HCP Data Review and Data Deletion Request Process

1. “Request an Activity Report” for the project and review to validate that all uploaded HCP data is complete and accurate.  

· [bookmark: _GoBack]Go to “Request an Activity Report” tab on the Extranet.
· Enter the PO Number for the project
· An Activity Report that provides the details of all validated upload activity (and documents) for the project will be emailed to the User the within 1 hour.

[image: ]

2. If errors or duplicate records are identified on the report, complete the attached Data Deletion Request Submission Form (Columns A – L).  



    
3. The information needed to complete the form (i.e., File Name, File ID Number and Record Number of each line to be deleted) can be found in the columns at the end of the Activity Report.

[image: ]
4. Contact the helpdesk on the number 1-855-561-4747 with the completed Data deletion form.

5. Select the language that you prefer to communicate in.



6. The voice prompt will then ask to enter your WWID (World Wide ID) 
I. Internal Users enter your WWID.
II. External Users enter “0”

7. Then choose option 4 for Business Application Support after listening to voice prompt; this will connect to Helpdesk assistant, who will assist in creating a ticket and also confirm where to submit the data deletion form.

8. Once the data deletion process is completed by the helpdesk assistant; the requestor will receive a confirmation email about the completion.


9. Upon receipt of the email confirmation, the supplier/requestor must re-run the Activity Report to validate the accuracy of the Final data.
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Sheet1

		Supplier Data Deletion Request Form

		Submit the form to Totality Support by contacting helpdesk at 1-855-561-4747 and create a ticket to TOTALITY application.																						Example:  4_2607631_991976572_Data_template_January_9_010909133341_data.csv				FOR INTERNAL USE ONLY						FOR INTERNAL USE ONLY

		Internal Totality User can submit a ticket for processing using the IRIS link (https://jnjprod.service-now.com/iris?id=iris_cat_item&sys_id=62f0c1e013e35b40371f50bf3244b025)

		Project Information						Supplier Information				Requester Information								Deletions - Data Template File Information								Duplicate Data Template File Information						Approver Information

		Request Date		J&J PO Number		Totality ID		Supplier Name		Supplier Number         (1)		Name		title		email		phone		File ID		Record #		Complete Data Template File Name				File ID		Record #		Complete Data Template File Name		Name		title		email		phone		Approval Date



&Lversion 1   November 2009



Sheet2

		FOOTNOTES:

		Supplier Number:		Can be optainined from the J&J Purchase Order

		File ID:		Individual Template File ID #.  Can be located on the project "Close Out" report

		Record #:		Record or LINE number of the data file reqested to be deleted.

		TIPS:

		The "duplicate" records that should flagged for deletion would generally be those records from the earlier date/first file uploaded, since that would not have included a complete set of data.
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Data Deletion Process - Guideline.xlsx
DataDeletionGuidelines

		Guidelines for data deletion fields 

																								Example:  4_2607631_991976572_Data_template_January_9_010909133341_data.csv				Only if Applicable						FOR INTERNAL USE ONLY

		Project Information						Supplier Information				Requester Information								Deletions - Data Template File Information								Duplicate Data Template File Information						Approver Information

		Request Date		J&J PO Number		Totality ID		Supplier Name		Supplier Number         (1)		Name		title		email		phone		File ID 		Record #		Complete Data Template File Name				File ID 		Record #		Complete Data Template File Name		Name		title		email		phone		Approval Date

		Mandatory 		Mandatory if data was originaly entered		Mandatory 		Not Mandatory 		Not Mandatory 		Mandatory 		Not Mandatory 		Mandatory 		Not Mandatory 		Mandatory 		Mandatory 		Not Mandatory 				Not Mandatory 		Not Mandatory 		Not Mandatory 		 sign off required		 sign off required		 sign off required		 sign off required		 sign off required



		Format :																		Must be numbers not alphanumeric								Must be numbers not alphanumeric

		MM/DD/YYYY		991925621 or Cell(s) should be left blank if no PO #s were originally entered 		176377		GROUP DCA INC		220853002		Alex Benssi		Project Manager		abenssi@gmail.com		908-555-5555		17994		10		4_2607631_991976572_Data_template_January_9_010909133341_data.csv				20		5		4_2607631_991976572_Data_template_January_9_010909133341_data.csv										MM/DD/YYYY
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TOTALITY-IRIS-Helpdesk Contact


Quick Reference Guide For External Users


TOTALITY APPLICATION 


SUPPORT:


To reach Totality Support for questions or concerns 


contact IRIS helpdesk at 1-855-561-4747


• Please enter the WWID : External users enter “0”


• Then, Choose Option 4 for Business Application Support. This will 


connect to helpdesk assistant. The helpdesk assistant to work with 


you to create a ticket for “TOTALITY”


updated 4/23/2019
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