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Introduction

Thepurposeofthis artideis toreview howyou canaccessand use the Documents featureinthe Adaptive Employee
Experience. Whenenabled, this feature willallowyou to view documents suchas taxwithholding forms, signed
acknowledgements, and more.

Navigation

Inorderto access your punchoptions, logintoisolved usingyour emailaddressand passwordyou created upon
authentication. Please ensure that passwords are aminimum of 12 characters (at least one lower case alpha[a-z], ore
upper casealpha[A-Z], onenumeric [0-9], and one special character. Spaces are allowed to support the use of easier
to remember passphrases. Going forward, your password will notexpire. Passwords may also not duplicate any ofyour
previous 10 passwords.

1. Yourfirst step will betokey inyour Username.
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Welcome! Please signin
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Username

essuser121@gmail.com

2. ClickontheNexticon.

3. Yourusernamewill appear and give you the option to rekey itbyclickingon “Thisis not my usermame.” If the
usernameis correct, enter the Password.

Ifyou have forgottenyour password, click on “Forgot my password” and create anew password.

5 Oncethe correct passwordis entered, clickontheNexticon.
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Welcome Page

Oncelogged in, youwill be greeted by the system. Your name and time willdisplay basedonyour time zone. See the
examplebelow.
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Good morning,

Regina

It's 8:58 AM

Accessing Documents

One ofthe ways to access Documents is through the Personal card.

e Personal u

Personal Information

Employment Information

Messages

Documentscanalso beaccessed viathe side menuitem for Personal then selecting Documents.

Time and Documents

Attendance Personal Information

Employment
Information

Messages
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Viewing Documents

TheDocumentssectionis arranged with different clickable categories to get towhat you're looking for. Forexample, if
youhave acknowledged any documents, the acknowledgement would be found inthe Acknowledgements category.

Documents
Confidential >
Acknowledgements

Personnel >

Document name 11 Document type 11 Date 11
Acknowledgements

> Employee_Handbook_2021.pdi  Signed Acknowledgement 04/16/2021
Uploads

(#) Upload document

Thecategories will containthe followinginformation:
o Confidential:

o |-9documents
o PHI
o Other

e Personnel

o Personnel
o Payroll
o Other

e Acknowledgements
e Uploads

Uploading Documents
Any of the document categories will give you an opportunity to upload documents. Click the plus @ buttonnext tothe
words “Upload Document” to beginthe process.

Other

Document name 14 Document type 11 Date 11

f__-f. Upload document
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Youcaneitherdrag and dropafile oruploadit by clicking the button ChooseFile.

Upload document x
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Drag and drop here
or

CHOOSE FILE

CAMNCEL NEXT

Whena filehas loaded, it will showa confirmation screenof the file youre trying toload. Click Next.

Upload document b 4

Form - Employee Direct D....pdf (0.08 MB) Change

Thenextscreenwill bring adrop-downlistoffolders.
e Personnel

Certifications

HR Documents
o Recruiting/NewHire
e |9
o Employeel-9a
o Employeel-9b
o Employeel-9c

o [-9Documentation
e Confidential - Other
o WOTCDocumentation
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e Personnel - Other

o Awards
o EmployeeDocument
o OnboardingDocument

e EEUploads
o EEUploads
SelectaFolder, Type, and thenenter a brief descriptionof the document in the Description box, thenclick Next.

Upload document x

Form - Employee Direct D....pdf (0.08 MB) Change

Details
Folder | Personnel - Other » l
Type Employee Document - l

Description

Direct Deposit Autherization l

The next screengives you options onaccessallowed for other user types. You can select the following:

e Select "Full Access” if the documentissomething the manager or supervisor could seeand edit.

e Select "Read Only”ifthey canread it but notdoanything else.

e [fthisis something foryour HumanResources or Payroll teamand youwould not typically share withyour
supervisor ormanager, select"NoAccess.”
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Afteryouve made your selections, click the Upload button to finish the process.

Upload document b 4

Form - Employee Direct D....pdf (0.08 ME) Change
Access
FULL READ NO
ACCESS OMLY ACCESS
You
Supervisor ]
Manager ]

CANCEL UPLOAD

Youll see abriefmessage at the top of the screen confirming the file has been uploaded and you can see the file under
the folder it was saved tointhe main Documents section.

/ﬁ‘l Documents Personal Information Employment Infarmation Messages
Documents
Confidential >
Other
@ Personnel i
Time and Dy name 1 Document type 11 Date 11
Attendance
Form - yee Direct e T M6/2021 8
? ng‘.gsi thoé |§ati”o?'.p:" Employee Document 04/18/2021 3
Pay and Tax Other (3 Upload document




