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Upload Tips
Quick Reference Guide
General Submissions
· SP14 creates a submission folder on the J: Drive.  This folder is what the MIP copies to the K: drive when the task is complete and passed automated QA.  Therefore, files have to be in the Submission folder to successfully deliver them to FEMA

· The User doesn’t put data on the K: Drive any more.  This can only be done by the MIP, by completing the workflow step and QA.

· If data is already on J: drive, and you want to move to the K: drive, simply copy the file structure into the submission folder on the J: drive (using Citrix).  The MIP will automatically transfer files when appropriate.

· The Data Submission Form can navigate to any hard drive, or to any local network drive.

· If QA has failed for a particular task, a file that is resubmitted through the upload portlet, will overwrite any existing files on the K: drive.  This eliminates versioning problems in the final submission.

· A user can still navigate and download data from the K: drive using Citrix.  However, there is no direct uploading or copying to the K: drive.  The MIP does that automatically now.

Metadata and DFIRM Rules
· Metadata files are now loaded directly into the TaskSysID folder (the folder with  numbers).  This is where the MIP will look in order to perform Metadata Validation.  For DCS tasks (Hydrology, Hydraulics, Survey, Topography), users may still place metadata in the general folder.

· The FIS folder is no longer created.  FIS submissions can be loaded into the appropriate DFIRM folder.

· DFIRM submissions can now include any desired files (i.e. PDF panels).  The DFIRM database QA tool will only retrieve the files necessary to run the QA check.  All others will be ignored.

· An .xml Metadata file is still required.  However, text files can no be present in the submission folder.  Metaman will ignore the .txt file, and validate the .xml file.

Tools and Links
· DFIRM tools users will not have to upload their data separately through the Data Submission Form.  The data will automatically be moved over by the tools (using version 9.2 only).  If data hasn’t moved, please contact MIPHelp to transfer data to needed locations.

· The DFIRM tools do not link directly to the DFIRM database QA anymore.  Users will now have to rely on the workflow for that validation.

· If submission is for a multi-project area, it doesn’t need to be uploaded with each project.  However, a metadata file referencing the file location is necessary in each project, and all metadata files should be present in the folder containing the data submission.

· The Tools and Links buttons for uploading and DFIRM QA still are located on the MIP.  However, this will not send files through validation, meet the requirements of the workflow, and will not transfer to the K: drive.  The workflow uploads and validations must be used for final submissions.  Tools and Links can be used for practice.

· Users will still receive an email notification when the DFIRM QA validation has been completed.
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