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Attach or Delete a Supporting Document for a Job Requisition

Overview

Users who are attached to a job requisition (e.g. Org Chief, HR Shared Services) can upload and attach (or delete)
electronic documents that are relevant to a job requisition for future reference.

Note: Certain documents may be required for the approval, such as approved hiring restriction appeal documentation.
Attach a Supporting Document for a Job Requisition

In the Comments section within the applicable job requisition,

1. Click @ Aftach a document pegide the Supporting Documents heading.

Supporting Documents
pporting @ Attach a document

Comments for Recruiting

The Documents pop-up window opens.

2. Click Browse.

Documents x

Select a file to upload

Choose File: Upload

Browse... | Mo file selected.

File name Updated

Cancel OK
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The File Upload pop-up window opens.

3. Locate the applicable supporting document on your computer drive, and then click Open.

} File Upload ll
‘é(_‘\}v | . = Documents ~ 1Documents for upload - ml I Search 1 Documents for upload @‘
Organize v  Mew folder ==~ il @

B Desktop

=l Documents library

Downloads
ot 1 Documents for upload

= Recent Places

Arrange by: Folder ~

Mame Date modified - Type

- Libraries
3 Documents
J‘- Music

&= Pictures

H videos

@ Supporting Document for Req #1234 1312018 2:28 FM Microsoft Wi

18 Computer
ﬂ_f Windows (C:)
S emcknight2 (V\ad.w

C# intraweb (\yeg ].msLI | | LI
File name: ISupporting Docurnent for Reg #123-j IA” Files j
pen | Cancel |

_ A

The file name now appears in the field beside the Browse button.

4. Click Upload.

Documents X

Select a file to upload

Choose Fll€” | Browse... |Supp0rting Docum...T Req Upload

File name Updated

Cancel
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The message “Your attachment was successfully uploaded” displays.

5. Click OK.

Documents X

[i] Your attachment was successfully uploaded G

Select a file to upload

Choose File- | growse. . | Supporting Docum...r Req SRiil

File name Updated Delete

Supporting Document for Req #1234 docx 02/01/2018  15KB ]

Cancel OK

“Documents 1 attached” now displays beside the Supporting Documents heading.

Note: Other users who have access to the job requisition can click the @ Documents link to display the

supporting document.

& Documents 1 attached «G—

Supporting Documents

Attachments can also be deleted if necessary (e.g. attached in error). Refer to the Delete a Supporting Document from a
Job Requisition seciton of this document.
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Delete a Supporting Document from a Job Requisition

If an electronic document was uploaded and attached to a job requisition in error (e.g. the wrong file was selected to
upload) it can be deleted to remove it.

1. Click Documents beside the Supporting Documents heading.

& Documents|1 attached

Supporting Documents

The Documents pop-up window opens.

2. Click | under the Delete column beside the file name.

Documents X

Select a file to upload

Choose File” | growse... | No file selected. Upload

File name Updated Delete
Supporting Document for Req #1234 docx <= (02/01/2018 15 KB )

3. Click OK.
File name Updated Delete

Cancel OK

The attachment has been deleted and Attach a Document displays beside the Supporting Documents heading in the
Comments section of the job requisition.
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