in each section
To clear out the filters

You can either tap on all selected tags and/or clear out the search hame

Top the reset icon in the upper right of the filters

View Profiles and contact colleagues - Once you tap on a person in the list, you will

view that person's profile. The profile contains:
Name
Title
Contact options with links to each available format
Mobile Phone - will provide options to text or call
Work Phone - will provide options to text or call

Email - will open your default mail application with an email initiated directed

to this person
Slack - will open the DM channel in Slack to this person
Tenure, or how long they have been at the organization
Birthday
Tags for Department, Location, and Teams the person is on
Who the person reports to
Who reports to this person
Job Description for their role
View Another Profile - from the profile, you may view a different profile by:

Tapping directly on a person listed as their manager or one of the people that

reports to them

Or you may view a list of profiles by:
Tapping one of the tags of Department, Location, and Team
Tapping the back arrow on the top left
Swiping left to right on the profile view

Once you have viewed a profile, it will be featured in the Recent section at the top

of the Directory list



Change Organizations - If you have access to more than one organization, you can
switch organizations by clicking on the logo of the current organization and then

selecting a different one from the list
Controlling What is Visibile to Other Employees in the Mobile App

Depending on Company Policies and how they are set up in ChartHop, some
information can be shared that you may want to keep private like Mobile Phone.
You can change the settings to some infomation by editing your profile in

ChartHop web app.

Follow these instructions to make your information visibile (Public) or not-visible

(Private). Control what people see on your profile

@.

(=] My tasks

e Weekly 1:1 Update

e Company Values Survey
@ 360 Review for Collegue

e Quarterly OKRs and Goals

[ View All

78 Time Off

August 4th - 8th, 2025

[ View All

[ A Request Time Off

Task Based Forms
Within the app, you can:

Notice in-app alert indicators to understand how many Tasks are due - Overlaid on

the user's profile avatar in the upper right, if there are tasks due, a numeric indicator



will show how many are outstanding.
View the list of pending Tasks in My Tasks - Any new or outstanding Tasks will be

listed in the My Tasks list.
Selecting one of the tasks will navigate to the associated form
User can complete the form in the mobile app

User can start the form in the mobile app and finish on the web version of
ChartHop

User can start in the web version of ChartHop and then finish in the mobile
app

Once all the tasks are complete, the My Tasks list will no longer appear

Time Off

If Time Off is enabled in ChartHop (HRIS only), the user will be able to request and approve
Time Off in the mobile app.

Pending Time Off requests - Selecting the avatar in the upper right of the app, will
bring you to the My Tasks / Time Off view. In the lower half of the view, all current

requests and approved future Time Off events are listed.

Pending Time Off requests show an orange clock to indicate it is still waiting for

approval

Approved Time Off requests show a green check to indicate request was

approved
Denied Time Off requests show a red X to indicate request was denied

To Request Time Off - Select the Request Time Off button on the My Tasks / Time Off

view. Select the dates, policy, and add notes.

To Approve Time Off - Approvals will appear in the My Tasks / Time Off view. Select

the request, review the information, and approve or deny the request



When is the next paid company holiday?

I'd be hoppy to help you find out when
the next paid company holiday is!

To answer this question, | need to check
the holiday calendar information in
ChartHop. Let me look that up for you.

Based on the calendar information, | can
see that the next paid company holiday
is

Labor Day on

Monday, September 1, 2025.

Looking at the holiday calendar for
2025, here's the schedule of upcoming
company holidays for the rest of the

year:

. Labor Day - September 1, 2025

. Indigenous Peoples Day - October
13,2025

. Veterans Day - November 11,2025
. Thanksgiving - November 27, 2025

. Day After Thanksgiving - November
28,2025

Ask ChartHop

If Ask ChartHop is enabled in ChartHop (HRIS only), the user will be able to access the

mobile version of Ask ChartHop in the mobile app

Start a New Chat with ChartHop Al - Select the Ask ChartHop icon (bunny hopping
over stars) next to your avatar in the main view. Type in any question or request you

may have.

Ask ChartHop will answer the question or request - Even if the request requires
access to data not avialable in the mobile app, as long as the information is in the web

app, Ask ChartHop can retrieve the needed data and synthesize a response.

