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Step 1: Click on Employees. 

 

 

Step 2: Search new hire’s name. 
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Step 3: Click on new hire’s name. 

 

 

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 I-9 documentation must be added 

in this section for each new hire. 
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Step 5: Add an optional note pertaining to the attachment, then click on the +Attachment button. 

 

 

Step 6: Drag and drop the desired file or click on the upload icon to select your file. 
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Step 7: After adding attachment, click Save. 

 

 

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. 

 


