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Introduction to User Topics - 1

Introduction to User Topics

The User's Guide helps you learn about and efficiently use
PolicyTech™.

To get started, please read the following introductory topics:
The Publishing Process

Roles and Permissions

Logging In to PolicyTech

Changing Personal Preferences

Resetting a Forgotten Password
Working with My Tasks

The Publishing Process

All documents created in PolicyTech™ must go through the publishing
process before they can be made available for general access to
readers (all users). There are seven possible stages or statuses in the
publishing process: draft, collaboration, review, approval, pending,
approved, and archived.

Draft Review Approval ;z::’:iﬁ Archived
Reviewers Approvers
Document Owner (coﬂubwatorsf o Now ;c;tsr
- j\ & Later y
Aceept ’%J Auto} Archived
Bomel®>
num ’ |
Auto-publishes  Auto-distributes
on your set date document and quiz
I Deoﬁne or Revise Detﬁne or Revise * v
A~
TR - W
Employees/Readers

The process starts when a document owner writes the original draft of
the document. If desired, the document owner can collaborate with
other writers to complete the first draft. The document owner then
submits the document to review, where each reviewer can accept,
revise, or decline the document. If all reviewers accept it, the document
is automatically moved to the approval status. If revised or declined by
one or more reviewers, the document is placed back in draft status, and
a task email is sent to the document owner to review the revised or
declined document, make the necessary changes, and then resubmit
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the document for review. (The document goes back to draft status only
after all reviewers have accepted, revised, or declined it.) This part of
the process can be repeated as many times as necessary to create an
acceptable document.

Once all reviewers approve a subsequent draft, the document is moved
automatically to approval status. Approvers have the same options as
reviewers for dealing with the document (accept, revise, and decline). If
all approvers accept it, the document is automatically published. If one
or more approvers revise or decline the document, it again goes back to
draft status where the document owner can again make needed
changes and resubmit the document for review or directly to approval.

The only time a document is not immediately published upon approval is
if the document owner designates a publication date sometime in the
future. In that case, the document is moved to pending status until that
date arrives, and then the document is published.

As soon as a document is published, task notifications to read the
document are sent to all assigned readers.

If an approved document is a new version of an existing document, the
previous version is automatically archived when the new version is
published.

Roles and Permissions

The things you can do in PolicyTech™ are determined by the document
roles and system permissions assigned to you by the document control
administrator (DCA), as shown in the following tables.

Document Roles

Document Description

Role

Document A document owner has the following responsibilities for
Owner each owned document:

m Create the document

m Assign writers, proxy authors, reviewers, approvers,
and readers

= Assign departments and categories

= Write the document content or assign another user
to write it

»  Manage the document through the review and
approval process, making revisions as necessary
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m Asthe documentis periodically reviewed, create
new versions and make necessary updates

When necessary, a document owner can also do the
following with an owned document:

m  Submit the draft document directly to approval if no
required reviewers are assigned

m Setthe document as approved if assigned the
"approves own documents" role

m Modify the assigned readers of published
documents

m Archive the document

Approves  This document role applies only to users assigned the

Own document owner role. With the "approves own

Document document" role assigned, a document owner can
approve his or her own documents without having to go
through the review and approval process.

Note: If a document's template contains required
reviewers or approvers, the document owner is not
allowed to approve the document, even with the
"approves own document” role assigned.

Writer A document owner can assign any user with the writer
role to write or collaborate in writing a document. A
writer cannot, however, access or change any of the
document's properties (assignments, roles, permissions,
and so on). A writer can edit an assigned document for
aslong as itis in the draft status.

Reviewer A document owner can assign any user with the
reviewer role to review documents. A reviewer can
accept an assigned document as is, revise it, or decline
it. Those assigned the reviewer role are typically subject
matter experts and managers.

Approver A document owner can assign any user with the
approver role to approve documents. An approver can
accept an assigned document as is, revise it, or decline
it. Because an approver is legally responsible for a
document's contents, those assigned the Approver role
are typically managers or company executives.

Pending A user assigned the pending documents role can see
Documents documents that are approved but not yet published
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because of a pending publication date. Access is limited
to documents the user would be able to see once the
document is published.

Reader

A user assigned the reader role can see all published
documents whose security is set to All Users.

Archived
Documents

A user assigned the archived documents role can see
archived documents. Access is limited to documents the
user would be able to see if the document were in
published status.

Template

A user assigned the template role can view, create, and
edit document templates, but cannot delete them.

Proxy
Author

The following list describes what a user assigned the
proxy author role can and cannot do:

m Can create documents for assigned document
owners only

m Can access and edit all draft documents for
assigned document owners regardless of whether
the documents were created by the proxy author or
the document owner

m Cannot submit a document for review or approval
but can request that the document owner do so

m Can view assigned document owners' documents
through the review and approval process

System Permissions

System
Permission

Category
Owner

Description

A user assigned this permission can immediately
access and edit all unassigned categories and their
subcategories.

Document
Control

for All Sites
(Global
DCA)

When assigned this permission, a user can do the
following:

Administrator preferences: Access and edit all preferences

(Company Setup, User Setup, Document Setup,
and System / IT Settings), including designating
other users as global or site document control
administrators.

Reports: Generate and view management and
administrative reports and access other reporting
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options.
Documents:

m Do everything a document owner can do, except
be assigned as a document's owner.

m Setadocument as approved, skipping all
assigned writers, reviewers, and approvers.

m Editadocumentin its current state without
sending it back to draft or creating a new version.
(The document owner receives notification that
the document has been edited.)

m Skip the next review date anytime (designate as
"No Revision Necessary"), even before the review
warning period.

Document
Control

Administrator do everything on that site that a document control

for a Single
Site (Sub-
DCA)

Except for the exceptions listed below, a document
control administrator for a single site (sub-DCA) can

administrator for all sites (global DCA) can do.

m A sub-DCA cannot access the following
preferences: General Properties in Company
Setup; Default Properties in Document Setup;
all System / IT Settings preferences.

m Because a global DCA can assign a category or
template to multiple sites, changes a sub-DCA
makes to an existing category or template affects it
at all assigned sites. However, a sub-DCA cannot
assign new categories or templates to other
existing sites. But a sub-DCA can choose to have
the new category automatically assigned to new
sites as they are created.

m  When assigning system permissions to users, a
sub-DCA can only assign them for that sub-DCA's
assigned site.

Company/
User

If assigned this permission for all sites, a user can
access and edit all the Company Setup and User
Setup preferences that a global DCA can access and
edit. A user assigned this permission for a single site is
limited to the Company Setup and User Setup
preferences a sub-DCA can access and edit.

System/IT

A user assigned this permission can access and edit all
of the System / IT Settings for all sites.
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Report
Manager

When assigned this permission, a user can access
Management Reports and Other Reporting
Options in Reports.

Access Site

By default, a user only has access to the site assigned
to that user. A user assigned the access site
permission can access other sites.

View Docs
All
Departments

This permissions applies only if the DCA has restricted
users to seeing only the documents assigned to their
departments. (By default a user assigned the reader
role can view all unrestricted published documents
assigned to any department.) When assigned this
permission, a user can see unrestricted documents in
all departments, as if the department restriction were
notin place.

Manager

A user assigned the manager role can do the
following:

m Add or change a user, with control over a limited
set of settings (department manager only)

= Run management reports on managed users

m Receive escalation notifications for managed
users' overdue tasks

m Change reader assignments for documents
assigned to the department (department manager

only)
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Logging in to PolicyTech

PolicyTech™ runs in your Internet browser, so, to log into PolicyTech,
you must have its web address.

When PolicyTech was installed, one of your organization's users was
designated as a document control administrator, or DCA. The DCA has
responsibilities and permissions to set up PolicyTech users and
preferences and will know the web address for accessing PolicyTech.

Note: Your information technology (IT) professional or system
administrator may have set up a different way to access PolicyTech,
such as a link from within your organization's web portal. In any case,
the PolicyTech DCA should be able to help you get to the PolicyTech
login window.

1. Contact your PolicyTech DCA to get the following:
m PolicyTech web address or link
m Your PolicyTech user name and password
2. Open your Internet browser, and then do one of the following:

= Inthe browser's address box, type the PolicyTech web address,
and then press Enter.

m Or go to the page containing the PolicyTech link, and then click
the link.

3. Inthelogin window, type your user name and password.

Notes:

m [faPolicyTech language module has been installed, you will
also have the option of selecting a language for the user
interface text.

= [fyou see the NAVEX Global logo instead of the PolicyTech
logo, that means that your organization has two or more
NAVEX Global products and that the Single Sign-on feature
is in use. After signing in, you will need to access PolicyTech
from the Gateway. See your document control administrator if
you have questions.
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8 - Logging in to PolicyTech

POLICYTECH"

Policy & Procedure Management

Usermname
tgifford

Password

Forgot password?

You should now see the default PolicyTech window your DCA has
selected for your site (location), which may or may not look like the
one below.

MY TASKS(22) ' REPORTS ' PREFERENCES Welcome Tom Hansen | LOG ouT

policytech

Demo Site

Site: Corporate Headquarters

T New Document ~ |l BZTTRY Search for ‘ﬂ

Arrange by: A/B/C|F/H/J/M 0P| Q/R[S|W

‘Depaﬂmgnls |Z| Please click on the appropriate item on the left to see a list of documents.
< Add Custom

Pending

b
Published EI ting (15
My Documents @ Administration (22
@ Disaster Recovery (3)
@ Educational Resources (2)
@ Engineering ()
= @ Environmental Services (&
Favorites @ Fiscal Services (2)
Frem i Eme TS @ Human Resources (15
@ Installation (2)
@ Manufacturing (5)
@ Operaions (2)
@ Purchasing (2)
PolicyShare™ @ Shipping and Receiving (6
@ Software Development (16)
@ Systems Administration (2)
@ Technical Semvices (2

All Documents
Draft
Review

Things to Do in PolicyTech

Once you've successfully logged in, go to one of the following sections,
depending on what you want to do next:

Changing Personal Preferences (for all users)

Finding and Opening a Document (for all users)

Reading a Required Document (for all users)

Creating and Working with Draft Documents (for document owners,
proxy authors, and writers)

Working with Documents in Review and Approval (for document
owners, proxy authors, and writers)
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Reviewing and Approving a Document (for reviewers and approvers)

Resetting a Forgotten Password

If you have forgotten your password, you may be able to have
PolicyTech™ send you a link to reset it.

Important:
m The document control administrator (DCA) has set you up to
receive PolicyTech emails.
m PolicyTech is not currently using a network service called Active

Directory® to keep the user list in PolicyTech synchronized with
the network user list.

If you don't receive an email after following the steps below, contact
your DCA, who can reset your password.

1. Inthe login window, click Forgot Password?

POLICYTECH

Policy & Procedure Management

Usemame

Password

Fcrgc@ %assword?

2. Inthe Username box, type the user name you normally use to log
in, and then click Submit.

Note: If you've forgotten your user name, you will need to contact
your DCA for help.
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POLICYTECH"

Policy & Procedure Management

Forgot password?

er your username for a link to reset you 5
e f ease contact

I administrator

Usermame:

tgifford

3. You should now see the message "Email sent." Close the Forgot
Password? window.

Note: If you see the message "User not found in records" or "User
does not have an email address," contact your DCA.
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POLICYTECH"

Policy & Procedure Management

Forgot password?

Usermame:

tgifford

4. Check your in box for an email with the following subject: "Reset
Password for PolicyTech." Open the email, and then click the
provided link.

Note: It could take several minutes for the email to be processed and
sent to your in box. If you don't receive an email, contact your DCA.
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12 - Logging in to PolicyTech

From: donotreply @policytech.com Sent:  Tue 4/2/13 9:20 AM
To: Susan Howard

Ca

Subject: Reset Password for PoligTech

This email was sent automatically by the PolicyTech software in response to your request to recover your password.

To reset your password and access your account, click on the link below. If nothing happens when you click on the link, copy and paste the
link into the address bar of your web browser.

hng:f.fcrp.goli%:z\tech COM/ e Sttt esatlh gt page "und- e TR “Lalip Flph TR VIR N LI

5. Type a new password, and then type it again to confirmiit.

POLICYTECH"

Policy & Procedure Management

Please Update Your Password

MNew Password

Confirm Password

6. Click Save.

Changing Personal Preferences
You can set personal preferences for the following:

m Your password (if changing a password anytime is enabled). See
Changing Your Password.

Note: If you've forgotten your password, see Resetting a Forgotten
Password.
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m What you see after you first log in to PolicyTech™. See Changing
Default Display Options.

m What options are selected by default for the basic search feature.
See Changing the Default Search Options.

m The language for user interface text (only if a language module has
been added). See Changing the Interface Language.

Changing Your Password
1. Click PREFERENCES, and then click Personal Settings.

Important: The Change Password area of the Personal Settings
window appears only if your document control administrator (DCA)
has set up PolicyTech™ to allow the resetting of passwords anytime.
If you don't see the Change Password area and you need to change
your password, contact your DCA, who can reset it for you. If you
have simply forgotten your current password, go to Resetting a
Forgotten Password.

- Change Password

Current Password |:|
NewPassword | |
Confirm Password I:l

- Default Display Options

Default Tab |5ite Default (Documents) | v | aQ
Default View | Site Default (All Documents) | v | 9
Default Arrangements |5ite Default (Departments) | 2 | i)

- Basic Search
Select the default basic search to display in the Documents area.

In |Tiﬂe |v |

By | Selected Status |v |

- Regional Settings

Language | English (English) [¥]

H Save | Cancel

L ",

2. Type your current password.
3. Type anew password, and then type it again to confirmiit.

4. Click Save.
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Changing Default Display Options

Use the Default Display options to select what you want displayed by
default when you first log in to PolicyTech™ and whenever you click a
status inthe DOCUMENTS tab.

1. Click PREFERENCES, and then click Personal Settings.
2. Make the desired changes (see display option descriptions below).
3. Click Save.

Default Tab

Use Default Tab to specify which tab—DOCUMENTS, MY TASKS,
REPORTS, or PREFERENCES—will be selected by default after you
login.

~ Default Display Options
Default Tab | My Tasks |T| o

Site Default (Documents)
Documents

My Tasks
Default Arrangements Reports i)
Filter by Language Preferences
Basic Search i
. DOCUMENT 5 REPORTS ' PREFERENC
policyt

Default View

Tasks ‘ - Read the following documents as soon as possible :
Title

|Z] Workplace Rules & Guidelines (v.2}

Warknlace Safety (v 1)

Default View

Use the Default View option to specify what will be selected by default
within the Default Tab.

