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Login Screen

{“f Favorites | {5

|@Un|ock\"ourpotential | | R v [ g v Pagev Safetyr Tools+ (@~ ”

Global Data

The Global Upload login process has changed. If you use ADM's Windows or email logins, you should log into the Global Upload using your

employee ID and your domain password (the same one you use to log into Windows or email at ADM). Otherwise, you should continue to
uze your Global Upload credentials to access the system.

For assistance in North America please call the I.T. Support Center at 1-217-424-5357. For assistance in South America please call the L.T.
Support Center at 55 11 51 85 3600. For assistance anywhere else please call the 1.T.Support Center at 31 75 6464600,

Employee Number:

Password:

Done el'.. Local intranet | Protected Mode: Off v ®100% -

Enter Employee Number: employee Number:

Enter Password: Password:

Click Login:



View Employees

Global Data

Global Data

Add Approvers

Lrtive Headront: 134,
Your count ineluces 0 emp oyees that have changed locations.

Logout

Search By: |AllHE

Filter By Enploycc ID
Filter B¥ Enployvee Last Name

cords |

—Filtars:

Luocalivns IS:I:L;L.. ;I
=

Stotus: | Seloct.

Hire Date

Termination

Date Actions

add

edithview

edithiew

Select ‘Search By’ to search for employees by Employee ID or Employee Last Name.

Select ‘Location’ to show only employees from that location: Locations: Select...

Select ‘Status’ to show only employees with that status:
Click to sort by Employee Number.

Click jEuf9llELT to sort by Employee Last Name.

Click to sort by Group.

Click to sort by Location.
Click to sort by Status.

Click to sort by Hire Date.

Click to sort by Termination Date.
Date

Click add to add new record.

Click editiview to edit/view record.

Status:

Select...

Click [ | cenfirm the above information is complete and accurate.

] to confirm.




Add new employees

Global Data

Home

Home = Add/Update Employes

Global Data

FRequired Field

= Re
+*Empl Ho.: | Payroll 1D:
“First Name: I TJob Title:
Middle Name:|| *Hire Date: 7
FLast Name: I Fldent: || Select
Office Phone: I TReports To: b=
Cell Phone: I FClass:|| Sslect
Emergency Contact: I * Status:|| Select
Emergency Home Phone: I Bargaining Status:|| Select
Emergency Work Phone: I Termination Date: <
* Group: |SEIE|:.1... Ea| Last Day Worked: oF
T Location: E
Comments: ;I
(=
Characters Remaining: 200

Once you have clicked the ‘add’ link, the above screen will be visible.
Please fill in appropriate fields before submitting the form. Required fields are Employee Number,
First Name, Last Name, Group, Location, Job Title, Hire Date, Ident, Reports To, Class, Status

Click GELILI to validate the information on the form and submit the information. When you

click the submit button, the box below will appear as a confirmation that you want to proceed with
the changes

Windows Internet Explorer x|

\?/I Are you sure ol waould like to submit changes?

Cancel

Click QEELEEI to reset the form after any changes you made.

Click GELEILI to return to the main page of the application.



Edit Employee Information

Global Data

Home

Home = Add/Update Employee

Global Data

FRequired Field

I Re
*Empl Ho.|| Payroll ID:||
*First Hame:|| * Job Title: ||
Middle Hame: | FHire Date:|01-01-2000 <7
FLast NHame: I Fldent: Im
Office Phone: I “Reports To e
Cell Phone: I FClass: m
Emergency Contact: I * Status: m
Emergency Home Phone: I Bargaining Status: Im
Emergency Work Phone: I Termination Date: &
FGroup: I Select... = Last Day Worked: &7
* Location: E
Comments: ~
-
Characters Remaining: 200
—ld il Gl

When you click the link to edit/view, the above form with be displayed with the selected employees infor-
mation. On this page, you will be able to modify current information on a employee.

Click <7 to remove a date for an employee returning from a leave or if a date was entered incorrectly.

You will not be able to edit the hire date and employee id for existing employee. If these need to be
updated, please notify the GED Administrator at globalemployeedatabase@adm.com.

Do not remove any of the required field information that was mentioned in the add section.

