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Employee Files | Page Overview

The Employee Files page is the Home Page when entering the application.
It is used when you want to build hierarchies using an employee file.
It provides a list of all employee files uploaded within your account.
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# Hic rarchy More Columns

Hide/Show
more columns

Hier irchy List

NAME EMPLOYEES HIERARCHIES ACTIONS

4 Export to Excel

Use whenyou have |
an employee file
that will be used to
create hierarchies

Click to view file
details

Employee Files
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Employee File | Detalls

When an employee file is uploaded, the Employee File page contains a list of all the hierarchies built using
the file.

* Here is where you will edit the file data. File data changes made on this page will affect all the hierarchies built using
this file.

 Create hierarchies using this file.

Employee File View or edit the
pioy Hierarchies Employees Columns file data.
All employee file

modifications are
Number of Employees: 99 done here.

File Name: Example Employee File.xlsx01222020_162842

Number of Columns: 29

Hierarchy List

Create a hierarchy
using the emp|oyee Create New Hierarchy
file data

HIERARCHY NAME LAST CHANGED/BY ACTIONS

B Sales Organization yagerial Jan 22, 2020 at 10:30 am UTC e
List of hierarchies i Export to Excel ]

built using this

) SRR e employee file data -Managerial Jan 22, 2020 at 10:31 am UTC




Hierarchy List | Page Overview

The Hierarchy List page provides a list of all hierarchies built within your account.
This page allows you to upload a hierarchy file that does not have a corresponding employee file.
K KINCENTRIC) .ceumicomen

ORG Welcome, ModernQA-HollyHolmes@modernsurvey.com ¥
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Hierarchy List (Use when you only 1, Upload Hierarchy
have a hierarchy file
# Hisrarchy L(Not an employee file) J

Hierarchy List LAST SAVED

Employee Files Bl Copy of KK Test Case 4-FCL Mgr Hierarchy [ View Hris Source ) Jun 2, 2020 at &:28 pm PDT

B Test Svy 4-FCL Mgr Hierarchy [ View Hris Source ) Jun 2, 2020 at 4:01 pm PDT Download in Delete
Excel Hierarchy
B Test Svy 3-CompanyMame Non-Mgr Hierarchy Hierarchy built using May 8, 2020 at 6:38 pm PDT
a hierarchy file

B Test Svy 2b-FCL Mgr Hierarchy] ( View Hris Source ) Hierarchy built May &, 2020 at 6:20 pm PDT

using an
employee file

B Test Svy Ib-CompanyName Non-Mgr Higrarchy (| View Hris Source ) Apr 29,2020 at 4:03 pm PDT
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Upload Employee File

Create hierarchy using an employee file
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Employee File | Example

An Employee File should contain the following columns:

Employee ID

First Name, Last Name OR a Full Name

Email Address

 Survey Builder will use this column when creating a participation audience.

 This column can be empty, but it must be included as a column
» Ensure there are no duplicate addresses or empty values to avoid issues when sending survey invitations.

A B C D H H J K L M M
Teammate ID Pref Name Email Address

228535 Michael Kleinpaste 226615 mkleinpaste@company.com Sr. Professional White Company Overall MNorth America UsA Satellite Offices Austin Office
329198 Jordan Strausbaugh 217734 jordan strausbaugh@company.com Lead White Company Overall = North America Usa HQ Offices Ivory Office
219872 Rylee Price 200157 rpriced@company.com 1 Professional White Company Overall APAC HEG Satellite Offices Hong Kong Office
304917 Soledad Sulleiro 332784 | Mot Bonus Eligible Not Specified Company Overall LATAM CHL Retail Stores Easton Center
231503 Surja Darjee 12957 _HDurIv—Discretiunarv Asian Company Overall Morth America Usa Distribution Houses  Omni-Channel Distribution House
203801 Gwendalyn Beale 12957 _Huurlv—Discretiunart,r | Black or African American Company Overall MNorth America usa Distribution Houses  Omni-Channel Distribution House
210384 Karla Whelan 312265 | Mot Bonus Eligible Hispanic or Latino Company Overall Morth America Usa Retail Stores Silverthorne
219868 Brendan Robhinson 211250 brobinsonl@company.com ] Director White Company Overall Morth America usa HQ, Offices Building 37 Office
314950 Srijana Shrestha 235171 _HDurIv—Discretiunarv Asian Company Overall Morth America Usa Distribution Houses Mashville Distribution House
248931 Vicky Wang 248993 | Mot Bonus Eligible Not Specified Company Overall APAC CHN Retail Stores Suzhou Outlet

