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Description 
Departments and units can upload their transactions into Workday using file-based integrations such as Accounting 
Journals, ISPs, Supplier Invoices, Customer Invoices, etc. To load the transaction file, users will connect to the Workday 
SFTP server. 

There are two methods to transfer files to the Workday SFTP server 

1. Using secure file transfer client SecureFX – This can be used if the user wants to transfer files manually from an 
individual’s computer.  

2. Using Server to Server transfer – This method is used when the user wants to automate the transfer and use a 
server instead of an individual’s computer 
 

Steps to connect to Workday SFTP server using SecureFX  
 
Step 1. Setup HSVPN 
 

Check if you can connect to the HSVPN using the Cisco AnyConnect Secure Mobility Client. The VPN provides authorized 
users with secure, authenticated access to the UVA servers.  

 

 
 
 
 

 

 

If you don’t have this software installed on your computer and don’t have access to VPN, use the following link to guide 
you on how to install and request access to HSVPN. 

https://in.virginia.edu/hsvpn 

 

 

 

 

https://in.virginia.edu/hsvpn
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Step 2. Install SecureCRT and SecureFX 
 

Check if you have the SecureFX and SecureCRT installed on your computer. If you don’t have one, see the installation 
instruction here – 

https://in.vriginia.edu/securecrt   

https://in.virginia.edu/securefx   

Install SecureFX and SecureCRT; Users will need the SecureCRT application to change the password. 

  

Step 3. Request Access to SFTP server 
 

Users need to request access to the SFTP server through Workday App. 

Go to the System Access Request 

 

Select sFTP Access Request 

https://in.vriginia.edu/securecrt
https://in.virginia.edu/securefx
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Select the specific area as FIN and Role as UVA FIN File Access 

 

You can request access to Test or Prod or Both depending on your need.  

 

Step 4.  Connect to the Server 
After you get access to the Workday Finance SFTP folder, set up the SecureFX. Don’t forget to change the password - Log 
in to the host via SecureCRT and change the initial default password 

Instructions are included here - https://in.virginia.edu/file-transfer 

https://in.virginia.edu/file-transfer
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Tip: Always keep the local window open to transfer files using drag and drop, File-> Open Local Window 

 

 

 

IMPORTANT : Password Expiry 
Note that the password expire every 52 weeks, with email reminders beforehand. To reset the password you will need 
to send email to esystems@virginia.edu and they will reset the password for you. 

 

mailto:esystems@virginia.edu
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