CASMIS User Guide

Human Resources  Module

5.4 Organization Explorer

The purpose of the CASMIS Organization Explorer is to allow administrators to add, edit, and delete organizational components and change an employee’s organizational assignment.  Many of the employee-level functions may also be completed using Person Explorer; however, changes made using the Organization Explorer will affect all information for all organizational members.   ABC LHAT users must select an IPT or organization for which work was performed to complete an ABC LHAT entry.

5.4.1 Add a New Organization

Add a root-level Organization by right clicking in the Tree View and selecting New Organization from the drop down menu.  Complete the Symbol, Name, Description and Supervisor fields, check the Add this Organization at Root-Level check box and select OK.  Add a subordinate Organization by right clicking on its parent in the Tree View and selecting New Organization from the drop down menu.  Complete the Symbol, Name, Description, and Supervisor fields and select OK.  The new Organization will be added to the bottom of the parent node.  Re-order an Organization by selecting it in the Tree View and using the up or down arrow buttons to move the organization higher or lower in the Tree View.

5.4.2 Edit an Existing Organization

Edit an Organization by right clicking on it in the Tree View and selecting Edit Organization from the drop down menu.  Make the necessary changes to the Symbol, Name, Description, and Supervisor fields and select OK.  Changes will affect all users assigned to the organization.  Re-order an Organization by selecting it in the Tree View and using the up or down arrow buttons to move the organization higher or lower in the Tree View.

5.4.3 Delete an Organization
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Delete an Organization by right clicking on it in the Tree View and selecting Delete Organization from the drop down menu.  An organization cannot be deleted if any users are assigned to it.  Organizations deleted in error cannot be restored; they must be re-entered as a new organization.  

5.4.4 Executing Global Organizational Reassignments

The Organization Explorer allows global reassignments in case of changes to the organization’s structure.  Global changes are executed by selecting the affected organization in the Tree View and moving it to its new location in the organization’s hierarchy.  Changes affect all users assigned to the Organization.

5.4.5 Reporting Organizational Hours by Project
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The Organizational Hours by Project Report allows managers, human resources administrators, and other select employees to retrieve a report that shows ABC labor charges made by an organization for a specific Project.  Retrieve the Organization Hours by Project Report by right clicking on the appropriate organization in the Tree View and selecting Organizational Hours by Project from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.4.6 Reporting Organizational Hours by Cost Object
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The Organizational Hours by Cost Object Report allows human resources administrators to retrieve a report that shows ABC LHAT labor charges made by an organization to a specific Cost Object.  Retrieve the Organization Hours by Cost Object Report by right clicking on the appropriate organization in the Organization Explorer Tree View and selecting Organizational Hours by Cost Object from the drop down menu to open the CASMIS Date Range Bar.  Enter the range for the report using the CASMIS Date Picker Calendars and select OK to process the report.  Print the report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Enter the path where you would like the report to be saved.  The report can be opened using either Microsoft Excel or Adobe Acrobat Reader, depending on your export selection.

5.4.7 Organization Composition Report
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The Organization Composition Report allows human resources administrators to retrieve a report that lists current supervisors, team members, Additional Duties, and the effective date of an Additional Duty if applicable.  Retrieve the Organization Composition by right clicking on the appropriate Organization from the Organization Explorer Tree View and selecting Organization Composition Report from the drop down menu to open the CASMIS report window.  The report can be printed to a network printer or exported to Microsoft Excel or Adobe Acrobat Reader.  Print a report by selecting the Print icon to send the report to your default printer or select the File option to select a new printer.  Export a report by selecting the Option command from the CASMIS Report Window and select either Excel Data or PDF Data from the drop down menu to open the Save File dialog box.  Adjust the size of an online report by selecting the Magnifying Glass icon to select a new report size.  Some reports may contain multiple pages; use the up or down arrow buttons or enter a new page to view the previous or next page. 
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