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2 Overview of My Documents

Overview of My Documents

Your employer is required to keep and maintain many documents related to areas such as
HR, Benefits, Recruiting, and Time. Employee document management allows you to view,
print, download, export, and update your personal documents. These are the file types that
you can upload.

PDF RTF
DOC MSG
XLS csv
VSD HTM
JPG MOV
BMP TXT
PNG GIF
TIF ZIP
TIFF JPEG
HTML *MP4
DOCX *MP3
PPTX *AVI
XLSX WMV
PPT

*Video file types that are supported.

Chapter 1 Using Document Cloud - Employee
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Searching for an Employee Document 3

Searching for an Employee Document

1. Select Myself > Personal > My Documents.

L2 S B D@ ® Owonan

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

My Documents @ *

Rosa Chavez

Facliities Manager

Filters xam All Documents & UPLOAD 8 GRID VIEW
[ Categories Search documents.
A(5) SELECT ALL X SORT BY: DISFLAY NAML A2 »
Benelits (3) v 3 . .
g Dependents Notice : Select a document
eSignatureAuto (2) v In the list
<
& File Type v . e,
.
© Status v . Leave of Absence Notice

o
. Personal Notification

ﬁwummm

Figure 1-1. My Documents

2. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more fields and the found
documents are listed as you select a filter.

3. Click the result you want to access.

Select a document’s check box to display the properties to the right of the document. If
there is only one result, the document is selected and the properties of the document

display.

Chapter 1 Using Document Cloud - Employee
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4 Uploading Your Document

Uploading Your Document

Upload your employee documents and store them by specific category. There is no
maximum number of documents that can be uploaded, however the maximum size of an
individual file is15MB.

1. Select Myself > Personal > My Documents.

Y/ PP T O ® O

HOME Y ANY  MYSELF MY TEAM  PEOPLE PROCESS  REPORTS  SETUP Q I

My Documents @ *

Rosa Chavez

Facliities Manager

Filters xam All Documents & UPLOAD 22 GRIDVIEW
O Categories Search documents.
M(S) SELECT ALL X A LA SORT BY: DISFLAY NAML A2 »
Benefits (3) b
B D.p. L2 Select a document
eSignatreAuto {2) N In the list
File Type v . e

w
O Status v . Leave of Absence Notice
. Personal Notification

ﬁwmx«.

Figure 1-2. My Documents

Chapter 1 Using Document Cloud - Employee
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Uploading Your Document 5

2. Click & (upload)

£ RETURN

o

Drag and drop files here or

CLICK TO SELECT

Figure 1-3. Upload

¢ Select Click to Select. Browse to and select the document you want to upload and
click Open.

Depending on the browser you are using, you can select multiple documents to
upload.

* Drag and drop one or more files into the Drag and drop files area. Press Cntrl and
click on individual files or press Shift and click on continuous files. Continue to
press the key and drag the files and drop them into the Upload Documents area.

Q If you select a category and subcategory before you drag and drop the files into the
upload area, the files are automatically assigned to the selected category and
subcategory.

Chapter 1 Using Document Cloud - Employee
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3. Regardless of how you upload the document, the Properties window opens.

< RETURN
© ADDFILES © REMOVE & SELECTALL 11 DOCUMENT(S) SELECTED
Document Properties
BenefitQualifications 9 19.98
0 You need to complete all required fields. K8 Display Name

BenefitQualifications
Category / Subcategory

Category / Subcategory v

Effective Date Expiration Date

Figure 1-4. Document Properties

4. Complete the document properties. The properties can be used to identify and search for
a specific document.

¢ Enter a Display Name. The maximum length for the display name is 50 characters.

* Select a Category/Subcategory for the document. Documents are organized based
on the category and subcategory.

A category or subcategory is not available in your Categories section until it has a
document assigned to it; so you may see the category or subcategory in this
selection list but not in the Categories section.

¢ Select an Effective Date to designate the date the document becomes effective. This
is an optional field.

* Select an Expiration Date. to designate the date the document is no longer valid.
This is an optional field.

You can access the document and change the expiration date for the document if you
want to keep viable for a longer period.

5. Enter Tags to help you identify the document during a search. This is an optional field
with a limit of 256 characters.

6. Click Save and do one of the following:

* Select Save and Return. The document is uploaded and you are returned to the
Employee Document page.

* Select Save. The document is uploaded and you remain on the Upload Documents
window. You can then upload additional documents.

Chapter 1 Using Document Cloud - Employee
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Viewing an Employee Document

1. Select Myself > Personal > My Documents.

2. Search for the document you want to view. Only your personal document are available
to the search.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Click the name of a document. The document opens on a page.

Your document may take some time to be available. If you do not want to wait, you can
download the document and view it locally.

£ ruiuRn

PersonalDOCUment O EDIT PROPERTIES ® NOTES © DOCUMENT AUDIT HISTORY @ peete

Upload Date Category / Subcategory File Size
0272V2018 74 PM Hiring/Application / Resume 1201K8

Figure 1-5. Document Viewing
4. Once available, you can view the document and do one of the following:

¢ Use can use the document’s icon to expand, shrink, zoom in, zoom out, print, or save
the documents.

¢ Edit the documents properties.
¢ Add notes to the document.

5. Click Return you are finished.

Chapter 1 Using Document Cloud - Employee
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8 Adding a Note to Your Employee Document

Adding a Note to Your Employee Document

Once a document is uploaded, you can add your comments and descriptions in the form of a
note as a permanent part of the document. Once you add a note, it cannot be edited or
deleted.

1. Select Myself > Personal > My Documents.

2. Search for the document you want to view. Only your personal document are available

to the search. If the document has a note or multiple documents, a single # (Notes)icon
is displayed on the same line as the document’s name.

/57 YT

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search Q I

My Documents @ «*

Rosa Chavez 5
Facllities Manager B Al Docs
Filters «ame  All Documents @ UPLOAD 52 GRIDVIEW
[} Categories Search documents...
Al (5) SELECTALL SORT BY: DISPLAY NAME (A7) v
Benefits (2) v 3 4
Depandants Notice & Select a document
eSignatureAuto (3) v in the list
L,
ad Disciplinary Notice
B File Type o ot
L,
O Status v Leave of Absence Notice
Por

L,
PersonalDocument

N
Spouse Notification
PNG.

Figure 1-6. Document Listed with Notes

3. Do one of the following:

e Click # to display the notes associated with the document and enter a new note.

Chapter 1 Using Document Cloud - Employee
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Adding a Note to Your Employee Document 9

e Click (action) and select Notes to display the notes associated with the document
and enter a new note.

Document Notes X

Rosa Chavez © Mar 1, 2018

Adding new dependent.

Add Notoso Resigned for updated dependent information.

Leave

note

Figure 1-7. Document Notes
4. Click @ (Notes) to save the new note.
Once a note is associated with a document, it cannot be deleted.

5. When you have finished reviewing the notes or adding new notes, click .

Chapter 1 Using Document Cloud - Employee
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10 Updating Properties for Your Employee Document

Updating Properties for Your Employee
Document

1. Select Myself > Personal > My Documents.

2. Search for the document you want to view. Only your personal documents are available
to the search.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Click : (action)and select Edit Properties.

Document Properties X

Display Name

PersonalDocument

Category / Subcategory @

Hiring/Application / Resume v

Effective Date
Expiration Date
Tags

Tags

Cancel Electronic Signature Yes No.

CANCEL

Figure 1-8. Document Properties

4. Update the properties of the selected document as needed.

For information on diacritical characters that can be used and how to use them, see

Entering Diacritical Marks for the Latin- based Alphabet and Supported Keyboard Entries
for Diacritical Marks in the online help.

5. Click Save.

Changing the category/subcategory of a document will not change the electronic
signature requirement.

Chapter 1 Using Document Cloud - Employee
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Downloading Your Employee Document 11

Downloading Your Employee Document

You can download documents, retaining the original format, and then save the document to
local or network drive and directory.

To view or print documents in formats that are not supported by the document viewer, you

must download and save the document to your local drive. The file types that must be
downloaded in order to access them are .mp3, .wav, .avi, .fla, .mov, .mp4, .swf, .mpa, and
.wav.

1. Select Myself > Personal > My Documents.

£2P % Ol w @

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

My Documents @ *

Rosa Chavez 5
Faciilties Manager @ A1 Docs
Filters xam All Documents & UPLOAD 8 GRID VIEW
D cm‘w“ Search documents.
A (5) SELECT ALL SORT BY: DISFLAY NAML AD) v
Benefits (3) s -
> g Depandents Notice Select a document
eSignatureAuto (2) v In the list
File Type v . Lo

w
O Status v . Leave of Absence Notice

. Personal Notification

ﬁ Spouse Notification

Figure 1-9. My Documents

2. Enter at least three characters of the document’s name you want to search for in Search
documents. The results of the search are returned as you type. Only your personal
documents are available to the search.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Select the check box for the document you want to download. The properties of the
document are listed in the preview pane on the right.

4. Click : (action).
5. Select Download and do one of the following:

* Select Save to browse to the drive and directory where you want to download the
document and save the document locally.

¢ Select Open to display the document.

