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Table of Figures
[List of any figures or diagrams used in this document]

1 [bookmark: _Toc348709857][bookmark: _Toc63273755]
Introduction
[Provide a brief introduction for the Operation Manual.]

1.1 [bookmark: _Toc348709858][bookmark: _Toc487257831][bookmark: _Toc63273756]Purpose
[Specify the purpose of the document.]

1.2 [bookmark: _Toc348709859][bookmark: _Toc63273757]Scope
[Specify the scope of the document.]

1.3 [bookmark: _Toc348709860][bookmark: _Toc63273758]Definitions, Acronyms and Abbreviations
[Specify definitions, acronyms and abbreviations used in the document.]
2 [bookmark: _Toc348709861][bookmark: _Toc63273759]Operational Process
2.1 [bookmark: _Toc348709862][bookmark: _Toc63273760]Operations Team
[Org chart of the operations team with roles and responsibilities.]

2.2 [bookmark: _Toc348709863][bookmark: _Toc63273761]Required Operational Information
[Information about password change schedules, method of notifications, usernames, passwords, URLs, distribution lists, etc. References to systems, tools, documents can be used here instead of confidential data.]

2.3 [bookmark: _Toc348709864][bookmark: _Toc63273762]Daily Tasks
[List of tasks that will need to be performed daily.]

	Task
	Participants
	Responsibility
	Output
	Expectations

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2.4 [bookmark: _Toc348709865][bookmark: _Toc63273763]Weekly Tasks
[List of tasks that will need to be performed every week.]

	Task
	Participants
	Responsibility
	Output
	Expectations

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2.5 [bookmark: _Toc348709866][bookmark: _Toc63273764]Monthly Tasks
[List of tasks that will need to be performed every month.]


	Task
	Participants
	Responsibility
	Output
	Expectations

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2.6 [bookmark: _Toc348709867][bookmark: _Toc63273765]Backup Schedule
[List backup tasks of components in scope. Restore/recovery if to be covered by the operations team will be documented later in this document.]

	System
	Responsibility
	Schedule
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3 [bookmark: _Toc348709868][bookmark: _Toc63273766]Infrastructure
[bookmark: _Toc487257832][Describe the project’s infrastructure. If possible, provide a diagram of the system. Document hardware and software architecture. This can include operating systems, database instances, and further components that are part of the infrastructure with their respective versions.]
4 [bookmark: _Toc348709869][bookmark: _Toc63273767]PowerCenter Infrastructure
[Describe the Informatica products infrastructure. Include setup and location of Informatica servers. Introduce more sections if Informatica products run on other systems (e. g. PowerExchange components) and consider systems with interfaces to Informatica services]

4.1 [bookmark: _Toc348709870][bookmark: _Toc63273768]Steps to Stop/Restart Informatica Components
[Outline steps to perform graceful shutdown and restart of the PowerCenter domain, PowerCenter node, PowerCenter service, Repository service, Web service providers and PowerCenter Repository. Include the locations and names of any startup and shutdown scripts. This part should include startup/stop procedure information on all controlled systems like Databases, PowerExchange remote installations, FTP servers, etc. if it is to be managed by the operations team.]
[bookmark: _Toc439668357][bookmark: _Toc487257833]
4.2 [bookmark: _Toc348709871][bookmark: _Toc63273769]High Availability Configuration
[Outline the high availability configuration for the domain gateway, the PowerCenter services and other service components.]  

4.3 [bookmark: _Toc348709872][bookmark: _Toc63273770]PowerCenter – Workflow Manager
[Discuss the set-up within Workflow Manager. Include the setup of the database connections and an explanation of the workflow manager variables.
[bookmark: _Toc487257834]Outline steps to stop/restart workflows or sessions within workflow manager.]
5 [bookmark: _Toc348709873][bookmark: _Toc63273771]Data Extraction
[Describe the source data that are being processed in this system.] 

The data feeds received are:
	Subject Area
	Description
	Feed Names
	Source(s)
	Load Frequency

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6 [bookmark: _Toc487257835][bookmark: _Toc348709874][bookmark: _Toc432397066][bookmark: _Toc432398832][bookmark: _Toc432398865][bookmark: _Toc432398910][bookmark: _Toc432404476][bookmark: _Toc63273772]Data Transformation 
[Provide an overview of how data is loaded into the target entities (e. g. staging tables, reference tables, data warehouse tables, queues, flat files.]

6.1 [bookmark: _Toc439668365][bookmark: _Toc487257836][bookmark: _Toc348709875][bookmark: _Toc63273773]PowerCenter Transformations
[Describe the overall data transformation process.  Indicate how data flows from the source to the target(s).  If necessary, discuss the error handling process. If possible, include a diagram that illustrates the data flows and describe each stage in the process. Remember this is for operations team so details can be limited.]

