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This is document revision 4 of the Confirmit Horizons v23 Hierarchy Management User Guide. The information herein
describes Confirmit Horizons Hierarchy Management and its features as of Build nr. 23.0.780 (given in the Authoring

Home > Help > About menu), published in August 2018. New features may be introduced into the product after this

date. Go to www.confirmit.com or check “News” on the Customer Extranet for the latest updates.

Copyright © 2018 by Confirmit. All Rights Reserved.

This document is intended only for registered Confirmit clients. No part of the contents of this document may be
reproduced or transmitted in any form or by any means without the written permission of Confirmit.

Confirmit makes no representations or warranties regarding the contents of this manual, and specifically disclaims any
implied warranties of merchantability or fitness for any particular purpose. The information in this manual is subject to
change without notice.

The companies, names and data used or described in the examples herein are fictitious.
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What's New in this Revision?

The following changes have been made in revision 4 of the Confirmit Horizons v23 Hierarchy Management User
Guide:

e The text and an illustration in the Hierarchy Properties section is edited (go to The Hierarchy Properties on
page 42 for more information).

Note: The general layout and language in this document is continually being corrected, adjusted and
improved to ensure the user has the best possible source of information. Only NEW information and details
of functionality that has changed since the previous issue are listed here - minor corrections to the text and
document layout are not listed.

Important

We need your feedback so we can improve this document and provide you with the information you require. If
you have any comments or constructive criticism concerning the content or layout of this documentation,
please send an email to documentation@confirmit.com. Please include in your email the section number
and/or heading text of the section to which your comment applies.



mailto:documentation@confirmit.com?subject=Feedback%20on%20the%20Admin%20documentation.
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1. Introduction

A hierarchy is an arrangement of items (objects, names, values, categories, etc.) in which the items are represented
as being "above”, "below," or "at the same level as" one another. Each item can have zero or more subordinates
(“children”), and zero or one immediate superior (“parent”). For example, members of an organization could be ranked
according to relative status or authority. Most governments, corporations and organizations are hierarchical.

Hierarchies are used in Confirmit Horizons for example when running employee satisfaction surveys, to define the
structure of the organization. This allows employees to be grouped into the correct departments under the correct
managers, and this in turn allows the appropriate permissions to be allocated so that the employees have access to
information relevant to their positions within the organization when the results are reported.

Each “location” in the hierarchy, in this case each position in the company, is termed a “Node”, with the lowest level -

those with no-one reporting to them, being termed “Leaf’ nodes to indicate their positions at the ends of the branches
- see the figure below.

Managing -\
Level 1 Director
I
Level 2 Department Department Department
manager manager manager
> Nodes
Level 3 Team leader Team leader Team leader Team leader Team leader Team leader

Level 4 ii ii ii - - - - ii Leaf
- - - - - - g
J

Figure 1 Hierarchy example

The Confirmit Horizons Hierarchy Management functionality allows you to define your hierarchies by importing
Excel®! spreadsheets, which may for example be based on output from a Human Resource Information System
(HRIS). The hierarchy can then be edited further within Horizons. Or you can export a definition file from Horizons to
Excel, edit the file and then re-import. Horizons supports up to 15 levels in a hierarchy.

1.1. Hierarchy Management Requirements

Hierarchy Management Requirements

Element Minimum
Operating system Windows Vista SP2, Windows 7, Windows 8 Desktop or Windows 10.
OSX
Web browser Internet Explorer 11 (Windows only), Microsoft Edge (current and
previous 5 releases), Firefox (current and previous 5 releases), Chrome
(current and previous 5 releases), Safari 10+.

The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.

-1-
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1.2. Hierarchy Management vs Database Designer

Confirmit Horizons also has capabilities for designing hierarchies within the “Database Designer” module in
Professional Authoring, which precedes the Hierarchy Management module. These modules share the same back-
end, so hierarchies can be used very much in the same way regardless of which of the modules it has been set up in:
You can use the hierarchy definition in a “hierarchy” question in a survey, either as a background variable or as a
visible, normal question, and it can be reported on and also used as a personalized report filter so that you can set up
role-based access to the reports for end users. In addition to providing a very different user experience, there are
some key functional differences between the two:

¢ In the Hierarchy Management module, any change to the hierarchy definition is instantly live in any surveys or
reports using the hierarchy. In the Database Designer module you make edits in a “Design” mode, and have to
synchronize these changes to “Runtime” for them to update in surveys and reports.

e The Hierarchy Management module provides an interface for assigning contacts to hierarchy units. This
capability is not available in the Database Designer module.

e The Hierarchy Management module supports giving end users (business users) access to edit the hierarchy
definition. The Database Designer module is only available for Professional Users.

e The Database Designer module supports hierarchy definitions with node labels in multiple languages.
Hierarchy Management supports one language only (English).

Hierarchies set up in Hierarchy Management cannot be opened in Database Designer, and vice versa. It is however
possible to export a hierarchy definition from one and import it into the other.

1.3. Importing Hierarchy Definitions

A hierarchy definition is an Excel™ file containing a table that defines the hierarchy layout. The column headers are
predefined in the system, and if the headers are used then they must be as shown in the table below.

When uploading to hierarchy management, the Excel™ file can contain hierarchy definition and contacts data (for
example for employees), or just the hierarchy definition. And for the hierarchy definition, it is possible to upload with
the relations between nodes on different levels specified in two different ways: Either in “parent-child” format, where a
node id and node label is provided along with the id of the parent node (or empty if the node is at the root level), or in
“full path” format, where the node’s position in the hierarchy is provided by listing the full path from the top of the
hierarchy through the different levels to the specific node. For the “full path” format, it is possible to upload a file either
with or without node id columns. So in total, six types of uploads are supported:

1. Upload of “full path” hierarchy definition with external node ids and labels.

The file includes columns for node IDs and node labels. If these columns contain data then the data will be
included in the appropriate levels in the hierarchy automatically. The table below shows the definition for a
very simple 2-level hierarchy. In this case the top level (L1:) is the “company” Mega Sales, and this company
has two departments in the second level (L2:); Finance and Marketing.

A B C O E F I
Node ID' Mode Label L1: L2:
MEGA  Mega Sales Mega Sales
FIM Finance Mega Sales Finance

MAR Marketing Mega Sales Marketing

LIy I L

Figure 2 Example of a simple hierarchy definition with Node IDs and labels

The company hierarchy based on this definition will be as shown below:
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Figure 3 A simple company hierarchy with node IDs and labels

This type of definition has the advantage that it is easily updated. Note that each level in the company requires
its own “L” column (in addition to the Node ID and Node Label columns), so a company with four levels in the
hierarchy will require columns L1, L2, L3 and L4.

2. Upload of “full path” hierarchy definition without external node ids.

If node IDs are not provided in the hierarchy definition then on upload the system will automatically generate
node IDs for each node. These will merely be numbered sequentially starting from 1.

3. Upload of “full path” hierarchy definition with external node ids and with contacts assigned to the hierarchy.
Note that this requires that a contact database is set up in SmartHub and linked to the hierarchy. If the contact
database includes employee data then the resulting definition could be as below:

& B C O E F [E] H

1 |Mede |l Node Label L1: L2: contactid email Name Gender
2 |MEGA  MegaSales MegaSales 1440 documentationl@confirmit.cor Adam Avian 1
3 |MEGA  MegaSales MegaSales 1441 documentation2@confirmit.comr Belinda Brant 2
4 |FIN Finance Mega 5ales Finance 1442 documentation3@confirmit.cor Charles Chaffinch 1
S |FIN Finance Mega Sales Finance 1443 documentationd@confirmit.cor Pavid Dunlin 1
G |FIN Finance Mega Sales Finance 1444 documentation5@confirmit.com Ellen Eagle 2
T |MAR Marketing Mega Sales Marketing 1445 documentation&@confirmit.com Fred Fulmar 1
2 |MAR Marketing Mega Sales Marketing 1446 documentation? @confirmit.cor Gareth Gadwall 1
3 |Mar Marketing Mega Sales Marketing 1447 documentationd@confirmit.comr Helen Hawk 2
10 | MAR Marketing Mega Sales Marketing 1448 documentation3 @ confirmit.com lan lvorybill 1
1

17

Figure 4 Example of a hierarchy definition with contacts

Each employee in the company will require his/her own row in the table. In this case two people are assigned
to the top Mega Sales node, three are assigned to the second-level Finance node, and four are assigned to
the second-level Marketing node. You can view which employees are assigned to each hierarchy node, and
you can add and delete employees and move them between nodes as required due to for example
promotions, hirings and resignations (go to Editing the Hierarchy on page 21 for more information). Note that
the contactids must be unique for the hierarchy.

4. Upload of “full path” hierarchy definition without external node ids and with contacts assigned to the hierarchy.
In this case node ids will be generated automatically, and a contact database must be set up and linked to the
hierarchy.

5. Upload of “parent-child” hierarchy definition. In a “parent-child” hierarchy definition the Excel file to upload
must have one column for the node id, one for the node label and one for the parent id. Column headers
should be “Node id”, “Node label” and “Parent id”, or, for backwards compatibility with Database Designer,
they can also be labeled “id”, “__19”, “parent”.
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6. Upload of “parent-child” hierarchy definition with contacts assigned to the hierarchy. For this, a contact

LRE A B = TR L% R

A

5] C C

Made |0 | Node Label | parent ID

MEGA
Fir
MAR

Mega Sales
Finance MEGA
Marketing MEGA

Figure 5 Example of the parent-child upload

database must be set up and linked to the hierarchy.