Chapter 1 Using Document Cloud - Employee
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12 Deleting an Employee Document

Deleting an Employee Document

1. Select Myself > Personal > My Documents.

LD T M OB & Oeouowas

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

My Documents @ *

Rosa Chavez

Facliities Manager

Filters xam All Documents & UPLOAD 8 GRIDVIEW
D Cmqodos Search documents.
A(5) SELECT ALL X XX SORT BY: DISFLAY NAML A2 »
Benelits (3) v 3 . .
g Depandants Notice : Select a document
eSignatureAuto (2) v In the st
<
Disci Notice
File Type v . e,
.
© Status v . Leave of Absence Notice

. Personal Notification

ﬁwummm

Figure 110. My Documents

2. Select the check box for the document you want to delete. The properties of the document
are listed in the preview pane on the right.

3. Click : (action).
4. Click Delete.

You cannot delete a document that requires an electronic signature.

5. Click Confirm.

Chapter 1 Using Document Cloud - Employee
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Electronically Signing a Document 13

Electronically Signing a Document

You may get a notification in your message center that a document has been uploaded and
assigned to you that requires your electronic signature. The message center notification will
have a pending status in the Message Center until you have completed the electronic
signature.

If not done promptly, you may get a reminder that you have a pending document.

1. Select Myself > Personal > My Documents.

/P Py

HOME MY COMPANY  MYSELF MY TEAM PLOPLL PROCESS  REPORTS  SETUP Q I

My Documents @ «*

Rosa Chavez 5
Facities Manager 3 A2 Docs
Filters xame All Documents O UPLOAD % GRIDVIEW
[ Categories Search documents.
A5 SELECT AL X A X SORT BY: DISPLAY NAME (A-2) »
Benefits (2) v & 3 .
E : Select a document
CRFRARRA ALY v In the list
Filo Type v . e *
O Sutus v Loave of Absence Notice

n PersonalDocument

Figure 111. My Documents

Chapter 1 Using Document Cloud - Employee
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Electronically Signing a Document

2. Click ¥ (electronic signature required) for the document requiring an electronic

signature.

Electronic Signature

SecurityPolicy

Sermentum wassa, in maxinms magna odio eget mi. Maecenas molis aliquet massa id varius. Quisque luctus
tellus et dolor dapibus, id mollis lorem imperdist. Mauris varius tallus 3¢ tincidunt vensmatis. Donse aliquet
ultricies quam at consectetur. Mauris sed congue ante, maxinus efficitur quam Curabitar sodales, sapien sed

Scroll to the end of the content, reading as you go. You can then electronically sign the document.

First Name Last Name

By selecting the checkbox and clicking Sign, | acknowledge that | have received and reviewed the preceding record and
agree that my name shall be affixed to this record and constitute my electronic signature, to the same extent as if | had used
my written signature.

CANCEL

Figure 112. My Documents

3. To sign the document electronically, scroll to the end of the document. Once you have
done that, First Name and Last Name are available.

4. Enter your First Name and Last Name.

Chapter 1 Using Document Cloud - Employee
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Electronically Signing a Document 15

5. Accept the disclaimer and click Sign. Sign is not available until you accept the

disclaimer.
Electronic Signature X
SecurityPolicy.pdf
Electronic signature successful v View the next pending electronic signature document. <
. A
You may now download this document for ST '
your records. Doc
& Download Electronically Signed
Document

Figure 113. My Documents
6. Do one of the following:

¢ Click Download Electronically Signed Document and down load your signed
copy.

* C(Click View the next pending electronic signature document to go to the next
document requiring a signature.

e Click | to close the Electronic Signature window.

A document that has been electronically signed is indicated by -4

Chapter 1 Using Document Cloud - Employee
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16 Electronically Signing a Document
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Overview

You are required to keep and maintain many documents pertaining to specific employees
related to areas such as HR, Benefits, Recruiting, and Time. Employee document
management allows you to upload, organize (by category), store, update, retrieve, download,
and export these employee documents for your direct reports quickly and safely.

These are the file types that you can upload:

PDF
DOC
XLS
VSD
JPG
BMP
PNG
TIF
TIFF
HTML
DOCX
PPTX

PPTX
XLSX
PPT
RTF
MSG
csv
HTM
MOV
T
GIF
ZIP

JPEG « *MP4 « *MP3 «
*AVI « *WMV

*Video file types that are
supported.

About Workflow Approval for Employee

Documents

If an employee document is uploaded or a previously uploaded employee document's
properties are changed or notes are added and the document's category and subcategory has
an approval workflow defined, the approval process is started and the document remains on
the Employee Document page while it is in a pending status. A message displays that a
request has been submitted for approval. A lock icon displays under the file name to indicate
that the document's approval is pending. Once the status of the document is pending, the
document can be viewed but cannot be updated.

Chapter 2 Using Document Cloud - Manager
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Searching for an Employee

You can search for and select employees from the search fields. The search fields display
across the top of the page.

1. Select My Team > Employment > Employee Documents.

2. Enter one or more characters in at least one search field. For drop-down list fields, click
the down arrow to see the complete list or enter a minimum of one character to filter
results; the field automatically suggests values that match the characters as you enter
them.

Q To narrow your search results, enter values in more of the search fields. For a more
expanded search, enter values in fewer search fields. You can also use the wildcard
character (%) in some data entry fields.

) ROSACHAVEZ v

LR =008 e

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

Employee Documents

Last Name First Name Employoe 1D Stotus
Active v
SSN (Last 4) File Number Pay Growp Reports to*
n 602596 - Chavez, Rosa v
Dopatment Location Job

All your active direct reports are displayed initially. To filter your results, enter one or more search values. To view the direct reports of each of the managers reporting to you, either select
the manager icon next to their name or select the manager name from the Reports o fleld, If you have navigated to this page from My Team - Direct Reports, click € to initiate employee
actions. if you have navigated to this page after selecting an employee action, click the employee’s name to initiate the action.

NAME MANAGER EMPLOYEE ID STATUS Jos DEPARTMENT PAY
Abbott, William o 603786 Active 2612 - Production Manager 11900 - Manufacturing 2 -
Figure 2-1. Employee Document Search

3. Click Search.

Chapter 2 Using Document Cloud - Manager
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4. Click on the result you want to view.

@ g 5N o8 = @mncwﬂv

HOME MY COMPANY MYSELF MY TEAM PEOPLE  PROCESS REPORTS SETUP Search Q I

Employee Documents @ *

William Abbott 2

Production Manager B Al Docs

Q FIND EMPLOYEES

Filters «am All Documents @ UPLOAD £ GRIDVIEW
O Categories Search documents...
Al (2) SELECTALL (3 EXPORTASPDF ([} EXPORTASZIP SORT BY: DISPLAY NAME (A-Z) v
Benefits (2) v 3
% . Copy Select a document
inthe list
[ File Type v R
"l Hydrangeas
0
O Status v

Figure 2-2. Employee Document Page

5. To search for another employee, click Find Employee.

Chapter 2 Using Document Cloud - Manager
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Searching for an Employee Document 5

Searching for an Employee Document

Once you have selected an employee (your direct report), you can search the documents for
that employee to find a specific one.

1. Select My Team > Employment > Employee Documents.

2. Search for and select an employee.

@ @ @ Q (» Y rosaowe v

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

Employee Documents @ *

William Abbott

Production Manager

Q FIND EMPLOYEES

Filters «ame All Documents @ UPLOAD 2 GRIDVIEW
O Categories Search documents.
Al “s) SELECT ALL X SORT BY: DISMLAY NAME (A7) »
Benefits (8) v o A
‘ e L : Select a document
Hiring (1) v I the list
[ File Type v i S &
O status v n BeforeOrientation

Figure 2-3. Employee Document Page
3. Do one or more of the following:

¢ Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status.

¢ Enter a document’s display name to Search Documents and press Enter.

Q You can only search on for the documents that you have been given access to view.
You can limit the display of documents by clicking on a specific category from the
Categories section. Some document formats are not supported by the viewer. You
need to download those files to a local network drive.

4. Click on the result you want to view. If there is only one result, that document is selected.

Chapter 2 Using Document Cloud - Manager
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Uploading an Employee Document

Upload a direct report's personal documents and store them by specific category. There is no
maximum number of documents that can be uploaded, however the maximum size of an
individual file is 10MB.

1. Select My Team > Employment > Employee Documents.

2. Search for and select an employee.

3. Click £3 (upload) and do one of the following:

£ RETURN

o

Drag and drop files here or

CLICK TO SELECT

Figure 2-4. Employee Document Page

¢ Select Click to Select. Browse to and select the document you want to upload and
click Open.

Depending on the browser you are using, you can select multiple documents to
upload.

* Drag and drop one or more files into the Drag and drop files area. Press Cntrl and
click on individual files or press Shift and click on continuous files. Continue to
press the key and drag the files and drop them into the Upload Documents area.

Q If you select a category and subcategory before you drag and drop the files into the
upload area, the files are automatically assigned to the selected category and
subcategory.

Chapter 2 Using Document Cloud - Manager
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4. Regardless of how you upload the document, the Properties window opens.

& RETURN
© ADD FILES © REMOVE & SELECTALL 11 DOCUMENT(S) SELECTED
Document Properties
BenefitQualifications E 1998
0 You need to complete all required flelds. KB Display Name

BenefitQualifications
Category / Subcategory

Category / Subcategory v

Effective Date Expiration Date

Tags

In all jurisdictions, electronic contracts may need to meet
certain requirements to establish validity, enforceability, or
admissibility in any legal or other proceeding, and there are
certain classes of contract that cannot be entered
electronically. It is your responsibiity to review the
applicable law in your jurisdiction and seek appropriate
legal advice to determine that the solution is appropriate for
your intended use.