12408 Grace Dennison 210790 gdennison@company.com 1 Director White Company Overall North America UsA HQ Offices Cheer Office
226992 Pernille Vonk-Scholten 226193 nvonkscholten@company.com ! Sr. Manager Not Specified Company Overall EMEA NLD Satellite Offices Amsterdam Office
213953 lennifer Guerrieri-Phipps 238184 jguerrieriphipps@company.com 1 Lead Two or More Races Company Overall North America UsA HQ Offices Dawn Office
326300 Delano Hughes 249344 | Mot Bonus Eligible Black or African American  Company Overall  Morth America UsA Retail Stores Folsom
333306 Tasnim Ahmed 330984 | Mot Bonus Eligible Asian Company Overall MNorth America UsA Retail Stores West Palm Beach

1174 Angela Thomas 4829 athomas2 @company.com Assistant Black or African American = Company Overall Morth America USA HQ Offices City Garage Office




Employee File | Best Practices

1. Employee data is in first tab
2. All Employee IDs must be unique

3. For manager structure, include Manager ID column
» Make sure top node’s Manager ID is blank

 All managers should be present as employees
» There should not be any circular references (i.e. John reports to Mary and Mary reports to John)

4. For non-manager structure, include each level in a separate column
* Level 1 must not have blanks
 Higher levels shouldn’t be blank if there are lower levels
» Keep the labels easy to identify to select in org manager drop-downs
« Column labels cannot be modified within the Org Manager, so ensure the column names are
accurate



Employee File | Upload

1. Click the Navigation icon in the top left side of the page

2. Click: Employee Files
3. Click: Upload Employee File

MK KINCENTRICY .oooniconn

= o ORG »j\bsolutely_Corgeous =3 v
= o MANAGER Absolutely Gorgeous Demo

# Hierarchy
Employee Files

B .!. Upload Employee File

Hierarchy List

9 Employee Files
EMPLOYEES

B HRIS People Dataset.xIsx0OT172020_041526 99
B Org Manager Test.xIsx01162020_185241

B FBI HRISxIsx01162020_183152

HIERARCHIES

0

ACTIONS




Employee File | Upload

4.  Select the Employee File from your computer
5. Click: Open

4 ¥ » ThisPC » Downloads
Organize * MNew folder
My Documents Mame

~ Today (1)
@ B HRIS People Dataset.xlsx01142020_0059..

=

Search Downloads

Type

I

A

Microsoft

1
2
3
4
5
b
7
8

[
[ ]

EMPLOYEE_NUME 5
LL28361
LL28715
LL29849
LL29158
LL28038
LL30004
LL28823

LL30005

File name: |HRIS People Datasetxdsx01142020_005915.xsx

~ | | All Files (*.*)

Baa

FY




Employee File | Upload

EMPLOYEE ID FIRST NAME LAST NAME Full Name EMAIL ADDRESS

. LL28361 Albert Dorsey Albert Dorsey lapislazuli.LL28361

...the unique ID of an employee: Select LL28715 Donna Rodriguez Donna Rodriguez  lapislazuli.LL28715

the Employee |D from the dropdown LL29849 Natalie Parr MNatalie Parr lapislazuli.LL29849
LL29158 Lauren McGrath

...the email of an employee: Select the 1128038  Kara Lyons [Values can f lapis|azu.LL28038

email column from the dropdown LL30004 Trevor oliver | 0€ empty lapislazuli.LL30004

LL28823 Nicola Wallace Nicola Wallace lapislazuli.LL28823
Values can be empty: Turn the toggle on

if you are missing any data in this column
Employee Name Options: Select the
option that reflects the columns in the file

Verify Common Columns

We need to do a data validation for certain columns that are common in all HRIS files.

 First and last name column [Please review the columns we identified as a match below. It a column does't match, please select the column that does from the dropdown.
» Single name column This column represente..

The First Name/Last Name/Full Name e e (oo 6

of an Employee: Select the columns that ~the email of an employee | ema aopress < 7 )

represent these fields vatues can be ermpry ()

CIICk Ve“fy and Complete Upload () First and last name column (@ Single name column @

« Wait for validations to complete he foll name of an employee
Full Name
=10

——J

Closw Verify and Complete Upload



Employee File | Create New Hierarchy

1.  Click: Create New Hierarchy

Employee FIlE Hierarchies Employees Columns Manage

file data

File Name: Example Employee File.xIsx01222020_150243

Number of Employees: 99 I Date II File ID

Number of Columns: 29

Hierarchy List

You Have No Hierarchies Yet

Click to the button below to start create new hierarchies based on the Example Employee File.xlsx01222020_150243 you uploaded.

