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Introduction
Charles Darwin University requires partner organisations to provide regular lists of staff and students that will be utilizing CDU facilities or receiving services from CDU (such as computer accounts, library borrowing, identity cards etc...).
Where possible, this list should be provided as a text file to allow fully automated processing.  This will ensure service provisioning by CDU is achieved in the least possible amount of time.  This document describes the format, content and rules governing such lists.
Separate lists are expected for Students and Staff to be loaded into the CDU Partner Organisation Student Management System (POSMS) and Manage Partner Organisation Staff (MPOSTA) respectively.
[bookmark: _Toc283035967]List Format
The file shall be an ASCII format text file using windows style line termination characters (CR + LF) or (chr(13) + chr(10).
[bookmark: _Toc283035968]List File Naming
The file must be named in the following format:	[Institution Name] [Records] [DDMonYYYY].csv
· the last word in the title must be the date in this format (e.g. 21Jan2011)
· the third last word is the number of records in the file (e.g. 25)
· Everything to the left of this must make up the institution name (e.g. Flinders)
For example “Flinders 16 21Jan2011.csv”
List Content
The files to be transferred are to contain the information below and meet the following requirements:
· A header row should be included showing column names as per below.
· Values should be comma delimited with quotes (“) where comma’s exist in the values.
· If the person type is a student, there should be 1 row per student per course.
· Staff should not include any course information
· All values marked as “Yes” in the “Required” column must be provided.
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· All values marked as “Conditional” in the “Required” column must be provided if the conditions stated are met.
	1
	File specifications for POSMS/IMPOSTA import – Corporate Services 




	Field Name
	Required
	Maximum Length
	Description / Comments

	FILE_DATE
	Yes
	11
	Field allowing updates to be processed in the correct order in the event of load failure and a back log exists.    Must be in format DD Mon YYYY

	INSTITUTION_ID
	Yes
	4
	CDU assigned unique institution identifier

	PERSON_ID
	Yes
	20
	Unique person identifier at your institution.  E.g. for a student this is likely to be a student number and for staff an employee number.  This value underpins future updates for this person and MUST be unique for each person across all files ever submitted by an organisation. 

	TYPE
	Yes
	7
	Must be “Student” for POSMS and “Staff” for MPOSTA

	TITLE
	
	10
	Free text, e.g. Mr, Ms, Mrs, Miss, Dr, Assoc Prof  etc

	GIVEN_NAME 
	Yes
	100
	Provide correct capitalization.  E.g. Maria or Mary-Anne

	MIDDLE_NAME
	
	100
	Provide correct capitalization.  

	LAST_NAME
	Yes
	100
	Surname or family name.  Provide correct capitalization e.g. Kelly or De Suza

	PREVIOUS_LAST_NAME
	
	100
	Contains all previous surname(s) of the student separated by the vertical bar (“|”).  Provide correct capitalization.  

	DATE_OF_BIRTH
	Yes
	11
	Must be in format DD Mon YYYY

	GENDER
	Yes
	1
	Must be M(ale) or F(emale)

	COURSE_CODE
	Conditional
	40
	Required if type = “Student”

	COURSE_NAME
	Conditional
	100
	Required if type = “Student”

	START_DATE
	Yes
	11
	If type = “Student”, then this is the course start date, for a staff then their employment start date at your organization.  The format must be DD Mon YYYY

	END_DATE
	Yes
	11
	If type = “Student”, then this is the course end date, for a staff then their employment end date at your organization.  If unknown then leave blank.
The format must be DD Mon YYYY 

	COURSE_TYPE
	Yes
	1
	For type = “Student” only.  Must be U(ndergrad), P(ostgrad) or O(ther) 

	STUDY_LOAD
	Conditional
	1
	Required if type = “Student”.  Must be P(art time) or F(ull time)



	Field Name
	Required
	Maximum Length
	Description / Comments

	POSTAL_ADDRESS1
	Yes
	200
	

	POSTAL_ADDRESS2
	
	200
	

	POSTAL_ADDRESS3
	
	200
	

	POSTAL_TOWN
	Conditional
	200
	Required if POSTAL_COUNTRY = AUSTRALIA.

