NAVEXeLosal-

PolicyTech Policy and Procedure Management

Reports Supplement




PolicyTech® 10.6 Reports Supplement

Copyright © 2018 NAVEX Global, Inc. NAVEX Global® is a trademark/service mark of NAVEX
Global, Inc. The NAVEX Global® logo is a trademark/service mark of NAVEX Global, Inc.
Unauthorized use of NAVEX Global, Inc.'s trademarks/service marks is strictly prohibited
without prior written permission from NAVEX Global, Inc.

10/31/2018



Table of Contents - i

Table of Contents

Table of Contents ... ..l i
Introduction to Reports ... ... 1
Report Access by Role and Permission _................................... 2
Access to My Tasks & Questionnaires Reports _._............................ 2
Access to Tasks by DocumentReports ... ... ... ... 2
Accessto Tasks by UserReports ... ... ... 2
Accessto Tasks by Group Reports ... ... 3
Accessto Document Reports ... ..o i 3
AccesstoUserReports ... 4
Access to Questionnaire Reports ... 4
Access to Exception Reports ... o . 5
AccesstoLogin Reports ... .. 5
Access to Superseded Reports ... .. 5
My Tasks & Questionnaires Reports ... ... ... ... ... 7
Report: Questionnaire Results (Personal) ... ... .. ... 7
DesCriptiON 7
Available to users with the following roles or permissions: ............. 7
Sample Report: ... 7
Howto Generate ... .. .o 8
Report: Questionnaire Certificates (Personal) ._..........................._. 12
DS CriPliON .. 12
Available to users with the following roles or permissions: _........... 12
Sample Report: ... . 12
Howto Generate .. . .. .. 13
Report: Document Owner - Periodic Review Tasks (Personal) ........._. 14
Description ... .. 14
Available to users with the following roles or permissions: ............ 15
Sample Report: ... 15
Howto Generate ... .. .. .. 15
Report: My Tasks ... .. 19
Description ... .. 20
Available to users with the following roles or permissions: ............ 20
Sample Report: ... 20
Howto Generate ... .. . .. 20
Tasks by Document Reports ... .. .. ... 23
Report: Tasks by Document-Current ... ... ... ... 23

PolicyTech 10.6 Reports Supplement



ii - Table of Contents

Description .. .. 23
Available to users with the following roles or permissions: ...._....... 23
Sample Report: L 23

Howto Generate ... .. .. .. 24

Report: Tasks by Document-All Tasks ... ... 29

DesCriptioN .. 29
Available to users with the following roles or permissions: ...._...._.. 29
Sample RepOrt: .l 30

Howto Generate ... ... ... .. 30

Report: Documents Due for Periodic Review ... 35

DesCriptioN .. 35
Available to users with the following roles or permissions: ...._....... 36
Sample Report: . . 36

How to Generate ... .. .o . 36

Report: Documents with LinkstoUpdate ... .. ... 43

DesCriptioN . 43
Available to users with the following roles or permissions: ............ 43
Sample Report: .. 43

How to Generate ... ... oo . 44

Task by User Reports ... .. .. 51
Report: Tasks by User-Current ... . ... 51

DesCriplioN .. 51
Available to users with the following roles or permissions: ...._...._.. 51

Howto Generate .. . .. .. 52

Report: Tasks by User-All Tasks ... 56

Description ... .. 56
Available to users with the following roles or permissions: ............ 56
Sample Report: ... 57

Howto Generate ... .. .. .. 57

Report: Document Owner - Periodic Review Tasks _._...................... 61

Description ... .. 61
Available to users with the following roles or permissions: ............ 61
Sample Report: ... . 61

Howto Generate .. .. . .. 62

Report: Document Owner - Links to Update Tasks .......................... 69

Description ... .. 69
Available to users with the following roles or permissions: ............ 69
Sample RepOrt: .o L 69

Howto Generate .. .. . .. 70

PolicyTech 10.6 Reports Supplement



Table of Contents - iii

Task by Group Reports ... .. 78
Report: Tasks by Group - Writer Groups ... 78
DesCriptioN ... 78
Available to users with the following roles or permissions: ............ 78
Sample RepOrt: . L 78
Howto Generate ... .. . .. 79
Report: Tasks by Group - Reviewer Groups _................................. 86
DesCriptioN .. 86
Available to users with the following roles or permissions: ............ 86
Sample RePOrt: .o L 86
Howto Generate ... .. . .. 87
Report: Tasks by Group - Approver Groups .................................. 94
DS CriPlON .. 94
Available to users with the following roles or permissions: ............ 94
Sample RepOrt: .ol 94
Howto Generate .. .. . .. 95
Report: Tasks by Group - Reader Groups ................................... 102
DS CriPlION .. 102
Available to users with the following roles or permissions: .......... 102
Sample Report: ..o . 102
Howto Generate .. ... . .. 103
Document Reports ... ... . . 111
Report: Document Assignments by Title ................................... 111
DesCriptioN ... 111
Available to users with the following roles or permissions: .......... 111
Sample RepOrt: .o 111
Howto Generate . .. .. L 112
Report: Document Countby Owner ... ... . 117
DS CriPtION .. 117
Available to users with the following roles or permissions: .......... 117
Sample RepOrt: .o 117
Howto Generate .. .. . .. 117
Report: Documents Accessed ... ..o o 119
DS CriPlON .. 119
Available to users with the following roles or permissions: .......... 119
Sample Report: .. . 119
Howto Generate ... .. . .. 120
Report: Document Duration in Workflow ... ... 126
DeesCriplioN .. 126

PolicyTech 10.6 Reports Supplement



iv - Table of Contents

Available to users with the following roles or permissions: .......... 126
Sample RepOrt: .o 127
Howto Generate .. .. ... 127
Report: Linked Documents ... ... . . 130
DS CriPtION . . 130
Available to users with the following roles or permissions: .......... 130
Sample RepOrt: oo 130
Howto Generate ... .. . .. 131
Report: Documents withinDateRange ... .. ... .. ... 136
DS CriPlION .. 136
Available to users with the following roles or permissions: .......... 136
Sample Report: ..o . 136
Howto Generate ... .. . .. 137
Report: Documents Approved as of a SpecificDate _...................... 141
DesCriplioN .. 141
Available to users with the following roles or permissions: .......... 141
Sample RepOrt: ..o 141
Howto Generate ... . . .. 142
Report: Change Summary with Version History and Documents
Replaced ... 145
DesCription ... 145
Available to users with the following roles or permissions: .......... 146
Sample Report: .. 146
How to Generate ... ..o oo 147
Detail Options . ... o 152
Report: Print Multiple Documents ... ... .. 153
DesCriplioN .. 153
Available to users with the following roles or permissions: .......... 153
HowtoGenerate ... ... ... ...l 153
Print Documents Options ... ... .o i 158
Paging OptioNns .. . 158
Properties ..o 160
Attachments ... 162
Report: Email Bounce Backs by Document ... .. ... ................... 162
DesCriplioN .. 162
Available to users with the following roles or permissions: .......... 162
Sample Report: .. 162
Howto Generate .. ... . .. 162
User Reports .. . 166

PolicyTech 10.6 Reports Supplement



Table of Contents - v

Report: Document AssignmentsbyUser ... ... ... 166
DS CriPlION .. 166
Available to users with the following roles or permissions: .......... 166
Sample RepoOrt: ..o 166
Howto Generate ... ... o i 167
Report: Documents Accessed by User ... ... ... 171
DesCriplioN .. 171
Available to users with the following roles or permissions: .......... 171
Sample RepOrt: ..o 171
Howto Generate ... ... .o oo 172
Report: Users CanceledMarkasRead ..................................... 178
DesCriplioN .. 178
Available to users with the following roles or permissions: .......... 178
Sample Report: 178
Howto Generate ... ... .o oo 179
Report: User Permissions ... ... L 181
DesCriptioN . 181
Available to users with the following roles or permissions: .......... 181
Sample Report: 181
Howto Generate ... .o oo 182
Report: Users with Bounce BackEmails .................................... 183
DesCriptioN .. 183
Available to users with the following roles or permissions: .......... 183
Sample Report: .. 183
How to Generate ... ..o oo 183
Report: Dedicated LICENSES ... .o ool 186
DesCription ... 186
Available to users with the following roles or permissions: .......... 186
Sample RepPOrt: . 186
Howto Generate .. .. ... . L 187
Questionnaire Reports ... ... ... 189
Report: Questionnaire Results by Document ... ................... 189
DesCriplioN .. 189
Available to users with the following roles or permissions: .......... 189
Sample Report: o 189
Howto Generate ... .o oo 190
Report: Questionnaire Resultsby User ... ... ... 195
DesCriptioN .. 195
Available to users with the following roles or permissions: .......... 195

PolicyTech 10.6 Reports Supplement



vi - Table of Contents

Sample RepOrt: ..o 195
Howto Generate ... ... .o oo 196
Report: Questionnaire Statistics ... ... ... ... 202
Available to users with the following roles or permissions: .......... 202
Sample RepOrt: .o 202

How to Generate ... ... o o 203
Exception Reports . ... .. . 208
Report: Exceptions by Document ... ... ... 208
DesCriplioN .. 208
Available to users with the following roles or permissions: .......... 208
Sample Report: 208
Howto Generate ... .o oo 208
Login RepPoOItS ... o 212
Report: Failed Logins Due to Insufficient Licenses ......................... 212
DesCriplioN .. 212
Available to users with the following roles or permissions: .......... 212
Sample RepOrt: ..o 212
Howto Generate ... ... .o oo 212
Report: Users Currently Logged In ... . 214
DesCriplioN .. 214
Available to users with the following roles or permissions: .......... 214
Sample Report: .o 214
Howto Generate ... .o oo 215
Superseded Reports ... ... 217
Report: Tasks by User-Writer Tasks ... .. ... 217
DS CriPlION .. 217
Available to users with the following roles or permissions: .......... 218
Sample Report: .. . 218
Howto Generate ... ... .o i 218
Report: Tasks by User - Reviewer Tasks ... .. ... 226
DesCriplioN . 226
Available to users with the following roles or permissions: .......... 226
Sample RepOrt: ..o 226
Howto Generate ... ... .o oo 227
Report: Tasks by User - Approver Tasks ... ... i, 235
DesCriplioN .. 235
Available to users with the following roles or permissions: .......... 235
Sample Report: .. oo 235
Howto Generate ... .o oo 236

PolicyTech 10.6 Reports Supplement



Table of Contents - vii

Report: Tasks by User - Assignee Tasks ... ... 244
DS CriPlON .. 244
Available to users with the following roles or permissions: .......... 244
Sample RepoOrt: ..o 244
Howto Generate ... ... o i 245
Report: Document Owner - Resubmit for Review Tasks ._............... 253
DesCriplioN .. 253
Available to users with the following roles or permissions: .......... 253
Sample RepOrt: ..o 253
Howto Generate ... ... .o oo 254
Report: Tasks by User - All Workflow Tasks .............................. 261
DesCriplioN .. 261
Available to users with the following roles or permissions: .......... 261
Sample Report: 261
Howto Generate ... ... .o oo 262
Report: Tasks by Document-InDraft ... .. .. .. ... ... 269
DesCriplioN .. 269
Available to users with the following roles or permissions: .......... 269
Sample Report: 269
Howto Generate ... .o oo 270
Report: Tasks by Document - In Collaboration ............................. 276
DesCriptioN .. 276
Available to users with the following roles or permissions: .......... 276
Sample Report: .. 276
How to Generate ... ..o oo 277
Report: Tasks by Document-InReview _.................................. 284
DesCription ... 284
Available to users with the following roles or permissions: .......... 284
Sample RepPOrt: . 284
Howto Generate ... ... ... . 285
Report: Tasks by Document - In Approval ................................... 292
DesCriptioN ... 292
Available to users with the following roles or permissions: .......... 292
Sample RepOrt: .o 292
Howto Generate ... ... oo o 293
Report: Tasks by Document - In Published .................................. 300
DS CriPtION .. 300
Available to users with the following roles or permissions: .......... 300
Sample RepOrt: .o 300

PolicyTech 10.6 Reports Supplement



viii - Table of Contents

How to Generate ... ..o oo 301
Report: Tasks by Document - All Workflow Statuses ...................... 308
DesCription ... 308
Available to users with the following roles or permissions: .......... 308
Sample RepOrt: .o 308
Howto Generate ... ... . .. 309
Report: Writer Tasks (Personal) ....... ... . 316
DesCriptioN ... 316
Available to users with the following roles or permissions: .......... 316
Sample RepOrt: .o 316
Howto Generate .. .. ... 317
Report: Reviewer Tasks (Personal) ... ... 322
DS CriPtON .. 322
Available to users with the following roles or permissions: .......... 322
Sample RepOrt: oo 322
Howto Generate ... . . .. 323
Report: Approver Tasks (Personal) ... ... . .. ... 327
DS CriPlION .. 327
Available to users with the following roles or permissions: .......... 327
Sample Report: ..o . 327
Howto Generate .. ... . .. 328
Report: Assignee Tasks (Personal) ... .. .. ... ... 333
DesCriplioN .. 333
Available to users with the following roles or permissions: .......... 333
Sample RepOrt: ..o 333
Howto Generate .. ... . .. 334
Report: All Workflow Tasks (Personal) ... ... 338
DesCriplioN .. 338
Available to users with the following roles or permissions: .......... 338
Sample Report: .. . o 338
Howto Generate .. ... . .. 339
Report: Questionnaire Results by Document ... ................... 344
DesCriplioN .. 344
Available to users with the following roles or permissions: .......... 344
Sample Report: o 344
Howto Generate ... .. . .. 345
Report: Questionnaire Resultsby User ... ... ... 350
DesCriptioN .. 351
Available to users with the following roles or permissions: .......... 351

PolicyTech 10.6 Reports Supplement



Table of Contents - ix

Sample RepoOrt: ..o . 351
Howto Generate ... ... .o oo 352
Selecting Documents or Questionnaires ................................. 358
Adding Document Filters ... ... 363
Selecting Users ... . 366
Transitioning to Next-Generation Reports ............................... 369
Staticvs. DynamicReportResults ... ... . 369
Recreating Superseded Report Results in a Next-Generation Report .374
Recreating a Superseded Tasks by Document Report ................. 375
Recreating a Superseded Tasks by User Report ........................ 378
Recreating a Superseded "My Tasks & Questionnaires" Report ..... 380
Working with Next-Generation ReportResults ......................... 383
Working with Report Layouts . ... ... ... 383
Selecting a System Layout Option ... ... ... 383
Task ReportLayouts ... .. . 383
Questionnaire ReportLayouts ... .. .. ... 386
Selecting a Custom or Shared ReportLayout ._...._.................... 386
Creatinga CustomReportLayout ... ... ... 387
Modifying or Deleting a Custom Report Layout .......................... 388
Settinga DefaultReportLayout ... ... 389
Working with the SummaryPane ... . .. .. .. ... 389
Changing the Chart Typeand View ... ... . ... 390
Filtering by Chartor Table Element ... .. .. .. ... 392
Printing or Savinga ReportSummary ... ... 393
Workingwiththe DataPane ...... ... ... .. ... ... 395
Grouping by Data Column ... .. 396
Working with Groupings ... oo 397
Working with Data Pane Columns ... ... 398
Showingand Hiding Columns ... ... 398
Arranging and Sorting Columns ... ... 399
Working with Column Filters ... ... ... .. 400
Exporting Report Results ... ... 403
Printing or Saving ReportResults ......................................... 403
Working with a Finished Legacy Report ... ... ... ... ................ 406
Using Saved Report Settings Features .................................... 408
SavingaReport's Settings ... ... 408
Using a Saved Report Setup to GenerateaReport ........................ 409
Emailing a ReportfromaSaved Setup ... ... 410
Disabling the Automatic EmailingofaReport ............................... 414

PolicyTech 10.6 Reports Supplement



X - Table of Contents

Creating Custom Reports with Excel ... ... ... 416
The ExcelReport Template ... ... ... 416
CoNtrOl 416
Security anNd ACCESS . ... L 416
Functionality ... . 416
Creatingan ExcelReport Template ... ... 417
Generatingan Excel Report ... .. 418
Sample RepOrtS ..o 419

PolicyTech 10.6 Reports Supplement



Introduction to Reports - 1

Introduction to Reports

PolicyTech includes many reports that let you check the status of and view
statistics about documents, questionnaires, and users. To access reports, in the
main PolicyTech window, click Reports.

PP”G EGJ:| REPORTS & Douglas johnson ~

Poicy & Pr

~ My Saved Reports

Documents
~ My Tasks & Questionnaires

Mmoo =2

Questionnaires
~ Tasks by Document

®

My Tasks

= ~ Tasks by User
il Reports

~ Tasks by Grou
£ System Sertings J !
~ Document Reports

v User Reports

~ Questionnaire Reports

<

Exception Reports
~ Login Reports

v Superseded Reports ()

N/'\VEXGLOBAL‘

The reports you have access to are dependent on the roles and system
permissions you've been assigned, so your Reports menu may look different
than the one shown above (see Report Access by Role and Permission for

details).
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2 - Report Access by Role and Permission

Report Access by Role and Permission

The tables below show the reports a user has access to by virtue of role and
system permission assignments.

Access to My Tasks & Questionnaires Reports

Report Document Roles with System Permissions
Access with Access
Questionnaire Results | all all
Questionnaire all all
Certificates
Document Owner— Document Owner none

Periodic Review Tasks

My Tasks all all

Access to Tasks by Document Reports

Document Roles with System Permissions

Access with Access
Tasks by Document - Document Owner Administrator
Current Proxy Author Report Manager
Tasks by Document - All | Document Owner Administrator
Tasks Proxy Author Report Manager
Documents Due for Document Owner Administrator
Periodic Review Proxy Author Report Manager
Documents with Links to | Document Owner Administrator
Update Proxy Author Report Manager

Access to Tasks by User Reports

Document Roles with System Permissions

Access with Access
Tasks by User - Current | Manager Administrator
Report Manager
Tasks by User - All ‘ Manager ‘ Administrator
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Report Access by Role and Permission - 3

Tasks Report Manager
Document Owner - Manager Administrator
Periodic Review Tasks Report Manager
Document Owner - Manager Administrator
LinkS tO Update Report Manager

Access to Tasks by Group Reports

Document Roles with

System Permissions

Access with Access
Writer Groups Manager Administrator
Report Manager
Reviewer Groups Manager Administrator
Report Manager
Approver Groups Manager Administrator
Report Manager
Reader Groups Manager Administrator
Report Manager

Access to Document Reports

Document Roles with

Access

System Permissions
with Access

Document Assignments | Document Owner Administrator
by Title Proxy Author Report Manager
Document Count by Document Owner Administrator
Owner Proxy Author Report Manager
Documents Accessed Document Owner Administrator
Proxy Author Report Manager
Document Duration in Document Owner Administrator
Workflow Proxy Author Report Manager
Linked Documents Document Owner Administrator
Proxy Author Report Manager
Documents within Date | Document Owner Administrator
Range Proxy Author Report Manager
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4 - Report Access by Role and Permission

Documents Approved | Document Owner Administrator

as of a Specific Date Proxy Author Report Manager
Change Summary with | Document Owner Administrator
Version History and Proxy Author Report Manager
Documents Replaced

Print Multiple Document Owner Administrator
Documents Proxy Author Report Manager
Email Bounce Backs by | Document Owner Administrator
Document Proxy Author Report Manager

Access to User Reports

Document Roles with

Access

System Permissions
with Access

Document Assignments | Manager Administrator

by User Report Manager

Documents Accessed Manager Administrator

by User Report Manager

Users Canceled Mark Manager Administrator

as Read Report Manager

User Permissions none Administrator
Company/User
Report Manager

Users with Bounce Back | none Administrator

Emails Report Manager

Dedicated Licenses none Administrator

Access to Questionnaire Reports

Document Roles with

Access

System Permissions
with Access

by User

Questionnaire Results | Document Owner Administrator
by Document Report Manager
Questionnaire Results | Manager Administrator

Report Manager
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Report Access by Role and Permission - 5

Questionnaire Statistics | Document Owner Administrator

Report Manager

Access to Exception Reports

Document Roles with System Permissions

Access with Access
Exceptions by none Administrator
Document Report Manager

Access to Login Reports

Document Roles with System Permissions

Access with Access
Failed Logins Due to none Administrator
Insufficient Licenses System/IT
Users Currently Logged | none Administrator
In System/IT

Access to Superseded Reports

Document Roles with System Permissions

Access with Access

Writer Tasks (My Tasks | Writer none
& Questionnaires)

Reviewer Tasks (My Reviewer none
Tasks &
Questionnaires)

Approver Tasks (My Approver none
Tasks &
Questionnaires)

Reader Tasks (My Reader none
Tasks &
Questionnaires)

All Workflow Tasks (My | all all
Tasks &
Questionnaires)
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6 - Report Access by Role and Permission

In Draft (Tasks by Document Owner Administrator
Document) Proxy Author Report Manager
In Collaboration (Tasks | Document Owner Administrator

by Document) Proxy Author Report Manager
In Review (Tasks by Document Owner Administrator
Document) Proxy Author Report Manager
In Approval (Tasks by Document Owner Administrator
Document) Proxy Author Report Manager
In Published (Tasks by | Document Owner Administrator
Document) Proxy Author Report Manager
All Workflow Statuses | Document Owner Administrator
(Tasks by Document) | proxy Author Report Manager
Writer Tasks (Tasks by | Manager Administrator
User) Report Manager
Reviewer Tasks (Tasks | Manager Administrator

by User) Report Manager
Approver Tasks (Tasks | Manager Administrator

by User) Report Manager
Reader Tasks (Tasks by | Manager Administrator
User) Report Manager
Document Owner - Manager Administrator
Resubmit f0r ReVieW Report Manager
Tasks (Tasks by User)

All Workflow Tasks Manager Administrator
(Tasks by User) Report Manager
Questionnaire Results | Document Owner Administrator

by Document Report Manager
(Questionnaire Reports)

Questionnaire Results | Manager Administrator

by User (Questionnaire
Reports)

Report Manager
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My Tasks & Questionnaires Reports - 7

My Tasks & Questionnaires Reports

The My Tasks & Questionnaires category includes the following reports:

Report: Questionnaire Results

Report: Questionnaire Certificates

Report: Document Owner - Periodic Review Tasks

My Tasks

Report: Questionnaire Results (Personal)

Description

Shows the overall and individual question results for all questionnaires you
completed when you marked documents as read, as well as results (if any) of
stand-alone questionnaires (those not attached to documents) that you
completed. The results are organized by document/questionnaire.
Available to users with the following roles or permissions:

All users with any assigned role or system permission

Sample Report:
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8 - My Tasks & Questionnaires Reports

Questionnaire Results by User
NAVEX Global powered by @ policytech
I Pages: 2 Generated By: Tawna Gifford Generated: 10/30/2014 08:00 I

Questionnaire Results by User

Site: Corporate

1. Gifford, Tawna (Accounts Receivable Clerk) Department: Accounting

Headquarters
Questionnaire Attempts (1)
[ 1. Family and Medical Leave (v.1) |
Ref. # Date/Time Taken Score Attempt #
331 10/30/2014 07:57 86 1

Objective: Understand the different types of leave and the eligibility rules.
1. How long must an employee have been employed before being eligible for leave?

Answer Chosen: @ 12 months
2. Which of the following is not a recognized leave type for our company?
Answer Chosen: @ Research leave

3. What is the maximum amount of time allowed for pregnancy leave?

Answer Chosen: @ 12weeks

Objective: Understand how to apply for a leave.
4. True or false: A victim of a crime can qualify for a leave.

Answer Chosen: @ True

5. If you know in advance that you will need a leave, you must contact:

Answer Chosen: @ Both Human Resources and your manager

6. If your leave was unforeseeable, you must complete a leave request form within how
many days from the start of your leave?

Answer Chosen: Q21

7. True or false: All paperwork pertaining to your leave is placed in your personnel file.

Answer Chosen: @ False

2. Family and Medical Leave (v.1)

Ref. # Date/Time Taken Score Attempt #
331 10/30/2014 08:00 86 1

172

How to Generate
1. Click Reports.

2. Click My Tasks & Questionnaires, and then click Questionnaire
Results.
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My Tasks & Questionnaires Reports - 9

E\PAIEEIEMYJ.‘EE!’ REPORTS & TomHansen ~

Home
~ My Tasks & Questionnaires

Documents

e Results
& Tesults Tor questionnaires you have taken

m o

Questionnaires

Questionnaire Certificates
View or print certificates for questionnaires you have taken

®

My Tasks

Reports Document Owner - Periodic Review Tasks
View your documents due for periodic review

My Tasks
View all your tasks

v Tasks by Document
v Document Reports
~ Questionnaire Reports

v superseded Reports

N/’\VEXGLOEAL'

All options available for this report are displayed on the left.

= QUESTIONNAIRE RESULTS

Detail Options ~

Output Format v Please choose options on the left, then click View Report.

& View Report E

N/’\VEXGLOEAL‘

3. (Optional) Click Detail Options, and then select any of the following:
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10 - My Tasks & Questionnaires Reports

Detail Options

Include Questionnaire Details
B nclude Archived Documents

Output Format

& View Report E

» Include Questionnaire Details: Include details about each
questionnaire question.

| 2. Family and Medical Leave {v.1)
Ref. # DatelTime Taken Score Attempt #
295 04/12/2013 11:27 AM 100 1

Objective: Understand the different type of leave and eligibility rules.
1. How long must an employee have been employed before being eligible for leave?

Answer Chosen: @ 12 months

2. Which of the following is not a recognized leave type for our company?

Answer Chosen: @ Research leave

3. What is the maximum amount of time allowed for pregnancy leave?
Answer Chosen: @ 12 weeks
Objective: Uderstand how to apply for a leave.
4. True or false: A victim of a crime can qualify for a leave.

Answer Chosen: @ True
5. If you know you will need a leave, you must contact:

Answer Chosen: @ Both human resources and your manager

6. If your leave was unforseeable, you must complete a leave request form within how many
days from the start of your leave?

Answer Chosen: 9 15

= Include Archived Documents: Includes all archived documents with
questionnaires and all archived stand-alone questionnaires.

4. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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My Tasks & Questionnaires Reports - 11

Detail Options

Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report

5. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.

Detail Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

6. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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12 - My Tasks & Questionnaires Reports

= QUESTIONNAIRE RESULTS (-]
Detail Options ~ Page | 1 viofl 3 B B & $ % saers pOF v &
Output Format v
Questionnaire Results by User
NAVEX Global & policyr
[Pages2 Generated By: Tom Hansen Generated: 10/3072018 2.16 PM
Questionnaire Results by User
1. Hansen, Tom (Accounting Manager) Site: Corporate Headquarters  Depariment: Accounting
Questionnaire Attempis (2)
[ Gonfiict of Interest Survey (v.1) |
Ref # Questionnaire  Dato/Time Taken Attempr #
Version
298 1 09/26/2018 3:03 PM 1

Section: General Questions
1. Please list your employer(s) or athers for whom you have provided goods or services within
the past three (3) months. (List only those who contribute 26% or mare of your lotal yearly
income.)

Answer Chosen: NAVEX Global

N

Are you or have you been, within the past twelve (12) months, a member of the Board of
Directors. an officer. or principal of any corporation. company. association. institution. or
other business?

Answer Chosen 9 No

3. Other than incidental ownership, do you, or daes any member of your immediate family, have
a direct or indirect ownership of other financial interest in any corporation, company,
institution. or other business? (Incidental " means less than 10% of the ~

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B [C D E F|G|H | J| K L M N [¢] P Q R S
1 'Unique ID First N Midi Last Na Job Titl Site Depar Ref Title (Version) Vers Ques Date/Time Taken Score ObjeAttempt # Question ID Question Answer ID Ansu Corr
2 djohnson Dougla M. Johnsor Chief E Corpt Admir 263 Vacation Polic: 2 1 08/29/2011 17:06 100% 1 1 7 How many 13 10 Yes
3 |djohnson Dougla M. Johnsor Chief E Corpi Admir 253 Vacation Palicr 2 1 08/29/2011 17:05 100% 1 1 10 When ma 19 After Yes
4 djohnson Dougla M. Johnsor Chief E Corpt Admir 253 Vacation Polic: 2 1 08/29/2011 17:05 100% 1 1 11 An employ 2y Ne

Report: Questionnaire Certificates (Personal)

Description

Lets you view and print certificates for all questionnaires—both document
questionnaires and stand-alone questionnaires—you've passed.

Note: For a certificate to be available for a questionnaire, the document
owner who created the questionnaire must have enabled the certificate
option in the questionnaire settings.

Available to users with the following roles or permissions:
All users with any assigned role or system permission

Sample Report:
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My Tasks & Questionnaires Reports - 13

CERTIFICATE OF COMPLETION

This is to certify that
Douglas Johnson

has successfully completed

Check Signing Authority (v.2)

PRESENTED BY Demo Site

COMPLETION DATE 08/14/2013

CERTIFICATION NUMBER 18

How to Generate

N

Click Reports.

N

Click My Tasks & Questionnaires, and then click Questionnaire
Certificates.

EPLHEEYJ.,EE!:I REPORTS & TomHansen ~

Home
~ My Tasks & Questionnaires
Documents
Questionnaire Results
WS the results for questionnaires you have taken

Questionnaires

My Tasks

Wil Reports Document Owner - Periodic Review Tasks
View your documents due for periodic review

My Tasks
View all your tasks

v Tasks by Document
v Document Reports
v Questionnaire Reports

v Superseded Reports

NAVEX sLosar:

3. (Optional) Click Print for one of the listed documents or questionnaires.

PolicyTech 10.6 Reports Supplement



14 - My Tasks & Questionnaires Reports

Questionnaire Certificates x
Title Quesl\c!ma\re Date Taken Score Print Certificate
Version
Family and Medical Leave (v.2) 1 10/02/2018 100% | [ Print |
-

The certificate is displayed in a separate browser window where you can
save or print it.

& policytech E S & 3 savens [[IE B

CERTIFICATE OF COMPLETION

This is to certify that
Douglas Johnson

has successfully completed

Safety Guidelines (v.2)

PRESENTED BY NAVEX Global

COMPLETION DATE 09/30/2016

CERTIFICATION NUMBER 3

Report: Document Owner - Periodic Review Tasks
(Personal)

Description

Shows the status of your periodic review tasks. You can choose to include only
those tasks that are incomplete, overdue, or completed.

PolicyTech 10.6 Reports Supplement
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Available to users with the following roles or permissions:
Document owner

Sample Report:

Documents Due for Review by Owner

NAVEX Global All Dates = policy:
I Pages: 1 Generated By: Tom Hansen 10/28/2014 15:18 I
Summary
Due within 1
Overdue Month(s) Complete
2 o NiA

Review Status by User

Legend . Owverdue l:l Due within 1 . Not Overdue
Maonth(s)
. Site: Corporate Depariment: Accounti
| 1. Hansen, Tom {Accounting Manager) Headquarters ng
Overview
Owned (27)
Owerdue (2)

Due within 1 Month(s) (0}
Incomplete Tasks

Days Action Date/Time Ref Title (Version) In Progress Status Due Date
Remaining #
1. (-12} Waiting NiA 2 _rl\ Accounts Payable 06/30/2014
and Cash
Distribution (v.1
2. (-8 Waiting ~ NIA 3 M Bad NSF Checks 03/04/2012
e 11

b

How to Generate
1. Click Reports.

2. Click My Tasks & Questionnaires, and then click Document Owner -
Periodic Review Tasks.

Note: You will only see the task reports for the roles you've been assigned.
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gpk!ﬁ!l?ﬁﬁ REPORTS & TomHansen ~

Home

~ My Tasks & Questionnaires

Documents

Questionnaire Results

Questionnaires Shows the results for questionnaires you have taken

Questionnaire Certificates

My Tasks
d View or print certificates for questionnaires you have tzken

bl Reports | Document Owner - Periodic Review Tasks |
VieW your documents dUe for perogic review

My Tasks
View all your tasks

v Tasks by Document
~ Document Reports
~ Questionnaire Reports

v Superseded Reports

N/’\VEXGLOEAL

All options available for this report are displayed on the left.

= POLICYTECH DOCUMENT OWNER - PERIODIC REVIEW TASKS
Detail Options

f=ccetons Please choose options on the left, then click View Report.

Output Format

N/’\VEXGLOEAL'

3. (Optional) Click Detail Options, and then select any of the following:
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Detail Options
Include Document Details
B Include Graphs

B Include Due Dates

Task Options

Output Format

¢ View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

" o Site: Corporate Department: Accounting
1.1 , Tom (A g M ) Headquarters
. Overview
Cwned (27)
Cwverdue (2)

Due within 1 Month(s) (0)

Incomplete Tasks
Days Action Date/Time Ref. Title (Version} In Progress Status Due Date
Remaining #
1. 25 ‘Waiting MNIA 2 Accounts Payable 11/30/2014
and Cash
Distribution (v 1
2 42 ‘Waiting  N/A 3 i Bad NSF Checks 09/24/2014
1)

= Include Graphs: Adds a graph to the report's Summary area.

Summary
Overdue D":Dmi;; 1 Complete
13 0 NIA
14
S"} 12 4
]
o 10
s 8
o
T 6
o
E 4
=1
Z 2
17 814 1520 2228 2989 90119 120

Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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4. (Optional) Click Task Options, and then click Only Overdue Tasks or
Overdue & Upcoming Tasks.

Detail Options

Task Options

() Only Overdue Tasks
@ Overdue & Upcoming Tasks

Output Format

¢ View Report E

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Detail Options
Task Options
Output Format
O standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.
Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.
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7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

= DOCUMENT OWNER - PERIODIC REVIEW TASKS (-]

Detail Options Page 1 vof [ 1 @ & % saveas poF v | @

Task Options Document Owner Tasks - Overdue Tasks
NAVEX Global All Dates e policy!
Qutput Format
| Pages: 1 Generated By: Hansen. Tom Generated: 06/01/2016 09:10
Summary
Overdue Due within 1 Month(s) Complete
1 N/A 0

Users with Tasks

Legend W overdue [ Due within1 B notOverdue
Monthis}
T Hansen, Tom (Accounting Manager) Sie Corporate Deparment Accounting
'
. Owned Overdue
0 1
Overdue Tasks (1)
Action Ref # Tite (Version) InFrogress  Due Dats
Remaining Status

1 (-17) Waiting 2 A Accounts Pavable and Cash 09/02/2016
1)

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B [ D E G H 1 J K L
Site Department User Job Title Incomplete Total Tasks Over 30 Days Action Date/Time Ref. # Title (Version)
Corporate Headquarters Human Resources Darren Breen Personnel Manager 4 10 Waiting NA 5 Captilization (v.1)
Corporate Headquarters Human Resources Darren Breen Personnel Manager 4 10 0 Waiting NA 11 Fixed Assat Control (v-1)
Corporate Headquarters Human Resources Darren Breen Personnel Manager 4 10 0 Waiting NA 12 Invoice Billings (v.1)

I
Corporate Headquarters Human Resources Darren Breen Personnel Manager 4 10 0 Waiting N/A 19 Performance Evaluation - Accounts Payable

P PN

Report: My Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports you may have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set a minimum of report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.
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Description

Shows information about your assigned tasks. You can choose to include
incomplete and complete tasks as well tasks in upcoming levels.

Available to users with the following roles or permissions:
All users with any assigned role or system permission.

Sample Report:

o 1o <[] ©
~ Summary ¢ o
Task Type Task Count
® Read/Complete 3
Submit 2
~ Data "]
User Tasks Status Title Date Assigned
A~ Task Type: Read/Com...  100% Complete 3
Hansen, Tom (Accou... Complete Canflict of Interest S... 09/26/2018
Hansen, Tom (Accou... Complete 4 Travel Palicy 10/02/2018
Hansen, Tom {Accou... Complete L Family and Medical... 10/02/2018
v Task Type: Submit (2) 0% Complete i
15 30 60 Page 1 0f 1

How to Generate
1. Click Reports.
2. Click My Tasks & Questionnaires, and then click My Tasks.
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E\S]AIEEIEMYJ.‘EE!’ REPORTS & TomHansen ~

Home

~ My Tasks & Questionnaires

Documents

Questionnaire Results

Questionnaires Shows the results for questionnaires you have taken

m o

Questionnaire Certificates
View or print certificates for questionnaires you have taken

®

My Tasks

Reports Document Owner - Periodic Review Tasks
View your documents due for periodic review

My Tasks
View allyour tasks

v Tasks by Document
v Document Reports
~ Questionnaire Reports

v superseded Reports

N/’\VEXGLOEAL'

Task options available for this report are displayed on the left.

= MY TASKS

= Task Options
Incomplete
- Please choose options on the left, then click View Report.

B Upcoming

@ Show optional tasks

@& View Report

NAVEX aLosar:

3. (Optional) Under Task Options, Incomplete and Complete are selected
by default.
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& Task Options

4.

Incomplete
Complete

B Upcoming

B Show optional tasks

& view Report

Select Upcoming to include information about your assigned tasks in a
subsequent level in an active workflow status. For example, if a document
to which you're assigned has three approval levels and is currently in level 1
of the Approval status, selecting Upcoming would also include information
about your tasks assigned to approval level 2 or 3.

Select Show optional tasks to include information about complete,
optional reading tasks, where you marked documents as read even though
you were not assigned reading tasks for those documents.

Click View Report.

Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to
refresh the report contents.

5.
6.

Choose a report layout (see Working with Report Layouts).

Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

(Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Tasks by Document Reports

The Tasks by Document category includes the following reports:

Tasks by Document - Current

Tasks by Document - All Tasks

Documents Due for Periodic Review

Documents with Links to Update

Report: Tasks by Document - Current

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports you may have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set a minimum of report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description

Shows information about tasks in the selected documents' or questionnaires'
current workflow status. For example, if a selected document is currently in the
Approval status, the report would include information about that document's
approver tasks. You can choose to include incomplete and complete tasks as
well tasks in upcoming levels.

Available to users with the following roles or permissions:

Manager, Report Manager, Administrator

Sample Report:
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Layout: - o
~ Summary ¢ o
Task Type Task Count
[ ] Read/Complete 120
Approve 20
Submit 13
[ ] Review 6
(] Write 3
~ Data £
a]
Tasks Status User Title
v Task Type: Approve (20) & 1
v Task Type: Read/Complete (120) 42 1
A~ Task Type: Review (6) = 4
Incomplete Breen, Darren (Persannel Manager) Healthcare Benefits
Incamplete Howard, Susan (Administrator) Healthcare Benefits
Incomplete Eenton, Carol (Manager) Canflict of Interest Policy
Incomplete Driggs, Shiela (Director of Finance) Conflict of Interast Policy
Incomplete Breen, Darren (Personnel Manager) T Travel Palicy (Europe)
Incomplete Leonard, Lynn (Director of Education) T Hiring Policy (West Region)
~  Task Type: Submit (13) 4 13
~  Task Type: Write (3) & 2
15 30 60 Pagelofl

How to Generate
1. Click Reports.

2. Click Tasks by Document, and then click Tasks by Document -
Current.
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Home

My Saved Reports
Documents

~ My Tasks & Questionnaires

H REPORTS & Douglas johnson
#
[N}

Questionnaires

~ Tasks by Document

& My Tasks

y Document - Current
Reports View only the current {(mast recent) user task status for the selected documents in their current state.

& System Settings Tasks by Document - All Tasks
View any and all tasks completed for the selected documents, including tasks completed in the past and in statuses
otner than the currently active one

Documents Due for Periodic Review
View documents due for periodic review

Documents with Links to Update
View documents with links needing to be updated

<

Tasks by User

<

Tasks by Group

~ Document Reports

<

User Reports

<

Questionnaire Reports

v Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOEAL
Privacy statement | Tei olicy share

3. Selectdocuments or questionnaires to include in the report (see Selecting

Documents for help), and then click OK.

Documents

Content Type Documents -

Status All Statuses v

site Corporate Headquarters ~ Add All From This Site €3 Add All From Al Sites

Select By Title o

Title Type here to search by title,

Available Documents Selected Documents w

Shift+Click selects a span of checkboxes.
3 Add Filter(s) X Clear Filter(s)

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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after the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - CURRENT

[ Documents

& Users
Please choose options on the left, then click View Report.

&= Task Options
Incomplete
Complete
@ skipped

[

@ Documents with no tasks

[ ized tasks on master

& view Report

N/‘\VEXGLOBAL‘

4. (Optional) You have the option to limit the documents/questionnaires
included in the report to only those with tasks assigned to specific users.
Click Users, click Custom Selection, and then select users in the same
way as you would for a user-based report (see Selecting Users for help).

[l Documents

& users

O All Users
@ Custom Selection

& Task Options

& view Report

Note: If you see the options shown below, then your organization has
enabled the Third-Party Accounts Module. The Employees option is
selected by default, meaning that only those documents/questionnaires
assigned to regular PolicyTech users and not third-party contacts are
included in the report. In addition to the Employees and Custom
Selection options, you can choose Contacts to limit included
documents/questionnaires to only those assigned to third-party contacts, or
choose the Employees & Contacts option to include all
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documents/questionnaires, regardless of the types of users assigned.

[ Documents

& Users
O Employees
@ Contacts
@ Employees & Contacts

@ Custom Selection

& Task Options

& view Report

5. (Optional) Under Task Options, Incomplete and Complete are selected
by default, meaning that only those of the currently selected
documents/questionnaires that include incomplete or complete tasks for
the documents'/questionnaires' current task statuses will be included in the
report results. For example, if a selected document is currently published
and has at least one assignee designated, that document's information will
be included in the report whether the assignees have marked the
document as read or not. If a selected published document has no
assignees designated, that document's information will be excluded from
the report.

PolicyTech 10.6 Reports Supplement



28 - Tasks by Document Reports

[ Documents

& Users
& Task Options
Incomplete

Complete
B skipped

B Upcoming

Choose a date ¥

B Documents with no tasks

B S5how localized tasks on master
& view Report

Select Skipped to include information about assigned reading/completion
tasks that were skipped because they were not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of the Properties Wizard, see "Advanced Assignee
Settings" in the User's Guide).

To filter documents/questionnaires to only those within a specific date
range, click Choose a date, and then click Date Completed or Date
Assigned (the date when an assigned task was completed or assigned).

Date Completed b

Last30 Days 4

The default date range is the last 30 days from today's date. To change this
setting, click P4, select a different preset date range, and then click Apply. If
you select Custom Range, also select a start and end date, and then click
Apply.

Select Documents with no tasks to include information from all selected
documents/questionnaires, regardless of whether they include assigned
tasks for their currently active workflow status. For example, information
about published documents with no assignees will be included in the report.

6. Click View Report.

PolicyTech 10.6 Reports Supplement


http://helpfiles.policytech.com/onlinehelp/pt106pdf/PT_UsersGuide.pdf

Tasks by Document Reports - 29

Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to
refresh the report contents.

7. Choose a report layout (see Working with Report Layouts).

8. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

9. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by Document - Current report. If personal
dashboards are enabled, you can add the report widget to My Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If the Home
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
Home Dashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Tasks by Document - All Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports you may have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set a minimum of report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description

Shows information about all assigned tasks in the selected documents or
questionnaires. You can choose to include incomplete and complete tasks as
well tasks in upcoming levels.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator
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Sample Report:

Layout: TaskType - n (]

v Task Type: Submit (13)

v Task Type: Write (3)

15 30 60

~ summary ¢ o
Task Type Task Count
o Read/Complets 120
Approve 20
Submit 13
® Review 6
® Write B3
~ Data 3
Tasks Status User Title
v Task Type: Approve (20) 6 1
» Task Type: Read/Complete (120) 42 n
A~ Task Type: Review (6) 5 4
Incomplete Breen, Darren (Personnel Manager) Healthcare Benefits
Incomplete Howard, Susan (Administrator) Healthcare Benefits
Incomplete Benton, Carol (Manager) Canflict of Interest Policy
Incamplete Driggs, Shiela (Director of Finance) Conflict of Interest Policy
Incomplete Breen, Darren (Personnel Manager) T Travel Palicy (Europe)
Incomplete Leonard, Lynn (Director of Education) T Hiring Policy (West Region)

13

Page 10f1

How to Generate

1. Click Reports.

2. Click Tasks by Document, and then click Tasks by Document - All

Tasks.
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Home

My Saved Reports

H REPORTS & Douglas johnson
#
[ Documents

~ My Tasks & Questionnaires

i= Questionnaires

~ Tasks by Document

& My Tasks

Tasks by Document - Current

Reports

¥ System Settings ks
View any and all tasks completed for the selected documents, including tasks completed in the past and in statuses
otner than the currently active one

Documents Due for Periodic Review
View documents due for periodic review

Documents with Links to Update
View documents with links needing to be updated

<

Tasks by User

<

Tasks by Group

~ Document Reports

<

User Reports

<

Questionnaire Reports

v Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOEAL
Privacy statement | Tei olicy share

3. Selectdocuments or questionnaires to include in the report (see Selecting

Documents for help), and then click OK.

Documents

Content Type Documents -

Status All Statuses v

site Corporate Headquarters ~ Add All From This Site €3 Add All From Al Sites

Select By Title o

Title Type here to search by title,

Available Documents Selected Documents w

Shift+Click selects a span of checkboxes.
3 Add Filter(s) X Clear Filter(s)

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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after the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - ALL TASKS

[@ Documents

& users

E= Task Options

Please choose options on the left, then click View Report.

Incomplete
Complete
W Skipped

@ Upcoming

Cnoose a date

B Show optional tasks

@ Documents with no tasks

N/’\VEXGLOBAL

4. (Optional) You have the option to limit the documents/questionnaires
included in the report to only those with tasks assigned to specific users.
Click Users, click Custom Selection, and then select users in the same
way as you would for a user-based report (see Selecting Users for help).

[ Documents

& Users

O Al Users
@ Custom Selection

& Task Options

» View Report

Note: If you see the options shown below, then your organization has
enabled the Third-Party Accounts Module. The Employees option is
selected by default, meaning that only those documents/questionnaires
assigned to regular PolicyTech users and not third-party contacts are
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included in the report. In addition to the Employees and Custom
Selection options, you can choose Contacts to limit included
documents/questionnaires to only those assigned to third-party contacts, or
choose the Employees & Contacts option to include all
documents/questionnairs, regardless of the types of users assigned.

[ Documents

& Users
O Employees
@ Contacts
@ Employees & Contacts

@ Custom Selection

& Task Options

&* view Report

5. (Optional) Under Task Options, Incomplete and Complete are selected
by default, meaning that only those of the currently selected
documents/questionnaires that include incomplete or complete tasks for
the documents'/questionnaires' current task statuses will be included in the
report results. For example, if a selected document is currently published
and has at least one assignee designated, that document's information will
be included in the report whether the assignees have marked the
document as read or not. If a selected published document has no
assignees designated, that document's information will be excluded from
the report.

PolicyTech 10.6 Reports Supplement



34 - Tasks by Document Reports

[ Documents

& users

& Task Options
Incomplete
Complete
B Sskipped

B Upcoming

Choose a date r

B Show optional tasks
B Documents with no tasks

B Show localized tasks on master
&> view Report

Select Skipped to include information about assigned reading/completion
tasks that were skipped because they were not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of the Properties Wizard, see "Advanced Assignee
Settings" in the User's Guide).

Select Upcoming to include information about tasks assigned in a
subsequent level in any workflow status. For example, if a selected
document has three review levels and is currently in level 1 of the Review
status, selecting Upcoming would also include information about tasks
assigned to Review levels 2 and 3. If that same document also had multiple
approval levels, selecting Upcoming would also cause the report to
include information about upcoming approval tasks, even though the
document is still in Review.

To filter documents/questionnaires to only those within a specific date
range, click Choose a date, and then click Date Completed or Date
Assigned (the date when an assigned task was completed or assigned).

Date Completed v

Last30 Days o

The default date range is the last 30 days from today's date. To change this
setting, click Fd, select a different preset date range, and then click Apply. If
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you select Custom Range, also select a start and end date, and then click
Apply.

Select Show optional tasks to include information about complete,
optional reading tasks, where users marked documents as read even
though they were not assigned reading tasks for those documents.

Select Documents with no tasks to include information from all selected
documents/questionnaires, regardless of whether they include assigned
tasks. For example, information about published documents with no
assignee designations will be included in the report.

6. Click View Report.
Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to

refresh the report contents.

7. Choose areport layout (see Working with Report Layouts).

8. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

9. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by Document - All Tasks report. If personal
dashboards are enabled, you can add the report widget to My Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If the Home
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
Home Dashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Documents Due for Periodic Review

Description

Shows the status of all tasks for documents or questionnaires that are due for
periodic review. You can choose to include only those tasks that are
incomplete, overdue, or completed.
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Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:

Documents Due for Periodic Review

Review Status by Document

NAVEX Global All Dates & policyt
| Pages:2 Generated By: Douglas Johnson Generated: 2015/06/09 14:40 |
Summary
Number of Users Overdue In Progress
2 3 0

Legend . Overdue

1 oue within 1
Manth(s)

. Mot Overdue

Days Remaining (-13)

| 1. Account Collections Form (v.1 Ref #1
. Document Owner Site: Department
Accounting, DocCwner Corporate Headquarters Fiscal Services
(Owmer)

Days Remaining (-1)

Action DateTime In Progress Title (Version) In Progress Status Due Date
Waiting MNiA 201111/04
| 2. Accounts Payable and Cash Distribution (v.1 Ref. #2
. Document Owner Site Department
Hansen, Tom (Accounting Corporate Headquarters Accounting
Manager)
Days Remaining (-3)
Action Date/Time In Progress Title (Version) In Progress Status Due Date
Waiting MiA 2014/06/30
3. Bad NSF Checks (v.1} Ref. #3
. Document Owner Site: Department
Hansen, Tom (Accounting Corporate Headquarters Accounting
Manager)

112

How to Generate
1. Click Reports.

2. Click Tasks by Document, and then click Documents Due for Periodic

Review.
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#
O

& My Tasks

Reports View only the current (mast recent) user task status for the selected documents in their current state.

& System Settings Tasks by Document - All Tasks

3.

Home

Documents

Questionnaires

REPORTS & Douglas johnson

~ My Saved Reports
~ My Tasks & Questionnaires
~ Tasks by Document

Tasks by Document - Current

View any and all tasks completed for the selected documents, including tasks completed in the past and in statuses
otner than the currently active one

I Documents Due for Periodic Review |
View documents due for periodic review

Documents with Links to Update
View documents with links needing to be updated

~ Tasks by User
~ Tasks by Group
~ Document Reports

~ User Reports

<

Questionnaire Reports

v Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOEAL
Privacy statement | Tei olicy share

Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Documents v

site Corporate Headquarters v €3 Add All From This site B3 Add All From All Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents jof

Shift+Click selects a span of checkboxes.
Add Filter(s) X Clear Filter(s)

Initial options available for this report are displayed on the left. Notice that
the number of currently selected documents or questionnaires is displayed
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after the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= DOCUMENTS DUE FOR PERIODIC REVIEW

Documents

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Output Format

€ View Report

N/’\VEXGLOEAL‘

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.

Arrangement x
Documents Found: 211
Ref # Title Document Owner Ref#
52 Account Collection Process (v.1) Hansen, Tom (Ac Document Owner
320 Account Collection Process (v.1) Hansen, Tom (AcCOUTTME maragerr
320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)
1 Account Collections Form {v.1) Hansen, Tom {Accounting Manager)
2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)
67 Americans with Disabilities Act (v.1) Hansen, Tom (Accounting Manager)
86 Assembly Manuals (v.1) Hansen, Tom {Accounting Manager)
3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)
4 Eank Account Reconciliation (v.1) Hansen, Tom {Accounting Manager)
53 Bank Loan Applications (v.1) Hansen, Tom (Accounting Manager)
|44 44 page 1 of 22 MMM Records 1-10

PolicyTech 10.6 Reports Supplement



Tasks by Document Reports - 39

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B Include Graphs

2 Include Due Dates
Task Options

Output Format

& View Report

m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Review Status by Document

Legend - QOverdue |:| Due within 2 - Not Overdue
Monthis)
| 1. Cash Drawers (v.2) Ref. #6
Document Owner Site Department
. Hansen, Tom {Accounting Corporate Headquarters Accounting

Manager)

Days Remaining (-4)

Action Date/Time In Progress Title (Version) In Progress Status Due Date
Waiting NiA 11/28/2012

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected documents
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have been waiting for completion.