Create New Hierarchy t




Managerial Hierarchy

Generate New Hierarchy

Hierarchy Type

Choose the hierarchy type you want to generate, then identify the columns needed to generate the hierarchy.

N

1. Select: Managerial Hierarchy card
Hierarchy Name: Enter a detailed name

3. Employee ID Column: This field is already Non-Managerial
selected for you based on previous selections

4. Manager ID Column: Select the desired This . herarchy buit on employee-

This could be location, function, to-manager relationships. It requires a

N

Hierarchy Managerial Hierarchy ﬂ

business unit or a hybrid combination. ManagerlD in the people attribute

column from the dropdown

5. Additional Attribute Column: This is
Opt|0na| and Can be anythlng that you WOUId Make sure this name accurately describe the type and purpose of the hierarchy
want displayed in the hierarchy.

. . p y y sales Organization <If?

6. Click: Finish Sl B

This is your Employee ID Column you identified earlier.

3

Select the column that is an employee’s manager ID.

Employee ID Column

Manager ID Column

SUPERVISOR ID

Additional Attribute Column Select the additional attribute column. This is typically a job title or something similar.

(optional)

SUPERVISOR NAM




Managerial Hierarchy

This page will display all the hierarchies built using this file.
* Any changes made to the Employees or Columns will automatically apply to all the hierarchies listed on this page.
* You cannot export the original file you after you have made changes to it.

Employee File

Hierarchies Employees Columns Manage
file data

File Name: Example Employee File.xlsx01222020_150243
Number of Employees: 99

Number of Columns: 29

Hierarchy List

Create more hierarchies Create New Hierarchy
using this employee file

HIERARCHY NAME LAST CHANGED/BY ACTIONS

| B Sales Organization ﬁview hierarchy }erial Jan 22, 2020 at 218 am UTC es EXpOI’t to EXCG|




Managerial Hierarchy Results

'K Wi sales Organization Edit hierarchy file name

‘ Search Table n

. level 1 2
Overall Hierarchy

(vj Albert Dorsey / (blank)

® Stacy Ferguson [/ Alan O'Neal External Link
Total Employees

@ Liam Black/ Ashley Houston

This is a shareble link that allows outside users access to a readonly version of this hierarchy
[ ]
[ ]

Carmeron Quinn / Barry Mitchell

External Link
Jean Bowers/ Bryan Lawrence

y) D Rodri C H Copy link to clipboard
Direct Report Breakdown e e

® Isaac Henderson / Angela Thornton Disable External
Link

Gordon Berman / Bonnie Marcus Create & ma nage

Shawn Rose [ Charlene Sullivan Require Access external |inkS fOI’
Reas a

Paige Petersen / Donna Adkins W2zHemaqTtg OtheI’S tO VieW thiS
Brenda Pittman / Glenda Humphrey S hiera rChy

Dominic Gibson / Hazel Underwood

Donna Rodrigue

Expand for
details

MNatalie Parr

Kara Lyons

Lauren McGrath

Trevor Oliver

Blake McDonald

Cameron Quinn

Betsy Epstein / Henry Dale

lan Ogden / Holly Graves
Levels

Open Positions
Blank Titles
Unparented
Employees
Change Log

Lynne Foley / Holly Hardy




Non-Managerial Hierarchy

Non-Managerial Hierarchies use columns of data to bui
Examples: Region, Country, State, Province, Building
1. Click the Non-Managerial Hierarchy card

Generate New Hierarchy

|d a hierarchy.

Hierarchy Type

Choose the hierarchy type you want to generate, then identify the columns needed to generate the hierarchy.

Non-Managerial t
Hierarchy

This could be location, function,
business unit or a hybrid combination.

