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Recognition Data Requirements Overview
Basic data requirements per user record
	Client Identification Information
	This is data provided by O.C. Tanner to be included in the user population file that will ensure proper routing and handling of the data within the O.C. Tanner system.

	User Identification and Contact Information
	These are data elements like the user’s legal or preferred name, unique ID, email, contact phone number, etc. It is used to store and uniquely identify each user record. It is also used for site login and communication purposes.

	Security Role
	This data indicates what site access each user should be given, i.e. administrative, recipient, initiator of recognition, etc.

	Manager
	This is used for approvals and for making relationships in the system between users and their direct reports.

	Business Unit
	This information tells us where in the organization each user is located. It is also used for employee searches, reporting and budgets.

	Billing Information
	This links a user to their correct billing location for invoicing purposes. This will include the billing contact, address, and email where invoices will be sent.



Additional data elements (as needed to further enhance the Recognition experience)
	Business Unit Hierarchy
	When this is used, it creates relationships between each business unit. This is to help enhance reports and the budget tool.

	User’s Country
	When multiple countries are configured, this makes the redemption process easier by routing users directly to their country’s catalog.

	Language
	This allows the user to view the site upon their initial visit in their preferred language if that language has been configured for the program.

	Shipping Information
	Providing a work or home address on the data file allows for a faster and simpler redemption process.

	Additional Client Fields
	Any number of additional client-defined fields can be provided on the data file; these are mainly used to enhance reporting.



Other information 
	User Population
	Each submitted data file should contain data for all participating users, i.e. full population files each time data is sent to O.C. Tanner.

	File Submission
	Files should be submitted to O.C. Tanner via an SFTP file transfer process. Recognition file names should include PERF_ at the beginning to ensure proper routing.

	File Frequency
	File frequency is recommended to coincide with payroll cycle; weekly and bi-weekly file submissions are the most common.

	File Format
	Each file should be submitted as a Text – Tab delimited file or a Text – Pipe delimited file.
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