A B

2 MEGA  Mega Salas

MEGA  Mega Sales

4 FIN Finance
5 FIN Finance
6 FIM Financa
I MAR Markeling
8 MAR Marketing

9 MAR Marketing
10 MAR Marketing

Figure 6 Example of a parent-child upload with contacts

MEGA
MEGA
MEGA
MEGA
MEGA
MEGA
MEGA

(] E

1440 documentationl@confirmit.com
1441 documentation? @confirmit. com

1442 documentation3 i@ confirmit.com

1443 documentationd@confirmit.com

1444 documentations@confirmit.com
1445 documentationbi@confirmit.com
1446 documentation? @confirmit.com

1447 documentation8@confirmit.com

1448 documentation@confirmit. com

Adam Avia

Belinda Br
Charlas Cl
David Dun
Elan Eagle
Fred Fulm:
Gareth Ga
Helen Haw
lan haryb

R N Y

Note: The hierarchy management module supports uploading of up to 15 levels in the hierarchy. This means
that you can have in total 15 level columns in a “full path” import, with L1:, L2:, ..., L15: as the column

headers.

1.4. The Hierarchy List

When you go to the Hierarchy Management item in the Horizons Homepage or the waffle overlay (go to The Waffle
Icon on page 5 for more information), the Hierarchy List page opens. This page lists all the hierarchies that you have

access to.
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& Confirmit

hieranchy 48 hierarchies

Hierarchy4
47

Hierarchy3
286

Hierarchy2
1245

Hierarchy1 1 Feb 2017 by Adar B 11055115, p254391 W

Figure 7 Example of the Hierarchy List

The total number of hierarchies available to you is given beside the Search field. The list is sorted descending by last
modified, so the most recently updated hierarchy will be at the top. For each hierarchy, the list shows the hierarchy
name (blue text), the Id number (black text below the name), the user who created it, the date it was created and the
date it was last modified. In addition, launched surveys and contact databases that use that hierarchy are given in the
Used In column.

In the event your list of hierarchies is extensive, you can search for the desired hierarchy. Type characters into the
Search box; the list is immediately filtered such that only those hierarchies containing the character string you have
typed are listed. The search facility will look through the hierarchy names, the users’ first names, last names and user
ID using the “contains” operator, and the hierarchy will be included in the list if any of its parameters contain the
character string anywhere within it. You can also search for the hierarchy ID, but in this case only a full match will be
found (a search for 123 will only return hierarchy 123, not hierarchy 1234 etc.).

1.5. The Waffle Icon

The Waffle icon in the main toolbar is common to the majority of Confirmit's applications. Click the icon to open a
selection overlay providing access to all the other Confirmit applications which you are licensed to use. If you are
logged in to a Horizons application and you wish to change to a different application, click the waffle icon and click the
appropriate icon. Note that if you are not licensed to use an application, its icon will not be displayed in the overlay.
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Figure 8 The application selection overlay

Icons with an “arrow” icon . open Authoring or Reportal, icons without the arrow take you directly to the selected
application. Refer to the separate user guides for further information on these applications.

The Hierarchies button beside the waffle icon is always available while you are in Hierarchy Management, and
returns you directly to the Hierarchies list (go to The Hierarchy List on page 4 for more information).

1.6. The Horizons Homepage

The Horizons Homepage is common to the majority of Confirmit's applications. When you first log in to Horizons this
page opens, and it provides access to all the Confirmit applications that you are licensed to use - click the appropriate
icon to go to that application. Note that if you are not licensed to use an application, its icon will not be displayed in the

page.
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I
& Confirmil

rme

Welcome Adam A

- J . Q Features in Limited Availability (22)

Auygile Sirvey - Authoring A
End User Agie Surwey
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Proleasional
Sunvry DSty .w o Foportal (7

Fullltext Search - Authoring
Fuliod sgarch in sursnys

Intercept Sursey Templates - Authoring
- \ivedh site interoept survey templates
L]

Intercept Surveys - Authoring
Hisrmroiry
Aotive Dashibosrds SemartHub e - Descovery Ansyiics Web sile inlercept surveys
ResponsiveRendering - Authorning

Riesponsie survey rendasing

. ’ ‘ EndUserNodeAssignments
.’ Harrarchyhlan agemand

EndLiser Hode Assignments
CIRM Connision b
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- - Selesloncy b Samplelipload - Hesrarchyhlanagement
Sample Uipload

Panedippl ocationT rigpering - Pansl
Allow usar 1o enable localon inggenng for
SUNVEYS

Figure 9 Example of the Horizons Homepage

Note: Applications that do not yet have a waffle icon have 7 beside the application name. These will open in
a new window, allowing this Homepage to remain open while you are working in the selected application.

A list of new features and functionality currently accessible to you under "Limited availability" is presented on the right
side of the Homepage. These items are still undergoing development, but are made available for testing purposes if
your company has agreed to trial them. Please note that use of this new functionality for production work is at your
own risk.
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2. Creating a Hierarchy

You create your hierarchies using the Horizons Hierarchy Management functionality. To access this:

1. Open Hierarchy Management.

The Hierarchies page opens. If you have no hierarchies available to you (you haven’t created any yourself and
no-one has given you permission to access theirs), then the Hierarchies page opens “empty” and you are
invited to create one.

& Confirmit Hierarchies

Hierarchies

Create your first hierarchy

Create hierarchy

8 2014 Confirmit

Figure 10 The empty Hierarchies page

If you already have access to one or more hierarchies then the Hierarchies page opens with those hierarchies
listed. Click on a hierarchy name in the list to open that hierarchy for editing (go to Editing the Hierarchy on
page 21 for more information). In this case, as you wish to create a new hierarchy:

2. Click Create hierarchy and continue the procedure

The Create hierarchy page opens.
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Create hierarchy @

Confnmit ﬂ

None selected Vl

Cancel

Figure 11 The Create hierarchy page

3. Type a name for your new hierarchy into the Hierarchy name field.

4. Select the hub you wish to use for the hierarchy.

Note: You do not have to select the hub at this point; you can wait until later in the procedure. In this case,
when you want to select the hub, go to the cog-wheel icon and select Hierarchy properties, then select the
desired hub in the Properties page. Bear in mind that once you have selected a hub and created the
hierarchy, you cannot change the hub.

5. If you select a hub at this point, you can also select an End User list from the End User lists assigned to the
selected hub.

Note: Later, you can see which hub is connected to the hierarchy by going to the cog-wheel icon and
selecting Hierarchy Properties (go to The Hierarchy Properties on page 42 for more information).

6. On completion, click Create Hierarchy.

Once the hierarchy is created you will be asked to import a definition (go to Importing a Hierarchy Definition on
page 21 for more information).
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3. Hierarchy Permissions

The Hierarchy Permissions functionality allows you to specify who can manage and edit the hierarchy and who can
only view it. Here you can add users to the list from your company, remove users from the list, and allocate
permissions to individual users or groups of users (go to Professional User Permissions on page 10 for more
information). If your company has licensed the add-on, you can also allocate permissions to end users (go to End
User Permissions on page 13 for more information).

The hierarchy designer (or another user who has been given Manage permission) can give Manage or View
permission to other users. Click on Permissions in the Hierarchy toolbar to open a menu with two options:
Professional user permissions, and End user permissions. Both Professional Users and End Users have two
levels of permission:

e Manage - a user with Manage rights has full rights to edit the hierarchy and contacts. Professional Users with
Manage permission can also give permissions to other users, upload hierarchy definitions and manage
hierarchy settings. These are the same rights as the user who created the hierarchy has.

e View - a user with View rights can do only that - they can view the hierarchy but they cannot change anything.

Note: Any system administrator will have Manage permission for all hierarchies, but only those users who
have explicitly been given access will be listed in the Permissions page.

3.1. Professional User Permissions

The owner (creator) of a hierarchy can allocate Manage or View permissions as appropriate to any Horizons
Professional Users registered with the owner’'s company. If you wish to share the hierarchy with End Users (users
from another company), then you must first link an end user list to the hierarchy (go to How to Add End User
Permissions to the Entire Hierarchy on page 14 for more information).

3.1.1. How to Add Users to the Permissions List

To add users from your own company to the Permissions list:

1. Go to the Permissions > Professional user permissions menu item.
The Professional users page opens, listing all the users who currently have a permission.

Note that there must be at least one professional user who has the Manage permission; if the last manager
could change his/her permission to something else then no one would be allowed to make any changes. So
the last user with Manage permission cannot be revoked or changed.

-10 -
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& Confirmit i Hierarchies
Hierarchy management Design Pammissions. - Impont Log
Professional users m
1 Uzers Usger ID Permigsion
Adam A Admin gelb_admi Manage

Figure 12 The Professional users permissions page for a hierarchy, with the minimum one manage permission

2. Click Add.

The Add users overlay appears.

-11 -
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Add users @

Search

anotheruser

oot 2B o 2t B

ADAM tast user firm_suto

Cancel

Figure 13 The Add users overlay
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Manage

<]

Manage |v|

3. Check the boxes beside those users you wish to add to the permissions list for this hub.

In the event the list is extensive you can type search criteria into the Search field. The list will be reduced as
you type, to include only those users whose name includes the text string. Note that the search is not case-

sensitive.

4. For each user you select, click the drop-down arrow in the right column to open the menu, and select the
permission you wish to allocate to that user. Note that you can change the permission allocated at any time.

5.  When you have selected the users you wish to add to the Permissions list, click Add users.

The selected users are added to the Permissions list.

3.1.2. How to Revoke Permissions for Professional Users

To revoke permission, click the X icon at the right of the row where the user is listed on the permission page. When
revoking access permissions to hierarchies, different confirmation overlays will be displayed depending on whether
you are revoking access for yourself or for others. To reduce the chances of mistakes, in all cases you will need to

confirm the action.

Note that there must be a minimum of one professional user with Manage permission for a hierarchy; you cannot
revoke access to a hierarchy for the “last man”, otherwise no-one will have access. If another user has Manage
permission then you can revoke access for yourself, but a warning is presented to ensure you intend to do this.

-12 -



Confirmit Confidential Confirmit Horizons 23 Hierarchy Management User Guide

3.2. End User Permissions

The End Users functionality is an add-on intended to enable a hierarchy builder in one company to give edit access to
the hierarchy to business users that do not have a Professional User for Horizons. For example, a consultancy
company could be engaged to create and manage a client company’s hierarchy. As the client company employees
will usually have a better overview of their own company, the consultancy company would give end user permissions
to specific employees in the client company so they can make corrections to the hierarchy to keep it updated etc.

