C&n ne ESS — Maintaining Document Records

= Cennect*

Use the Document Records function
to upload and store your HR related
supporting documents

Good afternoon, Arya Stark!

My Team My Client Groups Benefits Administration Ris

1. Select Me to display your Quick ACTigis apps
employee functions

Persosll Details
' O

2. Click Document Records o=
] Document Records ) )
- Directory Onboarding

ldentification Info

Contact Info 0 I

’) Family and Emergency Contacts Time and Career and
Absences Performance
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Add Document
Arya S Stark

m Cancel

) Document Details
3. Click the Document Type
dropdown *Document Type
select a value v
Name Country Category
4. Select the type of document you Arrusl Physical United Statss  Medico
will be uploading ApplcationResume Urted States _ Employment
Birth certification or certificate of live birth United States Benefits
Board Cert Letter and/or Certifications United States  Employment
CAADC United States Licenses and certificates
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Add Document
Arya S Stark

Document Details

*Document Type Country

[Marriage License| ] v 0 United States
Category Issuing Location
5. Based on your document type Benefits
selection, enter the relevant *Name
. . . . Issued On
information contained in your
m/d/yyyy e
document Number
Issuing Authority
From Date
Issuing Comments
m/d/yyyy fe
To Date
Context Value
m/d/yyyy te

Issuing Country

Select a value v

Attachments
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6. You can either drag and drop
your document into the Files box

OR

f Drag files here or click to add attachment v
Click the down arrow and select Add File
Add File to locate the desired Add Link

document and upload into
Connect
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Add Document Cancel

Arya S Stark

Category Issuing Location
Benafits Eaton County
*Name

Issued On
Arya Stark

10/22/2020 e
Number

Issuing Authority
From Date

Issuing Comments
10/22/2020 te

7. After your document loads, click o Date

S“b mit m/d/yyyy s Context Value

Issuing Country

United States v

Attachments

f Drag files here or click to add attachment v

Marriage License.docx (11.42 KB) &, By Arya Stark on 10/22/2020 X
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Document Records
Arya S Stark

Document Records

8. You might need to refresh the . . ‘
; . earch by type, name, or numl A Show Filters
page first, but you will see your
uploaded documents on the Sort By Last Updated - Descendi v
Document ReCOI'dS page Document Type Name
Marriage License Arya Stark
Last Updated Date
Categpry 10/22/2020
Benefits

End of Procedure