Click CEIIZID to validate the information on the form and submit the information. When you
click the submit button the box below will appear as a confirmation that you want to proceed with the

changes.
: x

\:.:) fre wou sure wou would like ko submit changes?

Cancel

Click QLI to reset the form after any changes you made.

Click GELEICI to return to the main page of the application.
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Re-Hire Employee

Global Data

Home

Home = Add/Update Employe

Global Data

FRequired Field

( [T Rehire
FEmpl No.: I Payroll ID: I
*First Name:|| * Job Title:|
Middle Hame: I FHire Date:| 01-01-2000 g
FLast Hame: | Fldent: ISaIaar)r VI
Office Phone: | “Reports To: e
Cell Phone: I FClass: m
Emergency Contact: I * Status: m
Emergency Home Phone: I Bargaining Status: Im
Emergency Work Phone: I Termination Date: &P
*Group: |Select - Last Day Worked: P
* Location: E
Comments:
Characters Remaining: 200
LN e

If an employee was terminated and coming back with full service recognition as a re-hire, the employ-
ee should continue to use the previously issued employee id. The terminated record needs to be edit-
ed to reflect the now Active status by using the check box for re-hires only.

Once you check the box, the dates entered in the Termination Date and Last Day Worked fields will be

automatically be removed. The status will update to ‘Active.’

Click

to validate the information on the form and submit the information. Also, the box

below will appear as confirm you have successfully transferred an employee.

Windows Internet Explorer

$ Are you sure you waould like to submit changes?

Zancel

X|

Click m to reset the form after any changes you made.

Click m to return to the main page of the application.

Click m to return to the main page of the application.
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Global Data

FRequired Field

Transfer an Employee to New Location

Global Data

T Re
FEmpl No.: I Payroll 1D: I
*First Name:|| * Job Title: |
Middle Hame: I FHire Date:| 01-01-2000 <P
FLast Hame: | Fldent: ISaIaar)r VI
Office Phone: | “Reports To: €2
Cell Phone: I FClass: m
Emergency Contact: I * Status: m
Emergency Home Phone: I Bargaining Status: Im
Emergency Work Phone: I Termination Date: &P
*Group: |Select - Last Day Worked: P
* Location: E
Comments: ;I
-
Characters Remaining: 200
LN e

Click the link to ‘Edit/View’ to display the employee information for the employee transferring.

You will modify the group and location information for the employee.

Do not remove any data from the required fields.

Click m to validate the information on the form and submit the information. Also, the box
below will appear as confirm you have successfully transferred an employee.

Windows Internet Explorer X|

! E [123356 - SMITH, JOHN was successfully fransferred from S5/v51 to 10/007

Click m to reset the form after any changes you made.

Click m to return to the main page of the application.



Transfer an Employee to New Location (cont.)

Global Data

Logout

Home > Wiew Employees

Global Data

Active Headcount: 39.

Y¥our count includes 2 employees that have changed locations. =earc By I’ﬁ“” R un =

9 L

— Flters:

Locatiors: [Seect

1

Status: [Seect

Status Actlons

edd

editiviews

edithviews

euiliviews

sditiviews

cdithvicwe

edithviews

edithriaws

S

edithriews

edithviews

After an employee has successfully transferred, you will notice your ‘Active Headcount’ will
update.

If you are transferring an employee to a new location, the above message will mention the total

amount of employees that have changed locations.

If an employee was transferred to your location, the above message will mention the total amount of
employees that are now added to your location.



Admin— Add Approvers Link (Only Primary Approvers)

MAINTAIN USERS

Group |Select. |

I Location E

When you click A£dd ~pproverz [ink on the home page, the above screen will be displayed.

To add an approver you must be in the first approver role. As a primary approver, you then must select a
group and location for the approver to be added to.

Click | Close | button to close out with out making any changes.
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Admin- Add Approver Cont. (Only Primary Approvers)

MAINTAIN LSERS

Group

Location

— 3
—

Ernpl Haimee A Livns

Fazzword Canfirm Pagsword .
I a4aa

| Close |

If you are the primary approver for the group/location, you will be able to add new approvers to that
group.

Next you can enter an employee number and then create a new password for the new approver and
click add

If an approver is already in that group/location, you are able to click 22 [ink next to that
approvers name. You may not delete yourself from a group location.

Click | Close | button to exit the maintain users form.

11