6.2 [bookmark: _Toc439668367][bookmark: _Toc487257837][bookmark: _Toc348709876][bookmark: _Toc63273774]Perform Data Transformations
[Describe how the data is processed in the mappings.]

6.2.1 [bookmark: _Toc487257838][bookmark: _Toc348709877][bookmark: _Toc63273775]Load the Target Table
[Discuss how and when data is loaded into the target database. If there are intermediate steps, describe these as well. Describe the distinctions between the initial target table load and incremental load, if any.]

6.2.2 [bookmark: _Toc487257839][bookmark: _Toc348709878][bookmark: _Toc63273776]Reprocess Corrected Data
[If applicable, discuss how error records are reprocessed.]

6.3 [bookmark: _Toc439668369][bookmark: _Toc487257840][bookmark: _Toc348709879][bookmark: _Toc63273777]SQL Scripts
[Describe any SQL scripts that are used in the process. Include where scripts are located and when in the load process they are executed.]

6.4 [bookmark: _Toc348709880][bookmark: _Toc63273778]Shell Scripts
[Describe any shell scripts that are used. Locations and process execution order should be included. Consider all scripts used by Informatica services as well as scripts that may be used standalone or will be controlled by other resources (e. g. cron-jobs, external schedulers)

6.5 [bookmark: _Toc487257841][bookmark: _Toc348709881][bookmark: _Toc63273779]Stored Procedures
[Describe any stored procedures that must be used throughout the process. Include where the procedures are located, and any special permission needed to execute them.]

	Schema/Stored Procedure
	Description

	
	

	
	

	
	

	
	


7 [bookmark: _Toc487257842][bookmark: _Toc348709882][bookmark: _Toc432397077][bookmark: _Toc432398843][bookmark: _Toc432398876][bookmark: _Toc432398921][bookmark: _Toc432404488][bookmark: _Toc63273780][bookmark: _Toc432397080][bookmark: _Toc432398846][bookmark: _Toc432398879][bookmark: _Toc432398924][bookmark: _Toc432404491]Data Load 
[bookmark: _Toc487257843][Describe the data load order.]

7.1 [bookmark: _Toc348709883][bookmark: _Toc63273781]Subject Area Load Order
[List the source data load order.]

	Level
	Subject Area
	Load Frequency
	Dependencies

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



7.2 [bookmark: _Toc487257844][bookmark: _Toc348709884][bookmark: _Toc63273782]Mapping Load Order and Recovery
[Discuss the individual mappings and their load orders.  If applicable, discuss the steps necessary to recover from a failure. List each workflow and/or session involved in this system.]

7.2.1 [bookmark: _Toc487257845][bookmark: _Toc348709885][bookmark: _Toc63273783]Workflow/Sessions A
The workflow hierarchy is as follows:

wf_A :
	s_Session1
	s_Session2
	cmd_Task1

Target tables loaded during this workflow are:
	Workflow Name
	Session Name
	Mapping Name
	Stored Procedures
	Tables Loaded
	Load Frequency
	Average Run Time

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



7.2.2 [bookmark: _Toc348709886][bookmark: _Toc63273784]Restart Steps:
[Outline steps to restart/terminate load operations.]


7.2.3 [bookmark: _Toc348709887][bookmark: _Toc63273785]Recovery/Rollback Procedures
[Refer to workflow monitor, session logs and database audit trail to determine failed sessions and point of failure.
 
Outline steps to rollback/recover load operations.

List actions to be taken if jobs significantly overrun]

7.2.4 [bookmark: _Toc348709888][bookmark: _Toc63273786]Running Reports
[Identify and describe when to run scheduled reports manually, for example where down time has resulted in the scheduled time passing.]
8 [bookmark: _Toc348709889][bookmark: _Toc487257846][bookmark: _Toc432397083][bookmark: _Toc432398849][bookmark: _Toc432398882][bookmark: _Toc432398927][bookmark: _Toc432404494][bookmark: _Toc63273787]Monitoring
[Describe the tasks, tools and responsibilities regarding monitoring the system. What are the entities to monitor? Are components monitored automatically, when is monitoring recommended?]

9 [bookmark: _Toc348709890][bookmark: _Toc63273788]Error Handling 
[Provide a detailed description of the error handling strategies used in this system.  Be sure to include any error tables or files that are created in the process. Also mention any scripting that is executed or emails that are sent to notify either operations or development staff of session failures.]

9.1 [bookmark: _Toc348709891][bookmark: _Toc445110056][bookmark: _Toc487257847][bookmark: _Toc63273789]Error Reprocessing Steps
[If applicable, describe how error reprocessing is to take place. Be sure to include any procedures that the operations staff must perform as well as any automate procedures.

