
Page 1 of 2 
 

 

 

Review Employee Documents 

 

To review an employees completed/signed document, lock in on the employee in the search box 

 

 

Click on Employee 

 

Under Employee Maintenance, click on Document (employee) or Document (company) to view the document type you 

want to review 
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If Manager or Employee is marked yes or no, or marked Private, will determine if the manager or employee can see 

the document. If the document is marked Private, only an HR Admin will be able to see the document 

 

 

 If Manager is marked yes or no, will determine if the manager can see the document. If the document is marked 

No for the Manager and marked Yes for Private, (the employee can’t see it), only an HR Admin will be able to see the 

document 

 

 

 

 

 