CANCEL

Figure 2-5. Employee Document Properties Page

5. Complete the document properties. The properties can be used to identify and search for
a specific document.

Enter a Display Name. The maximum length for the display name is 50 characters.

Select a Category and Subcategory for the document. Documents are organized
based on the category and subcategory.

A category or subcategory is not available in your Categories section until it has a

document assigned to it, so you may see the category or subcategory in this selection
list but not in the Categories section.

Once a category and subcategory is selected, you can select Require Electronic
Signature if you want the document to require an electronic signature by the
employee. The employee gets a message notification through the Message Center
that there is a document needing an electronic signature.

Only those documents that can be views as PDFs can require an electronic

signature. If an employee document has a pending workflow approval, it can not be
assigned an electronic signature requirement.

Enter Tags to help you identify the document during a search. This is an optional
field with a limit of 256 characters.

Select an Effective Date to designate the date the document becomes effective. This
is an optional field.

Chapter 2 Using Document Cloud - Manager
ADP Document Cloud User Guide



8 Uploading an Employee Document

¢ Select an Expiration Date. to designate the date the document is no longer valid.
This is an optional field.

You can access the document and change the expiration date for the document if you
want to keep viable for a longer period.

6. Click Save and do one of the following:

* Select Save and Return. The document is uploaded and you are returned to the
Employee Document page.

¢ Select Save. The document is uploaded and you remain on the Upload Documents
window. You can then upload additional documents.

Chapter 2 Using Document Cloud - Manager
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Viewing an Employee Document

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for the documents. You can select from
Categories, File Type, and Status. You can

* Select one or more filters and the found documents are listed as you select a filter.

Q You can search on for the documents of your direct and indirect employees and
those employees that you have been given access to view.

* You can limit the display of documents by clicking on a specific category from the
Categories section.

4. Click the name of the document you want to display. The document opens on a page.

£ RETURN

SecurityPolicy O (OTROKRTES @ NOTS B DT

Lorem pruam dolor it ame, comacsear adipiscing et i thoscs mmerdam, eniss puras
Surmactemn A, i pecin mA 080 aget == A s aqout s i varicn. Quingos bcoas

JL———
imices qiam a1 eomsectenz Mara sed ecnpae ante, s eficny qam Cursbg sodales sapies sed

thes 3¢ temeadt o

Upload Date Category / Subcategory File Size
Q062018 7:18 PM Hring/Background / Credit 350 KB

Figure 2-6. Employee Document Viewing Page
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10 Viewing an Employee Document

5.

6.

In addition to viewing the document, you can do one or more of the following:

¢ Edit Properties - Update the properties of the document. For more information, see
“Updating Properties of an Employee Document ” on page 2-11.

* Notes - Add or View the document’s notes. For more information, see “Adding a
Note to an Employee Document ” on page 2-13 or “Viewing Notes for an Employee
Document ” on page 2-15.

* Delete - Delete the document. For more information, see “Deleting an Employee
Document ” on page 2-20.

Click Return.
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Updating Properties of an Employee Document 11

Updating Properties of an Employee Document

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

4. Select the document. The properties display to the right of the document.

All Documents & UPLOAD 22 GRID VIEW
Search documents...
VIEW
SELECTALL (3 EXPORTASPDF (I} EXPORTASZIF SORT BY: DISPLA EDIT PROPERTIES
NOTES
9 DOWNLOAD
InitialOffer % peere
— EXPORT AS PDF
[
v SecurityPolicy s @7 SecurityPolicy
2o
Upload Date
a 03/06/2018 7:18 PM
il BeforeOrientation : File Name
SecurityPolicy.pdf
Y . i ” File Size
BenefitQualifications . 359 KB
Category / Subcategory

n Hiring/Background / Credit Ch...
Desert - Copy

Figure 2-7. Employee Document Viewing Page
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12 Updating Properties of an Employee Document

5. Review the properties and, if you need to edit them, click :

: (action) and click Edit
Properties.
Document Properties X
Display Name Effective Date Expiration Date
SecurityPolicy = sz
Category / Subcategory Tags

Hiring/Background / Credit Checks v Tags
+ Require Electronic Signature
Electronic Signature Consent Statement €
Standard

v Preview Text

In all jurisdictions, electronic contracts may need to meet certain requirements to establish validity,
enforceability, or admissibility in any legal or other proceeding, and there are certain classes of contract that
cannot be entered electronically. It is your responsibility to review the applicable law in your jurisdiction and
seek appropriate legal advice to determine that the solution is appropriate for your intended use.

Figure 2-8. Employee Document Properties Page

6. Update the properties of the select document as needed and click Save.

Changing the category/subcategory of a document will not change the Electronic
Signature requirement.
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Adding a Note to an Employee Document 13

Adding a Note to an Employee Document

Once a document is uploaded, you can add your comments and descriptions to the properties
of a document as a permanent part of the document.

@ You cannot delete or edit a note once it has been added to the properties of a document.

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

AP TR

HOME  MYCOMPANY  MYSELF MY TEAM PEOPLE  PROCESS  REPORTS SETUP Search Q

Employee Documents @ *

William Abbott 15 2
Production Manager [B Al Docs # Electronic Signatures Pending
Q FIND EMPLOYEES
Filters «ame All Documents a UPLOAD 22 GRID VIEW
O Categories Search documents...
Al (15) SELECT ALL RTASF I ; SORT BY: DISPLAY NAME (A-2) v
Benefits (8) v ‘ o . N
italOffer ﬁ' : Select a document
Hiring (7) v inthe list
N
o SecurityPoli
B File Type ~ it e
N
O Status v (il BeforeOrientation
poc

A
BenefitQualifications
#0F

A
Desert - Copy
1#6

\

. DrugAlcholPolicy
POF

Figure 2-9. Document Listed with Notes
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14 Adding a Note to an Employee Document

4. Do one of the following:

* Click # to display the notes associated with the document and enter a new note.

e Click (action) and select Notes to display the notes associated with the document
and enter a new note.

Document Notes X

Rosa Chavez O Mar 1, 2018

Adding new dependent.

Add Notoso Resigned for updated dependent information.

Leave

note

Figure 2-10. Document Notes
5. Click ° (Notes) to save the new note.
Once a note is associated with a document, it cannot be deleted.
6. When you have finished reviewing the notes or adding new notes, click .
Once the first note for a document is saved, the document has the note indicator @ on the

right side of the document on the Employee Documents page. There is a limit of 256
characters for notes.
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Viewing Notes for an Employee Document 15

Viewing Notes for an Employee Document

A document can have multiple notes added which you can view.

@ Once a note is added, it cannot be deleted or edited.

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

m ~ @ @ ® ROSACHAVEZ v

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search Q

Employee Documents @ *

William Abbott 15 2
Production Manager [B Al Docs & Electronic Signatures Pending
Q FIND EMPLOYEES
Filters «am All Documents & UPLOAD 22 GRIDVIEW
O Categories Search documents...
Al (5) SELECTALL TASPOF  [F ; SORT BY: DISPLAY NAME (A2) v
Benefits (8) v - s A
SiaOny % Q Select a document
Hiring (7) v inthe list
N
i SecurityPoli
B File Type © L) e
N
O Status v (l BeforeOrientation
ooc

N
Desert - Copy
56

L

. DrugAlcholPolicy
POF

Figure 2-11. Document Listed with Notes

4. Click to display the notes associated with the document and enter a new note.
5. Click # (notes). All the notes associated with the document display.

6. When you have finished reviewing the note or notes, click (close).
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16 Downloading a Document

Downloading a Document

You can download a direct report's employee document, retaining the original format, and
then save the document to a local or network drive and directory.

1.

2.

Select My Team > Employment > Employee Documents.
Search for and select an employee.

Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q FIND EMPLOYEES

All Documents & UPLOAD 22 GRID VIEW
Search documents.. -
VIEW
SELECT ALL 3 EXPORT AS PDF 1) EXPORT AS ZIP SORT BY: DISPLA EDIT PROPERTIES
NOTES
; DOWN @Ao
aloiey ﬁ §:)RT SR Select a document
in the list
N —
Pl SecurityPolicy e @

Figure 2-12. Document Listed with Notes

Click the name of the document you want to access.

Click : (action) and select Download.

Browse to the drive and directory where you want to download the document and click
Save.
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Exporting a Document as a PDF 17

Exporting a Document as a PDF

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q You can search on for the documents of your direct and indirect employees and those

employees that you have been given access to view. You can limit the display of
documents by clicking on a specific category from the Categories section.

Q FIND EMPLOYEES

All Documents & UPLOAD 22 GRID VIEW
Search documents...
vIEW
SELECT ALL EXPORTASPDF I ORT AS ZIF SORT BY: DISPLA EDIT PROPERTIES
NOTES
DOWNLOAD
% E:if s Select a document
i] in the list
A > ™
P SecurityPolicy e @

Figure 2-13. Document Listed with Notes
4. Do one of the following:
e Click : (action) beside a single document and select Download. Browse to the
drive and directory where you want to download the document and click Save.

¢ Select the check box for each document you want to download and click Export as
PDF. Browse to the drive and directory where you want to download the documents
and click Save. An indicator displays indicating a download in progress.

