HR Documents in MaxRecall

Login to https://bullergroup.maxrecall.com

To index documents:
 
· Save documents as a PDF or JPG only
· Click on Index
· Select HR from drop down menu
· Choose document type from menu
· Click on Show next to Manual Import
· Click on From Local Drive
· Choose Files and select file to upload
· Click open
· Click on Import Files
· Timer will count down to zero
· Document will show in the Ready column 
· Click on Open Task
· Enter employee info
· Click on save only
· Click on Finish
· Delete document uploaded in MaxRecall

To view documents:
· Click on View
· Click on document group, HR and then choose doc type from the menu
· Enter employee name under value
· Click on search