‘

Managerial Hierarchy

This is a hierarchy built on employee-
to-manager relationships. It requires a
ManagerlD in the people attribute




- L]
N O n - M an ag er I aI H I e r ar C h y Hierarchy Name Make sure this name accurately describe the type and purpose of the hierarchy
Location Hierarchy <|(E]

Select non-managerial hierarchy type (each type can be used one time per employee file)

Location @ n

2. Hierarchy Name: Enter a detailed name

3. Type: Select the type of hierarchy you are

creating

* Location
* Function Region <@I
e Business Unit
+ Hybrid
e Other

4. Top Level: Select the first level in the
structure such as ‘Region’

5. Add Level: Click to add more levels to the
structure. You can add up to 16 levels.

6. Click: Finish

7. Review any warnings on the page. Use
the info icon to see the warning details

8. Click: Finish and ignore warnings

Levels

Select column from the dropdown below that is the top level of your hierarchy
Top Level P P y Y

20

15




Non-Managerial Hierarchy

Select column from the dropdown below that is the top level of your hierarchy

Top Level
Use the Edit Icon to update the values if needed STATE 7]
1. Click the Edit Icon for the values you want to Total Column Values (EX)
update

EMPLOYEES

2. Enter the New Value

3. Click: Change Value

Change Value

By changing this value, it will change the attribute value for 10 employees

Old Value

New Value o
Californig ﬁZI
s




Non-Managerial Hierarchy | Results

You cannot make edits directly ——— =
to this page.

Updates made from the vl . . . .
Employee File page will reflect ® @ rome DenvewﬁLargesf population group

O o

here Total Employees .
- f;\.:\;,:. Log Angeles

=/
System does not Su pport tWO 99 ':'e Home Delivery & Assembly Technician Expand to see
top IeveIS ® Brenda Pittman the list of people

. ® Kathleen MclLeod
* The system will take the oA
. . (»)(&) SanDiego
Iarg_est population group and 010 ’——‘
put it on top. » (@

[ ' L = Click to see Employee D
. Thg smaller populations WI!| O© [employee details }—> LL28,722
be in the ‘Unparented’ section A . ‘

Employee Breakdown

lapislazuli.LL28,722@modernsurve
y.com

EMPLOYEE ID LL28722
—~ FIRST NAME Brenda

Total Modes ir)la) LAST NAME Pittman
Open Positions = Full Name Brenda Pittman
_— EMAIL ADDRESS lapislazuli.LL2872

Fllm 2@modernsurvey.
Unparented com
SUPERVISOR ID LL28715
SUPERVISOR Glenda

Unparented Nodes

Employees

Change Log NAME Humphrey
IS Manager No

SUPERVISORY LL18659

ORCID

Unparented BUSINESS UNIT Operations

Position Name Cabinet Expert

— LOCATION Home Delivery
(&) ABQUptown AGE 23

hde . ﬁSmallest population group(s)] AGEGROVE G vl

) [é] NM

’
.

(v)(a) TX
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Bulk Edits

 Edit the details of an employee file

» Update all hierarchies using the employee
file

K I N C E N T R I C) A Spencer Stuart Company




Bulk Edits | Employees

Hierarchies created using an employee file can only be modified in the employees file page.

* It is recommended that if you’re changing a considerable amount of values, we suggest uploading a new file and
rebuilding the hierarchy which is faster than editing 100’s of employees and possibly making editing errors.

» Export to Excel will contain any changes made to the file.
* You will not be able to export an original version of the file after you make changes.

1 : CI ICk the NaVi g at I on icon Example Employee File.xIsx01222020_162842
Hierarchies Employees KIKZ]
1 J
2 . SElect: Em p I Oyee Fl | es File Name: Example Employee File.x|sx01222020_162842
Number of Employees: 29
3. Click on the Name of the file Humber of Columns: 2
you want fo edi

4. Click: Employees ——

HIERARCHY NAME LAST CHANGED/BY ACTIONS

| B Sales Organization i Jan 22, 2020 at 10:30 am UTC FYs Export
Hierarchy

Mon-Managerial Jan 22, 2020 at 10:31 am UTC

B Sales Location Hierarchy

Making changes to this file will
affect all the hierarchies listed




Bulk Edits | Employees

Bulk Actions allow you to make changes to the

employee data in the file. Example Employee File.xIsx01222020_1628.

Hierarchies Employees Columns

In this example, we will change the manager

employees that currently report to Hazel.

1. Click the View More icon to display up to
200 people on the page. This will allow you
to view more people that you might need to

select.

2.  Click the Expander to display the search
bar

3. Add more Columns if desired. (Supervisor
Name)

4, Use the Search to enter in a criteria that
fits all the employees you want to change
(Hazel).

