HR - Accessing Employee Files Historical space

HR - Accessing Employee Files Historical Space

‘ext Extended ECM for SAP SuccessFactors combines information and document management features of OpenText Platform with employee
5 that are maintained in SuccessFactors.

y HR professionals can view and manage documents of historical employees in their scope. Exactly what one can see or act upon depends on the
= country access role you hold.

-ESSING EMPLOYEE FILE HISTORICAL PAGE

* Login to XECM historical by using THIS LINK.
» After logging in, you will be directed to the Historical HomePage as shown below. You will be able to see the country folders depending on your
access permissions.

n opentext”| Extended ECM ce21.2

prise » Extended ECM for SAP SuccessFactors Historical Documents

+ 2 Historical Documents v ® = o
D name ¢+ Q Size Modified

BE Belgium 13ltems  09/14/2022 8:15AM €%
= France 2 liems 07/05/2022 4:15 AM <5
: Germany B liems 07/05/2022 4:15 AM ﬁ

dentify any issues, have any questions or need general support, please either submit a request through ServiceOne or call our HR Operations
jues.

TORICAL WORKSPACE FUNCTIONALITIES

» Searching for the employee folder

n the n icon as shown below. Type in the employee name or the employee id and click enter.

" opentext”| Extended ECM
prise » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium
aF 3 Belgium v IS
O Neme + a Size Modified
h 10200001 Booth Seeley 16 ltems  09/29/2022 11:03AM ¥
|= 10200002 Brennan Temperance 6ltems 09/29/2022 11:03AM ¥

1 the employee name or the employee id as shown below and click enter.



https://acew1dxecmcnt01.eua.solvay.com/otcs/cs.exe?func=ll&objId=3235261&objAction=browse&viewType=1
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2Q2BKRAUYT2HL5BUCVCFI5HVEWJGORSW4YLOOREWIPJQGAYDAMBQGAYDAMBQGAYDAMJGOJSXG33VOJRWKSLEHUYTIMJUEZZW65LSMNSVI6LQMU6VGQSFEZYHE33WNFSGK4STN52XEY3FJZQW2ZJ5KNBEK===
https://sbsmycontacts-solvay.appspot.com/

N - Neil Harris

v 8 h fi h Belgi
prise » Extended ECM for SAP SuccessFactors » Historical Documents earch from here (Belgium)

ch within

ar -
Enterprise
M Size Modified
[ Mame + Q Enterprise [All Versions] ze Modie
B 10200001 Booth Seeley Help ltems  09/29/2022 11:034M
[ 10200002 Brennan Temperance Search forms ltems  09/29/2022 11:03AM 7
Bl 12000062 James Smith TTitems 08/282022 11:03AM ¥
ﬁ 12000118 John Johnson 16 ltems  09/29/2022 11:03AM ¢y
Bm 12000777 1 inda Bemun - R Bame  NOMGIIIT 1102 ARA s
arch results will be shown as below.
Neil Harris X Q
Search results: Neil Harris
Y About 1 hits m] ﬁ
Relevance v Expand all w
m 6343003 Neil Harris QTC By Admin
Date  09/29/2022 v

Enterprise > Extended ECM for SAP SuccessFactors > Historical Documents > Belgium

» Changing list view to grid view

-
n the Icon as highlighted below to change the view from list view to grid view.

Extended ECM for SAP SuccessFactors » Historical Documents Belgium

. Ba Belgium v El v
O Name + q Size Modified
B 10200001 Booth Seeley 16 ltems  08/28/2022 11:03AM  ¢%
: 10200002 Brennan Temperance 6 ltems 09/28/2022 11:03 AM {}
Bl 12000062 James Smith 17 ltems  09/29/2022 11:03AM  ¢¥
j 12000118 John Johnson 16 ltems 09/29/2022 11:03AM ¥
- —
—
iin, click on ! icon highlighted below to revert to the list view.

rise » Extended ECM for SAP SuccessFactors » Historical Documents > Belgium

aF B3 Belgium v

lect all 13 items Name ~ 4 Q
200001 Booth Ba 10200002 Brennan Ba 12000062 James Ba 12000118 John Ba 12000722 Linda Brown Ba 12000762 Barbara Doe
eley Temperance Smith Johnson

w 3 A o 3 o B3 v B wr B3



V TO PERFORM ACTIONS WITH FILES

rou are inside the employee folder, you can see the various documents of the employee.