Summary

Owners with Due within
Overdue Tasks ~ OVerdue | {ponth(s) | In Progress

4 9 0 5

Number of Tasks

[}

17 814 1521 2228 2989 S0-119 120
Days Spent Waiting for Completion

6. Click Task Options, and then click Only Overdue Tasks or Overdue &
Upcoming Tasks.

Documents
Arrangement
Detail Options

Task Options

(O Only Overdue Tasks

@ Overdue & Upcoming Tasks

Output Format

¢ View Report E

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Documents
Arrangement

Detail Options

Task Options

Output Format
O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking E1 (see Emailing a Report from a Saved Setup for help).
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Documents
Arrangement
Detail Options
Task Options

Output Format

& View Report

10. Click View Report..

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= DOCUMENTS DUE FOR PERIODIC REVIEW 2]

Documents ©) Page 1 ~iof 4 B B F o P % osavers poF v &

Arrangement

Documents Due for Periodic Review
Detail Options
NAVEX Global Al Dates. i policy
Task Options [ Pages:t Generated By: Tom Hansen Generated: 05/24/2016 1434 |
Output Format
Summary
Number of Users Overdue In ress
1 2 0

Review Status by Document

Legend B overdue [J Due within 1 B ot Overdue
Monthis)
| L Account Collections Form (v 1) Ref. #1
Document Owner Site Department
B e Tom (Accounting Corporate Headquarters Accounting
Manager)

Days Remaining (-16)

Action DateTime I Progress Tille (Version) I Progress Status Dus Dsts
Waiting Ni& 11/04/2015
[ 2. Accounts Payable and Cash Distribution (x.1) Ref. #2 |
Document Ownar it Denartmant s

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B C D E F G H T K L M N o P
 Document Document Document Document n
Ref # Title (Version) \N/Ezse”r g::: Review Swner Fme’ a‘l’ﬁ; E):s""” ﬁl"e Site Department Action Date/Time Progress Due Date Eemammg
nique ID Status
1 Name  Name  Name
2 6 Cash Drawers 2 11/28/2015 thansen  Tom Hansen  Accoul Corpo Accounting Wiatting NiA 11/28/2015 1
3 7 Cash Recsipts 1 11/23/2016 thansen  Tom Hansen  Accoul Corpo Accounting Waiting NIA 1112312015 46
4 9 Check Reques 1 11/23/2015 thansen  Tom Hansen  Accou Corpo Accounting Waiting NiA 1112312015 16
5| 25 Checkdn Form 1 11/23/2015 djohnson  Douglas M. Johnson  Chief E Carpo AdministratitIn Progr N/A Draft 11/23/2015 16
798 Farly and Me 1419309015 dbreen Darren Breen  Perent Carmn Human Restin Pronr N/ADrat 1939015 .
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Report: Documents with Links to Update

Description

Shows the status of all tasks for documents with outdated links. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:

Documents with Links to Update

Documents with Links to Update

NAVEX Global All Dates ®s policy
| Pages: 1 Generated By: Douglas Johnson Generated: 06/30/2014 14:44
Summary
‘ Incomplete Over 30 Days
3 0

1. Account Collections
Form (v.1

Accounting, DocOwner

RER (Owner)

Corporate
Headquarters

Accounting

Links having tasks (2)

Incomplete

Action Date/Time Current Link
1. Waiting  N/A Account Collection Policy (v.1
2 Waiting  N/A Account Collection Procedure (v.1)

Over 30 Days
0

Start Date
06/30/2014 0

Change Reason

Document
Archived
New Version

06/30/2014 0

Duration

2. Fixed Asset Control

Howard, Susan

Corporate

Links having tasks (1)

Action Date/Time Current Link
1. Waiting  N/A Quiz Taken {v.1

Ref. # 270 (Document, Control Administration
el Administrator) AREIETER
Incomplete Over 30 Days

0

Change Reason Start Date

New Version

Duration

08/29/2011 1035

M
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How to Generate
1. Click Reports.

2. Click Tasks by Document, and then click Documents with Links to
Update.

Home
~ My Saved Reports

= REPORTS & Douglas johnson ¥
*
[ Documents

~ My Tasks & Questionnaires

i= Questionnaires

~ Tasks by Document

& My Tasks

Tasks by Document - Current

Reports View only the current (most recent) user task status for the selected documents in their current state.

£ System Sewings Tasks by Document - All
View any and all tasks ¢ leted for the selected documents, including tasks completed in the past and in statuses
other than the currently active one

Documents Due for Periadic Review
View documents due for periodic review

~ Tasks by User
~ Tasks by Group

~ Document Reports

<

User Reports

<

Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

N/\VEXGLOEAL‘

3. Select documents to include in the report (see Selecting Documents for
help), and then click OK.
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Documents x
Site Corporzte Headquarters v | EAdd All From This Site Add All From All Sites

Select By Title A

Title

Available Documents Selected Documents o
Shift+Click selects a span of checkboxes.

Add Filter(s) X Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents is displayed after the Documents
option, which you can click anytime to change your document selection.

Note: If you change your document selection after clicking View Report,
click View Report again to refresh the report contents.

= DOCUMENTS WITH LINKS TO UPDATE

Documents

Arrangement Please choose options on the left, then click View Report.
Detail Options

Task Options

Output Format

N/’\VEXGLOEAL

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref # Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Ac Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTME ezt

320 Account Collection Process (v.2) Hansen, Tom {(Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom (Accounting Manager)

4 Eank Account Reconciliation (v.1) Hansen, Tom {Accounting Manager)

53 Eank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document sort order in the report is ascending by title. To
change what the documents are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B Include Graphs

Task Options

Output Format

¢ View Report

» Include Document Details: Shows the tasks associated with each
document in the report.
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Documents with Links to Update
. Hansen, Tom (Accounting  Corporate ’
‘ 1. Account Collections Form (v.1) Ref. #1 Manager) Headquarters Accounting
No Results Found
Hansen, Tom (Accounting  Corporate ’
‘ 2. Bad NSF Checks (v.1) Ref. #3 Manager) Headquarters Accounting
Total Incomplete Over 30 Days
1 1 0
Links having tasks (1)
Action Date/Time Current Link Change Reason Start Date Duration
1 Waiting ~ N/A Chart of Accounts {v.1 New Version 09/26/2013 32

With Include Document Details selected, you have the option to limit
the documents included in the report to only those with tasks assigned
to specific users. Click Custom Selection, and then select users in the
same way as you would for a user-based report (see Selecting Users
for help).

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected documents
have been waiting for completion.

Summary

‘ Incomplete Over 30 Days

6 0

1
0
0.4
0.2
ol
1-7

Da-;fs Spcn-t_Wait_i;g for éo.mp\e-ti(.)n o
6. Click Task Options, and then click Only Incomplete Tasks, Only
Complete Tasks or Incomplete & Complete Tasks.

Number of Tasks
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Documents
Arrangement

Detail Options

Task Options

(O Only Incomplete Tasks
@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

m [f you select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates ¥
All Dates
Last 30 Days “
Last 60 Days
.

Last Manth
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Documents

Arra ngement

Detail Options

Task Options

Output Format
O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document selections and option settings for
future use, click 2, type a name and description, click Save and Close,
and then click OK.

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking E1 (see Emailing a Report from a Saved Setup for help).
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Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= DOCUMENTS WITH LINKS TO UPDATE (2]
Documents ) Page | 1 v of 1 [ @ P 9 savenrs o | @
Arrangement

Documents with Links to Update
Detail Options
NAVEX Glabal All Dates @ policy’
Task Options [ Pagesi Generated By: Tom Hansen Generated: 0524/2016 1529 |
QO Only Incomplete Tasks
@ Only Complete Tasks Summary
@ Incomplete & Complete Tasks I - Over 30 Days
Output Format 1 1
Documents with Links to Update
1 Account Collections Hansen. Tom (Accounting  Corporate )
\_@m v GERC Manager) | Accounting
Incomplete Over 30 Days
1 1
Links having tasks (1)
Action  DatelTime  Gurrent Link Change Reason  StartDate  Duration
1 Waiting  NIA Bad NSF Checks (v.1 Dacument 02/26/2016 87
Replaced

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excel file.

A B [ [ H 7 K [ 9 3 a R

ve Documen t Documen t Over Da Dy

Ref # Title (Version) " c°°" Owner O Last Job Title Site Department Incomplete Total 30  Action Date/Time Current Link Change Reason D2t® ays
Number Middl Assigned  Assigned

| Unique D Name i 2y

2 3 Bad NSF Check fthansen T m Hansen A ounti 10 0Waiing Chart of Accounts New Version 912612014 40
3| 215 Handeufing Poli Ttgiford  Tawna Giford  Documen Corpo Administrati 10 0Waiing Chart of Accounts New Version 9/26/2014 4
4 deufing Poli 1 tgiford wna Gifford umen ratic 2 0 0Waiing Operation & ServiiDocument Archive 6/20/2014 a7
5| 219 Handeufing Poli Ttgiford  Tawna Gifiord  Documen Corpo Administratit 2 0 0waiing Management Rep Document Archive 6/28/2014 130
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Task by User Reports

The Tasks by User category includes the following reports:
Tasks by User - Current
Tasks by User - All Tasks
Document Owner - Periodic Review Tasks

Document Owner - Links to Update Tasks

Report: Tasks by User - Current

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other PolicyTech reports you may have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set a minimum of report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description

Shows information about selected users' assigned tasks in currently active
workflow statuses. You can choose to include incomplete and complete tasks
as well tasks in upcoming levels.

Available to users with the following roles or permissions:
Manager, Report Manager, AdministratorSample Report:

PolicyTech 10.6 Reports Supplement



52 - Task by User Reports

~ Summary

~ Data

Layout: TaskType - n O

¢ n
Task Type Task Count
® Read/Complete 111
Approve 20
Submit 12
® Review 1
i

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

Incomplete

15 30 60

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Johnson, Douglas (C..

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Hansen, Tom {(Accou...

Hansen, Tom (Accou...

Hansen, Tom (Accou...

Tasks Status User Title
~ Task Type: Approve (20) & 1
~ Task Type: Read/Com._. 26 12
~ Task Type: Review (1) 1 1
A Task Type: submit(12.. 2 12

Cash Drawers

Fixed Asset Control

Job Description - Accountant
Laboratory Safety Guidelines
Code of Conduct (2)

1 Vacation Policy

T Travel Policy (North America)
1 Hiring Policy

1 Hiring Palicy (East Region)

T Hiring Palicy (South Region)

7 Vacation Requests

Page1of2

How to Generate

1. Click Reports

2. Click Tasks by User, and then click Tasks by User - Current.
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REPORTS

Home
Documents

= Questionnaires
My Tasks
Reports

System Settings

v

& Douglas Johnson ¥

My Saved Reports
My Tasks & Questionnaires

Tasks by Document

Tasks by User

View only the current (most recent) user task status for the selected users’ assigned documents in their current state.

Tasks by User - All Tasks
View any and all tasks completed for the selected users, including tasks completed in the past and in statuses other
than the currently active one.

Document Owner - Periadic Review Tasks
View your documents due for periodic review

Document Owner - Links to Update Tasks
View document owners with documents that have links that need to be updated

<

<

<

Tasks by Group
Document Reports
User Reports
Questionnaire Reports
Exception Reports

Login Reports

Superseded Reports

N/’\VEXGLOBAL'

3. Select the users you want included in the report (see Selecting Users for

help).

Users

Roles | Al Users
Site  Corporate Headquarters

Departments  Job Titles  Users
Q| search Users

Assignee Groups
= @ Multi-Site {Global) Groups
= @ Corporate Headguarters
[ ] All Accounting Job Titles

All Executive Job Tides

All Programming Job Titles

Managers

Users (Loading may take several minutes)

Shift=Click selects a span of chackboxes. @

All Assignees - Corporate Headquarters

Il Erom This Site @3 Add All From Al Sites
Archived Users (In Red)

Initial options available for this report are displayed on the left. Notice that
the number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USER - CURRENT
®

& users

[ Documents
Please choose options on the left, then click View Report.

= Task Options
Incomplete
Complete
[ E]
B Upcoming

Chor

ose a date

@ Show localized tasks on master

N/‘\VEXGLOBAL‘

4. (Optional) You have the option to limit the users included in the report to
only those with tasks assigned to specific documents. Click Documents,
and then select documents in the same way as you would for a document-
based report (see Selecting Documents for help).

5. (Optional) Under Task Options, Incomplete and Complete are selected
by default, meaning that only those of the currently selected users with task
assignments, whether incomplete or complete, will be included in the report
results.
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& Users

[ Documents

& Task Options
Incomplete

Complete
B Sskipped

B Upcoming

B Show localized tasks on master

& view Report

Select Skipped to include information about assigned reading/completion
tasks that were skipped because they were not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of the Properties Wizard, see "Advanced Assignee
Settings" in the User's Guide).

Select Upcoming to include information about tasks assigned in a
subsequent level in the currently active workflow status. For example, if a
selected document has three approval levels and is currently in level 1 of
the Approval status, selecting Upcoming would also include information
about tasks assigned to approval levels 2 and 3.

To filter documents/questionnaires to only those within a specific date
range, click Choose a date, and then click Date Completed or Date
Assigned (the date when an assigned task was completed or assigned).

Date Completed T

Last30 Days 4

The default date range is the last 30 days from today's date. To change this
setting, click P4, select a different preset date range, and then click Apply.
If you select Custom Range, also select a start and end date, and then
click Apply.

6. Click View Report.

PolicyTech 10.6 Reports Supplement


http://helpfiles.policytech.com/onlinehelp/pt106pdf/PT_UsersGuide.pdf

56 - Task by User Reports

Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to
refresh the report contents.

7. Choose areport layout (see Working with Report Layouts).

8. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

9. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by User - Current report. If personal
dashboards are enabled, you can add the report widget to My Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If the Home
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
Home Dashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Tasks by User - All Tasks

Important: This is one of several next-generation, dynamic grid reports that
are fundamentally different than other Policy Tech reports you may have
worked with (legacy reports). In legacy reports, all report customization and
manipulation is done using report settings, with the report results generated
as a static document. In next-generation reports, you set a minimum of report
options—such as selecting the documents and users to include—to create
report results in the form of an initial framework. The initial report results
consist of a Summary section and a Data section, each of which is highly
customizable to create precisely the data representation you need.

Description

Shows information about all assigned tasks for the selected users. You can
choose to include incomplete and complete tasks as well tasks in upcoming
levels.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator
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Sample Report:

Layout: Ta;kType - n [v]

~ summary

~ Data

¢ =
Task Type Task Count
® Read/Complete 150
Approve 55
Review 17
® Submit 14
o Write 7
&

Tasks Status User Title

v Task Type: Approve (33) 6 43

~ Task Type: Read/Com... 55 14

~ Task Type: Review (17) 7

v Task Type: Submit(14) 4 14

A Task Type: Write (7) 5 5
Complete Breen, Darren (Pers. Cash Drawers
Incomplete Smith, Leroy {Creditor) Chart of Accounts
Complete Allison, Todd (Tester) Chart of Accounts
Complete Breen, Darren (Pers... Chart of Accounts
Complete Addison, Victoria (Ac.. Best Accounting Practices
Complete Driggs, Shiela (Direct... Account Collection Process
Incomplete Breen, Darren (Pers_.. Family and Medical Leave

15 30 60 Page 1 of 1

How to Generate

1. Click Reports.
2. Click Tasks by User, and then click Tasks by User - All Tasks.
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REPORTS & Douglas Johnson ¥

Home
v My Saved Reports
Documents

v My Tasks & Questionnaires
Questionnaires

v Tasks by Document

My Tasks

~ Tasks by User

Reports

Tas
Vie

User - Current
e current (most recent) user task status for the selected users' assigned documents in their current state.

System Settings

npleted for the selected users, including tasks completed in the past and in statuses other
than the currently active ene.

Document Owner - Periodic Review Tasks
View your documents due for periodic review

Document Owner - Links to Update Tasks
View document owners with documents that have links that need to be updated

v Tasks by Group

<

Document Reports

v User Reports

~ Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOBAL'
Privacy Statement | Terms of Use | Policy snare

3. Select the users you want included in the report (see Selecting Users for
help).

Users
Roles | All Users v
All From This Sif Add All From All Sites
Site Comorate Headquarters . Il From This Site &3 Add All From All Sites
Show Archived Users (In Red)
Departments Job Titles Users ]

Q| search Users

Assignee Groups L)
+ @ Multi-Site (Global) Groups
-1 @ Corporate Headguarters

[ ] All Accounting Job Titles

@ [ Al Assignees - Corporate Headquarters
® || All Executive Job Titles
@ ] Al Programming Job Titles
® || Managers
Users (Loading may take several minutes) =

Shift=Click selects a span of chackboxes. €

Initial options available for this report are displayed on the left. Notice that
the number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USER - ALL TASKS
(=
@

& users

[ Documents
Please choose options on the left, then click View Report.

= Task Options
Incomplete
Complete
B skipped

@ Uupcoming

Choose a date

@ Show optional tasks

B show localized tasks on master

N/\VEXGLOBAL'

4. (Optional) You have the option to limit the users included in the report to
only those with tasks assigned to specific documents or questionnaires.
Click Documents, and then select documents in the same way as you
would for a document-based report (see Selecting Documents for help).

5. (Optional) Under Task Options, Incomplete and Complete are selected
by default, meaning that only those of the currently selected users with task
assignments, whether incomplete or complete, will be included in the report
results.

PolicyTech 10.6 Reports Supplement



60 - Task by User Reports

& users

[ Documents

& Task Options
Incomplete
Complete
B Sskipped

B Upcoming

Choose a date ¥

B Show optional tasks

B Show localized tasks on master

&8 view Report

Select Skipped to include information about assigned reading/completion
tasks that were skipped because they were not completed before the
specified task end date. (For details on the Task End Date option in the
Assignees step of the Properties Wizard, see "Advanced Assignee
Settings" in the User's Guide).

Select Upcoming to include information about tasks assigned to selected
users in a subsequent level in any workflow status. For example, if a
document to which a selected user is assigned has three review levels and
is currently in level 1 of the Review status, selecting Upcoming would also
include information about tasks assigned to Review levels 2 and 3. If that
same document also had multiple approval levels, selecting Upcoming
would also cause the report to include information about upcoming
approval tasks, even though the document is stillin Review.

To filter documents/questoinnaires to only those within a specific date
range, click Choose a date, and then click Date Completed or Date
Assigned (the date when an assigned task was completed or assigned).

Date Completed v

Last 30 Days 4

The default date range is the last 30 days from today's date. To change this
setting, click P4, select a different preset date range, and then click Apply. If
you select Custom Range, also select a start and end date, and then click

Apply.
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Select Show optional tasks to include information about complete,
optional reading tasks, where selected users marked documents as read
even though they were not assigned reading tasks for those documents.

6. Click View Report.

Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to
refresh the report contents.

7. Choose areport layout (see Working with Report Layouts).

8. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

9. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

10. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.

Note: If dashboards are enabled, a widget (compact view) is automatically
created for the saved Tasks by User - All Tasks report. If personal
dashboards are enabled, you can add the report widget to My Dashboard
(see "Setting Up a Personal Dashboard" in the User's Guide). If the Home
dashboard is enabled and you're a global or site administrator, you can add
the report widget to the system-wide or site dashboard (see "Setting Up a
Home Dashboard" in the Administrator's Guide).

11. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Document Owner - Periodic Review Tasks

Description

Provides details about the selected users' tasks for performing a periodic
review on an approved document or questionnaire. You can choose to include
only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Document Owner Tasks - Overdue Tasks
NAVEX Global All Dates i policyt
| Pages:2 Generated By: Johnson, Douglas Generated: 2015106109 15:24 |
Summary
Overdue Due within 1 Month{s) Complete
26 NiA 0
Users with Tasks
Legend W overive [ bue within 1 B Nt overdue
Monthis)
1. Hansen, Tom (Accounting Manager) Site: Corporate Department: Accounting
Headquarters
. Owned Overdue
4] 2
Overdue Tasks (2}
Days Remaining  Action Ref. # Title (Version) In Progress Status
1. -3) Waiting 2 Accounts Payable and Cash
Distribution {v.1}
2 -11) Waiting 3 Bad NSF Checks (v.1)
2. Howard, Susan (Document, Control Administrator) Site: Corporate Department:
Headquarters Administration
. Owned Overdue
0 19
Overdue Tasks (19)
Days Remaining  Action Ref. # Title (Version) In Progress Status
1. {-15) Waiting 270 Fixed Asset Control (v.1
2. 1) Waiting 275 Read Interval Due (v.1)
3 {-3) Waiting 242 Vacation Policy {v.1
1
172

How to Generate
1. Click Reports.

2. Click Tasks by User, and then click Document Owner - Periodic
Review Tasks.
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REPORTS

Home
Documents

= Questionnaires
My Tasks
Reports

System Settings

3. Select the users you want included in the report (see Selecting Users for

help).

& Douglas Johnson ¥

~ My Saved Reports
~ My Tasks & Questionnaires
~ Tasks by Document

~ Tasks by User

Tasks by User - Current

View only the current (most recent) user task status for the selected users’ assigned documents in their current state.

Tasks by User - All Tasks
View any and all tasks completed for the selected users, including tasks completed in the past and in statuses other
than the currently active one.

| Document owner - Periodic Review Tasks |
View your documents due for periodic review

Document Owner - Links to Update Ta:
View document owners with documents

sks
that have links that need to be updated

~ Tasks by Group

<

Document Reports

v User Reports

~ Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOBAL'

Users

Site  Corporate Headquarters

Q Search Document Owners

Allison, Todd (Tester)

Cane, Taylor (Tester)

Ellis, Darcy (Installer)

Gleeson, Edward (Manager)

Sbliar Dieamt (Alanamarc

Departments Job Titles Document Owners

Breen, Darren (Personnel Manager)

Christenson, Robert (Administrator)
Driggs, Shiela (Director of Finance)

Farnsworth, John (Manager)
Gatos, Will (Chief Information Officer)

Hansen, Tom (Accounting Manager)
Johnson, Douglas (Chief Executive Officer)
Leonard, Lynn (Director of Education)
Monson, Teresa (Chief Operations Officer)
Oppener, Susie (Director of Purchasing)

Shift+Click selects a span of checkbaxes. €

x
" Show Archived Users (In Red)
Selected Users €) T

All options available for this report are displayed on the left. Notice that the

number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= DOCUMENT OWNER - PERIODIC REVIEW TASKS

Users

BRI O Please choose options on the left, then click View Report.
Arrangement

Detail Options

Task Options

Output Format

N/‘\VEXGLOBAL'

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help).

5. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.
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Arrangement x
Document Owners Found: 4 Show/Hide Columns w
Last Name & First Name Job Title Site
Gatos Wwill Chief Information Officer Corporate Headquartegs Job Title
Site
Hansen Tom Accounting Manager Corporate Headquartes| Department
Duration
Johnson Douglas Chief Executive Officer Corporate Headquartegs Document Owner
Monson Teresa Chief Operations Officer Corporate Headquarters Administration

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:

Users

Documents

Arrangement

Detail Options
Include Document Details
B nclude Graphs

B ncdude Due Dates

Task Options

Output Format

€& View Report
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m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Site: Corporate Department: Environmental
1. Benton, Carel (Environmental Control Manager) Headquai:loers Serlz.'ices
. Overview
Qwned (18)

Overdue (1)
Due within 2 Month(s) (0)

Incomplete Tasks

Days Action Date/Time Ref. Title (Version In Progress Status Due Date
Remaining #
1 (-24) In NIA 43 A Air, Water & Soil Draft 03/24/2013

Progress Resource Management
w1

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been

waiting for completion.
Summary
Overdue D ::D:m}:; 1 Complete
6 0 N/A
[ig]
w 18
4
B o154
e
e 12
[=}
g 9
=)
E 6
-
< 3
[
1-7 8-14 15-21 22-29 29-89  90-119 >120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.
Incomplete Tasks
Days Action Date/Time Ref. Title (Version In Progress Status | Due Date
Remaining #
1. 24 Waiting  N/A 2 Accounts Payable 1173012014
nd Cash
Distribution (v.1
2. (-9) Waiting ~ N/A 3 A Bad NSF Checks 11152014
w1
3 0 In NIA 4 A Bank Account Draft 11/06/2014
Progress Reconciliation (v.1
4. 20 Waiting ~ N/A 5 Capitilization (v.2 11/26/2014

7. (Optional) Click Task Options, and then click Only Overdue Tasks or
Overdue & Upcoming Tasks.
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Users
Documents

Arrangement

Detail Options

Task Options
() Only Overdue Tasks

@ Overdue & Upcoming Tasks

Output Format

¢ View Report E

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Users
Documents
Arrangement
Detail Options
Task Options

Output Format

(O Standard

@ Microsoft Excel Raw

& View Report E

9. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.
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Users

Documents

Arra ngement

Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10.

11.

(Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £=1 (see Emailing a Report from a Saved Setup for help).

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several

different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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= DOCUMENT OWNER - PERIODIC REVIEW TASKS (-]

Users 3) > Page 1 viof 2 B B H & S % savers poF v &

Documents

Document Owner Tasks - Overdue Tasks
AWBI‘IEEI’"EI‘I[

NAVEX Global All Dates & policy
Detail Options [Pagesi Generated By: Johnson. Douglas Generated: 05(26/2016 13:31
Task Options Summary
Output Format
Overdue Due within 1 Month(s) Complete |
\ : ! 0 ! ° !

Users with Tasks

Legend B overdue [J Due within 1 B NotOverdue
Manth(s)
i Allison, Todd (Testen) Site: Corporate Deparment: Qualty
t Assurance
. Owned Overdue
0 2
Overdue Tasks (2)
Days Action Ref. # Title (Version) In Progress  Due Date
Remaining Status
1Y Waiing 226 A ChartofAccounis (v 1) 022112011

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

AlB|C D E|F G H I J K L M N o) P Q R
Unique Due Days
First Last Job Employee Owned within 1 Overdue Ref. Tile (Version) Version Rewining
1 |Name Name Title 1D Email Site Department Month(s) Action  DatelTime # Number Due Date Task Type
2 Tom Hanse Acco thansen thanse Corpoi Accounting 27 0 4 Waiting MA 2 Accounts Payal 1 06/30/2014 12 Periodic Re
3 [Tom Hanse Acco thansen  thanse Corpoi Accounting 27 0 4 Waiting MA 3 Bad NSF Check 1 03/04/2012 -9 Periodic Re
4 Tom Hanse Acco thansen thanse CorpoiAccounting 27 0 4In Progress NA 4 Bank Account 1 11/06/2014 0 Periodic Re

Report: Document Owner - Links to Update Tasks

Description

Provides details about the selected users' tasks for updating links within
documents they own. You can choose to include only those tasks that are
incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Document Owner - Links to Update Tasks

Delta Regional Medical All Dates & policy’
Center
| Pages: 1 Generated By: Susan Howard Generated: 04/17/2013 11:23 AM |
Summary
Incomplete Over 30 Days
3 1

Users with Links to Update

| 1. Hansen, Tom (Accounting Manager)

Incomplete Over 30 Days
1 0
Links having tasks (1)
Action Date/Time Current Link Change Reason Start Date  Days
Assigned
1. Waiting Check Signing Authority (v.1 Document 04/03/2013 14
Archived
2. Howard, Susan (D t Control Admini: )
Incomplete Over 30 Days
2 1
Links having tasks (2)
Action Date/Time Current Link Change Reason Start Date  Days
1. Waiting Chart of Accounts (v.1) Document 03/11/2013 37
Replaced
2. Waiting Check Signing Authority (v.1) Document 04/03/2013 14
Archived

1”7

How to Generate
1. Click Reports.

2. Click Tasks by User, and then click Document Owner - Links to
Update Tasks.
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REPORTS

Home
Documents

= Questionnaires
My Tasks
Reports

System Settings

3. Select the users you want included in the report (see Selecting Users for

help).

& Douglas Johnson ¥

~ My Saved Reports
~ My Tasks & Questionnaires
~ Tasks by Document

~ Tasks by User

Tasks by User - Current

View only the current (most recent) user task status for the selected users’ assigned documents in their current state.
Tasks by User - All Tasks

View any and all tasks completed for the selected users, including tasks completed in the past and in statuses other
than the currently active one.

Document Owner - Periadic Review Tasks

View your documents due for periodic review

I Document Owner - Links to Update Tasks I
View document owners with documents

that have links that need to be updated

~ Tasks by Group

<

Document Reports

v User Reports

~ Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOBAL'

Users

Site  Corporate Headquarters

Q Search Document Owners

Allison, Todd (Tester)
Cane, Taylor (Tester)
Ellis, Darcy (Installer)
Farnsworth, John (Manager)

Gleeson, Edward (Manager)

Sbliar Dieamt (Alanamarc

Departments Job Titles Document Owners

Breen, Darren (Personnel Manager)

Christenson, Robert (Administrator)
Driggs, Shiela (Director of Finance)

Gatos, Will (Chief Information Officer)

Hansen, Tom (Accounting Manager)
Johnson, Douglas (Chief Executive Officer)
Leonard, Lynn (Director of Education)
Monson, Teresa (Chief Operations Officer)
Oppener, Susie (Director of Purchasing)

Shift+Click selects a span of checkbaxes. €

x
" Show Archived Users (In Red)
Selected Users €) T

All options available for this report are displayed on the left. Notice that the

number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.
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Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= DOCUMENT OWNER - LINKS TO UPDATE TASKS

Users

Documents O Please choose options on the left, then click View Report.
Arrangement

Detail Options

Task Options

Ourtput Format

N/\VEXGLOBAL'

4. (Optional) To limit the selected users to only those assigned to specific
documents, click Documents, and then select documents in the same way
as you would for a document-based report (see Selecting Documents for
help)..

5. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.
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Arrangement x
Document Owners Found: 4 Show/Hide Columns w
Last Name & First Name Job Title Site
Gatos Wwill Chief Information Officer Corporate Headquartegs Job Title
Site
Hansen Tom Accounting Manager Corporate Headquartes| Department
Duration
Johnson Douglas Chief Executive Officer Corporate Headquartegs Document Owner
Monson Teresa Chief Operations Officer Corporate Headquarters Administration

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:

Users

Documents

Arrangement

Detail Options
Include Document Details
B ncude Graphs

B Include Due Dates

Task Options

Output Format

€& View Report
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m Include Document Details: Shows the tasks associated with each
document in the report.

1. Howard, Susan (Document, Control Site: Corporate . - "
Administrator) Headquarters DEFEHIPEIE AT ETET
Incomplete Over 30 Days
2 2
Links to Update (2)
Action  Date/Time Current Link Change Reason Start Date  Days
Assigned
1. Waiting Preferred Hotels {v.1 New Wersion 082872011 1164

m Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.

Summary
Incomplete Over 30 Days
2 2
w 18
X
B 15
=
w12
[«
g 9
0
E 6
=
< 3
[
1-7 814 1521 2223 2969 90119  >120
Days Spent Waiting for Completion

= Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (2)

Action Ref. # Title {(Version) Start Date Days Due Date
Assigned
1. Waiting 7 Cash Receipts (v.1 D6/30/2014 29 (08/05/2014
2. Waiting 12 Invoice Billings (v.1 06/302014 29 08/05/2014

7. (Optional) Click Task Options, and then do any of the following:

m Inthe Task Options list, click a single task status (incomplete or
complete) or click Incomplete & Complete Tasks.
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Users
Documents
Arrangement
Detail Options
Task Options

(O Only Incomplete Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

€ View Report E

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last &0 Days
‘

Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Users

Documents

Arrangement

Detail Options

Task Options

Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report

9. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).
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U

D

A

SErs
ocuments

rrangement

Detail Options

Task Options

Output Format

11.

Documents
Document Owner - Links to Update Tasks
Arrangemem
NAVEX Global All Dates i policy!
Detail Options [ Pagest Generated By- Johnson, Douglas Genersted: 0512612016 1352 |
Task Options Summary
Output Format |
‘ Document Owners | Incomplete ‘ Incomplete Tasks Over 30 Days ‘
2 | 3 3
Users with Tasks
T Howard, Susan (Document, Contiol Administrator) _ Site: Corporats Depanment.
I Administration
Incomplete
Incomplete  Tasks Over 30
Days
1 1
Links to Update (1)
Action Current it Link Change Reason Start Date Duration
1 Waiting Quiz Taken (v.1 New Version 08/29/2011 1731

First
will

Dougl
Lynn
Lymn
Lynn
7 Lym
& Tor

Users

¢ View Report

Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Report for details). If the
report contains links, click a link to open that document in PolicyTech or
click a user name to open another report specific to that user.

DOCUMENT OWNER - LINKS TO UPDATE TASKS (2]

D Page 1 v iof| 1 [ & & % savesrs|por v EH

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B B D E Fla H | J L M N P Q R s

Name Last Name Job Title  Unique E Email Site  Depart Incomplete Total Tasks Over 30 Days Action Date/Time Ref # Title (Version) VersicStart Date Days Task Type
Gatos  Chief Inform: 38 wgatos@myc Corporz Admin 1 1 1 Waiting WA 118 Performance Evaluation 1 11/2212011 946 Approve

las  Johnson  Chief Execu 2 diohnson@rm Corporz Admin 1 1 1 Waiting WA 139 Training and Tuition Rei 1 11/21/2011 947 Approve
Leonard  Director of E6 lleonard@my: Corpors Educa 4 4 4 Waiting WA 173 Physical Inventory Proc 1 1112212011 946 Approve
Leonard  Director of E6 lleanard@my: Corpore Educa 4 4 4 Waiting WA 177 Shipping and Freight CI 1 11/2212011 946 Approve:
Leonard  Director of E6 lleanard@my: Corpore Educa 4 4 4 Waiting WA 176 Receiving, Inspection ai 1 112212011 946 Approve:
Leonard  Director of E6 lleonard@my: Corporz Educa 4 4 4 Waiting WA 62 Disaster Management F 1 112212011 946 Approve
ot Document € GoCubs tootte Anolicy Cormore Admin o 2 Waitinn WA 481 Job Demcrintion - Direct 1 41999041 04 A
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Task by Group Reports

The Tasks by Group category includes the following reports:

Writer Groups
Reviewer Groups

Approver Groups

Assignee Groups

Report: Tasks by Group - Writer Groups

Description

Provides details about the selected writer groups' assigned writing tasks. You
can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Incomplete Tasks by Group - Writer Groups

MNAVEX Global Al Dates &= policyt
| Pages: 1 Generated By: Johnson, Douglas Generated: 2015/05/18 12:01_ |
Summary

Incomplete Tasks Over 30 Days

0

| 1. Education Writers Writer Group Site: Corporate Headguarters
| 1 Training Schedule (v.1) Ref#331
| 2. HR'Writers Writer Group Site: Corporate Headguarters
| 1. Travel and Enterfainment (v. 1) Ref#332
| 3. Policy Writers Writer Group Site: Corporate Headguarters
| 1. Computer Security Incident Reporting (v.1) Ref#333

How to Generate

1. Click Reports.

2. Click Tasks by Group, and then click Writer Groups.
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My Saved Reports
Dacuments

<

My Tasks & Questionnaires

H REPORTS & Douglas johnson ~
#
0O

Questionnaires

<

Tasks by Document
& My Tasks

- ~ Tasks by User
il Reports

~ Tasks by Group

Writer Groups

Lists documents by selected Writer group

¥ System Settings

Reviewer Groups
Lists documents by selected Reviewer group

pprover Groups
Lists documents by selected Approver group

Assignee Groups

Lists documents by selected Assignes group

~ Document Reports

~ User Reports

<

Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

N/'\VEXGLOEAL‘
Privacy Statement | Terms of Use | Policy snare

3. Select one or more writer groups.

Important: Be aware that selecting a group in a Tasks by Group report has a
different effect than selecting a group in a Tasks by User report. This report
lists documents and questionnaires to which specific writer groups have been
assigned. Documents/questionnaires assigned only to individual writers will
not be included, even if the individual writers happen to be members of the
selected writer groups.
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Filter by Users

Site  Corporate Headquarters

Writers
Writer Groups

@ Muiti-Site (Global) Groups
= @ Corporate Headquarters
® || Administrative Assistants
® | Copywriters
® || Technical Writers

Shift+Click selects a span of checkboxes. 0

Selected Groups €}

All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after the Groups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clicking View Report, click

View Report again to refresh the report contents.

= TASKS BY GROUP - WRITER GROUPS

Groups

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Output Format

NAVEXeL0

4. (Optional) Click Arrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click the Group Name

column header.

5. (Optional) Click Detail Options, and then select any of the following:
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Groups
Arrangement
Detail Options
B Document Details
Assigned Categories
User Details
Change Summary

Document Owner

Task Options

Output Format

& View Report

m Document Details: Adds statistics about each document and

questionnaire listed in the report.

| 3. Policy Writers Writer Group Site: Corporate Headquarters
| 1. Computer Security Incident Reporting (v.1 Ref#333
Users in Publication
Status Draft Current Level 1 Writer Group % Date Mo Date Set
Remaining
Date Last Users in
Submitted 2015/05/18 Current Cycle 1 Group 5 Due Date Mo Due Date
Total Days in
Workflow Days in Group
Step Current Cycle 0 Completion 0%
m Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.
| 1. Policy Writers Writer Group Site: Corporate Headquarters
| 1. Computer Security Incident Reporting (v.1 Ref#333
Assigned Categories (1)
1. Policies (Document Type/ )
m User Details: Adds the list of users in each writer group.
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| 1. Policy Writers Writer Group Site: Corporate Headquarters

| 1. Computer Security Incident Reporting (v.1 Ref#333

Incomplete Tasks (5)

Action Date/Time User Site Department
1. Waiting NiA Eenton, Carol Corporate Headquarters  Environmental Services
2. Waiting NiA Breen, Darren Corporate Headquarters  Human Resources
3. Waiting NiA Christenson, Robert Corporate Headquarters  Technical Services
4. Waiting NiA Gatos, Will Corporate Headqguarters  Administration
5. Waiting NiA Hansen, Tom Corporate Headquarters  Accounting

m Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document/questionnaire for review or approval.

Note: For a document/questionnaire that has not yet been submitted for
review or approval , None is shown in the Version Change Summary
area.

| 1. Policy Writers Writer Group Site: Corporate Headguarters
‘ 1 Computer Security Incident Reporting (v.2) Ref#333

Version Change Summary

Mew Version

= Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

| 1. Policy Writers. Writer Group Site: Corporate Headquarters
- . D it Owner: o ~
1 Com) l.!ter Security Incident Ref#333 | Thomas, Brad (Direclor of Site: Corporate Deparll_'nem.
Reporting (v_1 Headquarters Operations
Operations)

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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Groups

Arra ngement

Detail Options

Task Options
(O Only Incomplete Tasks
@ Only Overdue Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

€& View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Groups
Arrangement

Detail Options

Task Options

Output Format
O Standard

@ Microsoft Excel Raw

¢ View Report

8. (Optional) To save the current group selections and option settings for
future use, click 2, type a name and description, click Save and Close,
and then click OK.

Groups
Arrangement
Detail Options

Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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= TASKS BY GROUP - WRITER GROUPS (2]
Groups ©) Page | 1 voof 1 D @ & % saess poF v &
Ar‘rangemen[

o Incomplete Tasks by Group - Writer Groups
Detail Options
MAVEX Global All Dates &= policy!
Task Options [ “Pages 1 Generated By Johnson, Douglas Generated: 2015/05118 12:21_ |
Output Format Summary
Writer Groups Incomplete Incomplete Tasks Over 30 Days
3 10 0
‘ 1. Education Writers Writer Group Site: Corporate Headguarters |
[+ Training Schedule (v.1) Ref#331 |
‘ 2. HR Writers Writer Group. Site: Corporate Headquarters |
| 1 Travel and i (v1) Ref#332 |
‘ 3. Policy Wiiters Writer Group Site: Corporate Headguarters | .

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B c D

1 |Document 1D Writer Group Title (Version) Mext Review Date
2 126 Education Writers  Electronic Mail Palicy (v.1) Mo Review Date
3 165 HR Writers Travel and Entertainment (v.1) Mo Review Date
4 120 Policy Writers Check-n Form (v.1) Mo Review Date
5 121 Policy Writers Computer Security Incident Reporting (v.1) Mo Review Date
B 127 Policy Writers Files and Receipt Management (v.1) Mo Review Date
T 167 Paolicy Writers Use of Personal Software (v.1) Mo Review Date
o

Report: Tasks by Group - Reviewer Groups

Description

Provides details about the selected reviewer groups' assigned reviewing tasks.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:

PolicyTech 10.6 Reports Supplement



Task by Group Reports - 87

Incomplete Tasks by Group - Reviewer Groups

MAVEX Gilobal All Dates &= policyt
| Pages: 1 Generated By: Johnson, Douglas Generated: 2015/05/18 12:30_ |
Summary
Reviewer Groups Incomplete Incomplete Tasks Over 30 Days
2 19 ]
| 1.  Corporate Managers Reviewer Group Site: Corporate Headguarters
| 1. Electronic Mail Policy (v.1) Ref#126
| 2. Travel and Entertainment (v.1 Ref#332 |
| 3 Computer Security Incident ing (v. Ref#333 |
|2. Technical Reviewers Reviewer Group Site: Corporate Headguarters

| 1k Use of Personal Software (v.1

Ref#334

How to Generate
1. Click Reports.

2. Click Tasks by Group, and then click Reviewer Groups.
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My Saved Reports

H REPORTS & Douglas johnson ~
*
[ Documents

~ My Tasks & Questionnaires

i= Questionnaires

~ Tasks by Document

& My Tasks

~ Tasks by User

|l Reports

~ Tasks by Grou
¥ System Settings ¥ 2

Writer Groups
documents by selected Writer group

Approve
Lists documents by selected Approver group

Assignee Groups

Lists documents by selected Assignes group

~ Document Reports

~ User Reports

~ Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

3. Select one or more reviewer groups.

Important: Be aware that selecting a group in a Tasks by Group report has a
different effect than selecting a group in a Tasks by User report. This report
lists documents and questionnaires to which specific reviewer groups have
been assigned. Documents/questionnaires assigned only to individual
reviewers will not be included, even if the individual reviewers happen to be
members of the selected reviewer groups.
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Filter by Users x
Site Corporate Headquarters “
Reviewers Selected Groups €} |

Reviewer Groups £l

+ @ Multi-Site (Global) Groups
= @ Corporate Headquarters
® || Managers
@ | SMEs - Accounting
® || SMEs - Engineering
[ ] SMEs - HR

Shift+Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after the Groups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY GROUP - REVIEWER GROUPS

Groups

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Output Format

& View Report

N/’\VEXGLOBAL‘
Privacy Statement | Te se | Policy Share

4. (Optional) Click Arrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click the Group Name
column header.

5. (Optional) Click Detail Options, and then select any of the following:
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Groups
Arrangement
Detail Options
B Document Details
Assigned Categories
User Details
Change Summary

Document Owner

Task Options

Output Format

& View Report

m Document Details: Adds statistics about each document and
questionnaire listed in the report.

| 1. Corperate Managers Reviewer Group Site: Corporate Headquarters
| 1. Electronic Mail Policy (v.1 Ref#126
Users in
. Reviewer Publication
Status In Review Current Level 1 Group 5 Date Mo Date Set
Remaining
Date Last Users in
Submitted 2015/05/18  Current Cycle 1 Group 5 Due Date Mo Due Date
Total Days in
Workflow Days in Grou
Step 0 Current Cycle 0 Completion 0%

m Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

| 1. Corperate Managers Reviewer Group Site: Corporate Headquarters
| 1. Computer Security Incident Reporting (v.1) Ref#121

Assigned Categories (1)

1 Policies (Document Type)

m User Details: Adds the list of users in each reviewer group.

PolicyTech 10.6 Reports Supplement



Task by Group Reports - 91

| 1.  Corperate Managers Reviewer Group Site: Corporate Headquarters
| 1 Computer Security Incident Reporiing (v. 1) Ref#121
Incomplete Tasks (3)
Action Date/Time User Site Department
1 Waifing NiA Breen, Darren Corporate Headquarters Human Resources
2. Waifing N~ Hansen, Tom Corporate Headquarters  Accounting
3 Waifing NiA Wright, Fred Corporate Headquariers  Software Development

m Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

| 1.  Corpoerate Managers Reviewer Group Site: Corporate Headquarters |

E Computer Security Incident Reporting (v.1 Ref #121 |

Version Change Summary

New Document

= Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

| 1. Corporate Managers Reviewer Group Site: Corporate Headquarters
Document Owner:
1 Computer Security Incident Ref#121 Howard, Susan Site: Corporate Department:
Reporting (v.1} (Document, Confrol Headquariers Administration

Administrator)

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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Groups
Arra ngement
Detail Options
Task Options
(O Only Incomplete Tasks

@ Only Overdue Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates T
All Dates
Last 30 Days “
Last 60 Days
'

Last Manth
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Groups

Arra ngement

Detail Options

Task Options
Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report

8. (Optional) To save the current group selections and option settings for
future use, click 2, type a name and description, click Save and Close,
and then click OK.

Groups
Arrangement
Detail Options

Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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= TASKS BY GROUP - REVIEWER GROUPS (>}
Groups ©) Page 1 v of 1 @ b % osaess poF v @
Arrangement
. Incomplete Tasks by Group - Reviewer Groups
Detail Options
NAVEX Global All Dates: & policy
Task Options [ Pages 1 Generated By: Johnson, Douglas Generated: 2015/05118 12:36_ |
Output Format Summary
Reviewer Groups Incomplete Incomplete Tasks Over 30 Days
2 19 0
| 1. Corporate Managers Reviewer Group Site: Corporate Headquarters ‘
‘ 1 Electronic Mail Policy (v.1 Ref#126 ‘
‘ 2 Travel and i (v.1) Ref#332 ‘
‘ 3 Computer Security Incident Reporting (v.2; Ref#333 ‘

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B C D E
1 |Document ID Reviewer Group Title (Version) Document History Mext Review Date
2 121 Corporate Managers Computer Security Incident Reporting {v.1) New Document Mo Review Date
3 126 Corporate Managers Electronic Mail Policy (v.1) New Document Mo Review Date
4 155 Corporate Managers Travel and Entertainment (v.1) New Document Mo Review Date
[

Report: Tasks by Group - Approver Groups

Description

Provides details about the selected approver groups' assigned approval tasks.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Incomplete Tasks by Group - Approver Groups

MNAVEX Global All Dates &= policyt
| Pages: 1 Generated By: Johnson, Douglas Generated: 2015/05/18 12:40 |
Summary
Approver Groups Incomplete Incomplete Tasks Over 30 Days
1 16 ]
| 1.  Executives Approver Group Site: Corporate Headguarters
| 1. Electronic Mail Policy (v.1 Ref#126
| 2. Travel and Entertainment (v.1 Ref#332 |
| 3 Computer Security Incident ing (v. Ref#333 |
| 4 Use of Personal Software (v.1 Ref#334 |

How to Generate
1. Click Reports.
2. Click Tasks by Group, and then click Approver Groups.
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My Saved Reports

H REPORTS & Douglas johnson ~
*
[ Documents

~ My Tasks & Questionnaires

i= Questionnaires

~ Tasks by Document

& My Tasks

~ Tasks by User

|l Reports

~ Tasks by Grou
¥ System Settings ¥ 2

Writer Groups
Lists documents by selacted Writer group

uments by selected Approver group

Assignee Groups

Lists documents by selected Assignes group

~ Document Reports

~ User Reports

<

Questionnaire Reports

<

Exception Reports

<

Login Reports

Superseded Reports

3. Select one or more approver groups.

Important: Be aware that selecting a group in a Tasks by Group report has a
different effect than selecting a group in a Tasks by User report. This report
lists documents and questionnaires to which specific approver groups have
been assigned. Documents/questionnaires assigned only to individual
approvers will not be included, even if the individual approvers happen to be
members of the selected approver groups.
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Filter by Users x

Site Corporate Headquarters “

Approvers Selected Groups €} |
Approver Groups a

@ Muiti-Site (Global) Groups
= @ Corporate Headquarters
® || Executives
® | Managers

Shift+Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after the Groups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY GROUP - APPROVER GROUPS

Groups

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Output Format

& View Report

N/’\VEXGLOEAL‘

4. (Optional) Click Arrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click the Group Name
column header.

5. (Optional) Click Detail Options, and then select any of the following:
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Groups

Arrangement

Detail Options
B Document Details
B Assigned Categories
B User Details

B Change Summary

B Document Owner

Task Options

Output Format

& View Report

» Document Details: Adds statistics about each document and
questionnaire listed in the report.

| 1.  Execufives Approver Group Site: Corporate Headquarters ‘
| 1. Computer Security Incident Reporting (v.1) Ref#121 |
Users in
Approver Publication
Status In Approval  Current Level 1 Group 4 Date Mo Date Set
Remaining
Date Last Users in
Submitted 2015/0317 Current Cycle 1 Group 4 Due Date Mo Due Date
Total Days in
Workflow Days in Group
Step 0 Current Cycle 0 Completion 0%

m Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

| 1 Execufives Approver Group Site: Corporate Headquarters
| 1 Computer Security Incident Reporting (v.1) Ref #121 |

Assigned Categories (1)

1 Policies (Document Type)

m User Details: Adds the list of users in each approver group.
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| 1. Execufives Approver Group Site: Corporate Headquarters |
[ Computer Security Incident Reporfing (v 1} Ref #121 |
Incomplete Tasks (4)
Action Date/Time User Site Department

1 Waiting MN/A Gatos, Will Corporate Headquarters  Administration

2. Waiting /A Johnson, Douglas Corporate Headquarters  Administration

3 Waiing MN/A Jones, Anne Corporate Headquarters  Administration

4. Waifing NiA Monson, Teresa Corporate Headquarters  Administration

m Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

| 1. Execufives Approver Group Site: Corporate Headquarters |
| 1 Computer Security Incident Reporting (v 1) Ref#121 |

Version Change Summary

New Document

= Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

| 1.  Execufives Approver Group Site: Corporate Headquarters
Document Owner:
1 Computer Security Incident Ref#121 Howard, Susan Site: Corporate Department:
) Reporting {v.1) (Document, Conirol Headquariers Administration

Administrator)

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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Groups

Arrangement

Detail Options

Task Options
) Only Incomplete Tasks
@ Only Overdue Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates b
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Groups

Arra ngement

Detail Options

Task Options
Output Format
O Standard

@ Microsoft Excel Raw

& View Report

8. (Optional) To save the current group selections and option settings for
future use, click 2, type a name and description, click Save and Close,
and then click OK.

Groups
Arrangement
Detail Options

Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY GROUP - APPROVER GROUPS

Groups Page | 1 v oof 1
Arrangement

Detail Options

" @ & 9 savehs pDF

Incomplete Tasks by Group - Approver Groups

NAVEX Global All Dates  policy!
Task Options [ _Pages 1 Generaled By Johnson, Douglas Generated: 2015/05/18 12:47_|
Qutput Format Summary
Approver Groups Incomplete Incomplete Tasks Over 30 Days
1 16 0
‘ 1. Executives Approver Group Site: Corporate Headquarters |

Electronic Mail Policy (v.1)

Ref#126 |

Travel and v.1)

Ref#332 |

Computer Security Incident Reporting (v.2

Ref#333 |

=

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excel file.