Two levels of permission can be allocated for end users:

e Manage - a user with Manage rights has rights to edit the hierarchy and contacts; add, move, edit and delete
nodes, and move edit and delete contacts.

e View - a user with View rights can do only that - they can view the hierarchy but they cannot change anything.

End Users can be given manage or view access to the entire hierarchy (go to How to Add End User Permissions to
the Entire Hierarchy on page 14 for more information), or they may be given manage or view access to specific nodes
(go to How to Add End User Permissions to Specific Nodes on page 17 for more information). Node permissions
include the specific node and all sub-nodes below it in the hierarchy, but not nodes above or other nodes on the same
level.

3.2.1. End User Lists

If End User permissions are to be used, then the hierarchy must be associated with an End User List. Before you can
make this association, you must first have (or create) the End User List - refer to the Authoring User Guide for details
on creating an End User List.

Once an end user list is associated with the hierarchy, you can use the list for the following purpose:

1. You can give end users access to manage the hierarchy; for example a department manager could be given
access to edit their area of the hierarchy.

When selecting an end user list, the lists available to you will be all those associated with the selected hub.

A connection to a hub is also optional and can be set later. Bear in mind that once a connection is made between a
hub and the hierarchy, it is locked and cannot be changed. If a wrong connection is made the you will have to start
again. Note that a hub is required for contact databases or end user assignments.

Note: Only one end user list can be linked to the hierarchy at one time. You can change the end user list for a
hierarchy, but if you do so then you will lose all permissions that have been assigned using the first list.

Note: You cannot add more end users to the end user list via Hierarchy Management; you must go to the
original end user list in Authoring to do this.

3.2.2. How to Link an End User List to the Hierarchy

To associate the End User List to the hierarchy, you must first link the End User List to the hub that the hierarchy is
linked to. To link an End User List to a hub:

1. In Authoring, go to the End Users > Lists menu item.

A list of the end user lists available to you opens.

2. Browse to and select the end user list you wish to link to the hierarchy.
3. On the General tab, type into the SmartHub Id field, the id of the hub that the hierarchy is linked to.
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General | permissions | Companies | Users  Groups

I save
Details
List IDv B2
List marme [DeeList1
Always wse SSL O
Owener Apple, Adam

[ hange Cwner... o9
( SmartHub Id 17316 )

Figure 14 Setting the SmartHub Id to link the End User list to the hierarchy

4. Save the changes.

3.2.3. How to Add End User Permissions to the Entire Hierarchy

Once you have an end user list linked to the hierarchy (go to How to Link an End User List to the Hierarchy on page
13 for more information), to allocate end user permissions to the entire hierarchy:

1. Open the hierarchy, then go to the Permissions > End user permissions menu command.

The End user list page opens, showing any end users who already have permissions. The hame and ID
number of the end user list in use is displayed at the top of the page.

- —— -
& Confirmit iia  Hierarchies

Hierarchy management Design Pammissions. = Imnpeoat Log
End user list: DocList1 &2 20 with no access
2 Users User ID Manage View
Belinda Brant belindak ALL
Charles Chaffinch charlesc ALL

Figure 15 The End user list page showing some end users who have been allocated permissions

2. Inthe upper-right corner, click Manage Permissions and select Add.

The Add Permissions for End Users overlay opens.
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Add users From end user list Doclisti ﬂ

Search O,

Adam Avisn sdams Manage ~
Billy Bones Billyb Manage
Diavid Dunlin davidd Manage
Ellen Eagle ellene Manage
Fred Fulmar fredf Manage

LY
rredh ] R Banamn [val

Cancel

Figure 16 The Add Permissions for End Users overlay

3. Check the box beside the end user you wish to allocate a permission to, and select the desired permission
from the drop-down list.
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Add users From end user list Doclisti ﬂ

Search ]
Adarn Avian adama Manage ~
Billy Bones Billyb Manage
Diavid Dunlin davidd Manage

L Ellen Eagle ellene
Fred Fulmar fredf

LY

Emmed mrdaasdl e LN e [

Add users {1) Cancel

Figure 17 Setting the end user's permission level

4. Once you have selected and allocated permissions to the required end users, click Add users.

The Add users overlay closes, and the selected end users are added to the list on the End user list page.

3.2.4. How to Change End User Permissions
Once an end user is on the list, you can change the access. To do this:

1. Click the cog-wheel icon for the end user you wish to change.

A drop-down menu appears.
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[ . [p— -
& Confirmit iii  Hierarchies

Hierarchy management Design Pammissions. = Imnpeoat Log
End user list: DocList1 s2 18 with no access
4 Users User ID Manage View
Belinda Brant belindab ALL
Charles Chaffinch charlesc ALL
Ellen Eagle ellene ALL -
lan hvoryhill i=ni Revoke access
Assign View ALL

Assign Manage %

Figure 18 Changing an end user's permission

2. Select the desired permission level.

The menu closes and the list is updated and saved.

3.2.5. How to Add End User Permissions to Specific Nodes

Once you have an end user list linked to the hierarchy (go to How to Link an End User List to the Hierarchy on page
13 for more information), to allocate end user permissions to specific nodes in the hierarchy:

1. Open the hierarchy, then go to the Permissions > End user permissions menu command.

The End user list page opens, showing any end users who already have permissions. The name and ID
number of the end user list in use is displayed at the top of the page.

2. Inthe upper-right corner, click Manage Permissions and select Upload.

The Upload Excel®? File overlay opens.

2The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.
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Upload Excel file - add & edit permissions

1. Download Excel file with existing permigsions

Get started by downloading the Excel file with existing permissions and all end
users listed that can be assigned to the hierarchy.

2. Upload Excel file with permissions

Do your changes (editing existing permissions, removing permissions and adding
permissions to new users). Once done, upload the file and the changes will take

effect.

File to import

Choose an Excel file {_xlsx).

[ GLETRIC Mo file selected

Upload

Cancel

Figure 19 The Upload Excel File overlay

Start by downloading an Excel file to use as a template for the permission upload.

Click Download.

A standard Save dialog appears across the bottom of the window.

Save the file as required, then open the spreadsheet that is delivered to the browser.

Smart Shop
Administration
Finance
Legal

HR

Sales
Europe

us

Support
Marketing
IT

B0 =) S WA B e kD e

=
L=

<Full access to hierarchy>
Smart Shop
Smart Shop
Smart Shop
Smart Shop
Smaart Shop
Smart Shop
Smart shop
Smart Shop
Smart Shop
Smaart Shop
Smart Shop

Administration
Administration
Administration
Administration
Sales

Sales

Sales

Support
Marketing

IT

E F G H
belindab, charlesc
Finance
Legal

HR

Europe
us

Figure 20 Example of the Permissions file
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The Hierarchy sheet lists the nodes and the node labels for the various levels in the hierarchy, and in the
Viewers and Managers columns lists the user names of any end users who already have View or Manage
access.

Tip
The spreadsheet includes an End Users tab that contains the user names, first names, last names and emails of all
end users in the end user list. This information will be helpful when setting up the permissions.

5. Inthe “Viewers” and “Managers” columns, add the user names of the end users who are to have View or
Manage access respectively. If the users are to have access to the entire hierarchy, add the user names to the
row with “<Full access to hierarchy>"; if they are only to have access to specific nodes, then add them to the
appropriate node row.

If an end user is to have access to several nodes, then add the user name to all the required rows. The same
end user may be listed in any number of rows. Also, any number of end users may be listed in the same cell;
in this case separate the user names with commas. Note that Manage permission will take precedence over
View permission if assigned to the same end user for the same node(s).

A B C D E F G H
1
2 <Full access to hierarchy> nickn belindab, charlesc, nigelb
31 smart Shop Smart Shop fredf robertr
4 '2 Administration Smart Shop Administration alivera, garel:hg nigelh
5 '3 Finance Smart Shop Administration Finance fredf janice)
64 Legal Smart Shop Administration Legal  garethg nickn
T '5 HR Smart Shop Administration HR mikem, 1’re|;||:I nickn  olivers
86 Sales Smart Shop Sales janice], fredf helenh, garethg
g [7 Europe Smart Shop Sales Eurape robertr karenk, janice]
103 Us Smart Shop Sales uUs lindal, garethg, nickn
11 '9 Support Smart Shop Support alivera peterp, robertr
12 10 Marketing Emart Shop Marketing fredf, nickn tinat
1211 IT Smart Shop IT olivera nigelb, rabertr

-k
=

Figure 21 The Permissions file with added permissions

6. Once you are happy with the permissions, save the spreadsheet.
7. Return to Hierarchy Management. In the End User List page, click Manage permissions and select Upload.
8. Click Choose File, browse for the file and select it, and then click Upload.

The End User Permissions page now shows a list of all end users who have been granted View or Manage
permissions to the hierarchy and the list nodes to which they have been given node permissions, or “ALL” if
they have been granted permissions to the entire hierarchy.
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Tirm Tousr Erat g SropWarhateg

Figure 22 Example of the updated End User List

If you re-upload the hierarchy permissions file, the file will set the permissions only for the nodes with permissions
listed in the new upload. So any node with permissions left blank in the new upload will keep its existing permissions,
and any node that includes permissions in the new upload will over-write any existing permissions. For nodes not
specified in the upload file, the permissions will not be altered.
3.2.6. How to Revoke End User Permissions
To revoke permissions in the end user permissions list:

1. Click the cog-wheel icon for the user and select Revoke Access.

2. Confirm the action.

The end user is removed from the list.

Alternatively, when uploading end user permissions, empty cells will overwrite whatever existing permissions you
have set. So you can also revoke permissions through the permission file upload.
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4. Editing the Hierarchy

Once the hierarchy exists you can start building it by importing a hierarchy definition, and then perform further editing
in the user interface as required. You can add, move and delete child nodes, change node labels, delete and edit
contacts and move them between nodes.

