PolicyTech® 10.6
Quick Reference — Document Owner (editing via Office Online Integration)
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Handle "Track Changes" Feedback

You can quickly view feedback from reviewers or approvers.

1. Reviewer or Approver
Feedback. If a reviewer or
approver chooses to revise
the document, it is sent
back to you with an
explanation.

2. View Tracked Changes.
To see tracked changes,
open the document in your
desktop version of Word. In
the Edit Document tab,
click the Edit Document
button and click Open in
Office.

2. Track Changes Details.
Hover the cursor over a
change to see who made it.

3. Accept or Reject a
Change. Right-click a
marked change and click
Accept or Reject.
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4. Comments. After reading
a comment, right-click it
and click Delete
Comment.
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Do a Periodic Review

You may be asked to review a document at specified intervals.

1. Periodic Review Task. Ata
designated time before a
periodic review comes due
you receive a task
assignment in a notification
email and in My Tasks.

MY TASKS

~ @ Periodic Review Required

Title

A Banking Policy and Relations (.1

2. Review the Document.
Check the document to see if
changes are needed. If so,

Status: Approved - Published

click Create New Version
and click Yes.

3. Make Changes. The document opens in draft mode where you
can make changes to content, Properties Wizard settings,
attachments, and the questionnaire.

4. Submit. When finished
updating, submit the new

version for review or Status: Draft- Draft
approval.

5. No Revision Necessary. If
you determine that no |
changes are needed, instead S rouet PU oo o Opronl) [
of creating a new version, ke Commene
click Options and click No R
Revision Necessary, which Requre o Read Again

resets the review date for
another period.