Note: The Default View options change depending on the Default
Tab selection. Also, this option is not applicable if Reports or
Preferences is the current Default Tab selection.
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Personal Setfings ? Help
Default Display Options
Default Tab ‘ Documents | v ‘ )
Default View [Favorites} | Vi@
All Documents
Default Arrangements My Documents (i ]
Filter by Language Favorites
Recent Ddcuments
Research
~ Basic Search

N DOCUMEI MY TASKS (12) ' REPORTS = PREFERENCE
policytech

Site: Corporate Headquarters ~

Documents (= Print ~

All Documents
Arrange by:

|Departments vl Please click on the a

@ [All Documents]

Recent Documents

Default Arrangements

Use the Default Arrangements option to specify what will be selected
by default within the Arrange by box whenever you click a status
(Draft, Collaboration, Review, and so on) inthe DOCUMENTS tab.
(See Finding a Document in a Specific Status for details on this display
feature.)
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Personal Setfings 7 Help
~Dlefault Display Options
DeastTab Do /o
D Vew P v/o
Defaut Amangements | LAALEL VLI “’ 0
. Site Default Departments)
Filter by Language Depatnets A
Template —
~Basic Search Document Ouner —
Selectthe defaut basic Efm?' )
eviewer
In-| Tk Anprover
Category —
BYM Al Categories policytech
— CALEA y
~Regional Setings—  Compliance Standards Vv
———— Document Type
Lanquage | English (Engrsy P T
Al Documents
Draft
Collaboration
Review
Approval
Pending
Published
Archived
My Documents
Filter by Language

Select Yes to hide all documents that are not in the language you select
in the Regional Settings area of Personal Settings, or select No to

Amange by:
Document Qwner v
% Add Custom

[l Documents]

ALl

No dz

Type

@ Benton, Carol )
 Breen, Daren (14)
@ Calfus, Steven
 Driqgs, Shiela

@ Famsworth, Jo (1
 Filmore, Gregory
 Gatos, Wil

show all documents regardless of their assigned languages.

Note: This setting is initially determined by your primary site's Filter

by Language setting. So the default setting will be either Site
Default (No) or Site Default (Yes).

Changing the Default Search Options

Use the Basic Search options to specify what you want selected by

default as the In and By options for the Basic Search feature.
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1. Click PREFERENCES, and then click Personal Settings.

2. Use the In setting to specify the default Basic Search setting for
how much of a document you want to search: just the title, only
document contents (full text), only keywords, only the reference

number, or all of the previous.

Inthe In list, click a setting.

Personal Settings ? 'Help

~ Default Display Options

Default Tab | My Tasks e
Default View | Tasks | v | o
Default Arrangements | Document Owner | > | ]

~ Basic Search
Select the default basic search to display in the Documents area.

In | Title| v
Title
Full Text

Keywords

~ RecReference #

LarA" of the above N , —|T|

Welcome Tom Hansen | LOG OUT

Demeo Site

HJMOPOQRSW

All of the above | V|

click on the appropriate item on
By| All Documents: Published | - |
Advanced Search @ Help I P search |

3. Use the By list to specify which status or

arrangement you want

selected as the default By option for Basic Search.
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Personal Settings 7 JHelp
~ Default Display Options
Default Tab | My Tasks [“]e
Default View | Tasks [v]@
Default Arrangements | Document Owner | v | [ ]
~ Basic Search

Select the default basic search to display in the Documents area.
In |AII of the above |v |

:"BiSelected ltem in Arrangement| v
Selected Status

-~ RegSelected ltem in Arrangement
Entire Library (All Active Statuse
guaqge § d

Lai

Welcome Tom Hansen | LOG ouT

In | All of the above

k on the appropriate item on

elected Item in Arrangement [~]

Advanced Search © Help I: P search ..I

4. Click Save.

Changing the Interface Language

Important: Additional languages are available only if one or more
language modules have been installed.

Use this option to specify which language for the user interface text is
selected by default when you log in.

1. Click PREFERENCES, and then click Personal Settings.

2. Clickthe Language box, and then click a language.

oy | ecletled odius
| }

- Regional Settings

Language | English (English) | v |
Espafiol (Spanish) —

English (English) N

e A

3. Click Save.
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Working with My Tasks

If PolicyTech™ is set up to use your organization's email system,
PolicyTech sends you a notification email each time you receive a new
task (see Working with Notification Emails for details). Each task is also
added to your My Tasks page in the appropriate task type section.
The types of tasks you can receive depend on the document roles and
system permissions you've been given.

Note: If PolicyTech or your user profile is not set up for you to receive
email notifications, you will see an Inbox option on the My Tasks
menu. Click Inbox to view and manage your task and other
notifications. See Using the Messages Inbox for details.

1. Click MY TASKS. The image below is an example of what a My
Tasks page could look like for a user assigned the reviewer and
reader roles.

Notes:

m When assigning writers, reviewers, and approvers to a
document, assigning a due date, a warning period, and a date
when a task becomes critical are optional. If one or more of
these dates have been assigned, you may see one of the
following icons: £ (when the current date is within the
designated warning period before the due date); £ (when the
due date has passed); (1) (when the designated critical date has
arrived).

m By default, all task sections are expanded. You can click [=| or
the section title to collapse a section.

policy

Tasks

- =l Review the following documents as soon as possible: (2)
Title Date Assigned Days Elapsed Date Due  Days Left
V e M 09/30/2013 0
Air. Water & Soil Resource M (v.1) 09/30/2013 0 10/06/2013 5

= Read the following documents as soon as possible and mark that you have read them: (9)
Date Assigned Days Elapsed Date Due Days Left
09/30/2013 0

09/30/2013 0 10/15/2013 14
09/30/2013 0 11/01/2013 31
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2. Toopenadocument, click the document title.

3. Perform your task, and then take the appropriate action to indicate
that you've completed the task. The list below refers you to topics
with instructions about performing assigned tasks.

Task List with Help Topic Links

The table below shows what tasks users with each document role or
system permission might receive and links to topics that explain how to

perform those tasks.
"My Tasks" Section . .
Role Heading Help Topic Link
Reader Read the following Reading a Required
documents as soon Document
as possible and mark
that you have read
them
Writer Collaborate in writing  Collaborating on
the following (Helping to Write) a
documents as soon Document (for
as possible assigned writers)
Reviewer Review the following Reviewing a
documents as soon Document
as possible
Approver Approve the following Approving a
documents as soon Document
as possible
Document owner Submit the following ~ Submitting a
Documents for Document for Review
Review or Approval
Document owner, Periodic Review Doing a Periodic
proxy author required on these Review and Creating
documents that are aNew Version
due or almost due for
review
Document owner, Links need to be Updating Document
proxy author updated on the Links
following documents
Document control Reassign these "Reassigning
administrator authors' documents  Document Owners" in
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My Tasks" Section Help Topic Link

Heading

to another authoror  the Administrator's
authors Guide

Using the Messages Inbox

If one or both of the following are true, your task and informational
notifications will be posted to the Messages Inbox instead of being sent
to you via your organization's email system.

= A document control administrator has not configured PolicyTech to
use your organization's email system.

= Your user profile (set up and managed by the document control
administrator) does not include a valid email address.

Viewing and Acting On Messages
To access a message in the Inbox,

1. Click MY TASKS, click Messages, and then click Inbox.

Note: If you don't see the Messages option on the My Tasks menu,
then you are set up to receive notifications via your organization's
email system. If you're not receiving notifications, contact your
document control administrator for help.

DOCUMENTS ASH 7. REPORTS ' PREFERENCES | wﬂeTom Hansen | LOG ouUT

policyte
Demo Site

F Gel New Messages Delete  Delefe All 7
Tasks
Messages | Date Subject

Inbox (3 Unread) 5 | 11/23/2011 | Required to read: "Management Reporting”
J | 11/2372011 | Review required: "Emergency Nofification Procedures™
g | 11/2372011 | Required to read: "Healthcare Benefits™

2. Toview amessage's contents in the lower panel, click the message
subject.

PolicyTech 9.0 User's Guide


http://helpfiles.policytech.com/onlinehelp/pt90pdf/PT_AdminGuide.pdf
http://helpfiles.policytech.com/onlinehelp/pt90pdf/PT_AdminGuide.pdf

22 - Working with My Tasks

Get New Messages Delete Delete Al 7

4 | Date Subject

[ 11/23/2011  Required to read: "Management Reporting”
& 112372011 | Review required: "Emergency Notification Procedures”
& | 11/23/2011 | Required to read: "Healthcare Benefits”

OoE O

You are required to read "Management Reporting".

Click the document title above to read. To confirm that you have read and understood the complete document
click "Mark as Read".

Notes:

-None-

-

3. Ifthe message is a task notification, click the document title to open
the document, and then perform the task (see Task List with Help
Topic Links in the "Working with My Tasks" topic).

Managing Messages
You can do any of the following to manage messages in the Messages
Inbox and Trash:

= Refresh the inbox. Click Get New Messages.

m Delete selected messages. Select check boxes in the left-most
column, and then click Delete.

= Delete all messages. Click Delete All, and then click Yes.

= Restore deleted messages. On the Messages menu, click
Trash. Select check boxes in the left-most column, and then click
Restore. On the Messages menu, click Inbox to see the restored

messages.

. REPORTS ' PREFEREI
policyte

Tasks

4 | Date v | Subject
[V (] 11/23/2011 Required to read: "Managem=

Messages
Inbox (2 Unread)
Trash

Y ou are required to read "Management Reporting".

Click the document title above to read. To confirm tha
click "Mark as Read"

PolicyTech 9.0 User's Guide



Working with My Tasks - 23

m Change the size of the message viewing panel. Click the up
arrow in the divider bar between the message list and the viewing
panel to expand the viewing panel to maximum size. Click and drag
anywhere else on the divider bar to resize the message list and
viewing panels.

= Sort a column. Click a column header to sort by that column's
contents. Click the same column header again to reverse the sort
order.
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Finding and Opening a Document

PolicyTech™ is a powerful tool that provides several ways to find a
document stored in the PolicyTech database. Whatever you know
about a document can helpyou to find it. For example, suppose a user
knows the following about a document she needs to find:

m The word cash s in the title.
m The document is assigned to the accounting department.
m The document has already been approved and published.

With this knowledge, the user could search for documents containing
cash in the title, arrange (list) documents by department, or arrange
documents by status. Or the user could use all three methods together
to narrow down the list of documents with all three attributes.

There are two major ways to begin finding a document—using the All
Documents feature or the My Documents feature. All Documents
lets you start finding a document by selecting a status, such as draft or
published. My Documents lets you start by selecting the role or roles
you are assigned to perform with documents, such as document owner,
reviewer, or reader. We recommend learning how to use both methods,
as one may be more helpful than another in a given situation.

To find documents using the All Documents feature, go to Finding a
Document in a Specific Status.

To find documents using the My Documents feature, go to Finding a
Document You Are Assigned to Own, Proxy Author, Write, Review,
Approve, or Read.

The following tools can also help you find a document:

Sort Bar

Basic Search
Advanced Search
Quick Menu

Document Access Table

Custom Document List Display

Custom "Arrange by" Sort

Display/Export Options
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Using the Sort Bar

Anytime a list of documents is displayed, you can use the sort bar to
view only those documents that start with a specific letter or that start
with a number or any other non-alphabetic character.

The sort bar will contain each letter that at least one document in the list
starts with. Click a letter or # to view only those documents that start
with that letter or non-alphabetic character. To see all documents again,
click ALL.

policy
B & Pt > Search for R
All Documents
Arrange by %
E;L’ Document Owner E Page 1 of 2 (22 items) 1 2 Gl»] Display/Export Opfions +
s <# Add Custom Type  Title A Ver# Status
Published ﬂ#:IIBL‘ - Job Descripfion - Accounting Manager 1 Approved
enton, Carol - Job Description - Accounts Payable Clerk 1 Approved
::: gﬁfﬂ g?;zl - Job Descripfion - Accounts Receivable Clerk 1 Approved
@ Driggs, Shiela - Job Description - Chief Executive Officer 1 Approved
@ Famsworth, John -@ Job Descrintion - Chief Finance Officer 1 Anproved

Searching for a Document

Using the basic Search feature, you can search for a text string in a
document's title, its contents, or its keywords. You can also search for all
or part of a document's reference number.

Note: A document owner can add keywords when creating a
document, but is not required to. Keywords are words or phrases the
document owner thinks users might search for when trying to find a
particular document.

You can search all of the documents in a site or narrow the search by
looking only in a specific status such as draft or approved, in a role
assignment such as the documents you're assigned to review or read,
or within only those documents with a specific property such as a
particular department or category.

1. Click DOCUMENTS.
2. (Optional) If you have access to multiple sites, in the site list, click

the site containing the document you want to find.

Important: You can search in only one site at a time using basic
search. If you need to search across all sites, see Advanced Search.
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policytech

o Co ratéhleaduarters -

L Manufacturing (=0
Sales & Support Office ~

Arrange by-

Departments [=] P!

ar Add Custom
@ [All Documents]
A reannting

¥

Draft
Collaboration
Review

| All Documentis

3. (Optional) To narrow the search, click All Documents or My
Documents, and then click a document status or role assignment.
You can stop here or in the Arrange by list, click an item to filter out
additional documents (if you need help, see Finding a Document in
a Specific Status or Finding a Document You Are Assigned to Own,
Proxy Author, Write, Review, Approve, or Read).

4. Click the Search for box to display the search options (highlighted
in the sample screen below).

policyte .

(== Print ¥ Search for“ |))

All Documents:
Draft
Collaboration

Arrange by: In ‘ Title

Departments Izl Page 1of 1 (15 items) 1
= Add Custom

[+]
By ‘ All Documents: Published |V|

Review Type Title
Approval @ [All Documents] - @] Anti-Bribery Policy Advanced Search © Help | P search
1 € Accounting - Bank Account Recociliation . -
Pending @ Administration - - B -
= @ Disaster Recovery - @] C: = f
Published @ Educational Resources - @ Cash Drawers 5 R

5. Inthe Search for box, type the text you want to search for. See
Search Text Options below for details on building search text.

6. IntheInlist, click an option for what part of the document you want
to search. You can choose to search the title only, the full text
(document contents) only, the assigned keywords only, the
reference number only, or in all four of the previous.

Search for | schedule | P

In| Title [v

Title

Full Text

Keywords

Reference # -

1 All of the above [l
LAy

1 Approved
1 Approved

Approved

B

b
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7. Inthe By list, click the area within the currently selected site that you
want to search. You can search through all documents in the
currently selected status or role assignment, within the selected
item in the Arrange by list (department, category, and so on), or
through all documents in all active (not archived) statuses in the
entire site.

Search for | schedule 2
In| Title
By | All Documents: Published | v |

All Documents: Published
Selected Item in Arrangement ] .
Entire Library (All Active Statuses)

1 v (|
% 1 Approved
1 Approved
8. Click Search.
Search f0r| schedule |,~’
In | All of the above
By | Entire Library (All Active Statuses)
Advanced Search Help 2 _Search
. 0
1 Approved

1 Approved

The search returns a list of all documents, if any, that match the
search text in the selected areas of the document and within the
selected areas of the current site.

Page 1 of 1 (3 items) 1 Display/Export Options -
Type Title A Ver# Status
- [ | 2013 Holiday Schedule 5 Draft -
- [ ] Alternative Work Schedules 1 Draft
- [# ] Tax Schedule 1 Draft

9. (Optional) Click Clear Search to start over with new search
criteria.
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‘ch for | schedule 42 (Clear Search)

&

Display/Export Options -

A Ver# Status
1 Drait -
es 1 Draft

10. Toopen one of the listed documents, click the document title. The
document opens in a separate browser window, as shown below.

Important: If a File Information window is displayed instead of the
document contents, see Reading a Document That Opens Outside of
PolicyTech for further instructions.