A B
Document ID Approver Group Title (\ersion)
121 Executives

126 Executives

165 Executives

157 Executives

c

Electronic Mail Policy (v.1)
Travel and Entertainment (v.1)

1
2
3
4
5 Use of Personal Software (v.1)
5

Computer Security Incident Reporting (v.1) Mew Document

D E
Document History Mext Review Date
No Review Date
No Review Date
Mo Review Date
No Review Date

New Document
New Document
New Document

Report: Tasks by Group - Reader Groups

Description

Provides details about the selected reader groups' assigned reading tasks. You

can choose to include only those tasks that are incomplete, overdue, or

completed.

Available to users with the following roles or permissions:

Manager, Report Manager, Administrator

Sample Report:
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Incomplete Tasks by Group - Reader Groups

MAVEX Gilobal All Dates &= policyt
| Pages: 1 Generated By: Johnson, Douglas Generated: 2015/05/18 12:54 |
Summary
Groups Incomplete Incomplete Tasks Over 30 Days
3 33 ]
| 1. Accounting Readers Reader Group Site: Corporate Headguarters
| 1 Travel and Entertainment (v.1) Ref#332
| 2. Computer Security Incident Reporting iv. Ref#333 |
| 3 Use of Personal Software (v.1 Ref#334 |
| 2. HR Readers Reader Group Site: Corporate Headguarters
| 1 Electronic Mail Policy (v.1) Ref#126
| 2. Travel and Entertainment (v. 1 Ref#332 |
[s Computer Security Incident Reporting (v.2) Ref#333 |
| 4. Use of Personal Software (v.1 Ref#334 |
| 3. Software Development Readers Reader Group Site: Corporate Headguarters
| 1 Computer Security Incident Re; ing (v, Ref#333

How to Generate
1. Click Reports.

2. Click Tasks by Group, and then click Reader Groups.
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REPORTS & Douglas johnson ~

Home

My Saved Reports
Dacuments

~ My Tasks & Questionnaires
Questionnaires

~ Tasks by Document

My Tasks

~ Tasks by User
Reports

_ ~ Tasks by Group
System Settings

Writer Groups

Lists documents by selacted Writer group
Reviewer Groups

Lists documents by selected Reviewer group

locuments by selected Approver group

selected Assignee group
~ Document Reports

~ User Reports

~ Questionnaire Reports

~ Exception Reports

~ Login Reports

Superseded Reports

N/’\VEXGLOEAL‘

3. Do any of the following:

= Inthe Departments tab, click the Departments or Department
Groups bar, and then select one or more items.

Filter by Users x
Site Corporate Headquarters v
Departments Job Titles Assignees Selected Groups € &
Department Groups =
Departments =

+ @ L) Accounting

Administration
Disaster Recovery
Educational Resources
Engineering

Environmental Services

L ]

L ]

L]

L ]

@ | Fiscal Services
® L] Human Resources

® [ Installations

® L] Manufacturing

@ || Operations -

Shift+Click selects a span of checkboxes. 0
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m Clickthe Job Titles tab, click the Job Titles or Job Title Groups bar,
and then select one or more items.

m Click the Readers tab, and then select one or more reader groups.

Important:

m Be aware that selecting a group in a Tasks by Group report has a different
effect than selecting a group in a Tasks by User report. This report lists
documents and questionnaires to which specific reader groups have been
assigned. Documents/questionnaires assigned only to individual readers
will not be included, even if the individual readers happen to be members
of the selected reader groups.

m Unlike when selecting writers, reviewers, and approvers, when selecting
readers, you can also select departments, department groups, job titles,
and job title groups. That is because each of these entities is treated as a
group when making reader assignments, whereas selecting any of these
entities for writers, reviewers, or approvers simply facilitates adding
multiple users at once.

All options available for this report are displayed on the left. Notice that the
number of currently selected groups is displayed after the Groups option,
which you can click anytime to change your user selection.

Note: If you change your group selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY GROUP - ASSIGNEE GROUPS

Groups

Arrangement Please choose options on the left, then click View Report.
Detail Options

Task Options

Output Format

N/’\VEXGLOBAL

4. (Optional) Click Arrangement. By default, the group sort order in the
report is ascending. To reverse the sort order, click the Group Name
column header.

5. (Optional) Click Detail Options, and then select any of the following:
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Groups

Arrangement

Detail Options

Document Details
Assigned Categories
User Details
Change Summary

Document Owner

Task Options

Output Format

¢ View Report

m Document Details: Adds statistics about each document and
questionnaire listed in the report.

| 1. Accounting Readers Reader Group Site: Corporate Headquarters
| 1. Computer Security Incident Reporting (v.1) Ref #121
Users in Reader

Status Approved Group 4 Publication Date  2015/03/17
Date Last Remaining Users
Submitted 201510317 in Group 4 Due Date No Due Date
Total Days in
Workfiow Step 0 Group Completion 0%

m Assigned Categories: For each document/questionnaire listed in the
report, adds a list of assigned categories.

| 1.  Accounting Readers Reader Group Site: Corporate Headquarters ‘
[ Computer Security Incident Reporting (v.1) Ref #121 |

Assigned Categories (1)

1. Policies (Document Type)

m User Details: Adds the list of users in each reader group.
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| 1. Accounting Readers Reader Group Site: Corporate Headquarters |
| 1 Computer Security Incident Reperting (v.1) Ref #121 |
Incomplete Tasks (4)
Action Date/Time User Site Department

1. Incomplete  N/A Cash, Jordon Corporate Headquarters  Accounting

2 Incomplete  N/A Gifford, Tawna Corporate Headquarters  Accounting

3. Incomplete  N/A Hansen, Tom Corporate Headquarters  Accounting

4. Incomplete  N/A Waoo, Josh Corporate Headquarters  Accounting

m Change Summary: For each document/questionnaire listed in the
report, shows the comments added by the document owner upon
submitting the document for review or approval.

| 1 Accounting Readers Reader Group Site: Corporate Headquarters
| 1 Computer Security Incident Reporting (v.1) Ref#121

Version Change Summary

New Document

m Document Owner: For each document/questionnaire listed in the
report, adds the document owner's name, site, and department.

| 1.  Accounting Readers Reader Group Site: Corporate Headquarters
Document Owner:
1 Computer Security Incident Ref#121 Howard, Susan Site: Corporate Department:
Reporting {v.1) (Document, Conirol Headquariers Administration

Administrator)

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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Groups

Arrangement

Detail Options

Task Options
(O Only Incomplete Tasks
@ Only Overdue Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

€& View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Groups
Arrangement

Detail Options

Task Options

Output Format
O Standard

@ Microsoft Excel Raw

¢ View Report

8. (Optional) To save the current group selections and option settings for
future use, click 2, type a name and description, click Save and Close,
and then click OK.

Groups
Arrangement
Detail Options
Task Options

Output Format

O Standard

@ Microsoft Excel Raw

¢ View Report IE

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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= TASKS BY GROUP - ASSIGNEE GROUPS e
Groups Page 1 vof 1 & P % saers|poF v @
Arrangement

Incomplete Tasks by Group - Reader Groups
Detail Options P Y P P
NAVEX Global All Dates s policyt
Task Options [ Pages 2 Generated By: Johnson. Douglas Generated: 05/27/2016 03:00 |
Qutput Format Summary
© Standard |
@ Micosoft Excel Raw ‘ p— | F— ‘ P ———— ‘
‘ 3 | 269 ‘ 204 |
oEEan
[1._ Accounting Department Group _ Site: Corporate Headquarters |
[ ‘Account Collections Form (v 1) Ref #1 |
[2 ‘Accounts Pavable and Cash Distribution (v 1 Ref 82 |
E Cash Drawers (v.1 Ref #4216 |
[¢ Chart of Accounts (v 1) Ref #235 |
[s Invoice Billing (v 1) Ref #237 |

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excel file.

A B C D E

1 |Document ID Reader Group Title (Version) Document History Next Review Date
2 121 Accounting Readers Computer Security Incident Reporting (v.1) New Document 2015/0317
3 155 Accounting Readers Travel and Entertainment (v.1) New Document 2015/03M17
4 157 Accounting Readers Use of Personal Software (v.1) New Document 2015/0317
5 121 HR Readers Computer Security Incident Reporting (v.1) New Document 2018/0317
3 126 HR Readers Electronic Mail Policy (v.1) New Document 2015/0317
7 155 HR Readers Travel and Entertainment (v.1) New Document 2015/0317
g 157 HR Readers Use of Personal Software (v.1) New Document 2015/0317
9 0 Operations

PolicyTech 10.6 Reports Supplement



Document Reports - 111

Document Reports

The Document Reports category includes the following:

Document Assignments by Title

Document Count by Owner

Documents Accessed

Document Duration in Workflow

Linked Documents

Documents within Date Range

Documents Approved as of a Specific Date

Change Summary with Version History and Documents Replaced

Print Multiple Documents

Email Bounce Backs by Document

Report: Document Assignments by Title

Description

For the selected documents or questionnaires, shows all user assignments
along with what role each user performs.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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Document Assignments by Title - Draft

Delta Regional Medical & policy
Center
| Pages: 2 Generated By: Susan Howard Generated: 04/17/2013 1:02 PM I

| 1.Bad NSF Checks (v.1) Ref. #316 |

Assigned Users (3)

1.
2.
3.

User
Johnson, Douglas (Chief Executive Officer)
Hansen, Tom (Accounting Manager)

Jones, Anne (Chief Finance Officer)

Assignment Type
Approver
Document Owner

Reviewer

| 2.Invoice Billings (v.1)

Ref. # 52

Assigned Users (5)

User Assignment Type
1. Jones, Anne (Chief Finance Officer) Approver
2. Hansen, Tom (Accounting Manager) Document Owner
3. Hansen, Tom (Accounting Manager) Reviewer
4. Gifford, Tawna (Accounts Receivable Clerk) Writer
5. Woo, Josh (Accountant) Writer

3. Performance Evaluation (v.1)

Ref. # 296

Assigned Users (2)

User Assignment Type
1 Johnson, Douglas (Chief Executive Officer) Approver
2. Jones, Anne (Chief Finance Officer) Document Owner

| a_capitilization (v.3

Ref. # 67

Assigned Users (3)

User Assignment Type
1. Johnson, Douglas (Chief Executive Officer) Approver
2. Hansen, Tom (Accounting Manager) Document Owner
3. Howard, Susan (Document Control Administrator) Wiiter

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Document Assignments by

Title.
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= POLICYTECH REPORTS & Douglas johnson ~
Poicy & rocedure Management
Home

My Tasks & Questionnaires
Documents

<

Tasks by Document

My Tasks

<

Tasks by User
Inbox

<

Tasks by Group
Reports

~ Document Reports

System Settings

isplays each correspon

ng user and their applicable assignment

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accesse
the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not cantain links.

Documents within D. ange
Shows all documents that entered a selected status within a specified date range.

s of a Specific Date
hat were approved as of a specified date

Documents Appran
Shows all documer

Char ummary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email natifications returned as undeliverable.

~ User Reports

v Questionnaire Reports

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Documents v

Status All Statuses v

Site Corporate Headquarters dd All From This Site @3 Add Al From A

Select By Title

Title Type here to search by title.

Available Documents

Shift+Click selects a span of checkboxes.

Add Filter(s)

X Clear Filt

w

Selected Documents
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= DOCUMENT ASSIGNMENTS BY TITLE

Documents

Arrangement Please choose options on the left, then click View Report.

OQutput Format

NAVEXGLOEAL

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 ShowrHide Columns_ +
Reference # Title Reference #
]

52 Account Collection Process (v.1)

320 Account Collection Process (v.1)

320 Account Collection Process (v.2)

1 Account Collections Form (v.1)

2 Accounts Payable and Cash Distribution {v.1)

67 Americans with Disabilities Act (v.1)

86 Assembly Manuals (v.1)

3 Bad NSF Checks (v.1)

4 Bank Account Reconciliation {v.1)

53 Bank Loan Applications (v.1)

4 44 Page 1 of 22 WM Records 1-10

(=]

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents
Arrangement

Output Format

O Standard

@ Microsoft Excel Raw

6. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents

Arrangement

Output Format

€ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= DOCUMENT ASSIGNMENTS BY TITLE @

Documents &) Page 1 viof 35 B B H o $ % savers oF v (@
Arrangemenr
Document Assignments by Title - All Statuses
Output Format
NAVEX Global & policy
[Pages 38 Generated By. Douglas Johnson Generaled 10202018501 PN |
| 1 Account Collection Process v1) Ref #52 |
Assigned Users (2)
User Assignment Type
1 Johnson, Douglas (Chief Executive Officer) Approver
2 Hansen, Tom (Accounting Manager) Document Owner
2. Account Collection Process (v.1) Ref. # 320
Assigned Users (4)
User Assignment Type
1 Johnson, Douglas (Chief Executive Officer) Approver
2 Hansen, Tom (Accounting Manager) Document Qwner
3 Benton, Carol (Manager) Reviewer
4 Driggs, Shiela (Director of Finance) Writer
3. Account Collecion Process (v.2) Ref. # 320
Assigned Users (4)
User Assignment Type
1 Johnson, Douglas (Chief Executive Officer) Approver
2 Hansen, Tom (Accounting Manager) Document Owner
3 Benton, Carol (Manager} Reviewer
4 Drinne hiela (Niractor of Finance Writer he

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B = D E F G H
1 Title (Version) Version Ref # Status First Name Last Mame Job Title Assignment Type
2 Account Collectior 1 294 Archived — Will Gatos Chief Informat Approver
3 |Account Collectior 1 294 Archived  Douglas Johnson Chief Executh Document Owner
4 Account Collectior 1 293 Archived — Will Gatos Chief Informat Approver
5 Account Collectior 1 293 Archived  Douglas Johnson Chief Executir Document Owner
£ |Account Collectior 2 293 Approved  WYill Gatos Chief Informat Approver
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Report: Document Count by Owner

Description

For each document owner, shows how many assigned documents and
questionnaires are in each status.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:

Document Count by Owner

Delta Regional Medical & policy!
Center
[ _Pages:2 ‘Generated By: Susan Howard Generated: 04/17/2013 1:18 PM_ |

[ 1. Corporate Headquarters |

Document Owners {15}

Document Owners Draft Collaboration = Review Approval Published Totals
1 Benton, Carol (Environmental
Senices - Environmental Control 1 2 2 0 6 11
Manager)
2 Breen, Darren (Human Resources = o o 4 - o
- Personnel Manager)
3 Driggs, Shiela (Fiscal Services -
Director of Finance) 7 4 " 0 3 25
4 Farnsworth, John (Systems
Administration - Information 12 0 0 0 0 12
Systems Manager)
5 Gatos, Will (Administration Dept - 4 o o o o 4
Chief Information Officer)
6 Gleeson, Edward (Manufacturing - 8 8 g q g p
Manufacturing Manager)
7 Hansen, Tom (Accounting -
Accounting Manager) 3 2 4 3 12 24
8 Howard, Susan (Administration - .
Document Control Administrator) 2 2 & © & &
9 Johnson, Douglas (Administration -
Chief Executive Officer) 7 0 2 0 18 27
10. Jones, Anne (Administration -
Chief Finance Officer) 1 0 o 0 1 2
1" Lavin, Alice (Disaster Recovery -
prains 3 0 2 1 1 7
12 Rydalch, Cindy (Shipping and R o ' s B ”
Receiving - Receiving)
13, Stoker, Brent (Engineering -
Director of Engineering) 0 5 4 0 6 15
1a Thomas, Brad (Operations -
Director of Operations) 0 5 3 2 0 10
15, Wright, Fred (Software
Development - Software 4 0 0 0 14 18
11”2

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Document Count by Owner.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procadure Management

Home
v My Tasks & Questionnaires

Documents
v Tasks by Document

My Tasks

v Tasks by User
Inbox

v Tasks by Group
Reports

: ~ Document Reports
System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accessed
Lists the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not contain links.

Documents within Date Range
Shows all documents that entered a selected status within a specified date range.

Documents Approved as of a Specific Date
Shows all documents that were approved as of a specified date

Change Summary with Version History and Documents Replaced

Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email notifications returned as undeliverable.

v User Reports

v Questionnaire Reports

3. Inthe Output Format area, click Standard or Microsoft Excel Raw.

Document Count by Owner x

M Shows all document counts in their respective status with their More ¥
¥

OUTPUT FORMAT

®)Standard

Microsoft Excel Raw

4. (Optional) To save the Output Format setting for future use, click =, type
a name and description, click Save and Close, and then click OK.

Note: To access a saved report, click Reports, and then click My Saved
Reports.

5. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
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another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

am policytech E A & & savens LAY F

Document Count by Owner

NAVEX Global & policy!
| Pages: 2 Generated By: Douglas Johnson Generated: 09/30/2016 14:50 |

| 1. Corporate Headquarters |

Document Owners (12)

Document Owners Draft Collaboration Review Approval Pending Published Totals
Accounting, DocOwner
(Accounting - Owner) E 0 E 0 E 1 1
Breen, Darren (Human
Resources - HR Director) 2 U - U - u S
Disaster Recovery, DocOwner 7 0 0 0 0 0 7

(Disaster Recovery - Owner)
Educational Resources,
DocOwner (Educational 5 0 0 0 0 0 5
Resources - Owner)
Engineering, DocOwner

(Engineering - Gwner) 16 0 0 0 0 0 16

Fiscal Services, DocOwner

(Fiscal Services - Owner) i o & o & & i

Hansen, Tom [Accuu.mmg - 24 1 1 3 0 3 2

Accounting Manager)

Human Resources, DocOwner

(Human Resources - Owner) ik o & o & l ik

Johnson, Douglas

(Administration - Chief Executive 6 0 0 0 0 0 6

Officer) -

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B ® D E F G H 1 J K
1 Site First Name. Last Name Department Job Title Draft Collaboration Review Approval Published Total
2 Corporate Headquarters Susan  Howard Administration Document, Control Administrator 20 0 4 4 6
3 Corporate Headquarters Jordon  Cash Accounting Accounts Payable Clerk 0 0 0 0 11
4 Sales & Support Office  Scott Owens Sales & Marketing  Dirsctor of Sales & Marketing 11 0 0 0 0 1
5 Sales & Support Office Meekem  Jolley Customer Sewice Customer Service Manager 16 0 0 0 0 15
6 Corporate Headquarters Fred Wright Software Development  Software Development Manager 3 0 3 2 5 13

Report: Documents Accessed

Description

Shows which documents or questionnaires were accessed by which users
within a specific date range.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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Documents Accessed

NAVEX Global Last 30 Days (03/18/2013 - 04/17/2013) & policy
| Pages: 6 Generated By: Susan Howard 04/17/2013 1:24 PM I
Summary
Number of Documents System Users Access Count
Archived 13 1
Published 62 36
Pending 4 0
Approval 10 9
Review 12 0
Collaboration 9 0
Draft 184 5
Total 294 51

Documents Accessed Logs

| 1. Account Collections Form (v.1) Ref #1 Approved

Access Log by Workflow Step (3)

Published (3)
1. 03/21/2013 3:42 PM Hansen, Tom (Accounting - Accounting Manager)
2. 03/21/2013 4:09 PM Hansen, Tom (Accounting - Accounting Manager)
3. 03/27/2013 4:45 PM Howard, Susan (Administration - Document, Control Administrator)

| 2. Accounts Payable and Cash Distribution (v.1) Ref. #2 Dratt

Access Log by Workflow Step (1)

Published (1)
4. 04/03/2013 1:09 PM Hansen, Tom (Accounting - Accounting Manager)

3. Bad NSF Checks (v.1 Ref. #3 In Approval

Access Log by Workflow Step (1)

Published (1)
5. 04/03/2013 1:09 PM Hansen, Tom (Accounting - Accounting Manager)

16

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Documents Accessed.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procecure Management

Home
~ My Tasks & Questionnaires
Documents
~ Tasks by Document
My Tasks
~ Tasks by User
Inbox
v

Tasks by Group
Reports

~ Document Reports

System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
the number of documents by status for each document owner.

es a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not cantain links.

Documents within D. ange
Shows all documents that entered a selected status within a specified date range.

s of a Specific Date
hat were approved as of a specified date

Documents Appran
Shows all documer

Char ummary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email natifications returned as undeliverable.

~ User Reports

v Questionnaire Reports

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Documents v

Site Corporate Headquarters A All From This Site 3 Add All From A

Select By Title v

Title Type here to search by title,

Available Documents Selected Documents T

Shift+Click selects a span of checkbaoxes
3 Add Filter(s) X Clear Filte
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= DOCUMENTS ACCESSED
[€D]

Documents

Arrangement Please choose options on the left, then click View Report.

ES

>
>
Detail Options v
>

Output Format

N/’\VEXGLOEAL'

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear the Ref # check box.
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Arrangement x
Documents Found: 211 {Show/Hide Columns i
Ref# Title (Version) B Refz

52 Account Collection Process (v.1)

320 Account Collection Process (v.1) pproved

320 Account Collection Process (v.2) In Approval

1 Account Collections Form (v.1) Approved

2 Accounts Payable and Cash Distribution (v.1) Approved

67 Americans with Disabilities Act (v.1) Approved

86 Assembly Manuals iv.1) Draft

3 Bad MSF Checks (v.1) Approved

4 Bank Account Reconciliation (v.1) Approved

53 Bank Loan Applications (v.1) Draft

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

B nclude Graphs

Date (Lt30pms) >

Output Format

& View Report E

» Include Document Details: Includes a list of users who accessed
each selected document/questionnaire.
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Documents Accessed Logs

| 1. Account Collections Form (v.1) Ref #1 Approved

Access Log by Workflow Step (3)

Published (3)
1 03/21/2013 542 PM Hansen, Tom (Accounting - Accounting Manager)
2 03/21/2013 6:09 PM Hansen, Tom (Accounting - Accounting Manager)
3 03272013 6:45 PM Howard, Susan (Administration - Document, Control Administrator)

= Include Graphs: Adds a graph to the Summary area of the report.
The graph shows the number of users who accessed the selected
documents/questionnaires in each status.

Summary
Number of Documents System Users Access Count
Archived 13 1
Published 62 36
Pending 4 ]
Approval 10 9
Review 12 1]
Collaboration g 0
Draft 184 5
Total 204 51
M Craft
M collaboration
W Review
W &proval
b= M Fending
a B Published
o ] Archived
o
@
W
o
@
Q
O
<
B
Workflow Step Accessed

6. (Optional) By default, this report checks when the selected
documents/questionnaires were accessed regardless of the access date.
To limit results to a date range, click Date, and then select a range. If you
click Custom Range, also type or select From and To dates. Click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents

Arra ngement

Detail Options
Date

Output Format
O Standard

@ Microsoft Excel Raw

¢ View Report

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents
Arrangement
Detail Options

Date

Output Format
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Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= DOCUMENTS ACCESSED (>}

Page 1 “of 1 B B S @ b % saess o v @

Documents

Arrangement

Documents Accessed
Detail Options

NAVEX Global Last 30 Days (09/29/2018 - 10/29/2018) 8 policy"
Date (Lest30ers) [Fages 1z Generated By, Douglas Johnson 101292018 452 PM_|
Output Format Summary
|
Number of Documents System Users Access Count
Archived 1 1
Published 16 7
Pending 0 0
Approval 5 19
Review 3 10
Collaboration 2 11
Draft 9 89
Total 4 167

Documents Accessed Logs

[ 1 Account Collection Progess (v.2) Ref. #320 In Approval
Access Log by Warkflow Step
Review (1)
1 10/24/2018 7:35 PM Benton, Carol (Environmental Services - Manager)

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B c D E F G H | J
1 |Ref # Title (Version) Version Date/Time Workflow Step First Mame Last Name Job Title Site Department
2 1 Account 1 10/30/2014 06:18 Published Douglas  Johnson  Chief Executive Corporate H Administration
3 1 Account 1 10/30/2014 06:21 Published Douglas  Johnson  Chief Executive Corporate H Administration
4 216 Account 2 10/29/2014 15:02 Approval Susan Howard Document, Con Corporate H Administration
5 204 Account 1
6 | 296 Account 1

Report: Document Duration in Workflow

Description

Shows how long each selected document was in each of the workflow statuses.
The summary graph shows averages for all published documents.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator
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Sample Report:

Document Duration in Workflow

NAVEX Global &= policy!
I Pages: 10 Generated By: Jim Woolf 11/03/2014 1:35 PM
Summary
Report Filter
Site —Main Cffice—
Department Product Engineering
Date Approved 11/03/2013 to 11/03/2014

Average Days in Workflow Step

109

B oraft

I Collzboration

W Review

M &pproval

M Futlished

- L

Duration in Status (142)
Title (Version) Reference # Draft Collaboration Review Approval  Published
3P 3.2.0 Release (v.1) 986 0 0 18 3 35
3P ExternalReleaseMotes 710
Released 03132104 0 i) 11 2 215
1y
3P InternalReleaseMNotes 812
3.03 05022014 docx ] 0 1 29 125
w1}
3P InternalReleaseNotes 706
Released 03132014 0 0 12 2 215
w1}
Administrator's Guide: 897
PolicyTech 8.1 4 0 15 13 16
(07/07/2014) (v.1)
Administrator's Guide: 1021
PolicyTech 85 0 0 g 1 g

(09/29/2014) (v.1)

110

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Document Duration in
Workflow.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procadure Management

Home

~ My Tasks & Questionnaires
Documents

v Tasks by Document

My Tasks

v Tasks by User

Inbox

v Tasks by Group
Reports

~ Document Reports

System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accessed
Lists the number of times a document was accessed in any status by user and department

sts

published documents have remained in each status.

Linked Documents

Select documents t y one of the following: the documents' links, the documents with links ta
them, or documents that do not contain links.

Documents within Date Range
Shows all documents that entered a selected status within a specified date range.

Documents Approv
Shows all documer

s of a Specific Date
that were approved as of a specified date

Chan,

ummary with Version History and Documents Replaced

Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email notifications returned as undeliverable.

v User Reports

v Questionnaire Reports

3. For Content Type, select whether to see information about documents or
questionnaires.
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Document Duration in Workflow x

@ shows how long a department's published documents have More ¥
¥

OPTIONS
Content Type

Documents A
Site

Corporate Headquarters v
Department

-- Select 3 Department - w

FILTER BY APPROVED DATE
Date Range
Last 30 Days e

QUTPUT FORMAT
®)standard
Microsoft Excel Raw

| € View Report ‘ ‘E‘

4. Select a site and department.

5. Select a date range. If you click Custom Range, also type or select From
and To dates.

6. Inthe Output Format area, click Standard or Microsoft Excel Raw.

7. (Optional) To save the current settings for future use, click 2, type a name
and description, click Save and Close, and then click OK.

Note: To access a saved report, click Reports, and then click My Saved
Reports.

8. Click View Report.

If you chose the Standard output format, the report opens in a new
window where you can view, print, and save the document to disk in
several different formats. If the report contains links, click a link to open that
document or questionnaire in PolicyTech or click a user name to open
another report specific to that user.
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— SpE—

Document Duration in Workflow

NAVEX Global wpolicy
[Fages 10 Generated By. Jim Woolf 100372014 1.28 P

Summary

Report Filter

site —Main Office—
Department Product Engineering
Date Approved 11/03/2013 to 11/03/2014

Average Days in Workflow Step
B ot

M Collzboration
W Review

W feproval

[ Fubished

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B c D E F G H | J K L M
1 Site Department Document Document Ow Job Title Ref # Title (Version) Version Draft Collabor Review Approval Published
2 |Corporate Hea Accounting Tom Hansen Accounting Manager 1 Account Collections Form (v.1) 1 934 0 0 0
3 Corporate Hea Accounting Tom Hansen Accounting Manager 3 Bad NSF Checks (v.1) 1 934 0 0 0 0
4 Corporate Hea Accounting Tom Hansen Accounting Manager 11 Fixed Asset Control (v.1) 1 93 0 1 0 0
3

Report: Linked Documents

Description

Shows the inserted links, if any, for each of the selected documents. You can
also choose to show which documents are linking to the selected documents or
only those selected documents that contain no links.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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Linked Documents

NAVEX Global e policy
| Pages: 2 Generated By: Susan Howard Generated: 04/17/2013 3:28 PM |
Summary

| Draft In Review In Approval Pending Approved
0 0 0 0 3
Selected Documents
1 Bad NSF Checks (v.1) 3 Hansen, Tom (Accounting oo 0orate Headquarters  Accounting
- : Manager)
Assigned Categories (1)
1. Policies (Document Type/)
Links in Document (1)
Title Reference #  Status Document Owner Inserted
1. Accounts Payable and Cash 2 Approved Hansen, Tom Yes
Distribution (v.1)
2 .Cash Receipts (v.1) 322 Allison, Todd (Tester) Corporate Headquarters ~ Quality Assurance
Assigned Categories (0)
Document is not assigned to any categories
Links in Document (3)
Title Reference #  Status Document Owner Inserted
1. Bad NSF Checks (v.1) 3 Approved Hansen, Tom Yes
2. Bank Account Reconciliation (v.1) 4 Draft Hansen, Tom Yes
3. Cash Drawers (v.1) 6 Approved Allison, Todd Yes
3 .Check Requests (v.1 G| RIS el (e il Corporate Headquarters ~ Accounting
- ) Manager)
Assigned Categories (1)
1. Policies (Document Type/)
12

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Linked Documents.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procadure Management

Home

~ My Tasks & Questionnaires
Documents

v Tasks by Document

My Tasks

v Tasks by User

Inbox

v Tasks by Group
Reports

~ Document Reports

System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accessed
Lists the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

splay

them, or documents that do not contain links.

y one of the following: the documents' links, the documents with links to
Documents within Date Range
Shows all documents that entered a selected status within a specified date range.

s of a Specific Date
that were approved as of a specified date

Documents Approv
Shows all documer

Chan) ummary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email notifications returned as undeliverable.

v User Reports

v Questionnaire Reports

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Status All Statuses v

Site Corporate Headguarters ~ All From This Site 8 Add Al From Al S

Select By Tile .

Title Type here to search by title.

Available Documents Selected Documents T

Shift+Click selects a span of checkboxes.

X Clear F

PolicyTech 10.6 Reports Supplement



Document Reports - 133

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= LINKED DOCUMENTS

Documents €D

Arrangement Please choose options on the left, then click View Report.

Detail Options

Output Format

NAVEXGLOBAL‘

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 Show/Hide Columns v
Ref # Title (Version) Document Owner Ref#
52 Account Collection Process (v.1) Hansen, Tom (Accounting Manager) Document Owner
Site

320 Account Collection Process (v.1) Hansen, Tom (Accounting Manager) Department

320 Account Collection Process (v.2) Hansen, Tom (Accounting Manager) COrporate Headquarters

1 Account Collections Form (v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

2 Accounts Payable and Cash Distribution {v.1) Driggs, Shiela (Directar of Finance) Corporate Headquarters I

67 Americans with Disabilities Act (v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

36 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

3 Bad NSF Checks (v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

4 Bank Account Reconciliation {v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

53 Bank Loan Applications (v.1) Hansen, Tom (Accounting Manager) Corporate Headquarters

44 44 Page 1 of 22 MM Records 1-10

3

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement

Detail Options

(O Show links contained in selected
documents

@ Show links to selected documents

@ Show documents containing no
links

Output Format

€ View Report E

m Show links contained in selected documents

m Show links to selected documents
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= Show documents containing no links

= Show localization workflow documents (Available only when the
Localization Workflow module has been enabled. See "Running
Localization Workflow Reports" in the Localization Workflow

Supplement.)

6. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents

Arrangement

Detail Options

Output Format
O Standard

@ Microsoft Excel Raw

¢ View Report

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents
Arrangement

Detail Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

8. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
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document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= LINKED DOCUMENTS e

Documents ) Page[1  vof ;4| B B 2o b Y osavers pF v [

Arrangement

Linked Documents

Detail Options NAVEX Global & policy
P 54
Qutput Format [ Pages Generated By Dougtas Johnson Generated: 10/29/2018521 PM |
Summary
‘ Draft In Review In Approval Pending Approved
162 4 il 0 32

Selected Documents

1 Account Collection Process P Hansen. Tom (Accounting ¢ 0 e e aners unting
) Manager) —

Assigned Categories (1)
1 Subeategory (Policies)

Links in Document (1)

Title Reference#  Status DocumentOwner  Inserted
1 Account Collections Form (v.1) 1 Approved  Hansen. Tom Yes
2 .Account Collection Process Ref. #1320 Hansen, Tom (Accounting Corporate Headquarters unting
@n Marager) i
Assigned Categories (1)
1 Procedure (Document Type)

Links in Document (1)

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B c D E F G H I J K L
1 Ref # Title (Version)  Assigned Categories Document (Document CJob Title  Site  Department Status  Link Document Title  Link Document Status Inserted
2 1 Account Collections Forms (Document Ty Tom Hansen  Accountant Corpo Fiscal Senvic Approved  Account Collection Proc Archived Yes
3 267 Cash Drawers (v.1) Susan  Howard  Document. (Corpo Administratialn Approval Bank Account Reconcill Draft Yes
4 257 Centified Auditor Lis Tom Hansen  Accountant Corpo Technical Se Approved  Special Characters {v.1) Approved Yes
5 270 Fixed Asset Control Susan  Howard  Document, (Corpo Administratio Approved  Archive Doc (v.1) Approved Yes
R 287 Travel Expense Poli Susan Howar d Document t (Corpo Administratio Approved Preferred Hotels fv 1) Archived Yes

Report: Documents within Date Range

Description

Shows which documents were created (first saved in draft status) within the
selected date range.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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Documents within Date Range

NAVEX Global Date Created from 03/18/2013 to 04/17/2013 &= policy
[ Pages: 1 Generated By: Susan Howard 04/17/2013 3:44 PM_ |
Summary

| Number of Documents

3

| Filter Criteria

Eilter Criteria

Status: Draft

Site: Corporate Headquarters

All Documents in Site: Corporate
Headquarters

Documents in Selected Date Range

| 1. Benton, carol (Envir | Control M )
Documents by Owners (3)
Ref. # Title (Version) Status Date Publication Date
Created Submitted Approved
1. 322 Cash Receipts (v.2) Draft 03/21/2013 04/02/2013 Not Approved Not Approved Yet
Yet
2. 329 Eamily and Medical Leave Policy (v.1) Draft 04/10/2013 Not Not Approved  Not Approved Yet
Submitted  Yet
Yet
3. 330 Year End Closing (v.1 Draft 04/10/2013 Not Not Approved  Not Approved Yet
Submitted  Yet
Yet

7

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Documents within Date

Range.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procadure Management

Home
v My Tasks & Questionnaires

Documents
v Tasks by Document

My Tasks

v Tasks by User
Inbox

v Tasks by Group
Reports

3 ~ Document Reports

System Settings

Document Assignments by Title

Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accessed
Lists the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents t y one of the following: the documents' links, the documents with links ta
them, or documents that do not contain links.

Shows all documer at entered a selected status within a specified date range.

s of a Specific Date
that were approved as of a specified date

Documents Approv
Shows all documer

Chan) ummary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email notifications returned as undeliverable.

v User Reports

v Questionnaire Reports

3. For Content Type, select whether to see information about documents or
questionnaires.
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Documents within Date Range x

@ Shows all documents that entered a selected status within a specified date range.

— Options
Content Type  Documents e
Status Draft - Draft e
Site Corporate Headguarters ¥
Select By All Documents in Site e

All Documents in Site

~ Filter By
Date Created

Date Range = Last 30 Days v

— Qutput Format
*/Standard

Microsoft Excel Raw

€ View Report

4. Select the status of the documents/questionnaires you want included in the
report.

5. Ifyour PolicyTech system has multiple sites, select a site.

6. For Select By, click an option for how you want to select
documents/questionnaires within the selected status and site.

~— Options
Status Draft - Draft h
Site Corporate Headquarters e
Select By All Documents in Site hd
All Document All Documents in Site
Department

Department Group
Document Cwner
Writer

Writer Group
Reviewer
Reviewer Group

W

7. Thelist below Select By changes, depending on the Select By option you
choose. Do one of the following:
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m [fthe Select By setting is currently All Documents in Site, no further
options are available and you can move on to the next step.

m [fthe Select By setting is any other option, in the list below Select By,
click an item. For example, if you click Department for Select By, then
, inthe Department list, click a department.

- Options
Status Draft - Draft M
Site Corporate Headquarters e
Select By Department e
Department v

@ [All Departments]
@ Accounting
@ Administration
@ Disaster Recovery

@ Educational Resources

@ Engineering

@ Environmental Services

@ Fiscal Services

@ Human Resources -

7. IntheFilter By area, in the Date Range list, click a range. If you click
Custom Range, also type or select From and To dates, and then click

Apply.

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

9. (Optional) To save the current settings for future use, click 2, type a name
and description, click Save and Close, and then click OK.

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10. Click View Report.

If you chose the Standard output format, the report opens in a new window
where you can view, print, and save the document to disk in several
different formats. If the report contains links, click a
document/questionnaire link to open that document/questionnaire in
PolicyTech or click a user name to open another report specific to that user.
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@ policytech Pageuf | I SaveAs L]

Documents within Date Range
MNAVEX Global Date Created from 08/31/2016 to 09/30/2016 = policyr.

[“Pages1 Generated By: Douglas Johnson 00/3022016 15:32

Summary

Number of Documents

6

Filter Criteria

Filter Criteria

Status: Draft

Site: Corporate Headquarters
Department: Accounting

Documents in Selected Date Range

[ 1. Breen, Damen (HR Director) Corporate Headquarters  Human Resources

Documents by Owners (1)

Ref.  Title (Version) Status Date Date Date Approved Publication
Craat nat

x ’ ubmittar

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B c D E F G H | J K
1 |Site Department Document Own Ref. # Title (Versi Version Nu Status Date Creat Date Subn Publication Date
2 Corporate Accounting Tom Hansen 123 Account C 2 Approved 412113 41913 472713
3 |Corporate Accounting Tom Hansen 66 Bank Acce 1 Approved /2213 /2513 1725013
4 Corporate Accounting Tom Hansen 19 Cash Dran 3 Approved 2MiM3 21813 242113
£ |Corporate  Accounting Tom Hansen 45 Fixed Assi 2 Approved 416113 4/2313 A/26/13

Report: Documents Approved as of a Specific Date

Description

Shows all documents or questionnaires that were approved before or on the
specified date.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:
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Documents published as 0of 04/17/2013

NAVEX Global & policy
| Pages: 2 Generated By: Susan Howard 04/17/2013 4:09 PM_ |
Summary
‘ Number of Documents ‘
40
‘ Filter Criteria ‘
Eilter Criteria
Status: Published
Site: Corporate Headquarters
All Documents in Site: Corporate
Headquarters
Documents in Selected Date Range
| 1. Benton, Carol (Environmental Control Manager)
Documents by Owners (40)
Ref. # Title (Version Date Approved  Publication Date
1 6 Cash Drawers (v.1 03/18/2013 03/18/2013
2. 322 Cash Receipts (v.1 03/19/2013 03/19/2013
3. 1 Account Collections Form (v.1) 11/04/2010 11/04/2010
4. 2 Accounts Payable and Cash Distribution (v.1) 03/02/2011 03/02/2011
5. 3 Bad NSF Checks (v.1 03/04/2011 03/04/2011
6 5 Capitilization (v.1) 03/18/2013 03/18/2013
7. 8 Chart of Accounts (v.1 03/18/2013 03/18/2013
8 9 Check Requests (v.1) 03/18/2013 03/18/2013
9. 10 Check Signing Authority (v.1 03/18/2013 03/18/2013
10. 296 Family and Medical Leave Policy (v.1) 03/14/2013 03/14/2013
11 287 Paid Time Off (PTO) Policy (v.1 03/11/2013 03/11/2013
12, 17 Performance Evaluation - AP Clerk (v.1 03/20/2013 04/29/2013
13, 281 Eamily and Medical Leave (v.1 03/08/2013 03/08/2013
14. 319 Board of Directors (v.1) 03/18/2013 03/30/2013
12

How to Generate

1. Click Reports.

2. Click Document Reports, and then click Documents Approved as of a

Specific Date.
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POLICYTECH REPORTS & Douglas johnson ~

Pulicy & Procecure Management

Home

~ My Tasks & Questionnaires
Documents

~ Tasks by Document

My Tasks

~ Tasks by User

Inbox

v Tasks by Group
Reports

~ Document Reports

System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accessed
Lists the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not cantain links.

Documents within D. ange
Shows all documents that entered a selected status within a specified date range.

| Documents Approved as of a Specific Date |
Shows all documents that were approved as of a specified date

Change Summary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email natifications returned as undeliverable.

~ User Reports

v Questionnaire Reports

3. For Content Type, select whether to see information about documents or
questionnaires.

Documents Approved as of a Specific Date x

# Shows all documents that were approved as of a specified date.

- Options
Content Type = Documents h
Site Corporate Headguarters ™
Select By All Documents in Site ™

All Documents in Site

Approved as of 05/16/2018

— Qutput Format
®Standard

Microsoft Excel Raw

€& View Report
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4. If your PolicyTech system has multiple sites, select a site.

5. Inthe Select By list, click an option for how you want to select
documents/questionnaires within the selected site.

- Options
Site Corporate Headquarters e
Select By All Documents in Sitd h

All Documents in Site
All Document

Department
Approved as Department Group

Document Cwner

Writer

Writer Group

Reviewer
Reviewer Group -
6. The list below Select By changes, depending on the Select By option you
choose. Do one of the following:

m Ifthe Select By setting is currently All Documents in Site, no further
options are available and you can move on to the next step.

= [fthe Select By setting is any other option, in the list below Select By,
click an item. For example, if you click Department for Select By, then
, in the Department list, click a department.

- Options
Site Corporate Headquarters v
Select By | Department v
Department | — Choose — -
Approved as ® [#ll Depariments]
@ Accounting

@ Administration
@ Disaster Recovery

@ Educational Resources

@ Engineering =

6. Nexttothe Approved as of box, click i, and then click a date.
7. Inthe Output Format area, click Standard or Microsoft Excel Raw.

8. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.

Note: To access a saved report, click Reports, and then click My Saved
Reports.
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9. ClickView Report.

If you chose the Standard output format, the report opens in a new
window where you can view, print, and save the document to disk in
several different formats. If the report contains links, click a
document/questionnaire link to open that document/questionnaire in
PolicyTech or click a user name to open another report specific to that user.

@ policytech E A & 2 savens [N =

Documents approved as of 09/30/2016

MAVEX Global &= policy!
[“Pages1 Generated By: Douglas Johnson 00/3012016 15:43

Summary

Number of Documents

5

Filter Criteria

Filter Criteria

Status: Published

Site: Corporate Headquarters
Department: Accounting

Documents in Selected Date Range

[ 1. Accounting, DocOwner (Owner) Corporate Headquarters  Accounting

Documents by Owners (1)

Ref. # Title (Version; Date Approved Publication Date

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

Screenshot...
A B c D E F G H | J
1 |Site Department DocumeéDocument OJob Title Ref # Title (Version)  Version Date Approved Publication Date
2 |CorpoEnvironment Carol  Benton Environme 314 Vacation Policy | 2 09/25/2014 09/25/2014
3 CorpoHuman RescDarren Breen Personnel 207 Cash Receipts (v 1 06/30/2014 06/30/2014
4 CorpoHuman RescDarren Breen Personnel 315 Wacation Policy | 2 09/25/2014 09/25/2014
5 |CorpoFiscal Servic Shiela Driggs Director of 205 Year End Closing 1 06/30/2014 06/30/2014
6 Corpo Accounting Tom Hansen Accountin 2 Accounts Payab 1 037022011 03/02:2011

Report: Change Summary with Version History and
Documents Replaced

Description

When submitting a new document or questionnaire, or a new version of an
existing document/questionnaire, to review or approval, a document owner
must include the reason for creating the new document/questionnaire or a
summary of changes to the existing document/questionnaire. This report shows
the change summaries written by document owners upon submitting those
documents/questionnaires (new or new version) for review or approval.

Note: By default, the text "New Document" or "New Version" is added to the
text box when a document owner submits a document/questionnaire for
review or approval. PolicyTech does not require the document owner to
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change the default text, though your organization may require a more
detailed explanation.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:

Change Summary

Demo Site == policy
| Pages: 6 Generated By: Tom Hansen Generated: 08/08/2013 5:25 PM
Summary
| Selected Documents Unique Replaced Documents
15 0

Documents Change Summary

| Ref#:4 Bank Account Reconciliation (v.4) Approved Owner: Johnson, Douglas

Change Summary

40 New Version
Owners/Approvers
Version Owners/iApprovers Date Approved Publication Date
4 Hansen, Tom (Accounting Manager) Cwner 08/08/2013 08/08/2013
Jones, Anne (Chief Finance Officer) Approver

Version History with Documents Replaced

Version Ref. # Title (Version, Publication Replaced Documents
Date
4 4 Bank Account Reconciliation  08/08/2013 None
Ref#:5 Capitilization (v.2) Approved Owner: Johnson, Douglas

Change Summary

20 New Version
Owners/Approvers
Version Owners/iApprovers Date Approved Publication Date
2 Hansen, Tom (Accounting Manager) Cwner 11/23/2011 1172372011
Johnson, Douglas (Chief Executive Officer) Approver

Version History with Documents Replaced

Version Ref. # Title (Version, Publication Replaced Documents
Date
2 2 Capitilization 11/23/2011 None
Ref#:6 Cash Drawers (v.2) Approved Owner: Johnson, Douglas

116
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How to Generate
1. Click Reports.

2. Click Document Reports, and then click Change Summary with
Version History and Documents Replaced.

= POLICYTECH REPORTS & Douglasjohnson ¥

Pulicy & Procecsre Management

Home
v My Tasks & Questionnaires

Documents

<

Tasks by Document
My Tasks

<

Tasks by User
Inbox

<

Tasks by Group
Reports

>

: Dacument Reports
System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Ac d
Lists the number of times a document was accessed in any status by user and department.

Document Duration in Workflow
Shows how long a department's published dacuments have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not contain links.

Documents within D: ange
Shows all documents that entered a selected status within a specified date range

as of a Specific Date
hat were approved as of a specified date.

Documents Appre
Shows all docum

| Change Summary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents

Print Multiple Documents
Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected.

cks by Document

iEned to the selected documents se email notifications returned as undeliverable.

~ User Reports

~ Questionnaire Reports

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents A

Status All Statuses v

Site Corporate Headquarters e &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents o}

Shift+Click selects a span of checkboxes
E3 Add Filter(s) ® Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= CHANGE SUMMARY WITH VERSION HISTORY AND DOCUMENTS REPLACED

Documents

Arrangement Please choose options on the left, then click View Report.
Detail Options

Date

Output Format

N/‘\VEXGLOEAL'

4. (Optional) Click Arrangement and do any of the following:
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m To change the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Arrangement x
Documents Found: 211 Show g -CCI..mlsv
Ref # Title (Version) Status Docurment ) Ref
52 Account Collection Process (v.1) Approved Hansen, T] B Status
Document Owner
320 Account Collection Process (v.1) Approved Hansen, T| B Next Review Date
320 Account Collection Process (v.2) In Approval Hansen, Tom No Review Date
1 Account Collections Form (v.1) Approved Hansen, Tom 11/04/2011
2 Accounts Payable and Cash Distribution (v.1) Approved Driggs, Shiela 09/02/2011
67 Americans with Disabilities Act (v.1) Approved Hansen, Tom 11/29/2011
86 Azzsembly Manuals (v.1) Draft Hansen, Tom Mo Review Date
3 Bad MSF Checks (v.1) Approved Hansen, Tom 03/04/2012
4 Bank Account Reconciliation (v.1) Approved Hansen, Tom 04/13/2018
53 Bank Loan Applications (v.1) Draft Hansen, Tom No Review Date
I 44 page 1 of 22 W MM Records 1-10

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. Click Detail Options, and then select the information you want included in
the report. See Detail Options below for details.
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Documents

Arra ngement

Detail Options
Include previous versions
Include next versions

Include "Edit in Current State'
summaries

Include Owner/Approver Details

Include Replaced Documents
Details

Include Assigned Categories
Date

Output Format

¢ View Report

6. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Documents
Arrangement
Detail Options
Date

Output Format

O standard

@ Microsoft Excel Raw

¢ View Report

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents
Arrangement
Detail Options
Date

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

8. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

= CHANGE SUMMARY WITH VERSION HISTORY AND DOCUMENTS REPLACED 2]
BEmETS & Page 1 vlof 89 B B H @ B % saess poF v &
Arrangement

: Change Summary
Detail Options
NAVEX Glabal = policy:
Date (msss) [ Pages 8g Generated By- Jonnson, Douglas Generated 10/29/2018 6:03 PM
Output Format
A Summary
I Selected Documents | Unique Replaced Documents
21 o
Change Summary
[ Ret# 52 ‘Account Collection Process (v.1) Approved Guner. Hansen, Tom
Next Review  08/3012017
Date
Change Summary
0 New Document
Owners/Approvers
Version Owners/Approvers Date Approved ~ Publication Date
1 Hansen, Tom (Accounting Manager) Quner 04/1312017 0471312017
Johnson. Douglas (Chief Exscutive Officer) Approver
Version History with Documents Replaced
Version Ref.# Title (Version) Publication  Replaced Documents
Daie
1 52 Account Collection Process 0411312017 None

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.
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A B C D E F G H | J
1 Ref # Version NiTitle Status Document O Approver Date Approved Publicatior Change Summary
25 20 Capitilization approved Hansen, Torr Johnson, Do111/23/2011 5:111/23/201° Mew Version
38 1.0 Chart of Acco approved Hansen, TorrJohnson, Doi11/23/2011 4:211/23/2011 4:39:44 PM
419 1.0 Check Reque: approved Hansen, Torv Johnson, Doi 11/23/2011 4:211/23/2011 4:39:35 PM

£ 10 10 Check Sianine arcroved  Hancen TorJohnzon Do 11/2302011 4-2 11232011 4-37-51 PM

Detail Options

Include previous versions. Includes the change summaries for any previous
versions of the selected document/questionnaire.

Include next versions. If a selected document/questionnaire is not the latest
version, this option adds the change summaries for each later version.

With non-approved versions. Displayed only when Include next versions
is selected. Select this option if you want to include the change summaries of
versions currently in the review or approval status.

Note: Selecting Include next versions without selecting With non-
approved versions applies only if you select documents/questionnaires in
the archived status that were replaced by a newer version.

Include 'Edit in Current State' summaries. A document owner or
administrator can make minor changes to an approved document without
creating a new version and sending it through the approval process. When a
user does this, PolicyTech requires the user to summarize changes and creates
a minor version, appending a period and a minor version number to the major
version number, such as 1.1 or 1.2. Selecting Include 'Edit in Current State'
summaries adds minor version change summaries to the report.

Note: This option does not apply to questionnaires.

With system changes. Displayed only when Include 'Edit in Current State’
summaries is selected. PolicyTech creates minor versions of a document each
time it automatically updates something in the document, such as an inserted
document property or a link to another PolicyTech document. Select this option
if you want to include change summaries for system-generated minor versions.

Note: This option does not apply to questionnaires.

Include Owner/Approver Details. Adds the names and job titles (if included
in the users' profiles) of the document owner and approver of each document
version.

Include Replaced Document Details. Adds a list of documents, if any, each
version replaced when it was published.

Note: This option does not apply to questionnaires.