Employee Documents @ *

William Abbott 15
Production Manager @ Docs
Q romcanons Q FIND ENPLOYFES
Fil o weoune | DOCUMENtS ©\UPLOAD. I GRIO VIEW
Lxporing 2 o 10 downkoad.
=) Pesewe. arch documents.
Al m SIECT AL m DOPORT AS 79 SORT BY: DISPLAY NAME (A-2) v
Bonokes (8) v = A
v n InRialOffer 14 : 2 documentfs)
Heing () v selected
v i -
File Type v . i) e |
O Status v n BeforeOrientation

Figure 2-14. Downloading Indicator
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18 Exporting Documents as a ZIP File

Exporting Documents as a ZIP File

1. Select My Team > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q You can search on for the documents of your direct and indirect employees and those
employees that you have been given access to view. You can limit the display of
documents by clicking on a specific category from the Categories section.

4. Select the check box for each document you want to include in the zip file and click
Export as ZIP. Browse to the drive and directory where you want to download the
documents and click Save. An indicator displays indicating a download in progress.

Employee Documents @

William Abbott
Production Manager
Q nomcanons Q FIND ENPLOYFES
Fil 8 - weoune | DOCUMENtS @ UPLOAD GRIOVIEW
Lpang 2 fhes 1o downkasd.
(=) Peewer. arch documents
Al (5) SELECT AL m DXPORT AS 79 SORT BY: DISPLAY NAME (A-2) v
Boneies (8) v - A
v n InkielOffer & : 2 documentfs)
Heing (7 v selected
v SecurityPol -
File Type v . ley e 2 |
O Status v n BeforeOrientation

Figure 2-15. Downloading Indicator

You must select multiple documents which are combined into a single ZIP file. Once the
export is complete you can save it to a local drive to download it.
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Printing an Employee Document

1. Select My Team > Employment > Employee Documents.

2. Search for and select the document you want to print.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Click the name of the document you want to print.

4. Click Download. Once the document is downloaded, you can print it from your local
directory.
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Deleting an Employee Document

Deleting an Employee Document

1.

2,

3.

5.

Select My Team > Employment > Employee Documents.
Search for and select an employee.

Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q You can search on for the documents of your direct and indirect employees and those
employees that you have been given access to view. You can limit the display of
documents by clicking on a specific category from the Categories section.

All Documents _— MOAD =2 GRID VIEW
| EDIT PROPERTIES |
Search documents... o=
DOWNLOAD
= = DELFTE
SHECTAIL [3 EXPORTASPOF [Bl EXPORT ASZIF SORT BY: DISPLAY N AS PDF
BeforeOrientation *® @ Select a document
in the list
InitialOffer

Figure 2-16. Action Menu - Delete

Click ¢ (action) beside a single document and select Delete.

If the document has a pending Electronic Signature or pending approval, you cannot
delete it.

Click Confirm.
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Canceling a Required Electronic Signature

Employee documents can be designated as requiring an employee's electronic signature. The
requirement is set through a category/subcategory that is assigned during upload although
the requirement can be turned off for individual documents if needed.

Once a document is uploaded and has a category/subcategory requiring an Electronic
Signature assigned and saved, the employee gets a notification through the Message Center
that there is a pending document waiting to be signed.

1. Select My Team > Employment > Employee Documents.

2. Search for and select the employee whose document you want to view.

By default all of the documents previously loaded for the employee are listed in the

center section of the Employee Documents page. You can search only for the documents
of your direct and indirect employees and those employees you have been given access
to view.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Select the document. The properties display to the right of the document.

All Documents @ UPLOAD 22 GRID VIEW
arch document:
VIEW
SELECT ALL SORT BY: DISPLA  EDIT PROPERTIES
NOTES
8 DOWNLOAD
InitialOffer £ omer
DOC 1
EXPORT AS PDF
8 . .
v SecurityPolicy &, C@ SecurityPolicy
POF
Upload Date
i 03/06/2018 7:18 PM
BeforeOrientation : File Name
SecurityPolicy.pdf
9 File Size
BenefitQualifications : 359 KB
PDF . B

Category / Subcategory

X Hiring/Background / Credit Ch...
Desert - Copy

Figure 2-17. Employee Document Viewing
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22 Canceling a Required Electronic Signature

4. Click : (action)and click Edit Properties.

Document Properties X

l- Cancel Electronic Signature %

You are canceling the required electronic signature for this document.

Category / Subcategory @ Tags

Hiring/Application / Resume v Tags

@Requlre Electronic Signature

In all jurisdictions, electronic contracts may need to meet certain requirements to establish validity,
enforceability, or admissibility in any legal or other proceeding, and there are certain classes of contract that
cannot be entered electronically. It is your responsibility to review the applicable law in your jurisdiction and
seek appropriate legal advice to determine that the solution is appropriate for your intended use.

CANCEL SAVE

Figure 2-18. Employee Document Properties

5. Clear the Require Electronic Signature check box and click Save.
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Overview

Most business owners and managers eventually need to refer to documentation about
employee performance and work history. Accurate record keeping, including proper
maintenance of personnel records, is necessary for consistent application of policies. It
makes good business sense to have accurate information organized and readily available.

ADP Document Cloud provides employee and company document management that allows
you to upload, organize (by category and subcategory), store, update, export, and retrieve
documents quickly and safely.

About Workflow Approval for Employee
Documents

You can create a workflow approval process for uploaded employee document based on the
comparison business rule you create for the documents category and subcategory.

When developing workflow approval processes for uploaded employee documents, the
following applies:

Standard activities - There are standard activities available for you to set up approval paths
for uploaded employee documents:

¢ Employee - My Documents
* Manager - Employee Documents
* Practitioner - Employee Documents

Business rules - A business rule for an employee document, either uploading or already
uploaded, is based on the category or subcategory for that document. The business rule is
written for the category or subcategory so that when an employee document with that
category or subcategory is uploaded or changed in some way (properties change, notes
added, document deleted), the workflow approval process begins. A tool tip displays
indicating that a request to upload a document has been submitted for approval. Global
business rules can also be used for employee documents.

While the workflow approval is in process the document has a status of pending and is not
available from the Employee Documents page. Once the final approval is complete, the
status changes from pending to complete and is then available. When an employee
document has a status of pending, a lock icon displays and no changes can be made to the
document.

Available operators for employee documents business rules do not include like, not like,
starts with, does not start with, ends with, does not end with, is null, is not null. The recall
options is not available for employee documents.

Message Center - Approvers receive notification from the Message Center when an
employee document requires approval. The approver can review, reject, and view history.
The submitter can review and view history.
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Setting Notification Alerts for Documents

You can have a notification sent to the Message Center when an electronic signature for a
document is complete or a document is reaching an expiration date. A notification is sent to
the Message Center for the requester of the electronic signature as soon as the document is
electronically signed. Only the requester receives notification.

Notify Requester That an Electronic Signature is

Complete
1. Select Setup > Manage Documents > Manage Categories and Alerts > Document
Alerts.
@ ~ @ ﬂ » ROSACHAVEZ v
HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search Q
Manage Categories and Alerts @ 2 VEW INSIGHTS

Employee Categories Company Categories Document Alerts

Electronic Signature Alerts Expiration Alerts

v Send a Message Center notification to the requester when an Send a Message Center notification alert before a document
electronic signature is complete. expires.

RESET O savE

Figure 3-1. Document Alerts Page - Electronic Signature Alerts
2. Do one of the following:

* To send notifications to the Message Center when an electronic signature has been
completed by an employee, select Send a Message Center notification to the
requester when an electronic signature is complete check box.

¢ To stop notifications of completed electronic signatures being sent to the Message
Center, clear the Send a Message Center notification to the requester when an
electronic signature is complete check box

3. Click Save.
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Setting Notification Alerts for Documents

Notify Employee That a Document is Expiring

Notifications are sent 30, 15, and 5 days before the expiration date. The notification is sent
to only to the employee and only if the employee has access to My Documents and to the
category/subcategory the document is assigned to. Otherwise, no notification is sent. Once a
document expires, no additional notifications are sent.

1. Select Setup > Manage Documents >Manage Categories and Alerts > Document

Alerts.
t
@ ! @ @ (» ROSA CHAVEZ v
HOME ~ MYCOMPANY ~ MYSELF  MYTEAM  PEOPLE  PROCESS  REPORTS  SETUP Search Q
Manage Categories and Alerts @ * 2 VEW NSGHTS
Employee Categories Company Categories Document Alerts
Electronic Signature Alerts Expiration Alerts

Send a Message Center notification to the requester when an v Send a Message Center nofification alert before a document
electronic signature is complete. expires.

RESET O save

Figure 3-2. Document Alerts Page - Expiration
2. Do one of the following:

¢ To send notifications to the Message Center before a document expires, select Send
a Message Center notification before a document expires check box.

¢ To stop notifications of expiring documents, clear the Send a Message Center
notification before a document expires check box.

3. Click Save.
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Working with Categories and Subcategories

Company documents cannot have subcategories, you cannot create them nor are they

supplied by Document Cloud.

Categories and subcategories are used to organize and manage documents to provide easy
access to those documents.

Standard categories and subcategories have been provided for you to assign to the
employee and company documents. These cannot be deleted but you can change the
status to Inactive to prevent them from displaying on the Employee Documents or
Company Documents page.

Access for organizing documents is controlled by individual or group access permissions.
Categories and subcategories that you create are listed with the standard categories and
are available for select to those having access permission. These types of categories can
be deleted. Standard categories and subcategories cannot be deleted but they can be made
inactive.

Categories and subcategories are available in the Categories area for an employee once a
document has been assigned to it. You can also create custom categories based on your
company's need and in the language your company requires.
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6 Working with Categories and Subcategories

Adding a Custom Category

You can add custom categories and subcategories for both employee documents and
company documents.