	POSTAL_STATE
	Conditional
	3
	Required if POSTAL_COUNTRY = AUSTRALIA, in which case must be one of NT, SA, WA, QLD, NSW, ACT, VIC or TAS.

	POSTAL_POSTCODE
	Conditional
	10
	Required if POSTAL_COUNTRY = AUSTRALIA, in which case must be a 4 digit number.
Any other country allows up to 10 alpha numeric characters.

	POSTAL_COUNTRY
	Yes
	100
	Full country name to be entered.  Refer Appendix A.

	HOME_ADDRESS1
	
	200
	

	HOME_ADDRESS2
	
	200
	

	HOME_ADDRESS3
	
	200
	

	HOME_TOWN
	Conditional
	200
	Required if HOME_COUNTRY = AUSTRALIA

	HOME_STATE
	Conditional
	3
	Required if HOME_COUNTRY = AUSTRALIA, in which then must be one of NT, SA, WA, QLD, NSW, ACT, VIC or TAS

	HOME_POSTCODE
	Conditional
	10
	Required if HOME_COUNTRY = AUSTRALIA, in which case must be a 4 digit number.
Any other country allows up to 10 alpha numeric characters.

	HOME_COUNTRY
	Conditional
	100
	Required if HOME_ADDRESS1 is provided.  The full country name to be entered.  

	HOME_PHONE
	
	12
	If HOME_COUNTRY = AUSTRALI, then must be in format 00 0000 0000.
Any other country allows any alpha numeric format.

	WORK_PHONE
	
	12
	Formats other than  00 0000 0000 will cause a warning but value will be accepted.

	MOBILE
	
	12
	Formats other than  00 0000 0000 will cause a warning but value will be accepted.

	EMAIL
	
	100
	Email address if provided must be in form *@*.* or *.@*.*.*



All text should be provided in usable form with appropriate capitalisation.


Additional List Validation
In addition to required values as listed in the comments column, the following must apply:
· Date of birth must be between 14 and 100 years of age
· Values must be exactly in the format if specified.  E.g. a phone number must be in format 00 0000 0000, i.e. 12 characters with spacing in the indicated positions.
· Where the comments table provides possible values for the field, the values provided must be one of the listed values.
· Country values must come from the list of standard countries.   If the country in a file load isn’t matched then the record is not inserted/updated.
· The load process will attempt to use dates in the file that do not match the required format of “DD Mon YYYY”.   If the date can be translated into a reasonable date it will be accepted and a message in the validation report will indicate the actual value used.  E.g. an included date of 1/4/11 will be interpreted as “01 Apr 2011”.
· Empty will be ignored.  Empty records include blank lines and records with no values (e.g. “,,,,,,,,,,,,,,,”
List Validation Report
A report detailing the outcome of a file load will be emailed after each file load including an assessment of each record, list of errors and warnings and an indication of which individual records were loaded.
This is intended to assist you in identifying and correcting problems within the load file.
Appendix A – Valid Country Values
	Afghanistan
	Ghana
	Oman

	Åland Islands
	Gibraltar
	Pakistan

	Albania
	Greece
	Palau

	Algeria
	Greenland
	Palestinian Territory, Occupied

	American Samoa
	Grenada
	Panama

	Andorra
	Guadeloupe
	Papua New Guinea

	Angola
	Guam
	Paraguay

	Anguilla
	Guatemala
	Peru

	Antarctica
	Guernsey
	Philippines

	Antigua and Barbuda
	Guinea
	Pitcairn

	Argentina
	Guinea-Bissau
	Poland

	Armenia
	Guyana
	Portugal

	Aruba
	Haiti
	Puerto Rico

	Australia
	Heard Island and McDonald Islands
	Qatar

	Austria
	Holy See (Vatican City State)
	Réunion

	Azerbaijan
	Honduras
	Romania

	Bahamas
	Hong Kong
	Russian Federation

	Bahrain
	Hungary
	Rwanda

	Bangladesh
	Iceland
	Saint Barthélemy

	Barbados
	India
	Saint Helena, Ascension and Tristan da Cunha

	Belarus
	Indonesia
	Saint Kitts and Nevis

	Belgium
	Iran, Islamic Republic of
	Saint Lucia

	Belize
	Iraq
	Saint Martin (French part)

