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Overview
Within the "Documents" tab, employees are able to upload documents and download existing shared documents

within their respective file.

Searching & Downloading Documents
Within the "Documents" page, under the "Shared Documents" tab, employees are able to search for and download

documents that have been shared with them.

Once the intended document has been found, select the "Download" button to the right:



Uploading Documents
Selecting the "Resumes" or "My Uploads" tabs allows employees to upload documents to their respective file.

Uploading Resumes

When uploading a resume, enter the name, description, and select the appropriate file from your device to upload:

Once finished, select "Upload" to complete the uploading process and the resume will show within WebCenter:



Uploading Documents

When uploading a document, enter the title, description, select the appropriate Document Type, and select the

appropriate file from your device to upload:



Once finished, select "Upload" to complete the uploading process and the resume will show within WebCenter:

*Note* The updated WebCenter Employee Portal contains all the functionality as Legacy WebCenter, but in

the event you need to navigate back to Legacy, you can select the "Back to Legacy WebCenter" option to the

top right of the WebCenter window:



For more information on navigating to the Legacy WebCenter, along with the feedback survey, please see the

article titled Employee Portal - Navigating to Legacy & Feedback Survey.

Related Articles

http://kb.tempworks.com/help/employee-portal-navigating-to-legacy-feedback-survey