] e
G- :‘D http://jim.test.policytech.com/e/dotMet/documents/?docid=354&mode=edit P~-BC X|
Cash Receipts v.2 7 0 [Fo @0

[@] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Drafl - Draf

Links & Attachments ¥ | Editor Tools *

[w il S

Home | Insert  Pagelayout  References  Mallings  Review  View ~ @
= . . Find -~
¥ | cam . Pra— - L L= A % i ]
I, o A 81T | paBbCc | AaBbCc AaBbCi | & reptace
E; e
Paste B| 7 U - abe x, x* - A = Sy TNormal |7 Mo Spaci.. Headingl — Change
- & b | Styles~ | b Select~
Clipboard 1= Font ) Paragraph 2 Styles 5| Editing
e - S S e U N NN SN B A izl
-

Alternative Work Schedules

Delta Regional Medical Center

Decument Owner: Susan Howard
Reviewers: Tom Hansen, Anne Jones

Approver: Will Gatos

“ 0w q

Page:1of1 | Wordsi18 | % | EER == w0 =) [} (+)

#105% -

What you can do with the open document depends on your assigned
role. Go to a topic below that corresponds with your role.

Document Owner or Proxy Author:
Creating and Working with Draft Documents
Working with Documents in Review and Approval

Doing a Periodic Review and Creating a New Version
Working with My Tasks

Writer:

Creating and Working with Draft Documents

Working with My Tasks
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Reviewer or Approver:

Reviewing and Approving a Document
Working with My Tasks

Reader:

Reading a Required Document

Search Text Options

Use any of the following options to create a search string. If you find that
these options are not enough to perform the type of search needed, see
Advanced Search for instructions on building more complex searches.

Type a single word. The search will return a list of all documents that
contain that word (or string of characters) anywhere within the
documents' titles, contents, keywords, or reference numbers
(whichever you select in the In box).

For example, if you typed red as the search text and chose to search by
title, the search would return documents with any of the following words
in the title: Red, Credit, Redundant, Hundred.

Search for| red |,\J'
In| Title
By | Selected Item in Arrangement
Advanced Search @ Help |~ Search
Page 1 of 1 (4 items) 1
Type Title

- [&] Accepting Fifty and Hundred Dollar Bills

- 5] Code Red Procedures

- [#] Company Credit Cards

-~ (5] Redundant Coverage of Critical Processes

Type multiple words, with each word separated from the next by
a space. The search will return a list of all documents that contain all of
the words you typed that are anywhere within the selected document
areas.

For example, if you typed 2013 schedule as the search text and chose to
search by document content (full text), the search would return
documents containing at least one instance of each word anywhere in
the document content, even if the word schedule is found on page 2 and
the word 2013 is found on page 7.
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Search for | schedule 2013 ‘;*
In| Full Text
By  Selected Item in Arrangement
Advanced Search © Help | P search
RN i o2 3 T

A regular work schedule is defined as a specific set of hours
through Friday. Work schedules may look different from tea

[ P FRECRO

 Your skill set. It's important that a person have the personal to
experiences to easily work a flexible arrangement. In all cases, co
skills need to be well-developed (especially for a manager of a pc
employee and vice versa)

 Your tenure and performance. As of January 1, 2013, you must
company at least 90 days, unless otherwise agreed upon during
process, and your performance must remain in good performan

Page 1 of 1 (2 items) 1
Type Title

~ @] 2013 Holiday Schedule
@]  Atemative Work Schedules

Type multiple words, with each word separate from the next by
OR in all uppercase letters. The search will return a list of alll
documents that contain at least one of the words you typed that are
anywhere within the selected document areas.

Note: You can use the vertical bar character ( | ) in place of OR.

For example, if you typed holiday OR schedule OR 2013 as the search
text and chose to search keywords, the search would return all of the
following documents: a document with schedule but not holiday or 2013
as assigned keywords; a document with 2073 and holiday but not
schedule as assigned keywords; a document with all three words as
assigned keywords.
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Search for | holiday OR schedule OR 2013 ‘.;)

In | Keywords

By | Selected ltem in Arrangement

Advanced Search @ Heip | 2 search

2013 Haliday Schedule v.156 17 vl
[81]|Edit Qocument | Properties Wizard | Overview | Edit Quiz

Prope fies || Document History | Witer Status | Reviewer Status | Approver Slatus | Rea

Pr(;lerlies \= Alternative Work Schedules v.1 77 o
Wrizers [#] Edit Document | Properties Wizard | Overview | Edit Quiz
Norg Properties | Document History | Writer Stafus | Reviewer Status | Approver Status | Read:
Rev ewers Properties (&
Noni
Writers
Applovers | None
None:
Reviewers
Cate jories None
None.
ApLrovers

Affected Departme = None

Corpcrate Headqua

Corporate Headqua | Categories
None

Keywords Dapartment(s)
holiday, 2013 Corporate Headquarters: Accounting

URL
http://jim. policytech. || Keywords

alternative, schedule, telecommuting

URL
hitp:/jim.policytech.com/e/docview/?docid=323

Page 1 of 1 (2 items) 1
Type Tiud

- & 2013 Holiday Schedule

- =] Altemnative Work Schedules

Type one or more words with each preceded by NOT in all
uppercase letters. The search will return a list of all documents that do
not contain the words in the search text anywhere within the selected
document areas.

Note: You can use the dash or minus character ( - ) in place of NOT.

The NOT operator can be especially useful when combined with
another word you want to find. For example, if you typed account NOT
accountant as the search text and chose to search document titles, the
search would find documents with the words Account, Accounts, and
Accounting in the title but not documents with Accountant or
Accountants in the title.

Type one or more words enclosed in quotation marks. The
search will return a list of all documents that contain the exact text within
the quotation marks anywhere within the selected document areas.

For example, if you typed "holiday schedule" as the search text and
chose to search document titles, the search would find the following
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documenttitle: 2013 Holiday Schedule; but the search would not find
the following document title: 20713 Holiday and Shutdown Schedule.

Search for| "holiday schedule” o

In | Title
By | Selected Item in Arrangement
Advanced Search Help 4 Search

Page 1 of 1 (1 liems) 1

Type Title &
- [ 2013 Holiday Schedule

Finding a Document in a Specific Status

A document can be in any of the publication process statuses listed
below. You may or may not be able to access a document in any given
status, depending on both the document roles you've been assigned
and the document's assigned security level (see Document Access
Table for details).

m Draft

= Collaboration
= Review

= Approval

= Pending

= Published

= Archived (see Viewing Archived Documents below)

The high-level steps for finding a document starting within its status are
the following:

m Using the All Documents feature, select the document's status

m Select a criterion, such as departments or categories, by which to
arrange or display a list containing the document

m Select an item, such as a specific department or category, within
the display criterion to display a list of documents with the selected
status and that are assigned the selected item
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Note: You can also find a document with a specific status using the
Search feature (see Searching for a Document) or My Tasks
feature (see Working with My Tasks).

Using the All Documents Feature

(Optional) If you have access to multiple sites, click the currently
selected site name (see the sample screen below), and then click
the site containing the document you want to find.

policytech

Sales & Support Office -
Arrange By:

|Depar1ments E| Ple
5r Add Custom

@ [All Documents]
..... + @ Accounting

All Documents
Draft
Collaboration
Review

2. Ifthe All Documents menu is not already displayed, click
DOCUMENTS, and then click All Documents. You should see a
window similar to the one shown below, but the statuses you see
under All Documents may be different.

Note: The document control administrator controls what opens by
default when you first log into PolcyTech™ at a specific site. To
change what is displayed when you log in, see Changing Default
Display Options.

T
policytech
Demo Site

Searchfur‘
All Documents . .
Arrange by B/C/F/HJ M 0|P|a/R/S/W
Draft
Review

‘Depanmemg El Please click on the appropriate item on the left to see a list of documents.
< Add Custom

Pending
Published EI D ing (15
My Documents @ Administration (22)
@ Disaster Recovery (3
@ Educational Resources (2)
@ Engineering (2)
. @ Environmental Services (&)
Favorites @ Fiscal Senvices (2)
Recent Documents @ Human Resources (15)
@ Installation (2)
@ Manufacturing (5)
saarcl @ Operalions (2)
@ Purchasing (2)
PolicyShare™ @ Shipping and Receiving ()
@ Software Development (16
@ Systems Administration (2)
@ Technical Sevices (2)

The All Documents menu below shows all the statuses that could
be available, along with the document roles associated with each
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status. By default, all new users are given the reader role, so you
should at least see the Published status.

Note: A document control administrator can always see all statuses.

-

All Documents
Draft
Collaboration
Review
Approval
Pending
Published

Archived

My Documents

\,

#

Document Roles

Document Owner, Proxy Author

Writer

Reviewer

Approver

Document Owner, Proxy Author, Pending Documents
Reader

Archived Documents

3. Click the status of the document you need to find.

4. Next, you need to decide by what criterion you want to arrange or
display documents. The criteria are all roles or properties that can
be assigned to a document. Once you select a criterion (role or
property type), you can select a specific role or property. For
example, if you select Departments as the Arrange by criterion,
then a list of all departments within the currently selected site are

displayed.

Click the Arrange by box, and then click a criterion.

The user selected Document Owner as the criterion in the sample
screen below. Notice that the Arrange by list changed to
document owner user names with a number in parentheses after
each user name. The number indicates how many documents will
be displayed if you click that user name.

Note: If you see no numbers after the listed items, then either none of
the items contain matching documents or the document control
administrator has modified the default display options to hide
document counts.
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DOCUMENTS ' MY TASKS (22) ' REPORTS

policytech

Site: Corporate Headquarters ~

All Documents
Draft
Pending
Published
My Documents

Arrange by:
| Document Owner |Z| Please
¢ Add Custom

@ [All Documents]
@ Benton, Carol (5)
@ Breen, Darren (13)
@ Calfus, Steven
@ Driggs, Shiela
@ Famsworth, John
@ Fillmore, Gregory
@ Gleeson, Edward (2)
@ Haas, Shana

Personal ltems
Favarites

Recent Documents

5. Click an item to display a list of matching documents. For example,
the user selected Hansen, Tom in the sample screen below to
display all documents currently in the published status and that are
owned by Tom Hansen.

Note: If a document is assigned to more than one item in the

Arrange by list, such as being assigned to multiple departments, you
can click any of the assigned items to access the document.

DOCUMENTS | MY TASKS(22) ' REPORTS ' PREFERENCES 1 Welcome Tom Hansen | LOG OUT

policytech
Demo Site

3 ABOUT | HELP

Site: Corporate Headquarters ~

Search for | | »

Al Bocuments Arrange by: BlclJP
E::mg Document Owner — [r| Page1of1 (13 items) 1 Display/Export Options =
Fubiahed % Add Custom Ty;; | Title 4| Ver#  staus
@ [All D ~ [ Bank Account Reconciliation 3 Approved -
CAETTICS g gferg:"b(:rir’:rll 513 - Capitilization 2 Approved
@ Gleeson, Edward (3) - Cash Drawers 2 Approved
= @ Hansen,Tom (13} - Cash Receipls 1 Approved
Favorites g .é'%r;‘r;sgrmyo‘lig‘]las (18) - Chart of Accounts 1 Approved
Recent Documents @ Rydalch, Cindy (4) - Check Requests 1 Approved
@ Stoker, Brent () - Check Signing Authority 1 Approved
3 ® Wright, Fred (14) - Job Descripfion - Accounting Manager 1 Approved
FolicyShare™ - Job Description - Accounts Payable Clerk 1 Approved
- Job Descripfion - Accounts Receivable Clerk 1 Approved
- Performance Evaluation - Accountant 1 Approved
- Performance Evaluation - Accounts Payable Clerk 1 Approved
- - Accounts i Clerk 1 Approved
] 0
oBA Page 1 of 1 (13 items) 1

6. (Optional) If the document list is long, especially if it spans multiple
pages, and if you know the document's title, click the letter, number,
or other character in the Sort Bar that comes first in the document
title. Only those documents whose titles start with what you
selected are displayed.
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! e
policyt
1
G Pant ~ Search for 2
All Documents
= Arrange by: |
Draft n — — . .
Fending Departments Page 1 of 2 (22 items) 12 [z Display/Export Options ~
Publ\sh‘ad < Add Custom Type Title A Ver# Status
D . @ [All Documents] - @ Job Description - Accounting Manager 1 Approved =
] 2”“3'3“,”"““9 - @] Job Description - Accounts Payable Clerk 1 Approved
@ Disaster Recovery - @ Job Description - Accounts Receivable Clerk 1 Approved
( ! p Ei i Resources - Job Description - Chief Executive Officer 1 Approved
# @ Engineering Toh Decrrintion - CF 1 S

7. (Optional) By default, a document list is sorted by title in ascending
alphabetical order (a to z, with special characters and numbers
preceding all letters). To change how the documents are sorted,
see Customizing the Document List Display or Working with
Advanced Sort and Search Features.

8. (Optional) By default, the following information is shown for each
document in the list: document type, title, version number, and
current status. To add columns to and remove columns from the list,
see Display/Export Options.

9. Toopen one of the listed documents, click the document title. The
document opens in a separate browser window, as shown below.

Important: If a File Information window is displayed instead of the
document contents, see Reading a Document That Opens Outside of
PolicyTech for further instructions.

Cash Receipts v.1 77 @0 o o
5] View Document | Properties Wizard | Overview | Status: Approved - Published Attachments | Editor Tooks =
Home | Insert  Page layout  References  Mailings  Review  View
N . 44 Find ~
& ay .
MEERF WA : : doa %
AaBbCc AaBbCc 2., Replace
Paste B I U -ahe x, X 2 B Change
- 7 e Styles~ | k¢ Select~
Clipboard 1 Font Styles Editing
fercoros R 1 2 3 g RO R SRR SO AN
. Delta Regional Medical Center
B Document Owner: Susan Howard
;‘ Reviewers: Tom Hansen, Anne Jones
. Approver: Will Gatos
-
. z
o
o =
Page:1of1 | Wordsi18 | <35 | [E@R == 100% (=) ) (+)
*105% -
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What you can do with the open document depends on your assigned
role. Go to a topic below that corresponds with your role.

Document Owner or Proxy Author:
Creating and Working with Draft Documents

Working with Documents in Review and Approval

Doing a Periodic Review and Creating a New Version
Working with My Tasks

Writer:

Creating and Working with Draft Documents

Working with My Tasks

Reviewer or Approver:

Reviewing and Approving a Document
Working with My Tasks
Reader:

Reading a Required Document
Working with My Tasks
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Viewing Archived Documents

A document version is sent to archived status if any of the following
occur:

= A new version of the document is approved and published.

= Another document set to replace the current document version is
approved and published.

m A document owner or document control administrator (DCA)
manually archives the document.

Access to archived documents is limited to DCAs and those users
assigned the archived role. If you have access to archived documents,
you will see the Archived status under All Documents, as shown
below.

~
policyt

(== Print +
All Documenis
- Arrange by:
Published Depariments E Please clic!

Archived

My Documents

@ [All Documents]
+ @ Accounting
@ Administration
# Disaster Recovery
 Educational Resources
+ @ Engineering
@ Environmental Services
@ Fiscal Services
 Human Resources

Favorites

Recent Documents
h

If you don't have access to archived documents but feel you have a
need for accessing them, contact your DCA.

Finding a Document You Are Assigned to Own,
Proxy Author, Write, Review, Approve, or Read

When you are assigned to a document, you receive a notification email,
and atask is added to your My Tasks list. You can access the assigned
document directly from the notification email or task, or you can find the
document using the My Documents feature, as explained below.

