Uploading Attachments in NeoGov Onboard

Step 1: Click on Employees.
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Employee # Last Name First Name Direct Manage Position Start Date Online Access Active

. m Ross Diana Beta Test postions 10/15/2016 Activated Yes
. n4s2 Chavez Feli Executive Asst-Ele...  11/04/1991 Send Activation Yes
- 1684 CASAS AGNES Pur Asst Purchasin.. 03/16/1992 Send Activation Yes
- ns22 CANTU DIANA Justice of the Pea... 05/18/1992 Send Activation Yes
. 189l ABRUZZO CHANTELLE Legal Services Pro..  02/16/1993 Send Activation Yes
. 12044 VILLALPANDO MARIA Office Mgr 09/16/1992 Send Activation Yes
. 122n Arredondo Tracie Human Resources... 03/26/2007 Activated Yes
. 12356 DE LA CRUZ BERTHA Office Mgr Sr 04/23/2007 Send Activation Yes
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Step 3: Click on new hire’s name.
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| ] Photo Employee # Michelle Direct Manage Position Start Date Online Access

. 2005544 Perez Michelle Test Position (Trai... 05/13/2016 Activated Yes

. 5283 \ Perez Michelle Beta Test postions  08/01/2016 Activated Yes

1-2of 2items

Step 4: Scroll down to Notes & Attachments and click the + icon to add an attachment.

> A copy of the application, or resume if no application, and 1-9 documentation must be added
in this section for each new hire.
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Michelle Perez Note/Attachment Created By * | Created On = Actions
BETA TEST POSTIONS . .
[Attachment: certificate (2).pdf] Michelle Perez 09/15/2016 &
1-10of litems
Employee
Onboarding
Forms
t Export To PDF
| ] Form Name — Updated On : Status — Actions
Test Background Check Form 07/20/2016 10:54 AM Complete H &
19 Supporting Documents 09/09/2016 07:53 AM Complete Z B @

Mew Employee General Informati..  09/29/2016 03:54 PM Complete Y &
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Step 5: Add an optional note pertaining to the attachment, then click on the +Attachment button.
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To attach a file drag & drop here

Select a file from your computer...

Supported formats: .pdf, .doc, .docx, .xlIs, .xIsx, .ppt, .pptx, .txt and .rtf
The maximum allowed file size is 8MB.

Cancel

3|Page



Uploading Attachments in NeoGov Onboard

Step 7: After adding attachment, click Save.
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HRMD PHONE LIST - Last Update 03-30-15.pdf
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Step 8: A notice will appear at the top of the screen confirming the addition and the attachment will be
visible in the list.

» Click the @ icon under Actions if you’d like to view the document after attaching.
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The Note was successfully added to Employee X
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