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The Nakisa OrgChart tool gives you a graphical view of your Organizational unit’s (department) structure and the reporting hierarchy 

within the department as well as the positions within it. 

 

1. Login to http://www.bu.edu/buworkscentral 

2. Click on Organizational Chart tab 

3. The Org chart for your Org Unit (department) is displayed by 

default in the left window. The Help screen is displayed in the right 

window 

 

4. Click on the single pane/two window pane toggle to change the 

display to your desired layout. The single pane displays your Org. 

Unit in a single window  

 5.You can search by Employee, Position or Org. Unit by clicking 

on the Application menu bar 

 

6.The Actions menu accesses the tasks you can perform on the Org. 

Chart such as exporting to an image/pdf file or printing the Org. 

chart 

 

7.The scroll widget allows you to navigate in up or down, left or 

right directions and the Zoom bar allows to adjust the display view 

of the Org. chart 

 

http://www.bu.edu/buworkscentral
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 Nakisa currently offers two ways to display the Org Chart: 

- Organization structure by Position (Default view) 

- Organization structure by Employee 

Click on OrgChart to select one of the two options  

NOTE: When a position shows “No Incumbent”, it means that the 

position is vacant (e.g. System Administrator position)  

 

 

 

 

 

 

 

 

 

 8. To print the chart, click on the Actions menu located on the 

extreme right 

 

9. Click on the Export to PDF option.  

 

10. Specify a location on your computer and save your file 
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 Nakisa’s Directory option provides three ways to search: 

 

- Org. Unit (Org Unit ID, Manager Position Name, Manager 

Position ID, Manager Name or Personnel ID) 

- Position (Position Name and Position ID) 

- Employee (Person Name or Personnel Number) 

 

 

A. Search by Org Unit 

Click on Directory 

-  Search by Org. Unit. From the drop-down, select Org. Unit name. 

From the adjacent drop-down, select “Begins with”. (e.g. Enter 

“HR” (case insensitive) in the search box to find all the Org. unit 

names that begin with the string “HR” 

 

- To view detailed info about a specific Org. unit such as Org. unit 

ID, Org. name & manager info, left-click on the Org. unit 

 

- For a visual display of Org. unit hierarchy, right click on desired 

Org. Unit and click on “View in Org. Unit Hierarchy” 
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- Click on Zoom to expand the display to larger boxes or reduce it to 

smaller boxes 

 

- Click on Styles to see the chart in Vertical, Horizontal or 

Combined display formats 

 

 

 

 

 

 The box with blue band on the left shows the Org. Unit (e.g. 

Labor Relations department). Clicking on it will give you more 

information about the department  

 

NOTE: If you click on the black arrow pointing upwards, you can 

see one department higher up in the hierarchy 

 

- The box with yellow band on the left shows a position. Clicking 

on the box will give you more information about the position such 

as Position ID, Org. Unit ID etc.  If there is a red hat in the box, it 

indicates that this position manages other positions (e.g. Director, 

Labor Relations). Click on it to see detailed info about the manager 

including his/her direct report  

 

- To collapse positions, click on the yellow minus sign “-“. To 

expand positions, click on yellow plus sign “+” 
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B. Search by Position 

 - To search by Position, click on Directory  

 - Select the option Employee and Position Listing  

 

 Select Position Name from drop-down  

 -  Enter search term Analyst and click on Search 

 - A list of all positions that contain “Analyst” are displayed 

 

 - Right-Click on a position from the returned results and select 

Position Profile 
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 Details such as Position Id, Name, Org. Unit ID and Name, Job Id 

and Name as well as Silo structure of the reporting hierarchy are 

displayed. You may also print the details buy clicking on the printer 

option displayed to the extreme right 

  

 

C. Search by Employee  

-  Select Last Name from Position Name drop-down  

 

- Enter a last name (example: Brown)  in the Search box. All the 

employees with last name “Brown” are displayed 

 

- If you know the Personnel Number of the employee, select the 

Personnel Number option and enter it in the Search box 

 

.  