™ opentext”| Extended ECM ce212
Extended ECM for SAP SuccessFactors » Historical Documents > Belgium 10200001 Booth Seeley
- B3 10200001 Booth Seeley v n o
) Mame 4 Q Size  Modified
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_00_|XOS &if 19KE 09292022 11:03AM %
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_01_IXOS.tif 40KB 08/29/2022 11:03AM €7
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_02_|XOS tif 48 KE 08/29/2022 11:03 AM w7
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-26_03_IXOS &if 43 KB  08/29/2022 11:03 AM <o
I 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_04_|XOS tif 42KB 09/20/2022 11:03AM  ¢¥
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_05_|XOS tif 44KB 08/29/2022 11:03 AM bird
! 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_06_IXOS tif 53 KB 08/29/2022 11:03 AM o
! 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_07_|XOS tif 16KB 08/29/2022 11:03AM %
! 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_08_|X08S tif 37TKB 08/29/2022 11:03 AM 7
! 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_09_|XOS tif 35 KE 09/29/2022 11:03 AM w7
'ou can select an item(s) by checking the box like this as shown below to perform certain actions. These actions are available in the menu
11
Iditional actions can be accessed by clicking on the icon.
N opentext”| Extended ECM ce212
rise » Extended ECM for SAP SuccessFactors » Historical Documents > Belgium > 10200001 Booth Seeley
B3 10200001 Booth Seeley v M o
D Name 4 Q Size Modified
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_00_IXOS.1if 19KE 09/20/2022 11.03AM %
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXOS tif 40KB 09/29/2022 11:03AM %
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_02_IXOS. tif 40KB 002002022 11:03AM %
ﬂ 12NNN118 7REE.FYD Camtridase ava imn 2N1NCANC2R N2 IYNS 4if AT R NaQMIN272 1102 AM )

rise > Extended ECM for SAP SuccessFactors » Historical Documents > Belgium > 10200001 Booth Seeley

=d o o Copy link Sendto v View permissions Download Ressrve Copy Add version Start workflow sos 2
O name & q Size  Modified
B) 12000118_ZBEE-EXP_Contridocs, xp, imp_2010-10-28_00_IXCS i 19KB 09/29/2022 11:03AM (¥

12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXOS 4f J0KB 09/26/2022 11:03AM %

ynote:
- It is used to Copy the document to another location. This doesn’t work so it is not to be used.

0-> Mail as link- This Feature needs a browser extension but that is not enabled in Syensgo environment so it cannot be used.

TONS AVAILABLE HISTORICAL EMPLOYEE FILE SPACE

rious actions available and steps to perform are given below.

/ link



Copy link

ature allows you to copy the folder link to the clipboard. Select the item and click on

prise » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium 10200001 Booth Seeley

ed o o - Sendto v View permissions Download Reserve Copy Add version Start workflow sss =
O nNeme 4+ @ Size Modified

5] 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_00_IXOS.tif 19KB 09/20/2022 11:03AM 7
@ 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_01_IXOS tif 40KE  08/29/2022 11:03AM 1%

k will be copied to the clipboard. This is confirmed by the message pop up as shown below.

n @ Link copied to clipboard.

rise » Extended ECM for SAP SuccessFactors @ Historical Documents » Belgium » 10200001 Booth Seeley

in share this copied link with others who have relevant permissions and if they open this link in the browser, they can see this document details, can
1d download that document as shown below.

N opentext”| Extended ECM ce212

Historical Documents > Belgium > 10200001 Booth Seeley > 12000118 ZBEE-EXP_Contridocs, exp, imp_2010-10-28 00 _IXOS.tif

12000118 ZBEE-EXP Contr/docs. exp. mup 2010-10-
28 00 IXOS.uf

Created by @) Admin
Vodified 09/28/2022 11:03 AM
Type Image

20KB

B 10200001 Booth Seeley

' Permissions

ature displays the permissions that are granted to users and groups with respect to the selected document.

