View and Upload Documents - Admin
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This guide walks through viewing your employee's documents in their profile as a
Manager or Supervisor
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Click the Tab you'd like to view.

Under All Documents, you can see the full list and Download.
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Subcategory: (1)
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Click the document you'd like to view and it will download.
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8  Click Add New to upload documents on any of these tabs
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9 Here you can upload, choose the category and choose who has access to this doc
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Click "All Documents" to view a list of all of them.
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Here you can select which documents you'd like to Download.
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Employee Documents
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Category: Confidential-Other (2)
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Onboarding Audit Report

OnboardingAuditReport.xlsx Onboarding Audit Report
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Click "Download Documents"
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