Depending on what permissions you have been assigned for the hierarchy, you may see the full hierarchy definition or
just a subset of hierarchy nodes, and you may have been granted View permission or Manage permission for the
nodes. View, indicated by an “eye” icon, gives you access to look at the details without being able to change anything,
While Manage, indicated by a “cog wheel” icon, allows you to add, move and delete child nodes, change node labels,
and if the hierarchy has been set up with contacts, delete and edit the contacts and move them between nodes .

Note that when you add a child node to a parent node in the hierarchy, it will be added below any existing child
nodes. You cannot re-order or sort the nodes. Note also that while you can import a hierarchy that has more than one
top level, you cannot add another top level “manually”; you can only add child nodes.

4.1. Importing a Hierarchy Definition

The hierarchy definition defines the actual structure of the hierarchy; how the various nodes are related to each other.
A basic definition in the form of an Excel®?2 , txt, csv or pgp encrypted file, must be uploaded, but this can be edited as
necessary later. Note that for pgp encrypted files you will need the encryption key.

When you are in the Hierarchies page, click on the appropriate blue hierarchy name link to open that hierarchy. If the
hierarchy does not yet contain a definition, a page opens inviting you to import the file.

Important

If you intend to import a hierarchy with contact data, do not upload the hierarchy definition at this point -
there are several other things that you must ensure are in place first (go to Importing the Hierarchy and
Contacts on page 24 for more information).

— . R ) i
& Confirmit.  :3F  Hiemrchies

Hierarchy management Dresign Permissions Innpeoart Log

Hierarchy5 Q-

Download an Excel® template

Import filled out file

File on FTP Local file

Figure 23 The opening page if your hierarchy does not yet contain a definition

3The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.
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You can upload a local file, or you can upload from FTP. Uploading from FTP enables you to set up a recurring task

so uploads can be performed automatically at regular intervals (go to Importing from FTP on page 22 for more

information). However to use the FTP system you must have the FTP add-on (contact Confirmit for further

information).

4.1.1. Importing a Local File

You can import xIsx, txt, csv or pgp encrypted files. Note that for pgp encrypted files you will need the encryption key.
1. Click Local file.

The Import overlay opens.

Import

Choose a file 1o upload ( xdsx, pgp, b, csv

Figure 24 The Import Hierarchy Definition overlay

Here you have several options:

e You can import just a hierarchy definition, which includes the layout and nodes and can include Node IDs and
labels (go to Importing Only the Hierarchy on page 24 for more information).

e You can import both the hierarchy definition and a contact database. Note that in this case the hierarchy must
be linked to a contact database first (go to Importing the Hierarchy and Contacts on page 24 for more
information).

¢ You can update any existing data, adding new data without removing data that has been deleted.

e You can update any existing data, adding new data and also removing data that has been deleted.

4.1.2. Importing from FTP

Uploading from FTP enables you to set up a recurring task so uploads can be performed automatically at regular
intervals. You can import xIsx, txt, csv or pgp encrypted files. Note that for pgp encrypted files you will need the
encryption key.

1. Click File on FTP.

The Import FTP file overlay opens.
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7.

Import FTF file

hierarchiesi11290

hearanchy, bl

Frequency

Synchronize Daiy Ui every 1 day(s)

Schedule

Start| 04 May 2018 7 1300 End | 04 Aug 2018
54 Cancel

Figure 25 The Import FTP file overlay

You have several options:

You can import just a hierarchy definition, which includes the layout and nodes and can include Node IDs and
labels (go to Importing Only the Hierarchy on page 24 for more information).

You can import both the hierarchy definition and a contact database. Note that in this case the hierarchy must
be linked to a contact database first (go to Importing the Hierarchy and Contacts on page 24 for more
information).

You can update any existing data, adding new data without deleting missing data. This alternative should be
used if you are performing an incremental update, not loading a full data set.

You can update any existing data, adding new data and deleting data that is missing. This alternative could be
used if you are uploading a full dataset, and would like to remove data that is not in the new full dataset.

The FTP path is the path and ID of the FTP archive allocated to your company.
Type in the file name of the hierarchy you wish to upload from the FTP site.

If you wish to set up a recurring task, set how often you want the import to be performed, when the task is to
commence and when it is to end.

The task settings are summarized below the fields for clarity.

Click Save settings.

The overlay closes and you are returned to the hierarchy download page.

Note: The FTP import task currently updates existing information with new information, and any old data that
is not to be replaced will remain unchanged. It will soon be possible to select "Replace" functionality that will
remove old data that is not to be updated.
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4.1.3. Importing Only the Hierarchy

To import only the hierarchy definition:

Select the Hierarchy Only option.

Click Choose file.

A standard file selection window for your browser opens.

Browse to and select the desired .file, then click Open.

The Import hierarchy definition overlay returns with the selected file named in the overlay.

Click Import.

N o o s~ w D PRE

The hierarchy is imported

& Confirmit 535 Hierarchies

Heerarchy management Design Permissicns - Irport Log

Hierarchya
Search for nodes

Nodes
¥ Mags Sales
Finance

Markebng

Figure 26 The imported hierarchy

You can now edit the hierarchy (go to Editing the Hierarchy on page 21 for more information) and allocate permissions
(go to Hierarchy Permissions on page 10 for more information). Note that the nodes are imported and presented in the
same order as they were in the definition file; you cannot re-order or sort the nodes. Note also that you can import a
hierarchy that has more than one top level, but you cannot add another top level “manually”; you can only add child
nodes.

4.1.4. Importing the Hierarchy and Contacts

If you wish to import the hierarchy definition and contacts, the procedure is more complicated. You must first have a
SmartHub and a contact database (refer to the separate SmartHub User Guide for details). The contact database
must include fields that match the fields in the hierarchy definition file, and it must have a hierarchy question (single)
with its Answers property set to Hierarchy Lookup and the hierarchy selected in the Answers tab (refer to the separate
Professional Authoring User Guide for details).

The procedure given below assumes you have none of these so describes every step in the process. In the event you
already have a requisite in place and set up correctly, go straight to the next step in the procedure.

1. Having created your hierarchy in Hierarchy Management, make a note of the hierarchy name.
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Mame

Hierarchy4
2842 - Confirmit

Adarm A A

Figure 27 The currently-empty hierarchy in the Hierarchies list

Important
Do not at this stage import the hierarchy definition.

2. Create the hierarchy definition file. This can be an xIsx, txt, csv or pgp encrypted file. Note that for pgp
encrypted files you will need the encryption key.

This can be downloaded from another hierarchy and edited, and can be as complicated or simple as
necessary. You can edit it within the hierarchy management functionality later once everything is set up, or if
you wish you can export the definition, edit it “externally” then re-import it.

The hierarchy definition must be in the first columns. For contact data, a contactid is mandatory. Other fields
are optional, but you are recommended to have one column named “name” and one named “email”, because
these will be shown in the hierarchy editor if they are present.

| A B C D E F G H | J
1 |Node ID |[Node Label [L1: L2: L3: Contactld name email hierarchy
21 Smart Shop Smart Shop 34385 Nero Emerson Nero.Emerson@smartzhop.com 1
3 2 Administration Smart Shop | Administration 22589 Brunc Mcmahon Bruno.Mcmahoni@smartshop.com 2
4 |2 Administration Smart Shop  Administration 62338 Izaiah Treving Isaiah. Trevinoi@smartzhop.com 2
5 (2 Administration Smart Shop | Administration 659276 Reece Acosta Reece Acosta@smartshop.com 2
g (3 Finance Smart Shop Administration Finance 52545 Amir Gardner Amir.Gardner@smartshop.com 3
7T (3 Finance Smart Shop Administration Finance 23175 Cameron Smith Cameron. Smith@smartshop.com 3
g |3 Finance Smart Shop Administration Finance 285947 Jeremy Tran Jeremy. Tran{@smartshop.com 3
8 (3 Finance Smart Shop Administration Finance 25307 Tvler Carter Tyler Carter@smartshop.com 3
10 |4 Legal Smart Shop Administration  Legal a3083 Benedict Stokes Benedict. Stokes@smartshop.com 4
11 |4 Legal Smart Shop Administration  Legal 39069 Sawyer Yang Sawvyer Yang@smartzhop.com 4
12 |5 HR Smart Shop Administration HR 54473 Daguan Rhodes Daguan.Rhodes@smartshop.com 5
13 |5 HR Smart Shop Administration HR 64571 Keefe Barry Keefe Barryi@smartshop.com 5
14 |5 HR Smart Shop Administration HR 71474 Rahim Levine Rahim.Levine@smartshop.com 5
15 |5 HR Smart Shop Administration HR 23347 Raymond Sheppard Raymond Sheppard@smartzshop.com 5
16 |6 Sales Smart Shop Sales 34397 Chadwick Wiliam Chadwick. Wiliam@smartshop.com [
17 |6 Sales Smart Shop Sales 42805 Dante Velasguez Dante \elasguez@smartshop.com [
18 |7 Europe Smart Shop Sales Europe 11823 Aaron Dickson Aaron.Dickson@smartshep.com T
18 |7 Europe Smart Shop Sales Europe 58798 Dalton Valentine Datton.Valentine@smartshop.com T
20|71 Europe Smart Shop Sales Europe 32455 Duncan Sellers Duncan.Sellers@smartshep.com T
21 |7 Europe Smart Shop Sales Europe 70251 Hakeem Peters. Hakeem.Peters@smartshop.com T
AT Furnna Crmart ©han  Calac Furnna REAAC Hiram Fllic Hiram Fllic@omartchnan ~am T

Figure 28 Extract of a hierarchy file with contacts
3. Go to SmartHub and if you do not already have the hub you wish to use, create a new hub. Refer to the

separate SmartHub User Guide for further details.

4. Make a note of the hub name and ID. These are located at the top of the SmartHub window.
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& Confirmit

SmartHub

Recent sources

Figure 29 Example of the SmartHub name and ID

5. If you do not already have the contact database you wish to use, create a new contact database. Refer to the
separate SmartHub User Guide for further details.