1. Select Setup > Manage Documents > Manage Categories & Alerts.

2. Click Employee or Company, depending the type of category you are creating.

MY COMPANY MYSELF MY TEAM

Manage Categories and Alerts © (e vewnsans )

View Categories based on profile access

v Hide all Inactive.
o ADD CATEGORY
I AAAAA & 1Subcategories. v @ acvee 7 o B oRETE
I Bonofits & 7 Subcategories v @ actve 2 wa
I Confidential - Medical © N Subcategonies v B nactve 7w
I eSignatureAuto & 15utxotegories v [ oL 7 o 0 oaETe
Figure 3-3. Employtee Categories
3. Click © (add).
£ RETURN
Add Category
Main Category Category Name @ AcTivE
Category Entor Text Engish (US) "
Entor a namo for tho now catogory. |
0 Add Addmional Language
©/Add Subcategory Avallable Profiles Profile with Access

Figure 3-4. Add Category
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Enter the Category Name.

Click Add Additional Language to add a Category Name in any language your

company is set up for. You will have to supply the translation but when an employee
selects the language in Preferences, the Category displays what you have entered as
an alternate.

Assign Profiles for the groups you want to have access to the category (if the status of
the category is active).

Once you have selected Profiles for the Category and have added at least one
subcategory, you can optionally click Apply Profiles to Subcategories.

By default the status of the Category is Active. You can optionally change that to
Inactive However, at least one Category and Subcategory must be Active.

Click Add Subcategory and enter the Subcategory Name. Continue adding
subcategory names until you have all that you need. that you want to create.

Click Add Additional Language to add a Category Name in any language your

company is set up for. You will have to supply the translation but when an employee
selects the language in Preferences, the Category displays what you have entered as
an alternate.

Select Require Electronic Signature if the documents in the category will require the
employee to provide an electronic signature.

Click Save.
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Working with Categories and Subcategories

Re-categorizing Documents

1. Select Setup > Manage Documents > Re-categorize Documents.

2. Select a Category and a Subcategory. Documents that have pending approvals cannot
be re-categorized until the approvals are completed. These are indicated by a Lock icon.

A3 =M oa

HOME MY COMPANY  MYSELF MYTEAM  PEOPLE PROCESS  REPORTS  SETUP Search Q

Re-Categorize Documents @ .*

Use this page 1o re categonze documents. Expand a Category and select the subcategory 10 which the documents are curmently assigned. Oick on the documents you wont 10 ¢ categonze,
Select the category and subcategory you want 1o Re categonze the documents to and click the right arrow.

Categories Benefits
Benefits v
Category / Subcategory v © DISPLAY NAME (A 2) v

Confidential - Medical v

.
eSignatureAuto v I ! BenefitQualifications.
Hiring v
B Documents v a Desert - Copy
Investigations -~
Personnel File ~ B Hydrangess
Unclossificd v N

InitialOffer

Work Eligibility v or

N
! InternetPolicy

Figure 3-5. Re-Categorize Documents
3. Select one or multiple documents you want to re-categorize.

4. Select the category and subcategory you want to re-categorize the document or
documents to.

5. Select @ (right arrow). The documents are moved to the new category and subcategory.
6. Click Confirm.

If a document has a workflow approval set up, it is bypassed and the document
re-categorized. Locked files are not re-categorized.
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Importing Employee Documents

Using Import Documents, you can:

¢ Add many employee documents from a single page.

* Assign a list of documents to one or more employees.

* Assign a list of documents to one or more categories/subcategories.
* Review a log of all uploaded files in the last 30 days.

1. Select Setup > Manage Documents > Import Documents.

@ M @ m{ » ROSA CHAVEZ v

HOME  MYCOMPANY  MYSELF  MYTEAM  PEOPLE  PROCESS  REPORTS  SETUP Search Q I

Import Documents @ .*

Use this page to import employee documents; one or many. You can use keyboard shortcuts to select multiple files for importing documents and for assigning an employee, associating a
category/subcategory, or to delete the selected files. You must select an employee and a category/subcategory for a file to save it

VIEW UPLOAD LOG

o

Drag and drop files here or

‘CLICK TO SELECT

Figure 3-6. Import Documents Page

¢ Select Click to Select. Browse to and select the document you want to upload and
click Open.

Depending on the browser you are using, you can select multiple documents to
upload.

¢ Drag and drop one or more files into the Drag and drop files area. Press Cntrl and
click on individual files or press Shift and click on continuous files. Continue to
press the key and drag the files and drop them into the Upload Documents area.
Depending on the browser you are using, you can use keyboard shortcuts to select
multiple documents to upload.
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10 Importing Employee Documents

2. Seclect an Employee and Category/Subcategory for each file imported.

You must select an employee and assign a category and subcategory before you can
save the document.

Q You can use keyboard shortcuts to select multiple files for importing documents and for

assigning an employee, associating a category/subcategory, or to delete the selected
files.

- To select a consecutive group of files or folders, click the first item, press and
hold down the Shift key, and then click the last item.

- To select non-consecutive files or folders, press and hold down the Ctrl key,
and then click each item that you want to select.

When you select multiple files and assign an employee or category/subcategory, the
option applies to all selected files.

3. Click Save.

Once you click Save, each updated document is moved from the Import Documents page
to the category/subcategory you selected. You can then assign the other properties.
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Searching Employee Documents 11

Searching Employee Documents

Search and return a result of all employees matching a people specific criteria, such as pay
group that match document specific criteria), such as expiration date. For example, you want
to find all employees in pay group ABC that have documents expiring on January 1,
2025.To do so, you would select a Pay Group value of ABC from the People Related
Criteria area and the expiration date of January 1, 2025 from the Document Related
Criteria.

Searching Across All Employee Documents

1. Select Reports > Additional Reporting Tools > Search Employee Documents.

L3P =008 & @

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

Search Employee Documents @ .*

Employee Documents Employee With Missing Documents Legacy Employecs Employee Document Inventory

Select at least one People Related Criterla and at least a category as a Document Related Criterla. You can also Add Search Criterla. Click Search

People Related Criteria Q Document Related Criteria

(@] A
3 SEARCH

Employment Status x
Category *
A- Active
Department x
Subcategory
Location x
Electronic Signature Status =
Electronic signature documents that have not been signed v
© ADD SEARCH CRITERIA W
© ADD SEARCH CRITERIA v

RESET
RESLT

Figure 3-7. Employee Documents Search Page
2. Select at least one value for a People Related Criteria.
3. Click Add Search Criteria if you want to select additional people related search values.
4. Select a Category and Subcategory.

5. Click Add Search Criteria if you want to select additional document related search
values.
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12 Searching Employee Documents

6. Click Search. Results are returned based on your criteria.

£ mEmumN

Employee Documents Search Results
Vicow the resadi. of yons saswch. Ok Show Cobarom, 1 ad or tomeove todamn, St Be womch noadis. Clok Exgrort Lad 8 emnatn a Gt of the Soed docsments. Sokoc! omo o meoro oy, and ook Pt
Documuont. 1o uor 2o wieukd docatents 10 a wnghe PDF. Oy docsmn fivs, wan b usponod b a POF,
Empioyment Status: A - Acive Category: Hirng
Subcategoey: Background / Credit Checks
D EXPORTUST  SHOW COLUMNS v

TYPE DISPLAYNAME. EMPLOYEE NAME EMPLOYEE ID SUBCATEGORY EMPLOYMENT STATUS EXPIRATION DATE
J . BeforeOrientation  AbbolWilam 603786 Background / Credit Checks Active
C . DrugAicholPolicy  AbbotWilorm 603785 Bockgiound / Credit Checks Acsve
U . Orientation Ao 603785 Background / Credit Checks Active
v . PersonelDocument Claves fiosa 6025% Bockground / Credit Checks Actve
u . SacurtyPeiicy ABponWiam 603786 Background / Cregit Checks Acove
C I SecurityPeicy CaytonWirism 603651 Background / Credit Checks Actve
U I SecurityPolicy Chavez.Rosa 502596 Background 7 Cregit Checks Acve
Rowsperpoge 10 1ot

Figure 3-8. Employee Documents Search Results

Do one or all of the following:

* Click Show Columns to see all columns available for display. Columns currently
displayed are selected. Select a column to add it to the results display, clear a
selection to remove the column.

¢ Click on the document’s name to view the document.

* For documents with an electronic signature requirement, you can click Send
Reminder to send a reminder to the employee’s Message Center.

To export the results, do one of the following:

¢ Click Export List to export the results into CSV file which can then be saved as a
XLS file.

¢ To export multiple documents into a single PDF file, select up to 20 documents to
export and select Export as PDF. You can either open the combined files in a single
.pdf or save the combined .pdf file.

There are instances where a file cannot be converted to a PDF, a file with security
turned on, a corrupt file or a file that just cannot be converted. If the file can't be
converted, a page is inserted for the missing file. The inserted page has the filename of
the unconverted file. File types that cannot be exported to the PDF format are: .vsd,
.mp3, .mp4, .avi, .wmyv, .mov, .zip, .ai.

Click Return.
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Searching Across All Legacy Employee
Documents

Use this page to search for documents belonging to legacy employees that are terminated,
deceased, or made inactive outside of ADP.