Include Assigned Categories. For each included document/questionnaire,
adds a list of its assigned categories.
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Report: Print Multiple Documents

Description
Lets you select and print multiple Microsoft Word and Excel documents at once.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator
How to Generate

1. Click Reports.

2. Click Document Reports, and then click Print Multiple Documents.

= POLICYTECH REPORTS & Douglasjohnson ¥
Pty & rococure Managament

Home

~ My Tasks & Questionnaires
Documents

~ Tasks by Document

My Tasks

~ Tasks by User
Inbox

~ Tasks by Group
Reports

: ~ Document Reports
System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents /
Lists the numi

ssed
r of times a document was accessed in any status by user and department.

Document Duration in Workflow
Shows how long a department's published dacuments have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not contain links.

Documents within Date Range
Shows all documents that entered a selected status within a specified date range

Documents Approved as of a Specific Date
Shows all documents that were approved as of a specified date.

ummary with Version Histary and Documents Replaced
cument change summaries along with version histories and replaced documents

P tiple Documents

Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected.

Email Bounce Backs by Document

Lists all users assigned to the selected documents whose email notifications returned as undeliverable.

~ User Reports

~ Questionnaire Reports

3. Select documents to include in the report (see Selecting Documents for
help), and then click OK.

Important: By default, only documents assigned the All Users (default)
security level are displayed in the Available Documents box. To display
and have the option to select documents assigned the Restricted - High or
Restricted - Severe security level, click Show Restricted Documents.
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Restricted document titles are preceded by the &l icon and are displayed in
red font.

Print Multiple Documents ®

@ Use the selection tools below to build a list of documents you would like to see in this report.

Status Approved - Published ~ | [ @i Show Restricted Documents

Site Corporate Headquarters ~ | B Add All From This Site @3 Add All From All Sites

Select By Title ~

Title

Available Documents Selected Documents jmf

Shift+Click selects a span of checkboxes.
Add Filter(s) X Clear Filter(s)

4. Do one of the following:

m To start the automated printing of the selected documents, click Print
Documents.

m Tochange one or more report settings, click Next, and then continue
with the next step.

Print Multiple Documents x
O Use the options below to determine the detailed content of this report. Use the Document Arrangement section to select the document More %
@ Print Documents (Paging Options) Q Print Display Table
[ Properties (Mare) ®
Document
[0 Attachments (Microsoft Word & Excel only)
DOCUMENT ARRANGEMENT
Documents Found: & Show/Hide Columns -
Title - Ver # Status
Account Collections Form 1 Approved
Americans with Disabilities Act 1 Approved
Bad MSF Checks 1 Approved
Board of Directors 1 Approved
Safery Guidelines 2 Approved
4444 Page 1 of 2P Records 1-3
Cancel Back Print Documents

5. Select one of the following outputs for the selected documents:
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= Print Documents: Automatically opens and prints all selected
documents. To change what is printed by default, see Print Documents
Options below. If you select this option, skip step 6.

= Print Display Table: A display table is what is currently displayed in
the Document Arrangement area, which you can modify (see the
next step below). After selecting this option, select Standard to create
a report containing the document list, or select Microsoft Excel Raw to
export the list to an Excel (.xIs) file.

6. The Document Arrangement area controls what document information is
included in the report and the document sort order. Do any of the following:

m By default, a Print Multiple Documents report includes the following
information about each document listed in the Document
Arrangement area:

« Reference number
o Title

» Version number

« Status

« Date Created

« Date Submitted
 Publication Date
« Date Approved

» NextReview Date

To change the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Important: Changing what is displayed in the Document Arrangement list
does not affect output when Print Documents is selected, but it does affect
the output for Print Display Table. With Print Display Table and
Standard selected, clicking to clear the following columns hides them in the
Document Arrangement list, but it does not remove them from the
standard display table: Reference #, Ver #, Review Interval, Document
Owner, URL. With Print Display Table and Microsoft Excel Raw
selected, all column changes you make directly affect what is included in the
exported display table file.
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x
se the Document Arrangement section to select the document More ¥
w
O Print Display Table
Ver # Status \
1 Approved
Approved Reference #
o Ver #
#| Status
Security Level

Date Created
Date Submitted
Publication Date
Date Approved
MNext Review Date
Date Archived
Review Interval
Document Cwner
LRL

Language
Categories
Security Detzils

Note: The Security Details option functions differently than the other
Show/Hide Columns options. First, it is only selectable if Microsoft Excel
Raw is selected. Second, it causes two columns to be added to the display
table: Allowed Access Type and Allowed Access. These two columns will
contain information only for documents that have the Restricted - High or
Restricted - Severe security level assigned, and only if one or more other
allowed users are selected (for details on security levels, see "Step 7:
Security" in the User's Guide). The Allowed Access Type column shows
how other allowed users were selected (by department, by job title, or by
readers), and the Allowed Access column shows the departments, job
titles, and readers that were selected. Notice in the example below that a
separate row is included for each of a document's Allowed Access entities
that were selected.

Screenshot...
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A B c D E

1 |Title er# Status Allowed Access Type Allowed Access

2 |Account Collections Form Draft  Department Corporate Headquarters: Accounting
3 |Account Collections Form Draft  Multi-Site (Global) Department Group Customer Satisfaction Group

4 |Account Collections Form Draft  Reader Group Corporate Headquarters: Managers

6 |Accounts Payable and Cash Distribution Draft
7 Bad NSF Checks Draft
8 |Invoice Billings

9 | Job Description - Accountant

10 Performance Evaluation - Accounting Manager
11 |Year End Closing

Draft
Draft
Draft

Vi
1
1
1
5 |Account Collections Form 1 Draft  Reader Aguiar, Janice (Accounts Payable Clerk)
1
1
1
1
1
1 Draft

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

Note: Changes to the document sort column and sort order directly affect
both Print Display Table outputs.

7. Do one of the following, depending on what output you've selected:

= Print Documents: To start the automated printing of the selected
documents, click Print Documents.

Important: PolicyTech opens and prints each selected document one after
the other. This may take several minutes if many documents are selected. Do
not attempt to work with any open document until the printing process has
completely finished.

The last thing to be printed is the table of contents page, at which time
you'll see the message displayed below.

Printing Complete.

Click OK if you would like to customize the Table of Contents and then print it again.

Cancel

To use the default table of contents that has already been printed, click
Cancel, which closes the table of contents.

To edit the default table of contents page, click OK, and then make
changes as you would with any other Word document within
PolicyTech. When finished, print the modified table of contents from
within Word.

= Print Display Table: Click View Report.

If you chose the Standard output format, the report opens in the
viewing pane to the right where you can view the report, search within
it, send it to another PolicyTech user, print all or part of it, and save it to
disk in several different formats (see Working with a Finished Legacy
Report for details). If the report contains links, click a document or
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questionnaire link to open that document/questionnaire in PolicyTech or
click a user name to open another report specific to that user.

aw policytech” Pagenf > B B A & i saens [EUEEEE B

Document List

NAVEX Global S policy
| Pages: 3 Generated By: Johnson, Douglas Generated: 09/15/2016 09:27 |
Document Details
13 Job Description - Accountant (v.1 == emioeul nhiky Corporate Headguarters  Accounting
Manager)
URL Security All Users
hitp:#f policytech com/didotNet/documents/ Review Interval 12
?docid=13
Dates
None Selected
Job Description - Accounting B =
14 Job Description - Accountin Hansen, Tom (Accounting T e A
Manager (v.1 Manager)
URL Security All Users
hitp:f .policytech.com/d/dotNet/documents/ Review Interval 12
?docid=14
Dates
None Selected
Job Description - Accounts Fayable Hansen, Tom (Accounting .
15 Clerk(v1 Managar) Corporate Headquarters ~ Accounting
URL Security All Users
hitpF .policytech.com/d/dotNet/documents/ Review Interval 12
?docid=15
Dates -

If you selected Microsoft Excel Raw, follow the prompts to download
and open the Excelfile.

A B c| D E F G H 1 J K L
R

1 Ref # Tille Ver# Status Date Created Date Approved  Publication Date  Next Review Date Date Archived  Document Owner Categories eview Inter
2 233 AntiBribery Policy 2 Dat  1212/2012 Not Approved Yet Not Approved Yet  No Review Date Not Archived Yet Howard, Susan  Policies (Document Type/ 12 monthi(s
3 3 Bad NSF Checks 1 Drat  11/18/2011 Not Approved Yet Not Approved Yet  No Review Date Not Archived Yet Hansen, Tom

4 5 Capitilzation 3 Dt 12/05/2012 Not Approved Yet Mot Approved Yet  NoReview Date NotArchived Yet Hansen, Tom 1.0 Law Enforcement Role 12 month(s
5 292 Fived Asset Contrl 1 Drat 0332013 Not Approved Yet Not Approved Yet  No Review Date Not Archived Yet Howard, Susan 12 months

Print Documents Options

Use the following options to customize what is printed with the selected
documents.

Paging Options

When you print multiple documents, PolicyTech adds a table of contents page
listing each document printed. The paging options control pagination of the
printed material and whether page numbers are displayed in the table of
contents.

Click Paging Options and then click one of the following:

m Keep Original Paging: Uses whatever automatic page numbering has
been inserted into the documents, restarting pagination for each
successive document. Page numbers are not included on the table of
contents page, or on properties cover pages, if that option is selected.
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Company Credit Cards Page |1

Bank Account Reconciliation Page |1

NAVEX Global

Table of Contents

Title Version Reference #

Bank Account Reconciliation 1 4
Company Credit Cards 1 14

m Continuous Paging: Starts pagination with the first document in the list
and continues with that pagination (does not start over) in each successive
document and any attached Word or Excel documents. Page numbers are
added to properties cover pages, if included, and for each document listed
in the table of contents.

Note: If any of the selected documents contain automatic page numbering
with a format similar to "Page 1 of 5," the current page number will be
updated to be continuous throughout the print batch, but the "of" number will
not. For example, you could see something like "Page 7 of 5."
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Company Credit Cards Page | 4

Bank Account Reconciliation Page |1

NAVEX Global

Table of Contents

Title Version Reference # Page

Bank Account Reconciliation 1 4 1

Company Credit Cards 1 14 4

Properties

Select Properties if you want a cover page with properties added for each
document.
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Busil Title

NAVEX Global

Title Version Reference #
Bank Account Reconciliation 1 4

Date Created Date Submitted Date Approved Publication Date Next Review Date Review Interval

10/21/2010  Not Submitted

Yet

Not Approved  Not Approved
Yet Yet

No Review Date

12 month(s)

Update Requests

None

Document Owner

Corporate Headquarters: Hansen, Tom (Accounting Manager)

Document Creator

Corporate Headquarters: Hansen, Tom (Accounting Manager)

Assigned Proxy Author

Writers

Corporate Headquarters: Cash, Jordon (Accounts Payable Clerk)

Reviewers

Upcoming Task

Corporate Headquarters: Stoker, Brent (Director of Engineering)
Corporate Headquarters: Breen, Darren (Personnel Manager)

Approvers

Upcoming Task
Upcoming Task

Corporate Headquarters: Gatos, Will (Chief Information Officer)

Categories

Upcoming Task

Document Type
Policies

Affected Department(s)

Corporate Headquarters: Accounting

Keywords

None

To change which properties are included on each cover page, click More, and
then, in the Select Overview Items Below area, click to clear the check boxes
of the properties you don't want included. Click OK.

To include more information than just properties on the cover page, click More,
select additional items from the menu on the left, and then click OK.

PolicyTech 10.6 Reports Supplement



162 - Document Reports

Cover Page Options x

¥ Overview Select Overview Items Below

#| Document History Business Title

Title, Version, & Reference #
Dates @
Update Requests

Workflow Comments
Links
Security

Discussions

Document Creator
Assigned Praxy Author
Assigness @
Cartegories

Affected Department(s)
Keywords

URL

Language

AR RNEERR R SRR

Attachments

If one or more of the selected documents has attached Word or Excel files,
select Attachments to have those documents printed as well.

Important: Only Word and Excel attachments will be printed. Any other
attachment file types will be skipped.

Report: Email Bounce Backs by Document

Description
Shows which task emails were undeliverable for the selected documents or
questionnaires.

Note: If, in the Bulk Mail Settings tab of Email preferences, the Distribute
Bulk mail by BCC setting has been selected, undeliverable emails cannot
be logged by PolicyTech or included in this report.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Report Manager, Administrator

Sample Report:

First Name Last Name Failed Email Current Email User Type Site  DeparimeiRef # Tifle (Version) Version Bounce Back Date  Bounce Back Reason Message

Tawa  Giford tgiford@somecompany.com User Corporati Accountin 7 Cash Receipts (v.1) 1 2014/07/29 7:28 AM Email address not found Received: from V1
Tom Hansen thansen@somecom pany.com User orporat: Administr: 7 Cash Receipts (v.1) 1 2014/07/26 6:08 PM Other Received: fiom V1
Susan  Howard com ) Corporats Administre 7 Cash Receipts (v.1) 1 2014/07/25 10:08 PM Email delayed Received: fiom VI
Jordon  Cash jeash@somecom pany.com User Corporatt Accountin 7 Cash Receipts (v.1) 1 2014/07/25 8:28 AM Domain ot tfound Received: fiom V1

How to Generate
1. Click Reports.

2. Click Document Reports, and then click Email Bounce Backs by
Document.
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= POLICYTECH REPORTS & Douglas johnson ~
Poicy & rocedure Management
Home

My Tasks & Questionnaires
Documents

<

Tasks by Document
My Tasks

<

Tasks by User
Inbox

<

Tasks by Group
Reports

~ Document Reports

System Settings

Document Assignments by Title
Displays each corresponding user and their applicable assignment.

Document Count by Owner
Lists the number of documents by status for each document owner.

Documents Accesse
the number of times a document was accessed in any status by user and department

Document Duration in Workflow
Shows how long a department's published documents have remained in each status.

Linked Documents
Select documents to display one of the following: the documents' links, the documents with links ta
them, or documents that do not cantain links.

Documents within D. ange
Shows all documents that entered a selected status within a specified date range.

s of a Specific Date
hat were approved as of a specified date

Documents Appran
Shows all documer

Char

ummary with Version History and Documents Replaced
Lists document change summaries along with version histories and replaced documents.

Print Multiple Documents
Allows you to print multiple documents at once. This report may take a large amount of resources if
many documents are selected

| Email Bounce Backs by Document I
Lists all users assigned to the selected documents whose email natifications returned as undeliverable.

~ User Reports

v Questionnaire Reports

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Documents v

Status All Statuses v

Site Corporate Headquarters v dd All From This Site @3 Add Al From A

Select By Title

Title Type here to search by title.

Available Documents

Shift+Click selects a span of checkboxes.

Add Filter(s)

X Clear Filt

w

Selected Documents
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All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= EMAIL BOUNCE BACKS BY DOCUMENT

Documents

Arrangement

Please close this window after Excel export is saved.

NAVEXGLOEAL

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear the Ref # check box.
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Arrangement

Documents Found: 211

Reference # Tite

=
=

o
@

w

=

wn
)

M4 4 page 1 of 22 P

Account Collection Process (v.

Account Collection Process (v.

Account Collection Process (v.

1)

1

5

i

Account Collections Form (v.1)

Accounts Payable and Cash Distribution {v.1)
Americans with Disabilities Act (v.1)
Assembly Manuals (v.1)

Bad NSF Checks (v.1)

Bank Account Reconciliation {v.1)

Bank Loan Applications (v.1)

Records 1-10

x

iShow/Hide Columns

Reference &

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort

order.

5. Click View Report, and then follow the prompts to download and open the

Excel file.

First Name Last Name Failed Email

Current Email

User Type Ste

DepartmeiRef. # Tile (Version)

Tawna  Giford tgiford@somecompany.com User  CorporatsAccountin
Tom Hansen  thansen@somecompany.com User  Corporats Administr:
Susan  Howard m ) Corporats Ad

Jordon  Cash jeash@somecompany.com User  CorporatsAccountin

Version Bounce BackDate  Bounce Back Reason  Message

1 2014/07/29 7:28 AM Email address not found Received: from VI

1 2014/07/26 6:08 PM Other Received: from /I
1 2014/07/25 10:08 PM Email delayed Received: flom VI
1 2014/07/25 8:28 AM Domain not found Received: flom V1
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User Reports

The User Reports category includes the following:

Document Assignments by User

Documents Accessed by User

Users Canceled Mark as Read

User Permissions

Users with Bounce Back Emails

Dedicated Licenses

Report: Document Assignments by User

Description
Shows all document and questionnaire assignments for the selected users.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Document Assignments by User
NAVEX, Global . / Epolicy's
I Pages: 3 Generated By: Douglas Johnson G - 11/07/2014 10:13
Document Assignments by User
|
| 1.H Tom (A ing M r) ﬁ;agﬂme Department: Accounting |
Assignments by User (89)
Rel. # Title (Version) Task Type
1 2 Accounts Payable and Cash Distribution (v 1) Document Owner
2 258 Audit Schedule (v.1 Document Owner
3 3 Bad NSF Checks (v.1) Document Owner
4 327 Bank Account Reconciliation - South Branch (v.1) Document Owner
5. 4 Bank Account Reconciliation (v.1) Document Owner
6. 4 Bank Account Reconciliation (v.2) Document Owner
7. 5 Capitilization (v.1) Document Owner
a 5 Capitilization (v.2) Document Owner
] 6 Cash Drawers {(v.1) Document Owner
10. 7 Cash Receipts (v.1) Document Owner
1. 8 Chart of Accounts (v.1) Document Owner
12. 9 Check Requests (v.1 Document Owner
13. 10 Check Signing Authority (v.1 Document Owner
14. 12 nvoice Billings (v.1 Document Owner
15. 13 Job Description - Accountant (v.1 Document Owner
16. 14 Job Description - Accounting Manager {v.1) Document Owner
17. 15 Job Description - Accounts Payable Clerk (v.1) Document Owner
18. 16 Job Description - Accounts Receivable Clerk (v.1) Document Owner
19. 17 Performance Evaluation - Accountant (v.1) Document Owner
20. 18 Performance Evaluation - Accounting Manager (v.1) Document Owner
21. 19 Performance Evaluation - Accounts Payable Clerk (v.1) Document Owner
2. 20 Performance Evaluation - Accounts Receivable Clerk (v.1) Document Owner
23 21 Petty Cash (v.1) Document Owner
24 22 Unsigned or Partial Pay (v.1 Document Owner
25. 313 Vacation Policy (v 1) [ Document Owner
26. 23 Year End Closing (v.1} Document Owner
13 I

How to Generate
1. Click Reports.

2. Click User Reports, and then click Document Assignments by User.
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My Saved Reports

= REPORTS & Douglas johnson ~
*
[ Documents
~ My Tasks & Questionnaires
i= Questionnaires
~ Tasks by Document
& My Tasks
| ~ Tasks by User
Wil Reports

~ Tasks by Grou
4 System Settings i ?

~ Document Reports

~ User Reports

Users Cancelled Mark as Read
Shows all users who clicked "Cancel” after clicking "Mark as Read'

sts all users assignad specific roles and permissions

h Bounce Back Emails

s whose email notifications returned as undeliverable within the selected date range.

Lices
Lists all users assigned a dedicated license.

“ Questionnaire Reports
~ Exception Reports

~ Login Reports

Superseded Reports

N/’\VEXGLOEAL

3. Select the users you want included in the report (see Selecting Users for
help).

Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Users Selected Users &

Q| search Users

Assignes Groups e

= @ Multi-Site (Global) Groups
= @ Corporate Headquarters

@ || All Accounting Job Titles

@ [ Al Assignees - Corporate Headquarters
@ | All Executive Job Titles
@ [ All Programming Job Titles
® | Managers
Users (Loading may take several minutes) =z

Shift+Click selects a span of checkboxes. 0
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= DOCUMENT ASSIGNMENTS BY USER

Users

Arrangement Please choose options on the left, then click View Report.

Output Format

N/’\VEXGLOEAL

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.

Arrangement x
Users Found- 39 Columns  ¥!
Last Name & First Name  Job Title Site
Allison Todd Tester Corporate Headquarter: Job Title
Site

Benton Caro Environmental Control Manager Corporate Headguarter: Department

Breen Darren Personnel Manager Corporate Headquarter: Human Resources

Calfus Steven MSDS Technician Corporate Headquarters Disaster Recovery

Cane Taylar Accountant Corporate Headgquarters Quality Assurance

Cash Jordon Accounts Payable Clerk Corporate Headguarters Accounting

Chen Jodi Compliance Officer Corporate Headquarters Administration

Christenson Robert Administrator Corporate Headquarters Technical Services

Dennison Betty Programmer Corporate Headgquarters Software Development

Driggs Shiela Director of Finance Corporate Headquarters Fiscal Services

4 44 page 1 of 2 MMM Records1-10
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m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Users

Arrangement

Output Format
O Standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.

Users

Arra ngement

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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= DOCUMENT ASSIGNMENTS BY USER

>

=]

Document Assignments by User

H % S % savehs| pOF v

@ policy

s Page | 1 v of 14
Arrangement
Qutput Format
MNAVEX Global
| Pages: 14

Generated By: Dougias Jonnson

Generated 10/31/2018 255 PM_|

oo

Document Assignments by User

| 1. Addison, Victaria (Accountant)

Site: Corporate

Department: Accounting

Assignments by User (13)
Ref. #

1 320

2 320

3 1

4 2

5 314

6. 343

T 340

. 316

9 316
10 a2

1" 318
12 323
13 319

Title (Version}

Account Collection Process (v.1)

Account Collection Process {.2)
Account Collections Form (1)

Accounts Payable and Cash Distribution (v.1)

Conflict of Interest Survey (v.2)
Eair Trade Policy (v.1)

Overtime Policy - United States {v.1)

Security Pol

Security Policy (v.2)
Site Security (v.1)

Vacation Poliey

Vaeation Pol

Best Accounting Practices (v.1)

Task Tyne

Assignee
Assignee
Assignes
Assignee
Assignee
Assignee
Assignee
Assignee
Assignee
Assignee
Assignee
Assignee

‘Writer

Site: Corporate
[

| 2. Cash, Jordon (Accaunts Payable Clerk)

Department Accounting ‘

=

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excel file.

A B c D E
1 |First Name Last Name JobTitle Site Department Ref # Title (Version)
2 |Tom Hansen Accountin Corpc Accounting
3 |Tom Hansen Accountin Corpc Accounting
4 |Tom

Hansen

Accountin Corpc Accounting

F G

2 Accounts Payab
3 Bad NSF Check
4 Bank Account R

H |
Version Number Assignment Type

1 Document Owne
1 Document Owne
1 Document Owne

Report: Documents Accessed by User

Description

Shows which documents and questionnaires were accessed by the selected
users within the selected date range.

Available to users with the following roles or permissions:

Manager, Report Manager, Administrator

Sample Report:
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Documents Accessed by User

MAVEX Global Fitter By Last 30 Days (10/08/2014 to 11/07/2014) i policy!
| Pages:s Generated By: Douglas Johnson Generated: 11/07/2014 09:49 |
Summary
| Number of Users | Access Total Average Access per User
[ 17 20

Documents Accessed by User

Site: Corporate _
| 1. Cash, Jordon {(Accounts Payable Clerk) Headquarters Department: Accounting
Accessed
1
Document Access Log (1)
Ref. # Title (Version) Workflow Step ~ Access Date/Time
Accessed
1. 1 Account Collections Form (v.1) Published 11/04/2014 0919
-~ - Site: Corporate .
2. Gifford, Tawna (Accounts Receivable Clerk) Headquarters Department: Accounting
Accessed
24
Document Access Log (24)
Ref. #  Title (Version) Workflow Step Access Date/Time
Accessed

1. 1 Account Collections Form (v.1) Published 11/04/2014 0950
2. 1 Account Collections Form {v.1) Published 11/04/2014 08:25
3. 1 Account Collections Form (v.1) Published 11/04/2014 0916
4. 216 Bank Account Reconciliation (v.1 Published 10/30/2014 08:15
5. 243 Building Security (v.1) Published 10/30/2014 08:16
6. 274 Capitilization (v.2' Published 1072072014 0815
T 4 Cash Receipts (v.1 Draft 11/05/2014 1408
8. 280 Chart of Accounts (v.1 Published 10/30/2014 08:14
9. 244 Family and Medical Leave (v.1 Published 10/20/2014 0815
10. 332 Inventory Sheet (v.2) Published 11/04/2014 0958
11. A Invoice Billings {v.1 Published 10/30/2014 0757

175

How to Generate
1. Click Reports.

2. Click User Reports, and then click Documents Accessed by User.
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REPORTS

My Saved Reports

*
[ Documents

~ My Tasks & Questionnaires
1= . .

Questionnaires

~ Tasks by Document

& My Tasks

] o ~ Tasks by User

ail

<

Tasks by Grou
£+ System Settings i >

~ Document Reports

~ User Reports

Document Assignments by User
Displays u and their document assignments.

cted users have accessed documents.

u
Shows all users who clicked "Cancel” after clicking "Mark as Read'

s Cancelled Mark as Read

‘missions
Lists all users assigned specific roles and permissions.

h Bou ck Emails

Lice!
Lists all users assigned 3 dedicated license.

~ Questionnaire Reports
~ Exception Reports
~ Login Reports

~ Superseded Reports

N/\VEXGLOEAL

s whose email notifications returned as undeliverable within the selected date range.

& Douglas Johnson

3. Select the users you want included in the report (see Selecting Users for

help).

Q| search Users
Assignee Groups =

# @ Multi-5ite (Global) Groups
-] @ Corporate Headquarters

® || All Accounting Job Titles

® || Al Assignees - Corporate Headquarters
@ | All Execurive Job Titles
® [ All Programming Job Titles
® | Managers
Users (Loading may take several minutes) z

Shift+Click selects a span of checkboxes. 0

Users x
Site  Corporate Headquarters - Show Archived Users (In Red)
Departments Job Titles  Users Selected Users &

PolicyTech 10.6 Reports Supplement



174 - User Reports

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

Users
Arrangement
Detail Options
Date

Output Format

@€ View Report

= DOCUMENTS ACCESSED BY USER

Please choose options on the left, then click View Report.

N/‘\VEXGLOEAL‘
acy Statement | Terms of Use | Pollcy Share

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.

Arrangement x
Users Found: 39 now/Hide Columns v
Last Name First Name  Job Title Site
Allisan Todd Tester Corporate Headquarter: Job Title
Site

Benton Caro Environmental Control Manager Corporate Headguarter: Department

Breen Darren Persannel Manager Corporate Headguarter: HUMman Nesources

Calfus Steven MSDS Technician Corporate Headquarters Disaster Recovery

Cane Taylor Accountant Corporate Headquarters Quality Assurance

Cash Jordon Accounts Payable Clerk Corporate Headgquarters Accounting

Chen Jodi Compliance Officer Corporate Headguarters Administration

Christenson Robert Administratos Corporate Headquarters Technical Services

Dennison Betty Programmer Corporate Headquarters Software Development

Driggs Shiela Director of Finance Corporate Headgquarters Fiscal Services

|44 44 page 1 of 4 WM Records 1-10
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m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) Click Detail Options, and then select any of the following:

Users
Arrangement
Detail Options

Include Document Details

B nclude Graphs

Date

Output Format

& View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Documents Accessed by User

| 1. Cash, Jordon (Accounts Payable Clerk)

Site Name Department Accessed
Corporate Headquarters Accounting T
Document Access Log (7)
Ref. #  Title (Version Workflow Step Access Date/Time
Accessed

1. 233 Anti-Bribery Policy iv.1 Published 08M14/2012 10:43 AM
2. 233 Anti-Bribery Policy iv.1 Published 07/25/2012 215 PM
3. G Cash Drawers (v.2} Published 05/23/2012 11:23 AM
4. 232 Conflict of Interest Policy {v.1 Published 08/20/2012 1:38 PM
5. 232 Conflict of Interest Policy {v.1 Published 08/20/2012 1:40 PM
6. 134 Pay and Payroll Matters {v.1 Published 05/23/2012 11:26 AM
T 140 Workplace Rules & Guidelines (v.2 Published 05/23/2012 11:26 AM

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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Summary
| Number of Users Access Tetal Average Access per User
4 99 25
10
I Oraft
Il In Review
@ M In Approval
= B ~pproved
2 W rending
o o® Ml Archived
-
LY
&
g ¢
o
o
<
2 .
S m e e
Draft In Review In Approval Approved Pending Archived
Workflow Step Accessed

6. (Optional) To show only those instances of document/questionnaire access
that fall within a certain date range, click Date, select a date range, and
then click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days
Last 60 Days
/

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

PolicyTech 10.6 Reports Supplement



User Reports - 177

Users

Arrangement

Detail Options

Date

Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report

8. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.

Users
Arrangement
Detail Options

Date

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= DOCUMENTS ACCESSED BY USER (-]

Users Gn) Page 1 vief 6 B B & & 8 saveas|por v EH

Arrangement

P Documents Accessed by User
Detail Options

NAVEX Global Filter By: Last 30 Days (10/01/2018 to 10/31/2018) w=policy!
Date @ ) [ Pages: & Generated By: Douglas Johnson Generated: 10/31/2018 2.50 PM
Output Format
Summary
‘ Number of Users | Access Total Average Access per User
[ 158 26

Documents Accessed by User

[ 1. Chen, Jodi (Compliance Officer) Site: Corporate Department
Accessed
4
Document Access Log (4)
Ref #  Title (Version) Workflow Step ~ Access Date/Time
Accessed
1 341 Overtime Policy - Great Britsin {7 Published 10/24/2018 9:44 AM
(e}
2 316 Secuity. Pol Approval 10/24/2018 10:30 AM
3 316 Secuity.Pol Approval 10/24/2018 10:31 AM
4 316 Security Policy (v.2) Approval 10/24/2018 10:32 AM
2. Gifford, Tawna ivable Clerk) Stte: Corporate He: Department: Accounting

Accessed
1

Document Access Log (1)

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B E D E F G H | J
First Last Job . Ref. . Version  Workflow Step )
1 Name Name Title Site Department 2 Title (Version) Number Accessed Date/Time
2 Jordon Cash  Accou CorpcAccounting 1 Account Collec 1 Published 11/04/2014 09:1
3 |Tawna Gifford Accol CorpcAccounting 4 Bank Account | 2 Draft 11/05/2014 14:0
4 Tawna Gifford AccouCorpcAccounting 331 Family and Me 1 Published 10/30/2014 07:5

Report: Users Canceled Mark as Read

Description

Shows all users who clicked Mark as Read in a document or Submit
Answers in a questionnaire and then, instead of confirming the action, clicked
Cancel.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Users Cancelled Mark as Read

NAVEX Global & policy’
| Pages: 1 Generated By: Susan Howard Generated: 04/17/2013 4:40 PM |

User-cancelled "Mark as Read"

Site: Corporate Headquarters (1)

Administration (1)

1. Howard, Susan (D Control Administrator)
Cancelled Title (Version Ref. #
04/12/2013 10:35 AM Family and Medical Leave (v.1 291

”n

How to Generate
1. Click Reports.
2. Click User Reports, and then click Users Cancelled Mark As Read.
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REPORTS

E
#
[ Documents
i= Questionnaires

& My Tasks

il Reports

4 System Settings

& Douglas johnson ~

~ My Saved Reports
~ My Tasks & Questionnaires
~ Tasks by Document

~ Tasks by User

~ Tasks by Group

~ Document Reports

~ User Reports

Document Assignments by User
Displays users and their document assignments.

Documents / d by User
5ts the number of times selected users have accessed documents.

all users who clicked "Cancel" after clicking "Mark as Read"

sts all users assignad specific roles and permissions

h Bounce Back Emails

s whose email notifications returned as undeliverable within the selected date range.

Lices
Lists all users assigned a dedicated license.

“ Questionnaire Reports
~ Exception Reports

~ Login Reports

Superseded Reports

N/’\VEXGLOEAL

The report opens immediately in a separate browser window.

| R SaveAs

NAVEX Global

Users Cancelled Mark as Read

i@ policy

| Pages:1

Generated By: Douglas Johnson Generated: 10/03/2016 07:05 I

Users Cancelled Reads by Site and Department

Site: Corporate Headquarters (2)

Administration (1)

1.

Johnson, Douglas (Chief Executive Officer)

Cancelled
09/22/2016
09/22/2016

Accounting (1)

2.

Title (Version}
Safely Guidelines (v.2)

Safety Guidelines (v.2}

Woo, Josh (Accountant)

Cancelled
09/22/2016
09/22/2016

Title (Version}
Safety Guidelines (v.2}

Safety Guidelines (v.2)
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Report: User Permissions

Description
Shows the number of users assigned each role and system permission.

Available to users with the following roles or permissions:
Report Manager, Administrator, Company/User

Sample Report:

User Permissions

NAVEX Global & policy
| Pages: 7 Generated By: Susan Howard 04/17/2013 4:46 PM_ |
Summary

Assigned Permissions

System Permissions Number of Users Document Roles Number of Users
Al Sites Document Owner 22
Category Owner 0 Approves Own Documents 4
Document Control 2 Writer 22

Administrator
Company / User 0 Reviewer 22
System /IT 0 Approver 8
Report Manager 0 Pending Documents 2
Access Site 0 Reader 49
View Docs All 0 Archived Documents 1
Departments
Template 0
Archive
Category Owner 0 Proxy Author
Document Control 0 Assigned Proxy Authors 1
Administrator
Company / User 0 Document Owners with Proxy 1
Authors
Report Manager 0
Access Site 0

Department Manager 0

Corporate Headquarters
Category Owner

Document Control 0
Administrator

Company / User
Report Manager
Access Site

Department Manager

Manufacturing
Category Owner 0

Document Control 0
Administrator
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How to Generate
1. Click Reports.

2. Click User Reports, and then click User Permissions.

= REPORTS & Douglas johnson ~
# Home
My Saved Reports
[ Documents
~ My Tasks & Questionnaires
=

Questonnaires
~ Tasks by Document
My Tasks

~ Tasks by User
Reports

<

_ Tasks by Group
System Settings

~ Document Reports

~ User Reports

Docume
Displays

signments by User
s and their document assignments.

Documents
Lists

by User
he number of times selected users have accessed documents.

Cancelled Mark as Read
s all users who clicked "Cancel” after clicking "Mark as Read"

ses

signed a dedicated license.
~ Questionnaire Reports

~ Exception Reports

~ Login Reports

Superseded Reports

N/’\VEXGLOEAL

The report opens immediately in a separate browser window.
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@ policytech

User Permissions

NAVEX Global & policy

I Pages: 6 Generated By: Douglas Johnson 10/03/2016 07:09

Summary

|Global

# of Assigned Users

Document Control 6
Administrator

Category Owner 1

# of Assigned Users

Document Owner 2
Writer 24
Reviewer 18
Approver T
Approves Own Documents G
Template 1

Report: Users with Bounce Back Emails

Description
Shows which task emails were undeliverable for the selected readers during a
specified time period.

Note: If, in the Bulk Mail Settings tab of Email preferences, the Distribute
Bulk mail by BCC setting has been selected, undeliverable emails cannot
be logged by PolicyTech or included in this report.

Available to users with the following roles or permissions:
Report Manager, Administrator

Sample Report:

First Name Last Name Failed Email Current Email User Type ion Bounce Back Date  Bounce Back Reason Message

Tawna Giford  tgif somecompany.com User 1 2014/07/29 7:28 AM Email address not found Received: from Vi
Tom Hansen thansen@somecompan 1y.com User 1 2014/07/26 6:08 PM Other Received: from V/Iv
Susan Howard om ) 1 2014/07/25 10:08 PM Email delayed Received: flom VI
Jordon  Cash R mpany.com U: 1 2014/07/25 8:28 AM Domain nol t found Received: from V/Iv

How to Generate
1. Click Reports.

2. Click User Reports, and then click Users with Bounce Back Emails.
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& Douglas johnson ~

~ My Saved Reports
Documents

~ My Tasks & Questionnaires
Questionnaires

~ Tasks by Document

My Tasks

~ Tasks by User

Reports

) ~ Tasks by Group
System Settings

~ Document Reports

~ User Reports

Document Assignments by User
Displays users and their document assignments.

Documents / d by User
5ts the number of times selected users have accessed documents.

Users Cancelled Mark as Read
Shows all users who clicked "Cancel” after clicking "Mark as Read'

rmissions
all users assigned specific roles and permissions

ations returned as undeliverable within the selected date range.
Lists all users assigned a dedicated license.
~ Questionnaire Reports

~ Exception Reports

~ Login Reports

Superseded Reports

3. Select the users you want included in the report (see Selecting Users for
help).

Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Users Selected Users &

Q| search Users

Assignes Groups e

= @ Multi-Site (Global) Groups
= @ Corporate Headquarters

@ || All Accounting Job Titles

@ [ Al Assignees - Corporate Headquarters
@ | All Executive Job Titles
@ [ All Programming Job Titles
® | Managers
Users (Loading may take several minutes) =z

Shift+Click selects a span of checkboxes. 0
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All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= USERS WITH BOUNCE BACK EMAILS

Users

Arrangement Please close this window after Excel export is saved.

Date

N/’\VEXGLOBAL‘
Privacy Statement | Terms of Use | Policy Share

4. (Optional) Click Arrangement and do any of the following:

= To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.

Arrangement x
Users Found: 39 s Columns i
Last Name = First Name  Job Title Site
Allison Todd Tester Corporate Headquarter: Jon Title
Site

Benton Caro Environmental Control Manager Corporate Headguarter: Department

Breen Darren Personnel Manager Corporate Headquarter: Human Resources

Calfus Steven MSDS5 Technician Caorporate Headquarters Disaster Recovery

Cane Taylor Accountant Corporate Headquarters Quality Assurance

Cash Jordon Accounts Payable Clerk Corporate Headgquarters Accounting

Chen Jodi Compliance Officer Corporate Headguarters Administration

Christenson Robert Administrator Corporate Headquarters Technical Services

Dennison Betty Programmer Corporate Headquarters Software Development

Driggs Shiela Director of Finance Corporate Headgquarters Fiscal Services

144 44 page 1 of 4 WM Records 1-10
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m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) To show only those bounce back email instances that fall within a
certain date range, click Date, select a date range, and then click OK. If you
click Custom Range, also type or select From and To dates, and then
click OK.

Date Range

Date Range | All Dates v
[ All Dates |

Last 30 Days “
Last 60 Days
‘
Last Month

Last Quarter

Last 6 Months

Last 12 Months
Previous Year
| Custom Range

6. Click View Report, and then follow the prompts to download and open the

Excel file.
First Name Last Name Failed Email Current it Email User Type Site DepartmeiRef. # Title (Version) Version Bounce Back Date Bounce Back Reason Mes:
Tawna Gifford tg\ﬂnrd@snmacnmpsny com User Corporati Accountin 7 Cssh Rgcw s (v.1) 1 znwnme 7:28 AM Email address not found Recwed frnm Vi
Tom Hansen  thansen, @somecom| pany.com User Corporati Administrz s (v.1) 1 2014/07/26 6:08PM Other ~ Received: fro m Vi
Susan Howard com Jser Corporati Administrz 7 Cagh Retwp\ v.1) 1 2014/07/25 10-:08 PM Email delayed Re:wed frnmU
Jordon Cash jcash@somecomy pany.com User Corporat: Accountin 7 Cash Receipts (v.1) 1 2014/07/25 8:28 AM Domain not t found Receive d: from VI

Report: Dedicated Licenses

Description
Shows a list of users assigned dedicated licenses.

Available to users with the following roles or permissions:
Administrator

Sample Report:
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Dedicated Licenses

First Name Last Name F Email Address Job Title Department Site
Corporate
Darren Breen HR Director Human Resources i
Headquarters
Corporate
Jodi Chen jchen@email.com Compliance Officer Administration i
Headquarters
Accountin, Corporate
Tom Hansen thansen@email.com & Accounting i
Manager Headquarters
Document Control Corporate
Susan Howard susanhoward@policyn X Administration i
*" Administrator Headquarters
§ Chief Executive Corporate
Douglas Johnson dj@email.com Administration i
Officer Headquarters
. Chief Finance Corporate
Anne Jones ajones@ermail.com Administration
Officer Headquarters
§ Chief Operations Corporate
Teresa Monseon tmonson@email.com P Administration i
Officer Headquarters

How to Generate
1. Click Reports.

2. Click User Reports, and then click Dedicated Licenses.
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= REPORTS

# Home

[ Documents

i= Questionnaires
& My Tasks

il Reports

4 System Settings

My Saved Reports

<

My Tasks & Questionnaires

<

Tasks by Document

<

Tasks by User

<

Tasks by Group

<

Document Reports

>

User Reports

Document Assignments by User
Displays users and their document assignments.

Documents Ac

Lists the number of times selected users have accessed documents.

Users Cancelled Mark as Read

Shows all users who clicked "Cancel” after clicking "Mark as Read”

User Permissions
Lists all users assigned specific roles and permissions

Users with Bounce Back Emails

Lists all users whose email netifications returned as undeliverable within the selected date range.

ned a dedicated license.

<

Questionnaire Reports

~ Exception Reports

<

Login Reports

Superseded Reports

N/’\VEXGLOEAL

The report opens immediately in a separate browser window.

Dedicated Licenses

First Name Last Name A Email Address Job Title Department Site
Corporate
Darren Breen HR Director Human Resources ‘
Headquarters
Corporate
Jodi Chen jchen@email.com Compliance Cfficer Administration ‘
Headquarters
N Accounting Corporate
Tom Hansen thansen@email.com Accounting
Manager Headquarters
Document Control Corporate
Susan Howard susanhoward@policyt N Administration ‘ _
Administrator Headquarters
Chief Executive Corporate
Douglas Johnson dj@email.com Administration !
Officer Headquarters
Chief Finance Corporate
Anne Jones ajones@email com Administration !
Officer Headquarters
Chief Operations Corporate
Teresa Monson tmaonson@email.com P B Administration !
Officer Headquarters
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Questionnaire Reports

The Questionnaire Reports category includes the following:

Questionnaire Results By Document

Questionnaire Results By User

Questionnaire Statistics

Report: Questionnaire Results by Document

Description

Shows all users' questionnaire results by question for the selected documents
or questionnaires.

Available to users with the following roles or permissions:
Document Owner, Report Manager, Administrator

Sample Report:

las‘OUt:[ Questionnaire View ‘ I (V]

~ Data &+

Title « % Questionnaire Version a % Question = %

Response User Attempt #

A Title: Family and Medical Leave (1) a

- Questionnaire Version: 1 (7) 3

~ Question: 1: How long must an employee. . 3

12 months Jones, Anne (Chief Fi... 1
12 months Cash, Jordon (Accou.. 1
12 months Cash, Jordon (Accou 2
6 months ‘Woo, Josh (Accounta... 1

v Question: 2: Which of the following isnot.. 3
“ Question: 3: What is the maximum amou... 3
~ Question: 4: True or false: Avictimofacr.. 3
% Question: 5: Ifyou know in advancethat .. 3
» Question: 6: If your leave was unforeseea.. 3

v Question: 7: True or false: All paperwork &)

15 30 60 Page 10of 1
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How to Generate

—

Click Reports.

2. Click Questionnaire Reports, and then click Questionnaire Results by
Document.

POLICYTECH REPORTS & Douglasjohnson

Home

v My Saved Reports
Documents

~ My Tasks & Questionnaires
Questionnaires

v Tasks by Document

My Tasks

v Tasks by User

i Reports

v Tasks by Grou
£ System Settings v 2

~ Document Reports

v User Reports

~ Questionnaire Reports

SElecied documents

Questionnaire Results
Snows questionna cted users
Questionnairs
Shows questionnaire statistics for selected documents

~ Exception Reports
v Login Reports

v Superseded Reports  @EITIEET)

N/\VEXGLOEAL

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Dacuments v

Site Corporate Headquarters v &3 Add All From This Site B3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents )

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
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the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

4. (Optional) To limit the selected documents to only those assigned to
specific users, click Users and make selections in the same way as you
would for a user-based report (see Selecting Users for help).

= QUESTIONNAIRE RESULTS BY DOCUMENT

[ Documents

& users
Please choose options on the left, then click View Report.

&= Options
Incomplete

Complete

B Sshow localized tasks on master

N/’\VEXGLOBAL

5. (Optional) Under Options, Incomplete and Complete are selected by
default, meaning that information about all users assigned to complete the
selected questionnaires will be included in the report results, whether or not
those users have already submitted their questionnaire responses. Click to
clear the Incomplete or Complete check box to exclude that information.
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[ Documents

& users

& Options
Incomplete

Complete

B Show localized tasks on master
» View Report

If Localization Workflow is enabled, you will also see the Show localized tasks
on master option. Select this option if you want the questionnaire results from
synced localized copies included with the master document's/questionnaire's
results.

6. Click View Report.

7. For Layout, select Questionnaire View or Questionnaire Completion
View.

Questionnaire View organizes report data by document/questionnaire
title, then by questionnaire version, and then by question, with individual
user status and results for each question.
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I-ayout:[ Questionnaire View ‘ l (V]

~ Data

Title « % Questionnaire Version a x Question = x

Response User Attempt #

A Title: Family and Medical Leave (1) 3

~ Questionnaire Version: 1 (7) 3

~ Question: 1: How long must an employee. . 3

12 months Jones, Anne (Chief Fi... 1
12 months Cash, Jordon (Accou.. 1
12 months Cash, Jordon (Accou 2
6 months ‘Woo, Josh (Accounta... 1

“ Question: 2: Which of the following isnot... 3

v Question: 3: What is the maximum amou... 3

~ Question: 4: True or false: Avictimofacr.. 3

v Question: 5: If you know in advance that . 3

v Question: 6: If your leave was unforeseea... 3

~ Question: 7: True or false: All paperwork ... 3

Page1of1

Questionnaire Completion View organizes report data by completion
status—complete and incomplete—then by document/questionnaire title,
then by questionnaire version, then by user, with each user's responses.

PolicyTech 10.6 Reports Supplement



194 - Questionnaire Reports

Layout:l Questionnaire Com... » | - ]
~ Data &
u
Question Response Attempt #
~ Completion Status: Complete (1) 28
~  Title: Family and Medical Leave (1) 28
A Questionnaire Version: 1 (3) 28
A User: Cash, Jordon (Accounts Payable Clerk) (14) 14
1: How long must an employee have been empl... 12 months 1
1: How long must an employee have been empl 12 months 2
2: Which of the following is not a recognized lea.. Research leave 1
2: Which of the following is not a recognized lea._ Research leave 2
3: What is the maximum amount of time allowe... 18 months 1
3: What is the maximum amount of time allowe 12 months 2
4: True or false: A victim of a crime can qualify f.. True 1
4: True or false: A victim of a crime can qualify f. True 2
5: If you know in advance that you will need a le.. Your manager 1
5: If you know in advance that you will need a le. Both Human Resources and your manager 2
6: If your leave was unforeseeable, you must co... 14 days 1
6: If your leave was unforeseeable, you must co. 14 days 2
7: True or false: All paperwork pertaining to you.. False 1
7: True or false: All paperwork pertaining to you. False 2
~ User: Jones, Anne (Chief Finance Officer) (7) 7
v User: Woo, Josh (Accountant) (7) 7
15 30 60 Page1of1

Note: For details on how to create and work with custom layouts, see the
following sections of the Working with Report Layouts section:

Creating a Custom Report Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a Custom Report Layout

Setting a Default Report Layout

8. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.
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Documents

Users

Options

® View Report

10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).

Report: Questionnaire Results by User

Description
Shows all questionnaire results for the selected users.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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~ Data o
(e~ x|
Response Attempt #

A User: Hansen, Tom (Accounting ...
~  Title: Conflict of Interest Surv...
A Questionnaire Version: 1...
A Question: 1: Please lis.
NAVEX Global 1
A Question: 2: Are you
No 1
A Question: 3: Plzase pr.
[Mo Respanse] 1
A Question: 4: Other th..

No 1

<

Question: 53: Please su

<

Question: 6: Within th..

<

Question: 7: Please id...

<

Question: &: Are you a.

<

Question: 8: Please d..

<

Question: 10: Do you ...

v Question: 11: Please ..

~ Question: 12: Do you ..

~  Queston: 13: Please ...

v Title: § Family and Medical Le..

15 30 60 Page10f1

How to Generate
1. Click Reports.

2. Click Questionnaire Reports, and then click Questionnaire Results by
User.
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POLICYTECH

Home
Documents
Questionnaires
My Tasks

il Reports

£ System Settings

REPORTS

~ My Saved Reports

v My Tasks & Questionnaires
v Tasks by Dacument

~ Tasks by User

~ Tasks by Group

v Document Reports

v User Reports

~ Questionnaire Reports

Questionnaire Results by Document

7o selected users

Shows questionnaire statistics for selected documents

v Exception Reports
v Login Reports

~ Superseded Reports

selected documents

Douglas johnson ¥

NAVE

XaLogal
J Terms ofuse | Po

3. Select the users you want included in the report (see Selecting Users for

help).

Users

Site  Corporate Headquarters

Q| search users
Assignee Groups

+ @ Multi-Site (Global) Groups
=) @ Corporate Headguarters

® L] AllAccountingJob T
All Assigness - Corp

All Executive Job Tit

Managers

Shift+Click selects a span of ch

w

Departments Job Tides Users

itles
orate Headquarters

es

All Programming Job Titles

Users (Loading may take several minutes) =z

eckboxes. €

Show Archived Users (In Red)

Selected Users Tl

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.
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= QUESTIONNAIRE RESULTS BY USER

& Users

[@ Documents
= optons Please choose options on the left, then click View Report.

Incomplete

Complete

@ show localized tasks on master

@& View Report

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Under Options, Incomplete and Complete are selected by
default, meaning that information about all users assigned to complete the
selected questionnaires will be included in the report results, whether or not
those users have already submitted their questionnaire responses. Click to
clear the Incomplete or Complete check box to exclude that information.

& Users

Documents
Options
Incomplete

Complete

B Show localized tasks on master
& view Report

If Localization Workflow is enabled, you will also see the Show localized tasks
on master option. Select this option if you want the questionnaire results from
synced localized copies included with the master document's/questionnaire's
results.
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Note: To access a saved report, click Reports, and then click My Saved
Reports.

6. Click View Report.
7. For Layout, select User View or User Completion View.

User View organizes report data by user, then by assigned
document/questionnaire, then by questionnaire version, and finally by question,
with individual user status and results for each question.

Layout:| User View = n ]

~ Data e ]
Response Attempt #

A User: Hansen, Tom {Accounting .
~  Title: Conflict of Interest Surv.
A Questionnaire Version: 1
A Question: 1: Please lis...
NAVEX Global 1
A Question: 2: Are you ...
No 1
A Question: 3: Please pr.
[Noc Response] 1

~ Question: 4: Other th

v Question: 5: Please su
v Question: 6: Within th...
v Question: 7: Please id...
v Question: 8: Are you a...
v Question: 9: Please d..

v Question: 10: Do you ..
v Question: 11: Please ¢
v Question: 12: Do you .
v Question: 13: Please

v Title: | Family and Medical Le.

30 60 Page1of1

User Completion View organizes report data by completion status—
complete and incomplete—then by user, then by document/questionnaire
title, and finally by question, with each user's responses.
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I-ayout:l User Completion View ‘ l
~ Data £+ ]
Question Response Attempt #
- Completion Status: Complete (1) 7
A~ User: Jones, Anne (Chief Finance Officer) (1) 7
~ Title: Family and Medical Leave (1) 7
A Questionnaire Version: 1(7) 7
1: How long must an employee have been employed before 12 months 1
2: Which of the following is not a recognized leave type for o_ Research leave 1
3: What is the maximum amount of time allowed for family | 12 months 1
4: True or false: A victim of a crime can qualify for a leave. True 1
5: If you know in advance that you will need a leave, you mus... Both Human Resources and your manager 1
6: If your leave was unforeseeable, you must complete a leav... 14 days 1
7: True or false: All paperwark pertaining to your leave is pla. False 1
A Completion Status: Incomplete (1) 20
~ User: Jones, Anne (Chief Finance Officer) (2) 20
A Title: Conflict of Interest Survey (1) 13
v Questionnaire Version: 1(13) 13
v Title: T Family and Medical Leave - East Region (1) 7
30 60 Page 1of1

Note: For details on how to create and work with custom layouts, see the
following sections of the Working with Report Layouts section:

Creating a Custom Report Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a Custom Report Layout

Setting a Default Report Layout

8. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,
type a name and description, and then click OK.