6. In Professional Authoring, open the contact database, go to Contact Database Setup > Designer and add
questions to the contact database that match the fields you have in your hierarchy definition file, for example
email (open text), name (open text), gender (single) etc.

The variable names must match the column headers you have in your file. The contact database will already
have a system field for the contactid (unique id, such as for example employee number), so you do not need to
add that.

7. Add a hierarchy question and link it to the hierarchy you set up in step 1.

To do this, add a single question, go to its Properties and set “Answers” to “Hierarchy lookup”. In the
question’s Answers tab, select Schema name and Hierarchy to be the hierarchy you set up in step 1 of this

procedure.
Tealbax d FE R EEAER =T db i
b b
] [ ) ContactDatabase] (p4712165)
B [y Surveyictivity (Laop) Test | Arswers | Languages
[3l] reame - Marne (Dper) ) Indexad [l ]
3] ernail [Cip2n) name [Fierarchys M Answers [ Hierzrehy laokup | g
14| pauntry [Single
[£5] counry (single) Hierarchy | Hierarchya | Kesap higlory O o

(55| w14 - Products (Multi}
[ES friecarchy (Single]

[55) Reusabie scalefist

Question categary [

Dialeted

O

(5] 1mvitation and reminder emails

Figure 30 Setting up the Hierarchy question in the contact database

8. Generate the contact database.

9. Go back to Hierarchy Management to the hierarchy you created in step 1 of this procedure, and import the
hierarchy definition you created in step 2. Note in the hierarchy list that your hierarchy is now linked to the
contact database.
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Import @

File content

Hierarchy only
® Hierarchy and contacts

Contact database

ContactDatabasei p4712165

File to import

Chooze an Excel® file [ xlsx).

Choose file Hierarchy with contacts xlsx

Figure 31 Importing the hierarchy and contacts

The Hierarchy Management page opens with your hierarchy and the imported contacts.

- —
& Conhrrmit —

Hieranchny managesment

Hierarchyd

Search for nodes and confacts 1

Nodes Total Direct
v Sreael Shep 100 1 0 a
v Adrerasinamon 13 3
 Saley 25 2
Euppoit <]
Mmrketing 7
m 21 Ly

Figure 32 The hierarchy with contacts

Click on a node to view and edit the contacts in that node.
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Figure 33 The contacts in the Mega Sales node

The Contacts area shows the ID, email and name (if provided) for the contacts in the selected node.

e Total - the total number of contacts registered in this node and its child nodes.

e Direct - the number of contacts directly related to each child node. Note that there will be a Direct column for
each level in the hierarchy.

e Unassigned - if you are unsure of where in the hierarchy a contact should be, you can drag the contact to the
Unassigned field. Someone else (who has been given Manage permission (go to Hierarchy Permissions on
page 10 for more information)) can then place the contact in the correct node. Also, if a contact in the
hierarchy definition has no Node ID and Label, then the contact will be placed into the Unassigned field
automatically on upload.

You can move contacts to different nodes, view and edit node details and add child nodes (go to Editing the Hierarchy
on page 21 for more information).

4.1.5. The Error File

If something is incorrect in the upload file, the system will provide a list of errors which can be opened in the user
interface. An Excel®* file with a tab that lists the errors is also provided. This includes highlighting and linking so you
can easily find the cells containing the errors, which you must correct before re-uploading the file.

4.1.6. Uploading Files to an Existing Hierarchy Definition

The hierarchy management module supports uploading data multiple times, and thus supports both the extending and
updating of hierarchy definitions and contacts with new data.

Note that re-uploading a hierarchy file can alter the hierarchy or contacts:
e Nodes can be renamed.
¢ Nodes can be moved to either existing nodes or new nodes.
e New nodes can be added.
e Existing nodes can be deleted.

e Contacts can be added.

“The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.
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e Contacts can be moved to another node.
e Contacts can be updated.
e Existing contacts can be deleted.

To update the labels of existing nodes, the upload file must include node ids (or else there is nothing to match on).
Node ids are case insensitive and will be stored in lower case. If node ids are included, the system will update nodes
that already exist, and insert nodes for which there are no matching node ids.

The contactid column is mandatory for any upload involving contacts. If contact id is included, the system will update
the existing record for a contact id that already exists, or add a new contact when there is no matching contactid in the
database already.

4.1.7. The Import Log

The Import Log lists all the imports that have been made to the hierarchy, in order of date/time with the latest import at
the top of the list.

To open the page, click Import Log.

&7 Confirmit IR Hierarchies

Hierarchy management Design Permssions

Date User Imiport type Status File

1 Feb 2017 11:26:22 Adam A Admin Hierarchy import ] hierarchy xisx

Figure 34 Example of the Import Log page

If you wish to download an imported .xlIsx file (perhaps you wish to edit the file and re-import it to update the
hierarchy), click the blue file name.

For successful imports, the file uploaded will be available for download. For imports that fail with errors, you can
download a file where the original content is augmented with error messages and where cells with issues are
highlighted. This makes it possible to investigate issues from file uploads also some time after the upload was done,
or easily have other people reviewing uploads that failed.

4.2. Node Attributes

In addition to node label and node id, it is possible to upload additional information about the nodes in the hierarchy by
adding additional columns to the hierarchy file, after the level columns (for a full path import) or parent id (for a
parent/child import), when doing a “hierarchy only” import. Note that it is not possible to add additional columns for
node attributes if the file includes contacts data.

These node attributes can be retrieved through scripting in surveys, data processing rules and reporting, and provide
capabilities for, for example, presenting additional data points related to a hierarchy.

The system will automatically add additional variables for each of the additional columns included in the upload file,
and will upload the data from the file. Data will be treated as open text. The maximum number of additional columns
that can be uploaded is 100. When viewing/editing details of a node in the hierarchy, these fields will be available to
the user alongside node id and node label (go to The Node Edit Menu on page 34 for more information).
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4.3. How to Export a Hierarchy

Once the hierarchy exists you can export the hierarchy definition as an .xIsx file. You can then edit the file as
necessary in Excel®® before re-importing it, or import it into a different Horizons setup. You can export the hierarchy
definition as "Hierarchy only" or as "Hierarchy & contacts". Each can be exported in two different formats; either as
“full path” in which relations between nodes are described in the level columns L1, L2, L3,..., or as “parent-child”
where the relations between nodes are described by specifying the parent for each node (and no parent for a top
node).

To export a hierarchy definition:

1. When in the relevant hierarchy, click the Export down-arrow in the upper-right corner of the window.

& Confirmit B3 Heersrchies

Hierarncly managedment

Hierarchy o- mm
HIERARCHY ONLY
Search for nodes and conlacts Full path
- Parent-child

Hodes Tatal Diiresct i HIERARCHY & CONTACTS
Full path
v & . 00 1 3 contacts
Parenl-child |
] - e
¥ Salek 2% 2 Isainh Trewinag Isainh Trevinodsma
Support n Radok Acoits Riedon Acoitaarmnar
Mariating T
T 21

Figure 35 Exporting a definition - 1

2. Decide whether you want to export only the hierarchy or the hierarchy and its contacts, then choose between
“Full path” and “Parent-child”.

e Full path - exports the full table showing the node ids, node labels and all the various levels.
e Parent-child - exports a list of the nodes with the number of child contacts under each node.

Note that if you merely click on the Export button, you will get the Hierarchy Only, Full path option. For all
options, the Save dialog opens towards the bottom of the Horizons window.

Do you want to save Hierarchy4 2847.xlsx (9,27 KEB) from author.testlab.firmglobal.net?

Save - Cancel

Figure 36 Example of the Save dialog

3. Select the desired option (Save, Save as, or Save and open, or Cancel, as required.

5The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.
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Once the file is saved, you can then open the file. If you select Open then Excel® opens with the definition;
see examples below.

| A B C D E F A B C ]
1 |Mode ID |Mode Label |L1: LZ: L3: 1 (id | __ |9 parent
21 Smart Shop Smart Shop 2 |1 |Smart Shop
3|2 Administration Smart Shop  Administration 3 |2 Administration 1
4 |3 Finance Smart Shop  Administration  Finance 4 |3 Finance 2
5 |4 Legal Smart Shop  Administration  Legal 3 |4 Legal 2
6 |5 HR Smart Shop  Administration HR G |3 HR 2
7|6 Sales Smart Shop | Sales 7 |8 Sales 1
g |7 Europe Smart Shop  Sales Europe & |7 Europe 6
9 |8 us Smart Shop Sales us 5 |& |Us 6
10 (9 Support Smart Shop  Support 10 |9  Support 1
11 110 Marketing Smart Shop  Marketing 11 10 |Marketing 1
12 |11 T Smart Shop [T 12 11 |IT 1
43 49
Figure 37 Example of Hierarchy Only Full path and Parent-child exports
| A B C D E F G H |
1 |Node ID |Node Label [L1: L2: L3: ContactIld name email hierarchy
2 1 Smart Shop Smart Shop 34385 Nero Emerson Nero.Emersoni@smartshop.com 1
32 Administration Smart Shop  Administration 225859 Brunoc Mcmaheon Brunoc.Mcmahoni@smartshop.com 2
4 |2 Administration Smart Shop | Administration 62338 Izaiah Trevino Izaiah Trevinoi@smartshop.com 2
5 |2 Administration Smart Shep  Administration 89276 Reece Acosta Reece Acosta@smartshop.com 2
6 (3 Finance Smart Shop Administration Finance 52545 Amir Gardner Amir Gardner@smartshop.com 3
73 Finance Smart Shop Administration Finance 23175 Cameren Smith Cameron. Smith@smarishop.com 3
8 (3 Finance Smart Shop Administration Finance 85847 Jeremy Tran Jeremy Tran@smartshop.com 3
9 |3 Finance Smart Shop Administration Finance 28307 Tyler Carter Tyler.Carter@smartshop.com 3
10 |4 Legal Smart Shop Administration  Legal 83063 Benedict Stokes Benedict Stokes@smartshop.com 4
11 |4 Legal Smart Shop Administration  Legal 39069 Sawyer rang Sawyer.Yang@smartshop.com 4
12 |5 HR Smart Shop Administration HR 54473 Daguan Rhodes Daguan.Rhodes@smartshop.com 5
13 |5 HR Smart Shop Administration HR 54571 Keefe Barry Keefe Barryi@smartshop.com 5
14 |5 HR Smart Shop Administration HR 71474 Rahim Levine Rahim.Levine{@smartshop.com 5
15 |5 HR Smart Shop Administration HR 23347 Raymond Sheppard Raymond.Sheppard@smartzshop.com 5
16 |6 Sales Smart Shop Sales 34387 Chadwick Wiliam Chadwick. Wiliam@smartshop.com [
17 |6 Sales Smart Shop  Sales 42505 Dante Velasguez Dante Velasguez@smartshop.com &
128 |7 Europe Smart Shop Sales Europe 11823 Aaren Dickson Aaren.Dicksoni@smartshop.com T
19 |7 Europe Smart Shop  Sales Europe 58758 Dalton Valentine Dalon.\Valentine@smartshop.com T
20 |7 Europe Smart Shop Sales Europe 32459 Duncan Sellers Duncan.Sellersi@=smartshop.com T
2|7 Europe Smart Shop  Sales Europe T0251 Hakeem Peters. Hakeem.Peters@smartshop.com T
¥ IAT Furnna Crart Chan  Calac Furnna RCAAC Hiram Fllic Hiram FllicMomartchnn ~am T