1. Select Reports > Additional Reporting> Search Employee Documents.

2. Click the Legacy Employees tab.

@9 = M o8 & ROSACHAVEZ v

HOML MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS skTup Search Q I

Search Employee Documents @ .*

Employee Documents Employee With Missing Documents Legacy Employees Employee Document lnventory

Legacy Related Criteria

® SEARCH

© ADD SEARCH CRITERIA W

Figure 3-9. Legacy Employees Page

Enter a First Name, Last Name, or Hire Date. You must enter at least one of these.

You must enter at least three characters for the search. Returned results will contain the
characters entered. If you select a Hire Date, you do not need to enter a First Name or a
Last Name.

Click Add Search Criteria if you wan to select additional legacy related criteria.

You can select the From and To Termination Date. If you select a Termination Date,
you do not have to enter a First Name or Last Name.

You can select the Employee ID.

Click Search. Results are returned based on your criteria with the following columns to
view, Type, File Name, Associate ID,Last Name, First Name, Hire Date,
Termination Date.

Select the files you want to export and click Export Documents. The files export to a
PDF format. If there is more than one document, the files are exported into a single PDF
format with a blank page between each file. You can export up to 20 documents at a time.

File types that cannot be exported to the PDF format are: .vsd, .mp3, .mp4, .avi, .wmy,

.mov, .zip, .ai.
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Creating an Employees with Missing Documents
Report

Search for all employees that have specific employee documents missing.

For example, you want to find employees in Dept XXX who do not have the required
documents for the hiring background check.

To do so, select a Department within a Company Code value of XXX from the People
Related Criteria area and expand the Hiring category and select a subcategory of
Background/Credit Checks from the Document Related Criteria area.

1. Select Reports > Additional Reporting Tools > Search Employee Documents.
2. Click Employees With Missing Documents.

@? = 0 o @ & nosacHavEZ

HOMI MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search Q l

Search Employee Documents @

Employee Documents Employee With Missing Documents Legacy Employees Employee Document Inventory
Select at least elated Criteria and at least a category/subcategory Document Related Criteria. You can Add Search Criteria. Click

Peﬁp'e Related Criteria Document Related Criteria
A
a SEARCH E
13 x
,
.
[» x
.
<
.
[+] EARC RITE v

Figure 3-10. Employees with Missing Documents
3. Select at least one value for a People Related Criteria.
4. Click Add Search Criteria if you want to select additional people related search values.

5. From Document Related Criteria area, expand the appropriate Category and select the
Subcategory you want to search on.

6. Click Search. Results are downloaded into a .xlIsx file which you can save to the drive
and directory you chose.
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Searching Employee Documents 15

Creating an Employees Document Inventory
Report

Generate a report of all the employees in your organization and all of the employee
documents associated with each employee. The time it takes to generate the report depends
on the number of employees you have and the number of documents associated with each
employee.

1. Select Reports > Additional Reporting Tools > Search Employee Documents.

2. Click Employees Document Inventory.

@ ! @ ﬁ (» ROSA CHAVEZ v

HOME MY COMPANY ~ MYSELF MY TEAM PEOPLE  PROCESS  REPORTS  SETUP Search Q

Search Employee Documents @ *

Employee Documents Employee With Missing Documents Legacy Employees Employee Document Inventory

Click Create Report to generate the Employee Document Inventory report. The report includes a listing of all employees and their associated documents. The time the report takes to
generate depends on the number of employees included in the report. Click Download Report to save the report to a local location. All reports will remain in the queue for 7 days after
completion.

CREATE REPORT

@ No reports available. Generate a new report by selecting *Create Report” above.

Figure 3-11. Employees Document Inventory
3. Click Create Report.

The generating of the report begins. The status Report Generating displays. Once the
report is finished, the status Download Report displays.

4. Click Download Report.

The generated Employee Inventory Report downloads and is saved to the default location
of your browser. Generated reports are available for seven days from the day it was
generated. It is removed on the seventh day.
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Working with Employee Documents

You can upload, download, print, add and view document notes, view audit history for an
employee document and for all documents associated with a specific employee, and delete
employee documents that you have access to.

Uploading an Employee Document

Upload a direct report's personal documents and store them by specific category. There is no
maximum number of documents that can be uploaded, however the maximum size of an
individual file is 10MB.

1. Select People > Employment > Employee Documents.

2. Search for and select an employee.

3. Click £3 (upload) and do one of the following:

£ RETURN

o

Drag and drop files here or

CLICK TO SELECT

Figure 3-12. Upload

¢ Select Click to Select. Browse to and select the document you want to upload and
click Open.

Depending on the browser you are using, you can select multiple documents to
upload.
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¢ Drag and drop one or more files into the Drag and drop files area. Press Cntrl and
click on individual files or press shift and click on continuous files. Continue to press
the key and drag the files and drop them into the Upload Documents area.

Q If you select a category and subcategory before you drag and drop the files into the
upload area, the files are automatically assigned to the selected category and
subcategory.

4. Regardless of how you upload the document, the Properties window opens.

& RETURN
© ADDFILES © REMOVE & SELECTALL 11 DOCUMENT(S) SELECTED
Document Properties
0 BenefitQualifications ] 1998
You need to complete all required flelds. P K8 Display Name

BenefitQualifications
Category / Subcategory

Category / Subcategory v

Effective Date Expiration Date

Tags

In all jurisdictions, electronic contracts may need to meet
certain requirements to establish validity, enforceability, or
admissibility in any legal or other proceeding, and there are
certain classes of contract that cannot be entered
electronically. It is your responsibility to review the
applicable law in your jurisdiction and seek appropriate
legal advice to determine that the solution is appropriate for
your intended use.

Figure 3-13. Employee Document Properties

5. Complete the document properties. The properties can be used to identify and search for
a specific document.

¢ Enter a Display Name. The maximum length for the display name is 50 characters.

* Select a Category and Subcategory for the document. Documents are organized
based on the category and subcategory.

A category or subcategory is not available in your Categories section until it has a

document assigned to it, so you may see the category or subcategory in this selection
list but not in the Categories section.

* Once a category and subcategory is selected, you can select Require Electronic
Signature if you want the document to require an electronic signature by the
employee. The employee gets a message notification through the Message Center
that there is a document needing an electronic signature.

Only those documents that can be views as PDFs can require an electronic

signature. If an employee document has a pending workflow approval, it can not be
assigned an electronic signature requirement.
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¢ Enter Tags to help you identify the document during a search. This is an optional
field with a limit of 256 characters.

¢ Select an Effective Date to designate the date the document becomes effective. This
is an optional field.

* Select an Expiration Date. to designate the date the document is no longer valid.
This is an optional field.

You can access the document and change the expiration date for the document if you
want to keep viable for a longer period.

6. Click Save and do one of the following:

¢ Select Save and Return. The document is uploaded and you are returned to the
Employee Document page. -

¢ Select Save. The document is uploaded and you remain on the Upload Documents
window. You can then upload additional documents.

Downloading an Employee Document

You can download an employee document, retaining the original format, and then save the
employee document to local or network drive and directory.

To view or print documents in formats that are not supported by the document viewer, you

must download and save the document to your local drive. The file types that must be
downloaded in order to access them are .mp3, .wav, .avi, .fla, .mov, .mp4, .swf, .mpa, and
.wav.

1. Select People > Employment > Employee Document.
2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q FIND EMPLOYEES

All Documents & UPLOAD 22 GRID VIEW
Search documents
VEW
SELECT ALL SORT BY: DISPLA EDIT PROPERTIES
NOTES
N DOWNLRAD
4l InitialOffer & )
n/oc e b DELH@ Select a document

EXPORT AS PDF
in the list

A
| : :
o Se Pol =

o= curityPolicy b ® @

Figure 3-14. Document Listed with Notes

4. Click the name of the document you want to access.
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5. Click : (action) and select Download.

6. Browse to the drive and directory where you want to download the document and click
Save.

Printing an Employee Document

1. Select People > Employment > Employee Documents.

2. Search for and select the document you want to print.

Q You can limit the display of documents by clicking on a specific category from the
Categories section.

3. Click the name of the document you want to print.

4. Click Download. Once the document is downloaded, you can print it from your local
directory.

Adding a Note to an Employee Document

You can add comments or descriptions to the properties of a document that you are
uploading or viewing. Once you add a note, it cannot be edited or deleted.

Select People > Employment > Employee Documents

1. Search for and select an employee.
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20 Working with Employee Documents

2. Seclect the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

ﬁﬁ? % 0 o8

HOME  MYCOMPANY  MYSELF MY TEAM PEOPLE  PROCESS  REPORTS SETUP Search Q

| ROSACHAVEZ v

Employee Documents @ *

William Abbott 15 2
Production Manager [3 Al Docs #& Electronic Signatures Pending
Q FIND EMPLOYEES
Filters «am All Documents & UPLOAD 2 GRID VIEW
O Categories Search documents...
Al (15) SELECT ALL EXPORT AS PDF §) EXPORT AS ZIP 'SORT BY: DISPLAY NAME (A-2) v
Benefits (8) v e . A
IniilOffer ﬁ : Select a document
Hiing (7) v in the list
N
o SecurityPoli
B File Type & - il e
L
O Status v (] BeforeOrientation :

A
BenefitQualifications
PoF

N
Desert - Copy
1#6

l

. DrugAlcholPolicy
POF

Figure 3-15. Document Listed with Notes

3. Do one of the following:

* Click # to display the notes associated with the document and enter a new note.
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Working with Employee Documents 21

e Click (action) and select Notes to display the notes associated with the document
and enter a new note.

Document Notes X

Rosa Chavez © Mar 1, 2018

Adding new dependent.