5. Use the Select All feature to select
everyone or select each user by clicking on
the Checkbox next to their name

6. Click the Bulk Actions dropdown and
select: Edit

‘ Bulk Actions nﬁ]

SUPERVISOR NAME

Darlene Dickson lapislazuli.LL27868@modernsurvey.com Hazel Underwood

l:l I LL27431 Hazel Hamilton lapislazuli.LL27431@modernsurvey.com Christina Harris

ﬁ L29884 Blake McDonald lapislazuli.LL29884@modernsurvey.com Hazel Underwood

Dominic Gibson lapislazuli.LL29790@modernsurvey.com Hazel Underwood

LL28059 Marcus Shaw lapislazuli.LL28059@modernsurvey.com Hazel Underwood

Larry Schneider lapislazuli.LL27727@modernsurvey.com Hazel Underwood

Melanie Melton lapislazuli.LL26482@modernsurvey.com Hazel Underwood



Bulk Edits | Employees

When updating a field, don’t
forget to update all related Edit Employees
fields. In this case we would
update both Supervisor ID and
Supervisor Name. \ — ﬂ@ \ Bulk Edit
1. Add additional columns
as needed. (Supervisor =5
Name)

2' Edlt dlreCtIy In the table LL27868 Darlene Dickson LLZ28361 ﬁ | Christina Harris ﬁ |
(Row 1) 2) 2

LLZ2988B4 Blake McDonald LL27431 Hazel Underwood

Use the dropdown below to select your columns for editing. You can bulk copy / paste into the cells from Excel or use the Bulk Edit button to set a value for all cells in a column.

EMPLOYEE ID NAME SUPERVISOR ID SUPERVISOR NAME

OR LLZ29790 Dominic Gibson LL27431 Hazel Underwood

LL28059 Marcus Shaw LL27431 Hazel Underwood

3. Click Bulk Edit to change
data for everyone (See LL27727 Larry Schneider LL2743] Hazel Underwood

next Sllde) LL26482 Melanie Melton LL27431 Hazel Underwood

Save And Close




Bulk Edits | Employees

4.

o

Select the Column that contains the
data you want to change.
(Supervisor Name)

Enter the New Value

Repeat for other columns
(Supervisor ID)

Click: Change
Review the Change Summary
Click: Save and Close

Change All Values

‘ SUPERVISOR NAM nﬂ]

Change all value in the column SUPERVISOR NAME to:

Christina Harrig ﬁ 5 I

Edit Employees

Use the dropdown below to sel

| Columns (4 n

=7

lec

t your columns for editing. You can bulk copy / paste into

the cells from Excel or use the Bulk Edit button to seta

EMPLOYEE ID

LL27868

LL28361

LL27431

LL28361

LL2988B4

LL28361

LL29790

LL28361

LL28059

LL28361

LL27727

LL28361

LL26482

LL28361

Save And Close




Employee Detalls | Uploads

Use the Uploads feature when you want to add employees in bulk or add new columns and values by uploading a revised

file.
* You cannot use this to upload revisions to existing employees already uploaded.

* You cannot remove existing columns or revise column names.

Revised File Upload Options:
 New Employees: All the columns of the revised file must be identical to your base employee file. The uploaded file
values will also be checked to ensure it will support the existing hierarchies already built.

* New Columns and Values: The revised file must contain an Employee ID column and the new columns/values you
want entered for each existing employee.

Example Employee File.xIsx01222020_162842
Hierarchies Employees Columns

Employees and Their Attributes

Uploads is only used to Uploads

ADD new data, not

change or remove New Employess
erxisting data.

b (e B (o o

] EMPLOYEE ID NAME

New Column(s) and
value(s)

l:l I LL28361 Albert Dorsey lapislazuli.LL28361@modernsurvey.com

l:l I LL28715 Donna Rodriguez lapislazuli.LL28715@modernsurvey.com




Bulk Edits | Columns

View column details.
Nt s el sl
can see all demographic options and their

counts listed under a column in file. 29

Example Employee File.xIsx01222020_1628

Hierarchies Employees Columns

COLUMN HAS A VALUE EMPTY ROWS MATCHED VALUES UNIQUE VALUES

Column Definitions: piovee 1 v . . .
« Has A Value: Number of rows that have data
*  Empty Rows: Number of rows missing data

« Matched Values: Number of rows have values .
that are the same v SUPERVISOR ID a8 98 0

« Unique Values: Number of rows that have - . w
unigue values

v Full Name 99 0 0 99

Expand to
see details

Matched Values + Unique (Unmatched) Values =
Has A Value




Change Log

View the edits in the hierarchy.
» Use the Change Log to see what changes have been made to the employee file that affect the hierarchy.

