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	Provided By:
	FTP Setup – Employee Import
We recommend the client fills this in while on the phone with Customer Success

	SF & Client
	Instance ID: (Test or Production) SF will need to look up actual instance ID if client is not sure of the value. Client should though confirm if it is for test or prod.
	

	
	Job Definition
	

	Client
	Job Owner: This is the username of an actual ACTIVE user you have loaded –or will load—into the SuccessFactors application: example “admin” or “admin_ftp_imports”
	

	SF
	Job Type: 
	

	
	Job Parameters:
	

	Client
	Character Encoding:
Western European (Windows/ISO)
Unicode (UTF-8)
Korean (EUC-KR)
Chinese Simplified (GB2312)
Chinese Simplified (HZ)
Chinese Traditional (Big5)
Chinese Traditional (EUC-TW)
Japanese (EUC)
Japanese (Shift-JIS)

	

	Client
	Default value for a new user's password: 
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	Notifications:
	Explanation:
	Select TRUE or FALSE below

	Client
	Send Welcome Message to New Users. 
Setting this to true will send a welcome email to all new users. Remember, new users may not have access to the email. Note: it is strongly recommended this be set to false until go live.
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	Client
	Validate Manager and HR fields. 
Setting this to true will cause the system to validate the values being imported for the manager and HR person of each employee. If you are only sending partial files, then do not check.
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	Client
	Process inactive Employees
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	Client
	Automatic insertion of new manager as next document recipient if not already. 
Setting this to true will update the route map of docs so that the new manager will be the next person to receive the document if they are not currently next in the route map.
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	Client
	Automatic Inbox Document Transfer To New Manager 
Setting this to true will transfer all documents in current manager’s inbox to the new manager. New manager will complete the process. If the document is NOT in the old manager’s INBOX this has no effect.
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	Client
	Automatic En Route Document Transfer To New Manager 
Setting this to true will transfer all in-progress docs in the current manager’s en-route folder to the new manager. The new manager will complete the process. If the document is NOT in the current   manager’s ENROUTE folder this has no effect.
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	Client
	Automatic Completed Document Copy to New Manager  
Setting this to true will send a copy of all completed docs in the current manager’s completed folder to the new manager. The old manager retains the original.
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	Automatic Document Removal
	*** Note 2 settings below ***
Note: Docs can be undeleted if needed.
	

	Client
	Remove Inactive Employees' In-Progress Documents (True/False)
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	Client
	Remove Inactive Employees' Completed Documents (True/False)
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	Client
	Enforce Manager-only Implementation 
Note: Setting this to true will mean only managers will be able to use the system.
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	Server Access SF Support will open a DCOPS ticket to get the Server Access information and provide this to the client.
	

	SF
	Host Address: 
	sftp4.successfactors.com
[EU Customers: prodftp.successfactors.eu]

	SF
	FTP Login: 
	 

	SF
	FTP Password: 

	

	Client
	Customer's FTP Client IP address:
Customer Support opens DCOPS to request firewall access for the clients IP address 
	Not Applicable. Files will be send by use of HTTPS

	
	File Access
	

	SF
	File Path: (Delivery Location)
	/incoming

	SF
	File Name: 
	



	Client
	Date Format: By default we will use yyMMdd, but other options are
1. MMddyyy

2. yyyyMMdd

3. ddMMyyyy
[Date is inserted into filename eg. companyID_EMP_01012011.csv]
	

	Client
	File Encryption? Note: If pgp encryption is required, the file name will be appended with .pgp
[eg. companyID_EMP_01012011.csv.pgp]
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	Job Occurrence & Notification
	

	Client
	Occurrence: 
Frequency: Daily, Weekly, Monthly or Yearly?
Time: Start Time (E.S.T)
One run per day maximum per job. 
	

	Client
	Start Date & Time: When do you want this process to begin?
	

	Client
	End Date: Do you want this process to expire on a specific date?
	

	Client
	Additional E-mail Recipients: An email will automatically go to the user account of “Job Owner” you list above. Please enter any additional email addresses that you would also like to be CC’d
	

	Client
	Send email when job starts: An email will be sent when the job completes, but would you also like one sent when the job begins?
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Typical Process Flow & Expectations

Please Note: Setting up a new process can typically take from 2-4 weeks to implement and fully test and involves an iterative process between the client and SuccessFactors. We recommend that you plan appropriately so that there is plenty of time before your go-live date to troubleshoot system and data issues that can occur when setting up ftp processes.

1. SuccessFactors will send client this sheet to complete

2. Client returns completed sheet

3. SuccessFactors will use the above information to setup the FTP process. (Some export options may require we engage SuccessFactors Operations)

4. If this the first FTP process the client has setup for this instance, then SuccessFactors will open an Operations ticket to obtain:

a. Host Address:  


b. *FTP Login: 


c. *FTP Password: 

d. SuccessFactors enters the above 3 parameters into the FTP Quartz Scheduler when setting up the new job.
e. Operations will create an additional ticket to have our firewall opened to the Customers FTP Client Address.

5. SuccessFactors will then provide the client with the *FTP Login and the *FTP Password from above, which the client will use as credentials in their FTP client tool to login.
6. If PGP is needed, set up a PGP (Pretty Good Privacy) process

a. For imports SuccessFactors will provide our SF_PublicKey.csv file 

b. For Exports the customer sends SuccessFactors its PGP public key (if customer is unfamiliar with PGP, SuccessFactors will provide informational assistance) 

c. A test file should be generated and sent to make sure the PGP encryption is working – The receiving party must be able to decrypt the file and read the data.
7. SuccessFactors confirms with the client the exact file naming format that the client will use, the time and frequency this will be run, the folder that the file is delivered to or picked up from, and any other variables.

8. Client notifies SuccessFactors when they are ready to conduct testing.
a. For imports the client will send a test file and indicate if we should import this or if we will not import it, just confirm it was received and decrypted

b. For exports SuccessFactors will generate a test file and notify the client it is ready for pickup.
9. SuccessFactors has the ability to manually trigger any import/export should the client request it run at a time not scheduled.

10. Client validates the results. If any errors or issues exist they will provide SuccessFactors full details so that appropriate actions can be taken. Another round of testing will be done once updates are made.
11. If a file is processed then this concludes the FTP portion of the case. 
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