Note: The document control administrator may not have set up
PolicyTech™ to send you notification emails.
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1. (Optional) If you have access to multiple sites, click the currently
selected site name (see the sample screen below), and then click
the site containing the document you want to find.

policytech

Site: Corporate Headquarters -
Docoments | . Corp ratébleaduarters p

SHEns L Manufacturing (=1
Arrangseall]e}f & Support Office (AL
| Depariments [=] Pl
5r Add Custom

All Documents
Draft
Collaboration
Review

@ [All Documents]

Approval + @ Accounting

2. Click DOCUMENTS, and then click My Documents.

Note: To change your preferences so that My Documents is
selected when you log into PolicyTech, see Changing Default Display

Options.

policytech

Site: Corporate Headquarters ~

All Documents
Arrange by:

|Departments |Z| Pleas
< Add Custom

@ [All Documents]

@ Accounting (7)
 Administration (12)
 Disaster Recovery (3)

# Educational Resources (6)

 Engineering (7)

@ Environmental Services (3)
@ Fiscal Services

My Documents

| Owm
| Read

Favorites

Recent Documentis

The My Documents menu below shows all the options that could
be available, along with the document roles associated with each
option. By default, all new users are given the reader role, so you
should at least see the | Read option.
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p )
All Documents
My Documents Document Roles
| Own €——1— Document Owner
| Proxy <€—— Proxy Author
Write €—— Whriter
| Review <€—1— Reviewer
| Approve <€—r— Approver
| Read <« Reader

3. Click the option corresponding with the document you need to find.

4. Next, you need to decide by what criterion you want to arrange or
display documents. The criteria are all roles or properties that can
be assigned to a document. Once you select a criterion (role or
property type), you can select a specific role or property. For
example, if you select Departments as the Arrange by criterion,
then a list of all departments within the currently selected site are
displayed.

Click the Arrange by box, and then click a criterion. In the sample
screen below, a document owner selected | Own and then selected
Status as the criterion. Notice that each status is followed by a
number in parentheses. The number indicates how many
documents will be displayed if you click that status.

Note: If you see no numbers after the listed items, then either none of
the items contain matching documents or the document control
administrator has modified the default display options to hide
document counts.
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DOCUMENTS ' MY TASKS (20) ' REPO

policytech

Site: Corporate Headquarters ~

All Documentis

My Documents
| Own

Arrange by:

E
|Status E P

Zr Add Custom

IPr
= @ [Al Documents]
| Read @ Draft (5)
@ Collaborafion
@ Review (4)
Personal tems @ Approval (2)
Favorites @ Pending

@ Published (13)
Recent Documents

5. Click anitem to display a list of matching documents. For example,
the user selected Published in the sample screen below to display
all documents the user owns and that are currently in the Published
status.

Notes:

m [f you are having difficulty finding a document, you may want to
use Search instead. See Searching for a Document for details.

m [fadocument is assigned to more than one item in the Arrange
by list, such as being assigned to multiple departments, you
can click any of the assigned items to access the document.

= You may also see documents assigned to other users,
depending on the security level of those documents. See
Document Access Table for details.

. DOCUMENTS | MY TASKS (20) = REPORTS = PREFERENCES Welcome Tom Hansen | LOG OUT
policytech -

Demo Site

© ABOUT | HELP

Site: Corporate Headquarters ~

Documents T New Document + Print Search for |P
7L | Status [*]  Page 10f1(13 items) 1 Display/Export Options ~
1 Qun < Add Custom Type  Tille & Ver#  Stats
LTS @ [All Documents] - Bank Account Reconciliation 3 Approved -
lizead @ EH:I"DZM - Capitilization 2 Approved
o —r— H R‘;\,‘-,’ew :4.30" - Cash Drawers 2 Approved
@ Approval (2) - Cash Receipts 1 Approved
Favorites : x:g‘"%d a3 - Chart of Accounts 1 Approved
Recent Documents @7 - Check Requesis 1 Approved
- Check Signing Authority 1 Approved
m - Job Description - Accounting Manager 1 Approved
- Job Description - Accounis Payable Clerk 1 Approved
- Job Description - Accounis Receivable Clerk 1 Approved
- Performance Evaluation - Accountant 1 Approved
- @j Performance Evaluation - Accounts Payable Clerk 1 Approved
- @j Performance Evaluation - Accounts Receivable Clert 1 Approved
4 r
NAVE X crosa- Page 1 of 1 (13 items) 1
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6. (Optional) If the document list is long, especially if it spans multiple
pages, and if you know the document's title, click the letter, number,
or other character in the Sort Bar that comes first in the document
title. Only those documents whose titles start with what you
selected are displayed.

- ] Job Descripfion - Receptionist
- ] Job Descriptions

Approved
Draft

policy
i)
i & Pt = Search for »
All Documents
Anange by:
Mi.‘;a‘un i Status [~] Page 1 of 1 (7 items) 1 Display/Export Options ~
wn
TFrom i Add Gustom Type Title & Ver# Status
I ‘1'.-\ @ [All Documents] - 1] Job Description - Chief Executive Officer 1 Approved -
Ll Draft — :
N @ Collaboration - ] Job Des:ﬂplfcn Chief Finance Officer 1 Approved
@ Review ] Job Description - Chief Information Officer 1 Archived
| Approve @ Approval - (1] Job Description - Chief Operations Officer 1 Approved
| Read @ Pending . o ’
@ Published ] Job Descripfion - Mail Clerk 1 Approved
1

7. (Optional) By default, a document list is sorted by title in ascending
alphabetical order (a to z, with special characters and numbers
preceding all letters). To change how the documents are sorted,
see Customizing the Document List Display or Working with
Advanced Sort and Search Features.

8. (Optional) By default, the following information is shown for each
document in the list: document type, title, version number, and
current status. To add columns to and remove columns from the list,
see Display/Export Options.

9. Toopen one of the listed documents, click the document title. The
document opens in a separate browser window, as shown below.

Important: If a File Information window is displayed instead of the
document contents, see Reading a Document That Opens Outside of
PolicyTech for further instructions.
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Cash Receipts v.1 7

@0 Q0 Qo
[&1] View Document | Properiics Wizard | Overview Status: Approved - Published

Aftachments | Editor Toals ¥

% 44 Find ~
25 Replace

Change

Styles~ | g Select -

Styles Editing

e — S B B S RS R R S e

Ps

Cash Receipts Policy

Delta Regional Medical Center

Document Owner: Susan Howard
Reviewers: Tom Hansen, Anne Jones

Approver: Will Gatos

o

Page:1of1 | Words:19 | <5 | [ElR = = w0 o) L) )
#105% ~

What you can do with the open document depends on your assigned
role. Go to a section listed below that corresponds with your role.

Document Owner or Proxy Author:

Creating and Working with Draft Documents
Working with Documents in Review and Approval
Doing a Periodic Review and Creating a New Version
Working with My Tasks

Writer:

Creating and Working with Draft Documents
Working with My Tasks

Reviewer or Approver:

Working with Documents in Review and Approval
Working with My Tasks

Reader:

Reading a Required Document

Working with My Tasks

Using the Quick Menu in a Document List

To access the Quick Menu for a document in a document list, click the
down arrow in the Type column (which is the first column by default).
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Page 1 of 1 (15 items) 1 Display/Export Options
Title A Ver# Status
Account Collections Form 1 Approved -
Anti-Bribery Policy 1 Approved T
Bank Account Reconciliation 3 Approved
Capitilization 2 Approved
Cash Drawers 2 Approved
Cash Receipts 1 Approved
Chart of Accounts 1 Approved
Check Signing Authority 1 Approved E
Conflict of Interest Policy 1 Approved
Job Descripfion - Accounting Manager 1 Approved
Job Descripfion - Accounts Payable Clerk 1 Approved
Job Descripfion - Accounts Receivable Clerk 1 Approved
Performance Evaluation - Accountant 1 Approved
Performance Evaluation - Accounts Payable Clerk 1 Approved |
Performance Evaluation - Accounts Receivable Clerk 1 Approved i

Page 1 of 1 (15 items) 1

The Quick Menu options available depend on the document's status
and your assigned roles and permissions. The Quick Menu below
shows the three possible options for a standard PolicyTech™
installation.

Note: Activating certain advanced feature add-ons and modules can
also add options to the Quick Menu.

Document URLs
View Properties
Add to Favorites

Document URLs. Displays the URLs (web addresses) of the current
and previous versions (if any) of the document. To go directly to a
specific document, copy and paste the document's URL into a
browser's address bar and then press Enter.

Note: If you're not currently logged in to PolicyTech, you will be
prompted to log in before the document is opened.

View Properties. Opens the document with the Properties page of
the Overview displayed.
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Account Collections Form v.A 7 O Rl e oo

| [ View Document | Properties Wizard | Overview | View Quiz l Status: Approved - Published
Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security

Properties [

Current | View overview on approved date (05/14/2013)

Business Title

Demo Site

Version Reference #

1 1

Title
Account Collections Form

Next Review Date Review Interval
05/06/2014 12 month(s)

Date Created Date i Date Approved Publication Date
11/18/2011 Set As Approved 05142013 05/14/2013

Update Requests

None

Document Owner
Corporate Headquarters: Hansen, Tom {Accounting Manager)

Document Creator
Corporate Headquarters: Potts, Tony (Decument Control Administrator)

Assigned Proxy Author

Writers

Add to Favorites. Adds the current document to the Favorites list in
Personal Items.
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Document Access Table

The table below explains what roles can access a document in each
publication process status with the three different document security
levels.

Publishing
Status

Description

Roles with Access
(DCA=Document Control
Administrator)

Security
Level: All
Users

Security
Level:
Restricted
- High

Security
Level:
Restricted
- Severe

Draft Containsnew DCAsand DCAsand DCAsand
documents not any only the only the
yetsubmitted document assigned assigned
for review and owner, document  document
documents proxy owner, owner and
that, after author, proxy proxy
completion of  writer, authors, authors
thereview or  reviewer,  writers, with active
approval and reviewers, tasks
process, have approver, and
beenrevised whether approvers
or declined by assigned to
one or more the
assigned document
reviewersor  ornot
approvers.

Collaboration Contains DCAsand DCAsand DCAsand
documents any only the only the
submittedto =~ document assigned  assigned
assigned owner, document  document
writers before  proxy owner, owner,
being author, proxy proxy
reviewedand  writer, authors, authors,
approved. reviewer,  writers, and writers

and reviewers, with active
approver, and tasks
whether approvers

assigned to

the

document
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or not
Review Contains DCAsand DCAsand DCAsand
documents any only the only the
submitted for document assigned  assigned
review but not owner, document document
yetreviewed  proxy owner, owner,
by all assigned author, proxy proxy
reviewers. writer, authors, authors,
reviewer, writers, and
and reviewers, reviewers
approver, and with active
whether approvers tasks
assigned to
the
document
or not
Approval Contains DCAsand DCAsand DCAsand
documents any only the only the
accepted by all document assigned  assigned
reviewers but owner, document document
not yet proxy owner, owner,
reviewed by all author, proxy proxy
assigned writer, authors, authors,
approvers. reviewer, writers, and
and reviewers, approvers
approver, and with active
whether approvers tasks
assigned to
the
document
or not
Pending Contains DCAsand DCAsand DCAsand
approved any only the only the
documents document assigned  assigned
that have not  owner, document document
yetreached proxy owner, owner,
their author, proxy proxy
designated writer, authors, authors,
effective reviewer, writers, and
dates—the and reviewers, sometimes
dates when approver, approvers, readers®
they willmove whether and with active
into the assigned to sometimes tasks
published the readers*
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status. document
or not, and
sometimes
assigned
readers*

Published Contains DCAsand DCAsand DCAsand
documents any only the only the
accepted by all document assigned  assigned
assigned owner, document document
reviewersand proxy owner, owner,
approvers and author, proxy proxy
that have been writer, authors, authors,
published on reviewer, writers, and
their approver, reviewers, readers
designated orreader, approvers, withactive
effective date. whether and tasks

assigned to readers
the

document

or not

Archived Contains DCAsand DCAsand DCAsand
previous any user any user any user
versions of assigned  assigned  whois both
documents, the both the assigned
documents Archived Archived the
replaced by role role and Archived
new any role and is
documents, document  assigned
and manually role as the
archived assignment document
documents. (document ownerora

owner, proxy
proxy author for
author, the current
writer, document
reviewer,

or

approver)

*Assigned readers can access a document in pending status if the
"Require reading before publication" option is currently selected in the
Properties Wizard.
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Customizing the Document List Display

Once a document list is displayed using All Documents or My
Documents, you can modify column placement, adjust column sizes,
and change the sort column and order.

Note: For even more options for customizing the document list
display, see Display/Export Options.

Adjusting a column's width: Hover the pointer over the line between
two column headers until the pointer changes to a two-headed arrow,
and then click and drag the column separator.

Page 1 of 1 (20 items) 1 Display/Export Options ~
Type Ref # Title A Ver#

- [ 4 Bank Account Reconciliation 1 -
- ] 5 Capitilization 1

- [#] 6 Cash Drawers 1

- [d] 7 Cash Receipts 1

- [d] 8 Chart of Accounts 1

v [#]] 9 Check Requests 1

Moving a column: Click and drag a column header over a column
separator to display the placement arrows, and then drop the header.

Page 1 of 1.{Z0 itfgns} 1 Display/Export Options ~
Type Ref e 2 A Ver#

- [d] 4 "%'}mk Actount Reconciliation 1 A
- [H] 5 Gapftilization 1

- [ 6 Cash Drawers 1

- [ 7 Cash Receipts 1

~ [l 8 Chart of Accounts 1

- [# | 9 Check Requests 1

Selecting a column to sort by: Click a column header to sort the user
list by that item. An up or down arrow appears in the current sort
column.

Page 1 of 1 (20 items) 1 Display/Export Options ~
Type Ref# Title A Ver# Status

- [ 4 Bank Account Reconciliation 1 Draft -
- ] 5 Capitilization 1 Draft

- [ 6 Cash Drawers 1 Draft

- [#]] 7 Cash Receipts 1 Draft

- [/ 8 Chart of Accounts

Changing the sort order: Click the header of the current sort column
to reverse the sort order from ascending to descending, or vice versa.
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Working with Advanced Sort and Search Features

PolicyTech™ includes the following advanced features for creating
complex searches, sorts, and filters:

Advanced Search

Custom "Arrange by" Sort

Display/Export Options

Advanced Search

Advanced Search provides more options for narrowing a search. For
example, you can search for documents within a specific date range,
and you can search across all sites at the same time.

1. Click DOCUMENTS, and then click All Documents or My
Documents.

2. Clickthe Search for box to display the basic search options, and
then click Advanced Search.

2

&

Search for |

|
in| Tite [v]

V]
By | My Documents: | Read

Advancedﬁearch Help | 2 Search

The Advanced Search form is displayed.

Find results  with all of the words Search In

Al Sites

with the exact phrase :
View Top

with at least one of the words 10 Results

- Dale Range

Date Approved ‘

- Search Fields - Status
Title Keywords Approved In Review Pending

From |
To =]

Full Text Draft In Approval [#] Archived

3. Inone or more of the Find results boxes, type the search text.

Note: Advanced searches are not case-sensitive.

If you type text in more than one box, then all of the text must be
found within the selected document areas in order for a document
to be found. In the Advanced Search form below, for example, for
a document to be found by this search, its title and contents
combined must contain both of the words schedule and work plus
the exact phrase "monday through friday."
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Find results with all of the words schedule work
with the exact phrase monday through friday

with at least one of the words

- Search Fields - Status
Title [] Keywords Approved In Review Pent
Full Text Draft In Approval [¢] Arch

4. Inthe Search Fields area, select the document areas you want to
search and deselect what you want excluded from the search.