& Users

Documents

Options
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10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Report: Questionnaire Statistics

Description

For the selected questionnaires or documents with questionnaires, shows
results statistics for each question and answer.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:

~ Data o)
Answer Times Chosen Percent Chosen Answer Key % Correct Answers
A Title: Family and Medical Leave... 86%
A Questionnaire Version: 1 (7) 86%
~ Question: 1: How long . 75%
3 manths 0 0% Incarrect 75%
& months 1 25% Incarrect 75%
12 months 3 75% Correct 75%
24 months 0 0% Incorrect 75%
A Question: 2: Which of th__ 100%
Research leave 4 100% Correct 100%
Medical leave 0 0% Incarrect 100%
Family leave o 0% Incarrect 100%
A Question: 3: What is the... 75%
& months 0 0% Incarrect 75%
9 months 0 0% Incarrect 75%
12 months 3 75% Correct 75%
18 months 1 25% Incarrect 75%
v Question: 4: True or fals... 100%
v Question: 5: If you know... 75%
v Question: &: If your leav_. 75%
' Question: 7: True or fals... 100%
15 30 60 Page 1of1
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How to Generate

N

Click Reports.

2. Click Questionnaire Reports, and then click Questionnaire Results by
User.

POLICYTECH REPORTS & Douglas johnson ~

Home

v My Saved Reports
Documents

~ My Tasks & Questionnaires
Questionnaires

~ Tasks by Document

My Tasks

v Tasks by User

al Reports

~ Tasks by Grou
£ System Settings Y 2
~ Document Reports
v User Reports.

~ Questionnaire Reports

Questionnaire Results by Doct
ws questionnaire r

r selected documents

s for selected users
s questonn: ics for selected documents
~ Exception Reports

~ Login Reports

v Superseded Reports  (EEITIE)

N/’\VEXGLOEAL

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents x
Content Type Dacuments v

Site Corporate Headquarters v Add All From This Site @3 Add All From All Sites

Select By Title v

Title Type here to search by title,

Available Documents Selected Documents Ty

Shift+Click selects a span of checkboxes.
Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
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the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= QUESTIONNAIRE STATISTICS

[@ Documents

& users
Please choose options on the left, then click View Report.

B Options

N/’\VEXGLOBAL‘

4. (Optional) To limit the selected documents to only those assigned to
specific users, click Users and make selections in the same way as you
would for a user-based report (see Selecting Users for help).

5. (Conditional) If Localization Workflow is enabled, under Options, select
Show localized statistics on master if you want the questionnaire
statistics from synced localized copies included with the master
document's/questionnaire's statistics.

[l Documents

& users

&= Options

Show localized statistics on
master

Note: To access a saved report, click Reports, and then click My Saved
Reports.
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6. Click View Report.

Note: You can also click View Report at any time while setting report
options. After changing an option, remember to click View Report again to
refresh the report contents.

7. For Layout, select Quiz View or Survey View.

Quiz View includes the Answer Key column to show which are the correct
answers, and the % Correct Answers column.

~ Data i
[ Quesion - =
Answer Times Chosen Percent Chosen Answer Key % Correct Answers
A Title: Family and Medical Leave 86%
A Questionnaire Version: 1 (7) 86%
~ Question: 1: How long 75%
3 months 0 0% Incorrect 75%
6 months 1 25% Incorrect 75%
12 months 3 75% Correct 75%
24 months 0 0% Incorrect 75%
~ Question: 2: Which of th_ 100%
Research leave 4 100% Correct 100%
Medical leave 0 0% Incorrect 100%
Family leave V] 0% Incarrect 100%
A Question: 3: What is the... 75%
6 months 0 0% Incorrect 75%
& months 0 0% Incorrect 75%
12 months k] 75% Correct 75%
18 months 1 25% Incorrect 75%
~  Question: 4: True or fals... 100%
W Question: 5: If you know.. 75%
v Question: 6: If your leav_. 75%
» Question: 7: True or fals... 100%
15 30 60 Page 1 of1

Survey View includes the Questionnaire Submissions column to show
how many times each questionnaire has been completed.
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~ Data

Layout:| Survey View n

Answer

Times Chosen Percent Chosen

Questionnaire Submissions

~

A Title: Conflict of Interest Survey (1)

~ Questionnaire Version: 1 (13}

Question: 1: Please list your employer(s) ...

(Open-Ended)

Question: 2: Are you or have you been, w.__

Yes

No

Question: 3: Please provide the names of...

(Open-Ended)

Question: 4: Other than incidental owner...

Yes

No

Question: 5: Please supply the following i...

Question: & Within the past twelve (12)

Question: 7: Please identify all such gifts,...

Question: 8: Are you aware of any past ...

Question: 5: Please describe the activity: ..

Question: 10: Do you have a currently eff

Question: 11: Please copy and paste the ...

Question: 12: Do you or your employer h

Question: 13: Please describe the invent

3 100%
1 33%
2 67%
1 100%
1 33%
2 67%

Page 1 of 1

Note: For details on how to create and work with custom layouts, see the
following sections of the Working with Report Layouts section:

Creating a Custom Report Layout

Selecting a Custom or Shared Report Layout

Modifying or Deleting a Custom Report Layout

Setting a Default Report Layout

8. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

9. (Optional) To save all of the report's current document/questionnaire and
user selections, option settings, and customizations for future use, click =,

type a name and description, and then click OK.
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[ Documents

& Users

& Options
B

10. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Exception Reports

The Exception Reports category includes the following report.

Report: Exceptions by Document

Description
Shows all users who chose questionnaire answers designated as exceptions.

Available to users with the following roles or permissions:
Report Manager, Administrator

Sample Report:

Last Name Ref # Title (Version) Version Mumber Quiz Version Date/Time Taken Attempt # Question Answer
Hansen 281 Gift Policy 1 1 08/19/2013 10:23 AM 1 | have accepted a g True

How to Generate
1. Click Reports.

2. Click Exception Reports, and then click Exceptions by Document.
= REPORTS & Douglas johnson ¥
# Home
~ My Saved Reports
[l Documents
v My Tasks & Questionnaires
{= Questionnaires

~ Tasks by Document
& My Tasks

= ~ Tasks by User
Wil Reports

~ Tasks by Group

¥ System Settings

~ Document Reports
v User Reports

v Questionnaire Reports

~ Exception Reports

Shows exception reports for selected documents
~ Login Reports

~ Superseded Reports

N/’\VEXGLOBAL‘
Privacy Statement | Terms of Use | Palicy Share
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3. Selectdocuments or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.

Documents

x
Content Type Documents v
Status All Statuses v
Site Corporate Headquarters b E3 Add All From This Site @3 Add All From All Sites
Select By Title v
Title Type here to search by title.
Available Documents Selected Documents T

Shift=Click selects a span of checkboxes.
Add Filter(s) X Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

Documents
Arrangement Please close this window after Excel export is saved.

Date

N/\VEXGLOEAL
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4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear the Reference # check box.

Arrangement x
Documents Found: 211 Ehow/Hide Columns
Reference # Title Reference #

52 Account Collection Process (v.1) 9

320 Account Collection Process (v.1)

320 Account Collection Process (v.2)

1 Account Collections Form (v.1)

2 Accounts Payable and Cash Distribution {v.1)

67 Americans with Disabilities Act (v.1)

36 Assembly Manuals (v.1)

3 Bad NSF Checks (v.1)

4 Bank Account Reconciliation (v.1)

53 Bank Loan Applications {v.1)

M4 44 Page 1 of 22 MM Records 1-10

[et]

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

5. (Optional) By default, this report checks the selected
documents/questionnaires regardless of their approval dates. To limit
results to a date range, click Date, and then select a range. If you click
Custom Range, also type or select From and To dates. Click OK.

Date Range
Date Range | All Dates v |
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range
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6. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents

Arra ngement

Date

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report. A separate browser window opens along with a
Windows system prompt. After opening or saving the file, close the
browser window.

Last Name Ref # Title (Version) Version Mumber Quiz Version Date/Time Taken Attempt # Question Answer
Hansen 281 Gift Paolicy 1 1 08/19/2013 10:23 AM 1 | have accepted a g True
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Login Reports

Go to a section listed below for a description of and instructions on how to
generate a login report.

Failed Logins Due to Insufficient Licenses

Users Currently Logged In

Report: Failed Logins Due to Insufficient Licenses

Description
Shows each failed login attempt within the specified date range.

Available to users with the following roles or permissions:
Administrator, System/IT

Sample Report:

Failed Logins Due to Insufficient Licenses

NAVEX Global Date Range: (04/17/2013 - 04/18/2013) & policy!

I Pages: 1 Generated By: Susan Howard Generated: 04/18/2013 9:19 AM I

Login Failures by Site and Department

Corporate Headquarters (1)

Fiscal Services (1)

DatefTime User (Job Title)
1. 04/18/2013 9:19 AM Driggs, Shiela (Director of Finance)

How to Generate
1. Click Reports.

2. Click Login Reports, and then click Failed Logins Due to Insufficient
Licenses.
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POLICYTECH REPORTS & Douglas johnson ¥

Pulicy & Procedure Management

Home

~ My Saved Reports
Documents

~ My Tasks & Questionnaires

= Questionnaires

<

Tasks by Document
My Tasks

v Tasks by User
Reports

. ~ Tasks by Group
System Settings
~ Document Reports

~ User Reports

~ Questionnaire Reports

<

Exception Reports

i ~ Login Reports

| Failed Logins Due to Insufficient Licenses |
Lists users who failed to log in during a specific imeframe due to insufficient licenses

Users Currently Logged In
Lists all users that are currently logged into the system.

~ Superseded Reports

3. Select a preset date range or create a custom one.

Failed Logins Due to Insufficient Licenses x

@ Lists users who failed to log in during a specific More ¥

®\Within the past 24 hours
Within the past seven days
Within the past 30 days

Custom Range

4. Click View Report.

The report opens in a separate browser window.
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m policytech Pagenfa _— E ALl E

Failed Logins Due to Insufficient Licenses
NAVEX Global Date Range: (04/17/2013 - D4/18/2013) = policy
I Pages: 1 ‘Generated By: Susan Howard Generated: 04/18/2013 4:31 PM

Login Failures by Site and Department

Corporate Headquarters (1)

Fiscal Services (1)

Date/Time User (Job Title]
1 04/18/2013 9:19 AM Driggs, Shiela (Director of Finance)

Report: Users Currently Logged In

Description
Shows which users are currently logged in to PolicyTech.

Available to users with the following roles or permissions:
Administrator, System/IT

Sample Report:
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Users Currently Logged In

NAVEX Global & policy
| Pages: 1 Generated By: Susan Howard Generated: 04/18/2013 9:26 AM |
Summary

Users Logged In

Anonymous Users Currently Viewing Site 0
Public Users Currently Viewing Site 0
Users Currently Logged In 3

Users Logged in by Department

| 1. Corporate Head ters: A

Users Currently Logged In (3)

1. Howard, Susan (Document, Control 04/18/2013 9:17 AM 04/18/2013 9:26 AM
Administrator)

2. Hansen, Tom (Accounting Manager) 04/18/2013 9:25 AM 04/18/2013 9:25 AM

3. Woo, Josh (Accountant) 04/18/2013 9:26 AM 04/18/2013 9:26 AM

How to Generate
1. Click Reports.
2. Click Login Reports, and then click Users Currently Logged In.

POLICYTECH REPORTS & Douglas johnson ¥

Pulicy & Procedure Management

Home

~ My Saved Reports
Documents

~ My Tasks & Questionnaires
Questionnaires

~ Tasks by Document

My Tasks

~ Tasks by User
Reports

. ~ Tasks by Group
System Settings

~ Document Reports
~ User Reports

~ Questionnaire Reports

~ Exception Reports

| ~ Login Reports

Failed Logins Due to Insufficient Licenses

hat are currently logged into the system.

~ Superseded Reports
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The report opens immediately in a separate browser window.

L

Users Currently Logged In

NAVEX Global & policyt
| Pages: 1 Generated By: Douglas Johnson Generated: 10/03/2016 08:18
Summary

Users Logged In

Anonymous Users Currently Viewing Site 0
Public Users Currently Viewing Site 0
Users Currently Logged In 1

Users Logged in by Department
I

| 1. Corporate Headquarters: Admini: ion

Users Currently Logged In (1)

Users Last Login Recent Activity
1. Johnson, Douglas (Chief Executive Officer) 10/03/2016 06:23 10/03/2016 08:16
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Superseded Reports

The following reports have been superseded by their next-generation
counterparts.

Writer Tasks (Tasks by User)

Reviewer Tasks (Tasks by User)

Approver Tasks (Tasks by User)

Reader Tasks (Tasks by User)

Document Owner - Resubmit for Review Tasks (Tasks by User)
All Workflow Tasks (Tasks by User)

In Draft (Tasks by Document)

In Collaboration (Tasks by Document)

In Review (Tasks by Document)

In Approval (Tasks by Document)

In Published (Tasks by Document)

All Workflow Statuses (Tasks by Document)

Writer Tasks (My Tasks & Questionnaires)

Reviewer Tasks (My Tasks & Questionnaires)

Approver Tasks (My Tasks & Questionnaires)

Reader Tasks (My Tasks & Questionnaires)
All Workflow Tasks (My Tasks & Questionnaires)

Questionnaire Results by Document (Questionnaire Reports)

Questionnaire Results by User (Questionnaire Reports)

Report: Tasks by User - Writer Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about the selected users' assigned writing tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.
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Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:

Writer Tasks - Incomplete

NAVEX Global All Dates &= policy
| Pages:i Generated By: Douglas Johnson Generated: 11/07/2014 02:08_ |
Summary
Writers Incomplete Over 30 Days
1 2 i}

Users with Tasks

| 1. Gifford, Tawna (Accounts Receivable Clerk) ai:;dﬁﬁmrrim Department: Accounting

Incomplete Over 30 Days

2 1
Incomplete Tasks (2)
Action Ref.#  Title (Version) Start Date Days Assigned
1. Waiting 7 Cash Receipts (v.1 06/30/2014 29
2. Wailing 12 Invoice Bilings (v.1) 06/30/2014 29

1Task completed with Enhanced
Validation

*Task completed by Proxy

1

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Writer Tasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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Users

Site  Corporate Headquarters

Departments Job Titdes Writers
Q.| search Writers

Writer Groups
Writers

Addison, Victoria (Accountant)
Allison, Todd (Tester)

Breen, Darren (Personnel Manager)
Cane, Taylor (Tester)

Christenson, Robert (Administrator)
Driggs, Shiela (Director of Finance)
Ellis, Darcy (Installer)

Farnsworth, John (Manager)

Gatos, Will (Chief Information Officer)
Gleeson, Edward (Manager)

Hansen, Tom (Accounting Manager)
Johnson, Douglas (Chief Executive Officer)

Shift+Click selects a span of checkboxes. 0

n |«

Show Archived Users (In Red)

Selected Users €}

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

H TASKS BY USER - WRITER TASKS

Users

Documents @ Please choose options on the left, then click View Report.

Arrangement
Detail Options
Task Options

Output Format

@ View Report

N/’\VEXGLOBAL‘

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-

based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:
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m Tochange the default report columns, click Show/Hide Columns, and

then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has

been assigned or how many days it took to complete a task.

Arrangement x
Writers Found: 20 '
Last Name & First Name  Job Title Site
Addison victoria Accountant Corporate Headgquarters B lobTitle
Site
Allisan Todd Tester Corporate Headguarters & Department
Duration

Ereen Darren Personnel Manager Carporate Headquarters Document Owner

Cane Taylor Tester Corporate Headquarters Quality Assurance

Christenson Robert Administrator Corporate Headgquarters Technical Services

Driggs Shigla Director of Finance Corporate Headguarters Fiscal Services

Ellis Darc Installer Corporate Headquarters Installations

Farnsworth John Manager Corporate Headquarters Systems Administration

Gatos Wil Chief Information Officer Corporate Headgquarters Administration

Gleeson Edward Manager Corporate Headquarters Manufacturing

Page 1 of 2 W M Records 1-10

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users

Documents

Arrangement

Detail Options
Include Document Details
B nclude Graphs
B ndude Due Dates

Task Options

Output Format

& View Report

= Include Document Details: Shows the tasks associated with each

user in the report.

4. Breen, Darren (Personnel Manager) £l CapmEic

Department: Fiscal

Headquarters Senvices
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action f. # Title (Version Start Date Days
Assigned

1. Waiting 12 Invoice Billings (v.1 03152013 23
2. Waiting 18 Performance Evaluation - Accounting 037202013 18

Manager {v.1
3. Waiting 19 Performance Evaluation - Accounts Payable 03/20/2013 18

Clerk (v.1
4. Waiting 29 Caorrective-Preventive Action Form {v.1} 04/032013 5

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been

waiting for completion.
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (2)

Action Ref. # Title {Version) Start Date Days Due Date
Assigned
1. Waiting 7 Cash Receipts (v.1) 06/30/2014 29 06/05/2014
2. Waiting 12 Invoice Billings (v.1 De/30r2014 29 08/05/2014

7. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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Users
Documents
Ar‘rangement
Detail Options
Task Options
@ Only Overdue Tasks
(O Only Incomplete Tasks

@ Incomplete Tasks with Upcoming
Levels

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

€& View Report E

If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
areviewer's assigned level.

Upcoming Tasks (20)

Action Ref.# Title (Version) Start Date  Days Assigned
5. Upcoming 32 Cash Receipts {v.1 N/A NiA

Task
6. Upcoming 13 Code Red Procedures (v 1 N/A N/A

Task
7. Upcoming 31 Draft Document Moved to Approval {v.1 NIA N/A

Task

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

PolicyTech 10.6 Reports Supplement



224 - Superseded Reports

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Users
Documents
Arrangement
Detail Options
Task Options
Output Format

O standard

@ Microsoft Excel Raw

¢ View Report E

9. (Optional) To save the current user selections and option settings for future
use, click 2, type a name and description, click Save and Close, and then
click OK.
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Users

Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking 1 (see Emailing a Report from a Saved Setup for help).

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

11. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY USER - WRITER TASKS 2]
ise @) > Page | 1 voof 1 A @ b % savess poF v &l
Documents

Writer Tasks - Incomplete
Arrangemenl
NAVEX Global All Dates & policy!
Detail Options | Pages: 1 Generated By: Johnson, Douglas Generated: 10/31/2018 2:28 PM
Task Options Summary
Output Format
\ Witers \ Incomplete \ Incomplete Tasks mermnays|
2 2 1 |
Users with Tasks
i Breen. Darren (Personnel Manager) Site: Corporate Depariment. Human
' Resources
Incomplete
Incomplete  Tasks Over 30
Days
1 0
Incomplete Tasks (1)
Action Ref. # Title (Version) Start Date
1 \Waiting 345 Family and Medicsl Leave (v.1) 10/20/2018
z Smith. Leroy (Creditor) Site: Corporate Department: Fiscal
b Services
Incomplete
Incomplete Tasks Over 30

Days

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

D E Flo H | J L N o P aQ R s
1 |First Name Last Name Job Title  Unique E Email Ste  DepartIncomplete Total Tasks Over 30 Days Action Date/Time Ref # Title (Version) VersicStart Date Days Task Type
2 |wil Gatos  Chief Informc 38 ‘wgatos@myc Corporz Admin 1 1 1 Waiting MA 118 Performance Evaluation 1 11/22/2011 946 Approve
3 Douglas  Johnson  Chief Execu2 diohnson@m: Corpore Admin 1 1 1 Waiting MA 139 Training and Tuition Rei 1 11/24/2011 947 Approve
4 |Lynn Leonard  Director of E6 lleonard@my: Corporz Educa 4 4 4 Waiting MIA 173 Physical Iventory Proc 1 11/22/2011 946 Approve
5 \Lymn Leonard  Director of E6 lleanard@my: Corporz Educa 4 4 4 Waiting MIA 177 Shipping and Freight CI 1 14/2212011 946 Approve
6 |Lymn Leonard  Director of E6 lleonard@rmy: Corpor 4 4 4 Waiting MIA 176 Receiving, Inspection ai 1 11/2212011 946 Approve
7 Ly Leonard  Director of E6 lleonard@rmy: Corporz 4 4 4 Waiting MA 62 DisasterManagement F 1 11/2212011 946 Approve

Report: Tasks by User - Reviewer Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about the selected users' assigned reviewing tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Reviewer Tasks - Incomplete

NAVEX Gilobal All Dates  w policy!
| Pages: 1 Generated By: Douglas Johnson Generated: 11/07/2014 08:41 |
Summary

Reviewers Incomplete Over 30 Days
2 5 1
Users with Tasks
o Site: Corporate . 3
| 1. Hansen, Tom {Accounting Manager) Headquarters Department: Accounting
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action Ref. #  Title (Version) Start Date Days Assigned
1. Waiting 23 Year End Closing (v.1 10/30/2014 a
2. Waiting 2 Unsigned or Partial Pay (v.1 10/30/2014 a
3. Waiting 21 Petty Cash (v.1 10/30/2014 g
4. Wailing 8 Chart of Accounts (v 1) 10/30/2014 a
2. Howard, Susan (Document, Control Site: Corporate . NP
Administrator) Headquarters Department: Administration
Incomplete Over 30 Days
1 1
Incomplete Tasks (1)
1. Waiting 222 Evacuation Procedures (v.1) 08302011 38

ITask completed with Enhanced
Validation

*Task completed by Proxy

n

How to Generate
1.
2.

Click Reports.

Click Superseded Reports, and then click ReviewerTasks (Tasks by

User).

Select the users you want included in the report (see Selecting Users for

help).
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Users x

Site | Corporate Headquarters e

Departments Job Titles Reviewers
Q Search Reviewers

Reviewer Groups

Reviewers

Shift+Click selects a span of checkboxes. 0

Show Archived Users (In Red)

Selected Users €} Tar

»n o«

Allison, Todd (Tester)
Benton, Carol (Manager)

Breen, Darren (Personnel Manager)

Cane, Taylor (Tester)

Christenson, Robert (Administrator)

Driggs, Shiela (Director of Finance)

Ellis, Darcy (Installer)

Farnsworth, John (Manager)

Gleeson, Edward (Manager)

Hansen, Tom (Accounting Manager)

Leonard, Lynn (Director of Education)

Cppener, Susie (Director of Purchasing) b

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USER - REVIEWER TASKS

Users

Documents ® Please choose options on the left, then click View Report.
Arrangement

Detail Options

Task Options

Ourtput Format

4.

5.

€ View Report

N/\VEXGLOBAL'

(Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

(Optional) Click Arrangement and do any of the following:
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m To change the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

Arrangemenc x
Reviewers Found: 12 5 ¥
Last Name FirstName  Job Title Site [v]
Allison Todd Tester Corporate Headguarters Job Title
Site
Bentan Carol Manager Corporate Headguarters Department
Duratian

Breen Darren Personnel Manager Corporate Headquarters Document Owner

Cane Taylor Tester Corporate Headquarters Quality Assurance

Christenson Robert Administrator Corporate Headguarters Technical Services

Driggs Shiela Director of Finance Corporate Headguarters Fiscal Services

Ellis Darcy Installer Corporate Headquarters Installations

Farnsworth John Manager Corporate Headquarters Systems Administration

Gleesan Edward Manager Corporate Headguarters Manufacturing

Hansen Tom Accounting Manager Corporate Headquarters Accounting

Page 1 of 2 M MM Records1-10

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users
Documents
Arrangement
Detail Options

Include Document Details

B nclude Graphs

B Include Due Dates
Task Options

Output Format

¢ View Report

» Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

4. Breen, Darren (Personnel Manager) Site: Corporate Department: Fiscal
Headquarters Services
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action f. # Title (Version) Start Date ~ Days
Assigned

1. Waiting 12 Inveice Billings (v.1 03152013 23
2. Waiting 18 Performance Evaluation - Accounting 037202013 18

Manager {v.1
3. Waiting 19 Performance Evaluation - Accounts Payable 03/20/2013 18

Clerk (v.1)
4. Waiting 29 Corrective-Preventive Action Form {v.1} 040372013 &5

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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Summary
Reviewers. Incomplete Over 30 Days
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (4)
Action Ref. # Title (Version) Start Date Days Due Date
Assigned
1. Waiting 23 Year End Closing (v.1 10/30/2014 8 11112014
2. Waiting 22 Unsigned or Partial Pay (v 1 10/30/2014 8 12/01/2014
3. Waiting 21 Petty Cash iv.1 10/30/2014 8 NiA
4. Waiting 8 A Chart of Accounts (v.1 10/30/2014 8 11/05/2014

7. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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Users
Documents
Arrangement

Detail Options

Task Options

@ Only Overdue Tasks
(O Only Incomplete Tasks

@ Incomplete Tasks with Upcoming
Levels

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
areviewer's assigned level.

Upcoming Tasks (20)

Action Ref.# Title (Version) Start Date  Days Assigned
5. Upcoming 32 Cash Receipts {v.1 MNIA NiA

Task
6. Upcoming 13 Code Red Procedures (v 1 N/A NIA

Task
7. Upcoming 31 Draft Document Moved to Approval (v.1 NIA NiA

Task

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Users
Documents
Arrangement
Detail Options
Task Options
Output Format

(O Standard

@ Microsoft Excel Raw

€& View Report E

9. (Optional) To save the current user selections and option settings for future
use, click 2, type a name and description, click Save and Close, and then
click OK.
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Users

Documents

Arrangement

Detail Options

Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10.

11.

(Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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= TASKS BY USER - REVIEWER TASKS (]

Users Page |1 v of 2 B BI d @ S Ysaers poF v &
Documents

Reviewer Tasks - Incomplete
Arrangement

NAVEX Global All Dates & policyr
Detail Options [TPages2 Generated By: Jonnson, Douglas Generated 103112018 219 PM_|
Task Options Summary
Output Format |
‘ Reviewers ‘ Incomplete ‘ Incomplete Tasks Over 30 Days |
‘ s ‘ 5 ‘ 2 |

Users with Tasks

T Benion. Carol (Manager) Site: Corporate Department.
) E envices
Incomplete
Incomplete  Tasks Over 30
Days
1 0
Incomplete Tasks (1)
Action Ref. # Title (Version) Start Date
1 Waiting 125 Conflict of Interest Poliey (v.1} 101252018
z Breen, Darren (Personnel Manager) Site: Corporate Department. Human
¢ Resources
Incomplete
Incomplete  Tasks Over 30
Days

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B ¢ D E Fle H | J L M N () qQ R s

1 First Name LastName Job Title  Unique E Email Site  Depart Incomplete Total Tasks Over 30 Days Action Date/Time Ref # Title (Version) VersicStart Date Days Task Type
2 Wil Gatos  Chief Inform: 38 wgatos @myc Corporz Admin 1 1 1 Waiting WA 118 Performance Evaluation 1 11/2212011 946 Approve
3 Douglas  Johnson  Chief Execu 2 djohnson@m Corporz Admin 1 1 1 Waiting WA 139 Training and Tuition Rei 1 11/21/2011 947 Approve
4 |Lym Leonard  Director of E6 lleonard@my: Corporz Educa 4 4 4 Waiting WA 173 Physical Inventory Proc 11112212011 946 Approve
5 Ly Leonard  Director of E6 lleonard@my: Corpors Educa 4 4 4 Waiting WA 177 Shipping and Freight CI 1 11/2212011 946 Approve
6 Ly Leonard  Director of E6 lleanard@my: Corpore Educa 4 4 4 Waiting WA 176 Receiving, Inspection ai 1112212011 946 Approve:
7 Lym Leonard  Director of E6 lleanard@my: Corpore Educa 4 4 4 Waiting WA 62 Disaster Management F 1112212011 946 Approve
& on Por o GoCubs tootts@noliey Comor: Admin > 2 Wit A 461 Job Descrintion - Direct 1 112219041 043 A

Report: Tasks by User - Approver Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about the selected users' assigned approval tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Approver Tasks - Incomplete

NAVEX Global All Dates & policy
| Pages: 2 Generated By: Douglas Johnson Generated: 10/30/2014 10:52 |
Summary
Approvers Incomplete Over 30 Days
5 19 1

Users with Tasks

Site: Corporate Department: Fiscal
| 1. Barnett, John (Approver) Headquarters Services
Incomplete Over 30 Days
5 5
Incomplete Tasks (5)
Action Ref #  Title (Version) Start Date Days Assigned
1. Waiting 217 Bank Account Reconcilliation (v.1) 10/14/2014 17
2. Waiting 218 Chart of Accounts (v.1 10/14/2014 17
3. Waiting 219 Check Requests (v.1 10/14/2014 17
4 Waiting 220 Petty Cash (v.1 10/14/2014 17
5. Waiting 216 Account Collections Form (v.2) 08/15/2014 76
2. Howard, Susan (Document, Control Site: Corporate . - 5
Administrator) Headquarters Department: Administration

Incomplete Over 30 Days

1 0
Incomplete Tasks (1)
Action Ref. #  Title (Version) Start Date Days Assigned
1. Waiting 233 Vacation Policy (v.1 10/25/2014 5
Inelud, of O n .
3. (?nEverythmg, Me (Chief Of Site: Corporate Department: Administration
Officer) Headquarters
Incomplete Over 30 Days
5 0
Incomplete Tasks (5)
Action Ref. #  Title (Version) Start Date Days Assigned

1. Waiting 228 Building Security (v.1) 10/21/2014 9

12

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click ApproverTasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Approvers Selected Users € ]

Q Search Approvers

Approver Groups
Approvers

Chen, Jodi (Compliance Officer)
Christenson, Robert (Administrator)

Gatas, Will (Chief Information Officer)
Howard, Susan {(Administrator)

Johnson, Douglas (Chief Executive Officer)
Jones, Anne (Chief Finance Officer)
Monseon, Teresa (Chief Operations Officer)

n |«

Shift+Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USER - APPROVER TASKS

Users

Documents © Please choose options on the left, then click View Report.

Arrangement

Detail Options
Task Options

Output Format

€ View Report

EXGLOBAL‘

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select

documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:
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m Tochange the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

Arrangemenc x
Appravers Found: 7 5
Last Name & First Name Job Title Site [v]
Chen Jod Compliance Officer Corporate Headguarters| Job Title
Site
Christenson Robert Administrator Corporate Headguarters| Department
Duration

Gatos will Chief Information Officer Corporate Headquarters| Document Owner

Howard Susan Administrator Corporate Headguarters Administration

Johnson Douglas Chief Executive Officer Corporate Headguarters Administration

Jones Anne Chief Finance Officer Corporate Headguarters Administration

Monson Teresa Chief Operations Officer Corporate Headquarters Administration

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users
Documents
Arrangement
Detail Options

Include Document Details

B Include Graphs

B Include Due Dates
Task Options

Output Format

¢ View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

4. Breen, Darren (Persunnel Manager} Site Corporate Depanmemi Fiscal
Headquaners Senvices
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action f. # Title (Version Start Date Days
Assigned

1. Waiting 12 Invoice Billings (v.1 03152013 23
2. Waiting 18 Performance Evaluation - Accounting 032072013 18

Manager {v.1
3. Waiting 15 Performance Evaluation - Accounts Payable 03/20/2013 18

Clerk (v.1
4. Waiting 29 Corrective-Preventive Action Form {v.1) 04/0372013 5

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.

Action
1. Waiting
2. Waiting
3. Waiting

4. Waiting

7. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete

Incomplete Tasks (4)

f.

I

Tasks.

Title (Version)

4, Invoice Billings (v.1

Performance Evaluation -
Accounting Manager (v.1

Performance Evaluation -

Accounts Payable Clerk (v 1
Corrective-Preventive Action

Form {v.1}

Start Date

03/15/2013
03/20/12013

03/20/2013
04/03/2013

Summary
Approvers Incomplete Over 30 Days
5 19 1
2.1 J
1.8
b
% 1.5
]
e
B2 i
.
W
o 0.9+
E
=
Z 06
0.3 <
o -- —
17 614 1521 2229 90119 > 120
Days Spent Waiting for Completion

Duration Days

Assigned
23 03/29/2013
18 04/03/2013
18 04/03/2013
5 NIA
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Users
Documents
Arrangement

Detail Options

Task Options

@ Only Overdue Tasks
Only Incomplete Tasks

Incomplete Tasks with Upcoming
Levels

Only Complete Tasks

Incomplete & Complete Tasks

Output Format

€& View Report E

If you select Incomplete Tasks with Upcoming Levels, information will
be shown about any tasks that assigned reviewers have not yet received
notification for. These could be tasks for documents or questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet reached
areviewer's assigned level.

Upcoming Tasks (20)

Action Ref. # Title (Version) StartDate  Days Assigned
5 Upcoming 32 Cash Receipts {v.1 NIA N/

Task
6. Upcoming 13 Code Red Procedures (v 1 NIA NIA

Task
7. Upcoming 31 Draft Document Moved to Approval {v.1 NIA NIA

Task

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Users
Documents
Arrangement
Detail Options
Task Options

Output Format

O Standard

@ Microsoft Excel Raw

& View Report E

9. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.
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Users

Documents

Arrangement

Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

11. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY USER - APPROVER TASKS 2}
Users Page 1 viof 3B B @ P B osavers poF v @
Documents

Approver Tasks - Incomplete
AITBIIEE"'IEI'II
NAVEX Global All Dates & policy
Detail Options [ Pages:2 Generated By: Johnson, Douglas Generated: 05/26/2016 1214
Task Options Summary
Output Format |
Approvers | Incomplete ‘ Incomplete Tasks Over 30 Days |
¢ View Report =]
‘ 8 | 26 ‘ 24
Users with Tasks
T Howard, Susan (Document, Control Administrator] She: Corporate Department.
b Administrati
Incomplete
Incomplete  Tasks Over 30
Days
1 1
Incomplete Tasks (1)
Action Ref.#  Tille (Version) Start Date
1 Waiting 233 Chart of Accounts (v 0172512011

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B ¢ D E Fle H J L [ N o P Q R s
First Name Last Name Job Tle  Unique E Email Ste  DepartIncomplete Total Tasks Over 30 Days Action Date/Time Ref # Title (Version) VersicStart Date Days Task Type

i
2 |wil Gatos  Chief Inform: 38 wgatos@myc Corporz Admin 1 1 1 Waiting MA 118 Performance Evaluation 1 11/22/2011 946 Approve
3 Douglas  Johnson  Chief Execu2 djohnson@m: Corpore Admin 1 1 1 Waiting MA 139 Training and Tuition Rei 1 11/21/2011 947 Approve
4 |Lym Leonard  Director of E6 lleanard@myi Corpore Educa 4 4 4 Waiting MA 173 Physical Iventory Proc 1 11/22/2011 946 Approve
5 \Lymn Leonard  Director of E6 lleanard@my: Corporz Educa 4 4 4 Waiting MIA 177 Shipping and Freight CI 1 11/2212011 946 Approve
6 |Lymn Leonard  Direct lleanard@my:C: ca 4 4 4 Waiting MIA 176 Receiing, Inspection ai 1 11/22/2011 946 Approve
7 Lym 1 4 4 4 Waiting NIA 11112212011 946 Approve
. 2 2 Waitine A 11122011 04E A

Report: Tasks by User - Assignee Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about the selected users' assigned reading tasks. You can
choose to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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Reader Tasks - Incomplete

NAVEX Global All Dates & policy
| Pages: 3 Generated By: Susan Howard Generated: 04/16/2013 5:03 PM
Summary
Readers Incomplete Over 30 Days
42 29 15

Users with Tasks

1. Howard, Susan (Document, Control Site: Corporate Department: Fiscal
Administraton) Headquarters Services
Incomplete Over 30 Days
4 1
Incomplete Tasks (4)
Action Ref. #  Title (Version) Start Date =~ Days Assignedigned
1. Incomplete 27 Account Collections Form (v.1) 03/15/2013 32
2. Incomplete 33 Accounts Payable and Cash Distribution 03/30/2013 17
Al

3. Incomplete 94 Bas NSF Checks (v.1 04/05/2013 1"

4. Incomplete 56 Cash Drawers (v.1 04/05/2013 1

5. Incomplete 77 Year End Closing (v.1 04/04/2013 12
2.Joh , Douglas (Chief E tive Site: Corporate Department: Fiscal
Officer) Headquarters Services

Incomplete Over 30 Days
4 1
Incomplete Tasks (3)
Action Ref. #  Title (Version) Start Date Days Assigned

1. Incomplete 42 Recovery Process (v.3 04/11/2013 4

2. Incomplete 13 Style Guide 2 (v.1 04/08/2013 7

3. Incomplete 26 Unsigned or Partial Pay 2 (v.1 04/05/2013 10

1
1711

How to Generate
1. Click Reports.

2. Click Superseded Reports and then click Reader Tasks (Tasks by
User).

3. Select the users you want included in the report (see Selecting Users for
help).
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Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Assignees Selected Users €} mj
Q| search Ass gnees
Assignee Groups a

= @ Multi-Site (Global) Groups
= @ Corporate Headguarters
@ || All Accounting Job Titles
All Assignees - Corporate Headquarters
All Executive Job Titles
All Programming Job Titles

Managers

Assignees (Loading may take several minutes) ¥

Shift+=Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USER - ASSIGNEE TASKS

Users

Documents ©® Please choose options on the left, then click View Report.
Arrangement

Detail Options

Task Options

QOutput Format

NAVEXGLOBAL'
cy Statement | Terms of Use | Palicy Share

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:
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m To change the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

Arrangement x
Assignees Found: 11 wHide Columns_ w:
Last Name & First Name Job Title Site
Addison victoria Accountant Corporate Headguartdry @9 Job Title
Site
Cash Jordon Accounts Payable Clerk Corporate Headguartqry [ Department
Duration
Chen Jodi Compliance Officer Corporate Headquartgr: Document Owner
Gatos Wil Chief Information Officer Corporate Headquarters Administration
Gifford Tawna Accounts Receivable Clerk Corporate Headguarters Accounting
Hansen Tom Accounting Manager Corporate Headguarters Accounting
Howard Susan Administrato: Corporate Headquarters Administration
Johnson Douglas Chief Executive Officer Corporate Headquarters Administration
Jones Anne Chief Finance Officer Corporate Headguarters Administration
Manson Teresa Chief Operations Officer Corporate Headguarters Administration
Page 1 of 2 MM Records1-10

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users
Documents
Arrangement
Detail Options

Include Document Details

B nclude Graphs

B ncdude Due Dates
Task Options

Output Format

& View Report

m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

4. Breen, Darren (Persunnel Manager} Site Corporate Depanmemi Fiscal
Headquariers Sernvices
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action f. # Title (Version) Start Date  Days
Assigned

1. Waiting 12 Inveice Billings (v.1 031572013 23
2. Waiting 18 Performance Evaluation - Accounting 032072013 18

Manager {v.1
3. Waiting 19 Performance Evaluation - Accounts Payable 03/20/2013 18

Clerk (v.1)
4. Whaiting 29 Corrective-Preventive Action Form (v.1) 04/0372013 5

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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Summary
Readers Incomplete Over 30 Days
13 56 5
2.1 H
1.8
v
% L5
e
=
B 2] [ i
-
@
D 0.9
E
=
= 06
0.3
o - — - .
17 Be14 15-21 2229 29-89  90-119 > 120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Site: Corporate )
| 1. Cash, Jordon (Accounts Payable Clerk) Headquarters Department: Accounting |
Over 30 Days
12 1
Incomplete Tasks (12)
Action Ref. # Title (Version) Start Date Days Due Date
Assigned
1. Incomplete 242 A Vacation Policy (v.1) 01142011 39 1073172014
2 Incomplete 253 Inventery Sheet (v.2 08/29/2011 11 11/28/2014
3 Incomplete 2 Accounts Payable and Cash 11/15/2011 10 1002772014
Distribution (v.1}
4. Incomplete 207 Cash Receipts (v.1) 06/30/2014 12 NIA

7. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
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Users
Documents
Arrangement
Detail Options
Task Options
@ Only Overdue Tasks

(O Only Incomplete Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Users

Documents

Arrangement

Detail Options

Task Options

Output Format
(O Standard

@ Microsoft Excel Raw

& View Report E

9. (Optional) To save the current user selections and option settings for future
use, click 2, type a name and description, click Save and Close, and then

click OK.

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking E=1 (see Emailing a Report from a Saved Setup for help).
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Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& \iew Report

11. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another

report specific to that user.

= TASKS BY USER - ASSIGNEE TASKS

Page

1 viof|s B

=]

Read/Complete Tasks - Incomplete
All Dates

H % & B saers ppF v

& policy

Generated By: Johnson, Douglas

Generated: 05/26/2016 1231 I

Users
Documents
Arrangement

NAVEX Global
Detail Options [ _Pages:51
Task Options Summary

Qutput Format

Readers Incomplete ‘ Incomplete Tasks Over 30 Days |
‘ 103 ‘ 928 838
Users with Tasks
T Allison, Todd (Tester) Site: Corparate Department: Quality
b Assurance
Incomplete
Incomplete  Tasks Over 30
Days
6 6
Incomplete Tasks (6)
Action Ref # Title (Version) Start Date
1 Incomplete 246 Cash Drawers (v.1 01/14/2011
2 Incomplete 231 Chart of Accounts (v 1 01/14/2011

=

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excelfile.

A B c D E Fle H | J L [ N o

1 |First Name Last Name Job Title  Unique E Email Ste  Depart Incomplete Total Tasks Over 30 Days Action Date/Time Ref # Title (Version)

2 |wil Gatos  Chief Inform: 38 wgatos@mye Corporz Admin 1 1 1 Waiting MIA 118 Performance Evaluation
3 Douglas  Johnson  Chief Execu2 djohnson@m: Corporz Admin 1 1 1 Waiting MIA 139 Training and Tuition Rei
4 |Lym Leonard  Director of E6 lleonard@myi Corpore Educa 4 4 4 Waiting MIA 173 Physical Inventory Proc
5 Ly Leonard  Director of E6 lleanard@my: Corpore Educa 4 4 4 Waiting MIA 177 Shipping and Freight CI
6 |Lymn Leonard  Director of E6 lleanard@mys Corpore Educa 4 4 4 Waiting MA 176 Receiving, Inspection ai
7 Lym Leonard  Director of E6 lleanard@my: Corporz Educa 4 4 4 Waiting MA 62 Disaster Management F
a Ton o Nocument 0 GoCubs totte nolicy Coroor Admin o 5 2 Wit A 4B1 Job Dascrintion - Direct

P o] R

VersicStart Date Days Task Type

1 11/2212011
1 11/2112011
1 11/22/2011
1 11/22/2011
1 11/22/2011
1 117222011
1 41/929011

946 Approve
947 Approve
946 Approve
946 Approve
946 Approve
946 Approve
045
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Report: Document Owner - Resubmit for Review Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about the selected users' tasks for resubmitting a document or
questionnaire for review after it has been returned to draft status from review or
approval. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:

Manager, Report Manager, Administrator

Sample Report:
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Document Owner Tasks - Incomplete Tasks

NAVEX Global All Dates , mapolicyr
| Pages:2 Generated By: Douglas Johnson Generated: 11/07/2014 08226 |
Summary
Document Owners Incomplete Over 30 Days
3 5 5

Users with Tasks

| 1. Hansen, Tom {Accounting Manager) ag‘:ﬁm@m Department: Accounting

Incomplete Over 30 Days
1 1

Incomplete Tasks (1)
Action Ref.#  Title (Version) Start Date Days Assigned
1. Wailing 327 Bank Account Reconciliation - 0926/2014 42
South Branch (v.1
2. Howard, Susan {Document, Control Site: Corporate . L
Administrator) Headquarters Department: Administration
Incomplete Over 30 Days
1 1
Incomplete Tasks (1)
Action Ref. #  Title (Version) Start Date Days Assigned
1. Waiting 206 Bank Account Reconcilliation - 06/30/2014 128
Downtown Branch (v.11
a - Site: Corporate ) L
3. Johnsen, Douglas (Chief Executive Officer) Headquarters Department: Administration
Incomplete Over 30 Days
3 3
Incomplete Tasks (3)
1 Waiting thl Bank Account Reconcilliation - 06/30/2014 129
East Branch (v.1)
2. Waiting 324 La Politigue des Heures 09252014 42
Supplémentaires (v 1)
3. Waiting 325 La Politigue des Heures 09252014 42
Supplémentaires (v.1)

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Document Owner -
Resubmit for Review Tasks (Tasks by User).

3. Select the users you want included in the report (see Selecting Users for
help).
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Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Document Qwners Selected Users @) T

Q| search Document Owners

Allison, Todd (Tester)

Ereen, Darren (Personnel Manager)
Cane, Taylor (Tester)

Christenson, Robert (Administrator)
Driggs, Shiela (Director of Finance)

Ellis, Darcy (Installer)

Farnsworth, John (Manager)

Gatos, Will (Chief Information Officer)
Gleeson, Edward (Manager)

Hansen, Tom (Accounting Manager)
Johnson, Douglas (Chief Executive Officer)
Leonard, Lynn (Director of Education)
Monseon, Teresa (Chief Operations Officer)
Oppener, Susie (Director of Purchasing)

Sbalior Drant Alonamor

Shift+Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= DOCUMENT OWNER - RESUBMIT FOR REVIEW TASKS

Users

Documents O] Please choose options on the left, then click View Report.
Arrangement

Detail Options

QOutput Format

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:
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m Tochange the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

Arrangemenc x
Document Owners Found: 4
Last Name & First Name Job Title Site [v]
Gatos Will Chief Information Officer Corporate Headguartefs| Job Title
Site
Hansen Tom Accounting Manager Corporate Headquarters| Department
Duration
Johnson Douglas Chief Executive Officer Corporate Headquartes| Document Owner
Monson Teresa Chief Operations Officer Corporate Headquarters Administration

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users
Documents
Arrangement
Detail Options

Include Document Details

B Include Graphs

B nclude Due Dates

Output Format

¢ View Report E

m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

4. Breen, Darren (Persunnel Manager} Site Corporate Depz_jnmemi Fiscal
Headquarters Services
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action Ref. # Title (Version Start Date Days
Assigned

1. Waiting 12 Invoice Billings (v.1 03152013 23
2. Waiting 18 Performance Evaluation - Accounting 032072013 18

Manager {v.1
3. Waiting 19 Performance Evaluation - Accounts Payable 03/20/2013 18

Clerk (v.1
4. Waiting 29 Corrective-Preventive Action Form iv.1) 040372013 5

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days the selected users' tasks have been
waiting for completion.
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Summary
Document Owners Incomplete Over 30 Days
3 5 5
5
wn 4
=
w
L)
'_
‘s 3
-
[
o
E:2
=}
=
1
1]
1-7 8-14 15-21 22-29 29-59 90-119 >120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.
Site: Corporate )
| 1. Cash, Jordon (Accounts Payable Clerk) Headquarlers Department: Accounting |
Over 30 Days
12 1
Incomplete Tasks (12)
Action Ref. # Title (Version) Start Date Days Due Date
Assigned
1 Incomplete 242 A Vacation Palicy (v.1) 01/14/2011 39 10/31/2014
2. Incomplete 253 Inventory Sheet {v.2 08/29/2011 " 11/28/2014
3. Incomplete 2 Accounts Payable and Cash 1171572011 10 1072772014
Distribution (v.1}
4. Incomplete 207 Cash Receipts (v.1) 06/30/2014 12 NIA

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Users
Documents

Arrangement

Detail Options

Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report E

8. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.

Users
Documents

Arra ngement

Detail Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking =1 (see Emailing a Report from a Saved Setup for help).
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Users
Documents

Arrangement

Detail Options

Output Format

& View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If

the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another

report specific to that user.

= DOCUMENT OWNER - RESUBMIT FOR REVIEW TASKS

2 @ & 9 saess POF

Document Owner Tasks - Incomplete Tasks

All Dates

& policyr

Generated By: Johnson_ Douglas

Generated: 10/31/2018 2:06 PM

Users [OR Page 1 vlof 2
Documents
Arrangement
NAVEX Global
Detail Options [ Pages:2
Output Fermat Summary

| Document Owners ‘ Incomplete ‘ ImmmphhTada()verﬂﬂD&ys|
| 2 12 4 |
Users with Tasks
i Hansen, Tom (Accounting Manager) Site: Corparate Department: Accounting
'
Incomplete
Incomplete Tasks Over 30
Days
m 3
Incomplete Tasks (11)
Action Ref # Title (Versien) Start Date
1 Waiting 263 Laboratory Safety Guidelines (v.1) 06/24/2016
2 Waiting 13 Job Description - Accountant (v 1) 08/30/2017
3 Waiting 31e ) { 08/02/2018
4 Waiting " Fixed Asset Control (v.1) 101172018
5 Waiting 327 Travel P (North America)_(1.1) o 102212018
6. Waiting 33 Hiring Policy (v.1) h 10/23/2018

=]

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excel file.

A D E Flo H |
1 |First Name Last Name Job Title  Unique E Email Site  Depart Incomplete Total T
2 |wil Gatos  Chief Informc38 ‘wgatos@myc Corporz Admin 1
3 Douglas  Johnson  Chief Execu2 diohnson @ Corporz Admin 1
4 |Lynn Leonard  Director of E6 lleanard@my: Corporz Educa 4
5 \Lymn Leonard  Director of E6 lleonard@rmy: Corporz 4
6 \Lymn Leonard  Director of E6 lleonard@my: Corporz Educa 4
7 Lym Leonard  Director of E6 lleonard@rmy: Corpore Educa 4

J L N o
asks Over 30 Days Action Date/Time Ref # Title (Version)
NIA

1 Waiting 118 Performance Evaluation
1 Waiting MIA 139 Training and Tuition Rei
4 Waiting MIA 173 Physical Inventory Proc
4 Waiting MIA 177 Shipping and Freight CI
4 Waiting MIA 176 Receiing, Inspection ai
4 Waiting MA 62 Disaster Management F

1 11/22/2011

1 11/21/2011 947 Approve
111/2212011 946 Approve
111/22/2011 946 Approve
111/22/2011 946 Approve

1 11/22/2011

946 Approve

P Q R S
VersicStart Date Days Task Type
946 Approve
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Report: Tasks by User - All Workflow Tasks

Important: This report has been superseded by the Tasks by User - Current
and Tasks by User - All Tasks reports. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports
for help.

Description

Provides details about all of the selected users' assigned tasks. You can choose
toinclude only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Manager, Report Manager, Administrator

Sample Report:
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All Workflow Tasks - Incomplete

Users with Tasks

NAVEX Global All Dates & policy
| _Pages 4 Generaled By: Douglas Johnson Generated: 2014/10/01 07:46 |
Summary
[
Workflow ** Number of Users Incomplete Over 30 Days
Write 1 2 2
Review o 1] 0
Approve ] 0 0
Read 4 80 66
Periodic Review 2 3 3
Link Update 1 2 2
Total NIA 87 73

** The sum of this column may not equal the total iisted since users can be assigned fo multiple

rofes.

