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Accessing E-Signed Documents in Advanced HR 2.0

The employee who E-Signed the document and the Admin and the Manager will have access to the E-Signed
documents.

+ Employees can view all the documents that are associated with them (E-Signed or not)
» The Admin can access all documents which are associated to all the employees who they have access to
* Managers can access all documents of all the employees that report to them (E-Signed or not)
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Important: All previously published documents which had been accessible from the Documents (Company)
screen are now accessed as follows:

s For Admins - from the Documents (Employee) screen (HR Admin — Employee Maintenance — Documents
(Employee)).
o For Managers — from the Documents (Employee) screen (Manager Service — Employee Maintenance —

Documents (Employee))

o For Employees - from the My Documents screen (My HR — My Employment Summary — My Documents).

I's important to note that the while the integration with the HelloSign application enables the use of the E-Signature
feature, Signature documents are stored in Asure servers (as well as in HelloSign) both for your long term protection
(were something to occur to that application) and also to enable quicker response time. Note that Non-Signature
documents, on the other hand, are stored in Asure servers only.
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The View document screen can preview the following document types: .docx and .xslx; you can also download these
document types to your device. Although the system cannot preview the following document types: .doc and .xsl, note
that you can download these document types to your device.

If, on the View Document screen, you click on a document file type that cannot be previewed on the screen (not every
type can be previewed), the system displays the following message:

View document 1 X

DOWMLOAD

Click the Download button to download the document to your device.

Employees

Employees can view and download all the documents that are associated with them (E-Signed or not) from their My
Documents screen (My HR — My Employment Summary - My Documents):

1. From the Dashboard, the employee user clicks on the My HR tab.

2. On the My HR screen, the employee selects the My Employment Summary — My Document menu item.

ﬁ My HR ~ & Hank Wilson «

Q

My Employment Summary My Personal History My Payroll My Miscellaneous
atiol & My Achievement & My Direct Deposit # Home

& My Certificates & My Labor Allocation & My Alternate Rate
& Tocument & My Classes &M & My Employment Detail
& My Emergency & My Education
& My summary &Myl-9
& My Licenses y
& My Reviews &My Tax Form
& My Time Off
& My Skills

3. The system displays the employee’s My Documents screen listing all their documents including any that the user
has E-Signed.

Employee documents

ADD DOCUMENT

Document Category

Onboarding-Background Check Auth

|~

Onboarding-19

Onboarding-W4

Onboarding

The user can quickly download a document from the Employee Documents screen by clicking on the Download
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document icon

l

on the row for the document they want to view.

Employee documents

Deoscumend Category

To view a document, users click on a document row on the Employee Documents screen. The system will then display
the document in a drawer that appears from the right side of the screen. On the View Document screen, users can view
the document and also download it.

View document 1 | X

Charles Bartowski - Resume

This is Charles’s resume that he is keeping in his Employee Documents folder.

To download the document while viewing it on the View Document screen on the drawer, the user clicks on the
Download document icon

1

at the top right.

View document ] X

Admins

The Admin can access all documents which are associated to all the employees that they have access to from the
Employee Maintenance menu:

1. The Admin goes to HR Admin — Employee Maintenance — Document (employee).
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& HRAdmin ~  Quick Links

Account

i= Account List

# Update Account Privacy Policy
£ Payroll Data Cut-Over

@ PR Service Location List

% User/Company Assignment

@ User/Company Exclude

Company

# Home

£ Home Dashboard Setup
% Announcements

I Company Documents
B company List

Q

Applicant Tracking

2 Question Bank

 Status Setup

&3 Form Setup

¥ Application Version

& Job Posting

& App Tracking Dashboard

Onboarding

2 Question Bank

I Task List

JonBoard Prep
Honboarding Dashboard

Benefits

Brovinis Auto Supply (BAR) (WEB1200)

Company Setup

& Achievement

& Certificate

& Class

£ Compensation Change Reason

£ Employment

& Ethnicity

£ Frequency

£ License

% Pay Grade

& Pay Group

& Position

& Position/Org Change Reason
& Review

& shift

% Brown, Stephen (2)

Employee Actions

& Add New Hire
& Self-Service Setup
&x Terminate Employee

Employee Maintenance

& Employee Summary

& Achievement
& Alternate Rate
& Certificate

& Class

& Class irapid enroll)
& Compensation
A

& Mike Blake

& User List & Skill
& Plan / Policy  Status & Document
e & Termination Reason & Education
Company Structure E‘ Eg‘ﬁ‘;ye* Berefit & Worker Comp & Emergency Contact
& Division 1 Classes & Employment Detail
4 Branch 12 General Agent &to
¥ Department 1 Life Event Reason & Labor Allocation
£ Team 2 Waiting Rule & License
12 Dependents : g:fs‘ -
i £ Beneficiaries
Reporting £ Open Enrollment Setup & REVH‘EW
& Standard Reports & Monitor Open Enrollment &Sk
[ Quick Report Writer :?x Federal)
ax (stwe)
. Communication & TaxForm
Audit . & Time Off
& Notifications awis

Q Auditing

2. Select the company and employee, if not already selected.

3. The system displays the Employee documents screen for that employee listing all of their documents including
any that the user has E-Signed.

Brown's Auto Supply (BAR) (WEB1200) x Brown, Stephen (2) x

ﬁ HRAdMIn - Quick Links ~ & Mike Blake «

Employee documents

ADD DOCUMENT

Document Category

Onboarding i
1
New W4 L

The user can quickly download a document from the Employee Documents screen by clicking on the Download
document icon

l

on the row for the document they want to view.

Employee documents

Dacumend Categoiy

Empioyes

To view a document, users click on a document row on the Employee Documents screen. The system will then display
the document in a drawer that appears from the right side of the screen. On the View Document screen, users can view
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the document and also download it.

View document | | X

Charles Bartowski - Resume

This is Charles’s resume that he is keeping in his Employee Documents folder.

To download the document while viewing it on the View Document screen on the drawer, the user clicks on the
Download document icon

4

at the top right.

View document 1 x

To view a document, users click on a document row on the Employee Documents screen. The system will then open
the document in a drawer that appears from the right side of the screen. On the drawer, users can view the document
and download it.
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To download the document while viewing it on the drawer, the user clicks on the Download document icon at the top
right

l

View document l | x

Managers

Managers can access all documents of all the employees that report to them (E-Signed or not). Managers access the
Documents (Employees) screen from their Manager Service tab screen. Note that Managers cannot create E-
Signature document templates.

1. The manager goes to Manager Service — Employee Maintenance — Document (employee).

2. Select the company and employee, if not already selected. The employee must be one of the manager’s direct
reports.

3. The system displays the Employee Documents screen for that employee listing all of their documents including
any that the user has E-Signed.

Employee documents

ADD DOCUMENT

Onboarding

|~

|~

Onboarding-Background Check Auth

The user can quickly download a document from the Employee Documents screen by clicking on the Download
document icon

!

on the row for the document they want to view.
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Employee documents

Ciecumesy Categoiy

Employes

To view a document, users click on a document row on the Employee Documents screen. The system will then display
the document in a drawer that appears from the right side of the screen. On the View Document screen, users can view
the document and also download it.

View document | | X

Charles Bartowski - Resume

This is Charles’s resume that he is keeping in his Employee Documents folder.

To download the document while viewing it on the View Document screen on the drawer, the user clicks on the
Download document icon

1

at the top right.

View document 1| %
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