Figure 38 Extract from a Hierarchy & Contacts Full path export
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A B C D E F G k
1 |id | |9 parent |Contactld  name email hierarchy
2 |1  Smart Shop 34385 Mero Emerson Mero.Emerson@smartzhop.com 1
3 |2 | Administration |1 22589 Bruno Mcmahon Bruno.Mcmahon@smartshop.com 2
4 |2 |Administration |1 62335 lzaiah Trevino lzaigh.Trevino@smartshop.com 2
5 |2 | Administration 1 69278 Reece Acosta Reece Acostai@smartzhop.com 2
& |3 Finance 2 52545 Armir Gardner Amir. Gardner@smartzhop.com 3
7 |3 |Finance 2 2375 Cameron Smith Cameron.Smithi@smartzhop.com 3
& |3 |Finance 2 o6947 Jeremy Tran Jeremy. Trani@smartshop.com 3
% |3 |Finance 2 268307 Tyler Carter Tyler. Carterf@smartzhop.com 3
10 |4 Legal 2 22063 Benedict Stokes Benedict Stokes@=smartzhop.com 4
11 |4 Legal 2 39069 Sawyer Yang Sawyer.yangi@smartzhop.com 4
12 |5 HR 2 04473 Daguan Rhodes Daguan.Rhodes@smartshop.com 5
13 |5 HR 2 54571 Keefe Barry Keefe Barryi@smartzhop.com 5
14 |5 HR 2 71474 Rahim Levine Rahim.Levine@smartshop.com 5
15 |5 |HR 2 23347 Raymond Sheppard Rayvmond.Sheppardi@smartshop.com S
16 |6 Sales 1 34397 Chadwick Wiliam Chadwick Wiliam@=smartzhop.com 5]
17 |6 Sales 1 42505 Dante Velasguez Dante. Velazquezi@smartzshop.com i
12 |7 Europe [+ 11623 Aaron Dickson Aaron.Dickson@smartzhop.com 7
4G 1T Furnna [ CaToR Maknn Yfalantina Maknn YValantina@emartehnn ~nm T

Figure 39 Extract from a Hierarchy & Contacts Parent-child export

You can now edit the file as necessary, and upload it again on completion.

4.4. How to Rename a Hierarchy

| Note: To be able to rename a hierarchy you must have Manage permission for that hierarchy.

To rename a hierarchy:

1. Open the hierarchy you wish to rename.

2. Click the pen icon next to the hierarchy name on the Design page to open the field for editing.

& Confirmit i3}  Hierarchies

Deesign Pemmissions = Imiport Log

Hierarchy4

s

Crmmrnbh frar mardan mmd anedeaads

Figure 40 Changing the hierarchy name

3. Change the name as required, and either press Enter or tab or click out of the field to save the changes.

If you want to cancel the changes before you have saved, press Escape (ESC).

4.5. How to Delete a Hierarchy

| Note: To be able to delete a hierarchy you must have Manage permission for that hierarchy.

To delete an unwanted hierarchy:

1. Open the hierarchy you wish to delete.

2. Click the cog-wheel icon to open the drop-down and click Delete hierarchy.
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& Confirmit. 5 Hiersrchies

Hierarchy management =] Penmissions Import Log

Hierarchy properties

Search for nodes and contacts 8]
Export log
HNodes Total Direca
¥  Smart Shop 100 1 Ay
N Administration 13 3 ﬂ-' Bruno Mcemahon  Bruno Momahoni@. ..
¥ Sales 25 2 Isaiah Trevino |zgish. Trevino@s. .
Support 33 Reece Acosta Reece Acosta@sm....
barketing T
IT 21 hd

Figure 41 Deleting a hierarchy

If the hierarchy is used in any surveys, panels or contact databases, a warning message will be presented to
inform you that these will stop working.

The confirm deletion dialog opens.

Delete hierarchy?

Are you sure you want to delete Hierarchy4?
The following projects and any reports or dashboards using this hierarchy will stop
working:

* ContactDatabase1 (p4712165)

Delete hierarchy Cancel

Figure 42 The confirm deletion dialog

3. Cancel the operation, or select Delete hierarchy to remove the hierarchy from the system.

Once deleted, the hierarchy will be unavailable from the hierarchy list from Authoring and Reportal.

4.6. Searching for Nodes and Contacts

In the event your hierarchy is extensive, to simplify editing you can search by node label or ID, or the contact details
shown (email, name) or contactid. To search by node name, type a character string into the Search field to display a
list of the nodes containing that string.
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Confirmit B Hierarchies

Hierarchy management Diesign Permissions Irniport Log

St Shop o-

ad| x Demo May 10th 0 unassigned

HIERARCHY
Smnart Shop = Admin
Smnart Shop > Adminisiration

MEND. CMErSong@E. .. Nerna Cmersan

Support 21
Marketing T

IT 21

v Admin T 2
Finance 2

Legal 3
Europe 3
us 2

v  Administration 13 3
Fimane= 4

Figure 43 Searching for nodes in a hierarchy

e Click on a node in the “found” list to go to that node.

e Tofind an ID there must be an exact match, whereas for labels the search will return any item that contains
the string of characters that you type into the search field.

e For end users who have access permission to only parts of the hierarchy (node permissions), the search will
only be conducted within the parts of the hierarchy they have access to.

o If you know the node ID number, you can also open the hierarchy at a specific node. Type a / character
followed by the node number into the URL in the browser address bar to go directly to that node.

@ https:_-'_-'authu:ur.tE:tIah.ﬁrmgIDbaI.net-'hieraru:hj,fmanagement-’lESS_-’nDcI LP~ad

Figure 44 Opening at a specific node

4.7. The Node Edit Menu

Each node in a hierarchy can be edited independently of the other nodes, and has its own Edit menu to facilitate this.
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View & Edit details

Delete

Add child node kt"}

Cut

Figure 45 The Edit menu for a node

e View and Edit details - here you can view the node id and the label, and edit the label as required (go to
Node Attributes on page 29 for more information)

e Delete - delete the node and any child nodes it may contain (go to How to Delete a Node on page 35 for more
information).

e Add child node - add a child node to the current node (go to How to Add a Child Node on page 36 for more
information).

e Cut/paste - move child nodes from one higher-level node to another (go to Cutting and Pasting Nodes on
page 37 for more information).

4.7.1. Viewing and Editing Node Details

Each node has its own Details overlay showing the node ID and label, and allowing you to edit the label. To open this
overlay, click on the edit icon for the node and select View and Edit details.

View & Edit details

Node ID MAR

Label

Marketing

Figure 46 Example of a Node Details overlay

4.7.2. How to Delete a Node

1. Click on the Edit icon for the node to open the Edit menu, and select Delete.

An overlay opens asking you to confirm the deletion.
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Delete Finance?

Are you sure you want to delete this node?

Delete node Cancel

Figure 47 The confirmation overlay

If the node you are deleting has child nodes then a warning is displayed to ensure you are aware of this.

Note: If contacts are assigned to the node or any of its child nodes, you will not be allowed to delete the node.
You must first move (go to Moving Contacts Between Nodes on page 37 for more information) or delete (go to
Deleting Contacts on page 40 for more information) all contacts assigned to the node or any of its child
nodes.

2. To confirm the deletion click Delete node.

4.7.3. How to Add a Child Node

You can add child nodes to existing nodes in any location within the hierarchy. Note that you cannot add a node such
that it becomes another “top-level” node.

1. Find the node into which you wish to add a child node.
2. Click on the Edit icon for the node to open the Edit menu, and select Add child node.

The Add child node overlay opens.

Add child node

Node ID  Leave emply to aufo-generafe, or specify & unigue 1D

Label

Figure 48 The Add child node overlay

3. The Node ID must be unique for the hierarchy. Type in an ID, or leave the field empty if you want the system
to generate an ID automatically.

4. Type in the label you wish to use for the node.
5. Click Save.

The child node is created and added to the hierarchy
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4.7.4. Cutting and Pasting Nodes

Once the hierarchy is created, you can move nodes around using the cut-and-paste functionality. Note that you can
only paste nodes into other nodes; you cannot move a node such that it becomes another “top-level” node. Also, you
cannot re-order the child nodes within a parent node.

1. Click on the Edit icon for the node to open the Edit menu, and select Cut.
The node (including any child nodes it may contain) is grayed out.

