Import to TCM

U

Aftachmenis

Open Requisition Entry and search for a requisition number. Click on the paperclip (TCM)

The Document Mappings program will then open. Highlight “Requisition Attachment”.

Document Mappings

Document Map Title Document Type B
Generic Attachment Attachment (no searchable metadata)

Contract Attachment (R} Contract Attachment
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Then click on

You can import image files, such as a TIFF or JPEG, text files like HTML and RTF, and application files such
as PDF, Word and Excel

=
MNew

On the TCM Ribbon, click New

Then click on the option to Import

Navigate to the location where the file is saved.
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Double Click the saved file
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The document has been added. Click Save

to save the file to TCM




Scanning an image to TCM

Very similar to the Import option, however after clicking New

You will then want to choose a Scanner

Select a scanner B

FUWITSU fi-8130d) #2
Canon MG22

::. Click FUJITSU fi-6130d] #2
61 Swupre

Click Scan

Select a scanner
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The document is scanned and displayed in TCM

2 Impart Caphure Texd  Export Email  Prnt  Sficky Noles  Text Slamps  Redacions  Mighights  Edit  Mistory

Documents 1 Al i
Type Key Field o | | | ||| Bvaluetion  empioyes | Audt | T
Employes Evaluation - I Description
| swmse
i PERFORMANCE EVALUATION FORM
-
Type

Supervisor: D\ The document is scanned and

Department: displayed in TCM Date
| oae:__S
] Time in Position:
Related Documents i
Type  Key Field & | SECTION | - GENE Reviewer Number
l Consider each standa tely. Mark an X in the appropriate box which most
.i reflects the evalualor's response. A substandard performance rating on any

nerfarmanre standard must he  hw i 1t in tha snara nrovirsd