Change Log

Overall Hierarchy
-

Total Employees
‘ Columns (3] n ‘ Filters {Ojn Search Table

98

Direct Report Breakdown

CHANGE TYPE

Christina Harris moved under by (1 of 7) Hris Update Jan 22,2020 at 1119 am UTC

Matalie Parr

Christina Harris moved under by (2 of 7) Hris Update Jan 22,2020 at 1119 am UTC

Donna Rodrique

Lauren McCrath

Christina Harris moved under by (3 of 7) View Jan 22,2020 at 1119 am UTC

Trevar Oliver

Kara Lyons

Changes

Christina Harris moved under by (4 of 7) Jan 22,2020 at 1119 am UTC

Blake McDonald
Cameron Quinn v

Christina Harris moved under by (5 of 7) Hris Update Jan 22,2020 at 11:19 am UTC

Levels

Open Positions
Blank Titles
Unparented
Employees
Change Log

Christina Harris moved under by (6 of 7) Hris Update Jan 22,2020 at 1119 am UTC

Christina Harris moved under by (7 of 7) Hris Update Jan 22,2020 at 1119 am UTC

Christina Harris moved under by (1 of 5) Hris Update Jan 22,2020 at 11:15 am UTC

e o e e e e e

T ETOT T TR ICOT T T T Ty I vveTT

® Heather Simpson / Warren Hodges
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Structure Only Hierarchy

» Create hierarchies using a hierarchy file

K I N C E N T R I C) A Spencer Stuart Company




Structure Only Hierarchy

You can build hierarchies that are structure based if you do not have an employee file.
« These hierarchies are created from the Home/Hierarchy List page

K KINCENTRIC) .cncoumicun

o ai%lAGER Welcome, ModernQA-HollyHolmes@modernsurvey.com ¥

X

Hierarchy List (Use when you have a> {1 Upload Hierarchy
hierarchy file (Not
Lan employee file)

# Hierarchy

Hierarchy List LAST SAVED

. [l Location Hierarchy ( View Hris Source ) Jun 2, 2020 at 9:13 am CDT
Employee File

B Careys Test (View Hris Source ) Jun 1, 2020 at 1211 pm CDT

[l Structure Only File - Manager Hierarchy ( View Hris Source ) Jun 1, 2020 at 12:05 pm CDT

B Manager Hierarchy | View Hris Source ) Jun 1, 2020 at 11:43 am CDT

Il Manager Hierarchy B ( View Hris Source ) May 7, 2020 at 5:01 pm CDT



Structure Only | Example

A Structure Only hierarchy is usually used to K mcnonoy
create hierarchies such as Location, Business o
Unit, Function or Hybrid structures

« These types of structures normally do not have -
o M H. h evel1 2
employee data @ (2) North America

* You cannot edit the information once uploaded,; e @@ e
the file should be in its final state before 124 igacy
uploading

* You will build the structure by selecting the Employee Breakdown @

levels from top to bottom
 You can have up to 16 levels in the structure

O (a) sydney Office

(s shanghai Office

Total Nodes

Open Positions
Unparented Modes
Unparented
Employees
Change Log

[52)
oo oo

&~

Unparented




Structure Only | File Example

A Structure Only file should contain the levels to build the structure and contain the following information:
Parent ID

ID of reporting level
Level Name

Levels
» Each level should contain the full reporting structure

1.

2.
3.
4

A B C D E F G H
1 ParentID DepartmentID Department Name Levell Level2 Level3 Leveld LevelS
2 | 6000 Company Overall Company
3 | 6000 6002 Accounting Company Accounting
4 | 6002 6003 Payroll Company  Accounting Payroll
5 | 6002 6005 Procurement Company Accounting Procurement
6 | 6002 6006 Tax Company Accounting Tax
7 | 6002 6008 Treasury Company Accounting Treasury
8 | 6000 6009 Administration Company Administration
9 6000 6011 Complaints Company Complaints
10 6011 6012 Complaints Team 1 Company Complaints Complaints Team 1
26: 6035 6036 Operations Company IT Operations Operations
27 | 6036 6038 Operations Team 1 Company IT Operations < @ Operations G ————f) COperations Team 1
ZB_ 6036 6039 Operations Team 2 Company IT Operations Operations Team 2
29_ 6039 6041 Operations Team 24 Company IT Operations perations Team 2 Operations Team 2A
3[]_ 6039 6042 Operations Team 2B Company IT Operations Previous levels should Pperations Team 2 Operations Team 2B
31_ 6039 6044 Operations Team 2C Company IT Operations not be em pty perations Team 2 Operations Team 2C
32 6039 6045 Operations Team 2D Company IT Operations perations Team 2 Operations Team 2D