Site: Corporate Department: Accounting
‘ 1. Cash, Jordon (Accounts Payable Clerk) Semipetine
Workflow Incomplete Over 30 Days
Read 12 10
Periodic Review 1 1
Total 13 1
Incomplete Tasks (12)
. . . Days
Action Ref. # Title (Version) .
Action Ref. # Title (Version Assianed Task Type
1. Waiting 2 Accounts Pavable and Cash Distribution 10 Periodic Review
Al
2. Waiting 3 Bad NSF Checks (v.1) 9 Periodic Review
3. Waiting 258 Audit Schedule (v.1 9 Link Update
4. Waiting 258 Audit Schedule (v.1 9 Link Update
5. Incomplete 243 Archive Doc (v.1) 13 Read
6. Incomplete 244 Create New Version (v 13 Read
7. Incomplete 246 Mark as Read (Required) (v.1 13 Read
8. Incomplete 260 Special Characters (v.1) 13 Read
9. Incomplete 242 Vacation Policy (v.1} 13 Read
10. Incomplete 235 Pnd. Archive Document (v.1) 13 Read
11. Incomplete 216 Ap. Accept (v.1 13 Read

14

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click All Workflow Tasks (Tasks
by User).

3. Select the users you want included in the report (see Selecting Users for
help).

Note: The default selection is the Users tab, which lets you search for users
and add them one at a time. To add multiple users at once, use the
Departments or Job Titles tab.
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Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Users Selected Users ]
Q.| search Users

Assignes Groups £l

# @ Multi-5ite (Global) Groups
=] @ Corporate Headguarters
® || All Accounting Job Titles
All Assignees - Corporate Headquarters
All Executive Job Titles
All Programming Job Titles

Managers

Users (Loading may take several minutes) =

Shift+Click selects a span of checkboxes. 0

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.

= TASKS BY USERS - ALL WORKFLOW TASKS

Users

Documents © Please choose options on the left, then click View Report.

Arrangement
Detail Options
Task Options

Output Format

& View Report

N/’\VEXGLOBAL‘

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:
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m Tochange the default report columns, click Show/Hide Columns, and
then select or click to clear check boxes.

Note: The Duration column shows how many days an incomplete task has
been assigned or how many days it took to complete a task.

Arrangemenc x
Users Found: 42 5 ¥
Last Name & First Name  Job Title Site [v]
Addison Victoria Accountant Corporate Headquarters Job Title
Site
Allison Todd Tester Corporate Headguarters Department
Duration

Benton Caral Manager Corporate Headquarters Document Owner

Breen Darren Personnel Manager Corporate Headquarters Human Resources

Calfus Steven MSDS Technician Corporate Headquarters Disaster Recovery

Cane Taylor Tester Corporate Headguarters Quality Assurance

Cash Jordon Accounts Payable Clerk Corporate Headquarters Accounting

Chen Jod Compliance Officer Corporate Headguarters Administration

Christenson Robert Administrator Corporate Headquarters Technical Services

Dennison Betty Programmer Corporate Headquarters Software Development

Page 1 of 5 MMM Records1-10

m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:
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Users

Documents

Arrangement

Detail Options
Include Document Details
B nclude Graphs

B ndude Due Dates

Task Options

Output Format

& View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

1. Cash, Jordon (Accounts Payable Clerk) Peci e Department. Accounting
Workflow Incomplete Over 30 Days
Read 12 10
Periodic Review 1 1
Total 13 11
Incomplete Tasks (13)
Action Ref. # Title (Version) %E ned Task Type
1. Waiting 252 Cash Recei Al 45 Penodic Review
2. Incomplete 242 Vacation Policy (v.1 1392 Read
3. Incomplete 253 Inventory Sheet (v.2) 1164 Read

= Include Graphs: Adds a graph to the report's Summary area.
The graph shows the number of days the selected users' tasks have
been waiting for completion.

24 I Colisboration
- Review
21 - Approval
9 g I Fublished
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k3 Il Fericdic Review
|2 5 B Links to Update
—
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1-7 8-14 15-21 22-29 29-89 90-119 »120
Days Spent Waiting for Completion
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= Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.
Incomplete Tasks (€)
. . . Days
Action Ref. # Title {(Version Due Date ssianed Task Type
1. Waiting 2 Accounts Payable and Cash Distnbution 10/19/214| 27 Periodic
1) Review
2. Waiting 3 Bad MNSF Checks (v.1 09/30/2014| 45 Periodic
Review
3. Waiting 5 Capitilization (v.2) /0220141 11 Periodic
Review
4. Incomplete 2 Aﬁ)oumts Payable and Cash Distribution 12/05/2014 16 Read
v

7. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

Users
Documents
Arrangement
Detail Options

Task Options
@ Only Overdue Tasks

(O Only Incomplete Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

¢ View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

8. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Users
Documents
Arrangement
Detail Options
Task Options
Output Format

(O Standard

@ Microsoft Excel Raw

€& View Report E

9. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
click OK.
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Users

Documents

Arrangement

Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

10.

11.

(Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £=1 (see Emailing a Report from a Saved Setup for help).

Users
Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several

different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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= TASKS BY USERS - ALL WORKFLOW TASKS 2]

Ue=m &) Page 1 vof 2 B B H o s %posavens poF v &

Documents

) All Workflow Tasks - Incomplete
Ar rangement

NAVEX Global All Dates & policyr
Detail Options I Pages: 29 Generated By: Johnson, Douglas Generated: 05/26/2016 14:43
Task Options Summary
Output Format |
Incomplete Tasks Over
Workflow Number of Users™ Incomplete 30

Writers 1 7 7

Reviewers 3 13 13

Approvers 5 15 13

Readers 37 445 355

Periodic Review 3 4 4

Link Update 1 1 1

Total NJA 485 393

“* The sum of this collmn may not equal the lofal fsted! since users can be assigned io multiple
roles.

Users with Tasks

‘ 7. Cash, Jordon [Accounts Payable Clerk) Site: Corporate Department. Accounting ‘
Incomplete
Tasks Over 30
Wiorkflow Davs h

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B c D E F G H | J K L
Writer Writer Writer Writer Reviewer  Reviev
1 |First NaiLast NzJob Title Unique Email Site  Depart Tasks - Tasks Tasks - Tasks - Tasks - Tasks
2 Tawna Gifford Accountd tgifford@rm Corpor: Accout 2 2 0 1] 0
3 Tawna Gifford Accountss tgifford@rm Corpor: Accout 2 2 0 1] 0
4 Tawna Gifford Accountd tgifford@rm Corpor: Accout 2 2 0 1] 0
5 Tawna Gifford Accountss tgifford@rm Corpor: Accout 2 2 0 1] 0
6 Tawna Gifford Accountss tgifford@rm Corpor: Accout 2 2 0 1] 0
7 Tawna Ciffard Aceonntes taifard@ e Carnnr: Acean 2 2 n n n

Report: Tasks by Document - In Draft

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in the draft status.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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Tasks by Document - In Draft - Incomplete

NAVEX Global All Dates = policy
| Pages: 2 Generated By: Douglas Johnson Generated: 06/30/2014 10:58
Summary
Documents with Average Days in Maximum Days in
SIS SHEE R Tasks Shown rECETTEE TS ‘Workflow Step Workflow Step
5 3 3 9 13
Documents with Tasks
| 1. Account Collections Form (v.1) Reference # 204 Document Owner: Johnson, Douglas
Status Draft Current Cycle 2 Document Owners 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 0 Days in Current Cycle 0 Total Completed 0%
Workflow Step

Incomplete Tasks (1)

Action Date Users Site Department
1. Waiting NIA Johnson, Douglas Corporate Administration
Headquarters
2. Audit Procedures (v.1) Reference # 206 Document Owner: Howard, Susan
Status Draft Current Cycle 2 Document Owners 1
Date Last Submitted 06/30/2014 Current L evel 1 Remaining 1
Total Days in 0 Days in Current Cycle 0 Total Completed 0%

Workflow Step

Incomplete Tasks (1)

Action Date Users Site Department
1. Waiting NIA Howard, Susan Corporate Administration
Headquarters
Status Draft Current Cycle 2 Document Owners 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 13 Days in Current Cycle 0 Total Completed 0%

Workflow Step

Incomplete Tasks (1)

1/2

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click In Draft (Tasks by
Document).

3. Selectdocuments or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents e

Site Corporate Headquarters b E3 Add All From This Site @3 Add All From All Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents T

Shift=Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - IN DRAFT

Documents
Arrangement Please choose options on the left, then click View Report.
Detail Options

Output Format

N/’\VEXGLOBAL‘

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.

PolicyTech 10.6 Reports Supplement



272 - Superseded Reports

Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref # Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Ac Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTME ezt

320 Account Collection Process (v.2) Hansen, Tom {(Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom (Accounting Manager)

4 Eank Account Reconciliation (v.1) Hansen, Tom {Accounting Manager)

53 Eank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O Al Users

B nclude Graphs

B Include Due Dates

Output Format

¢ View Report E
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Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Documents with Tasks

| 1. Cash Receipts (v.1) Reference # 7 Document Owner: Hansen, Tom
Status In Draft Current Cycle 1 Reviewers 3
Date Last Submitted 04/04/2013 Current L evel 1 Remaining 2
Total Days in 0 Days in Current Cycle 0 Total Complete 33%
Workflow Step
Incomplete Tasks (2)
Action Date Users Site Department
1. Waiting NiA Benton, Carol Corporate Environmental
Headquarters. Services
2. Waiting NiA Driggs. Shiela Corporate Fiscal Services
Headquarters

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

Summary

Documents with
Tasks Shown

Documents
Selected

Average Days in Maximum Days in

Incomplete Tasks

Workflow Step

Workflow Step

12

12

23

9

23

20

B Review

o

Number of Tasks

Iil _

814 22-29 29-89 90-119 »120

Days Spent Waiting for Completion

o]
B

s

, [l

1-7

15-21

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (2)

Action Date Due Date Users Site Department
1 Waiting NiA 04/01/2013 Benton.Carol Corporate Environmental
Headquarters Services
2. Waiting NiA 04/01/2013 Driggs. Shiela Corporate Fiscal Services
Headguarters
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6.

(Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents

Arra ngement

Detail Options

Output Format
O Standard

@ Microsoft Excel Raw

& \iew Report E

. (Optional) To save the current document/questionnaire selections and

option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents

Arrangement

Detail Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

8.

(Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).
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Documents

Arra ngement

Detail Options

Output Format

€& View Report

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

= TASKS BY DOCUMENT - IN DRAFT (-]

Documents G=) Page | 1 viof 4 B B A @ G % osavess poF v @

Arrangement
Tasks by Document - In Draft - Incomplete
Detail Options

NAVEX Global All Dates W policy!
Output Format | Pages: 1 Generated By: Tom Hansen Generated: 05/23/2016 13:48
Summary
Documents Documents with I Average Days in Maximum Days in Workflow
Selected Tasks Shown Incomplete Workllow Step Step
31 1 1 20 42

Documents with Tasks

[ 1 Cash Drawers (v.1) Reference #6 Document Guner: Hansen, Tom
Status. Draft Current Cycle 2 Document Cwners 1
Date Last Submitted  05/23/2016 Current Level 1 Remaining 1
Total Days in Workfiow 24 Daysin CurrentCycle 0 Total Completed 0%
Step
Incomplete Tasks (1)
Action Date Users Site Department
1. Watting NiA Hansen Tom Corporate Accounting
Headauarters

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B c D E FlG H | J K L M N (¢] P Q
Document Document Total Days in Days in . Percent
Rt Tie ersion) YE™i™  Guner  Owner Last 22° Site Department Status D2 L85t wyonqg, - Cument Cument o o acsignees ReMEINNG no
# Number Title Submitted Cycle  Level Assignees
g First Name Name Step yole ed
2 327 Bank Account 1 Tom Hansen Acce Corp Accounting Draft  09/26/2014 4“1 1 1 4 1 1 0%
3 | 206 Bank Account 1 Susan Howard Doct Corp Administrati Draft ~ 06/30/2014 129 2 1 129 1 1 0%
141 Bank Accnont 1 Donnlas Inhnenn Chis Porn Adminicteati Dt NR/ANAN1L 1478 B 1 190 1 1
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Report: Tasks by Document - In Collaboration

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in the
collaboration status. You can choose to include only those tasks that are
incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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Tasks by Document - In Collaboration -

Incomplete
NAVEX Global All Dates W policy
| Pages: 2 Generated By: Douglas Johnson Generated: 06/30/2014 12:10 I
Summary

Documents with

Documents Selected Tasks Shown

Incomplete Tasks

Average Days in
Workflow Step

Maximum Days in
Workflow Step

3 3 3

5 12

Documents with Tasks

‘ 1.Capitilization (v.1) Reference # 5

Document Owner: Hansen, Tom

Status Draft Current Cycle 1 Writers 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 12 Days in Current Cycle 12 Total Completed 0%
Workflow Step
Incomplete Tasks (1)
Action Date Users Site Department
1. Waiting Ni& Gifford, Tawna Corporate Accounting
Headquarters

2 _Cash Receipts (v.1) Reference # 7 Document Owner: Hansen, Tom
Status Draft Current Cycle 1 Writers 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 2 Days in Current Cycle 2 Total Completed 0%
Workflow Step

Incomplete Tasks (1)
Action Date Users Site Department
1. Waiting N/A Gifford, Tawna Corporate Accounting
Headquarters

3. Invoice Billings {v.1) Reference # 12 Document Owner. Hansen, Tom
Status Draft Current Cycle 1 Writers 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 1 Days in Current Cycle 1 Total Completed 0%
Workflow Step

1/2

How to Generate

Click Reports.

Document).

Select documents or questionnaires to include
Documents for help), and then click OK.

Click Superseded Reports, and then click In Collaboration (Tasks by

in the report (see Selecting
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - IN COLLABORATION

Documents

Arrangement Please choose options on the left, then click View Report.
Detail Options

Task Options

Output Format

¢ View Report

N/\VEXGLOEAL'

4.

(Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref# Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Acfd Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTRTE maagerr

320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)

4 Bank Account Recanciliation (v.1) Hansen, Tom {Accounting Manager)

53 Bank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B nclude Graphs

B ndude Due Dates

Task Options

Output Format

& View Report
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m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Documents with Tasks

| 1. Cash Receipts (v.1 Reference # 7 Document Owner: Hansen, Tom
Status Draft Current Cycle 1 Writers 1
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 128 Days in Current Cycle 128 Total Completed 0%
Workflow Step
Incomplete Tasks (1)
Action Date Users Site Department
1. Waiting NIA Gifford. Tawna Corporate Accounting
Headquarters

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report

(see Selecting Users for help).

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

Number of Tasks

17 814 1521 22:29

Summary
Documents Documents with Average Days in Maximum Days in
Selected Tasks Shown Incomplete Tasks Workflow Step Workflow Step
12 12 23 9 23
B Review

[z
20
allal

29-89 90-119 120

Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.

Incomplete Tasks (2)

Action Date Due Date Users
1. Waiting NiA 04/01/2013 Benton. Carol
2. Waiting NiA 04/01/2013 Driggs. Shiela

Site Department
Corporate Environmental
Headquarters Senvices
Corporate Fiscal Services

Headquarters
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6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

Documents
Arrangement
Detail Options
Task Options
Only Overdue Tasks
Only Incomplete Tasks

Incomplete Tasks with Upcoming
Levels

Only Complete Tasks

Incomplete & Complete Tasks

B Documems with no tasks

Output Format

¢ View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any writing tasks that assigned writers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the collaboration
status or tasks for documents/questionnaires currently in collaboration
but that have not yet reached a writer's assigned level.

Upcoming Tasks (1)

Action Date Users Site Department
1. Upcoming NIA Jones, Anne Corporate Administration

Task Headquarters

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears. To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
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click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates ¥
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

m By default, only the documents/questionnaires from those you selected
that have tasks matching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents
Arrangement
Detail Options

Task Options

Output Format

O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY DOCUMENT - IN COLLABORATION L]

Documents @ Page | 1 viof 1 d @ P 9 savess poF v | @

Arrangement
Tasks by Document - In Collaboration - Incomplete

Detail Options NAVEX Global All Dates mpolicy
R — [ Pages3 Generated By: Douglas Johnsan Generated: 05/24/2016 12.13,
Qutput Format Summary

Q Standard |

Documents | Documentswith | | Average Daysin | Maximum Days in Workflow
Selected Tasks Shown ncomplcte Workfiow Step Step
@ Microsoft Excel Raw
8 8 15 17 19

& View Report E

Documents with Tasks

[ 1-Bank Account R (v.1) Reference # 4 Document Owner: Hansen, Tam
Status Draft Current Cycle 2 TWriters 2
Date Last Submitied  02/2612016 Current Level 1 Remaining 1
Total Days in Workflow 8 Daysin CurrentCycle 8 Total Completed 50%
Step
Incomplete Tasks (1)
Action Date Users Site Department
1. Waiting NiA Breen, Darren Corporate Human Resources
Headquarters
| 2_lnvoice Billings (v 1) Reference # 194 Document Owner: Accounting. DocOwnsr ‘
tatus Diraft Current Cucl 1 Writers hd

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B c D E F G H | J K L M N (0] B

Document  Document Total Days Days in )
Ref Title (Version) Version Owner First Owner Job Site  Department Status Date Last in Workflow Current | Cument Current  Writers Remaining Pg'j
# Number Title Submitted Cycle  Level Writers Coi
1 Name Last Name Step Cycle
2 7 Cash Receipts 1 Tom Hansen  AccoiCorpo Accounting Draft  06/30/2014 128 1 1 128 2 1
3 7 Cash Receipts 1 Tom Hansen  AccoiCorpo Accounting Draft  06/30/2014 128 1 1 128 2 1
1

Report: Tasks by Document - In Review

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in the review
status. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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Tasks by Document - In Review -
Incomplete
NAVEX Global All Dates e policy
| Pages: 2 Generated By: Douglas Johnson Generated: 06/30/2014 12:29
Summary
Documents with Average Days in Maximum Days in
Documents Selected | ooy s ghown | MCOMPlete Tasks Workflow Step Workflow Step
3 3 3 & 13
Documents with Tasks
| 1.Capttilization (v.1) Reference # 5 Document Owner: Hansen, Tom
Status In Review Current Cycle 1 Reviewers 2
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 9 Days in Current Cycle 9 Total Completed 50%
Workflow Step
Incomplete Tasks (1)
Action Date Users Site Department
1 Waiting N/A Benton. Carol Corporate Environmental
Headquarters. Services
2. Cash Receipts (v.1 Reference # 207 Document Owner: Breen, Darren
Status In Review Current Cycle 1 Reviewers 2
Date Last Submitted 11/17/2010 Current Level 1 Remaining 2
Total Days in 13 Days in Current Cycle 13 Total Completed 0%
Workflow Step
Incomplete Tasks (2)
Action Date Users Site Department
1. Waiting N/A Benton. Carol Corporate Environmental
Headquarters. Services
2. Waiting N/A Hansen, Tom Corporate Accounting
Headquarters
3_Year End Closing (v.1 Reference # 205 Document Owner: Driggs, Shiela
Status In Review Current Cycle 1 Reviewers 4
Date Last Submitted 11/17/2010 Current Level 1 Remaining 2
Total Days in 2 Days in Current Cycle 2 Total Completed 50%
Workflow Step
112

How to Generate
1. Click Reports.

2. Click Superseded Documents, and then click In Review (Tasks by
Document).

3. Select documents or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - IN REVIEW

Documents

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Output Format

& View Report

N/‘\VEXGLOBAL‘

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref# Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Acfd Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTRTE maagerr

320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)

4 Bank Account Recanciliation (v.1) Hansen, Tom {Accounting Manager)

53 Bank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B Include Graphs

B Include Due Dates

Task Options

Output Format

€& View Report
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m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

Documents with Tasks
| 1. Cash Receipts (v.1) Reference # 7 Document Owner: Hansen, Tom
Status In Review Current Cycle 1 Reviewers 3
Date Last Submitted 04/04/2013 Current Level 1 Remaining 2
Total Days in Q Days in Current Cycle 0 Total Complete 33%
Workflow Step
Incomplete Tasks (2)
Action Date Users Site Department
1. Waiting NiA Benton, Carol Corporate Environmental
Headquarters Services
2. Waiting NIA Driggs. Shiela Corporate Fiscal Services
Headquarters

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

Summary
Documents Documents with Average Days in Maximum Days in
Selected Tasks Shown Incomplete Tasks Workflow Step Workflow Step
12 12 23 9 23
| T B Review
w 20
-
wy
Z s
- —
=) ]
a 10 —+
o [5] g
- i '
=2
|
17 814 1521 2229 2969 60-119 120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (2)

Action Date Due Date Users Site Department
1 Waiting NiA 04/01/2013 Benton. Carol Corporate Environmental
Headquarters Senvices
2. Waiting NiA 04/01/2013 Driggs. Shiela Corporate Fiscal Services
Headquarters
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6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

Documents
Ar‘rangement
Detail Options
Task Options
Only Overdue Tasks
Only Incomplete Tasks

Incomplete Tasks with Upcoming
Levels

Only Complete Tasks

Incomplete & Complete Tasks

B Documents with no tasks

Output Format

¢ View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that assigned reviewers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the reviewer
status or tasks for documents/questionnaires currently in review but
that have not yet reached a reviewer's assigned level.

Upcoming Tasks (1)

Action Date Users Site Department
1. Upcoming N/A Jones, Anne Corporate Administration

Task Headquarters

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears. To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
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click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates ¥
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

m By default, only the documents/questionnaires from those you selected
that have tasks matching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents
Arrangement
Detail Options

Task Options

Output Format

O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY DOCUMENT - IN REVIEW

L]
Documents D) Page 1 viof 2 B DB 3 @ b % osaenss poF v @
Ar‘rangemen[ )
Tasks by Document - In Review - Incomplete
Detail Options NAVEX Global All Dates = policy:
- » 057047 5
TEst Optians I Pages: 3 Generated By: Tom Hansen Generated: 05/24/2016 12:54.
Qutput Format Summary
Documents | Documents with - Average Days in Maximum Days in Workflow
Selected Tasks Shown TELEES Workdow Step Step
7 7 mn 20 25
Documents with Tasks
[ 1-Bank Account R (v.1) Reference # 204 Document Owner: Hansen, Tom
Status In Review Current Cycle 1 Reviewers 2

Date Last Submitted  11/17/2015
Total Days in Workflow 20
Step

Current Level 1
Days in Current Cycle 20

Incomplete Tasks (2)
Action Date Overdue Users
1 Waiting NIA& NIA Lopez, Anna
2 \Waiting N/A NIA Chin, Joey

2

maining
Total Completed 0%

Site Department
Corporate Accounting
Headauarters

Corporate Technical Services
Headquarters

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excelfile.

A B [ D E F G H I J K L M o P Q R
Document Document Document Total Days in Days in )
Ref # Title (Version) xe’s‘”” Owner  Owner  DocutOvner Last JobTille Site  Department Status D22 M1 \yorqoy  Cument Curent o Reviewers Remaining  Per
lumber Submitted Cycle  Level Reviewers  Co
1 Unique ID_ First Name Step Cycle
2 2%2EmalPivecyPo  2talison  Todd Allison  Tester  Corper:Quality Assuln Revie 2015/12/16 15 I i 4 4
3 262 Email Privacy Po 2 tallison Todd Allison Tester  Corpor: Quality Assuln Revie 2015/12/16 15 1 1 15 4 4
4 262 Email Privacy Po 2 tallison Todd Allison Tester  Corpor: Quality Assuln Revie 2015/12/16. 15 1 1 15 4 4
5| 262EmailPiacyPo  2talison  Todd Allison  Tester  Corpor:Quality Assuln Revie. 2015/12/16 15 I 1 4 4

Report:

Tasks by Document - In Approval

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-

Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in the approval
status. You can choose to include only those tasks that are incomplete,

overdue, or completed.

Available to users with the following roles or permissions:

Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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Tasks by Document - In Published -

Incomplete
NAVEX Global All Dates e policy
| Pages: 2 Generated By: Douglas Johnson Generated: 06/30/2014 13:39
Summary

Documents with
Tasks Shown

Average Days in
Workflow Step

Documents Selected Incomplete Tasks

Maximum Days in
Workflow Step

3 3 3 9

14

Documents with Tasks

| 1._Capitilization (v.1 Reference # 5

Document Owner: Hansen, Tom

Status

Workflow Step

Approved Current Cycle 1 Readers 4
Date Last Submitted 06/30/2014 Current Level 1 Remaining 1
Total Days in 5 Days in Current Cycle 5 Total Completed 5%
Workflow Step
Incomplete Tasks (1)
Action Date Users Site Department
1 Incomplete N/A Cash, Jordon Corporate Accounting
Headquarters.
2. Cash Receipts (v.1 Reference # 207 Document Owner: Breen, Darren
Status Approved Current Cycle 1 Readers 4
Date Last Submitted 06/30/2014 Current Level Remaining 1
Total Days in 14 Days in Current Cycle 14 Total Completed 75%
Workflow Step
Incomplete Tasks (1)
Action Date Users Site Department
1. Incomplete N/A Cash. Jordon Corporate Accounting
Headquarters.
3 Year End Closing (v.1 Reference # 205 Document Owner: Driggs, Shiela
Status Approved Current Cycle 1 Readers 4
Date Last Submitted 06/30/2014 Current Level 1 Remaining 2
Total Days in 8 Days in Current Cycle & Total Completed 50%

112

How to Generate

Click Reports.

Document).

Select documents or questionnaires to include in the
Documents for help), and then click OK.

Click Superseded Reports, and then click In Approval (Tasks by

report (see Selecting
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - IN APPROVAL

Documents

Arfangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Ourtput Format

€ View Report

NAVEX gtoea

R
| Terms of use | Polig

4. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref# Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Acfd Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTRTE maagerr

320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)

4 Bank Account Recanciliation (v.1) Hansen, Tom {Accounting Manager)

53 Bank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B nclude Graphs

B ndude Due Dates

Task Options

Output Format

& View Report
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Documents with Tasks

Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

‘ 1. Account Collections Form (v.2)

Reference # 216 Document Owner: Accounting,

DocOwner
Status In Approval Current Cycle 1 Approvers 2
Date Last Submitted 03/15/2014 Current Level 1 Remaining 2
Total Days in 13 Days in Current Cycle 13 Total Completed 0%
Workflow Step

Incomplete Tasks (2)

Action Date Users Site Department
1. Waiting NIA Barnett. John Corporate Fiscal Services
Headquarters
2. Waiting NIA Tester, Task Corporate Technical Services

Headquarters

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

Summary

Documents
Selected

Documents with
Tasks Shown

Incomplete Tasks

Average Days in
Workflow Step

Maximum Days in
Workflow Step

12

12

23

9

23

20

o

10

c

| 8
N |
-

Number of Tasks

[z
514

Iil

2-29 2989 90-119 120

1521 2

. Review

Days Spent Waiting for Completion

Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 297

Incomplete Tasks (2)

Action Date Due Date Users Site Department
1. Waiting Ni& 04/01/2013 Benton. Carcl Corporate Environmental
Headguarters Services
2. Waiting NiA 04/01/2013 Driggs. Shiela Corporate Fiscal Services
Headquarters

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

Documents
Arrangement
Detail Options
Task Options
@ Only Overdue Tasks
Only Incomplete Tasks

Incomplete Tasks with Upcoming
Levels

Only Complete Tasks

Incomplete & Complete Tasks

B Documems with no tasks

Output Format

¢ View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that assigned approvers have not yet
received notification for. These could be tasks for
documents/questionnaires that have not yet reached the approver
status or tasks for documents/questionnaires currently in approval but
that have not yet reached an approver's assigned level.
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Upcoming Tasks (1)

Action Date Users Site Department
1. Upcoming NIA Jones, Anne Corporate Administration
Task Headquarters

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears. To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v |
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

= By default, only the documents/questionnaires from those you selected
that have tasks matching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Documents
Arrangement
Detail Options
Task Options

Output Format

O standard

@ Microsoft Excel Raw

¢ View Report E
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8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents

Arra ngement

Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

PolicyTech 10.6 Reports Supplement



300 - Superseded Reports

= TASKS BY DOCUMENT - IN APPROVAL (>]

Documents G Page 1 viofl 4 B O H & P B saveas F v @

Arrangement
Tasks by Document - In Approval - Incomplete

Detail Options NAVEX Global All Dates = policy!
R — [ Pagess Generated By: Douglas Johnson Generated: 05(24/2016 1341
Qutput Format Summary
Documents | Documents with | | Average Daysin | Maximum Days in Workflow
Selected Tasks Shown complete Workflow Step Step
0 10 2 1 19

Documents with Tasks

[ 1Ap. Accept (v.2) Reference # 216 Document Owner. Lopez, Anna
Status In Approval Current Cycle 1 Approvers 2
Date Last Submitted  03/15/2016 Current t Level 1 Remaining 2
Total Days in Workflow 18 Daysin CumentCycle 1 Total Completed 0%
Step
Incomplete Tasks (2)
Action Date Users Site Department
1. Waiing NIA Lopez, Anns Corporate Accounting
Headquartsrs
2. \Waiting NIA Chin, Joey Corporate Technical Services
Headquarters

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A 5 2 5 £ F S J R T W W © F a 3
Document  Document Document Total Days in Days in )
Ref. & Title (Version) "2 Ouner  Owner First Docume Owner 220 Site Department Status D2 L3St wyying,,  Cument Cument oo oon A brovers Remaining Pe
Number | o Tile Submitsd Cycle  Lewsl Approvers Co
. nique D Name Last Name Step Cycle
2 262 Email Privacy 2 tallison Todd Allison Teste Corpi Quality Asst In Apprc 3/20/2015 27 1 1 14 4 4
3 262 Email Privacy 2 tallison Todd Allison Teste Corpi Quality Asst In Apprc 3/20/2015 27 1 1 14 4 4
4 262 Email Privacy 2 tallison Todd Allison Teste Corpi Quality Asst In Apprc 3/20/2015 27 1 1 14 4 4
5 262 Email Privacy 2 tallison Todd Allison Teste Corpi Quality AsstIn Apprc 3/20/2015 27 1 1 14 4 4

Report: Tasks by Document - In Published

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in the published
status. You can choose to include only those tasks that are incomplete,
overdue, or completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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Tasks by Document - In Published -

Incomplete
Demo Site All Dates = policy
| Pages: 9 Generated By: Douglas Johnson Generated: 10/28/2013 3:37 PM
Summary
Documents Documents with Average Days in Maximum Days in
Selected Tasks Shown RIS Workflow Step Workflow Step
a 6 10 18 45

Documents with Tasks

‘ 1. Bank Account Reconciliation (v.4) Reference # 4 Document Owner: Hansen, Tom

Status Approved Current Cycle 1 Readers 14
Date Last Submitted 03/08/2013 Current Level 1 Remaining 14
Total Days in Days in Current Cycle § Total Completed 0%
Workflow Step
Incomplete Tasks (14)
Action Date Users Site Department
1. Incomplete NiA Hansen. Tom Corporate Accounting
Headguarters
2. Incomplete NIA Aguiar, Janice Corporate Administration
Headquarters
3. Incomplete NIA Johnson. Douglas Corporate Administration
Headquarters
4. Incomplete NIA Jones. Anne Corporate Administration
Headquarters
5 Incomplete NIA Monson. Teresa Corporate Administration
Headquarters
6. Incomplete MNIA Botts, Tony Corporate Administration
Headquarters
7. Incomplete MNIA Smiles. LaNae Corporate Administration
Headquarters
8. Incomplete MNIA Steiner. Mark Corporate Administration
Headquarters
9. Incomplete MNIA Cash. Jordon Corporate Accounting
Headquarters
10. Incomplete NiA Hill, Maria Corporate Accounting
Headguarters
11. Incomplete NiA Holmes. Lucills Corporate Accounting
Headguarters
12, Incomplete NiA Packer. Mary Corporate Accounting
Headguarters
13. Incomplete NiA Schram. Johanna Corporate Accounting
Headguarters
14, Incomplete MNIA Waoo, Josh Corporate Accounting
Headquarters

19

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click In Published (Tasks by
Document).

3. Selectdocuments or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - IN PUBLISHED

Documents
Arrangement Please choose options on the left, then click View Report.
Detail Options

Task Options

Output Format

¢ View Report

N/’\VEXGLOEAL‘

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 303

Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref# Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Acfd Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTRTE maagerr

320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)

4 Bank Account Recanciliation (v.1) Hansen, Tom {Accounting Manager)

53 Bank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B Include Graphs

B Include Due Dates

Task Options

Output Format

€& View Report
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Documents with Tasks

Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

| 1. Cash Receipts (v.1) Reference # 7 Document Owner: Hansen, Tom
Status In Published Current Cycle 1 Reviewers 3
Date Last Submitted 04/04/2013 Current Level 1 Remaining 2
Total Days in Q Days in Current Cycle 0 Total Complete 33%
Workflow Step
Incomplete Tasks (2)
Action Date Users Site Department
1. Waiting NiA Benton, Carol Corporate Environmental
Headquarters Services
2. Waiting NiA Driggs. Shiela Corporate Fiscal Services
Headquarters

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

Summary

Documents
Selected

Documents with
Tasks Shown

Incomplete Tasks

Average Days in
Workflow Step

Maximum Days in
Workflow Step

12

12

23

9

23

20

o

10

c

| 8
N |
-

Number of Tasks

514

1521 22

Iil

29 2989 90-119 120

Days Spent Waiting for Completion

. Review

Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.
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Incomplete Tasks (2)

Action Date Due Date Users Site Department
1. Waiting NIA 04/01/2013 Benton. Carol Corporate Environmental
Headquarters Services
2. Waiting NIA 04/01/2013 Driggs, Shiela Corporate Fiscal Services
Headquarters

6. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.

Documents
Arrangement
Detail Options
Task Options
@ Only Overdue Tasks
(O Only Incomplete Tasks
@ Only Complete Tasks
@ Incomplete & Complete Tasks

B Documents with no tasks

B Show localized tasks on master

Output Format

¢ View Report E

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears. To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

m By default, only the documents/questionnaires from those you selected
that have tasks matching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw..
Documents
Arrangement
Detail Options
Task Options

Output Format

O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY DOCUMENT - IN PUBLISHED (]

Documents € Page 1 viol|7 B B H o & % savers roF v @

Arrangement
Tasks by Document - In Published - Incomplete

Detail Options MAVEX Global All Dates: w=policy’

s - 05/241: "
- [ Pages:2 Generated By: Tom Hansen Generated: 05/2412016 14:08
Output Format Summary

Documents Documents with
Sclected | Tasks Shown | Mcomplete

2 2 24 19 26

Average Daysin | Maximum Days in Workdlow
Workflow Step Step

Documents with Tasks

[ 1-Account Cellections Form (v.1) Reference # 1 Document Owner: Hansen, Tom
Status Approved Current Cyele 1 Readers 12
Date Last Submitted  08/01/2015 Current Level 1 Remaining 12
Total Days in Workflow 20 Daysin Current Cycle 7 Total Completed 0%
Step
Incomplete Tasks (12)
Action Date Users Site Department
1. Incomplete NiA Lopez, Anna Corporate Accounting
Headquarters
2. Incomplete NiA Cash, Jordon Corporate Accounting
Headquarters
3. Incomplete NiA Gifford, Tawna Carporate Accounting -

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B [ D E F G H 1 J K L 1] N [5) P Q R

Version Document  Document Document Date Last 10181 Days Fomaining |Fercent Date Unique
Ref. # Title (Version) Owner  Owner First DociOvwner Last Job Title Site Department Status in Workfow Readers 9 Action Employee
Number Submitted Readers  Completed Completed
1 Unique ID Name Name Step D
2| 101 Account Coller 1thansen  Tom Hansen  Accounti GorpiAccounting Approve  2015/03/19 19 12 12 0% Incomplt A jcash
3| 101 Account Colles 1thansen  Tom Hansen  Accounti GorpiAccounting Approve  2015/03/19 19 12 12 0% Incomplt N/A tgifford
4| 101 Account Coller 1thansen  Tom Hansen  Accounti GorpiAccounting Approve  2015/03/19 19 12 12 0% Incompls WA thansen
5 | 101 Account Coller 1/thansen Tom Hansen Accounti Corp Accounting Approve  2015/03/19 10 12 ? 0% Incomolt N/A waatos

Report: Tasks by Document - All Workflow Statuses

Important: This report has been superseded by the Tasks by Document -
Current and Tasks by Document - All Tasks reports. Because this report will
be removed from PolicyTech in a future release, we strongly recommend
using the next-generation reports instead. See Transitioning to Next-
Generation Reports for help.

Description

Shows the status of all tasks for documents or questionnaires in all statuses.
You can choose to include only those tasks that are incomplete, overdue, or
completed.

Available to users with the following roles or permissions:
Document Owner, Proxy Author, Administrator, Report Manager

Sample Report:
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All Documents - Incomplete Tasks
NAVEX Global All Dates & policy!
| Pages: 5 Generated By: Douglas Johnson Generated: 2014/10/01 08:06 |
Summary
Documents in Status Incomplete Tasks '“"""‘P'mo':;ss"s I
Draft 0 0 0
Collaboration 2 2 2
Review 0 0 0
Approval 0 0 0
Pending 0 0 0
Published 4 103 103
Archived 0 0 0
Total 6 105 105
Documents with Tasks
1. Account Collections Form (v.1 Reference # 1 DI MO e AT,
DocOwner
Status Approved Current Cycle N/A Readers 4
Date Last Submitted 2011/08/01 Current Level N/A Remaining 4
Total Days in 1425 Days in Current Cycle N/A Total Completed 0%
Workflow Step
Incomplete Tasks (4)
Action Date Reader Site Department
1 Incomplete  N/A Cash, Jordon Corporate Headquarters ~ Accounting
2. Incomplete  N/A Gifford. Tawna Corporate Headquarters ~ Accounting
3. Incomplete  N/A Hansen. Tom Corporate Headquarters ~ Accounting
4 Incomplete  N/A Woo, Josh Corporate Headquarters ~ Accounting
2v ,‘;\ccounls Payable and Cash Distribution Reference # 2 Document Owner: Hansen, Tom
Status Approved Current Cycle N/A Readers 4
Date Last Submitted 2011/03/02 Current Level N/A Remaining 4
Total Days in 1307 Days in Current Cycle N/A Total Completed 0%
Workflow Step
1/5

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click All Workflow Statuses
(Tasks by Document).

3. Selectdocuments or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= TASKS BY DOCUMENT - ALL WORKFLOW STATUSES

Documents

Arrangement Please choose options on the left, then click View Report.

Detail Options
Task Options

Ourtput Format

€& View Report

N/’\VEXGLOBAL'

4. (Optional) Click Arrangement and do any of the following:

m To change the default report columns, click Show/Hide Columns, and
then click to clear a check box.
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Arrangement x
Documents Found: 211 iShow/Hide Columns i
Ref# Title Document Owner Ref#

52 Account Collection Process (v.1) Hansen, Tom (Acfd Document Owner

320 Account Collection Process (v.1) Hansen, Tom (AcCOUTRTE maagerr

320 Account Collection Process (v.2) Hansen, Tom {Accounting Manager)

1 Account Collections Form {v.1) Hansen, Tom (Accounting Manager)

2 Accounts Payable and Cash Distribution (v.1) Driggs, Shiela (Director of Finance)

67 Americans with Disabilities Act (v.1) Hansen, Tom {Accounting Manager)

86 Assembly Manuals (v.1) Hansen, Tom (Accounting Manager)

3 Bad NSF Checks (v.1) Hansen, Tom {Accounting Manager)

4 Bank Account Recanciliation (v.1) Hansen, Tom {Accounting Manager)

53 Bank Loan Applications (v.1) Hansen, Tom {Accounting Manager)

44 44 Page 1 of 22 WM Records 1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Document Details

O All Users

B nclude Graphs

B ndude Due Dates

Task Options

Output Format

& View Report
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m Include Document Details: Shows the tasks associated with each

document or questionnaire in the report.

Documents with Tasks

| 1. Cash Receipts (v.1 Reference # 7

Document Owner: Hansen, Tom

Status Draft Current Cycle 1
Date Last Submitted 06/30/2014 Current Level 1
Total Days in Days in Current Cycle 12
Workflow Step

Writers 1

Remaining 1
Total Completed

0%

Incomplete Tasks (1)

Action Date Writer Site Department
1. Waiting NiA Gifford. Tawna Corporate Headguarters Accounting

With Include Document Details selected, you have the option to limit
the documents or questionnaires included in the report to only those
with tasks assigned to specific users. Click Custom Selection, and
then select users in the same way as you would for a user-based report
(see Selecting Users for help).

Include Graphs: Adds a graph to the report's Summary area.
The graph shows the number of days that tasks for the selected
documents/questionnaires have been waiting for completion.

] I D=t
M Ir Review
- In Approveal
- Approved

M Ferding
B Fublished
Archived

Number of Tasks

29-69 Q0-119

2
o

1-7 B-14

Days Spent Waiting for Completion

15-21 22-29 =120

Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.

Incomplete Tasks (2)

Action
1. Waiting

2 Waiting

Date
NiA

NiA

Due Date
04/01/2013

04/01/2013

Users

Benton. Carol

Driggs, Shiela

Site
Corporate
Headquarters

Corporate
Headquarters

Department

Environmental
Senvices

Fiscal Services

6. (Optional) Click Task Options, and then do any of the following:
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m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

Documents
Arrangement
Detail Options
Task Options
@ Only Overdue Tasks
(O Only Incomplete Tasks

@ Incomplete Tasks with Upcoming
Levels

Only Complete Tasks

L
@ Incomplete & Complete Tasks
L

Documents with no tasks
B Show localized tasks on master

Output Format

€& View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any tasks that users have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached a user's assigned status or tasks for
documents/questionnaires currently in an assigned status but that have
not yet reached the user's assigned task level.

Upcoming Tasks (1)

Action Date Reviewer Site Department
1. Upcoming NiA Breen, Darren Corporate Headquarters Human Resources

Task

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears. To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
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click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates ¥
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

m By default, only the documents/questionnaires from those you selected
that have tasks matching the current Task Options filters are included
in the report. To include all selected documents/questionnaires in the
report, even those without matching tasks, select the Include
documents without tasks check box.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents
Arrangement
Detail Options

Task Options

Output Format

O Standard

@ Microsoft Excel Raw

& View Report E

8. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.
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Documents

Arrangement

Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. (Optional and conditional) Depending on your assigned permissions and
email setup, after saving this report you may be able to schedule the
summary portion of this report to be automatically generated and emailed
to you by clicking £ (see Emailing a Report from a Saved Setup for help).

Documents
Arrangement

Detail Options

Task Options

Output Format

& View Report

10. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY DOCUMENT - ALL WORKFLOW STATUSES e

Documents @) > Page | 1 v 1w BB @ @ b Y% savess poF v &l

Arrangement
All Documents - Incomplete Tasks

Detail Options

MNAVEX Global All Dates v mmpolicy:
Task Options | Pages: 14 Generated By: Douglas Johnson Generated: 10/31/2018 9:16 AM
Output Fermat Summary
e hmml; Tasks Over

Draft 13 13 4

Collaboration 2 2 1

Review 4 & 2

Approval 1 16 13

Pending 0 o 0

Published 1 105 90

Archived 0 o 0

Total a 142 110

Documents with Tasks

‘ 1. Account Collection Process (v1), Reference £ 320 Bsarmeri@nmsr faresr Tomm
Status Approved Current Cycle NiA Assignees 11
Date Last Submitted  06/28/2012 Current Level NiA Remaining 10
Total Days in Workfiow 123 Daysin Current Cycle  NiA Total Completed 9%
Step
Incomplete Tasks (10)
Action Date Assignee Site Department

1 Incomplete  NiA Adison, Victoris Corporste Headquariers  Accounting

2 Incomplete NA Gash.Jordon Gorporate Headquarters  Accounting

3. Incomplete  NIA Gifford, Tawnz Corporate Headquarters  Accounting

4 Incomplete  NiA Hansen Tom Corporste Headquariers  Accounting .

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B c ] E F G H J K T [ N [
Document
Document  Document Document Total Days .
Ref # Title (Version) 2" Ouner  OwnerFirst O™ Owner Last Job Title Site Department Status D2t L85 oy ASSigned Remaining Per
Number Middle Submitted Users  Users  Co
. Unique [0 Name Naoh? Hame Step
2 1 Account Collectio 1thansen  Tom Hansen  Accountit Corpa Accounting In Approval 09/10/2015 17 2 2
3 1 Account Collectio 1thansen  Tom Hansen  Accountit Corpu Accounting In Approval 09/10/2015 17 2 2
4 2 Accounts Payable 1thansen  Tom Hansen  Accountit CorpaAccounting In Review  06/11/2015 23 4 1
5| 83 Air, Water & Soil 1 cbenton  Caral Benton  Emvironm Corpa EmvironmentiIn Review 112112015 9 1 1
[ 3 Bad NSF Checks 1 thansen Tom Hansen Accountir Corpo Accounting  Draft 062712015 4 4 4

Report: Writer Tasks (Personal)

Description

Shows the status of your writing tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Writer

Sample Report:
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Writer Tasks - Incomplete

NAVEX Global All Dates & policy
I Pages: 1 Generated By: Tawna Gifford Generated: 10/30/2014 09:04 I
Summary

Writers Incomplete

Over 30 Days

1 2

2

Users with Tasks

Site: Corporate

‘ 1. Gifford, Tawna (Accounts Receivable Clerk) Headquarters

Department: Accounting

Incomplete Tasks (2)

Action Ref. #  Title (Version) Start Date
1. Waiting 7 Cash Receipts (v.1) 06/30/2014
2. Waiting 12 Invoice Billings (v.1 06/30/2014

Incomplete ~ Over 30 Days

2

Days Assigned
121

121

2

tTask completed with Enhanced
Validation

*Task completed by Proxy

171

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Writer Tasks (My Tasks &

Questionnaires).

Note: You will only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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= TASKS BY USER - WRITER TASKS

Detail Options

Task Options

Please choose options on the left, then click View Report.
Output Format

& View Report

N/’\VEXGLOBAL

3. (Optional) Click Detail Options, and then select any of the following:

Detail Options
Include Document Details
B nclude Graphs
B nclude Due Dates
Task Options

Output Format

& View Report

m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.
1. Gifford, Tawna (Accounts Receivable Clerk) atidgﬂ;lln'gr?e Department: Accounting
Incomglele

Over 30 Days

2 2

Incomplete Tasks (2)

Action Ref. #  Title (Version) Start Date Days Assigned
1 ‘Waiting 7 Cash Receipts (v 1)

10/30/2014 13

2. Waiting 12 Invoice Billings (v.1)

10/20/2014 13

= Include Graphs: Adds a graph to the report's Summary area.
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Summary
Writers Incomplete Over 30 Days
1 4 o
2.1 =l
1.8
v
% L5
e
=
B 2] [ i
-
@
E=2Ni K]
E
]
= o6
0.3
o - — - .
17 Be14 15-21 2229 2989 90-119  >120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.

Detail Options

Task Options

Only Overdue Tasks
Only Incomplete Tasks

Incomplete Tasks with Upcoming
Levels

Only Complete Tasks
Incomnplete & Complete Tasks

Output Format

¢ View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any writing tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
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have not yet reached the collaboration (writing) status or tasks for
documents/questionnaires currently in collaboration but that have not
yet reached your assigned writing level.

Upcoming Tasks (4)

Action Ref.#  Title (Version) Start Date Days Assigned
1. Upcoming 206 Bank Account Reconcilliation - N/A MNIA

Task Downtown Branch {v 1)
2 Upcoming 11 Bank Account Reconcilliation - N/A MNiA

Task East Branch (v.1)

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates T |
All Dates
Last 30 Days “
Last 60 Days
'

Last Manth
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Detail Options
Task Options

Output Format

O Standard

@ Microsoft Excel Raw

€ View Report

6. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.
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Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved

Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If

the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

= TASKS BY USER - WRITER TASKS

(2]

Detail Options Page | 1 vlof 1 3 & P % savesrs oF v| @
Task Options

@ Only Overdue Tasks Writer Tasks - Incomplete

NAVEX Global All Dates & policy!
O Only Incomplete Tasks [ _Pages 1 Generated By- Tawna Gifford Generated. 10/30/2014 09.04_ |
@ Incomplete Tasks with Upcoming Summary
Levels I
@ Only Complete Tasks
‘ Writers ‘ Incomplete | Over 30 Days ‘

@ Incomplete & Complete Tasks ‘ 1 ‘ 2 | 2 ‘

Output Format Users with Tasks

‘ 1. Gifford, Tawna (Accounts Receivable Clerk)

Site: Corporate

Department: Accounting ‘

Incomplete Tasks (2)

Action Ref.#  Title (Version) Start Date
1 Waiting 7 Cash Receipts (v.1 06/3012014
2 Waiting 12 Invoice Billings {v.1 06/30/2014

Incomplete
2

Days Assigned
121
121

Over 30 Days
2

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excelfile.

A B C D E F G H | J

K
1 First NeLast NeJob Titl Unique Email Site  Depart Complete Total Tasks Over 30 Days Average Days Action
2

2 Tawna Gifford Accourtgiford tgifford Corpa Accou
3 Tawna Gifford Accourtgifford tgifford Corpo Accou 0 6
4 [Tawna Gifford Accourtafford taifford Corpo Accou 0 5

L M N e}

P Q

(1063012014

0 Waiting WA 7 Cash Receipts
2 0 Waiting N/A 12 Invoice Billings
2 0 Upcoming Task WA 206 Bank Account R 1 N/A

( 106/30/2014

R
Date/Ref. Title (Version) VersStart Date Days Assigned Task |

12 Write
12 Wiite
N/A Write
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Report: Reviewer Tasks (Personal)

Description

Shows the status of your reviewer tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Reviewer

Sample Report:

Reviewer Tasks - Incomplete

NAVEX Global All Dates & policy!
| Pages: 1 Generated By: Tom Hansen Generated: 10/30/2014 08:56 |
Summary
Reviewers Incomplete Over 30 Days
1 4 0

Users with Tasks

Site: Corporate

| 1. Hansen, Tom (Accounting Manager) Department: Accounting

Headquarters
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action Ref. #  Title (Version) Start Date Days Assigned
1. Waiting 23 Year End Closing (v.1) 10/30/2014 0
2. Waiting 22 Unsigned or Partial Pay (v.1) 10/30/2014 0
3. Waiting 21 Petty Cash (v.1 10/30/2014 0
4. Waiting 8 Chart of Accounts (v.1 10/30/2014 0

fTask completed with Enhanced
Validation
*Task completed by Proxy

1”7
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How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Reviewer Tasks (My Tasks
& Questionnaires).

Note: You will only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.

= TASKS BY USER - REVIEWER TASKS

Detail Options

Task Options Please choose options on the left, then click View Report.

Qurput Format

N/’\VEXGLOEAL‘

3. (Optional) Click Detail Options, and then select any of the following:

Detail Options
Include Document Details
B Include Graphs

B nclude Due Dates

Task Options

Output Format

& View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.
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Users with Tasks

. Site: Corporate . .
‘ 1. Hansen, Tom (Accounting Manager) Headquarters Department: Accounting
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action Ref.#  Title (Version} Start Date Days Assigned
1. Waiting 23 Year End Closing (v.1 10/30/2014 8
2. ‘Waiting 22 Unsigned or Partial Pay (v.1 10/30/2014 [}
3. Waiting 21 Petty Cash (v.1 10/30/2014 8§
4. ‘Waiting g Chart of Accounts (v.11 10/30/2014 [}

= Include Graphs: Adds a graph to the report's Summary area.

Summary
Writers Incomplete Over 30 Days
4 0
2.1 [2]
1.8
w
% 15
+]
2
%5 1.2 nl :
—
W
£ 09
E
=
Z 06
0.3
oL
17 614 1521 2229 2989 90-119 120
Days Spent Waiting for Completion

m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option

is selected.

4. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete

Tasks.
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Detail Options

Task Options
@ Only Overdue Tasks
O Only Incomplete Tasks

@ Incomplete Tasks with Upcoming
Levels

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

¢ View Report B

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any review tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached the reviewer status or tasks for
documents/questionnaires currently in review but that have not yet
reached your assigned review level.

