Adding new documents and assigning a storage location

Documents can be added to any employee file quickly and easily. To do this, navigate to theblocked URLt

ab in the employee file.

Click onblocked URLto upload a new document.

Upload x

Upload document

Reference field:

+ Search for document

(@ Accepted file types: xis, xisx, doc, docx, pf, jpeg, Jpg, png, gif

Select a document and give it a new file name, if necessary.

Upload x

Upload document
Reference field:

+ Search for document

File name:

inkedin_Time_Management_Emma_Green| pdf

(@ Accepted file types: xls, xisx, doc, docx, pef, Jpeg, Jpg, png, gif

Under “Reference field”, select the appropriate section in the employee file, provided that you have

defined the document configuration accordingly.

Upload *

Upload document

Reference field Education.Documents/Weiterbildung

+ Search for document

File name:

inkedin_Time_Management_Emma_Green pdf

(@ Accepted file types: xls, xlsx, doc, docx, pdf, jpeg, jpg, png, gif

Click Apply.

Save the changes to the personnel file.
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{D Note

If the configuration for
documents is changed or
deleted after a document
has been uploaded and
assigned, the document will
only be displayed under Doc
uments, when the
corresponding reference
field has been deleted.

Even after configuration
changes, a document is
never removed, unless it is
deleted explicitly.

All documents can always
be found on the Documents
tab.
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https://confluence.personalabteilung.cloud/download/thumbnails/87785551/image2021-12-17_10-19-33.png?version=1&modificationDate=1639732774000&api=v2
https://confluence.personalabteilung.cloud/download/thumbnails/87785551/image2021-12-17_10-20-23.png?version=1&modificationDate=1639732824000&api=v2
https://confluence.personnel-department.cloud/display/TEST/Documents

Adding new documents and assigning a storage location

In addition to the Documents storage location, you will now find the document on the Education tab
next to the Training field.
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