Employee ID

Email

First Name

Preferred Name

Last Name

Department

Job Title

Phone

Hire Date

Deactivation Date

Manager ID

Manager Email

Location

Language

OnLeave

Matrix Manager

The user's employee ID.

The user's email address.

The user's legal first name.

The user's preferred first name
(nickname)

The user's legal last name (surame).

The user's department.

The user's job title.

The user's phone number.

The the user's hire date (start date).

The user's deactivation date (termination
date).

The employee ID of the user's manager.

‘The email address of the user's manager.

The users loc:

The language the user is most
comfortable reading.

Wheather or not the user is on leave.

‘The leader who the user reports to during
a project, but who is not their manager.

No

No

No

No

No

No

No

No

No

No

No

No

Entr ASCIandfor UTF8 characters. This
includes letters, numbers, and va
Smbols.

Enter a valid email add

00123

Enter ASCII and/or UTF-8 characters. This
includes letters, numbers, and various
symbols.

Enr ASCI and/or UTF8 characters. Tis
includes letters, numbers, and vari
Smbols.

Enter ASCII and/or UTF-8 chursmers Thls
includes letters, numbers, and va
symbols.

Enter ASCII and/or UTF-8 characters. This
includes letters, numbers, and various
symbols.

Enter ASCH andior UTE8 charsters. Thi
includes letters, numbers, and variou
symbols.

Enter a valid phone number with the
country code (any format).

You do not need to enter a value in this
field. However, once a value has been

If your organization's employee IDs have
leading zeros, set the columnis format to
“plain text” or enter a single quolallcn

provided to .
leaving this field blank will return an error.

mark before D (ie.'00123)
to prevent the zeros. fmm beingcropped
when the file is proces

‘The domain at the end of auser's email

This field can never be left blank. Doing so address must be assocna(ed with their

Morgan

Mo

0'Connor

Marketing

ital Marketing Specialist

will always

This field can never be left blank. Doing so ¢

will always return an error.

You do not need to enter a value in this
field. However, once a value has been
provided to the Betterworks application,
feaingthis e bank wil ot retum an

< value, Onyentering
ol il cleor the value.

This field can never be left blank. Doing so

will always return an error.

You do ot need to enter  vlue n this
However, once a

pmvlded o tne Bt applll:alloﬂ,

leaving this field

public
‘domain (i.e. gmail com, Yahoo com, etc.).
If there is a value in the preferred_name
ek vl overide e value in the

rst_name field (i.e. Morgan O'Connor will
dlsp\ay e Mo O Comnor Shroughot he
Betterworks application).

If there s a value in the preferred_name
feld it will override the value in the

t_name field (i.e. rganuconmrwnl
dlsp\uy as Mo 0'Connor” throughout
Betterworks application).

If the field contains a department name
for a department that doesnit et exist, it
will be created automatically.

Also, department names are case-

sensitive. As a result, entering a

You do not need to enter a value in this
field. However, once a value has been
provided to the Betterworks application,
leaving this field blank will clear the value.

You do not need to enter a value in this
reld Homever once a value has been

letter
case (i.e. Marketing vs. MARKETING) will
create a duplicate department.

NA

Enter a single quotation mark before the
‘mobile phone numher(l s

Enter a valid date (MM/DD/YYYY format). 01/01/2019
Enter a valid date (MM/DD/YYYY format). 12/31/2024
Entr ASCI and/or UTE8 characters.This

includes letters, numbers, and va 00456
symbols
Enter a valid emall add

{eaving this field blank will lear the value

You do not need to enter a value in lh\s
field. However, once a value has beer
provided o the Betterwrks applcaton,
leaving this field blank will not return an
error or clear the value. Only entering
“bw_null" will clear the value.

You do not need to enter a value in mm
field. However, once a value has beer
provided to the Betterworks applmanon,

snreadsheel appllcatvon fmm reedmg itas
afor

Excluding users from the file will not
deactivate them. Only providing a
deactivation date will.

Deactivation dates can be provided in
advance and stored for the future. Every
hous he Betenvorks application runs &

leaing this feld
Teactivate the user Entering "bw. nul
w\ll 1o clea the val end reacivetethe

You do not need to enter a value in this
field. However, once a value has been
to

scheduled Tordeactivation. If here are,
lhose users are deactivated at midnight
(your organization's time zone) on that

Once the date has passed, those users
can be excluded from future files.
Manager assignments have an impact on
‘what the manager can view and take
action on. Managers can participate in
conversations with their direct reports
through the Conversations module,
request feedback on befalf o the direct

field blank will clear the value.

anel view certain data about thelr direct

Emennq “bw_null" will also clear the value. reports through the Insights module, .

You do not need to enter a value in this
reld Hcmevev, once a value has been

Also, a user who is at the top of their
organization (i.e. CEO, president, etc.)
should not have a manager.
Manager assignments have an impact on
what the manager can view and take
action on. Managers can participate in
conversations with their direct reports
through the Conversations module,
request leedback o behalf of their direct

Erter ASGH and/or UT-8 charsctrs This
Incudes eters, numbers,and various
symbol

Enter one of the following values:

res= Czech
- de

cen=

L ea= Span

urkish
* vi = Viethamese

« zh_Hans = Chinese (Simplified Han)
+ zh_Hant = Chinese (Traditional Han)

Enter the one of the following values:

“true
- false

Enter a valid email address.

false

richard.j

Ieavlng mus field blank will clear me \mlue
Entering "bw_null" will also clear the value.

You do not need to enter a value in this
field. However, once a value has been
provided to the Betterworks application,
leaving this field blank will clear the value.

You do not need to enter a value in this
field. By default, me Betterworks

and view l:erlam dm about their direct
reports through the Insights module, .

Also, a user who s at the top of their

organization (i.e. CEO, president, etc.)
should not have a manager.

NA

atthe argammmn level. However, once a
value has been entered, leaving this field
blank will not return an error or clear the

value. Only entering “bw_null" will clear the.
value.

You do not need to enter a value in this
fled, Howerer ance  valuehes been
provide etterworks application,
eaving s it oo ot v
‘The Betterworks application will then read
the blank field as ‘true".
You do not need to enter a value in this
field. However, once a value has been

provided to
leaving this field blank will clear the value.

will be
translated into the language associated
ith the language code provided.

Users who are on leave will still be
included in scheduled conversations
and/or schecked feedback cyces uress
cycle participation is based on
department, group or custom plmclpnm
file that exciudes the user.

NA