Digital Business Cards
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~X~ ACME

DIRECTOR, BUSINESS OPERATIONS
Nicolas Torie ;)

WORK EMAIL
nicolas.torie@acmewidgets.store

Digital Business Card in phone's Wallet

» Share Your Business Card - take digital business cards with you where you are
o Business Cards are created with:
= Your organization's logo and brand colors
= Your avatar
= Your name, title, org shared contact info
© You may access your business card by:

= Within the ChartHop Mobile App, tapping on the QR symbol in your profile
view
= If you have already added it to your Apple or Google Wallet, it will be

included as one of your cards

= To add your Business Card to your Apple or Google Wallet, navigate to

your business card and then tap the gear icon below your profile photo.

= Now select which information you would like to be included in your

Wallet version of your business card and tap "Add to Wallet"



If you have already added your Business Card to your Wallet, you will

need to remove it before adding an updated version
You may share your business card by:

From within the ChartHop Mobile app, view the business card and tap the

share icon

From within your Apple or Google Wallet, view the business card and tap the

share icon



2.2. ChartHop Video Library

Use the following videos to quickly learn how to use some of ChartHop's main pages:

* Navigating Your ChartHop Org Chart (4 min)

» How to Use Your ChartHop Map (5 min)

» Understanding Employee Profiles (3 min)

* How to Use ChartHop's Global Search (2 min)

» Creating and Sharing Data Sheet Views (4 min)

» Customizing Your Data Sheet (4 min)

* How To Use ChartHop's Homepage (2 min)

* From Planning to Recruiting in ChartHop (6 min)



https://youtu.be/avPeQOxtrKs
https://youtu.be/DjK5zApeho0
https://youtu.be/dZHUaxOVasU
https://youtu.be/7GaZWlPo-s0
https://www.youtube.com/watch?v=b38TVq6SJYI
https://youtu.be/rsDKL_r6JiA
https://youtu.be/_ybPLv8r_0E
https://www.youtube.com/watch?v=y33IU1oG-vo

2.3. Navigating ChartHop
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https://www.youtube.com/channel/UCiC6zx3_KlEuqXdu2VDmHaA
https://www.youtube.com/channel/UCiC6zx3_KlEuqXdu2VDmHaA
https://www.youtube.com/watch?v=ZnUftqrhNBw
https://www.youtube.com/watch?v=ZnUftqrhNBw

Organization Navigational Breadcrumbs

Acme Co. > Data Sheet > Open Role!

Top Utility Bar

* Organization - the org you are currently viewing

* Navigational Breadcrumbs - Help you locate where you are in the app and go back to

previous pages

Search Notifications

Help Sensitive Data

. jobs, groups, and more

My profile

My user settings

Sign out

Profile Menu

Top Navigation

» Search - Find people, jobs, groups, scenarios and reports (Ctrl/Cmd+K)
* Help - Search docs, watch videos, ask Al or contact support

* Notifications - Alerts about your account



« Sensitive Data - Hide or Show sensitive data. This can be useful when screen sharing

or using ChartHop in a public setting.
* Profile Menu - click the profile picture
o My Profile - quickly go to your profile

o Edit your user settings - change your picture, password or other settings

o Sign out

Left Sidebar

Left and sub-nav options will not look the same for everyone and will depend on:
[] Access role and permissions
£ Account configuration

[0 Modules your organization subscribes to

=

ChartHop Collapse Menu

Quick Links

Data Sheet

@ Map

E Dashboards

Core Views

Left Sidebar



* Collapse Menu - Toggle between showing and hiding the menu item names
* Home page - View announcements, tasks, and other relevant information

« My Profile - Quickly go to your profile to complete forms or view profile tabs
¢ Org Chart - Explore your organization's hierarchy

« Data Sheet - View people and job data in a customizable table format

* Map - View people's work location on a map

» Dashboards - View aggregated charts (formerly known as Reports)

Planning

Comp Reviews

Performance

Engagement

People Ops Tools

Left Sidebar

* Planning - Model scenarios and submit proposed org changes for approval (formerly

known as Scenarios)

« Compensation reviews - Participate in or set up a compensation review

* Performance reviews - Configure and distribute performance reviews

* Engagement surveys - Configure and distribute engagement surveys

* People Ops Tools - Executing a variety of operational processes using these tools



