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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.

Employee Files Page

More Columns
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more columns

Export to Excel

Upload a file
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Upload an 
employee file

Click to view file 
details
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Employee File | Details
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.

Export to Excel

Create a hierarchy 
using the employee 
file data

View or edit the 
file data.
All employee file 
modifications are 
done here.

List of hierarchies 
built using this 
employee file data



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.

Use when you only 
have a hierarchy file  
(Not an employee file)

Download in 
Excel

Delete 
Hierarchy

Hierarchy built 
using an 
employee file

Hierarchy built using 
a hierarchy file



Upload Employee File
• Create hierarchy using an employee file



Employee File | Example
An Employee File should contain the following columns:

1. Employee ID

2. First Name, Last Name OR a Full Name

3. 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.



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
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Employee File | Upload

4. Select the Employee File from your computer

5. Click: Open
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Employee File | Upload

6. …the unique ID of an employee: Select 

the Employee ID from the dropdown

7. …the email of an employee: Select the 

email column from the dropdown

8. Values can be empty: Turn the toggle on 

if you are missing any data in this column

9. Employee Name Options: Select the 

option that reflects the columns in the file

• First and last name column

• Single name column

10. The First Name/Last Name/Full Name 

of an Employee: Select the columns that 

represent these fields

11. Click: Verify and Complete Upload

• Wait for validations to complete
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Employee File | Create New Hierarchy

1. Click: Create New Hierarchy
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Managerial Hierarchy

1. Select: Managerial Hierarchy card

2. Hierarchy Name: Enter a detailed name

3. Employee ID Column: This field is already 

selected for you based on previous selections

4. Manager ID Column: Select the desired 

column from the dropdown

5. Additional Attribute Column: This is 

optional and can be anything that you would 

want displayed in the hierarchy.

6. Click: Finish
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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.

Manage 
file data

View hierarchy Export to Excel

Create more hierarchies 
using this employee file



Managerial Hierarchy Results
Edit hierarchy file name

Export to Excel

Expand for 
details

Create & manage 
external links for 
others to view this 
hierarchy

‘Additional Attribute Column’ 
selection 



Non-Managerial Hierarchy

Non-Managerial Hierarchies use columns of data to build a hierarchy.

Examples: Region, Country, State, Province, Building

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

2. Hierarchy Name: Enter a detailed name

3. Type: Select the type of hierarchy you are 

creating
• Location
• Function
• Business Unit
• Hybrid
• 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 Edit Values

6 & 8
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Non-Managerial Hierarchy

1

Use the Edit Icon to update the values if needed

1. Click the Edit Icon for the values you want to 
update

2. Enter the New Value

3. Click: Change Value
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Non-Managerial Hierarchy | Results

You cannot make edits directly 

to this page.

Updates made from the 

Employee File page will reflect 

here.

System does not support two 

top levels 

• The system will take the 

largest population group and 

put it on top. 

• The smaller populations will 

be in the ‘Unparented’ section

Largest population group

Smallest population group(s)

Expand to see 
the list of people

Click to see  
employee details



Bulk Edits

• Edit the details of an employee file

• Update all hierarchies using the employee 

file



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. Click the Navigation icon

2. Select: Employee Files

3. Click on the Name of the file 
you want to edit

4. Click: Employees
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Making changes to this file will 
affect all the hierarchies listed

Export 
Hierarchy



Bulk Edits | Employees
Bulk Actions allow you to make changes to the 

employee data in the file.

In this example, we will change the manager 

from Hazel Underwood to Christina Harris for all 

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
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Bulk Edits | Employees

When updating a field, don’t 

forget to update all related 

fields. In this case we would 

update both Supervisor ID and 

Supervisor Name.

1. Add additional columns 

as needed. (Supervisor 

Name)

2. Edit directly in the table 

(Row 1)

OR 

3. Click Bulk Edit to change 

data for everyone. (see 

next slide)
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Bulk Edits | Employees

4. Select the Column that contains the 

data you want to change. 

(Supervisor Name)

5. Enter the New Value

6. Repeat for other columns 

(Supervisor ID)

7. Click: Change

8. Review the Change Summary

9. Click: Save and Close
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Uploads is only used to 
ADD new data, not 
change or remove 
existing data.

Employee Details | 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.



Bulk Edits | Columns

View column details.

Columns section is a pivot table, where you 

can see all demographic options and their 

counts listed under a column in file.

Column Definitions:

• 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

• Unique Values: Number of rows that have 

unique values

Matched Values + Unique (Unmatched) Values = 

Has A Value

Expand to 
see details



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.

Click Icon

View 
Changes



Structure Only Hierarchy
• Create hierarchies using a hierarchy file



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

Use when you have a 
hierarchy file  (Not 
an employee file)



Structure Only | Example

A Structure Only hierarchy is usually used to 

create hierarchies such as Location, Business 

Unit, Function or Hybrid structures 

• These types of structures normally do not have 

employee data

• You cannot edit the information once uploaded; 

the file should be in its final state before 

uploading

• You will build the structure by selecting the 

levels from top to bottom

• You can have up to 16 levels in the structure



Structure Only | File Example
A Structure Only file should contain the levels to build the structure and contain the following information:

1. Parent ID 

2. ID of reporting level

3. Level Name

4. Levels

• Each level should contain the full reporting structure

Previous levels should 
not be empty



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
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Structure Only | File Upload

4. Select the File from your computer

5. Click: Open
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Structure Only | File Upload

6. Structure only file: Turn the toggle On

7. Click: Verify and Complete Upload
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Structure Only | Build Hierarchy

Generate New Hierarchy

1. Click the Non-Managerial Hierarchy card

1



Structure Only Hierarchy

2. Hierarchy Name: Enter a detailed name

3. Type: Select the type of hierarchy you are 

creating
• Location
• Function
• Business Unit
• Hybrid
• Other

4. Top Level: Select the first level in the 

structure 

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 Edit Values

6 & 8
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Structure Only Hierarchy

1

Use the Edit Icon to update the values if needed

1. Click the Edit Icon for the values you want to 
update

2. Enter the New Value

3. Click: Change Value

2

3



Structure Only Hierarchy | Results