Upcoming Tasks (20)

Action Ref.# Title (Version) Start Date  Days Assigned
5 Upcoming 32 Cash Receipts {v.1 NIA NiA

Task
6. Upcoming 13 Code Red Procedures (v.1 MIA NiA

Task
7. Upcoming 31 Draft Document Moved to Approval {v.1 NIA NIA

Task

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Detail Options

Task Options

Output Format
) Standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.
Detail Options
Task Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
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different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.

= TASKS BY USER - REVIEWER TASKS -]

Detail Options Page 1 vlof 1 H @ P % saens poF v @

Task Options.
Reviewer Tasks - Incomplete
Output Format
NAVEX Global All Dates @apolicy!
| Pages: 1 Generated By: Tom Hansen Generated: 10/30/2014 0856
Summary
| Reviewers ‘ Incomplete ‘ Over 30 Days |
| 1 \ s \ 0 |

Users with Tasks

‘ 1. Hansen, Tom (Accounting Manager) St Corpor Department: Accounting |
Incomplete Over 30 Days
4 0
Incomplete Tasks (4)
Action Ref. #  Title (Version) Start Date Days Assigned
1 Waiting 23 Year End Closing (v.1 10/30/2014 0
2 Waiting 2 Unsianed or Partial Pay (v 1 107302014 ]
3 ‘Waiting al Petty Cash (v.1 10/30/2014 0

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B T D E F. G H | J K LM N 0 P Q R

1 First NLast N Job Title Unique Email Site Depar Incomplete Total Tasks Ower 30 Days Action Date/Ref. # Title (Version) VersStart Date Days Assigned Task Ty
2 Tom HanselAccounthanseithanse CorprAccol 4 4 0 Waiting  N/A 23 Year End Closi 1 10/30/2014 6 Review
3 Tom HanseliAccoun thanseithanse Corpi Accol 4 4 0 Waiting  N/A 22 Unsigned or Pz 1 10/30/2014 6 R

4 Tom HanselAccoun thanseithanse CorprAccol 4 4 0 Waiting  NfA 21 Petty Cash (v.1 1 10/30/2014 6 Review
& 'Tom Hansei Accoun thanserthanse Corpi Accol 4 4 0 Waiting = N/A 8 Chart of Accou 1 10/30/2014 6 Revie

Report: Approver Tasks (Personal)

Description

Shows the status of your approver tasks. You can choose to include only those
tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
Approver

Sample Report:
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Approver Tasks - Incomplete

NAVEX Global All Dates W policy
I Pages: 1 Generated By: John Bamett Generated: 10/29/2014 15:06 I
Summary
Approvers Incomplete Over 30 Days
1 5 ]

Users with Tasks

Site: Col e riment: Fiscal
| 1. Bamett, John (Approver) P e
Incomplete Over 30 Days
5 0
Incomplete Tasks (5)
Action Bef.#  Title (Version) Start Date Days Assigned
1. Waiting 217 Bank Account Reconcilliation (v 13 0114/2011 13
2. Waiting 218 Chart of Accounts (v.1) 01142011 13
3. Waiting 218 Check Requests (v.1) 0114/2011 13
4. Waiting 220 Petty Cash {v.1} 0114/2011 13
L Waiting 216 Account Collections Form (v.2) 03152011 13

1Task completed with Enhanced
Walidation

*Task completed by Proxy

1

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Approver Tasks (My Tasks
& Questionnaires).

Note: You will only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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= TASKS BY USER - APPROVER TASKS

Detail Options

Task Optians Please choose options on the left, then click View Report.

Output Format

N/’\VEXGLOEAL

3. (Optional) Click Detail Options, and then select any of the following:

Detail Options
Include Document Details
B Include Graphs

B Include Due Dates

Task Options

Output Format

& View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

1. Howard, Susan (Document, Control Site: Corporate . . .
Administrator) Headquarters Department: Administration
Incomplete QOver 30 Days
1 1
Incomplete Tasks (1)
Action Ref. #  Title {Version) Start Date Days Assigned
1. Waiting 233 Wacation Policy {v.1 01/25/2014 33

= Include Graphs: Adds a graph to the report's Summary area.
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Summary
Approvers Incomplete Over 30 Days
1 4 0
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

Incomplete Tasks (1)

Action Ref. # Title (Version) Start Date Days Due Date
Assigned
1 Waiting 233 @ Vacation Policy (v 1 01/25/2011 39 01/24/2014

4. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, incomplete with
upcoming levels, or complete) or click Incomplete & Complete
Tasks.
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Detail Options

Task Options
@ Only Overdue Tasks
O Only Incomplete Tasks

@ Incomplete Tasks with Upcoming
Levels

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

¢ View Report E

If you select Incomplete Tasks with Upcoming Levels, information
will be shown about any approval tasks you have not yet received
notification for. These could be tasks for documents/questionnaires that
have not yet reached the approval status or tasks for
documents/questionnaires currently in approval but that have not yet
reached your assigned approval level.

Upcoming Tasks (2)

Action Ref. #  Title (Version) Start Date Days Assigned
1. Upcoming 204 Account Collections Form {v.1 NIA NiA

Task
2. Upcoming 4 Bank Account Reconciliation (v.2) NIA NiA

Task

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.

Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last &0 Days
‘

Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range
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5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Detail Options

Task Options

Output Format
(O Standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.
Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.
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= TASKS BY USER - APPROVER TASKS

e
Detail Options Page 1 ~iof 1 o @ B % osaess poF v (@
Task Options
AT Approver Tasks - Incomplete
NAVEX Global All Dates mpolicy
[ Pages: 1 Generated By: John Bamett Generated: 10729/2014 15:06 |
& View Report
Summary
‘ Approvers ‘ Incomplete ‘ Over 30 Days ‘
\ 1 \ s \ o |
Users with Tasks
Site: Corporate Department: Fiscal
‘ 1. Barnett, John (Approver) ) Services ‘
Incomplete  Over 30 Days
5 0
Incomplete Tasks (5)
Action Ref.#  Title (Version) Start Date Days Assigned
1 Waiting 217 Bank Account Reconcilliation (v.1 0171422011 13

If you selected Microsoft Excel Raw, follow the prompts to download and

open the Excelfile.

A B C D E F|G H | J

K L M N o P Q R

1 First N:Last NiJob Titl Unique EEmail Site Depa Incomplete Total Over 30 Days Action Date/Time Ref. # Title (Version) VersStart Date Days Assigned Task Tyg Task
2 John BametiApprov jbamett jbame CorpeFisce 5 Walting N/A 217 Bank Account Re 1 01/14/2011 13 Approve o
3 John  BametlApprov jbamett jbame Corpi Fisca 5 5 § Waiting /A 218 Chart of Account 1 01/14/2011 22 Approve Mo
4 \John  Bameti Approv jbamett jbamne Corp( Fisce 5 5 5 Wating NA 219 Check Requests 1 01/14/2011 9 Approve Mo
£ 'John 'Barneti Approv ithamett ihame Corpe Fiscz [ A £ Waiting NiA 220 Petty Cash fv 1) 1 0111472011 36 Approve No

Report: Assignee Tasks (Personal)

Description

Shows the status of your assigned reading/completion tasks. You can choose
to include only those tasks that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:

Reader

Sample Report:
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Reader Tasks - Incomplete

NAVEX Global All Dates & policy
I Pages: 1 Generated By: Tawna Gifford Generated: 10/30/2014 08:22 I
Summary
Readers Incomplete Over 30 Days
1 5 1

Users with Tasks

I 1. Gifford, Tawna (Accounts Receivable Clerk) agz:dgjz'gfste Department: Accounting

ncomplete Over 30 Days

5 1
Incomplete Tasks (5)
Action Ref. #  Title (Version) Start Date Days Assigned
1. Incomplete 242 Vacation Policy (v.1 10/13/2014 17
2. Incomplete 1 Account Collections Form (v.1 10/01/2014 29
3. Incomplete 253 Inventory Sheet (v.2 10/29/2011 1
4. Incomplete 2 Accounts Payable and Cash 09/15/2011 45
Distribution (v.1
5. Incomplete 5 Capitilization (v.2) 10/01/2014 29

FTask completed with Enhanced
Validation
*Task completed by Proxy

171

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Assignee Tasks (My Tasks
& Questionnaires).

Note: You will only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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= TASKS BY USER - ASSIGNEE TASKS

Detail Options

Task Options Please choose options on the left, then click View Report.

QOutput Format

€& View Report

N/\VEXGLOEAL
Privacy Statement | Terms of Use | Rolicy Snare

3. (Optional) Click Detail Options, and then select any of the following:

Detail Options
Include Document Details
B nclude Graphs
B Include Due Dates

Task Options

Output Format

¢ View Report

m Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.

1. Gifford, Tawna (Accounts Receivable Clerk) a'éi:dgﬂgprg?;e Department: Accounting

Incomplete Over 30 Days

1 1
Incomplete Tasks (4)
Action Ref. #  Title (Version) Start Date Days Assigned

1 Incomplete 242 Vacation Policy {v.1 111472014 12

2 Incomplete 253 Inventory Sheet (v.2) 10/29/2014 18

3 Incomplete 2 Accounts Payable and Cash 11/15/2014 1

Distribution (v.1
4 Incomplete 5 Capitilization (v.2) 09/01/2014 76

m Include Graphs: Adds a graph to the report's Summary area.
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Summary
Writers Incomplete Over 30 Days
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.

4. (Optional) Click Task Options, and then do any of the following:

m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
Detail Options

Task Options
@ Only Overdue Tasks

O Only Incomplete Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

= [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To
dates, and then click OK.
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Date Range
Date Range | All Dates v
All Dates
Last 30 Days “
Last 60 Days
‘

Last Month
Last Quarter
Last & Months
Last 12 Months
Previous Year
Custom Range

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Detail Options

Task Options

Output Format
(O Standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current settings for future use, click 2, type a name
and description, click Save and Close, and then click OK.
Detail Options
Task Options

Output Format

& View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
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different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that

document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

= TASKS BY USER - ASSIGNEE TASKS 2]
Detail Options v Page 1 v of 1 H @ b % osavers o v @
Task Options

Read/Complete Tasks - Incomplete
QOutput Format
NAVEX Global All Dates W@ policyt
| Pages: 1 Generated By: Johnson, Douglas Generated. 10/30/2018 2:57 PM |
Summary
‘ Assignees ‘ Incomplete ‘ Incomplete Tasks Over 30 Days |
\ 1 | 2 | 1 |
Users with Tasks
1. Johnson. Douglas (Chief Executive Officer) Site: Corporate Depariment.
I Adminisiratio
Incomplete
Incomplete Tasks Over 30
Days
2 1
Incomplete Tasks (2)
Action Ref. # Title (Version) Start Date
1 Incomplete 208 Conflict of Interest Survey (v 1) 09/26/2018
2 Incomplete 300 Travel Policy - Euroge (1), o 10/02/2018

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excelfile.

A B © D E|FlG H | J K L M N o P Q R s

1 First N:Last NzJob Tith Unique Email Site Depaiincomplete Total Tasks Over 30 Days Action  Date/Time Ref.# Title (Version) VersStart Date Days Assigned Task Type Task co
2 Tawna Gifford Accountgifiord tgifiord CorpcAccor 4 4 1 Incomplete WA 242 Vacation Policy 1 1/1412014 12 Read No
3 Tawna Gifford Accountgifiord tgifiord CorpcAccor 4 4 1 Incomplete WA 253 Inventory Sheet 2 10/29/2014 18 Read No
4 Tawna Gifford Accountgifiord tgifiord CorpcAccor 4 4 1 Incomplete WA 2 Accounts Paya 1 11/16/2014 1 Read No
& Tawma Gifford Accountaifiord taifiord Corpr Accor 4 1 1/ Incomplete NIA B Copitiization fr 2 91112014 76 Read No

Report: All Workflow Tasks (Personal)

Description
Shows the status of all your tasks. You can choose to include only those tasks
that are incomplete, overdue, or completed.

Available to users with the following roles or permissions:
All users with any assigned document role or system permission.

Sample Report:
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All Workflow Tasks - Incomplete

MAVEX Global All Dates /S policy
I Pages: 1 Generated By: Tom Hansen Generated: 10/29/2014 14:38 I
Summary
‘Workflow ** Number of Users Incomplete Over 30 Days
Write o 1] i}
Review o 4] [
Approve o o 1]
Read 1 5 5
Periodic Review 1 2 2
Link Update o 3] 0
Total NiA T T
** The sum of this column may not equal the tofal listed since users can be assigned fo muitiple
roles.
Users with Tasks
n Tom (A ing M Site: Corporate Department: Accounting
. Hansen, Tom (Accounting Manager) Headquarters
Workflow Incomplete Owver 30 Days
Read 5 0
Periodic Review 2 2
Total T 2
Incomplete Tasks (7)
- . . Days
Action Ref.2 Title (Version) in Task Type
Action Ref. & Title (Version Assianed Task Type
1. Waiting 2 Accounis Payable and Cash Distribution 10 Periodic Review
Lol
2. Waiting 3 Bad NSF Checks (v.1) ar Periodic Review
3. Incomplete 242 Macation Policy (v.1 13 Read
4. Incompleta 1 Account Collections Form (v. 1) 13 Read
5. Incomplete 253 Inventory Sheet (v.2) 11 Read
6. Incomplete 2 Accounts Payable and Cash Distribution 10 Read
Let)
7. Incomplete 5 Capitilization {v.2} 12 Read
I 1
1Task completed with Enhanced o Critical
Validation
*Task completed by Proxy i Overdue

n

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click All Workflow Tasks (My
Tasks & Questionnaires).

Note: You will only see the task reports for the roles you've been assigned.

All options available for this report are displayed on the left.
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= TASKS BY USERS - ALL WORKFLOW TASKS

Detail Options

Task Options Please choose options on the left, then click View Report.

Output Format

€ View Report

N/‘\VEXGLOEAL‘

3. (Optional) Click Detail Options, and then select any of the following:

Detail Options
Include Document Details
B Include Graphs

B Include Due Dates

Task Options

Output Format

€& View Report

= Include Document Details: Shows the tasks associated with each
document or questionnaire in the report.
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1. Howard, Susan (D

Site: Corporate

, Control Administrator)

Department: Administration

Headquarters
Workflow Incomplete Over 30 Days
Review 1 0
Approve 1 0
Read 2 1
Periodic Review 3 0
Link Update 2 0
Total 9 1
Incomplete Tasks (21)
. . " Days
Action Ref. # Title {Version) Assigned Task Type
1. Waiting 270 Fixed Asset Control {v.1 17 Periodic Review
2. Waiting 288 Performance Review Schedule (v.1) 17 Periodic Review
3. Waiting 287 Travel Expense Policy (v.1 12 Periodic Review
4. Waiting 270 Fixed Asset Control {v.1 62 Link Update
5. Waiting 287 Travel Expense Policy (v.1 2 Link Update
6. Incomplete 24§ Mark as Read (Required) (v.1 39 Read
7. Incomplete 260 Special Characters (v.1 13 Read
8. Waiting 222 Evacuation Procedures (v.1 10 Review
9. Waiting 233 Vacation Policy {v.1 3 Approve

= Include Graphs: Adds a graph to the report's Summary area. The
graph shows the number of days your tasks have been waiting for

completion.
Summary
Workflow ** Number of Users Incomplete Over 30 Days
Write 0 0 0
Review 1 1 1
Approve 1 135 2
Read 1 18 5
Periodic Review 1 17 15
Link Update 1 9 5
Total NIA 180 28
*= The sum of tiis column may not equal the total listed since users can be assigned fo multiple
14 13 I Collaboration
- Review
12 - Approval
. I Fublished
% 10 Il Feriodic Review
|2 B Links to Update
w 8
5]
._
26
S
5 4
Z 4 3
(]
2 I E
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m Include Due Dates: Adds a Due Date column to the task details.

Important: This option applies only if the Include Document Details option
is selected.
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Incomplete Tasks (21)
Action Ref. # Title (Version, Due Date R—::i—s ned Task Type
1. Waiting 270 Fixed Asset Control (v.1 10/27/2014 | 1370 Periodic
Review
2. Waiting 268 Performance Review Schedule (v.1 11/03/2014 127 Periodic
Review
3. Waiting 287 Travel Expense Policy (v.1 09/19/2014 127 Periodic
Review
4. Waiting 270 Fixed Asset Control (v.1 10/16/2014 1162 Link Update

4. (Optional) Click Task Options, and then do any of the following:
m Click a single task status (overdue, incomplete, or complete) or click
Incomplete & Complete Tasks.
Detail Options
Task Options
@ Only Overdue Tasks
O Only Incomplete Tasks

@ Only Complete Tasks

@ Incomplete & Complete Tasks

Output Format

& View Report E

m [fyou select Only Complete Tasks or Incomplete and Complete
Tasks, the Date option appears.To show only the selected tasks that
fall within a certain date range, click Date, select a date range, and then
click OK. If you click Custom Range, also type or select From and To

dates, and then click OK.
Date Range
Date Range | All Dates T
All Dates
Last 30 Days “
Last 60 Days
'

Last Manth
Last Quarter
Last 6 Months
Last 12 Months
Previous Year
Custom Range

5. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
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Detail Options

Task Options

Output Format
(O Standard

@ Microsoft Excel Raw

& View Report

6. (Optional) To save the current settings for future use, click =, type a name
and description, click Save and Close, and then click OK.
Detail Options
Task Options

Output Format

€ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

7. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in Policy Tech or click a user name to open
another report specific to that user.
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= TASKS BY USERS - ALL WORKFLOW TASKS 2]

Detail Options Page 1 vof 2 BB F % P % savess roF v @

Task Options

All Workflow Tasks - Incomplete
QOutput Format

NAVEX Global All Dates i policy!
N | Pages: 2 Generated By- Johnson, Douglas Generated: 10/30/2018 2:28 PM
¢ View Report
- Summary
Incomplete Tasks Over
Workflow Number of Users™ Incomplete 30
Witers 0 0 0
Reviewers 0 0 0
Approvers 0 0 0
Assignees 1 2 1
Periodic Review 1 1 ]
Link Update 0 0 0
Total NJA 3 2

** The sum of this column may not equal the toial listed since users can be assigned to multiple
roles.

Users with Tasks

T Johnson, Douglos (Chie Executive Officer) Sie Corporate Department.

Incomplete
Tasks Over 30
Workflow Incomplete Days .

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.

A B E D E F G H | J
Writer Tasks - Incomplete Writer Tasks VWriter Tasks - Over 30 Days Reviewe

1 |First N: Last N:Job Tit Unig Email Site Depart

2 Dougla:Johnso Chief 2 djohns Corpr Admin 0 ] 0
3 Dougla:Johnso Chief E2  djohns Corpr Admin 0 ] 0
4 Dougla: Johnso Chief EZQ djohns Corpr Admin 0 ] 0

Report: Questionnaire Results by Document

Important: This report has been superseded by the next-generation
Questionnaire Results by Document report. Because this report will be
removed from PolicyTech in a future release, we strongly recommend using
the next-generation reports instead. See Transitioning to Next-Generation

Reports for help.

Description

Shows all users' questionnaire results for the selected documents or
questionnaires.

Available to users with the following roles or permissions:
Document Owner, Report Manager, Administrator

Sample Report:
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Questionnaire Results by Document

NAVEX Global e policy
| Pages: 2 G 1 By: Douglas Johnson Generated: 11/05/2014 14:37 |

| 1. Family and Medical Leave (v.1) |

Reference # 331 Questionnaire 2 Document Owner Johnson, Douglas
Version

Puestionnaire Results

Scores User Results User Stats
Average Score 86% Average Attempts 1 Assigned Users 4
High Score 86% Failures 0 Passing Users 1
Median Score 86% Passed on First Attempt ~ 100% Users Yet to Pass 3
Low Score 86%

Numbers include multiple questionnaire completions by a user as well as users not assigned o take questionnaire.

Question Overview (7)

Objective: Understand the different types of leave and the eligibility rules.
Q1 - How long must an employee have been employed before being eligible for leave?

Answers Times Chosen Percentage
@ 3months 01 0%
9 smonts 0/1 0%
9 12 montns 141 100%
Q2 - Which of the following is not a recognized leave type for our company?
Answers Times Chosen Percentage
o Medical leave 0/1 0%
o Pregnancy leave 0/1 0%
o Research leave 171 100%
@ Paternity leave 0/1 0%
Q3 - What is the maximum amount of time allowed for pregnancy leave?
Answers Times Chosen Percentage
9 Guweers 01 0%
9 12 weeks 171 100%
D 1gweeks 01 0%
D 20weeks 01 0%

How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Questionnaire Results by
Document (Questionnaire Reports).

3. Selectdocuments or questionnaires to include in the report (see Selecting
Documents for help), and then click OK.
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Documents x
Content Type Documents e

Site Corporate Headquarters b &3 Add All From This Site @3 Add Al From Al Sites

Select By Title v

Title Type here to search by title.

Available Documents Selected Documents ]

Shift+Click selects a span of checkboxes.
3 Add Filter(s) % Clear Filter(s)

All options available for this report are displayed on the left. Notice that the
number of currently selected documents/questionnaires is displayed after
the Documents option, which you can click anytime to change your
document/questionnaire selection.

Note: If you change your document/questionnaire selection after clicking
View Report, click View Report again to refresh the report contents.

= QUESTIONNAIRE RESULTS BY DOCUMENT

Documents
Arrangement Please choose options on the left, then click View Report.

Detail Options

Output Format

€ View Report

N/’\VEXGLOEAL'

4. (Optional) Click Arrangement and do any of the following:
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m To change the default report columns, click Show/Hide Columns, and
then select Date Approved.

Arrangement x
Documents Found: 18 g -Ccl..mlsv
Ref # Title (Version) Document Owner
1 Account Collections Form (v.1) Accounting, DocCwner|
Date Approved

1 Account Collections Form (v.2) Hansen, Tom {Accounti

2 Accounts Payable and Cash Distribution (v.1) Hansen, Tom {Accounting Manager)

67 Americans with Disabilities Act (v.1) Human Resources, DocOwner {Owner)

3 Bad NSF Checks (v.1) Hansen, Tom (Accounting Manager)

119 Board of Directors (v.1) Owner, Document (Owner)

311 Code of Conduct (v.1) Johnson, Douglas (Chief Executive Officer)

125 Controlling Legal Costs {v.1) Owner, Document (Owner)

305 Fair Trade Palicy (v.1) Jonnsen, Douglas (Chief Executive Officer)

295 L Family and Medical Leave (v.2) Johnson, Douglas (Chief Executive Officer)

I 44 page 1 of 2 WP Records1-10

m By default, the document/questionnaire sort order in the report is
ascending by title. To change what the documents/questionnaires are
sorted by, click a different column heading. Click the same column
heading again to reverse the sort order.

5. (Optional) Click Detail Options, and then select any of the following:

Documents
Arrangement
Detail Options
Include Questionnaire Details

B ncude User Results

B nclude Graphs

Output Format

& View Report
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m Include Questionnaire Details: Includes details on each
questionnaire question.

Question Overview (7)
Objective: Understand the different types of leave and the eligibility rules.
Q1 - How long must an employee have been employed before being eligible for leave?
Answers Times Chosen Percentage
®  3montns 0/ 0%
®  5montns 0/1 0%
9 12months 171 100%
Q2 - Which of the following is not a recognized leave type for our company?
Answers Times Chosen Percentage
o Medical leave 071 0%
o Pregnancy leave 0/ 0%
o Research leave 11 100%
o Paternity leave 0/ 0%

= Include User Results: Include scoring details for each user who has
taken the questionnaire so far.

Note: If a user took a document questionnaire more than once by clicking
Retake Questionnaire, that user's name will appear more than once in the
User Results list.

Questionnaire Results (8)

Site Department User Job Title Date/Time Taken Score

1.  Corporate Administration Janice Aguiar Accounts Payable 04/12/2013 11:29 a6
Headquarters Clerk Al
Corporate Accounting Jordon Cash Accounts Payable 04/12/2013 11:24 a7
Headquarters Clerk Al
Corporate Accounting Jordon Cash Accounts Payable 04/12/2013 11:24 86
Headquarters Clerk Al
Corporate Accounting Tawna Gifford Accounts 04/12/2013 11:27 100
Headquarters Receivable Clerk
Corporate Accounting Tom Hansen Accounting 04/12/2013 11:28 100
Headquarters Manager Al
Corporate Administration Susan Howard Document Control  04/12/2013 11:30 a6
Headquarters Administrator Al
Corporate  Administration Douglas Johnsan Chief Executive 04/12/201311:31 43
Headquarters Officer Al
Corporate Administration Douglas Johnson Chief Executive 04/12/2013 11:32 71
Headquarters Officer Al
Corporate Administration Anne Jones Chief Finance 04/12/2013 11:33 ar
Headquarters Officer

= Include Graphs: Adds a graph to the report's Summary area.The
graph shows the number of users who scored within each of five
different score ranges.

Questionnaire Score Breakdown

0-60% 61-70%

T1-80%

Scores

B81-90% 91-100%

Questionnaire Completions
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6. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.

Documents

Arrangement

Detail Options
Output Format
(O Standard

@ Microsoft Excel Raw

¢ View Report

7. (Optional) To save the current document/questionnaire selections and
option settings for future use, click =, type a name and description, click
Save and Close, and then click OK.

Documents
Arrangement

Detail Options

Output Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

8. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open
another report specific to that user.

PolicyTech 10.6 Reports Supplement



350 - Superseded Reports

QUESTIONNAIRE RESULTS BY DOCUMENT e
Documents Page 1 vof 5 B B @ & B savers o~ &
Arrangement Questionnaire Results by Document
Detail Options NAVEX Global polcy

[ Pages: 12 Generaled By: Douglas Johnson Generated: 11/05/2014 1455 |

Qutput Format

‘ 1. Account Collections Form (v.1

Question Overview (1)

Objective: General Questions
Q1 - | have accepted a gift worth more than $20.
Answers

Reference# 1 Questionnaire 3 Document Owner Accounting,
Version Docowner
Questionnaire Results
Scores User Results User Stats
Average Score 100% | Average Attempts 1 Assigned Users 4
High Score 100% Failures 0 Passing Users 1
Median Score 100% Passed on First Attempt 100% Users Yet fo Pass 3
Low Score 100%

Numbers include multipie questionnaire completions by a user as well as users not assigned to take questionnaire.

Times Chosen Percentage 2

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file. The exported Excel file contains the following two
worksheets: Summary, Question Overview. If Include User Results is
selected, two additional worksheets—Assigned Users and User

Details—are included.

A B c D E F G H | J K L M
Questionnaire . Version Average High Low  Median Passed on . Passing Users Yet Assigned
1 Version Ref. # Tille (Version) Number Score  Score Score Score  First Attempt Failures Users toPass Users
2 1 233 Anti-Bribery Policy (v.2) 2 0% 0% 0% 0% 0% 0 47 47
3 1 6 Cash Drawers (v.2) 2 60% 100% 0% 100% 57% 4 6 7z 78
4 1 249 Documen With Attachme 1 0% 0% 0% 0% 0% 0 0 0 0
E 1 251 Driggs Document 2 With 1 75% 100% 0% 100% 67% 1 3 16 19
6 1 295 Family and Medical Leav 1 76% 100% 43%  86% 57% 4 5 14 19
W 4 v [ Summary ]* Question Overview ¥ [l
A B C D E F G H | J K L M
4 3::!:""”2 Ref # Title (Version) \r\f::;:r Objective I%“%hm Question Gnswer Answer  Correct? E’;r;:n Rr:lfeglé%hm
2 2 331 Family and Medical Leave (v.1) 1 1 46 How long must an employee 116 3 months  No 0 1
3 2 331 Family and Medical Leave (v.1) 1 1 46 How long must an employee 117 6 months  No 0 1
4 2 331 Family and Medical Leave (v.1) 1 1 46 How long must an employee 118 12 months Yes 1 1
5 2 331 Family and Medical L eave (v.1) 1 1 47 Which of the follawing is not ¢ 119 Medical leaNa 0 1
o
A B c D E F G H J K L
1 Questionnaire Version  Ref # Title (Version) Version | Site Department First NaiLast MarJob Title ~ Date/Time Taken Score Attempt #
2 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Emily  Dickens:
3 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Jordon Cash  Accounts P 05/23/2012 11:25 0% 1
4 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Tawna Gifford  Accounts R 12/04/2012 1056 100% 1
5 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Tom Hansen Accounting 12/04/2012 11:14  100% 1
6 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Maria  Hill Receiving
T 1 6 Cash Drawers (v.2) 2 Corporate H Accounting Lucille  Holmes Accountant
W 4 » b| Summary .~ Question Overview ; User Details %2 [ar
A D | E|[F[G|H]|I 4 K L M N P Q R
q ‘;E:Zg;“’gd g“q“g ;‘;i“e m:::‘; ’&f:’;E #‘”J’E Site E;"; ;Ef Title (Version) xii:e"r 3::‘2:"””9 Date/Time Taken :“E”‘m Question qegtion g‘swg’ Answer [e
2 Yes jeash Jordon Cash  AccouCorpcAccol 260 Family and Me 1 1 0613012014 15:21 1 21 Howlong must an empla 41 12 months
3 Yes jeash Jordon Cash  AccouCorpcAccol 260 Family and Me 1 10710122014 15:21 1 24 Which of the following is 49 Research leave
4 No jeash Jordon Cash AccouCorpcAccot 260 Family and Me 1 10710212014 16:21 1 & What is the maximum ar 9 12 weeks
5 No jeash Jordon Cash AccouCorpcAccot 260 Family and Me 1 1071032014 15:21 1 6 True or false: A victim of 12 True
6 No jeash Jordon Cash  AccouCorpcAccol 260 Family and Me 1 1 0700412014 15:24 1 3 I you know in advance tt 6 Both Human Resourc
7 jeash _Jordon Cash_AccouCorpcAccol 260 Family and Me 1 1 0710512014 15:21 1 4 If your leave was unfores 815 ¥
W« ¥ Summary . Question Ovenview .~ Assgned Users lmv_b [l

Report: Questionnaire Results by User

Important: This report has been superseded by the next-generation
Questionnaire Results by User report. Because this report will be removed
from PolicyTech in a future release, we strongly recommend using the next-
generation reports instead. See Transitioning to Next-Generation Reports

for help.

PolicyTech 10.6 Reports Supplement



Superseded Reports - 351

Description
Shows all questionnaire results for the selected users.

Available to users with the following roles or permissions:

Man

ager, Report Manager, Administrator

Sample Report:

Questionnaire Results by User

NAVEX Global

&= policy!

| Pages: 2

Generated By: Douglas Johnson

Generated: 10/30/2014 09:18 I

Questionnaire Results by User

Site: Corporate

1. Gifford, Tawna (Accounts Receivable Clerk) Headquarters

Department: Accounting

Questionnaire Attempts (1)

[ 1. Family and Medical Leave (v.1)

Ref. #
331

Date/Time Taken
10/30/2014 07:57

Objective: Understand the different types of leave and the eligibility rules.
1. How long must an employee have been employed before being eligible for leave?

Answer Chosen: @ 12months

2. Which of the following is not a recognized leave type for our company?

Answer Chosen: @ Research leave

3. Whatis the maximum amount of time allowed for pregnancy leave?

Answer Chosen: @ 12weeks

Objective: Understand how to apply for a leave.
4. True or false: A victim of a crime can qualify for a leave.

Answer Chosen: @ True

5. If you know in advance that you will need a leave, you must contact:

Answer Chosen:

6. If your leave was unforeseeable, you must complete a leave request form within how

many days from the start of your leave?

Answer Chosen: 9 21

7. True or false: All paperwork pertaining to your leave is placed in your personnel file.

Answer Chosen: @ False

Score

86

@ Both Human Resources and your manager

2. Family and Medical Leave (v.1)

Ref #
331

Date/Time Taken
10/30/2014 08:00

Score
86

Attempt #

112
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How to Generate
1. Click Reports.

2. Click Superseded Reports, and then click Questionnaire Results by
User (Questionnaire Reports).

3. Select the users you want included in the report (see Selecting Users for

help).
Users x
Site Corporate Headquarters v Show Archived Users (In Red)
Departments Job Titles Users Selected Users &
Q Search Users

Assignee Groups =

+ @ Multi-Site (Global) Groups
= @ Corporate Headguarters
@ | All Accounting Job Titles
All Assignees - Corporate Headquarters
All Executive Job Tites

All Programming Job Titles

Managers

Users (Loading may take several minutes) =

Shift+Click selects a span of checkbaxes. €

All options available for this report are displayed on the left. Notice that the
number of currently selected users is displayed after the Users option,
which you can click anytime to change your user selection.

Note: If you change your user selection after clicking View Report, click
View Report again to refresh the report contents.
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= QUESTIONNAIRE RESULTS BY USER

Users

D O Please choose options on the left, then click View Report.
AVTHI'IgEITIEI‘I[

Detail Options

Output Format

N/’\VEXGLOEAL

4. (Optional) To limit the selected users to only those assigned to specific
documents or questionnaires, click Documents, and then select
documents/questionnairs in the same way as you would for a document-
based report (see Selecting Documents for help)..

5. (Optional) Click Arrangement and do any of the following:

m Tochange the default report columns, click Show/Hide Columns, and
then click to clear a check box.

Arrangement x
Users Found: 39 is Columns !
Last Name = First Name  Job Title Site
Allison Todd Tester Corporate Headquarter: Jon Title
Site

Benton Caral Environmental Control Manager Corporate Headquarter: Department

Breen Darren Personnel Manager Corporate Headquarter: RUMan REsources

Calfus Steven MSDS Technician Corporate Headguarters Disaster Recovery

Carne Taylor Accountant Corporate Headquarters Quality Assurance

Cash Jordon Accounts Payable Clerk Corporate Headquarters Accounting

Chen Jodi Compliance Cfficer Corporate Headgquarters Administration

Christenson Robert Administrator Corporate Headguarters Technical Services

Dennison Betty Programmer Corporate Headquarters Software Development

Driggs Shiela Director of Finance Corporate Headquarters Fiscal Services

M4 44 Page 1 of £ WM Records 1-10
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m By default, the user sort order in the report is ascending by last name.
To change what the users are sorted by, click a different column
heading. Click the same column heading again to reverse the sort
order.

6. (Optional) Click Detail Options, and then select any of the following:

Users
Documents
Arrangement

Detail Options

Include Questionnaire Details

B nclude Archived Documents

Output Format

¢ View Report E

=m Include Questionnaire Details: Includes details on each
questionnaire question.
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Corporate

1. Jordon Cash Accounts Payable Clerk Headquarters Accounting
Quiz Attempts (3)
| 1. Family and Medical Leave (v.1)
Ref. # Date/Time Taken Score Attempt #
291 04/12/2013 10:07 AM a7 1

Objective: Understand different types of leave and eligibility rules
1. How long must an employee have been employed before being eligible for leave?

Answer Chosen @ 12 months

2. Which of the following is not a recognized leave type in our company?

Answer Chosen @ Research sabbatical

<. What is the maximum amount of time allowed for pregnancy leave?

Answer Chosen @ 16 weeks

4. True or false: A victim of a crime can qualify for a leave.
Answer Chosen 9 True
Objective: Understand how to apply for a leave
5. If you know you will need leave, you must contact:

Answer Chosen @ Both human resources and your manager

6. [f your leave was unforseeable, you must complete a leave request form within how many
days from the start of your leave?

Answer Chosen Q2N

7. True or false: All paperwork pertaining to your leave is placed in your personnel file.

Answer Chosen @ True

= Include Archived Documents: Includes all archived documents with
questionnaires and archived stand-alone questionnaires.

7. (Optional) Click Output Format, and then click Standard or Microsoft
Excel Raw.
Users
Documents
Arrangement
Detail Options

Output Format

O Standard

@ Microsoft Excel Raw

¢ View Report E

8. (Optional) To save the current user selections and option settings for future
use, click =, type a name and description, click Save and Close, and then
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click OK.

Users
Documents

Arrangement

Detail Options

QOurtput Format

¢ View Report

Note: To access a saved report, click Reports, and then click My Saved
Reports.

9. Click View Report.

If you chose the Standard output format, the report opens in the viewing
pane to the right where you can view the report, search within it, send it to
another PolicyTech user, print all or part of it, and save it to disk in several
different formats (see Working with a Finished Legacy Report for details). If
the report contains links, click a document or questionnaire link to open that
document/questionnaire in PolicyTech or click a user name to open another
report specific to that user.

QUESTIONNAIRE RESULTS BY USER -]

Users =) Page 1 viefl | B> & 2 @ B % osaess o v @
Documents O Questionnaire Results by User
- NAVEX Global e policy!
Arrangement
[ Pages 2 Generated By: Douglas Johnson Generaled 10/30/2014 09:15 |
Detail Options
Output Format Questionnaire Results by User
1. Gifford, Tawna (Accounts Receivable Clerk)  Ste: Corporate Department: Accounting
Headquarters
Questionnaire Attempts (1)
[ 1. Family and Wedical Leave (v.1)
Ref. # Date/Time Taken Score Attempt #
331 10302014 07:57 36 1

Objective: Understand the different types of leave and the eligibility rules.
1. How long must an employee have been employed before being eligible for leave?

Answer Chosen @ 12 months

2. Which of the following is not a recognized leave type for our company?

Answer Chosen © Research leave

If you selected Microsoft Excel Raw, follow the prompts to download and
open the Excel file.
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Unique
D

2_tgiford

3 |tgifford

) Fl 6
Rt ddle Last JobTile St Department
Tauna Giford Accounts Corpo Accounting
Tauna Gifford Accounts Corpo Accounting
Tauna Gifford Accounts Corpo Accounting
Tauna Gifford Accounts Corpo Accounting
Tauna Gifford Accounts Corpo Accounting
Tauna Gifford Accounts Corpo Accounting

Sheet1 /Sheet2

H i
i*’ Title (Version)

331 Family and Me
331 Family and Me
331 Family and Me
331 Family and Me
331 Family and Me
331 Family and Me

Version Questi
Number Versior

jonnaire
n

1
1
1
1
1
1

L

M

Date/Time Taken Score Objective

10/30/2014 07:67
10/3012014 07:57
10/3012014 07:57
10/3012014 07:57
10/3012014 07:57
10/3012014 07:57

o P
Attempt Question
% o Question

39 How long must an empl
40 Which of the following it
41 What is the maximum ¢
42 True or false: A victim o
43 Ifyou know in advance |
44 I your leave was unfore:

R s T
AU Answer Correct? Cor
9 12 months  Yes
99 Research leave Yes
102 12weeks  Yes
105 True Yes
109 Both Human Re Yes
12721 No

me———
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Selecting Documents or Questionnaires

The steps that follow assume that you have already found and opened a
document report or selected the Custom Print option, and that a window
similar to the one below is displayed.

Documents

Content Type Documents v

Status All Statuses ”

She Corparate Headquarters 9 &3 Add Al From This Site @3 Add All From Al Sites

Select By Title "

Title Type here to search by title.

Available Documents Selected Documents w

Shift+Click selects a span of checkboxes.
B3 Add Filter(s) X Clear Filter(s)

1. (Conditional) If a Content Type option is included, select Documents or
Questionnaires.

Note: Selecting Questionnaires limits selectable items for the report to
stand-alone questionnaires. The Questionnaire Module is an optional feature
that may or may not be currently enabled in your PolicyTech system. (The
Questionnaires option refers only to stand-alone questionnaires and not to
questionnaires added inside a document.)

Documents
Content Type D entg 4
Status

Questionnaires
Site Corporate Headquarters ke
Select By Title hd
Title Type here to search by title.
Available Documents
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2. (Conditional) If a Status option is included, click the status of the
documents or questionnaires you want included in the report or click All
Statuses.

Documents
Status All Statuses e
Site
Draft - Draft
select By Draft - Collaboration
In Review - Review
Title In Approval - Approval
Pending - Pending
Available D t S5¢
e e Approved - Published - ke

3. (Conditional) If your PolicyTech system includes multiple sites, select the
site containing some or all of the documents/questionnaires you want
included in the report.

Notes:

m To select all documents/questionnaires from the current site or from all
sites, click Add All From This Site or Add All From All Sites, and
then skip to step 5.

m After completing steps 2 through 6, repeat them to add
documents/questionnaires from other sites.

4. Inthe Select By list, click an option for how you want to find
documents/questionnaires.
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Documents
Status All Statuses v
Site Corporate Headquarters v E
Select By Title v
Title
Reference #
Available Documents | Department Sel

Department Group

Template

Document Owner

Writer

Writer Group

Reviewer

Reviewer Group

Approver

Approver Group -

5. Thellist below Select By changes, depending on your Select By choice.
For example, if you choose to select documents/questionnaires by
department, a list of departments appears below the Select By list.

m [fyou selected Title or Reference #, move on to step 6.

= [f you chose any of the other Select By options, in the list below Select
By click an item to display all documents/questionnaires assigned to
that item. For example, if you chose Department for Select By, click a
department to display all documents/questionnaires assigned to that
department.
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Documents

Status All Statuses e

Site Corporate Headquarters v B
Select By Department A
Department | ™
Available Documents | ‘@ Accounting Se

@ Administration
@ Disaster Recovery
@ Educational Resources
@ Engineering
@ Fiscal Services
® Human Resources
® Manufacturing
+ @ Software Development

@ Systems Administration

6. (Optional) To narrow a long list of available documents/questionnaires, add
one or more filters (see Adding Document Filters below for details).

7. Do one of the following to select documents/questionnaires:

m [f you chose Title or Reference # for Select By, start typing some text
that you believe is in a title or reference number. When you've typed at
least three characters, a list appears of titles or reference numbers
matching what you've typed. Continue typing if you need to narrow the
list. As soon as you see the title or reference number you want, click it.

Note: Unlike other Select By options, the Title and Reference # options
limit you to selecting documents/questionnaires one at a time.
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Documents

Status All Statuses A

Site Corporate Headquarters v | EAdd Al Fro
Select By Title -

Title cash

Avallable Documents Accounts Payable and Cash Distribution (v.1) Bocu
Cash Drawers (v.1)
Cash Receipts (v.1)
Petty Cash (v.1)

Weekly Financial and Six Week Cash Flow Reports (v.1)

m Select individual documents/questionnaires from the Available
Documents list.

Documents
Content Type Documents "
Status
Al Statuses >
Site Corparate Headquarters v Add All From This site B3 Add All From Al Sites
Select B!
¥ Department ™
Department Accounting v Add All From Accounting
Available Documents Selected Documents w
Account Collection Prof v.1) Documents
@ Account Collection Process (v.2) Account Collection Process (v.2)
¢ Account Collections Form (v.1) Account Collections Form (v.1)
Accounts Payable and Cash Distribution (v.1)

Bank Account Reconciliation (v.1)
Cash Drawers (v.1)

Bank Account Reconciliat

Best Accounting Practice ) (Sin P el

Capitilization (v.1) Chart of Accounts (v.1)

Cash Drawer:

Cash Receipt:

Chart of

Bad NSF Checks (v.1)

A XX NN ENNENEN]
LY

AR E

Shift=Click selects a span of checkboxes.
E3 Add Filter(s) ® Clear Filter(s)

m To quickly add all from the Available Documents list, click Add All
From [Select By item].

Documents

Content Type Documents ”

Status All Statuses M

Site Corporate Headquarters v Add All From This Site 3 Add Al From All Sites

Select By Department M

Department Accounting

Available Documents Selected Documents EI
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m Click Add All From This Site.
m Click Add All From All Sites.

Adding Document Filters

1. With a list of documents or questionnaires displayed in the Available
Documents window, click Add Filter(s).

Documents

Content Type

Documents hd
Status
All Statuses v
Site
Corporate Headquarters hd a
Select B
y Department A
Department )
p Accounting N A
Available Documents Selec
® Account Collection Process (v.1)
® Account Collection Process (v.2)
® Account Collections Form (v.1)
® Accounts Payable and Cash Distribution (v.1)
® Bad MSF Checks (v.1)
® Bank Account Reconciliation (v.1)
] Best Accounting Practices (v.1)
] Capitilization (v.1)
[ ] ash Drawers (v.1)
® Cash Receipts (v.1)
® Chart of Accounts (v.1)

- i s s st

S+ Click galarts g span of checkboxes.
€3 Add Filter(s) X Clear Filter(s)

2. For Filter By, click an option.

Important: In some reports, a Filter By option is preselected and not
changeable.
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Filters

Filter By
Date Created ke

Date Created
Date Submitted
Publication Date
Date Approved
Next Review Date
In Effect

Date Archived

3. For Date Range, click an option.

Filters

Filter By

Date Created ke

Date Range
Last 30 Dayg w

Last 30 Days
Last 60 Days
Last 90 Days
Last Month
Last Quarter
Last 6 Months
Last 12 Months
Previous Year

Custom Range

W JW

4. Click Add Filter.
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Filters
Filter By

Date Created v
Date Range

Last 30 Days b4

E3 Add Filter & Remove Selected

5. (Optional) Repeat steps 2 through 4 to add another filter to work in
combination with the first filter you added. For example, you might want to
filter for only those documents/questionnaires that were created within the
last 90 days and that were published within the last 30 days.

6. Click Apply.

Note: To clear any applied filters, below the Available Documents box,
click Clear Filter(s).
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Selecting Users

The steps that follow assume that you have already found and opened a user
report and that you see a window similar to the one of the three windows
displayed below. The window you first see when you select a report depends on
which reportitis.

Some reports show a list of users with a specific role (document owners,
writers, reviewers, or approvers).

Users x

Site Corporate Headquarters “ Show Archived Users (In Red)

Departments Job Titles Reviewers Selected Users €} jmj

Q.| search Reviewers
Reviewer Groups =

Reviewers =

Allison, Todd (Tester)

Benton, Carol (Manager)

Breen, Darren (Personnel Manager)
Cane, Taylor (Tester)

Christenson, Robert (Administrator)
Driggs, Shiela (Director of Finance)
Ellis, Darcy (Installer)

Farnsworth, John (Manager)
Gleeson, Edward (Manager)

Hansen, Tom (Accounting Manager)
Leonard, Lynn (Director of Education)
Cppener, Susie (Director of Purchasing) b

Shift+Click selects a span of checkboxes. 0

Several reports show a list of assignee groups.

Users x

Site | Corporate Headquarters " Show Archived Users (In Red)

Departments Job Titles Assignees Selected Users €) o]

Q| search Ass gnees
Assignee Groups ]

= @ Multi-Site (Global) Groups
= @ Corporate Headquarters

® [ All Accounting Job Titles

@ L All Assignees - Corporate Headquarters
@ LI All Executive Job Titles
® | All Programming Job Titles
@ | Managers
Assignees (Loading may take several minutes) =

Shift+Click selects a span of checkboxes. 0

And several reports show the user search tool.
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Users

x
Site COFDDI’atE Headquarters “ Show Archived Users (In Red)
Departments Job Titles Users Selected Users o
Q| search Users
Assignee Groups 2

# @ Multi-5ite (Global) Groups
=1 @ Corporate Headquarters

® || All Accounting Job Titles

® || Al Assignees - Corporate Headquarters
® [ All Executive Job Titles
® [ All Programming Job Titles
® | Managers
Users (Loading may take several minutes) =

Shift+Click selects a span of checkboxes. 0

1. Ifyour PolicyTech system has multiple sites, select the site containing some
or all of the users you want included in the report.

Note: After finishing these steps, repeat them to add users from other sites.

Users
Document Roles Al Users v
Site  Corporate Headquarters h

Corporate Headquarters
Dej Manufacturing

Sales & Support Office
Q, T Search Users

2. (Optional) Toinclude archived users in whatever you select next in step 3,
select Show Archived Users. An example of when this might be useful is
when you're running a report for a specific time period, and a user was with

the organization during that period but has since left and has been
archived.

Users
Roles | Al Users M
Site  Corporate Headquarters v Add All From Thic Site B Add All From All Sites
Archived Users (In Red)
Departments  Job Titles | Users )
Q.| Search Users

3. Do any of the following:
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m Onthe Users tab, start typing text that is anywhere in a user's first or
last name. As soon as you see the name, click it.

Note: Unlike the other user selection methods, searching for users limits you
to selecting one user at a time.

= Onall other tabs (Writers, Reviewers, Approvers, Assignees,
Document Owners, Departments, or Job Titles), select one or more
users, departments or job titles; or click the Groups bar and select one
or more groups.

m Click Add All From This Site.
m Click Add All From All Sites.
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Transitioning to Next-Generation Reports

The release of PolicyTech version 9.6 introduced the next generation of task
reports and the first phase of legacy report replacement, as shown below.

Next-Generation Reports Legacy Reports
Tasks by Document: Tasks by Document:
Current Supersede In Draft
All Tasks In Collaboration
In Review
In Approval
In Published

All Workflow Statuses

Tasks by User: Tasks by User:
Current Document Owner — Resubmit for Review Tasks
All Tasks Writer Tasks
Reviewer Tasks
Approver Tasks

Reader Tasks
All Workflow Tasks

My Tasks My Tasks:
Writer Tasks
Reviewer Tasks
Approver Tasks

Reader Tasks
All Workflow Tasks

Note: Replaced reports will continue to be available for a time in the
Superseded Reports section.

Static vs. Dynamic Report Results

In legacy reports, all report customization and manipulation is done using report
settings, with the report results generated as a static document. In next-
generation reports, you set a minimum of report options, such as selecting the
documents and users to include and adjusting a few basic settings, to generate
report results that act as an initial framework.

The results of a next-generation report consist of a Summary and a Data pane,
each of which is dynamically customizable to show precisely the information
you need.
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o T <[] ©
¢ o

Task Type Task Count
[ ] Read/Complete 120
Approve 20
Submit 13
[ ] Review 6
® Write 3

o
Task Type « x

Tasks Status User Title

v Task Type: Approve (20) 6 1

v Task Type: Read/Complete (120) 42 1

A~ Task Type: Review (6) = 4
Incomplete Breen, Darren (Persannel Manager) Healthcare Benefits
Incamplete Howard, Susan (Administrator) Healthcare Benefits
Incomplete Eenton, Carol (Manager) Canflict of Interest Policy
Incomplete Driggs, Shiela (Director of Finance) Conflict of Interast Palicy
Incomplete Breen, Darren (Personnel Manager) T Travel Palicy (Europe)
Incomplete Leonard, Lynn (Director of Education) T Hiring Policy (West Region)

~  Task Type: Submit (13) 4 13

~  Task Type: Write (3) & 2

15 30 60 Pagelofl

In the Summary pane, you can select a chart type and click on a chart or table
section to immediately filter the results in the Data pane.
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A~ Summary El}

Task Type Task Count
® Read/Complete 120
Approve 20
Submit 13
® Review 3
- Wirita 2
~ Summary il |2
125
Task Type Task Count
100
® Read/Complete 120
75
Approve 20
50
Submit 13
25
0
® Write 3

In legacy reports, the data layout is predefined, and you have a relatively limited
number of options for controlling which pieces of data to include and how to
arrange them. Next-generation report data is shown in a dynamic grid in which
you can size, rearrange, and sort columns, filter column data, and choose from
dozens of columns to include, as compared to the two or three optional columns
in legacy reports.
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Show/Hide Columns x

4

Select All
Assignee
Assignee Department
Assignee Job Title
Assignee Preferred Language
Assignee Site
Assignee Unigue Employee |D
Complete Tasks
Current Cycle
Current Level
Date Assigned
Date Completed
Date Last Submitted
Days in Current Cycle
Days Until Due
Document
Document Owner
Document Owner Department
Document Owner Site

Document Owner Unigue Employee ID v
Done

You can also organize the data into groupings by simply dragging column
headings into the grouping bar and then arranging them. For example, you
might want to group data first by task assignee, and then by task type, and then
by document title. Each grouping becomes an expandable section heading
within the Data pane.

