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UCF Company Directory

Getting Started

1. Logon to the myUCF portal (my.ucf.edu).
2. From the myUCF Menu, navigate and click on the UCF Company Directory link.
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Academic Resources There
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Student Self Service
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[* My Content

Content Management
Reporting Tools

Change my NID Password
Knights Email

UCF Home Page

UCFE COM Home Page

LICE Company Directory 1—

3. The Org Chart Viewer search page opens
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 Academic Resources

» Staff Applications Company Directory
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Feel free to click on the [-] on the myUCF Menu to collapse the menu and give you a full display of Company
Directory

You may also use the following keyboard combinations to zoom in or zoom out as well as reset your display to

normal view.
o CTRL + will increase the view display
o CTRL — will decrease the view display
o CTRL O will set your screen back to the default size
4. You have three options on this search page:

a. Inthe search field, you can search for anyone by Name

b. Click the My Org Chart link to view your organizational chart

c. Click the Advanced Search to get a list of available search options and do a refine search

Visit the Company Directory website (http://hr.ucf.edu/company-directory/) to see a video presentation on the three
options.

Option #1: In the search field you can search for anyone by Name

Search UCF >

Home Page

Student Message Center Online Course Tools Dashboards Informational Resources

=l

. Org Chart Viewer

I

1> Staff Applications | Company Directory |

[» Student Self Service

[ Employee Self Service T )

I Manager Self Service lleonard hofstadter ﬁ | ® amgm(g‘sﬁmm
> Faculty/Advisor Self Service ly Org Chal

> My Content

> Content Management
> Reporting Tools

— Change my NID Password
— Knights Email

— UCF Home Page

— UCF COM Home Page
— UCF Company Directory.

Sheldon Cooper Cooper
Director Leaming Resources
G Org Chart

Department: INSTR RES-PAYROLL
Vears of Service: 14.7
Directs: 3 / Toal: (34)

: — 1

y

Howard Wolowitz Leonard Hofstadter Penny Hofstadter

Asst Dir Instruct Resources Office Manager i Instruct Resources

Q Org Chart Q Org Chart

Department: INSTR RES-PAYROLL Department: INSTR RES-PAYROLL Drepartment: INSTR RES-PAYROLL

Years of Service: 3.0 Years of Service: 3.2
Directs: 6 / Total: {17) Directs: 0 Total: (0)

Years of Service: 1.0
Directs: 3 / Total: {14)
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Option #2: Click the My Org Chart link to view your organizational chart

\\'5% UNIVERSITY OF CENTRAL FL ) 4 [ ver ] Search UCF ]

Home Page

[ Academic Resources Org Chart Viewer

[» Staff Applications Company Directory
[> Student Self Service

- Employes Self Service

[ Manager Self Service

[» Faculty/Advisor Self Service
[> My Content

[ Content Management

[> Reporting Tools

— Change my NID Password
— Knights Emiail

— UCF Home Page

— UCF COM Home Page

— UCF Company Directory

Search by Name » Advanced Search

) [\ly Org Chart

Sheldon Cooper Cooper
Director Leamning Resources
3) Ora Chart

Department: INSTR RES-PAVROLL
Years of Sarvice: 14.7

Directs: 3/

{ | |
Howard Wolowitz Penny Hofstadter Leonard Hofstadter

Asst Dir I ct Resources Asst Dir Instruct Resources DOffice Manager

{i) ©OrgChare {) ©rg Chart
Department: INSTR RES-PAVROLL Department: INSTR P.Es-uﬂ.vm;;ht INSTR RES-PAVROLL
Years of Service: 3.0 ‘fears of Service: 1, ‘ears of Service: 3.2
Directs: &/ Totah (17) Directs: 3 / Tota Directs: 0/ Total: {0}

Amy Fowler Arthur Jeffries Leslie Winkle

Senior Property Manager Appl Syst Analy Programmer Senior Engineer

& Org Chart

Department: INSTR RES-PAYROLL
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Option #3: Click Advanced Search to get a list of available search options

\_\&Q‘ UNIVERSITY OF CENTRAL FLORIDA [ ucr ] Search UCF °

Home Page

[ Academic Resources Org Chaﬂ Vlewer

[» Staff Applicaions Company Directory
[» Student Self Service

[» Employee Self Service .
[» Manager Self Service Search by Name ) ~dvanced Search

[» Faculty/Advisor Self Service My Org Chart
[ My Content
[ Content Management
[ Reporiing Tools
— Change my NID Password
— Knights Email
— UCF Home Page
— UCF COM Home Page
— UCF Company Directory
In this example, Job Title: Property Manager was searched.
Advanced Search
Name |begins with L
Last Name |begins with L
Second Last Name |begins with v
Alternate Character Name |begins with v
Middle Name |begins with v
Email |begins with ¥
Company |begins with i
Department |begins with L
Job Title |begins with w| |property manager ——
Location |begins with i3
Telephone |begins with i3
Phone Extension |begins with v
Country |begins with ~
Search Reset
Show Basic Search
Search Results Find | View All First ‘4 1-40f4 “*' Last
Name Job Title Department Telephone Email Location Company Country
Aria Montgomery Property Manager <ummmmms.2,\/ R OL | EADTest@uci edu Main Campus (Orlando)  UCF Payroll Services United States
) RM-DIRECTORS : - : ) 7 )
Ezra Fitz Property Manager OFFICE PAYROLL EADTest@uct.edu Main Campus {Orlando) UCF Payroll Services United States
FN ACT-BUDGET- ) ) )
Property Manager EADTest@uct.edu Main Campus (Orlando)  UCF Payroll Services United States
Taby Cavanaugh pet B OPERATIONS @ Campus ( ) y
FN ACT-BUDGET- ! ! :
; . Property Manager EADTest@ucf.edu Main Campus (Orlando)  UCF Payroll Services United States
Monica Rodriguez B 98T OPERATIONS @ P y
First '4' 1-40f 4 ‘&' Last

Page | 4 HRIS 8/9/2017



Human Resources
UCF

Note: You may also access the UCF Company Directory by navigating, from the myUCF Menu to Staff Applications —
Human Capital Management. There you will see a pagelet for Company Directory.

Managers:

While in Company Directory, you will see a second tab called Direct-Line Reports. This will reflect the reporting
structure of your direct and indirect reports. This will allow you to perform searches for any employees that report to
you.

Are you interested in downloading the org chart to MS Visio?
You can download a larger organizational chart to MS Visio as long as the person in focus is the head of the department.

Visit the Company Directory website (http://hr.ucf.edu/company-directory/) to view and/or download a pdf
document on how to download the organizational chart to MS Visio.

Please note the MS Visio Instructions are written with the understanding that the user is familiar with the MS Visio
software. If you need help with how to use MS Visio or if you need access to the MS Visio software, please contact your
departmental IT Manager.
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