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Documents Screen in Advanced HR 2.0
From the HR Admin - Employee Maintenance menu, there are two Document screen options:

» Document (employee)
» Document (company)

Employee Maintenance

2 Employee Summary

& Achievement

& Alternate Rate

& Certificate

& Class

& Class (rapid enroll)

& Compensation

& Direct Deposit

& Document (employes)
& Document {company)
& Education

& Emergency Contact
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Documents (Employee)

You can view, print, save, and add documents to the employee’s “electronic personnel folder.”

PayNortheast.com | 631-306-4929 | support@paynortheast.com
Updated on 12 Jun 2019



Documents (employee) & [

© | @ Download fier grid T
Actions  Name EmployeelD  Download  Filename - Category Title Upload Date Sizo(KB) UploadBy  Private
ﬂ Allagash, Cranston 2 "””‘“i‘i’n::"::";f:::ﬂ"‘ng;h < Onboarding Background Check Auth FormBackgroundCheckAuth 0113072018 03:43 PM 505 Onboarding m Yes
ﬂ Portabello, Ignacio 3 '“'”‘“:’;z;z:l‘:C";:‘::i“p"v‘r:‘::% [ Onboarding-Background Check Auth FormBackgroundCheckAuth 020272018 03:58 PM 505 Onboarding m Yes
ﬂ Clickstop, Wilbaforce 34 f‘"”“’:‘:f;i;“ﬂ”ffﬂz;:’::;‘:"cmsmm N— Onboarding-Background Check Auth FormBackgroundCheckAuth 0210512018 1223 PM 506 Onboarding m Ve
ﬂ Clickstop, Wilbaforce | 34 '“"““Zf:lﬁfi\‘mﬁ":;m e Onboarding Direct Deposit EorabivadDepoat 02/0512018 1223 PM 16 Ghbtoarding “ Yes
ﬂ Allagash, Cranston 2 ‘“'m""irz“:'ngd oLl Onboarding W4 Formiva 0173012018 03:49 PM 695 Gnboarding “ Yes
ﬂ Portabielic; lgracio 3 '“"“W:::;Ed o P R Onboarding W4 FormiWa 0210212018 0358 PM 694 Onboarding “ e
ﬂ Clickstap, Wilbaforce 34 f"'”‘tg;:; e Onboarding W4 Formiva 0200512018 1223 PM 696 COnboarding m Yes
ﬂ Allagash, Cranston 32 ig—“tfj:m i A o SRR Onboarding-19 Formi9 01/30/2018 03:49 PM 759 Onboarding m Yes
ﬂ Portabello, Ignacio 33 B—”“:_:s:ﬁd vt Biideon AR IB B556 5 Onboarding-19 Formig 02102/2018 03:58 PM 758 Onboarding m Yes
ﬂ Clickstop, Wilbaforce 3t B—“ZLZ:G oy st Clesston on 02105015 1220 Pt Onboarding-19 Formig 0200572018 12.23 PM 760 Onboarding m Yes
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Click on a row to display the Details screen for a document.
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Documents (Company)

View and print any documents that the employer has uploaded to a central company documents database.

view, download, print, and save existing documents, but note that you cannot add new documents.

You can

Z & Download

Download Filename -
Benefit packages paf
Employee Handbook pdf
Letter from the CEO pdf
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Documents (company) & [

Category

Benefits

Title

Benefit Packages Summary

Upload Date [Z57 Size (KB)
10/03/2017 10:26 AM 90
09/11/2017 12:43 PM 1
0812412017 0222 PM 1
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