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This guide outlines the steps to follow to access, view and add team member
documents of record.

1. Navigate to 2. View existing document
Document Records records
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3. Add new documents

m Documents of Record are key documents that may be uploaded to be stored in the Oracle Fusion document
repository and attached to an employee’s record.

To view the document records for a team member, firstly navigate to the My Team tab on the homepage.
Next, select the My Team application.

Good morning, Tracy Nevin
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| The My Team Overview page is displayed, and a list of your team members is visible.
Select the three-dot icon to the right of the relevant team member’s name.

Choose Document Records from the pop-up options list.

= ORACLE

{ My Team

‘Show Filters

View By gnment Sort By | Name ascending

ADsence Balance.
Ball, Lacy
Akl Absence

A nytene Document

Position Name Business Unit

Housing Investment & Development Off indwell Metropolitan Borough Cour A Assigrenent
Location Name Uses Person Type a9 Guent T Care
Primary Email Cost Center

Primary Phone Department Name

#1964 SMBC-RGN using and Pa

Business Unit
andwell Metropolitas

Location Name User Person Type
Counci Hse Oldbu mployee

Primary Email Cost Center

Primary Phane Department Name

Jules, Clarence

| The Document Records page is displayed. The data displayed on the page may be changed by using the
various filtering and sorting options.

If there are lots of documents displayed, you may use the search facility to search for a specific document.

Document Records
Clarence Jules

Yocument Records + Add|v

Sort By | Last Updated - Descending
Document Type Last Updated Date

Category
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To look at a document of record in more detail, select the Spectacles icon.

Document Records

Document Records e
Search by type, name. or numbe  O,|  Show Filters

sort By | Last Updated - Descending

Document Type Name

First Ald Certificate First Ald P Pen- First Ad P Pen- 2024-07-01
Category Last Updated Date
Payroll 28/06/2024
AN
Document Type Last Updated Date .
Return to Work 14/06/2024
Category
Absence

Here the user has decided to look at the document record relating to a first aid certificate.

Selecting the Edit button will open the editing window, and you are able to make changes to the record from
here, including deleting the document if required.

You can view the attached document by selecting the blue text. A document preview window will open.

First Aid Certificate

o
Document Details
Document Type Country
First Aid Certificate United Kingdom
Category Created From
Payroll Individual compensation
Description

First Aid Certificate, Letter

Business Titl Name
Housing Investment & Development Officer First Aid P Pen- First Aid P Pen- 2024-07-01 b e
Attachments
preview sample first aid certificate docx
sample first akd centficate.docx (1289 KB) &, By Clarence Jules on 28/06/2024 0928
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m You can scroll through, zoom in and out of and even rotate the document in the preview window.

You are also able to annotate, print or save the document.

First Aid Certificate

If you wish to add a new document to record to a team member’s file, repeat steps 1 to 3 in this guide to
return to the Document Records page.

Select the Add button.

Document Records + Add |
Search by type. name. or numbe Q.| show Filters
Sort By | Last Updated - Descending
Document Type Name
First Ald Certificate First Ald P Pen- First Aid P Pen- 2024-07-01
b Category Last Updated Date

Payroll 28/06/2024
Document Type Last Updated Date &
Retun to Work 14/06/2024
Category

Absence
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The Add Document window opens.

Select the Document Type field, and then choose the type of document that you wish to add to the record
from the drop- down list of options.

(AR =R |

Pt

Add Document

Document Details

“Document Type
belect a value ]
Name Country Category Subcategory -
recognions
Long Term Disabiity Benefits Envoliment/Change/Termination
Manual Payments and Deoucum%w Bensiits Payrol Benefits
Manual Payments and Deductions for Others Payroll Deductions - Other than ]
Benefts
Marriage Legal document Personal
Marriage certificate Beneits

m Once a document type has been selected, more fields will appear. These fields may differ dependent upon
the document type selected.

Here we can see the user has added a document Name, a document Issued Date and a Comment.

To add a copy of the document to the record, select the add attachment blue text, and choose the Add File
option from the drop-down list.

Add Document

Document Details

*Document Type Category
Letter of Recogntion Awards and recognitions
Country
All Countries
ame Issuing Comments
Recognition of Contribution to ABC Project Well deserved recognition of Clarence's efforts in delivering this
project.
Issued On
/0972024 o
Attachments

Ada)

Ado

w Drag files here o dlick to add attachment v
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10 A file explorer window opens. Navigate to the document that you wish to add to the record and select it.

Next, select the Open button.

€ open

« © 1 W ThisPC > Desktop > v | sesrch Desktop »

Organize v New folder > m @ . @ ORG-2022Fusion .. (gl Rise_Template_CFO.
G 28-Lend DG A Name status Date modified Type size
Microsot Teams Gibasiog o) File folder
Notebooks &) Access and Run Reports Analyses and Dashboar... & Adobe Acrobat Docu. 2,820K8
& PenPotrats-N @) Accessing and Managing Your Team ) Microsoft Word Do. 19k8
& Pictures & cpa3380175 ° Adobe Actobt Docu 360K8
. o Festaid ceine @ Microsoft Word Doc 13k8
v e Tportal ° Internet Shortcut X
©) 06L-Gery 8 ) Microsoft Excel Work 16K8
B Socitm Group ) PPT_CFO04 Intro_to_ Oracle Fusion draft v0.1).. @ Microzoft PowesPoin. 23,361 K8
C83-South Ayrsy 4] GRG Completing Timecards for Team Members @) Adobe Acrobat Docu 0K8
CommunitiesOf 41 GRG Completing Timecards c} Adobe Acrobat Docu %KD
£ QRG Reviewing and Approving Timecards ® Adobe Acrobat Docu 1093 KB
= ThisPC £ QRG2 View and Manage Team Compensation ) 0y 751 Adabe Acrobat Docu 209 KB Bions
B 30 Objects
W Desitop © Recognition Letterfrom Chief Exec © Microsoft Word Do.. 13K8 l
% Documents :
PR @ SelfDirected Solutions for Sandwell Leam ) Microsoft Word Doc 20k8 L
by ) SystemDemoFeedback Aug2é o) Mictoscft PowerPoin. 3835K8 E
Bor Cai v e i © # i Beognition of Clarence’sefforts in delivering this
i L y
W Pictures 8 Video_Script3_HRO19_View_Employment Info.S... @ . Word 20k8
1 Videos @ Video_Scriptd_HRO19_Documents_of Record Se. Microsoft Word Doc 17Ke
wosic) @ Viveks_HR_Course Schedule NoManjit_Oct1_g. Microzoft Excel Work 538K
& Network v
File name: |Recognition Letter from Chief Exec e — 2
Upload from. mg' Cancel

w Drag files here or diick to add attachment v

1 1 The document has now been attached to the request.

To complete the process, select the Submit button and the document record will be updated.

Add Document

Document Details N
“Document Type cat
Letter of Recognition 7 Awards and recognitions
Country
All Countries
Name Issuing Comments
Recognition of Contribution to ABC Project Well deserved recognition of Clarence's efforts in delivering this
4 project. 4
Issued On.
wosr2024 )
Attachments
ﬁ Drag files here or diick to add attachment
I =1 Recognition Letter from Chief Exec.docx (12.92KB) &, | By Tracy Nevin on 11/09/2024 11:44

That brings this Quick Reference Guide to a close.
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