Add Notoso Resigned for updated dependent information.

Leave

note

Figure 3-16. Document Notes
4. Click @) (Notes) to save the new note.

Once a note is associated with a document, it cannot be deleted.

5. When you have finished reviewing the notes or adding new notes, click .

Once the first note for a document is saved, the document has the note indicator @ on the

right side of the document on the Employee Documents page. There is a limit of 256
characters for notes.
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22 Working with Employee Documents

Viewing an Employee Document

Select People > Employment > Employee Documents
1. Search for and select an employee.

2. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

AP =008 & O

HOME  MYCOMPANY  MYSELF MY TEAM PEOPLE ~ PROCESS  REPORTS SETUP Search Q

Employee Documents @ *

William Abbott 15 2

[3 Al Docs # Electronic Signatures Pending

Production Manager

Q FINDEMPLOYEES

Filters «am All Documents & UPLOAD 2 GRID VIEW
O Categories Search documents...
Al (15) SELECT ALL XPORT AS PDF Iy PORT AS SORT BY: DISPLAY NAME (A-Z) v
Benefits (8) v | . PPN
Doc RisiOft et @ : Select a document
Hiting (7) v inthe list
A
8 SecurityPolicy
[ File Type v e
n
O Status v (Nl BeforeOrientation
ooc

A
BenefitQualifications
#or

N
Desert - Copy
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Figure 3-17. Document Listed with Notes

3. Click to display the notes associated with the document and enter a new note.
4. Click ® (notes). All the notes associated with the document display.

5. When you have finished reviewing the note or notes, click (close).

Some document formats are not supported by the viewer. You need to download those
files to a local or network drive.
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Viewing the Audit History for an Employee
Document

You can view the audit history of documents loaded for a selected employee. The audit
history lists each category, subcategory, document name, who the document has been
accessed by, the access method (what was done to the document, when it was accessed), and
the date and time it was accessed, electronic signature completed.

1. Select People > Employment > Employee Documents.
2. Search for and select an employee.

3. Select the Filters you want to use to search for the documents. You can select from
Categories, File Type, and Status. You can

¢ Select one or more filters and the found documents are listed as you select a filter.

You can search on for the documents of your direct and indirect employees and
those employees that you have been given access to view.

* You can limit the display of documents by clicking on a specific category from the
Categories section.

4. Click the name of the document you want to display. The document opens on a page.

< e

SecurityPoIicy O o PRcEETES » o © DOCUNENT AT HSTORY O oacr

Upload Date Category / Subcategory File Size
01062018 748 PM Hiring/Back 1/ Cre 359 K8

Figure 3-18. Employee Document Viewing
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24 Working with Employee Documents

5. Click Document Audit History.

< RoTuRN
Document Audit History
SecurityPolicy
CATEGORY »  SUBCATEGORY NAME USER 1D ACTION DATE/TIME
Hiring Background / Credit Checks yPoiicy Ch RCE 3 View 03072008
Hinag Background / Credit Checks. yPoicy on RCH 033 View 03077208
Minng Background / Credit Checks yPosicy cn RCh 033 View 0077208
Hirng Background / Creait Chacks yfosicy cn RCh 033 View 02077200
Hinng Background / Cradit Chacks. Y Yy Cn RCh 033 View 0307720
Hinng Background / Credit Checks Y Y Ch RCh 03F3 View o208
Hiring Background / Credit Checks SecurityPolicy Ch RChy 03F3 Exporied as 2P 03077200
Hirng Background / Credit Checks SecurityPolicy ChaverRosa RChover@VANDCO3F3 Exported as PDF 03/0772008
Hineg Bockground / Credit Checks yPolcy Ch Ros RCH 0363 Export as POF 030722018
Hinng Background / Credit Checks yPoicy (s RCh 0373 View Notes 03072018
Rowsperpage 10 & 1 of2 °°

Figure 3-19. Document Audit History

6. Click Close or Return.
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Working with Employee Documents 25

Viewing the Audit History for All Documents for an
Employee

You can view the audit history of for all of an employee’s documents that have been
uploaded. The audit history lists each category, subcategory, document name, who a
document has been accessed by, the user ID, the action, and the date and time a document
was accessed.

1. Select People > Employment > Employee Documents.

2. Search for and select an employee.

; N @ ﬁ » ROSA CHAVEZ v

HOME MY COMPANY  MYSELF MY TEAM PEOPLE  PROCESS REPORTS ~ SETUP Search Q

Employee Documents @ .*

William Abbott 15 2
Production Manager [@ Al Docs % Electronic Signatures Pending
© EMPLOYEE AUDIT HISTORY Q FIND EMPLOYEES
Filters «am Al Documents & UPLOAD 2 GRIDVIEW
(=) Categories Search documents...
All (15) SELECT ALL X P B EXP SORT BY: DISPLAY NAME (A-Z) ¥
Benefits (8) v L o
InitialOffer & g Select a document
Hiring (7) v in the list
A
[ File Type v SecurityPolicy by, 'S
A
O Status 4 BeforeOrientation
poc

Figure 3-20. Employee Document Viewing
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26 Working with Employee Documents

3. Click Employee Audit History under the employee name.

£ RETURN
Employee Audit History
Willlam Abbott
CATEGORY SUBCATEGORY NAME BY USER ID ACTION DATH
Benefits Change Forms. BenefitQualifications. Chavez Rosa RCh 03F3 030
Benolits Benolit Notices BenofitQualiications. Charwre Roma RC MCO3F3 X; 030
Benefits Unclassified InitialOffer Chavez,Rosa RChavezaVANDCO3F3 View 030
Benelity Bonefit Notices BenuMQualifications Chaver Rora RChaves@VANDCOZFR3 Export a4 PDF 030
Benefits Enroliments InternetPolicy Chavez Rosa RChavezaVANDCO3F3 Upload 030
Bonefts Benofit Notices BonoQualifications Chaverz Rosa RChavergVANDCOZERS Uplooad 030
Benefits Enroliments LOAApproval Chavez,Rosa RChavezaVANDCO3F3 Upload 030
Bonofas Unclassdied InitalOffor Chavez Rosa RChaver@VANDCO3F3 Uplooad 030
Benefis Unclassifled PersonalDocument Chavez,Rosa RChavezaVANDCO3F3 Upload 030
Benefits Benefit Notices LOAApproval ChavezRosa RChavezeVANDCO3F3 Upload 030
Rowsperpage 10 ‘ 1 of8 |
:

Figure 3-21. Employee Audit History
4. Do one of the following:
¢ C(lick to Print.

* C(Click Close or Return to exit the audit history view.
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Working with Employee Documents 27

Deleting an Employee Document

1. Select People > Employment > Employee Documents.

2. Search for and select an employee.

3. Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found
documents are listed as you select a filter.

Q You can search on for the documents of your direct and indirect employees and those
employees that you have been given access to view. You can limit the display of
documents by clicking on a specific category from the Categories section.

All Documents = MOAD 22 GRID VIEW
| EDIT PROPERTIES |
Search documents... NOTES
DOWNLOAD
B - DELETE
SELECT ALL 2 EXPORT AS PDF 1] EXPORT AS ZIF SORT BY: DISPLAY N AS PDF
BeforeOrientation *® @ Select a document
in the list

A
InitialOffer

Figure 3-22. Action Menu - Delete

4. Click : (action)beside a single document and select Delete.

If the document has a pending Electronic Signature or pending approval, you cannot
delete it.

5. Click Confirm.
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Searching for Required Electronic Signatures

Employee documents can be designated as requiring an employee's electronic signature. The
requirement is set through a category/subcategory that is assigned during upload although
the requirement can be turned off for individual documents if needed.

Once a document is uploaded and has a category/subcategory requiring an electronic
signature assigned and saved, the employee gets a notification through the Message Center
that there is a pending document waiting to be signed.

Designating an Electronic Signature Requirement

1. Seclect People > Employment > Employee Document.

2. Upload an employee document. For more information, see “Uploading an Employee
Document ” on page 3-16.

* If the category/subcategory you assign to the document has a Require Electronic
Signature as a property, the employee document is designated as electronic
signature required.

* You can turn the requirement on or off for individual documents when you upload
the document. This doesn’t change the property for the category/subcategory.

Document Properties X

Cancel Electronic Signature ><

You are canceling the required electronic signature for this document.

Category / Subcategory @ Tags

Hiring/Application / Resume v Tags

@RE’QL. re Electronic Signature

In all jurisdictions, electronic contracts may need to meet certain requirements to establish validity,
enforceability, or admissibility in any legal or other proceeding, and there are certain classes of contract that
cannot be entered electronically. It is your responsibility to review the applicable law in your jurisdiction and
seek appropriate legal advice to determine that the solution is appropriate for your intended use.

[ coca ] e

Figure 3-23. Document Properties

The employee gets a message notification through the Message Center that there is a
document needing an electronic signature.
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Searching for Required Electronic Signatures 29

@ On the Employee Documents page for the employee, the documents requiring an electronic
signature display with an icon.

o ® electronic signature required

* % electronic signature complete

Sending a Reminder for an Electronic Signature

1. Select Reports > Additional Reporting> Search Employee Documents.

m ¥ 0 o8 ® 1S rosncuvez v

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Q I

Search Employee Documents @ *

Employee Documents Employee With Missing Documents Legacy Employees Employee Document inventory

Select al least one People Related Criteria and at least a category as a Document Related Criteria. You can also Add Search Criteria. Click Search.