2. Click on the parent node into which you wish to paste the node.

3. Click Paste.

The node (and any child nodes it may contain) is pasted into the selected node. Note that the incoming node
will be pasted below any other child nodes that are already in the selected parent node.

All contacts in the node and any child node it may contain will automatically be moved along with the node(s). The
Total and Direct count values will be updated on completion of the move.

4.8. Moving Contacts Between Nodes

If you have contacts assigned to your hierarchy, you can easily move them between nodes in the event of job
changes etc. To do this:

1. Open the hierarchy.

2. Expand the nodes as necessary so you can see, in the Contacts area, the contact(s) you wish to move.

Note: If you can see a icon for a node then you have Manage permission and can edit the contacts. If
you see a icon, then you only have View permission and cannot change anything.

1. Click on the contact (note that you can press the Ctrl key and select multiple contacts), and drag the
contact(s) from the Contacts area and drop it onto the new location.

FInEnce “ o 1 s AL R S
Legal 2 Gamrison Hubbard  Gamison.Hubbardi@. ..
HE 4 Hsll Bryant Hall Bryant@smarts....
v Sales 25 ] Harlan Delscruz Harlan. Delacruzigs.
Europe 12 h{* . Kennedy Duran Fennedy Durani@s. .
Nr Finley Lester Finleyi@smar. ..
Support 33
W W
W T TR, - Warmren StephensoniWarren. Stephenson.

Figure 49 Relocating contact 1447 from Marketing to Finance by dragging and dropping

You are notified that the contact has been moved, and the counts are updated.

-37-



Confirmit Horizons 23 Hierarchy Management User Guide

Confirmit Confidential

Legsl 2 Garrison Hubbard
HR 4 Hall Bryant

v Sales 25 2 Harlan Delacruz
Eurocpe Fennedy Duran

Lester Finley

Support 33

ardley Stewsart

T B . k-l

Garrison.Hubbard(@. ..

Hall. Bryanti@smarts....

Harlan.Delacruzi@s. ..

Fennedy Durani@s. ..

Lester. Finleyi@smar...

Warren StephensonWWarmen. Stephenson. ..

‘Vardley Stewarti@s. ..

Figure 50 The contact is moved and the counts are updated

If you are unsure of where in the hierarchy a contact should be, you can drag the contact to the Unassigned field (just
above the Contacts area). Someone else (who has been given Manage permission for the hierarchy (go to Hierarchy

Permissions on page 10 for more information)) can then place the contact in the correct node.

4.9. Unassigned Contacts

If a contact in the hierarchy definition has no Node ID and Label, then the contact will be placed automatically into the
Unassigned field on upload. Also, if you are unsure of where in the hierarchy a contact should be, you can drag the
contact from a node’s Contacts area to the Unassigned field. Someone else (who has been given Manage permission
(go to Hierarchy Permissions on page 10 for more information)) can then place the contact in the correct node.

O CONTACTS

L ContactDatabasei

Direct
Smart Shop ! Sales f U5

1 A 10 contacts

3 Brenden Jarvis Brengln. Jarvis@sm. ..
4 Birett Harper Preit Harper@smart. ..
2 Gamison Hubba Famis o
4 Haill Bryant Hall. Bryanti@smarts. ..
2 Harlan Delacruz Harlan.Delacruzi@s. ..

Figure 51 Dragging a contact to the Unassigned field

When you have contacts in the Unassigned field, you can click on the field to view the contacts, and drag those

contacts to hierarchy nodes as required.
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COMTACTS

J_ ContactDatabase

Carl Hays Carl Haysi@smartshop. ...
Gamison Hubbard Gamison.Hubbardi@sm. ..

Theddeus Coleman  Thaddeus Colemani@s. ..

Figure 52 Contacts in the Unassigned field

4.10. Editing Contacts

A Professional User with “Manage” permission to the entire hierarchy will be allowed to edit contacts data. An end
user with “manage” permission for the node the contact belongs to, or to the entire hierarchy may, depending on
settings in hierarchy properties, also have this ability (go to The Hierarchy Properties on page 42 for more information)

To edit the details of a contact:

1. Click on the cog wheel on the right side of the contact and select View & Edit contact.

& Confirmit Bi Hierarchies
Hierarchy management Design Permissions
MegaSalesHierarc hY Qv Import definition Export definition | -
Nodes Total Direct Mega SalescontactDBE 2 unassigned
v Mega Sales T 1

Finance 4 4 contacts.

A \iew & Ed%ontﬁct
& Unassign

Delete

=]

Marketing

documentstionSi@

documentationT @confirmit.com Gareth Gadwall

documentationB@confirmit.com Helen Hewk

Copyright © 2015 Confirmit. All ights reserved.

Figure 53 Selecting View & Edit Contacts

The View & Edit Contacts overlay opens. The fields available for editing will be any open text, numeric, date or
single variables from the contacts database.
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View & Edit contact

ContactID 34385

Email documentation3@confirmit.com

Name Chariles Chaffinch

Gender Male v
Job Title Product Engineer
Dateofbirth 17/01/1975
Datestarted 01/06/2006
Tenure

Full Time Equivalent

Figure 54 The View & Edit Contacts overlay

2. Make the necessary changes and click Save to return to the hierarchy page.

4.11. Deleting Contacts

To be allowed to delete a contact assigned to a node, you must either be a Professional User with Manage permission
for the hierarchy, or, as an End User, depending on the settings in Hierarchy Properties (go to The Hierarchy
Properties on page 42 for more information), have Manage permission for the node the contact belongs to, or to the
entire hierarchy. To be allowed to delete a contact in “Unassigned”, you must have Manage permission to the entire
hierarchy.

Important
Deleting a contact will also remove any data associated with it, and this will affect any reports using this data.

To delete a contact:

1. Click on the cog wheel icon on the right side of the contact and select Delete.
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& Confirmit

Heecarchy mansgement

MegaSalesHierarchy
| Mega SalescontactDE 2 unasvgred

Nodes otnl Dwect

v  Mega Sales

Uametng 2 o o Unassign

sooumentssons ) Delete @
gosumentaton] @eonfemit com Gareth Gadhand

documentatonSconfrmit com Melen Mawk

Copynght ® 2015 Confirmit. ANl rights resarved

Figure 55 Deleting a contact

The Delete Contact overlay opens.

Delete contact?

Are you sure you want to delete this contact? The contact and its data will be
removed and thiz may affect repori2 using this data.

If you're not sure where this contact belongs, please unassign it instead.

ContactiD 1442
Email documentation2@confirmit.com
Name Charles Chaffinch

Delete contact Unassign contact Cancel

Figure 56 The Delete Contact overlay
Note that if you are not certain that the contact must be deleted, unassign it instead. The contact can then be

reinstated later if necessary.

2. Click Delete Contact, Unassign or Cancel as appropriate.

4.12. The Audit Log

All operations on the hierarchy and contacts are logged in an audit log. As a user with access to the entire hierarchy,
you can export this audit log to and Excel®¢ file.

5The word Excel®, as used in the Confirmit GUI, is a registered trademark of the Microsoft Corporation.
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In the hierarchy Design page, click on the cog wheel for the hierarchy and select Export log.

& Confirmit HH Hierarchies

Hierarchy management Diesign Permissions

MegaSalestierarcy o-

Delete hisrarchy

Modes Total Export |u.|_:|.h Mega SalescontactDB 2 unassigned

v Mega Sales T 1 u " i
Finance 4 2 contacts.
Marketing 2 documentstion1@econfirmit.com Adam Avian

documentstionSi@confirmit.com Fred Fulmar

Copyright & 2015 Confirmit. All rights reserved.

Figure 57 Exporting the audit log

An “Open or save...” message box opens across the bottom of the window; proceed as appropriate.

4.13. The Hierarchy Properties

The hierarchy has a number of properties gathered on the Hierarchy Properties overlay. To open this overlay, when
you are in the hierarchy Design page, click the cog-wheel icon in the upper-right corner and select Hierarchy
properties.
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__-' Confirmit EEE Hierarchies

Hierarchy rnan_.:t-;emenl D

Smart Shop

Search for nodes and contacts Delete hierarchy

Add contacts as respondents gl o B8

Modes Total Export log
,
Marketing g Mero Emerson, . Nero Emerson
*  Administration 20 2
»  Sales 26 3
»  Operations 44 2

Figure 58 Opening Hierarchy properties

The Hierarchy Properties overlay opens.
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Hierarchy properties

Hierarchy name

Smart Shop

Company

Confirmit

Hub

Smart Shop hub

End user list

Smart Shop end users

End user node assignments

Hodes & contacts ediling by end users

g

Open Locked

Contacts editing by end users

Enabled for users with Manage permigsion to nodes or "Manage ALL"

Mode atiributes ediling by end users

Disabled
Scripting information
Schema Demo May 10th (1403}

Table nodes (2346)
Relation parent (1774)

Figure 59 The Hierarchy Properties overlay

The properties are as follows:

-44 -

Hierarchy name - the name of the hierarchy you are working with. To change the name, click into the field
and edit as required. This can also be changed directly on the Design page.

Company - in the event you have access to more than one company then this field will be displayed and you
can select the company that you wish to work with. If you only have access to your own company then this
field will not be visible.

Hub - the Hub a hierarchy is assigned to can be set here, if it is not set on creation of the hierarchy. Once set,
this can not be changed.
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e End user list - set the End User list that is to be used for assigning end users permissions to the hierarchy,
from the end user lists assigned to the hub the hierarchy belongs to.

e End user node assignments - switch on to show the End User tab in the Contacts list (go to End User Node
Assignments on page 48 for more information). Note that if you switch this property off, then you will delete
any existing node assignments.

e Nodes & contacts editing for end users - allows locking the hierarchy for further editing by end users. Can
be useful to prevent further editing of the hierarchy once a survey is live.

e Contacts editing by end users - controls whether end users are allowed to edit contacts data and delete
contacts, and what type of end users that have this capability:

oDisabled - no end users will be allowed to edit contacts data and delete contacts.

o Enabled for users with “Manage ALL” only - only end users with permission to manage the entire
hierarchy (for example HR) will be allowed to edit contacts data and delete contacts.

oEnabled for users with Manage permission to nodes or “Manage all” - all end users that have
permission to manage hierarchy, either on specific nodes, or the entire hierarchy, will be allowed to edit
contacts data and deleted contacts for the branches they have manage permission on.