Structure Only | File Upload

1. Click the Navigation icon in the top left side of the page
2.  Click: Hierarchy List
3. Click: Upload Hierarchy

KINCENTRICY .o suncomsan

o ORG .»j\bsolutely_Corgeous Demo v
o MANAGER Absolutely Gorgeous Demo

# Hierarchy

? Hierarchy List

Employee Files

Hierarchy List

LAST SAVED

May 7, 2020 at 1:42 pm CDT

May 7, 2020 at 12:56 pm CDT




Structure Only | File Upload

4.  Select the File from your computer
5. Click: Open

=

4 ¥ » ThisPC » Downloads £ Search Downloads

Organize New folder =~ 1 @

My Documents Mame Type G A B |-

|l ParentID Departme

~ Today (1)
@ B'E] 79_Department Hierarchy Structurexlsx Microsoft 6000
6002
o002
6002
6002
6000

6000

2
3
4
5
b
7
8
9

0 |

File name: | 79_Department Hierarchy Structure.xlsx v | |All Files (*.%)

Baa




Structure Only | File Upload

6.  Structure only file: Turn the toggle On
7.  Click: Verify and Complete Upload

Verify Common Columns

We need to do a data validation for certain columns that are common in all Employee files. Please review the columns we identified as a match below. If a column does't match,
please select the column that does from the dropdown.

This column represents... Structure only file ()

..the unique ID of an employee

First and last name column Single name column

.the first name of an employee

Can be empty

..the last name of an employee

Verify and Complete Upload




Structure Only | Build Hierarchy

Generate New Hierarchy
1. Click the Non-Managerial Hierarchy card

Generate New Hierarchy

Hierarchy Type

Choose the hierarchy type you want to generate, then identify the columns needed to generate the hierarc

Non-Managerial

Hierarchy




Make sure this name accurately describe the type and purpose of the hierarchy

Structure Only Hierarchy

Select non-managerial hierarchy type (each type can be used one time per employee file)

‘ Business Unit ﬁ 3 n
—/

2. Hierarchy Name: Enter a detailed name

3. Type: Select the type of hierarchy you are
creating

® LOCathn Top Level Select column from the dropdown below that is the top level of your hierarchy
* Function

. . Levell
« Business Unit e 4
* Hybrid

* Other empLoveEs
4. Top Level: Select the first level in the l _— s
structure
5. Add Level: CI|Ck to add more |eve|S to the Lever Select column from the dropdown below that is the 2nd level of your hierarchy

structure. You can add up to 16 levels. 00@ | Loz
6. Click: Finish

7. Review any warnings on the page. Use I |
the info icon to see the warning details
8. Click: Finish and ignore warnings | Aecounting

Add Level <@]




Structure Only Hierarchy

Select column from the dropdown below that is the top level of your hierarchy

Top Level
Use the Edit Icon to update the values if needed STATE 7]
1. Click the Edit Icon for the values you want to Total Column Values (EX)
update

EMPLOYEES

2. Enter the New Value

3. Click: Change Value

Change Value

By changing this value, it will change the attribute value for 10 employees

Old Value

New Value o
Californig ﬁZI
s




Structure Only Hierarchy | Results

level 1 2

Overall Hierarchy
{E} { é ) Company

(») (&) Accounting

Total Employees }
| Administration

0 (»)(2) complaints

Finance

Huran Resources & Communications

Employee Breakdown @
| Information Technology

Accounting
Investor Relations
Administration

| IT Infrastructure

Complaints

(&) IT Operations

Finance
Hurnan Resourc :v]l :I Operations

Information Tecl (D) ; | Operat'lons Team 1
(¥) (2) Operations Team 2

) Operations Tearn 24
Total Nodes -

2
Open Positions o
Unparented Nodes =/
Unparented -
-
Employees -
Change Log | Operations Team 2D

Operations Team 2B

Operations Team 2C

Operations Tearmn 2E
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