Search Fields

Title Keywords
Full Text

5. Inthe Status area, select the statuses to include and deselect the
statuses to exclude.

- Status

[] Approved In Review [] Pending
Draft In Approval [] Archived

6. (Optional) Inthe Date Range area,

a. Click the top box, and then click the document milestone you
want to search by.

- Date Range

| Date Approved | v |

Date Approved
Date Created
To |Date Submitted
Publication Date
Next Review Date

From

b. Click[id by the From and To boxes and select the date range
start and end dates.

Important: To search all dates, leave the From and To boxes blank.
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- Date Range

Date Created
From | 03/01/2013

ENENE

To | 03/31/2013

7. Click the Search In box, and then click All Sites or an individual
site.

Search In

| All Sites [v]
All Sites

Archive

Corporate Headguarters
Manufacturing

Sales & Support Office

8. (Optional) Click the View Top box, and then click how many of the

most relevant matching documents you want listed.

View Top

10 Results
20 Results
30 Results
50 Results
100 Resulis

9. Click Search.

The matching documents, if any, are displayed below the Advance
Search form, with some of the matching text highlighted.

Find results  with all of the words schedule work Search In
Corporate Headquarters|
with the exact phrase monday through friday Sorp q
View Top
with at least one of the words 10 Results
- Search Fields - Status DateRange ————
Title Keywords [J Approved [#] InReview [ Pending Date Created
Full Text Draft In Approval [] Archived From | 03/01/2013 E
To | 03/31/2013 =
Ref#  Title Ver#  Document Owner Status  Site(s) Keywords
262 2013 Holiday Schedule 156  Tom Hansen Draft View... holiday, 2013
A regular work schedule is defined as a specific set of hours in the office Monday through Friday. W ...
310 Alternative Work Schedules 1 Tom Hansen Draft View. altemative, schedule, telecommuting
A regular work schedule is defined as a specific set of hours in the office Monday through Friday W ...
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10. (Optional) If you searched all sites, in the Site(s) column click View
to see which site or sites the document is assigned to.

11. To open adocument, click its title.

12. To exitthe Advance Search form, in the main PolicyTech™
window, click any status under All Documents or any role
assignment under My Documents.

Custom "Arrange by" Sort
In aregular sort there are the following two levels of sort criteria:

m Level 1: A status under All Documents or an assigned role under
My Documents

m Level 2: Anitem in the Arrange by list

For example, the search criteria might be to find all documents in the
draft status that are also in the accounting department.

To create a sort with more or different levels, create a custom Arrange
by sort.

1. Click DOCUMENTS, and then click All Documents or My
Documents.

2. Under the Arrange by box, click Add Custom.

policyt

== Print «
All Documentis
- Arrange by:
pran : Departments E Pleas
Collaboration & Add-Custom
Review
., Ny @ [All Documents]
Approval + @ Accounting
Pending  Administration
- @ Disaster Recovery
Published @ Educational Resources
Archived + @ Engineering
@ Environmental Services
My Documents

@ Fiscal Services
| R

Inthe Custom Arrange By window, you can set up to four levels
of sort criteria. The sample Arrange by list below shows what it
could look like with all four levels.
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Arrange by:
'Four-Level Sort [=]

<r Add Custom
# Edit Custom

= @ Accounting (23) € —-— By department, then...
# @ Bachman, Harold (1
= @ Hansen, Tom (11) <€ By document owner, then...
= @ — Blank Word Document|<€ By template, then...
= € Document Type (5
) Policies (| € By catetory
& @ Main (1
# @ Policy Template (1)
# @ Administration (&)
# @ Disaster Recovery (2
+ @ Educational Resources

3. Inthe Custom Arrange By window, in the Arrange by list, click a
criterion.

Custom Arrange By

Arrange by | Departments

<

Then by | Mone

Then by |r\0ne

L1 L] ] [5]

Then by |r\0ne

MName

Make this arrangement available to all users: @ What is this?

| Save | Cancel |

L "

4. (Optional) Select one or more Then by criteria.

5. Inthe Name box, type a descriptive name for the sort, and then click
Save.

Custom Arrange By

Arrange by | Departments

o

Then by |Document Owner

Then by |Template

Bl E] E] [E]

Then by | None

Name Dept / Doc Owner / Template

Make this arrangement available to all users: © what is this?
[ iﬁ Cancel |

b : A

The custom arrangement is immediately applied and is added to the

Arrange by list under the Custom heading for future use.
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™ Print ~

Arrange by:
Departments

[z] P

Departments
Template
Document Owner
Writer
Reviewer
Approver
Categories
All Categories
Compliance Type
Document Type
FLSA
SO 9000
JCAHO Standards
Main
Sarbanes-Oxley Guidelines
Custom

Dept / Doc Ewner [ Template

6. Inthe custom arrangement, each item that has a sort level below it
has the [+| icon before it. Click [+] to show the next sort criterion level,

and then continue clicking [+ until a last-level criterion is displayed.
Click a last-level criterion to display a list of the documents, if any,

that match all levels of the custom sort.

™ Print ~

Arrange by:
Dept / Doc Owner / Template

ar Add Custom
# Edit Custom

= € Accounting
+ @ Bachman, Harold
- @ Hansen, Tom
# — Blank Wor
@ Policy Templ
+ @ Administration
+ @ Disaster Recovery
+ @ Educational Resources
+ @ Engineering
+ @ Environmental Services
+ @ Fiscal Services
+ @ Human Resources

+ @ Installations
- @ Main

ocument —

[=]

Seart
Page 1 of 1 (10 items) 1
Type Title
- @ Accounts Payable and Cash Distributic
- [ Bad NSF Checks
~ @] Capitilization
~ @] Cash Drawers
~ 1] Cash Receipts
v 1] Cash Receipts
- @ Chart of Accounts
~ @] Check Requests
~ (1] Check Signing Authority
v [# Paid Time Off (PTO) Policy

Editing or Deleting a Custom Sort
1. Click DOCUMENTS, and then click All Documents or My

Documents.

2. Inthe Arrange by list, click the custom sort you want to edit or

delete.

3. Below the Arrange by box, click Edit Custom.
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™ Print ~

Arrange by: ‘
Dept / Doc Owner / Template =] | p:

s Add Custom e

& Ediﬁust@m g
+ @ Accounting

+ @ Administration

+ @ Disaster Recovery
- €% Educational Resources

-

4. Do one of the following:

m Make changes to the custom sort, and then click Save.

m Click Delete.

Custom Arrange By )

Arrange by |Departments E|

Then by Document Owner E|

Then by Template [=]

Then by None [=]

Mame Dept/ Doc Owner [/ Template

Make this arrangement available to all users: [C] @ vvnat is this?
Save | Delete | Cancel

\. J

Display/Export Options

By default, a document list contains 20 documents per page and
displays the following information in separate columns:

= Document type

n Title

Version number

Status

Using Display/Export Options, you can change what information is
displayed in the list and the number of documents per page. You can
also add column filters and export the current document listto a
Microsoft® Excel® file.

1. Click DOCUMENTS, and then click All Documents or My
Documents.

2. Inthe Arrange by list, click an item to display a list of documents.

3. Below the Search for box, click Display/Export Options.
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Search for y

1 Display/ Exgoi O%tions -
+ Show/Hide Column

+ Display Options
+ Filter Options
+ Export List
Reset Column Layout

Reconciliation

nis
ts
Authority T Approved

Approved

Close

Accounting Manager 1

Click [+! before a display or export category to display the available
options.

= Show/Hide Columns ———
{T} [[] Ref#

+ Display Options
+ Filter Options
+ Export List

m| »

Ver #
Status

[] Security

[7] Document Owner -

Reset Column Layout

Close

5.

Make changes to the options. See one of the following sections for
detailed instructions:

m Showing and Hiding Document List Columns

m Changing Document List Display Options

m Adding Simple Filters to a Document List

m Adding an Advanced Filter to a Document List

m Exporting a Document List

(Optional) Back in the document list, you can change column order
by clicking and dragging a column header to a new position. You
can also change which column the list is sorted by, by clicking a
column header. Reverse sort order by clicking the column header

again.

Note: To change the columns back to their original order including
only the default columns, click Display/Export Options, and then
click Reset Column Layout.

PolicyTech 9.0 User's Guide



58 - Document Access Table

7. When you're finished making changes, click Close.

Showing and Hiding Document List Columns

1. With a document list displayed in the DOCUMENTS screen, click
Display/Export Options, and then click [+| before Show/Hide
Columns.

2. Select or click to clear a check box to show or hide the
corresponding column.

-1 Show/Hide Columns
[] Ref#

Wer #
Status

[] Security

Document Owner =
+ Display Options ———

+ Filter Options

[am] »

+ Export List

Page 1 of 1 (22 items) 1 Display/Export Options «
Type Title A Mer# Status . Document Owner
- W] Account Collections Form 1 Approved Benton, Carol B
-~ [ Accounts Payable and Cash Distribution 1 Approved Hansen, Tom
- & Bad NSF Checks 1 Approved Hansen, Tom
- ] Capitilization 1 Approved Hansen, Tom
- ] Cash Drawers 1 Approved Allison, Todd
¥ [ Cash Receipts 1 Approved Bachman, Harold
- [#] Cash Receipts 1 Approved Allison, Todd

3. sClick Close.

Changing Document List Display Options

1. With a document list displayed in the DOCUMENTS screen, click
Display/Export Options, and then click [+ before Display
Options.

2. Inthe Documents Per Page list, click a number.

+ Show/Hide Columns
- Display Options

Documents Per Page

gg Document Title
¥ H 100 L\\S ons
+ Egsp e

500 Column Layout

Close

3. (Optional) Select the Lock Title check box to freeze the title as the
second column from the left as you scroll right and left to see other
columns. The Lock Title option is especially useful when the

PolicyTech 9.0 User's Guide



Document Access Table -59

document list contains more columns than can be displayed in the
browser window.

Note: If you have moved the Title column to a different location, it will
be moved to its default position if you select Lock Title. If you then
deactivate Lock Title, the Title column goes back to where you
moved it.

+ Show/Hide Columns
- Display Options
20 Documents Per Page
%Lock Document Title
+| Filtér Options
+| Export List
Reset Column Layout

Close

4. Click Close.

Adding Simple Filters to a Document List

You can use a simple filter to narrow the list of documents to only those
whose information within a column (title, version, status, etc.) matches
the filter criterion for the text you type. Simple filter criteria include the
following: Begins with, Contains, Doesn't contain, Ends with,
Equals, Doesn't equal. You can also apply a simple filter to only one
column at a time.

Note: To apply afilter that checks information in multiple columns at
once or that uses other, more advanced criteria, see Adding an
Advanced Filter to a Document List.

1. With a document list displayed in the DOCUMENTS screen, click
Display/Export Options, and then click [+| before Filter Options.

2. Toenable simple filters, select the Show Column Filters check
box, and then click Close. A text box is now displayed below each
column heading.
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+ Show/Hide Columns
+ Display Options
= Filter Options
E}C&Snow Column Filters
reate Advanced List Filter,

+ Export List———— |

Rese Page 1 of 2 (22 items) 1 ] 0»] Display/Export Options ~

Type Title A Ver# Status
By [y S Pl2lv[e v

- @ Account Collections Form 1 Approved -
v LE__'I Accounts Payable and Cash Distribution 1 Approved B
- @) Bad NSF Checks 1 Approved
- @ Capitilization 1 Approved
~ [d] Cash Drawers 1 Approved
v @] Cash Receipts 1 Approved
- @] Cash Receipts 1 Approved
- @l Chart of Accounts 1 Approved
- @ Check Requesis 1 Approved =

3. Clickinside a filter box, and then type the text that you want to filter
by within that column's information.

4. To the right of the filter box click =, and then click a filter criterion.

Title

|j3 cash |
Account Collections Form Bagins with
Accounts Payable and Cash Distribu | Contains |
Bad NSF Checks Doewt contain
Capitilization .

Cash Drawers Ends with

Cash Receipts Equals

Cash Receipts Doesn't equal

Chart of Accounts

Check Requests

4

]
(]

5. (Optional) To temporarily turn off the filter, at the bottom of the
document list, select the check box before the filter formula.

» [H] 12 Invoice Billings 1 Draft All Users
- (@] 13 Job Description - Accountant 1 Draft All Users
- @ 14 Job Description - Accounting Manager 1 Draft All Users
- (@] 15 Job Description - Accounts Payable Clerk 1 Draft All Users -
< i | *
Page 1 of 1 (20 items) 1

Clear

% % Begins with([Title]. 'p")

6. (Optional) To clear the filter, at the bottom of the document list, click

Clear.
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=
[
=

- [d] 13 Job Description - Accountant 1 Draft All Users

- 14 Job Description - Accounting Manager 1 Draft All Users

- (@] 15 Job Description - Accounts Payable Clerk 1 Draft All Users -
« | m | »
Page 1 of 1 (20 items) 1

[[] < Begins with{[Title], 'p") Cliﬁr

Adding an Advanced Filter to a Document List

1. To create an advanced filter, in a document list, click
Display/Export Options, click Filter Options, and then click
Create Advanced List Filter.

+ Show/Hide Columns
+ Display Options
-| Filter Options

[] Show Column Filters

© Create Advanced List Filter
e |, —

Reset Column Layout

| Close |

2. Inthe Filter Builder, click = after the And operator to add a default
filter condition.

Note: If a simple filter is currently applied to the document list, that
filter appears in the Filter Builder. You can either build upon the
simple filter or delete it.

Filter Builder o

And ?}
Filter Builder x

And
Type Beqgins with <enter a value>

In the formula above, the operator is in red font, the column name is
in blue font, the filter type is in green font, and the condition
parameter is in gray font.

3. Use the following guidelines to create the filter.
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Note: It is not within the scope of this Guide to teach how to build
complex filters. The guidelines below only explain how to use the
Filter Builder tool.

m To change any displayed filter element, click it and select an
option, or type in the text box and press Enter.

And;
@ And er a value>
X—
@ NS\—l\nd
@ Not Or
=" Add Group
= Add Condition
¥ Remove Ver # itle Begins with <enter 3 value>
- .

Document Own #  Does not equal
- And

Is greater than | Title Beqins with l:l

>
2 Isgreaterthanorequalte  pp
< Isless than =
4 Isless than or equal to
r-%
L

Is not between

¢ Contains

b Does nut\c‘gntain
lalb Begins with

blcl  Ends with

s s like

ax Ts not like

O Is blank

0 Is not blank
o=

Is any of

Is none of

m A group is an operator and all the conditions below it. To add a
condition to a group, click &= after the operator.

Filter Builder Q
And

Typ&Beqins with <enter a value=

m Todelete a condition, click = after the condition.
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Filter Builder Q

And

Type Beqins with <enter a value: G['?e

m Toadd agroup, click the operator under which you want to add
a group, and then click Add Group. The new groupis a
subgroup of (indented below) the one above it. In other words,
in the filter hierarchy the added group is a child of its parent

group.

And er a value>
or

Not And
Not Or

g

Ada"“dlnnditiun

X #8668 65

Remove

m Todelete a group, click the group operator, and then click
Remove.

4. Click OK.

Exporting a Document List

1. To export the currently displayed document list, click
Display/Export Options, click Filter Options, and then click
Export List.

+| Show/Hide Columns

+ Display Options

+#| Filter Options

-l Export List
(] Export List as XLS
[x]] Export List as XLSX
|| Export List as CSV
Reset Column Layout

Close

2. Do one of the following:
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m [f you have Excel 2003 or earlier, click Export List as XLS.
= [f you have Excel 2007 or later, click Export List as XLSX.
m Click Export List as CSV.

