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My file is your own HR record. It shows your job, pay, and documents once you're on the staff list.

In the sidebar, go to My work > My file.

Your login isn't on the staff list yet.
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e If not, ask your HR person or administrator to add you in People & HR.
o Click Edit my profile to update your sign-in details in the meantime.
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. If you're an administrator, click Add me in People & HR to add yourself to the staff list.
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In People & HR, an employee file has these tabs: General info, Admin, Private info, Job description,
Entrance, Comp & benefit, Time off, Reviews, Documents, Tasks, and History & leaving.

e Time off: My work > My time-off.
e Reviews: My work > My reviews.
e Expenses: My work > My expenses.



Tip: If something in your file is wrong, ask HR to fix it in People & HR.