A
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Data
Task Type Document Tasks Status Publication Status
A IAccount Collections Form - (1) I— Approved
Read Account Collections ... Incomplete Approved
Read Account Collections ... Incomplete Approved
Read Account Collections .. Incomplete Approved
Read Account Collections ... Incomplete Approved
Read Account Collections .. Complete Approved
v IAccounts Payable and Cash Distribution - (2) I— Approved
v ISafety Guidelines - (314) I— Approved

15 30 60

The groupings also become sections in the printed or saved report.
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PolicyTech®

Policy & Procedure Management TASKS BY DOCUMENT - ALL TASKS

Summary

50

40
30
20

10

) I
Task Type Task Count

® Read 50

@ Approve 17

Review 8
®  submit 2

Task Type: Approve

Column Summaries:

Document: Job Description - Accounting Manager - (14)

Column Summaries:

Publication Status: In Approval

Assignee: Gatos, Will (Chief Information Officer)
Document: job Description - Accounting Manager - (14)
Publication Status: In Approval

Task Type: Approve

Tasks Status: Incomplete

Assignee: Howard, Susan (Document, Control Administrator)
Document: job Description - Accounting Manager - (14)
Publication Status: In Approval

Task Type: Approve

Tasks Status: Incomplete

Recreating Superseded Report Results in a Next-

Generation Report

If you've used superseded reports and want to produce approximately the same
results in a next-generation report, refer to the following sections:

Recreating a Superseded Tasks by Document Report

Recreating a Superseded Tasks by User Report

Recreating a Superseded "My Tasks & Questionnaires" Report
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Recreating a Superseded Tasks by Document Report

Follow these instructions to recreate any of the following superseded Tasks by
Document reports:

m InDraft

m In Collaboration

= InReview

= |n Approval

m InPublished

m All Workflow Statuses

1. Click Reports, click Tasks by Document, and then click Tasks by
Document - Current.

2. In Select Documents, for Status, select the status corresponding with the
title of the legacy report you want to recreate. For example, if you're
recreating the In Review report, select In Review - Review.

Select Documents

Status All Statuses v

Site Gl SEUE ” 3 Add All From This Site & Add Al From Al Sites
Draft - Draft
Select By Draft - Collaboration
In Review - Review
Title In Approval - Approval
Pending - Pending

Approved - Published

Available Documents Selected Documents o]

Shift+Click selects a span of checkboxes.
3 Add Filter(s X Clear Filter(s]

3. Select documents as you normally would (see Selecting Documents), and
then click OK.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

4. If you want to limit the documents to only those assigned to specific users,
click Users, click Custom Selection, and then select users as you would
for user-based report (see Selecting Users).
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Note: In the legacy report, the Custom Selection option for users is under
Detail Options, under Include Document Details.

5. Under Task Options, select the types of tasks whose assigned documents
you want included in the report.

Notes:

= Incomplete and Complete are selected by default, whereas, in the
legacy report, Only Incomplete Tasks is selected by default.

m While there was the Only Overdue Tasks option in the legacy report,
in this report you can see which tasks are overdue by adding the Due
Status column to the data grid after clicking View Report.

m Inthelegacy report, if you select Only Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying a Between filter to a date column in the Data
grid after clicking View Report.

6. Click View Report.

= TASKS BY DOCUMENT - CURRENT

[ Documents

& Uusers
~ Summary

= Task Options

Incomplete Task Type Task Count
Complete [ ] Review 4

B Skipped

B Upcoming

B Documents with no tasks ~ Data o

B Show localized tasks on master Task Type ~ x
&5 view Report

Tasks Status User Title

A Task Type: Review (4) 3 3
Incamplete Breen, Darren (Pers.. Hiring Policy

Incomplete Driggs, Shiela (Direct... Definitive Guide to Policy and Procedure Management

Incomplete Benton, Carol (Envir.. Definitive Guide to Policy and Procedure Management (...
Complete Breen, Darren (Pers.. Definitive Guide to Policy and Procedure Management (.

Page1of1

N/\VEXGLOBAL‘

7. For Layout, select Task Status.
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The new Layout option determines what type of information appears by default
in the Summary pane and how the grid is organized and grouped by default in
the Data pane. For the Data pane, The Task Status layout groups report data
first by document and then by task status, just as in the legacy report.

Layout: ask T'{-{:E - e a

gsum  1ask Type
Tasks Status

Publication Status

o

8. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

Notes:

m Thereis no Include Graphs option in next-generation reports; the
chart portion of the Summary pane is always displayed.

= Unlike in the legacy report, the chart in this report is a visual
representation of the table data in the Summary pane.

= The Summary table has been simplified and is different for each
Layout option.

m Some of the summary table headings in the legacy report are no longer
shown in any of this report's Summary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid using Show/Hide Columns.

9. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes:

m  Much of the summary information shown in the legacy report below
each document title can be added to this report's Data grid using
Show/Hide Columns.

m The default task columns in the legacy report are not the same as those
in this report's Data grid. Use Show/Hide Columns to select the
columns you want in the report.

10. (Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click 2, type a name and
description, and then click OK.
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11.

(Optional) Print or save the current report results (see Printing or Saving
Report Results).

Recreating a Superseded Tasks by User Report

Follow these instructions to recreate any of the following superseded Tasks by
User reports:

Writer Tasks

Reviewer Tasks

Approver Tasks

Reader Tasks

Document Owner - Resubmit for Review Tasks

All Workflow Tasks

. Click Reports, click Tasks by User, and then click Tasks by User -

Current.

. Select users as you normally would (see Selecting Users), and then click

OK.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

If you want to limit the users to only those assigned to specific documents,
click Documents, and then select documents as you would for document-
based report (see Selecting Documents).

Under Task Options, select the types of tasks whose assigned users you
want included in the report.

Notes:

5.

= Incomplete and Complete are selected by default, whereas, in the

legacy report, Only Incomplete Tasks is selected by default.

m While there was the Only Overdue Tasks option in the legacy report,

in this report you can see which tasks are overdue by adding the Due
Status column to the data grid after clicking View Report.

In the legacy report, if you select Only Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying a Between filter to a date column in the Data
grid after clicking View Report.

Click View Report.
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& Users

= TASKS BY USER - CURRENT
(=
®

[ Documents

&= Task Options

Incomplete Task Type

Complete [ ] Read/Complete 32

B Skipped Submit 6

comin;

@ Show localized tasks on master o TEE -]

D e

Tasks Status User Title

v Task Type:Read/Com.. 10 6
v TaskType:Review(d) 3 3

v TaskType:Submit) 2 6

15 30 &0 Page 1of1

N/’\VEXGLOEAL‘

6. For Layout, select Task Status.

The new Layout option determines what type of information appears by default
in the Summary pane and how the grid is organized and grouped by default in
the Data pane. For the Data pane, The Task Status layout groups report data
first by assignee and then by task status, just as in the legacy report.

La}’f’“til Task Type - |- @

Sum| Task Type

Tasks Status

Publication Status

S

7. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

Notes:

m Thereis no Include Graphs option in next-generation reports; the
chart portion of the Summary pane is always displayed.

= Unlike in the legacy report, the chart in this report is a visual
representation of the table data in the Summary pane.

m The Summary table has been simplified and is different for each
Layout option.
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8.

m Some of the summary table headings in the legacy report are no longer

shown in any of this report's Summary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid using Show/Hide Columns.

Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes: The default task columns in the legacy report are not the same as
those in this report's Data grid. Use Show/Hide Columns to select the
columns you want in the report.

9.

10.

(Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click =, type a name and
description, and then click OK.

(Optional) Print or save the current report results (see Printing or Saving
Report Results).

Recreating a Superseded "My Tasks & Questionnaires"
Report

Follow these instructions to recreate any of the following superseded Tasks by
User reports:

Writer Tasks
Reviewer Tasks
Approver Tasks
Reader Tasks

All Workflow Tasks

. Click Reports, click My Tasks & Questionnaires, and then click My

Tasks.

Some of the report options have different names than those in the legacy
report. Also, some of the options you used to set before viewing the report
you'll now set after viewing the report.

Under Task Options, select the types of tasks whose assigned users you
want included in the report.

Notes:

= Incomplete and Complete are selected by default, whereas, in the

legacy report, Only Incomplete Tasks is selected by default.

= While there was the Only Overdue Tasks option in the legacy report,

in this report you can see which tasks are overdue by adding the Due
Status column to the data grid after clicking View Report.
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= Inthe legacy report, if you select Only Complete Tasks or
Incomplete and Complete Tasks, you are given the option of
specifying a date range. In this next-generation report, you can specify
a date range by applying a Between filter to a date column in the Data
grid after clicking View Report.

3. Click View Report.

= MY TASKS

B Task Options

Incomplete
Complete

comin;

Submit

User Tasks Status Title Date Assigned

 Task Type: Approve (15) 100% Complete 15
“ Task Type: Read/Com...  33% Complete 3

v TaskType:Submit(4) 0% Complete a

15 30 60 Page 10f 1

N/\VEXGLOBAL

4. For Layout, select Task Status.

The new Layout option determines what type of information appears by default
in the Summary pane and how the grid is organized and grouped by default in
the Data pane. For the Data pane, The Task Status layout groups report data
by task status, just as in the legacy report.

Layﬂ“ti[ Task Type - ‘ ] S

Sum  Task Type

Tasks Status

Publication Status

- 2

5. Choose how you want information in the Summary pane displayed
(Working with the Summary Pane).

Notes:
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m Thereis no Include Graphs option in next-generation reports; the
chart portion of the Summary pane is always displayed.

= Unlike in the legacy report, the chart in this report is a visual
representation of the table data in the Summary pane.

m The Summary table has been simplified and is different for each
Layout option.

m Some of the summary table headings in the legacy report are no longer
shown in any of this report's Summary tables. However, some of the
legacy table headings can be added to this next-generation report's
Data grid using Show/Hide Columns.

6. Customize the Data grid to show only the data you need in the way you
want it represented (Working with the Data Pane).

Notes: The default task columns in the legacy report are not the same as
those in this report's Data grid. Use Show/Hide Columns to select the
columns you want in the report.

7. (Optional) To save all of the report's current document and user selections,
option settings, and customizations for future use, click =, type a name and
description, and then click OK.

8. (Optional) Print or save the current report results (see Printing or Saving
Report Results).
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Working with Next-Generation Report Results
Important: This section is for working with the results of the following next-
generation, dynamic grid reports:

m My Tasks

m Tasks by Document - Current

m Tasks by Document - All Tasks

m Tasks by User - Current

m Tasks by User - All Tasks
For help with any other report, see Working with a Finished Legacy Report.

Once you've generated a report (clicked View Report), you can customize and
use the report results in the following ways.

Working with Report Layouts

Working with the Summary Pane

Working with the Data Pane

Exporting Report Results

Printing or Saving a Report

Working with Report Layouts

A layout is a set of default filters, data column arrangements, groupings, and
summary representations that focus on a particular aspect of the task data.
Layouts apply to both the Summary and Data panes.

You can select a preset system layout or create and save a custom layout.

Selecting a System Layout Option

The available standard layouts depend on the type of report you're working
with—a task report or a questionnaire report.

Task Report Layouts

With report results displayed, for Layout, click Task Type, Task Status, or
Publication Status.
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= ¢

Layout: TaskType -

~ SU Task Type
Tasks Status

Publication Status

~ Data

Tasks Status User

Task Type organizes and represents data primarily by the types of tasks—such
as Read/Complete, Review, and Approve—assigned to the selected
documents/questionnaires or users.

¢ &
Task Type Task Count
® Read/Complete 22
Review 6
Submit 5
~ Datay E ]
Tasks Status User Title
“ Task Type: Read/Complete (22) 10 5
~  Task Type: Review (6) 3 4
v Task Type: Submit (5) 2 5
15 30 60 Page1of1
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Task Status organizes and represents data primarily by whether the assigned
tasks are incomplete or complete.

Layout:

A Sum ¢ o
|Tasks Status | Task Count

® Incomnplete 22

® Complete 11

® Skipped 0

Upcoming 0
~ Data} F o)
Title User Publication Status

» Tasks Status: Complete (11) 66% Approved
v Tasks Status: Incomplete (22) 12 30% Approved
15 30 60 Page 1of 1

Publication Status organizes and represents data primarily by the workflow
status—Draft, Collaboration, Review, Approval, Pending, Approved, and
Archived)—the selected documents/questionnaires or active user tasks are in.
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Layout: |3ubhca:i::|r S[atusl; | l
A summpary ¢ o
Document Count
® Draft 5
In Review 4
Approved 4
® Archived 1
~ Data} £+
Tasks Status User Title
v Publication Status: Approved (20} 10 4
v Publication Status: Archived (2) 2 1
v Publication Status: Draft (5) 2 5
v Publication 5tatus: In Review (6) 3 4
15 30 60 Page 1 of 1

Questionnaire Report Layouts

The layouts available in questionnaire reports vary by report. See the following
sections for details on each available standard layout:

Questionnaire Results by Document

Questionnaire Results by User

Questionnaire Statistics

Selecting a Custom or Shared Report Layout

You can also select a report layout you previously saved (see Creating a
Custom Report Layout) or one that another user has saved and shared.
Layouts you save appear in the Custom area of the Layout menu, and layouts
others have saved and shared appear in the Shared Layouts area.
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Layout: | My Task Type Layout v ‘ ]

~ 51
Task Type

Tasks Status

Publication Status

My Task Type Layout

Custom Task Status

Creating a Custom Report Layout

1. After clicking View Report, use any available customization options in both
the Summary pane (see Working with the Summary Pane) and Data pane
(see Working with the Data Pane) of task reports or in the Data pane (see

Working with the Data Pane) of questionnaire reports to create the report
layout.

2. Totheright of the Layout menu, click E] and then click Create new
layout.

Layout:( Publication Status

~ Summary Create new layout

Ser as default

3. Type alayout name.

Custom Layout Name

Make this layourt available to other users

4. (Optional) To enable other report users to select this layout, select Make
this layout available to other users.
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5. Click OK.

Your custom layout now appears as an option in the Custom area of the
Layout menu.

Layout: | Custom Task Status w ‘ l

~ 5L

Task Type
Tasks Status

Publication Status

Custom Task 5tatus

If you selected Make this layout available to other users, other users
will see the layout in the Shared Layouts area of the Layout menu.

Layout: Custom Task Status = ‘ l

~ 5L
Task Type

Tasks Status

Publication Status

Custom Task Status

Modifying or Deleting a Custom Report Layout
1. For Layout, select the custom layout you want to modify or delete.
2. Do one of the following:

m Make modifications to the Summary and Data pane layouts. Then, to

the right of the Layout menu, click E] and then click Save to current
layout.
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Layout:| Custom Task Status =

~  summary Create new layout

Save to current layout (Ctrl + 5)

]ﬁ[ Delete current layout

Set as default

. Submit

= To theright of the Layout menu, click E] and then click Delete
current layout.

Setting a Default Report Layout

The default layout is the one that will be applied each time in the future you open
this report and click View Report the first time.

1. For Layout, select the system or custom layout you want to set as this
report's default.

2. Totheright of the Layout menu, click E] and then click Set as default.

Layout:| Custom Task Status

~ Summary Create new layout
Save to current layout (Ctrl + s)

m Delete current layout

te
Set as default

. Submit

Working with the Summary Pane

When you click View Report in a next-generation tasks report, the results are
displayed in two major divisions called the Summary pane and the Data pane.
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[E]

=
Task Type « =

Tasks Status

o[t <[] @

User Title

Task Type

Task Count

(S

&

® Read/Complete
Submit

Review

32

6

4

~ Task Type: Review (4)

~ Task Type: Submit (6)

15 30 60

~ Task Type: Read/Com...

10 6

Page1of1

The Summary pane contains a chart and a table of data pertaining to the
current report layout (see Working with Report Layouts). You can modify or use

the Summary pane in the following ways.

Note: You can save changes you make to the Summary and Data panes by

creating a custom layout (see Working with Report Layouts).

Changing the Chart Type and View

A stylized pie chart is displayed by default. To change to a bar chart, click &,

and then click [shl ,
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Layout:| Task Type = ﬂ (]

-~ Summary ¢ |

9
Task Type rask g
nl
® Read/Complete 12( - Ll
‘ Approve 20

Layout: TaskType - n [v]
-~ Summary AT )
125
. Task Type Task Count
100
9 Read/Complete 120
73
Approve 20
50
Submit 13
23
0
[ ] Write 3
~ Data E+ 3

To show labels on chart elements, in the Summary pane header, click £, and
then click Show Labels.

Print summal
Task Type e Ty

Show Labels
@ Read/Complete A

% Clear Filter(s)
Approve

e e < ] ©

~ Summary Tasks Status

Publication Status

e

To see the details behind a chart element, simply point to it.
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Layout:| Task Type = "-l v}

-~ Summary

Submit
Count: 13 (8%)

The default or current Layout selection determines which Summary and Data
pane views are displayed (see Working with Report Layouts). To change the
Summary view without changing the current Data pane layout, in the Summary
pane header, click £, and then click a view.

¢
&= Printsummary

¥ Show Labels

% Clear Filter(s)

Task Type
Tasks Status

Publication Status

Filtering by Chart or Table Element

Click a chart or table element to show only that type or status in the Data pane.
To filter by multiple types or statuses, hold down the Ctrl key while you click
chart or table elements.
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Layout: n L]
~ Summary ¢ &
Task Type Task Count
[ ] Read/Complete 120
Approve 20
Submit 13
® Review 6
9 Write 3
~ Data Ee
Tasks Status User Title
v | Task Type: Approve (20) | 6 n
~ | Task Type: Submit (13) | 4 13
15 30 60 Page1of1

To clear a chart or table filter when only one is selected, click the selected
element. To clear multiple selected filters at once, in the Summary pane

header, click £, and then click Clear Filters.

e 5 < ] ©

A Summary

Task Type

& Print summary

® Read/Complete
Approve
Submit

[ ] Review

‘Write

Printing or Saving a Report Summary

@ Show Labels

& Clear Filter(s)

Task Type
Tasks Status

Publication Status

1. To printonly the Summary pane of a report, in the Summary pane header,

click £¥, and then click a Print summary.
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& Printsummary

¥ Show Labels

& Clear Filter(s)

Task Type
Tasks Status

Publication Status

e

2. For Destination, click Change, and then do one of the following:
m Selecta printer.

m Select Save as PDF.

Print prey

otal je. PolicyTech®
Total: 1 pag e L pescedne Managemen TASKS BY DOCUMENT - ALL TASKS

PolcyTech

Summary

TeskType Task Count.
® read 50
Papersize Letter -
® spprove 1
Review 10
Margins Defauit -
® suomit 2

@] Headers and footers

Background graphics

3. Adjust the other print settings as necessary.

4. Do one of the following:
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m [f aprinter is the currently selected destination, click Print.

m If Save as PDF is the currently selected destination, click Save, and
then follow the prompts.

Working with the Data Pane

When you click View Report in a next-generation tasks report, the results are
displayed in two major divisions called the Summary pane and the Data pane.

Task Type

Task Count

® Read/Complete 32
Submit 6

Review 4

S o
Task Type « x

Tasks Status User Title

v Task Type: Read/Com... 10 6

v Task Type: Review (4) 3 3

v Task Type: Submit (6) 2 6

15 30 Page1of1

When you click View Report in a next-generation questionnaire report, the
results are displayed in a data pane only.

l-ayoutil Questionnaire View v | I ]

= o
7 < ] quetomareverson + « ] queston + =

Response User

Attempt #

15 30

v Title: Family and Medical Lea...
v Title: § Family and Medical Le._..

v Title: T Family and Medical Le...

3

4

6

Page 10f1

The Data pane contains a grid of data pertaining to the current report layout
(see Working with Report Layouts). You can modify or use the Data pane in the

following ways.

PolicyTech 10.6 Reports Supplement



396 - Working with Next-Generation Report Results

Note: You can save changes you make to the Summary and Data panes by
creating a custom layout (see Working with Report Layouts).

Grouping by Column Data

Working with Columns

Exporting Report Results

Printing Report Results

Grouping by Data Column

Each column in the Data pane represents a specific type of data, called a field,
in the PolicyTech database. Grouping is a way of organizing report data by one
or more columns. For example, grouping by the Title column makes each top-
level grid row represent a document or questionnaire title, while grouping by the
User column makes each top-level row represent a user assigned a task.
Document Grouping

~ Data &
Task Type Tasks Status User
Title: Account Collection Process - (355) (18) 37% Complete 13
Title: Account Collection Process - 0% Complete 1
Title: Account Collection Process - (52) (1) 100% Complete 1
Title: Account Collections Form - (1) (43) 6% Complete 43
Title: Accounts Payable and Cash Distribution - (2) (7) 0% Complete 7
User Grouping
~ Data L3
Task Type Tasks Status Title
~ User: Cash, Jordon (Accounts Payable Clerk) (4) 25% Complete 4
~ User: Chen, Jodi (Compliance Officer) (3) 66% Complete 3
~ User: Johnson, Douglas (Chief Executive Officer) (6) 16% Complete 6
~  User: Jones, Anne (Chief Finance Officer) (4) 50% Complete 4
~  User: Woo, Josh (Accountant) (3) 33% Complete 3

You can think of a grouping row as a section heading with a list of relevant data
rows below it. You reveal the rows in a grouping by clicking (expanding) the
grouping heading.
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~ Data L]

Task Type Tasks Status User

A Title: Capitilization - (5) (3) 33% Complete 3
Approve Incomplete Johnson, Douglas (Chief Executive Officer) - (2)
Approve Incomplete Gatos, Will (Chief Information Officer) - (36)
Review Complete Benten, Carol (Manager) - (20)

v Title: Cash Drawers - (6) (2) 50% Complete 2

~  Title: Cash Receipts - (7) (1) 0% Complete 1

There can be multiple grouping levels. In the example below, the Data grid is
grouped first by Task Type and then by Document.

~ Data &

Tasks Status User

v Task Type: Approve (26) 6

~ Task Type: Read/Complete (8) 43

~ Task Type: Review (6) 8

~ Title: Account Collection Process - (355) (4) =)

Complete Hansen, Tom (Manager) - (19)
Complete Driggs, Shiela (Director of Finance) - (21)
Complete Benton, Carol (Manager) - (20)
Complete Benton, Carol (Manager) - (20)

Groupings apply both to the Data grid and to the Data section of printed or
saved report results.

Working with Groupings

Each report has default groupings for each of its layouts (see Working with
Report Layouts). Groupings are shown directly above the grid in the grouping
bar.

~ Data o
Tasks Status User Title
v Task Type: Approve (17) 5 10
v  Task Type: Read/Complete (99) 42 7

You add a grouping by dragging a column heading into the grouping bar and
dropping it in the desired grouping position. You can also arrange grouping
position anytime by dragging a grouping to a new position in the bar.

Note: Not all grouping combinations make sense. Experiment to find the
ones most useful to you.
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~ Data &
m Tasks Status {}j
atus User Title
v Task Type: Approve (17) 5 10
v Task Type: Read/Complete (93) 42 7

To remove a grouping and add it back into the grid as a column, click B

By default, a grouping headings are sorted alphanumerically from least to
greatest. To change the sort order, click ¥ or k.

~ Data

Tasks Status

v Task Type: Approve (17)

v Task Type: Read/Complete (99)

Working with Data Pane Columns

The default columns and their arrangement are determined by the report type
and the currently selected layout (see Working with Report Layouts).

Showing and Hiding Columns

1. Inthe Data pane header, click £, and then click Show/Hide Columns.

o ke < =] ©
-~ Summary ¢ o
Task Type Task Count
® Read/Complete 32
Submit 6
Review 4

Show Column Filters
Tasks Status User Title Show/Hide Columns
~ Task Type: Read/Com... 10 6 Export to Excel
~ Task Type: Review (4) 3 3 Export to C5V
~ Task Type: Submit (6) 2 6 Print Data
15 30 60 Page 1 0f1
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2. Select or click to clear column check boxes, and then click Done.

Show/Hide Columns

Select A

Assignee Task End Date

Complete Tasks

Current Cycle

Current Level

Date & Time Completed

Date Archived

Date Assigned

Date Completed

Date Last Submitted

Date to Archive

Days in Current Cycle

Days Until Due

Document Approval Date

4

Arranging and Sorting Columns

To change column order, drag a column to a different position.

Note: Columns currently selected as groupings (see Grouping by Column
Data) are locked in place and cannot be rearranged.
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~ Data
Task Type - x
Tasks Status Liser tle
Title
v  Task Type: Approve (17) @ 5 10
v  Task Type: Read/Complete (127) 56 9
v Task Type: Review (6) 5 3

To change the sort order of data in a column, click the column heading to display
the current sort order (up or down arrow), and then click it again to reverse the
order.

~ Data &

Task Type - x
Tasks Status User E Title

v Task Type: Approve (17) 5 10

“  Task Type: Read/Complete (127) 56 9

~  Task Type: Review (6) 5 3
Incomplete Benton, Carol (Manager) - (20) Account Collection Process - (358)
Incomplete Breen, Darren (Personnel Manage... Healthcare Benefits - (73)
Incomplete Howard, Susan (Document, Contr... Healthcare Benefits - (73)
Incomplete Howard, Susan (Document, Contr... Computer Security Incident Repor...
Incomplete Thomas, Brad (Director of Operati... Computer Security Incident Repor...

Working with Column Filters

You can use filters to refine report results to include only those records that
match certain column data criteria.

1. Inthe Data pane header, click £, and then click Show Column Filters.
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~ Data
sShow Column Filters
Tasks Status User - Title Show/Hide Columns
“ Task Type: Read/Complete (32) 10 6 Export to Excel
v Task Type: Review (6) & 4 Export to CSV
~ Task Type: Submit (5) 2 5 Print Data
Incomplete Hansen, Tom (Accounting Manager) Production Safety Guidelines
Incomplete Hansen, Tom (Accounting Manager) Laboratory Safety Guidelines
Incomplete Johnson, Douglas (Chief Executive Officer) * Travel Palicy - South America
Incomplete Johnson, Douglas (Chief Executive Officer) * Travel Policy - Asia
Incomplete Johnson, Douglas (Chief Executive Officer) + Family and Medical Leave - South Region

2. (Optional) By default, a filter will include only those records whose filtered
columns contain the text you specify or are equal to the date you specify.
Do one of the following:

m Tochange atext column's filter criterion, point to T, and then click Does
not contain, Starts with, Ends with, Equals, or Does not equal.

~ Data

Tasks Status User

T

“ Task Type: Read/Complete (32) .
Contains

~ Task Type: Review (€)
Does not contain

~  Task Type: Submit (5)

Starts with
Incomplete inting Ma
Ends with )
Incomplete inting Ma
Incomplete Equals hief Exec
Incomplete Does not equal hief Exec
Incomplete Reset hief Exec

m To change date column's filter criterion, point to T, and then click Does
not equal, Less than, Greater than, Less than or equal to,
Greater than or equal to, or Between.
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~ Data

Tasks Status Due Date User
' =h

v Task Type: Read/Complete (32) m

v Task Type: Review (6)

Does not equal
A Task Type: Submit (5)

Less than
Incomplete anager
Greater than
Incomplete anager
Incomplete Lessthan or equal 1o :utive C
Incomplete - Greater than or equal t0  utive C
Incomplete - Between “utive C
15 30 60 Reset

2. Do one of the following, depending on the column type.

m For columns containing text, start typing text in the filter box. The filter is
immediately applied as you type.

~ Data

Tasks Status User

“ Task Type: Read/Complete (17) 5

~  Task Type: Submit (3) 1
Incomplete Johnson, Douglas (Chief Executive Officer)
Incomplete Johnson, Douglas (Chief Executive Officer)
Incomplete Johnson, Douglas (Chief Executive Officer)

= For columns containing dates, click E, and then select a date. (If the
filter criterion is Between, select both a start and end date.)

To clear afilter, point to T, and then click Reset.
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Exporting Report Results

1. After customizing the report results, in the Data pane header, click £, and
then do one of the following:

m Click Export to Excel to export report data to a .xIsx file.

m Click Exportto CSV (comma-separated value) to export report data to
a .csv file (an Excel file saved in CSV format).

~ Data &
Show Column Filters
Tasks Status User - Title Show/Hide Columns
~ Task Type: Read/Complete (17) 5 6 Export 1o Excel
A Task Type: Submit (3) 1 3 Exportto C5V
Incomplete Johnson, Douglas (Chief Executive Officer) * Travel Policy - Sout  Print Data
Incomplete Johnson, Douglas (Chief Executive Officer) t Travel Policy - Asia
Incomplete Johnson, Douglas (Chief Executive Officer) 7 Family and Medical Leave - South Region

2. Follow the prompts to download and open the export file.

Printing or Saving Report Results

A printed or saved report contains both the Summary and Data panes (task
reports) or just the Data pane (questionnaire reports). The Data section of the
printed report will look similar to the Data pane grid in the report results with all
groupings expanded.
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PolicyTech®
Policy & Procedure Management TASKS BY DOCUMENT - ALL TASKS
Summary

Task Type

® Read 50

@ Approve 17
Review 10

® Ssubmit 2

Task Type: Approve

Column Summaries:

Document: Job Description - Accounting Manager - (14)

Column Summaries:

Publication Status: In Approval

Assignee: Gatos, Will (Chief Information Officer)
Document: Job Description - Accounting Manager - (14)
Publication Status: in Approval

Task Type: Approve

Tasks Status: Incomplete

Assignee: Howard, Susan (Document, Control Administrator)
Document: Job Description - Accounting Manager - (14)
Publication Status: In Approval

Task Type: Approve

Tasks Status: Incomplete

1. After customizing the report results, in the Data pane header, click £, and
then click Print Data.

~ Data
Show Column Filters
Task Type Tasks Status Title Show/Hide Columns
~ User: Cash, Jordon (Accounts Payable Clerk) (4) 25% Complete 4 Export to Excel 1
» User: Chen, Jodi (Compliance Officer) (3) 66% Complete 3 Export to CsV
~ User: Johnson, Douglas (Chief Executive Officer) (6) 16% Complete 6 Print Data
~  User: Jones, Anne (Chief Finance Officer) (4] 50% Complete 4
v  User: Woo, Josh (Accountant) (3) 33% Complete 3
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2. For Destination, click Change, and then select a printer or click Save as

PDF.

Print

Total: 14 pages

[ T

Destination L Save as PDF

Change..
Pages ®
Layout Portrait .4
Paper size Letter -
Margins Default -
Options Headers and footers

Backgreund graphics

PolicyTech®
Pally . procedure.

rocedure Management TASKS BY DOCUMENT - ALL TASKS
Summary
TaskType Task Count
® Read s0
® spprove 17
Review 10
@ submit 2

Task Type: Approve
Column Summaries:
Document: Job Description - Accounting Manager - (14)

Column Summaries:

Publication Status: In Approval

Assignee: Gatos, Wil (Chief Infarmation Officer)
tion - Accounting Manager -(1)
al

Assignee: Howard, Susan (Document, Control Administrator)
Document: job Description - Accounting Manager -(14)
Publication Status: In Approval

Task Type: Approve

Tasks Status: Incomplete

3. Adjust other print settings as necessary, and then do one of the following:

m If you selected a printer as the print destination, click Print.

m [fyou select Save as PDF as the print destination, click Save, and then

follow the prompts.
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Working with a Finished Legacy Report

Important: This section is for working with the finished results of all reports
except the following next-generation reports:

m My Tasks

Tasks by Document - Current

Tasks by Document - All

Tasks by User - Current
Tasks by User - All

For help with these reports, see Working with Next-Generation Report
Results.

When you click View Report, the report header contains several options for
working with the finished report.

2 Lets you send the report to another PolicyTech user.

1. Click 7, and then after reading the security alert, click
Continue.

2. To select recipients one by one, search for a user by first or
last name, and then click the name in the search results.

3. Click Send, and then click OK.

L Lets you search for specific text anywhere in the report.

Note: Unlike the browser's Find feature that searches only the
currently displayed report page, & searches through the
entire report contents.

&

Opens the Print feature where you can adjust print settings and
send all or selected pages of the report to a printer.

Opens the Print feature with only the current page selected.

i@

Lets you save the report to disk.

1. Inthe Save As drop-down menu, select a file format (PDF is
the default).
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2. Click &, and then follow the prompts.
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Using Saved Report Settings Features

Saving a Report's Settings

Using a Saved Report Setup to Generate a Report
Emailing a Report from a Saved Setup

Disabling the Automatic Emailing of a Report

Saving a Report's Settings
To save report settings,

1. Ifthe report setup screen is not already displayed, Click Reports, find and
click the report, and then set up the report as you normally would.

2. Click E.

[ Documents

& users

& Task Options

» View Report | E

3. Type aname and description for this report setup.
4. Do one of the following, depending on what you see:
= Click OK.

Name

Tasks by Document - Accounting Dept

Description

Tasks for all accounting documents

m Click Save and Close, and then click OK.
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Save Report x

Name

Incomplete Review Tasks, Accounting Department

Description

The Tasks by Document - In Review report for accounting with the following options selected:
- Include Document Details

- Include Due Dates

- Only Incomplete Tasks

858 character(s) left

Cancel Save and Close

5. Close the report.

Important: Saving a report's settings does not save the report contents,
even if you click View Report before saving. To save an instance of a
generated report, do one of the following:

m [fyou're in a next-generation report (Tasks by Document - Current, Tasks
by Document - All Tasks, Tasks by User - Current, or Tasks by User - Al
Tasks), in the Data pane, click €, and then click Print Data. For
Destination, click Change, and then click Save as PDF. Click Save, and
then follow the prompts.

m Forany other report, in the report viewing pane, in the Save As list, click a
format. Then, click [« and follow the prompts.

Using a Saved Report Setup to Generate a Report
1. Click Reports, and then click My Saved Reports.

Click the saved report's name.

& Douglas Johnson ~

~ My Saved Reports

Documents Due for Periodic Review
Questionnaires With graphs
Last Sent: N/A

My Tasks

v My Tasks & Questionnaires
Wil Reports ¥ Q

v Tasks by Document

£ System Settings

v Tasks by User

v Tasks by Group

3. (Optional) Make changes to the saved report's settings.

4. Click View Report.
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Emailing a Report from a Saved Setup

Important: This feature is available only if all of the following are true:

= You have been assigned the Report Manager or Administrator
permission.

= You have been assigned a valid email address in your user profile.

m PolicyTech has been correctly set up to send emails.

= You are working with one of the following, previously saved Tasks by
Document or Tasks by User reports:

Documents Due for Periodic Review

Documents with Links to Update
Document Owner - Periodic Review Tasks
Document Owner - Links to Update Tasks

After saving a Tasks by Document or Tasks by User report (see Saving a
Report's Settings), you can set up a schedule for automatically generating and
emailing yourself the summary portion of the report based on the saved
settings.

1. Do one of the following:

m  With the report displayed, click £3 near the View Report button.

Documents
Arrangement

Detail Options

Task Options

Output Format

¢ View Report

m Click Reports, and then click Saved Reports. For the saved setup you
want to schedule, click Set up email frequency.

~ My Saved Reports

Documents
Documents Due for Periodic Review

Set up email frequency

H REPORTS & Douglas johnson ~
#
0O
=

Questionnaires With graphs
Last Sent: N/A
My Tasks

~ My Tasks & Questionnaires

| |l Reports

~ Tasks by Document

¥ System Settings

2. Select Enable Periodic Report Emails.
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Saved Report x

Enable Periodic Report Emails

Save and Close

The window expands to show scheduling options.

Saved Report x

¥l Enable Periodic Report Emails

Send Email Frequency

@® Daily @cevery |1 O dayls)
() Weekly (O Every weekday
O Monthly
O vearly
Start: | 10/03/2016 B om0 End after: 50 occurrences

Save and Close

3. Inthe Send Email Frequency area, clicking one of the four options in the
list on the left changes the options displayed to the right of the list. In the list
on the left, do one of the following:

= Click Daily, and then do one of the following:
« Click Every, and then type a number of days between recurrences.

» Click Every weekday if you want the report generated and emailed
on each business day (Monday through Friday).

m Click Weekly. In the Recur every box, type a number of weeks, and
then select the days you want emails sent during a set week.
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Saved Report

Send Email Frequency

O Daily
(&) Weekly
O Monthly

O Yearly

Start: 10/03/2016

#| Enable Periodic Report Emails

Recur every 1 I+

Sun Mon Tue Wed
Thu Fri Sat

09:03

week(s) on:

End after: 50 occurrences

Cancel Save and Close

m Click Monthly, and then do one of the following:

« Click Day, type a number for the day of the month, and then type the

number of months between recurrences.

o Click The, select an ordinal number (First, Second, Third, Fourth,

or Last), select a day, and then, in last box, type the number of
months between recurrences.

Saved Report

Send Email Frequency

O Daily
(0 Weekly
(=) Monthly

O Yearly

Start: 10/03/2016

#| Enable Periodic Report Emails

®Day |1 ¢ ofevery | 4
(O The | First v Day
09:03

)
W

W

month(s)

of every | 4 & month(s)

End after: 50 occurrences

Cancel Save and Close

m Click Yearly, and then do one of the following:

» Click Every, and then select a month and day.

« Click The, select an ordinal number (First, Second, Third, Fourth,

or Last), select a day, and then select a month.
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Saved Report ®

#| Enable Periodic Report Emails

Send Email Frequency

© Daily (® Every | January v 1 ¢
Weekly
O ° O The First v Day v of | January v
(O Monthly
@ Yearly

Start: 10/03/2016 El 09:03 End after: 50 occurrences

| Cancel Save and Close

5. Nextto the Start box, click 1, and then navigate to and click the date when
you want automatic emailing of reports to start.

6. Inthe second box after Start, type the time of day when you want the
emails sent.

Notes about the number of email occurrences:

m Report emails will be sent a maximum of 50 times on the currently set
schedule. After 50 occurrences, emailing is disabled. To start emailing
the same reports again, open the saved report setup, select Enable
Periodic Report Emails and select a new start date.

m Rather than keep a running total of occurrences, PolicyTech calculates
an end date based on the schedule settings at the time you save them.
It then disables emailing of this report once that date passes. For
example, if you select Daily as the recurrence method and want emails
to go out every 2 days with a start date of 6/1/2014, the first email is
sent out on 6/1, with each subsequent email sent out every other day
thereafter (6/3, 6/5, 6/7, and so on). That means the 50th and last
occurrence of the periodic emails falls on 9/7/2014—the calculated end
date. As soon as a report email is sent on that date, PolicyTech clears
the Enable Periodic Report Emails selection.

m Todisable periodic report emails at any time before 50 occurrences,
open the saved report setup, and then click to clear Enable Periodic
Report Emails.

7. Click Save and Close.

An email similar to the one shown below will then be sent to at each "send"
occurrence in the set schedule. Open the attachment to view the report
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From: donotreply @policytech.com Sent: Wed 2/19/14 3:27 PM
Tao: Douglas Johnson

Cc

Subject: Scheduled Report: Incomplete Review Tasks, Accounting Department

=) Message] EB.pdf (101 KB}

See message attachments for your report.

Disabling the Automatic Emailing of a Report

After enabling a report to be emailed to yourself automatically on a set
schedule, you can easily disable this functionality at any time.

1. Click Reports, and then click Saved Reports.

2. Forthe report you want to disable, click the button with the displayed date
and time for the next scheduled email.

POLICYTECH REPORTS & Douglas johnson

Pulicy & Procequre Management

Home
~ My Saved Reports

Documents Due for Periodic Review
10/29/2018 2:06 PM

Questionnaires With graphs
Last Sent: N/A

Documents

My Tasks
v My Tasks & Questionnaires
Reports

~ Tasks by Document

System Settings

3. Click to clear the Enable Periodic Report Emails check box.

Saved Report

#| Enable Periodic Report Emails

Send Email Frequency

(O Daily ® Day |1 ¢ | ofevery | 4 ¢ | month(s)
Weekly ,
O ’ O The  First v Day v | ofevery | 1§ maonth(s)
(=) Monthly
(O Yearly
Start: 10/03/2016 09:03 End after: 50 occurrences

Cancel Save and Close
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4. Click Save and Close.
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Creating Custom Reports with Excel

You can create any number of custom reports using document and user data
from PolicyTech combined with the rich data display functionality of Microsoft
Excel.

Important: Itis not within the scope of this topic to teach how to use Excel
features. The topic assumes that your knowledge of and skills in using Excel
are at an intermediate or advanced level.

The Excel Report Template

When you create an Excel report using PolicyTech data, you are, in effect,
creating a template. If you are an administrator or have been assigned the
template role, you can create the report as a PolicyTech template. Otherwise,
you can create the template as a stand-alone Excel file.

We recommend creating the template inside PolicyTech for the following
reasons:

Control

m Reports (documents) created using the PolicyTech template are stored in
the PolicyTech database with version control.

m PolicyTech saves copies, or snapshots, of each report whenever both the
content and status of the report document change.

= You can set up email reminders for reading the report and reviewing it to
ensure it is up to date.

Security and Access

= Only users with assigned permissions can view or edit the reports.
Document security options range from allowing the public to view the
document down to only allowing administrators to view it.

= The report can be viewed or edited from wherever PolicyTech users have
Internet access. If a user needs to access or edit the report offline, the
report can be downloaded and then imported back into PolicyTech so that
any changes made offline are preserved.

Functionality
m The full Excel feature set is available.

= You can edit the Excel template in PolicyTech (in a browser window) or in
undocked mode, where you edit the template within the Excel application
for Windows®.
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Notes:

»  When working in Excel in undocked mode, each time the worksheet is
saved a copy of it is automatically uploaded to PolicyTech.

m Editing an Excel document in a PolicyTech browser window may
require a double-click to activate a cell or use shortcut keys, such as
Ctrl+C and Ctrl+V.

m Some Excel functionality, such as protected mode, may disable certain
PolicyTech editing tools, such as inserting document properties.

Creating an Excel Report Template
1. Do one of the following:

m Add an Excel template in PolicyTech and assign its properties. Be sure
to select Excel Spreadsheet as the document type. (See "Creating a
Template" in the Administrator's Guide for detailed instructions.)

Note: If you prefer to work with Excel undocked from the PolicyTech
browser window, see "Working with Word or Excel Undocked" in the User's
Guide.

m Create a new workbook in the Excel application.

2. Do one of the following, depending on the type of PolicyTech report you're
generating:

m Generate one or more next-generation reports. Then, in the Data
section header, click £, and then click Export to Excel.

o

Show Column Filters
Show/Hide Columns
Export to Excel

Export to C5V
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m Generate one or more legacy management reports with Microsoft Excel
Raw selected as the output format.

= POLICYTECH

Policy & Procedurs Managament
Users
Documents
Arrangement
Detail Options
Task Options

Output Format

@ Standard

() Microsoft Excel Raw

& View Report E

3. Inthe template's Edit Document window or in the stand-alone workbook,
copy and paste the exported report data into a template worksheet. (You
may want to copy and paste only the report headings into the template.)

Important: You may want to designate one worksheet for storing only the
PolicyTech report data and then format the report on a different worksheet,
with cell references to the report data. This will preserve the ability to quickly
copy and paste PolicyTech report data.

4. Add report content, such as headings, formulas, graphics, charts, and
tables, and then save and close the template or stand-alone workbook.

5. Save and close the template.

Generating an Excel Report
Now that the template is in place, you can create the actual report.

1. Ifyou created the report template in PolicyTech, create an Excel document
as you normally would (see "Creating a Document" in the User's Guide)
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and assign the report template to the document. If not, skip this step.

2. Runthe report or reports containing the data the report template needs,
and then copy and paste the data into the report.

3. Save the report document (workbook).

Note about PolicyTech documents: Unless you want the report
document reviewed and approved, you should probably keep it in draft
status.

4. The next time you want to run the report, do one of the following:

m [f you don't care about losing the data from the last time you ran the
report, simply copy and paste the new data over the old.

m To preserve the report with its previous data, do one of the following:

« If you created the report documentin PolicyTech and are an
administrator, set the document as approved (see "Setting a
Document as Approved" in the Administrator’s Guide). If you're not
an administrator, send the document through the review and
approval process until it is approved (see "Submitting a Document or
Questionnaire to Writers, Reviewers, or Approvers" in the User's
Guide). In the approved document, create a new version (see "Doing
a Periodic Review and Creating a New Version" in the User's
Guide), and then copy and paste the new data over the old.

« Ifyou created the report in stand-alone Excel, copy and paste the
new data over the old, and then use Save As to save the workbook
with a different file name.

Sample Reports

In the simple report below, the table was created from the data of a Document
Assignments by Title report, and the data was copied directly into the table.
Notice that PolicyTech sorts the rows alphabetically ascending—first by title,
and then by assignment type. You can change which column is the first sorting
key by clicking the down arrow in the column heading and then selecting a sort
order. However, since the data is copied directly into this report to create it, you
wouldn't want to change the column arrangement so you could copy and paste
new data directly over the old.

Note: If you create a table from PolicyTech report data, you may need to
adjust the table size each time you copy and paste new data into the report.
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A B C D E F G
(W Title (Version) _______KdVersion KA Ref. # K Status RUser Kl Assignment Type d
2 | Anti-Bribery Policy (v.1) 1 233 Approved Potts, Tony (Document Control Administrator) Approver
3 |Anti-Bribery Paolicy (v.1) 1 233 Approved Potts, Tony (Document Control Administrator) Document Owner
4 Bank Account Reconciliation (v.3) 3 4 Approved Hansen, Tom {(Accounting Manager) Reviewer
5 Bank Account Reconciliation (v.3) 3 4 Approved Johnson, Douglas {Chief Executive Officer) Approver
6 |Bank Account Reconciliation (v.3) 3 4 Approved Hansen, Tom (Accounting Manager) Document Owner
7 |Capitilization {v.2) 2 5 Approved Hansen, Tom (Accounting Manager) Reviewer
8 |Capitilization {v.2) 2 5 Approved Johnson, Douglas (Chief Executive Officer) Approver
9 |Capitilization {v.2) 2 5 Approved Hansen, Tom (Accounting Manager) Document Owner
10 Cash Drawers (v.2) 2 6 Approved Hansen, Tom (Accounting Manager) Reviewer
11 Cash Drawers (v.2) 2 6 Approved Johnson, Douglas (Chief Executive Officer) Approver
12 |Cash Drawers (v.2) 2 6 Approved Hansen, Tom (Accounting Manager) Document Owner
13 Cash Receipts (v.1) 1 7 Approved Hansen, Tom {Accounting Manager) Reviewer
14 |Cash Receipts (v.1) 1 7 Approved Johnson, Douglas (Chief Executive Officer) Approver
15 |Cash Receipts (v.1) 1 7 Approved Hansen, Tom {Accounting Manager) Document Qwner
16 Chart of Accounts (v.1) 1 8 Approved Hansen, Tom (Accounting Manager) Reviewer
17 Chart of Accounts (v.1) 1 8 Approved Johnson, Douglas (Chief Executive Officer) Approver
Echan of Accounts (v.1) 1 8 Approved Hansen, Tom (Accounting Manager) Document Owner
19 |Check Requests (v.1) 1 9 Approved Hansen. Tom (Accounting Manager) Reviewer

In the report below, the data was copied into a worksheet separate from the
report worksheet, and cell references were used to populate the table. Notice
that the column arrangement has been changed to show the key sorting column
(Title) first. Also, the Version column has not been included, because the
version number is already included with the document title. Changing the
column arrangement does not disturb data entry, because the report data is in

another place.
A B & D E F
1 [Title (Version) Version Status  User Assignment Type
2 |Anti-Bribery Policy (v.1) 1 Approved Potts, Tony (Document Co Approver
3 | Anti-Bribery Policy (v.1) 1 Approved Potts, Tony (Document Co Document Owner
4 |Bank Account Recanciliation (v.3) 3 Approved Hansen, Tom (Accounting Reviewer
5 | Bank Account Reconciliation (v.3) 3 Approved Johnson, Douglas (Chief E Approver
6 |Bank Account Reconciliation (v.3) 3 Approved Hansen, Tom (Accounting Document Owner
7 | Capitilization (v.2) 2 i "B © D E F
8 Capiilization (v.2) 1 Bl Ret. # B4 BuUser [ Assignment Type B
9 |Capitilization (v.2) 2 Anti-Bribery Policy (v.1) 233 Approved Potts, Tony (Document Control A Approver
10 |Cash Drawers (v.2) 3 |Anti-Bribery Policy (v.1) 233 Approved Potts, Tony (Document Control A Document Owner
11 Cash Drawers (v.2) 4 |Bank Account Reconciliation (v.3) 4 Approved Hansen. Tom {Accounting Manag Document Owner
12 |Cash Drawers (v.2) 5 |Bank Account Reconciliation (v.3) 4 Approved Hansen, Tom (Accounting Manag Reviewer
13 |Cash Receipts (v.1) 6 Bank Account Reconciliation (v.3) 4 Approved Johnson, Douglas (Chief Executiv Approver
14 |Cash Receipts (v.1) 7 | Capitilization (v.2) 5 Approved Hansen, Tom (Accounting Manag Document Owner
15 |Cash Receipts (v.1) 8 |Capitilization (v.2) 5 Approved Hansen, Tom (Accounting Manag Reviewer
16 |Chart of Accounts (v.1) 9 |Capitilization (v.2) 5 Appraved Johnson, Douglas (Chief Executiv Approver
17 |Chart of Accounts (v.1) 10 Cash Drawers (v.2) 6 Approved Hansen, Tom (Accounting Manag Document Owner
18 | Chart of Accounts (v.1) 11 Cash Drawers (v.2) 6 Approved Hansen, Tom (Accounting Manag Reviewer
19 Check Requests {v.1) 12 Cash Drawers (v.2) 6 Approved Johnson, Douglas (Chief Executiv Approver
20 | Check Requegts-{- " 13 | Cash Receipts (v.1) 7 Approved Hansen, Tom (Accounting Manag Dacument Owner
H 4+ W] Repo " 14 | Cash Receipts (v.1) 7 Approved Hansen, Tom (Accounting Manag Reviewer
15 |Cash Receipts (v.1) 7 Approved Johnson, Douglas (Chief Executiv Approver
16 | Chart of Accounts (v.1) 8 Approved Hansen, Tom (Accounting Manag Document Owner
17 |Chart of Accounts (v.1) 8 Approved Hansen, Tom (Accounting Manag Reviewer
18 | Chart of Accounts (v.1) 8 Approved Johnson, Douglas (Chief Executiv Approver
19 | Check Requests (v.1) 9 Approved Hansen, Tom (Accounting Manag Document Owner
20 [Che 1) 9 Approved Hansen, Tom (Accounting Manag Reviewer
4 4 b || Report Bata (=] [«
——

The report below includes a pivot table created from the same data as the
previous two reports.
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Row Labels -
+| Approver
= Document Owner
= Benton, Carol (Environmental Control Manager)
Cleaning Checklist {v.1)
Job Description - Environmental Contral Manager (v.1)
Job Description - Janitor (v.1)
Performance Evaluation - Environmental Control Manager (v.1)
Performance Evaluation - Janitor (v.1)
Performance Evaluation - MSDS Technician (v.1)
+ Breen, Darren (Personnel Manager)
+IFarnsworth, John (Information Systems Manager)
+1Gleeson, Edward (Manufacturing Manager)
+IHansen, Tom (Accounting Manager)
+lJohnson, Douglas (Chief Executive Officer)
+ Lavin, Alice (Manager)
+ Potts, Tony (Document Control Administrator)
+ Rydalch, Cindy (Receiving)
+ Stoker, Brent (Director of Engineering)
+IThomas, Brad (Director of Operations)
+\Wright, Fred (Software Development Manager)
+ Reviewer
+'Writer
Grand Total
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