View permissions
the item and click on .

rise > Extended ECM for SAP SuccessFactors » Historical Documents > Belgium > 10200001 Booth Seeley

ed o [i ] Copy link Sendto v Download Reserve Copy Add version Start workflow see

[ 3

O name + a Size  Modified
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_00_IXOS.tif 19KB 09/20/2022 11:03AM %
B 12000118_zBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXCS.tif 40KB 09/28/2022 11:03AM ¥

ow like the one below will display the permissions of the selected item.



N . opentext’| Extended ECM ce21.2

le » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium > 10200001 Booth Seeley

1200001 Boot... E 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_00_IXOS tif v
00118_ZBEE-EXP_Contridoc. . .
Q ame or group for permissions lookup
00118_ZBEE-EXP_Contr/doc
- - User | Group Permission level

00118_ZBEE-EXP_Contridoc A, Admin Full control
00118_ZBEE-EXP_Contridoc % [Content Server Administration] Read
00118_ZBEE-EXP_Contr/doc. Bl Public Access None
00115_ZBEE-EXP_Contridos 2% Business Administrators Full control

AL CS-DataAdmin/ SC - Granted Read
00118_ZBEE-EXP_Contr/doc

2% XECM-Test Read
00118_ZBEE-EXP_Contridoc

@ coreia, Paulo Custom
00118_ZBEE-EXP_Contridoc

@ mathew-ext, Nikhita Custom

Download

ature can be used to download the document into your local system. Select the item and click on

prise nded ECM for SAP SuccessFactors » Historical Documents @ Belgium 10200001 Booth Seeley

ed o o Copy link Send to ¥ iew permissions Reserve Copy Add version Start workflow e

D name 2 Q Size Modified

. 12000118_ZBEE-EXP_Contr/does, exp, imp_2010-10-28_00_IXOS.tif 19KB 09/29/2022 11:03 AM
12000118_ZBEE-EXF_Contr/docs, exp, imp_2010-10-28_01_IXOS tif 40KB  00/29/2022 11:03 AM

> will start downloading to your system as shown below.

N opentext’| Extended ECM cez1.2

e » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium » 10200001 Booth Seeley

o o Copy link Sendto v View permissions Download Reserve Copy Add version Start workflow wee 2
Name 4+ Q Size Modified
I 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_00_IX0S.tf 19KB 09/29/2022 11:03AM ¥
' 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXO3.tif 40KE 00/29/2022 11:03AM €%
l 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-26_02_IXOS. tif 49KB 09/28/2022 11.03AM  1¥
l 12000118_ZBEE-EXP_Cantridocs, exp, imp_2010-10-28_03_IXOS.tif 43KB  00/29/2022 11:03AM 1%
| 12000113_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_04_IXOS.tf 42KB 00/2912022 11:03AM 1%
| 12000118_ZBEE-EXP_Cantridocs, exp, imp_2010-10-28_05_IXOS tf 44KB 09292022 11:03AM  Y¥
| 3_ZBEE-EXP_Contridoss, exp, imp_2010-10-28_06_IXOS.tif 53IKE  00/29/2022 11.03AM ¢
l 8_ZBEE-EXP_Contridocs, exp, imp_2010-10-26_07_IXOS.tif 16 KB 09/29/2022 11:03AM €%
l I ZBEE-EXP_Contridocs, exp, imp_2010-10-28_08_IXOS.tif 3TKB 09/28/2022 11:03AM 1
0118 _ZBEE-EXP..Lif  ~ Show al x

ch Documents

an search for the required documents in the current folder by clicking on the magnifying glass icon as highlighted below.

1>



ise » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium

B3 10200001 Booth Seeley v

DY DWW 4

MName 4 E

12000118_ZBEE-EXP_Contr/docs,
12000118_ZBEE-EXP_Contr/docs,
12000118_ZBEE-EXP_Contr/docs,
12000118_ZBEE-EXP_Contr/docs,

12000118_ZBEE-EXP_Contr/docs,

. imp_2010-10-28_00_IXOS.
, imp_2010-10-28_01_IXOS 1
, imp_2010-10-28_02_|X0S 4
imp_2010-10-28_03_|X0S 1

,imp_2010-10-28_04_|XOS 1

10200001 Booth Seeley

1 the name of the document. You will find the document as shown below.

+.