3. Open thefile or save it to disk.
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Working with the Document Overview

A document's overview provides quick views of a document's
properties, history, assigned task status, links, and security settings.

To access a document's overview, do either of the follow:

m  Open the document, and then click Overview.

Check Signing Authority v.1 1 vEar

[91] View Document | Properties Wizard | Overview §

(Wil SR T TG

Home Insert Page Layout References Mailings Review

- S A A | Aa- | B ==t | EE
Paste _j B 7 U -~abe x, x° -A- E=EE=E|l=
Clipboard Font Paragraph

m In adocument list, click the document's Quick Menu arrow, and
then click View Properties.

Page 1 of 1 (16 items) 1
Type Ref#  Title
- 1 Account Collections Form
- ] 233 page 1 of 1 (16 items) 1
%h% 4 Type Ref# Title
5 - 1 Account Collections Form
~E 5 & 233 Ant-Bribery Poicy
Dosument URLs Bank Account Reconciliation
viewProperiies | Canitilization
Adda Fa\-‘oriles | Cash Drawers
- T ’ Cash Receipts
- 5 o hart of Arcounts

The overview opens with the Properties page selected. Notice the
links to other overview pages (Document History, Writer Status,
etc.) and the printer icon next to Properties. You can print any
overview page.
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Bank Account Reconciliation v.3 77

0 [H0 Qo

[] View Document | Properties Wizard | Oveniew Status: Approved - Published

Properties | Document History | Wiiler Stalus | Reviewer Slalus | Approver Status | Reader Status | Links | Security Discussions (0)

Properties | [«

Current | View overview on approved date (03/05/2012) ke

Business Title

Demo Site

Title Version Reference #

Bank Account Reconciliation 3 4

Date Created Date Submitted Date Approved Pulsdication Date Next Review Date Review Interval
02/03/2012 Set As Approved 03/05/2012 03/05/2012 03/05/2013 12 month(s)

Update Requests

None

Document Owner

Corporate Headquarters: Hansen, Tom (Accounting Manager)

Document Creator

Corporate Headquarters: Howard, Susan (Document Control Administrator)

Each overview page is described in the sections that follow. Click a link
below to go directly to a specific section.

Properties
Document History

Writer, Reviewer, and Approver Status

Reader Status
Links

Security
Discussions

About the Properties Page of the Document
Overview

The Properties page shows most of the document settings from the
Properties Wizard, the dates of workflow milestones, and the
document URL.

All of this information is for the document in its current state. You can
also view the properties on the date when the document was approved.
In the example below, the user would click View overview on
approved date (02/18/2012). There may be differences between the
two Properties pages, because document control administrators and
the document owner can change document properties within the
approved document. A document control administrator can also change
PolicyTech™ preferences that may affect document properties.
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Properties (&

Current | View overview on approved date (06/09/2014) .

Business Title

Demo Site

Title Version Reference #

Account Collections Form 1 1

Date Created Date Submitted Date Approved Publication Date Next Review Date Review Interval
111182011 Set As Approved 06/09/2014 06/09/2014 06/09/2015 12 month(s)

Document Owner
Corporate Headquarters: Hansen, Tom (Accounting Manager)

Document Creator
Corporate Headquarters: Potts, Tony (Document Control Administrator)

Assigned Proxy Author

Writers
None

Reviewers
Corperate Headquarters: Hansen, Tom (Accounting Manager) Skipped

Approvers
Corporate Headquarters: Johnson. Douglas (Chief Executive Officer) Accepted (06/09/2014 4:39 PM)

Categories
None

Affected Department(s)
Corporate Headquarters: Accounting

Keywords
replace

URL
hitp:/fjim test.policytech.com/e/docview/?docid=4

Language
None W

About the Document History Page of the Document
Overview

The Document History page can contain two areas: the Current
Revision History and the Approved Document History. You will
see the Current Revision History if a version of the document is being
created or revised and is in the draft, collaboration, review, or approval
status. The Approved Revision History appears if one or more
versions of the document have been approved.

Notes:

m See Snapshot Triggers for details on when a new snapshot
(stored copy) of a document is taken.

m By default, snapshots of the draft versions of documents are
deleted when the document is approved. There is an add-on
module available that enables the keeping of all draft snapshots
after approval. Talk to your document control administrator if
you feel you need this functionality.
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Document History (=

- Current Revision History @ What is this?
Date Changes Compare  Superseded
Updated Summary Versions Documents Status
Version 3 - View Document & Properties
®]30 02/07/2013 View Compare = -None- Current: Draft

- Approved Document History @ What is this?

Date Changes Compare Superseded Date Read
Updated Summary Versions Documents Archived By Event

Version 2 - You are viewing this version of the document All
®]2.1 02/07/2013 View Compare » -None- Published 7 Howard, Susan (Document Control Administrator)
)20 02/07/2013 View Compare ~ -None- 02/07/2013 3 Major Version

Version 1 - View Document & Properties All
W]10 02/07/2013 View Compare ~ -None- 02/07/2013 6 Major Version

In the Document History page, you can do any of the following:

m Click View Document & Properties to open the document. What
you see will be the same as if you opened the document directly
from a document list for the document's current status (draft,
collaboration, review, etc.).

m Click a version number to see an uneditable view of the document
only.

m Click View in the Changes Summary column to display the
change summaries (if any) entered by the document owner when
submitting the document for review or approval. Changes to
inserted fields are also displayed.

m Click Compare, and then click the version number you want to
compare the currently open version to. The Microsoft® Word
Reviewing Pane opens showing the current document, the
version being compared, and a combined document with changes
marked up.

Note: If you don't see both documents, make sure that Show Both is
selected as the Show Source Documents setting in Word. With the
ribbon displayed in Word, click Review. Depending on the version of
Word you have, you can either find the Show Source Documents
setting under Compare or as an option on the ribbon next to
Compare.

m Click a number (except 0) in the Read By column to see who has
read that version of the document.

m Click Allin the Read By column to see all users who have read that
version of the document, including revisions.
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Snapshot Triggers

A snapshot is a stored copy of a document in a specific state. Whenever
a Microsoft® Word or Excel® document goes through a significant
change (see table below), PolicyTech™ makes a copy of the document
as it exists immediately before that change takes place.

There are two types of snapshots—document (content) and properties.
The type of snapshot PolicyTech takes depends on the change. The
table below lists all changes that trigger a snapshot, along with the types
of snapshots taken. Snapshot types followed by an asterisk (*) are
deleted once the document is approved.

Snapshot Trigger Snapshot

Type

The document owner submits draft documenttoone of  Document*
the following statuses: collaboration, review, approval.

All assigned writers finish writing the document, thus Document*
sending the document from collaboration back to draft.

A reviewer or approver revises or declines a document, Document*
thus sending it back to draft.

All assigned approvers accept the document, thus Document
moving it to pending or published status. and
properties
A document control administrator (DCA) sets an Document
unapproved document as approved. and
properties
A DCA edits an unapproved document in its current Document
state and then takes an action that moves the document and
to a different state. For example, after editing a properties

document in review, a DCA submits the document for
approval or sets the document as approved.

A DCA editsinits current state an approved document's Document
content.

A DCA editsinits current state an approved document's  Properties
properties.

A document owner or DCA archives a document. Properties

* The snapshot is deleted once the document is approved.
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About the Writer, Reviewer, and Approver Status
Pages of the Document Overview

Use these pages to check the status of users assigned to write, review,
and approve the document. Each page lists the assigned users with a
status icon before each name. If a user has completed an action
(writing, reviewing, or approving) and typed comments when doing so,
you can see them by clicking that user's name.

Reviewer Status (=

@ Accepted © Declined © Waiting ® Skipped @ Not Staried @ Unassigned Rationale (Choose a user to display comments.)

| found a small but important problem with the
B Cycle 1 wording of the gecond paragraph. Please come
sea me for details

B Level 1 - Started on: 02/08/2013

@ Benton, Carol (Environmental Control Manager) - 02/08/2013 12:25 PM
O Lavin, Alice (Manager)

€ Thomas, Brad (Director of Operations) - 02/08/2013 12:28 PM

Icon Descriptions
@ The user has accepted the document as is (no revisions).

@ The user has revised or declined the document (applies only to
reviewers and approvers).

3 The user has received notification that the document is ready to be
written, reviewed, or approved, but the user has not completed the task.

3 The document owner or document control administrator moved the
document directly on to another workflow status, such as from draft to
approval, skipping an assigned workflow step, such as review. This icon
can also mean that the user did not complete the assigned task before a
new version or revision of the document was made.

@ The user has not yet received notification to write, review, or approve
the document.

@ The user was once assigned the task, but has since been
unassigned.

About the Reader Status Page of the Document
Overview

This page shows the status of reader tasks.
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Reader Status (=

@ Read © Incomplete © Skipped @ Not Started @ Unassigned

Page 1 of 1 (12 items) 1

User (Job Title) Date Rev. #
@ Aguiar, Janice (Accounts Payable Clerk) 2/9/2013 v.i0 =
@ Benjamin, John (Accounts Payable Clerk)
@ Cash, Jorden (Accounts Payable Clerk) 2/8/2013 v.1.0
3 Gifford, Tawna (Accounts Receivable Clerk)
@ Hansen, Tom (Accounting Manager) 21102013 v.1.0
@ Hill, Maria (Receiving)
@ Holmes, Lucille {Accountant) 2/15/2013 v.1.0
@ Packer, Mary (Accountant)
@ Rydalch, Cindy (Receiving)
© Schram, Johanna (Accountant)
@ Steiner, Mark (Accountant) 2/8/2013 v.1.0
@ Woo, Josh (Accouniant) 2/8/2013 v.1.0

Page 1 of 1 (12 items) 1

Icon Descriptions
@ The user has marked the document as read.

2 The user has received notification that the document is ready to read,
but the user has not completed the task.

i3 The user did not mark the document as read before a new version or
revision of the document was made.

@ The user has not yet received notification to read the document.

@ The user was once assigned to read the document, but has since
been unassigned.

About the Links Page of the Document Overview

The Links page shows links both out of and into the current document
and shows whether a link has been inserted into the document.

Links (=
Links to this Document @ What is this?
Title Reference # Status Document Owner Inserted
Controlling Legal Costs (v.1 26 Approved Johnson, Douglas No
Conflict of Interest Policy (v.1 245 Draft Johnson, Douglas No
Anti-Bribery Policy (v.1 246 Draft Johnson, Douglas No
Links (=
—— Document Links | Links fo this Document | @ what is this?
Title Reference # Status Document Owner Inserted
Job Description - Chief Executive Officer (v.1 29 Approved Johnson, Douglas No
Job Description - Chief Finance Officer (v.1 30 Approved Johnson, Douglas No
Job Description - Chief Operations Officer (v.1 32 Approved Johnson, Douglas No

In the Links page, do any of the following:

PolicyTech 9.0 User's Guide



72 - Working with the Document Overview

m Click Document Links to display documents the current document
is linked to.

m Click Links to this Document to display other documents that link
to the current document.

m Click the title of a listed document to open it.

m Click a document owner's name to display that user's site,
department, job title, and email address.

About the Security Page of the Document Overview

The Security page shows the document's security settings from the
Properties Wizard, plus any additional users given permission to view
the document.

Security [

Security Level
Restricted - Severe

Other Allowed User(s)
Chief Executive Officer (Job Title)
Chief Finance Officer (Job Titie)
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Printing Documents

The options you have for printing documents depends on the document
roles and system permissions you've been assigned.

All users with at least the reader role have access to the Print List
(Standard) option. See Printing a List of Documents for details.

If you've been assigned the document control administrator or report
manager permission, you'll also have access to the Print Documents
and Custom Print options for printing document contents. See Printing
Documents (Content) and Using Custom Print for details.

Printing a List of Documents

You can print or save to disk a list of the documents displayed in the
main document list, such as all the published documents from the
accounting department. Each document entry always contains at least
the following information:

m Date created

m Date submitted

m Lastreviewed date
m Date approved

= Publication date

m Date archived

You can also add date information about when the document was
created, submitted, published, and so on.

1. With the DOCUMENTS tab selected, use any of the various
methods of finding documents to display a list of the documents you
want included in the printed list. See any of the following topics if
you need help:

m Using the Sort Bar

m Searching for a Document

m Finding a Document in a Specific Status

m Finding a Document You Are Assigned to Own, Proxy Author,
Write, Review, Approve, or Read

m Customizing the Document List Display

m  Working with Advanced Sort and Search Features
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Note: Information about all of the listed documents is printed, even if
the list spans multiple pages.

2. (Optional) The following details are always included for each
document in the printed list:

m Reference number

m Title with version number

m Document owner

m Site and department

= URL

= Security level

m Review interval in months
You can also include any of the following dates:

m Date created

m Date submitted

m Lastreviewed date

m Date approved

= Publication date

To add one or more dates to the printed document list, click
Display/Export Options, click Show/Hide Columns, and then
select one or more of the date columns listed above.

Note: These are the only column selections that have any effect on
the content of the printed document list.
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~

|»

Display/Export Options »
Status Docur =l Show/Hide Columns
pproved Han Document Owner .
\pproved Han [] Date Creatt_ed
pproved Hai L DateSubmitted  [£]
\pproved Han O DateAppmved
pproved Han Publication Date o
\pproved Han * Display Options
\pproved Han Filter Options
pproved Hanl # Export List
pproved Han Reset Column Layout
\pproved Han (Mo )
pproved Han . /

roved Hansen, Tom TI232017

3. Click Print, and then click Print List (Standard).

DOCUMENTS MY TASKS (14)  REPORTS ' PH

policytech

Site: Corporate Headquarters ~

Documents

All Documents
Draft
Collaboration

Review

Approval

i New Document ~

Arrange by:

| Departments

<r Add Custom
@ [All Documents]

+  Accounting

Print List(Standard
Print Do ents

Custom Print age 1 of

ype
-~ @

-

The list opens in a separate browser window where you can view,
print, and save the list to disk in several different formats.
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< - rg- SR o BN - > 239 oo IR~

Document List

Demo Site W policy!
Pages: 5 Generated By: Douglas Johnson Generated: 03/16/2013 3:26 PM.

Document Details

Hansen, Tom (A inti
| 1 Account Collections Form (v 1 Manager) ¢ Corporate

URL Security Public

http://jim test policytech.com/e/dotNet/ documents Review Interval 12
/docid=4

Dates

Date Created: 11/18/2011 Publication Date: 05/142013 Last Reviewed 03/14/2013
Date:

Date Archived Not Archived Yet

i Potts, Tony (Docoment o
) :
233 Anti Bribery Policy (v.1) Control Administratory  COtPorate Headguariers  Administeation

URL Security Public

http://jim test policytech com’e'dotNet'documents | Review Interval 12
/docid=251

Dates
Date Created: 07/25/2012 Publication Date: (7/252012 Last Reviewed  (7/25:2012

Date Archived Not Archived Yet

Hansen, Tom (Accounting

Page |} 2 - H

Printing Documents (Content)

Important: You will see this print option only if you've been assigned
the document control administrator or report manager permission.

1. Withthe DOCUMENTS tab selected, use any of the various
methods of finding documents to display a list of the documents you
want to print. See any of the following topics if you need help:

m Using the Sort Bar

m Searching for a Document

m Finding a Document in a Specific Status

m Finding a Document You Are Assigned to Own, Proxy Author,
Write, Review, Approve, or Read

m Customizing the Document List Display

m  Working with Advanced Sort and Search Features

Note: If you have access to management reports, you can also use
the Print Multiple Documents report to select and print documents
(see "Print Multiple Documents" in the Reports Supplement).

