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APPTIO DATA LOAD USING SECURE FILE TRANSFER
Introduction:
Datalink is the data extract and load automation tool used for uploading data to Apptio from the different data sources of the independent systems of Washington State agencies. One of two data sources are files hosted on the Consolidated Technology Services (CTS) Secure File Transfer (SFT) service.

NOTE: A specific SFT directory has been created for use with Apptio Datalink file uploads.  Agency file shares and agency SFT directories will not be used to upload data.

NOTE: Before requesting a data upload to be automated, please manually upload and validate your data on Apptio.

Instructions:
1. If your agency is using sft.wa.gov to upload data to Apptio for the first time, please send a New User Account Request form  as an attachment to the DES solution center (solutionscenter@des.wa.gov) with subject line "Create an sft.wa.gov account for Apptio upload". 
· User ID: des-apptio-username (username can be any value you choose)
· User’s Default Home Directory: /data/OFM/DES/Apptio/In (this value is case sensitive)
· Additional Subdirectories below the Home Directory: leave blank
· Email Contact: please enter your email address
2. Once the user account has been created, an “in” folder will be available for your agency.  You will have access to the “in” folder to write files to and delete files from.  When a file is uploaded to sft.wa.gov, the file will remain for 14 calendar days unless it is removed before that time. 
3. Upload your file(s) to the SFT site using the file name convention identified in this form.  The only file format accepted is comma separated values (csv).
4. Complete this form and send an email to DES solution center service desk with the completed form as an attachment.
5. DES will configure Datalink for the data sources specified as per the definition provided.  DES will test for successful upload and notify agency of success or issues. 
6. Once scheduled, email notification is sent upon each upload attempt as per the email list provided in this form.

	SFT to Apptio Request Form

	Agency/Division/Team
	

	Agency Contact Person(s)
	

	Notification Email List
	

	File Name
	

	Upload Frequency
	

	Action
	

	Apptio Project Name(s)
	

	Apptio Table Name
	

	Field Map
	



Purpose of Each field:
1. Agency/Division/Team - This information establishes context for providing support. 
1. Agency Contact Person(s) - The person(s) who needs to be notified of the success/failure status of the file upload.
1. Notification Email List - A comma separated list of email addresses to which notification is required to be sent.  When data is uploaded through Datalink, Datalink sends automatic notification with the status of upload (Success or Failure). 
1. File Name - A file naming convention is used for uploading the data to its correct reporting period.  The naming convention is based on the data source name and its reporting period. The file naming convention is “datasourcenameyyyymm.csv” where “datasourcename” is the name of the system or type of data, “yyyy” is the four digit year of the reporting period and “mm” represents the two digit month.  The file name should be all lowercase letters and should not include spaces.  Example:  If a file is uploaded from the data source Asset Management System containing data for the period January 01 - January 31 2013 then, the file name will be ‘assetmanagementsystem201301.csv’.
NOTE: This naming convention is based on a single upload once a month.   Please contact DES if a different frequency is needed. 
1. Upload Frequency - Specify the schedule for uploading the data.  Please include monthly or weekly, day of month or day of week, and time.  Example: For once a month upload of data on the first working day after 5:00pm, specify as “Monthly - 1st working day – after 5 pm”.
1. Action - Valid values are “overwrite” and “append”.  The default action is “overwrite”.  If “append” is needed please contact a DES representative to discuss.
1. Apptio Project Name(s) - The name of the Apptio project to which data is to be uploaded.  If the same data is being loaded to multiply projects, please list all projects.
1. Apptio Table Name - Destination table in the Apptio project.
1. Field Map (optional) - A field map must be supplied if the source data set column names do not match the Apptio project column names or if more data is supplied than will be uploaded.  The field map can be provided as a separate attachment to this request and should include the field name and data type of the database data.
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