
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)

It’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:

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.

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

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

on the row for the document they want to view.

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.

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

at the top right.

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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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.

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.

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.

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

at the top right.

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

.

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.

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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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.

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

at the top right.
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