2. Click Print, and then click Print Documents.
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DOCUMENTS ' MY TASKS (14) ' REPORTS = PREFERI

policytech

Site: Corporate Headguarters ~

All Documents
Draft
Collaboration

Arrange by Print List (Standard)

Dopartments - fR U
epariments
p Cu rint

2r Add Custom

Review ype Title
@ [All Documents] - a
Approval @ Accounting (1) N -
Pending @ Administration (19) -
| [ @ Disaster Recovery - @] !

3. Inthe Print Options window under Print Documents, click the
check boxes of what you want printed. The options are described in
the sections that follow.

Print Options © Help ©
@ Use the tools below to select which attril will be print: ported.
(®) Print Documents (Paging Options) (O) Export Documents
[[] Properties (More)
Document
|:| Atftachments (Microsoft Word & Excel only)
Document Arrangement
Documents Found: 13 Show/Hide Columns ~
Title .~ Ver#  Status Publication Date
Bank Account Reconciliation 3 Approved 03/05/2012
Capitilization 2 Approved 11/23/2011
Cash Drawers 2 Approved 11/28/2011
Cash Receipts 1 Approved 11/2372011
Chart of Accounts 1 Approved 117232011
Check Requests 1 Approved 11/2372011
Check Signing Autharity 1 Approved 11/23/2011
Job Description - Accounting M 1 Approved 11/2372011
Job Description - Accounts Payable Clerk 1 Approved 11/2372011
Job Description - Accounts Receivable Clerk 1 Approved 117232011

14444 Page 1 of 2 M Records 1- 10

4 .3

T

Print Documents |

= Properties. Select Properties if you want a cover page with
document properties added for each document.
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Busi 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 ~ Not Approved  Not Approved No Review Date 12 month(s)
Yet Yet Yet

Update Request:
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) Upcoming Task

Reviewers
Corporate Headquarters: Stoker, Brent (Director of Engineering) Upcoming Task
Corporate Headquarters: Breen, Darren (Personnel Manager) Upcoming Task

Approvers
Corporate Headquarters: Gatos, Will (Chief Information Officer) Upcoming Task

Categories
Document Type
Policies

Affected Department(s)
Corporate Headquarters: Accounting

Keywords
None

m Tochange 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, and then click OK.

m Toinclude more information than just properties on the cover
page, click More, click the check boxes of additional items from
the menu on the left, and then click OK.

PolicyTech 9.0 User's Guide



Printing Documents - 79

Select the properties you would like displayed on the Cover Page of each document.
Overview Select Overview ltems Below
Document History Business Title
%"Joﬂcﬁm Comments Title, Version, & Reference #
[T Links Dates @
|:| Security Update Requests

[C] piscussions

Document Owner
Document Creator
Assigned Proxy Author
Assignees @
Categories

Affected Department{s)
Keywords:

URL

m Document. This option is selected by default. If you only want
to print one or both of the other two options and not the
document content, deselect Document.

m Attachments. Select this option if you want to also print any
Microsoft® Word and Excel® documents attached to the
documents you selected to print.

4. 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.

5. The last thing to be printed is the table of contents page, at which
time you'll see the message displayed below.

-

Messzage from webpage

=

I.-"'_"\-.I Printing Complete.

print it again.

© Click OK if you would like to customize the Table of Contents and then

A

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.
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Using Custom Print

Important: You will see this print option only if you've been assigned
the document control administrator or report manager permission.

The Custom Print feature uses a different method of selecting
documents (not the document list) and offers more options for what to
print.

1. Withthe DOCUMENTS tab selected, click Print, and then click
Custom Print.

~
policyt

= Print v
All Documents Arange by: Print List (Standard) [}

Draft D i ; Print Documents y
Collaboration d}i};d (r:nen s %@ age 1of 1 (13 it
Review ustom [l

) ) @ [All Documents] - ] Ban
Approva + € Accounting = -

8 Adminictration v [#] -

2. Inthe Print Options window, select the documents you want to
print (see Selecting Documents).

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. Restricted document titles are preceded by
the lock icon (&!) and are displayed in red font.
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@ Use the selection tools below to build a list of documents you would like to see in this report.

Capitilization (v.2)

Cash Drawers (v.2)

Cash Receipts (v.1)

Chart of Accounts (v.1)

Check Requests (v.1)

Check Signing Authority (v.1)

Job Description - Accounting Manager (v.1)

Job Description - Accounts Payable Clerk (v.1)

Job Description - Accounts Receivable Clerk (v.1)
Performance Evaluation - Accountant (v.1)
Performance Evaluation - Accounts Payable Clerk (v.1)
Performance Evaluation - Accounts Receivable Clerk (v.1)

) [ [ ) ) [ ) ) [ [ )

OOEOEOEEEOEEEE

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

Status | Approved - Published | v | [ &l Show Restricted Documents

Site | Corporate Headquarters | v | © Add All From This Site

Select By | Department | v |

Department | Accounting | v | © Add All From Accounting

Available Documents Selected Doc t: o
Bank Account Reconciliation (v.3) Documents

Bank Account Reconciliation (v.3)
Cash Drawers (v.2)

Cash Receipts (v.1)

Check Requests (v.1)

| Print Documents | Mext ¢ |

3. 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 step 5.

[] Properties (More)
Document
|:| Atftachments (Microsoft Word & Excel only)

@ Use the options below to determine the detailed content of this report. Use the Document Arrangement

(®) Print Documents (Paging Options) (O Export Documents

More ¥

() Print Display Table
Standard

Microsoft Excel Raw

Document Arrangement

Documents Found: 4 Show/Hide Columns -
Title .~ Ver# Status Publication Date

Bank Account Reconciliation 3 Approved 03/05/2012

Cash Drawers 2 Approved 11/28/2011

Cash Receipts 1 Approved 11/23/2011

Check Requests 1 Approved 11/2372011

| 4 Back Print Documents |

4. 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 5.

= 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
(.xls) file.

5. The Document Arrangement area controls what document
information is included in the printed output and the document sort
order. Do any of the following:

Important: Making changes in the Document Arrangement area
directly affects what is printed or exported with the Print Display
Table options.

= By default, the following information is included about each
document listed in the Document Arrangement area:

» Reference number
. Title

« Version number

« Status

» Date Created

« Date Submitted

« Publication Date
« Date Approved

» NextReview Date

To change which columns of information are displayed in the
document list, click Show/Hide Columns, and then select what
you want added and deselect what you want removed.

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, deselecting 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,
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Categories; however, all of the date column selections do affect the
contents of the standard display table. 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.

a S Vo -~
@ Use the options below to determine the detailed content of this report. Use the Document Arrangement More %
(®) Print Documents (Paging Options) (O Export Documents (0) Print Display Table
[] Properties (More)
Document
[[] Aftachments (Microsoft Word & Excel only)
Document Arrangement
Documents Found: 4 Show/Hide Columns ~ B Reference #
Title Ver#  Status Publicalion als \
Bank Account Reconciliation 3 Approved 03/05/2012
op Ver #
Cash Drawers 2 Approved 11/28/2011
= p— [+ Status
Cash Receipts 1 Approved 1172312011

o Security Level
Date Created
Date Submitted
Publication Date
Date Approved
Next Review Date
[CIDate Archived

[ Review Interval

ocument Owner
[CURL

[T categories
Security Details

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). 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...
A B C D E
1 Title Ver# Status Allowed Access Type Allowed Access
2 | Account Collections Form 1 Draft  Department Corporate Headquarters: Accounting
3 |Account Collections Form 1 Draft  Multi-Site (Global) Department Group Customer Satisfaction Group
4 | Account Collections Form 1 Draft  Reader Group Corporate Headquarters: Managers
5 |Account Collections Form 1 Draft  Reader Aguiar, Janice (Accounts Payable Clerk)
6 Accounts Payable and Cash Distribution 1 Draft
7 Bad NSF Checks 1 Draft
8 |Invoice Billings 1 Draft
9 |Job Description - Accountant 1 Draft
10 Performance Evaluation - Accounting Manager 1 Draft
11 |Year End Closing 1 Draft

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 header. Click the same column header again to
reverse the sort order.
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Note: Changes to the document sort column and sort order directly
affect both Print Display Table outputs.

6. 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.

Message from webpage @

N Printing Complete.

T Click 0K if you would like to customize the Table of Contents and then
print it again.

| ok || cance |

A

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 Standard is currently selected, the report opens in a separate
browser window.
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- e SN - HA - - P 59 et TG

Document List

NAVEX Global e policy
| Pages: 7 Generated By: Generated By: Susan Howard Date: gdﬂmﬁ |

Document Details

‘ 123 Account Collections Form (v.2: Hansen, Tom (Accounting Corporate Headquarters. Accounting ‘
anager)

URL Security: AllUsers
http:/lecalhost:5355/docview/?docid=223 Review Interval: 12

Dates
Date Created: 041372013 Publication Date: 04/14/2013 Date Approved: 0411472013

Next Review Date : 04/14/2013

Categories

Forms (Document Type)
Level 3 - Forms (IS0 9000 Level’)

Page |} B « H

If Microsoft Excel Raw is selected, at the Windows system
prompt, open or save the display table file.

A B c D E
1 Title Ver# Status Allowed Access Type Allowed Access
2 |Account Collections Form 1 Draft  Department Corporate Headquarters: Accounting
3 |Account Collections Form 1 Draft  Multi-Site (Global) Department Group Customer Satisfaction Group
4 |Account Collections Form 1 Draft  Reader Group Corporate Headquarters: Managers
5 |Account Collections Form 1 Draft  Reader Aguiar, Janice (Accounts Payable Clerk)
6 |Accounts Payable and Cash Distribution 1 Draft
7 Bad NSF Checks 1 Draft
8 |Invoice Billings 1 Draft
9 |Job Description - Accountant 1 Draft
10 |Performance Evaluation - Accounting Manager 1 Draft
11 |Year End Closing 1 Draft

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:

= 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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Busi 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 ~ Not Approved  Not Approved No Review Date 12 month(s)
Yet Yet Yet

Update Request:
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) Upcoming Task

Reviewers

Corporate Headquarters: Stoker, Brent (Director of Engineering) Upcoming Task
Corporate Headquarters: Breen, Darren (Personnel Manager) Upcoming Task

Approvers
Corporate Headquarters: Gatos, Will (Chief Information Officer) Upcoming Task

Categories
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, click the check boxes of additional items from the menu on the
left, and then click OK.
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Select the properties you would like displayed on the Cover Page of each document.

E Overview

%)vocument History
orkflow Comments

Ciinks

D Security

D Discussions

Select Overview ltems Below
E Business Title

[ Titte, version, & Reference #
E Dates O

E Update Requests

E Document Owner

E Document Creator

E Assigned Proxy Author
E Azzignees Li]

E Categories

[V Affected Department(s)
[ Keywords

MurL

E Language

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.
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Reading a Required Document

You can read any document that is listed in a Published document list,
but you may not be required to read all of those documents.

If you are required to read a document, you will receive a task
assignment. The task assignment notification will come in the form of an
email (if you are set up to receive emails from PolicyTech™) and will be
added to your My Tasks list in PolicyTech.

1. Toopen a document you are required to read, do one of the

following:

m Open the task notification email, and then click the document

link.

00 Required to read: "Healthcare Benefits Summary" - Sent Mail -
~

J Message {

PolicyTech

To: Jim Woo

click "Mark as Read".

Notes:

-None-

I ac

E &dassg - 5 W

Deete  Reply Repiy Al Forward 5 - Mowe L@ Uieay Categorize Follow Up

€ L) Required to read: "Healthcare Benefits Summary"

Sent: Thursday, February 14, 2013 1:45 PM

You are required to read "Healthcare Benefits Summary”.

Click the document title above te read. To confirm that you have read and understood the complete document

T
= 3 & ¥ |+ Required to read: "Healthcare Benefits Summary" - Message (HTML) HE—

S = . >
Garepy [ |5 To Manager 3, Pmencuneas gh # O
o= o, N

)
=8 Reply All 8~ |33 Team E-mail - B3 categorize =
&v Delete = ™ — Move [3- Translate Zoom
(33 Forward B~ | &/ Done = - ¥ Follow Up = - b
Delete Respond Quick Steps Fl Move Tags Editing Zoom
From: donotreply @policytech.com Sent:  Fri 2/8/13 2:25 PM
To: Janice Aguiar; | |Will Gatos; | SusanHoward;| | Douglas Johnson;| | TeresaMaonson;| | Mark Steiner
gy
Subject: Required to read: Healthcare Benefits Summary™

You are required to read ”Hea\thcareﬁenefits Summary”

Click the document title above to read. To confirm that you have read and understood the complete
document click "Mark as Read"”

Notes:

-None-

D dontreply@policytech.com I:”:”:”:I o

Windows

m Click MY TASKS, and then, in the Read area, click the
document title.
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DOCUMENTS MY TASKS(14) REPORTS = PREFERENCES Welcome Douglas Jehnson | LOG OUT

policytech
Demo Site

ABOUT | HELP
& e G e L !

= Read the following documents as soon as possible and mark that you have read them: (5)
Title Date Assigned Days Elapsed  Date Due  Days Left
[E Bank Accoun%@etmci\iaﬁon v.3] 06/20/2013 1
E  Minutes - Adr\ fistration Meeting - 12-06-2011 (v.1 121212011 556
[ Performance Evaluation - Document Control Administrator (v 1 12/01/2011 568

B Job Description - Document Control Administrator (v.1 12/01/2011 568
5 workplace Rules & Guidelines (v.2) 117292011 570

NAVEXetosar-

If you see a window similar to the one below, with the document
contents displayed in a browser window, move on to step 2.

Healthcare Benefits Summary v.4 7 v MarkasRead Oplions ~ 0 Qo Qo
J [a] View Document | Overview | Status: Appraved - Published (T s T EdtorToos = |

View
=y o - AN =, A @4 Find ~
Ol g 2 A A A 819 | paBbce AaBbCc AaBbC & Repiace
E ac
Pa_ite F B I U - ae x, X' By . A S o T Normal T Mo Spaci.. Heading1 Eg‘ii:sgf } Select~
Clipboard n.‘ Font Paragraph | Styles | Editing ‘
&
-
Healthcare Benefits Summary H
Delta Regional Medical Center
Document Owner: Susan Howard
Reviewers: Tom Hansen, Anne Jones
Approver: Will Gatos
v
+
o
z
Pag:luf1|w-:ms:19‘g$ ‘ |a§|§.§§ 100%@—0—@_:5

If you see a window like the one below, go to Reading a
Document That Opens Outside of PolicyTech.

File Information

Click the file below to open it: B Import / Overwrite
Mame Date Modified
B Healthcare Benefils Summary_png gﬁggﬂn 3
- >y
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2. Thoroughly read the document.

3. Check for and review the following: attachments, notes,
discussions, change summary (see Reviewing Supplementary
Materials for details).

4. Click Mark as Read at the top of the document window.

Note: If you don't see the Mark as Read button, then you are not
required to read this document. However, you can still mark it as read
by clicking Options, and then clicking Mark as Read (Optional).