Outline escalation procedures for errors that consistently reoccur.]
10 [bookmark: _Toc487257848][bookmark: _Toc348709892][bookmark: _Toc63273790]Metadata
[If applicable, describe the metadata strategy in use in this system.  If possible, list the metadata elements what will be most important for the operations and development staff to track for error handling, reprocessing, and general volume estimating purposes.]

	Entity Name
	Attribute Name
	Attribute Description
	 Source

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


11 [bookmark: _Toc487257849][bookmark: _Toc348709893][bookmark: _Toc63273791][Other Software] Description
[Describe any other software in the system. Duplicate this section as necessary to describe the other software that will be maintained by the operations group.]
12 [bookmark: _Toc487257850][bookmark: _Toc348709894][bookmark: _Toc63273792][Other Software] Procedures
[Describe the installation and maintenance of any other software in the system.  Duplicate this section as necessary to describe the other software that will be maintained by the operations group.]
13 [bookmark: _Toc487257851][bookmark: _Toc348709895][bookmark: _Toc63273793][Other Software] Operations
[Describe the day-to-day functionality of the software. Include steps necessary to perform critical operations. Be sure to include any restart steps, error handling, etc.] 


14 [bookmark: _Toc348709896][bookmark: _Toc63273794]Support/Maintenance
14.1 [bookmark: _Toc348709897][bookmark: _Toc63273795]Incident and Problem Management
[Describe the process, tools, and responsibilities in case of problems and incidents. This can include change management and definitions how to proceed if changes are related to business logic or related to technical needs.]

14.2 [bookmark: _Toc348709898][bookmark: _Toc63273796]Change Management
[Describe the process for changes. There might be differences regarding the desired change as it can be a technical need or a business demand.]

14.3 [bookmark: _Toc348709899][bookmark: _Toc63273797]Release and Configuration Management
[Describe the process how the operations team will have to handle new releases and deal with configuration changes.]

14.4 [bookmark: _Toc348709900][bookmark: _Toc63273798]Service Level Agreement
[Outline agreed service level information, including a formal Service Level Agreement.]

14.5 [bookmark: _Toc348709901][bookmark: _Toc63273799]Contact Internal Support Personnel
[List organizational contacts in the event of a component failure that cannot be resolved by the Production Support team. Include type of contact, contact name, department, telephone number, and e-mail address (if applicable).] 

14.6 [bookmark: _Toc348709902][bookmark: _Toc63273800]Contact External Vendor Customer Support
[bookmark: _Toc348709903][bookmark: _Toc63273801]Informatica Global Customer Support
[Include details of named Informatica support contacts and support contract (and project id) with Informatica in case they need to be contacted.]

Please note: To follow up on urgent SRs opened by electronic mail or through the Internet, please call Informatica Global Customer Support since email can be delayed at times.
[bookmark: _Toc348709904][bookmark: _Toc63273802]Toll Free Numbers
[bookmark: _Toc348709905][bookmark: _Toc63273803]Americas
Brazil			0800 891 0202
Mexico			001 888 209 8853
North America		1-877-463-2435 (1-877-INFA-HELP)

[bookmark: _Toc348709906][bookmark: _Toc63273804]Asia Pacific/Australia
Australia 		1-800-120-365
India 			00 080 00016360

[bookmark: _Toc348709907][bookmark: _Toc63273805]Europe
France 			0805 804632
Germany 		0800 5891281
Italy 			800 915 985
Netherlands 		0800 2300001
Portugal 		800 208 360
Spain			900 813 166
Switzerland		0800 463 200
United Kingdom		0800 023 4632

[bookmark: _Toc348709908][bookmark: _Toc63273806]Standard Tariff Numbers
Belgium			+31 30 6022 797
France			+33 1 41 38 92 26
Germany		+49 1805 702702
Netherlands		+31 30 6022 797
New Zealand		+64 9 912 8901
United Kingdom		+44 1628 511445

[bookmark: _Toc348709909][bookmark: _Toc63273807]Support Requests
Nominated Project contacts can open a new support request (SR) or follow up on an existing SR by telephone, electronic mail, or My Support

14.7 [bookmark: _Toc348709910][bookmark: _Toc63273808]Communications with Other Teams
[Provide a list of teams (i.e. SysAdmin, DBAdmin) that require coordination between the operations and its specific support function (e.g., system, database maintenance, security, etc.). Describe regular communications and include a schedule for coordination activities.]

14.8 [bookmark: _Toc348709911][bookmark: _Toc63273809]Maintenance/Outage Schedule
[Describe the process for maintenance/planned outage scheduling and list their potential impact on system reliability. List system maintenance/outage schedule.]
15 [bookmark: _Toc445110080][bookmark: _Toc487257852][bookmark: _Toc348709912][bookmark: _Toc63273810]Appendix A – References
[List any documents used as reference in creating this document.]
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