N

Extended ECM for SAP SuccessFactors » Historical Documents > Belgium

[3 10200001 Booth Seeley v

opentext’| Extended ECM ce21.2

] Q 12000118 _ZBEELETJUB_f X X

a 12000118_ZBEELETJUB_Sen prem letter/calc_2010-10-28_15_IXOS tif

locuments

in filter the documents by type by clicking on the filter icon

rise

+

| criteria selection screen will appear . Click on the required criterias to filter the documents as shown below.

fr

ise

Extended ECM for SAP SuccessFactors » Historical Documents » Belgium

@ 10200001 Booth Seeley v

Name 4 Q

12000118_ZBEE-EXP_Contridocs,
12000118_ZBEE-EXP_Contr/docs,
12000118_ZBEE-EXP_Contr/docs,
12000118_ZBEE-EXP_Contridocs,

12000118_ZBEE-EXP_Confridocs,

Extended ECM for SAP SuccessFactors » Historical Documents > Belgium

3 10200001 Booth Seeley v

@

]

oo oo

DB BEB O

,imp_2010-10-28_00_|XOS 1
, imp_2010-10-28_01_|XOS &
,imp_2010-10-28_02_|X0S &
,imp_2010-10-28_03_|X0S &

, imp_2010-10-28_04_|XOS ¢

opentext”| Extended ECM ce21.2

Name 4+ Q

12000118_ZBEE-EXP_Contridocs
12000118_ZBEE-EXP_Coniridocs
12000118_ZBEE-EXP_Contridocs
12000118_ZBEE-EXP_Contridocs
12000118_ZBEE-EXP_Coniridocs
12000118_ZB8EE-EXP_Contridocs
12000118_ZBEE-EXP_Contridocs

12000118_ZBEE-EXP_Contridocs

ample, clicking on the Bitmap filter criteria will list all the

Y

exp, imp_2010-10-28_00_IXOS tif

k=

exp, imp_2010-10-28_01_IXOS tif

o

exp, imp_2010-10-26_02_IXOS 1if

o

exp, imp_2010-10-26_03_IXOS tif

=1

exp, imp_2010-10-28_04_IXOS tif

exp, imp_2010-10-28_05_IXOS tif

h:]

ex|

imp_2010-10-28_06_IXOS tif

-

exp, imp_2010-10-28_07_IXOS tif

tif files as shown below.

10200001 Booth Seeley

as highlighted below.

10200001 Booth Seeley

10200001 Booth Seeley

Size

19 KB

40 KB

49 KB

43 KB

42 KB

Size

35KB

19 KB

40 KB

49 KB

43 KB

42 KB

44 KB

53 KB

16 KB

Modified

09/26/2022 11:03 AM

09/29/2022 11:03 AM

09/29/2022 11:03 AM

09/29/2022 11:03 AM

09/29/2022 11:03 AM

Modified

09/29/2022 1:11 PM

Modified

09/26/2022 11:03 AM

09/29/2022 11:03 AM

00/28/2022 11:03 AM

09/29/2022 11:03 AM

00/29/2022 11:03 AM

Modified

08/28/2022 11:03 AM

09/29/2022 11:03 AM

09/29/2022 11:03 AM

08/28/2022 11:03 AM

08/28/2022 11:03 AM

09/29/2022 11:03 AM

08/29/2022 11:03 AM

09/28/2022 11:03 AM
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n opentext”| Extended ECM ce212

Extended ECM for SAP SuccessFactors » Historical Documents > Belgium 10200001 Booth Seeley