¢ Node attributes editing by end users - controls whether end users are allowed to edit or delete node
attributes, and what type of end users that have this capability:

oDisabled - (default) no end users will be allowed to edit or delete node attributes.

o Enabled for users with “Manage ALL” only - only end users with permission to manage the entire
hierarchy (for example HR) will be allowed to edit or delete node attributes.

o Enabled for users with Manage permission to nodes or “Manage all” - all end users that have
permission to manage hierarchy, either on specific nodes, or the entire hierarchy, will be allowed to edit or
delete node attributes for the branches they have manage permission on.

e Scripting information - provides names and ids of the underlying database schema, table and relation of the
hierarchy. These are used to refer to the hierarchy in scripting functions in script nodes in surveys, scripts in
Data Processing rules or Reportal scripting.
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5. Add Contacts as Respondents to a Survey

If you have used the Hierarchy Management tool to manage contacts assigned to the hierarchy, you can upload
respondents from your contact database to a survey as a respondent list directly from Hierarchy Management.

To do this, click the cog-wheel icon towards the upper-right corner of the page and select Add contacts as

respondents.

Hodes

Ll Gman Shop

The Add contacts as respondents overlay opens. Here you select one of the surveys in the same hub as the hierarchy
and contact database, which respondents will be uploaded to. If there are no surveys in the hub, you will be informed

Llarketing
A aton

Salei

Oipar aore

Heeranchy propedties

4 contacts 1 Dbt higsrarcty

Tceal Direct Expanrt lag
00 1
)
P z
2% ¥
a4 2

Figure 60 Adding contacts as respondents

that no surveys are available.

Add contacts as respondents

From contact database

Smart Shop employees p1087409

To survey

Survey A p1013981 v
All the contacts will be uploaded as respondents in the survey above
On re-upload, the upload procedure will match on contactid and contacts that
already have been uploaded to the survey will be updated and new contacts will

be appended. Open the survey in Survey Designer to schedule the emailing of the
survey invite

Note that only surveys you have "write’ permission to are available in the list

Figure 61 The Add contacts as respondents overlay
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Select the survey, and click Start to start the upload. This will run a task in the background, that will take all contacts
(along with all contacts data) from the contact database and upload them as respondents to the survey.

The upload will be done as a “merge”, so if contacts have been uploaded before, it will update existing contacts
(matching on contact id), and insert new contacts into the contact database. Therefore it can also be used to update
the respondents in the survey if the contact data has changed, or the contact has been moved to a different node.
Note that background data in the survey will not be updated, so if a respondent has already started answering, the
background data in the survey will not be updated by running the respondent upload from Hierarchy Management.
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6. End User Node Assignments

A hierarchy is often used for managing a set of business users that belong to particular nodes, for example managers
of units on different levels inside an organizational hierarchy. In report dashboards, you may want to assign these
business users to hierarchy nodes to control what results they will be able to see in reports (“role-based reporting”).

Reporting solutions such as Active Dashboard and Reportal have local end-user report permission settings that allow
each end user to be assigned to a hierarchy node when conducting role-based reporting. However there are a number
of benefits associated with assigning end users to nodes in the hierarchy in the Hierarchy Management module
instead:

e If the associations are made inside Hierarchy Management, these assignments can be managed centrally:
o Node assignments can be defined once in Hierarchy Management, and used across many reports.
o You avoid assigning and updating these assignments locally in each report.

e The Hierarchy Management interface provides a simpler and more efficient user interface for making these
assignments manually or through file uploads.

e With an add-on providing end users with the ability to manage the hierarchy, it is also possible to offload the
management of the node assignments to business users who do not have a Professional User ID to Confirmit
Horizons.

6.1. Enabling End User Node Assignments

A hierarchy must be associated with a hub and an end user list to do end user node assignments (go to The Hierarchy
Properties on page 42 for more information). With those set, end user node assignments can be turned on with a
switch in the Hierarchy Properties overlay.

Hierarchy properties

Figure 62 The Hierarchy Properties overlay

6.2. Setting End User Node Assignments

When the Hierarchy is set up with End User Node Assignments, End Users will appear on the right side of the
hierarchy. For a hierarchy with contacts, this will be a separate tab next to the Contacts tab.
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To associate an end user with a particular node:

1. Select the node in the hierarchy.
2. Click the + icon on the right side under End Users.
3. Select one or more end users and click Add users.
To remove an end user assignment from a node:
1. Select the node in the hierarchy
2. Click the X icon on the right side of the end user’'s name.
3. Click Remove end user assignment to confirm.

Assignments between end users and hierarchy nodes is many-to-many: An end user may be assigned to multiple
nodes (for example a manager may be responsible for multiple units), and a hierarchy node may have several end
users assigned (several business users would be able to see results related to a particular node).
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Figure 63 Setting End User Node Assignments

End User Node Assignments can be modified by Professional Users or End Users with Manage permission to the
entire hierarchy.

6.3. Uploading End User Node Assignments

To set node assignments for multiple end users in one operation, you can import an Excel file. This is available for
Professional Users with manage permissions only.

1. Inthe Import menu, select End user assignments.

o EEEE

Hierarchy definition

End user assignments

TITETETe NIV E S TITRITer T =

Figure 64 Selecting End user assignments
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If you would like a template based on current assignments, you can download an Excel file with existing node
assignments.

Import end user node assignments

1. Download Excel® file with existing node assignments

Get started by downloading the Excel® file with existing assignments (if any) and
all end users hsted that can be assigned to the hierarchy

Downlaad

2. Upload Excel® file with assignments

Do your changes (editing existing assignments, removing and adding assignments
to new users). Once done, upload the file and the changes will take effect

File to import

Choose an Excel® file {_xlsx)

[ TR T Mo file selected

Figure 65 End User Node Assignments import overlay

2. Update the Excel file adding the ids of the end users that should be assigned to a specific node in the
“Assignments” column. If you are unsure about the ids, the full list of end users is given in the “End users” tab.
Use comma between the end user ids if you assign several end users to the same node. Nodes with no
assignments can be left blank, or you can remove the row from the Excel file..

A B | Cc | D s e F
1 I i».art Shop Smart Shop
10 Marketing Smart Shop Marketing Amy Rivera Shirley Hicks
M2 Administration Smart Shop Administration Betty Jenkins Rebecca Burton
:14 Finance Smart Shop Administration Finance Amy Rivera Betty Jenkins
15 Legal Smart Shop Admunistration Legal Shirley Hicks
M6 HR Smart Shop Administration HR Katherine_Lawrence
:»13 Sales Smart Shop Sales Amy Rivera Betty Jenkins, Philip.Cook
f7 Europe Smart Shop Sales Europe  Jose Scott Wayne Holmes
?’18 us Smart Shop Sales us Brian Richards Irene. Brown
M9 Operations Smart Shop Operations Rebecca.Burton
;’9 Support Smart Shop Operations Support  Betty Jenkins Jennifer Andrews Joshua Ferguson Wayne Holmes
M1 IT Smart Shop Operations L Jennifer Andrews

Figure 66 End User Node Assignments import file

3. Save the file, click Choose file, locate the file, click Open and then Import.

If the upload fails, you will get validation errors and the ability to download a validation file where problematic data has
been highlighted. If the import runs successfully the hierarchy will be updated with the new end user node
assignments.
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6.4. Using End User Node Assignments in a Reportal Report

To use the end user node assignments from Hierarchy Management in a Reportal report, the report must be set up
with a 'Personalized filter question’ referencing a hierarchy question that is set to use the hierarchy you have set end
user node assignments on. Refer to the separate Reportal User Guide for details on creating and setting up reports.

Once this is set up correctly, in Reportal you can do the following to use End User Node Assignments from Hierarchy
Management instead of local end user permissions:

1. In Reportal, in the report, open Permissions > End User Permissions.

2. Enable Node assignments from Hierarchy Management, and click Sync to trigger the initial load.
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Figure 67 Enabling Node assignments from Hierarchy Management on a Reportal report

Once this option has been enabled, the node assignments are locked in the report and can only be edited from
Hierarchy Management.

The node assignments from Hierarchy Management are automatically synchronized to End User Permissions as long
as “Node assignments...” is enabled. This usually only take a few seconds or two, but if it is delayed you can also
trigger a manual synchronization by clicking the Sync button.

......

-----

UNNUUEUNUNUNY

Figure 68 End User Permissions with “Node assignments from Hierarchy Management” enabled

As a consequence of report permissions being controlled from Hierarchy Management, the “Permission Type” and
“Report Base” settings can now not be changed from the report. If you wish to remove or add view permission or
change the report base, you will now have to go to Hierarchy Management.

“Role”, “Expiry Date”, “Export Units”, “Filter” and “Filter Title” are report-specific and can still be set in end user
permissions. They can also be updated through “Upload Permissions” (permission type and report base will be
ignored in these imports).
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7. Limitations and Restrictions

Although the hierarchy management module has few built-in limits, it has been tested to support hierarchies up to a
certain size, and users should not go beyond those limits without first consulting with Confirmit.

The hierarchy management module supports hierarchies up to:

e 15]evels
e 50000 nodes
e 500 000 contacts

Values for node ids must be unique across hierarchy, and can consist of alphanumeric characters (a..z, A..Z, 0..9) and
underscores (_) only. Node ids are case insensitive and will be stored as lower case. The maximum length of a node
id is 50 characters.

Values for labels can include any type of letters (including Unicode), digits, white spaces (tabs, space etc.) and any of
these characters: .(){}[]2%V@&+-:"*. The maximum length of a node label is 2048 characters.
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