	Benin
	Ireland
	Saint Pierre and Miquelon

	Bermuda
	Isle of Man
	Saint Vincent and the Grenadines

	Bhutan
	Israel
	Samoa

	Bolivia, Plurinational State of
	Italy
	San Marino

	Bonaire, Sint Eustatius and Saba
	Jamaica
	Sao Tome and Principe

	Bosnia and Herzegovina
	Japan
	Saudi Arabia

	Botswana
	Jersey
	Senegal

	Bouvet Island
	Jordan
	Serbia

	Brazil
	Kazakhstan
	Seychelles

	British Indian Ocean Territory
	Kenya
	Sierra Leone

	Brunei Darussalam
	Kiribati
	Singapore

	Bulgaria
	Korea, Democratic People's Republic of
	Sint Maarten (Dutch part)

	Burkina Faso
	Korea, Republic of
	Slovakia

	Burundi
	Kuwait
	Slovenia

	Cambodia
	Kyrgyzstan
	Solomon Islands

	Cameroon
	Lao People's Democratic Republic
	Somalia

	Canada
	Latvia
	South Africa

	Cape Verde
	Lebanon
	South Georgia and the South Sandwich Islands

	Cayman Islands
	Lesotho
	South Sudan

	Central African Republic
	Liberia
	Spain

	Chad
	Libya
	Sri Lanka

	Chile
	Liechtenstein
	Sudan

	China
	Lithuania
	Suriname

	Christmas Island
	Luxembourg
	Svalbard and Jan Mayen

	Cocos (Keeling) Islands
	Macao
	Swaziland

	Colombia
	Macedonia, the former Yugoslav Republic of
	Sweden

	Comoros
	Madagascar
	Switzerland

	Congo
	Malawi
	Syrian Arab Republic

	Congo, the Democratic Republic of the
	Malaysia
	Taiwan, Province of China

	Cook Islands
	Maldives
	Tajikistan

	Costa Rica
	Mali
	Tanzania, United Republic of

	Côte d'Ivoire
	Malta
	Thailand

	Croatia
	Marshall Islands
	Timor-Leste

	Cuba
	Martinique
	Togo

	Curaçao
	Mauritania
	Tokelau

	Cyprus
	Mauritius
	Tonga

	Czech Republic
	Mayotte
	Trinidad and Tobago

	Denmark
	Mexico
	Tunisia

	Djibouti
	Micronesia, Federated States of
	Turkey

	Dominica
	Moldova, Republic of
	Turkmenistan

	Dominican Republic
	Monaco
	Turks and Caicos Islands

	Ecuador
	Mongolia
	Tuvalu

	Egypt
	Montenegro
	Uganda

	El Salvador
	Montserrat
	Ukraine

	Equatorial Guinea
	Morocco
	United Arab Emirates

	Eritrea
	Mozambique
	United Kingdom

	Estonia
	Myanmar
	United States

	Ethiopia
	Namibia
	United States Minor Outlying Islands

	Falkland Islands (Malvinas)
	Nauru
	Uruguay

	Faroe Islands
	Nepal
	Uzbekistan

	Fiji
	Netherlands
	Vanuatu

	Finland
	New Caledonia
	Venezuela, Bolivarian Republic of

	France
	New Zealand
	Viet Nam

	French Guiana
	Nicaragua
	Virgin Islands, British

	French Polynesia
	Niger
	Virgin Islands, U.S.

	French Southern Territories
	Nigeria
	Wallis and Futuna

	Gabon
	Niue
	Western Sahara

	Gambia
	Norfolk Island
	Yemen

	Georgia
	Northern Mariana Islands
	Zambia

	Germany
	Norway
	Zimbabwe
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