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Attachments Can Be Added, Reviewed Or Removed

To Add An Attachment
Log into UMS via CITRIX.
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Select The PEAR

In UMS select the Pear (employee).

[T Pef Hum [~ Mo

Fatus
: " Cortains € Begirs with l—-

C=nber % Equals * Ends with
Account Object
Mission | Tadzy Lagk 3 months

qEn'gb}ﬂ:c | Thiz week 13t of vear

Entered By ' This monich | Pas: 1zmcnlhs”

Approved By JFouted Ta ™ Entered From
! Ba ng "3‘::1 To ! Fubre

Include [ Earles: Thiu Date From

[~ wnded Documents | Be
[~ Al Cocuments Which I Craated

= Inactive Documents

I Start Dabs From

|H-=.jii' 0 | To ||- hre

Acacemics ™ Fericd Erd From
i College of Medicine [e =
‘s Medidins

rReskrick To
I Doeumnerts inmy Routing Quesus

™ Documerics Requiring my approval

Qrganization

¥ Medicine and Below
I Use Funding Organizaticn

Rezet My Defaulk Save as Default Create Data Set




To Add or Edit An Attachment

Scan the document to be attached.

Click on Edit mode Or Add If A New Employee.
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Select Attachments (Tab).

Select Add (UMS allows for a variety of file types).
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Select the file to be attached.

Click On The File And It Will Attach, Or On The Open Button (The file is then attached).
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When you see the file (sample is Excel) in the Description area enter the appropriate code with a colon
and a description.

Attachment Codes:

ASW: = Affiliate Salary HRM: = Human Resources

ALL: = All Other Attachments not listed | PAY: = Payroll
here

Click Save and Close.
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To Review An Existing Attachment
Select the PEAR (employee).

Select Open.
Click on the Attachment tab.

Double click on the Image and it will open the Attachment.
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View Or Print

You can either View or Print the Attachment.
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