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RFCUNY DIGITAL MAILBOX USER GUIDE (HUMAN RESOURCES)

Step 1. Visit www.rfcuny.org > Electronic Tools > Digital Mailbox

Create. Forgot Password?
PR RESEARCH BEx
X\ FOUNDATION CUNY
ABOUT PRINCIPAL INVESTIGATORS ELECTRONIC TOOLS LEARNING & RESOURCES ‘ STORIES
Maka paymests, Accrual Management
process requests. and
ssbt intormation Annual Wage Notice
inctantly. Roceive Contract Manager - NEW!
prompt receipt
el .. | dum
responses in an
sdectronic format Document Tracking - Legal
RFCUNY'S DIGITAL MA Dncumet Trcking - 1FS
Effort Reporting
HOME > ELECTRONIC TOOLS > DIGITAL MAILBOX Employes Bensfits Statemant
" Employee Wage Title Designator
8 aAA HUMAN RESOURCES DIGITAL MAILB
(™) A-A- Event Payment
RFCUNY's Human Resources Digital Mailbox Is 3| ‘e while
being from the employee, principal in| Payment Request Y's
Human Resources department Personnel Action Form (PAF)
Only designated RFCUNY Human Resources stal Personnel Vacancy Notice (PVN)
ACCRUAL MANAGEMENT
J) Property Management Y
el PSC-CUNY Grants Propasal
CONTRACT MANAGER - NEW! f RFCUNY DIGITAL MAILBOX USER GUIDE RF Calendar
DIGITAL MAILBOX Space Utilization Survey
DOCUMENT TRACKING - LEGAL Summer Salary
Time and Leave
DOCUMENT TRACKING - OTPS
Web Reports (Kuali 7/1/2013)
EERTATO Web Reorts (01d - 6/30/2013)
EMPLOYEE BENEFITS STATEMENT
EMPLOYEE WAGE TITLE DESIGNATOR
g

Step 2. Select Access RFCUNY's Digital Mailbox (Human Resources)

RESEARCH [ o |
<™\ FOUNDATION CUNY

T | ROCPUNSIGNOR | BROES | AN | RORONCTNS | bRecswsuees | s

RFCUNY'S DIGITAL MAILBOX
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HUMAN RESOURCES DIGITAL MAILBOX
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RFCUNY's Human Resources Digital Mailbox is a document delivery system that ensures digital files remain secure while
being from the employee, principal investigator, grants officer, or other designated personnel to RFCUNY's
Human Resources department.
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Step 3. Click on “Choose files” to upload documents to the digital mailbox.

@ RFCUNY Human Resources is requesting

RFCUNY Human Resources Digital Mailbox

& Only RFECUNY Human Resources will see these files unless they choose to
share them.
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How does this work?

Step 4. Enter your first and last name with a valid email address, then click “Upload.”
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RFCUNY Human
Resources Digital
Mailbox

£ Only RFCUNY Human Resources will see
these files unless they choose to share
them.
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+ Add another file

First name Last name

Minnie Mouse

Email address

Minnie.Mouse@cuny.edu
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Step 5. You have successfully uploaded the document to the Digital Mailbox. Click “Submit more files” to upload more documents.

Optional: Create your own Dropbox account.
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Thanks! You're all done.

RFCUNY Human Resources will be notified of your
submission.

Submit more files —
or

Want to request files from people you know? Create a
Dropbox account.

Minnie Mouse

Minnie.Mouse@cuny.edu
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