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Litebite 9
USING STAFF DOCUMENT STORE

The ‘Staff Document Store’ allows users to store imported and/or G2 generated documents for individual staff members.
To access the Staff Document Store, users who have access to Staff Details already need to be assigned one or more of the following roles via Modules > System Management > User Management  by the G2 Administrator.

	Role 
	Description

	StaffDocStoreEdit
	edit document metadata properties

	StaffDocStoreDelete
	delete documents from the document store

	StaffDocStoreView
	view/download stored documents

	StaffDocStoreStore
	upload/store documents


***What files can be uploaded to the Document Store?
Currently you can upload documents which are .jpg , .doc , .docx , .rtf and .pdf types. [xls or csv files not permitted as yet]. The maximum size for each file is 10Mb.

Viewing the Documents screen

Go to General > Staff Details > click on the Documents tab for any staff record


· Each document uploaded to the Staff Document Store is linked to an individual staff member
· Each staff member’s documents are listed on the staff’s Document screen – they appear for the current academic year. Select year in School Year drop-down menu to view other years.
· The documents list can be filtered by Module, Function and Document type (such as Clearance, Contracts, Medical, Not Specified, Performance, Qualifications, Training) 

· Any document in the staff list can be downloaded by clicking on the Download File link - note, if the document is then edited and saved, it needs to be re-uploaded to the Staff Document store for the member of staff
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Use the Module list of options to filter out the ‘category’ of document (assigned to the document when created/uploaded to the Document Store). 
The COMM option relates to a document generated by mailmerge through G2’s Communicate function.
The Function list of options represents the method by which the document has been imported and is therefore a more automated option.
Uploading Files to the Staff Document Store

You can manually import any externally prepared document to a member of staff’s Document Store.


1. Go to General > Staff Details > find the staff record and click on the Documents tab > click on the Upload Documents [image: image2.png]


 icon. In the next pop-up window, click Browse  and locate and select the file you wish to import.
You can select more than one file if you wish.
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® Click on Browse to select the files to import.
® Amend the module and/or School Year if required.
® Click on Import to import the document.
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Note that the Module option is defaulted to IMPORT – you can change this to any of the other options available to associate the document more closely to its purpose should you wish.
You also have the option to add any notes about the document.

2. Click Import  to start the process.

The next pop-up window will confirm the file(s) you are importing and validate the file type and file size.
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® Some files may be of illegal file type, too big or already exist in the Cloud Document Store - these.
files are highlighted.
® Click on Import to complete the importing of legal documents.
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If any files are not of the type permitted or a file has exceeded the file size limit (see *** above), the filename will appear in red and will not be imported.
3. Click Import to proceed and then click OK to the confirm message,
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