[ 10200001 Booth Seeley v HI
' by Images: Bitmap X X Clear all
e filters O O name + Size  Modified Location
©. O 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-... 19KB 09/29/2022 11:03 AM ﬁ 10200001 Booth Seeley <
O E 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10- 40KB 09/28/2022 11:03AM [ 10200001 Booth Seeley <
] 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10- 49KB 09/29/2022 11:03 AM E 10200001 Booth Seeley g
] 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-... 43 KB 09/29/2022 11.03 AM m 10200001 Booth Seeley <7
O 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10- 42KB 09/29/202211:03AM [l 10200001 Booth Seeley <
O E 12000118_ZBEE-EXP_Conir/docs, exp, imp_2010-10- 44 KB 09/29/2022 11:03 AM D 10200001 Beoth Seeley g
] 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10- 53KB  09/290/2022 11:03AM [ 10200001 Booth Seeley <
O 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-1C-.. 16 KB 09/29/2022 11:03 AM E 10200001 Booth Seeley g
O [E) 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-... 37KB 09/29/2022 11.03 AM E 10200001 Booth Seeley i
M BB snnnnein saee Fum A o i Amsnan arawe D T NI -~
J Favorite Documents
: Navigate to the document you want to mark as favorite as shown below and click on
rise » Extended ECM for SAP SuccessFactors @ Historical Documents > Belgium > 10200001 Booth Seeley
+ [ 10200001 Booth Seeley v 2 o
O Name &+ Q Size Modified
@ 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_00_IXOS tif 19KB 09/29/2022 11:03 AM E
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXOS tif 40KE 09/29/2022 11:03AM €%
12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_02_IXOS &f 48KB 09/29/2022 11:03AM 2
Add
. A pop-up similar to below will be displayed. Change the name of the favorite as required and click on as shown below.
+ f3 10200001 Booth Seeley v o
0 nName 2+ q Size Modfied
a 12000118_ZBEE-EXP_Contr/dacs, exp, imp_2010-10-28_00_IXOS.tif <7
Favorite name
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXOS tif 12000118_ZBEE-EXP_Contridacs, &xp, imp_z w
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_02_|XOS.1if ) [
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_03_IXOS.if . [
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_04_|XOS.if 42KB 09/29/2022 11:03AM 1Y
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_05_|XOS.1if 44KB 08/28/2022 11:03AM ¥
uccessful favorite addition, The icon in front of the document will change from :j to as shown below.
rise » Extended ECM for SAP SuccessFactors » Historical Documents » Belgium > 10200001 Booth Seeley
+ 3 10200001 Booth Seeley v noo
0 Name &+ a Size Modified
a 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_00_IXOS. tif 19KB 09/29/2022 11:03 AM E
12000118 ZBEE-EXP Contr/docs. exp. imp 2010-10-28 01 IXOS.iif 40KB 09/29/2022 11:03AM 1%

onal ways to perform actions on document



in hover your mouse pointer over the document and additional actions will be displayed. The actions are explained below. These individual actions
2ps to perform them are already explained above.

se ) Extended ECM for SAP SuccessFactors » Historical Documents > Belgium > 10200001 Booth Seeley

+ 3 10200001 Booth Seeley v =
0 Name ¢+ @ Size  Modified
N
a 12000118_ZBEE-EXP_Contridocs, exp, imp_20. 0O F£ E = .‘:./J 19KB  08/28/2022 1:32 PM b]
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_01_IXOS tif View permissions 40KB 08292022 11:03AM ¢
@ 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_02_IXOS tif Download 49KB 08292022 11:03AM €%
a 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_03_IXOS tif Reserve 43KB 08/29/2022 11:03AM €%
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_04_|XOS tif Copy 42KB 09/29/2022 11:03AM €%
Add version
a 12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_05_|XOS tif 44KB 09292022 11:03AM €
Start workflow
a 12000118_ZBEE-EXP_Contr/docs, exp, imp_2010-10-28_06_|XOS tif 53KB 08/20/2022 11:03AM €%
View Document
12000118_ZBEE-EXP_Contridocs, exp, imp_2010-10-28_07_|XOS tif 16 KB 09/20/2022 11:03AM ¢

- Properties : Displays the properties of the document.

- Copy link : Copies the link of the document to clipboard
.’

- Send to -> Mail as link : This Feature needs a browser extension but that is not enabled in Syensqo environment so it cannot be used.

- More actions like View Permissions, Download, Reserve, Copy, Add Version, Start Workflow and View Document.

dentify any issues, have any questions or need general support, please either submit a request through ServiceOne or call our HR Operations
jues.

st updated: 14 Oct 2022


https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2Q2BKRAUYT2HL5BUCVCFI5HVEWJGORSW4YLOOREWIPJQGAYDAMBQGAYDAMBQGAYDAMJGOJSXG33VOJRWKSLEHUYTIMJUEZZW65LSMNSVI6LQMU6VGQSFEZYHE33WNFSGK4STN52XEY3FJZQW2ZJ5KNBEK===
https://sbsmycontacts-solvay.appspot.com/
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