0o Apps & Bundles

Left Sidebar

Apps & Bundles - Manage integrations and add or remove bundled templates

Data Model - Configure field, groups, and job architecture

User access controls - Configure and control who has access to what data

Admin - Configure your settings and other admin tools

Sub-Menu

People Ops Tools

* Automated Actions
* Forms

* New hire management

* Letter templates

* Managing tasks




TS Planning People Ops Tools

Automated Actions
Forms

New Hire Management
Engagement

Letter Templates

# People Ops Tools

Tasks

People Ops Tools

Apps & Bundles

* Apps & Integrations

e Bundles

gg Apps & Bundles Apps & Bundles

Apps
E Data Model i

Bundles

Access
@ Admin

Authorization Codes

Apps & Bundles

Data Model

* Fields

o Creating custom fields




o Categories

* Managing groups

o Departments

o Teams

o Locations
* Job Architecture

o Compensation bands

o Job codes

Eg Apps & Bundles Fields

Fields

E Data Model

Field Categories

Groups

Departments

Teams

Locations

Business Units

Job Architecture

Compensation Bands

Job Codes

Data Model



Access

* User management

¢ Built-in Roles

* Defining a custom permission

* Access Settings

gg Apps & Bundles Access

E Data Model

Users

Roles

Access
@3 Admin

Permissions

Settings

Access

Admin

* Admin

o Configuring financial settings

o Financial - Set custom currency rates and Setting up Stock valuations

o Enabling approvals

« History

o Org Changes History page

o Sync history

» Configuration

o Home Content

o Profile Content

* Import Data



o Importing spreadsheet data

gg Apps & Bundles Admin

E Data Model General

Financial

Approvals

History

Org Changes History

Sync & Import History

Configuration

Home Content

Profile Content

Import Data

Import Spreadsheet Data

Admin

Additional Navigation Options

* View as another user - Allows you to preview ChartHop as another person sees it.

o Top Bar - Profile Menu
* Org Switcher - If you have a sandbox or multiple organizations

o Location: Top Bar - Org Logo



Search bar

ChartHop's universal search module gives you the ability to quickly find jobs, people,
departments, locations, and more. You are able to search by preferred first name, first

name, preferred last name, last name, or email.

Click the search in the Top Utility Bar or use #+k ona Mac or ctrl+k onaPC to bring

up the search bar from anywhere.

‘Qma \?

Mac Xavler

Customer Success Manager - East

person

Nicole Mannan

_ person
VP, Marketing - Strategy

Ofelia MacCallister

_ person
Sr. Director, Talent

Malory Docile

Software Engineer - Ul

person

Manufacturing
Department

Marketing Growth

Team

2 - Manager

Search Bar



ChartHop terminology

ChartHop uses a common terminology to represent your organization and take actions

within ChartHop itself. Below is a list of key terms that you'll need to understand.

Person

A person is a current, future, or former member of an organization.

Job

A job is a specific function within your ChartHop org that has a level, salary, and
hierarchical position associated with it. There can only be one person in a given job at a
time. If someone leaves a job or if a job is created without a person in it, the role is

considered to be an open job.

Jobs must have exactly one direct manager. They may also have one indirect manager. An

indirect manager is represented by a dotted line on the org chart.

In most cases, there will always be exactly one head job in the organization. If your org has

co-CEQs, email our support team (support@charthop.com).

User

Users are authorized individuals who can access ChartHop. A user often corresponds to a
person in your organization, but not always. For example, you might want to invite an
external consultant to your ChartHop instance. Although it's rare, users can have access to

multiple instances simultaneously.

All access to ChartHop is tied to a user, even API-level access. For example, if you are
building an API-based integration with ChartHop, an app user will be created in ChartHop

that corresponds to the level of access required by the integration.

Group

A group is a method of categorization that allows jobs to be segmented by a variety of

important groupings. Jobs can belong to multiple groups, such as departments, teams,


mailto:support@charthop.com

locations, and bands. For example you can create multiple overlapping teams to represent

different cross-functional groups, sales territories, or areas of responsibility.

Change

Any change that is made to a job is recorded in your organizational history. There are
several types of changes listed below.
Create - a job is created.

Update - a change is made to a job, such as new manager, compensation, title, or

other fields.

Data - data is collected, such as a form being filled out.
Delete - a job is removed from the org chart.

Hire - a person is hired into a job.

Depart - a person leaves the organization; departures can either be voluntary or

involuntary.

Move - a person moves from one job into another open job, such as an internal

transfer.

At its core, ChartHop is a record of changes. You can hop to any moment in time and
ChartHop will replay the changes for exactly that moment in organizational history, and you
can always propose a new set of changes. Those with appropriate access can edit the

history of changes, such as altering a start date or even cancelling a change retroactively.

Scenario

A scenario is a proposal for a set of changes to the organization. For example, a hiring
plan, or a proposal for a reorganization, is a scenario. Scenarios can be shared privately,
and while anyone can crea