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On the first screen click on ‘My personnel information’
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This will load your HR record
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From this click on the paperclip icon ,

this will load your documents window
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From this click on ‘filter by document type’

Select what type of document you want e.g. ‘Payslips
2015/16’
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Add a document.

Check out
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Show all revisions...

The documents will then be displayed. e

Request maintenance.

Delete

On a PC double clicking will open the document,

for iPad, click on Actions, and then Print, the document
will then open.

Add a document
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