People Related Criteria Q Document Related Criteria

a SEARCH E
Employment Status x
Category *
A-Active
Hiring
Department x
Subcategory
Location x
Electronic Signature Statirs x

Electronic signature documents that have not been signed v

© ADD SEARCH CRITERIA W
© ADD SEARCH CRITERIA W

RESLT
RLSET

Figure 3-24. Employee Audit History
2. Select at least one value for a People Related Criteria.
3. Click Add Search Criteria if you want to select additional people related search values.

4. Seclect a Category, Subcategory and any other Document Related Criteria you
need.You must select a category for your search.

5. Click Add Search Criteria.

6. Select Electronic Signature Status and then Electronic signature documents that
have not been signed.
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7. Click Search.

10.

{ RETURN

Employee Documents Search Results

results of your search. Click Show Columns to add or remove columns from the search results. Click Export List to create a spreadsheet of the listed documents. Select one or more documents and click Export

Documents to expart the selacted documents to a single PDF. Only document files can be exported fo a POF

Employment Status: A - Active Category: Hiring
Subcategory: Background / Credit Checks

[ EXPORTLIST SHOW COLUMNS v

TYPE DISPLAYNAME, EMPLOYEE NAME EMPLOYEE ID SUBCATEGORY EMPLOYMENT STATUS EXPIRATION DATE
i BeforeOrientation  AbbottWilliam 603786 Background / Credit Checks Active

L
ﬁ DrugAlcholPolicy  AbbottWilliam 603786 Background / Credit Checks Active

N
D-i Orientation Abbott William 603786 Background / Credit Checks Active
PersonalDocument ChavezRosa 602596 Background / Credit Checks Active
SecurityPolicy AbbottWilliam 603786 Background / Credit Checks Active

L
A SecurityPolicy ClaytonWilliam 603651 Background / Credit Checks Active
£ g
SecurityPolicy ChavezRosa 602596 Background / Credit Checks Active

Rowsperpage 10 v 1 of 1

Figure 3-25. Employee Document Search

Select each of the documents for which you want to send a reminder of a pending
electronic signature.

Click Send Reminder.

Click OK on the confirmation. A reminder notification is sent o the Message Center.

Canceling an Electronic Signature Requirement

Select People > Employment > Employee Documents.
Search for and select the employee whose document you want to view.

By default all of the documents previously uploaded for the employee are listed in the
center section of the Employee Documents page. You can search only for the documents
of your direct and indirect employees and those employees that you have been given
access to view. You can limit the display of documents by clicking on a specific category
from the Categories section.

Click the name of the document you want to access. The properties of the document are
listed in the preview pane.

Click Edit Properties.
Click Yes to cancel the electronic signature.

Click Save.
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Working with Company Documents 31

Working with Company Documents

When working with company documents, you first select Setup > Manage Documents >
Company Documents.

e M @ ﬁ » %) ROSACHAVEZ v

HOME MY COMPANY MYSELF MY TEAM PEOPLE PROCESS REPORTS SETUP Search Q I

Company Documents @ .*

Company Documents 3
[ Al Docs
© COMPANY AUDIT HISTORY

Filters «ase All Documents @ UPLOAD 22 GRIDVIEW
[ Categories Search documents.

All 3) ¥ SELECTALL  [B EXPORTASPDF [B) EXPORTASZIP SORT BY: DISPLAY NAME (A-Z) ¥

Human Resources (3) v N .

v DrugAlcholPolicy . 3 document(s)
selected
[ File Type v

N
v InternetPolicy
PoF
N
v E Sample Resume

O Status v

Figure 3-26. Company Documents

From this page, you can do the following:

Uploading a Company Document

Upload company documents and store them by specific category.

1. Select Setup > Manage Documents > Company Documents.

2. Click ©@ (upload).
3. Select Click to Select.

You can also drag and drop files into Upload Documents. Window IE 9 does not support
this function.

4. Browse to and select the file you want to upload.
5. Click Open.

6. Once the document is available, complete the document properties. The properties can
be used to identify and search for specific document.

7. Enter a Display Name.
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10.

1.

12,

Select a Category for the document. Documents are organized based on the category and
subcategory.

Enter Tags to help you identify the document during a search.

You can select an Effective Date to designate the date the document becomes effective.
Select an Expiration Date to designate the date the document is no longer valid.

Click Save and do one of the following:

¢ Select Save and Return. The document is uploaded and you are returned to the
Company Documents page.

¢ Select Save. The document is uploaded and you remain on the Upload Documents
dialog. You can then upload additional documents.

Adding a Note to a Company Document

You can add comments or descriptions to the properties of a document that you are
uploading or viewing. Once you add a note, it cannot be edited or deleted.

1.

Select Setup > Manage Documents > Company Documents.

Select the name of the document to which you want to add the note. The document opens
on a page.

Click Notes. All the notes associated with the document display.

Enter the text for your note and click © (save note).

You new note is listed at the top.

When you have finished reviewing the note or notes, click (close).

Viewing a Company Document

1.

2,

Select Setup > Manage Documents > Company Documents.
Select the name of the document you want to view. The document opens on a page.

Use can use the document’s icon to expand, shrink, zoom in, zoom out, print, or save the
documents.

Click (close) when you are done.

Some document formats are not supported by the viewer. You need to download those
files to a local or network drive.
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Downloading a Company Document

You can download a company document, retaining the original format, and then save the
company document to local or network drive and directory.

4.

To view or print documents in formats that are not supported by the document viewer, you

must download and save the document to your local drive. The file types that must be
downloaded in order to access them are .mp4, .wav, .avi, .fla, .mov, .mp4, .swf, .mpa, and
.wav.

Select Setup > Manage Documents > Company Documents.

Click : (action).

Select Download and browse to the drive and directory where you want to download the
document.

Click Save.

Printing a Company Document

1.

4,

Select Setup > Manage Documents > Company Documents.

Click : (action).

Select Download and browse to the drive and directory where you want to download the
document.

Once the document is downloaded, you can print it as you would any other document.

Viewing the Audit History for a Company Document

You can view the audit history of a company document. The audit history lists each
category, subcategory, document name, who the document has been accessed by, the user
ID, the action, and the date and time the document was accessed.

1.

2,

3.

4,

Select Setup > Manage Documents > Company Documents.
Select the document’s name.
Select Document Audit History.

Click Close to exit the audit history view.
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Viewing the Audit History for All Company Documents

You can view the audit history of for all of a company’s documents that have been uploaded.
The audit history lists each category, subcategory, document name, who a document has
been accessed by, the user ID, the action, and the date and time a document was accessed.

1.

2,

Select Setup > Manage Documents > Company Documents.

Click Company Audit History. The Document Audit History for all company
documents displays.

Click Close to exit the audit history view.

Deleting a Company Document

1.

2,

3.

4,

Select Setup > Manage Documents > Company Documents.

Select the name of the document you want to delete. The properties of the document are
listed in the preview pane.

Click Delete.

Click Confirm.

Searching for Company Documents

1.

1.

Select Setup > Manage Documents > Company Documents.

Select the Filters you want to use to search for your documents. You can select from
Categories, File Type, and Status. You can select one or more filters and the found.
Documents are listed as you select a filter.

You can search all categories or limit the search to a single category. From the
Categories section, click All or click on a specific category.

Click on the result you want to view.

If there is only one result, the document is selected and the properties of the document
display.

If needed, you must activate the documents. If the documents do fall into a category but
have no specific subcategory, the subcategory for those documents are assigned as
unclassified.

Chapter 3 Using Document Cloud - Practitioner

ADP Document Cloud User Guide



	Using Document Cloud - Employee
	Overview of My Documents
	Searching for an Employee Document
	Uploading Your Document
	Viewing an Employee Document

	Adding a Note to Your Employee Document
	Updating Properties for Your Employee Document
	Downloading Your Employee Document
	Deleting an Employee Document
	Electronically Signing a Document

	Using Document Cloud - Manager
	Overview
	About Workflow Approval for Employee Documents
	Searching for an Employee

	Searching for an Employee Document
	Uploading an Employee Document
	Viewing an Employee Document
	Updating Properties of an Employee Document
	Adding a Note to an Employee Document
	Viewing Notes for an Employee Document
	Downloading a Document
	Exporting a Document as a PDF
	Exporting Documents as a ZIP File
	Printing an Employee Document
	Deleting an Employee Document
	Canceling a Required Electronic Signature

	Using Document Cloud - Practitioner
	Overview
	About Workflow Approval for Employee Documents

	Setting Notification Alerts for Documents
	Notify Requester That an Electronic Signature is Complete
	Notify Employee That a Document is Expiring

	Working with Categories and Subcategories
	Adding a Custom Category
	Re-categorizing Documents

	Importing Employee Documents
	Searching Employee Documents
	Searching Across All Employee Documents
	Searching Across All Legacy Employee Documents
	Creating an Employees with Missing Documents Report
	Creating an Employees Document Inventory Report

	Working with Employee Documents
	Uploading an Employee Document
	Downloading an Employee Document
	Printing an Employee Document
	Adding a Note to an Employee Document
	Viewing an Employee Document
	Viewing the Audit History for an Employee Document
	Viewing the Audit History for All Documents for an Employee
	Deleting an Employee Document

	Searching for Required Electronic Signatures
	Designating an Electronic Signature Requirement
	Sending a Reminder for an Electronic Signature
	Canceling an Electronic Signature Requirement

	Working with Company Documents
	Uploading a Company Document



