Add Document

Navigate to the Personal Information page.
Click the ‘Personal Information’ Icon.
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& Identification Info

My Documents
Click ‘Document Records’.

P e = Family and Emergency
0 Personal Details @ Identification Info . Contact Info @ Contacts

Details about yourself, such as View and edit your passport, driver Add or update ways you can be Add family and friends to contact in
name, date of birth, marital status, license, visa, and citizenship info. reached, such as phone, email, and case of emergency.
and national identifer. address.
@ Document Records Employment Info My Compensation
Manage your document records Details about your assignment, View your compensation detals,
and associated attachments, such such as legal employer, business such as salary and personal
as birth and marriage certificates, unit, department, and location. contributions.
awards, and recognition.

Adding Documents
Click on the ‘+ Add’ sign
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Choosing Document Type
Use the drop down menu and choose in the most appropriate Document Type
by typing in the Document Type field.
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Name ¢ Country & Category ¢ Subcategory

Absence Events DSN France Payroll

Achievements - nonperformance based Awards and recognitions

Adoption Legal document Personal

Adoption certificate Benefits

AHV-AVS Switzerland  Swiss Registrations Social Insurance Registrations
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Adding Document
Scroll down the page until
you see Attachments.
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Document Type

Click in the 'Drag and DrOp' Birth certificate|
field.
Country Category
All Countries Bengfis
Description

Documents associated with benefits certification - Birth certificate

Context Value -

Attachments

Drag and Drop
Select or drop files here.

URL Il Add URL

Choose Document
Navigate to your document and add.

Submit Document
Scroll to the top of the page and click ‘Submit’.

Review Upload

Once you have submitted your document, the Document Records page will
populate. You can review the document by clicking on the document name,
then clicking the eye icon.
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