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	Batch Photo Uploading FTP Account Setup

	Company ID: (e.g. XYZCo - to be filled in before providing this document to customer):
	

	Active Username: Provide the username of an ACTIVE user account in your SuccessFactors User File. We recommend you do not use a real person’s username, as they can become inactive. If you have a user loaded such as “admin” we could use that. The job will be executed using this account. An email will go to this user once job is completed.
	

	Customer's FTP server IP address: We will permission this IP address for access via our firewall.
	

	CC Email Addresses: additional email addresses of those that need to receive the completion notification.
	

	Send email when job starts:
	Yes/No

	Load frequency (daily, weekly…) and time of day (EST). One run per day maximum per job. (Do not use 12-3am EST as this is our maintenance window)
	0:00 am/pm EST


	SuccessFactor’s FTP server IP address:(Do not change)
	US Customers  170.224.103.141 prodftp.successfactors.com
EU Customers  80.252.93.181 prodftp.successfactors.eu

	File naming convention:
Note: pgp is not required but can be requested
	companyID_photos_yymmdd.csv

	Folder Location: All photos will be sent to the subfolder /photos
	/photos

	
NOTES:

· Once we have authorized your IP Address as provided above, we will provide you a username and password to access our FTP site and begin a test
· ftp://prodftp.successfactors.com/photos/
· Photos will be deleted automatically from ftp server once imported
· Time should be provided in Eastern Standard Time zone
· We recommend photos are sent as .jpg as that format is fully supported throughout our product

· Photos will be sent as individual images not zipped. Do not include subfolders.
· .csv file is also placed in same /photos folder as the photos

· Maximum of 1000 photos can be processed in each daily transaction, but you can ftp all photos at one time, simply updating the .csv file for each load



Example csv file format to use:

Username,Filename

0012,Abel62737.jpg

0005,A63287.jpg

ab0003,A63599.jpg