Healthcare Benefits Summary v.4 ) . Opfions ~ | @0 o Qo

i - Stat {gg:,d-?.mh
[&1]] View Document | Properties Wizard | Overview niac thicsd Dhshed Links & Altachments | Editor Tools =

(0 | o P e B B

Home | Insert  Pagelayout  References  Mailings  Review  View

44 Find -
VI | aaBbCc AaBbCc A

2 Replace
= Change
&)
= Styles+ | b Select ~
Clipboard rx Font Paragraph Styles Editing

Paste; B 7 U ~abe x, X L7

(3051

Healthcare Benefits Summary

Delta Regional Medical Center

Document Owner: Susan Howard
Reviewers: Tom Hansen, Anne Jones

Approver: Will Gatos

“« 0w d

Page:1ofl | Words:19 | o5 | |[EleEE = = w0 o) {7} (1)

You will see one of the following windows, depending on whether
the document has an accompanying questionnaire and whether
enhanced validation has been activated.
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Mark as Read (Required)

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.
e Take Quiz | Cancel [Ciscaliad IRH‘"

By marking this document as read, you are stating that you have read and
understood the complete document. If you do not understand, click Cancel
and contact your supervisor.

o @ Mark asRead | Cancel

Mark as Read {Required)

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.

~sign Here

By marking this document as read, you are stating that you have read and understood
the complete document. If you do not understand, click Cancel and contact your

Password supervisor.

Username

- Sign Here

Username

e Take Quiz | Cancel

Password

e © Mark as Read | Cancel

5. Follow the instructions below for the window you see:

o Read the message, and then click Mark as Read to confirm the
action.

e Click Take Questionnaire, and then go to Taking a
Questionnaire.

e Type your user name and password, and then click Mark as
Read.

0 Type your user name and password, click Take
Questionnaire, and then go to Taking a Questionnaire.

Reading a Document That Opens Outside of
PolicyTech

There are four reasons why you would be prompted to open the
document outside of PolicyTech™:

= You have not yet installed the WordModulePlus plug-in on your
computer.

m The documentis not a Word or Excel document.

m The documentis a Word or Excel document, but the document is
set to open outside of the browser anyway.

= You are using a Mac computer.

If you have not yet installed the WordModulePlus plug-in and you are
using a computer with Windows, you will have a chance to install it as
you perform the steps below. After the plug-in is installed and if the
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document is a Word or Excel document, it will automatically openin a
PolicyTech window.

Note: You only need to install the WordModulePlus plug-in once on
any given computer.

If the document doesn't open in PolicyTech for any of the three
remaining reasons above, you will need to open the document using its

default program.

1. Toopen adocument you are required to read and which opens
outside of PolicyTech, do one of the following:

m Open the task notification email, and then click the document

link.

00 Required to read: "Healthcare Benefits Summary" - Sent Mail -
~

|J h’esslge {

B aassSs~ N e

Deete  Reply Repiy Al Forward 5 - Mowe L@ Uieay Categorize Follow Up

€ ) Required to read: "Healthcare Benefits Summary"

PolicyTech

Sent: Thursday, February 14, 2013 1:45 PM

To: Jim Woo

You are required to read "Healthcare Benefits Summary”.

Click the document title above te read. To confirm that you have read and understood the complete document

click "Mark as Read".

Notes:

-None-

I ac

T
=N ) & # |+ Required to read: "Healthcare Benefits Summary” - Message (HTML) e

File Message a @

CaReply [ 5 To Manager . M3 . [ Mark Unread a%) ) ©
) =
=8 Reply All 8~ |33 Team E-mail i B3 categorize = - A
&v Delete = ™ & D — Move [3- Translate Zoom
(5} Forward B~ one s - ¥ Follow Up = - R
Delete Respond Quick Steps . Move Tags . Editing Zoom
From: donotreply @policytech.com Sent:  Fri 2/8/13 2:25 PM
To: Janice Aguiar; | |Will Gatos; | SusanHoward;| | Douglas Johnson;| | TeresaMaonson;| | Mark Steiner
gy
Subject: Required to read: Healthcare Benefits Summary ™

You are required to read ”Hea\thcareﬁenefits Summary”

Click the document title above to read. To confirm that you have read and understood the complete
document click "Mark as Read"”

Notes:

-None-

D dontreply@policytech.com I:”:”:”:I o

Windows

m Click MY TASKS, and then, in the Read area, click the
document title.
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DOCUMENTS MY TASKS(14) REPORTS = PREFERENCES Welcome Douglas Jehnson | LOG OUT

policytech
Demo Site

ABOUT | HELP
& e G e L !

= Read the following documents as soon as possible and mark that you have read them: (5)

Title Date Assigned Days Elapsed  Date Due  Days Left
B Bank Accoun%@etmci\iaﬁon v.3] 06/20/2013 1
E  Minutes - Adr\ fistration Meeting - 12-06-2011 (v.1 121212011 556
[ Performance Evaluation - Document Control Administrator (v 1 12/01/2011 568
B Job Description - Document Control Administrator (v.1 12/01/2011 568
5 workplace Rules & Guidelines (v.2) 117292011 570

NAVEXetosar-

2. Inthe File Information window, click the document file name.

File Information

Click the file below to open it:
Name Date Modified
n - 021442013
Organlzailun{%hartpptx 2:05 PM
A A

3. (For Windows users only) If you see a window like the one below,
then the WordModulePlus plug-in needs to be installed on your
computer. If you don't see this window, move on to step 4.

a. Click Use WordModulePlus Plug-in, and then click Install
Plugin.

Alert 2

Choose how to open the file:

© Use WordModulePlus Plug-in (Recommended for best experience)
If using Windows operating system, then Word or Excel documents will be openad up inside
this browser window so you don't have to switch between multiple programs.

Other file types (including Word and Excel if you are not using Windows) will automatically be
opened outside the browser using the default program associated with that file type.

If you have edit permission on the document, then your saved changes will automatically be
uploaded to the server.

© Save to Disk Installing the PolicyTech WordModule
The browser will pro
will not be uploaded { Enable WordModule
option instead to upld

Please enable the plug-in by clicking this link: Install Plugin

Your browser should prompt you with either a popup window or a notification at the
g top or bottom of the browser.

{ If you do not see a prompt, please contact your IT administrator.
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b. Do one of the following, depending on what you see on your
screen:

« If asked whether you want to allow the installation program to
make changes to the computer, click Yes.

« If asked for the user name and password of someone with
administrator privileges, then you do not currently have
permission to install software on your computer. Contact your
document control administrator or network administrator for
help.

c. When the installation is finished, the message below is
displayed and the document is opened. Click % _to close the
message window.

-
= http://jim.test.policytech.com/000/dotNet/WordMadule/OfficeMedulelnstall... l — P |

Installing the PolicyTech WordModule

Enable WordModule

PolicyTech WordModule is installed. Please close this window and return to the
document.

d. Do one of the following:

« Ifyou see a screen similar to the one above, go to step 2 in
"Reading a Required Document.”
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Healthcare Benefits Summary v.1 77 v MarkasRead Options ~ @0 Qo Qo

Slati Sppaned Buliehed Links & Attachments | Editor Tools

‘ [@] View Document | Overview

WSS T

Home | Insert  Pagelayout  References  Mailings

@4 Find ~
AaBbCc AaBbCc AaBbCi % al Rl:p\m

’J & MEERF- WP

past -] b Ch

aste B 7 U -abe x x & . A ange

- F = Styles = | kg Select ~
Clipboard 1 Font Paragraph Styles Editing

TR A T

Healthcare Benefits Summary

Delta Regional Medical Center

Document Owner: Susan Howard
Reviewers: Tom Hansen, Anne Jones

Approver: Will Gatos

«owd

[Bleg==s wm o U &

Pageilofl | Words:19 | & |

« Ifwhatyou see is similar to the screen below (just like the one
you saw in step 2 above), then, in the File Information
window, click the document file name again and continue with
the next step.

Organization Chartv.1 77 ¥ MarkasRead Opfions ™ @0 Qo Qo

StausAnpied Bublebad Links & Aftachments | Editor Tools

‘ [£1] View Document | Overview |

File Information

Click the file below to open it:

Date Modified

= - 02/14/2013
[£1] Organization Chart ppix 205 PM

Name

4. Windows
You will see a Microsoft® Windows® prompt similar to the one

below. Click Open to open the document in its default program.
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Do you want to open or save Organization Chart (289_0).pptx (358 KB) from jim.test.policytech.com?

Oﬂ:\e}rl Save = Cancel

Notes:

= Your prompt may look different, depending on the version of
Windows you have, but you should still see options to open or
save the document.

m Windows controls which program is used to open a specific
type of file.

= You must have the default program installed on your computer
in order to open the document.

Mac
In the Downloads window, double-click the file name to open the
document.

[ e M Downloads

Healthcare Benefits Summary (300_0)-1.docx

10.3 KB

Clear 1 Download

Note: You must have a program installed on your computer that can
open this type of document.
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5. Thoroughly read the document, and then close it.

6. Backin PolicyTech, check for and review the following:
attachments, notes, discussions, change summary (see Reviewing
Supplementary Materials for details).

7. Click Mark as Read at the top of the document window.

Note: If you don't see the Mark as Read button, then you are not
required to read this document. However, you can still mark it as read
by clicking Options, and then clicking Mark as Read (Optional).

.mw. [ @0 [0 o

pom
| [£1] View Document | Overview | Status: pproved - Published Links & Altachments | Edilor Tooks =

File Information h

Click the file below to open it

Name Date Modified

02/14/2013

[ Organization Chart. pptx 2:05 PM

8. You will see one of the following windows, depending on whether
the document has an accompanying questionnaire and whether
enhanced validation has been activated.
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Mark as Read (Required)

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.
o Take Quiz | Cancel | Mark as Read (Required)

By marking this document as read, you are stating that you have read and
understood the complete document. If you do not understand, click Cancel
and contact your supervisor.

o @ Mark asRead | Cancel |

Mark as Read {Required)

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.

Mark as Read (Required)

- Sign Here
Username By marking this document as read, you are stating that you have read and understood
| the complete document. If you do not understand, click Cancel and contact your
Password supervisor.
- Sign Here
o Take Quiz | Cancel | Username
Password
9 Mark as Read | Cancel |

9. Follow the instructions below for the window you see:

o Read the message, and then click Mark as Read to confirm the
action.

e Click Take Questionnaire, and then go to Taking a
Questionnaire.

o Type your user name and password, and then click Mark as
Read.

o Type your user name and password, click Take
Questionnaire, and then go to Taking a Questionnaire.

Taking a Questionnaire

If the current document includes a questionnaire, you will see one of the
following windows when you click Mark as Read. You must
successfully complete the questionnaire before you can finish marking
the document as read.

Mark as Read (Required)

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.

- Sign Here
Username

Password

Mark as Read (Required)

Take Quiz | Cancel |

There is a quiz attached to this document.

To mark this document as read, you must successfully pass the quiz.

Take Quiz | Cancel |
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1. Click Take Questionnaire, or, if you see the Sign Here area, type
your user name and password, and then click Take
Questionnaire.

2. Read each question carefully and select or type the best answer.

|o Minimum passing score: 100% |

[Objective 1: General Questions |

1. The company's family and medical leave policy is based on:

(© Federal Family and Medical Leave Act
© State Laws

@ All 3 of the other answers

@ Local Laws

2. An employee can take unpaid medical during a 12-month period of up to:

@ 12 weeks
© 24 weeks
© 10 weeks
© 30 weeks

3. How many weeks can an employee take off to care for a covered service member in a 12-month period?

Submit Answers | Cancel |

3. When you have answered all the questions, click Submit
Answers, and then click Submit Answers again in the Confirm
window.

Are you sure you want to submit your answers?

Submitpinswers | Retumn to Quiz
{7

4. (Conditional) If the questionnaire creator associated a task with one
or more of the answers you selected, you will see the following
alert. Click OK to clear the alert. You can find the new task in the
Questionnaire Tasks area in the MY TASKS list (see Working

with My Tasks).

Because of your responses, one or more tasks have been created.
These can be marked as complete in the My Tasks area.

5. Do one of the following, depending on your score:
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m |f you passed the questionnaire, one of the following windows is
displayed:

Important: If the questionnaire creator opted to let you print out a
certificate showing that you passed the questionnaire, you will see
the Print Certificate option in one of the windows below. Click Print

Certificate, click =¥, and then click Print.

Click Mark as Read, or, if the window includes the Sign Here
area, type your password, and then click Mark as Read.

Notes:

m [f afeedback window is displayed, click Next to display one of
the windows shown above.

m [f you passed the questionnaire but would like to improve your
score, click Retake Questionnaire and try again.

= If you did not pass the questionnaire, click Retake
Questionnaire if you want to try again immediately, or click
Close Questionnaire if you want to review the document again
before retaking the questionnaire.

[ AN =0

Q Sorry. Your score was 67%. You must get at least 100% to pass the quiz.

4 Retake Quiz | Close Quiz

Reviewing Supplementary Materials

Any of the following types of information may be available to review in a
document:

m Attachments: A document owner can attach any number of files to
a document.

m Links: These can be links to other PolicyTech™ documents and to
websites.

m Notes: A document owner has the option of writing notes during
certain steps of the document creation process.

m Discussions: Those involved with document creation, review, and
approval can start discussions with others assigned to the
document and with any user. As a reader, you can also start a
discussion with the document owner and document control
administrator.
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m Changes Summary: A document owner has the option of
describing changes in the document when submitting it for review
or approval.

You can access most of these items using the Please Review pop-up
menu. If a document contains an attachment, note, discussion, or
change summary, the Please Review pop-up menu is displayed when
you open the document, as shown in the screenshot below.

@2 @1 Q1

Healthcare Benefits Summary v.2 77

[&] View Document | Overview | Status: Approved - Published T I T

(WIESR P = Please Review »

Home | Insert  Pagelayout  Refersnces  Mallings  Review

Attachmenis (2.
Unread Noles (1)
T AaBbCc AaBbC e

- Changes Summary

M AN

=2
Paste B I U - ahe x, X°
e u :

Font Paragraph Styl
on aragrapl yles ‘ a—

Clipboard

ﬁ

This and other ways to access supplementary materials are described
in the topics below.

Reviewing Attachments and Links

Reviewing Notes

Reviewing Discussions

Reviewing the Changes Summary

Reviewing Attachments and Links
1. Do any of the following:

= Inthe Please Review pop-up menu, click Attachments.

@3 [ 1

Attachments | Editor Tools ¥

Attachments (3
el % Unre otes (1
— Discussions (1

styles] Changes Summary

Minimize

m Click the Attachments tab.
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viari Head Options @4 1 1

Y

Status: Approved - Published Madﬁqe"ts | Editor Tools
R

m Click the Attachments (paper clip) icon.

viarl Read Options 2 4..1 1

Status: Approved - Published Aftachments | Editor Tools ¥

Y

2. The Attachments window below contains two attached files (with
“inthe Type column), a link to another document in PolicyTech™
(with 21in the Type column), and a link to a website (with @ in the
Type column).

Attachments - OHelp ©
Policy Tech Document Web Address External File @ Remove Selected
[] Type  File Name Actions
[ % | Dental Plan.pdf Insert Link - Convert -
[0 % | Medical Plan pdf Insert Link - Convert
[0 | @] | Eamily and Medical Leave Act Insert Link
O @ | Insurance Company Website Insert Link

Notice: Attestation is not tracked on attachments and links.

OK

Inthe Links & Attachments window, do any of the following:

m Windows
Click an attachment file name, and then click Open when you
see a Microsoft® Windows® prompt similar to the one below.
When you're finished reviewing the attachment, close it.

Do you want to open or save Medical Plan.pdf (79.8 KE) from jim.test.policytech.com?

Oﬁ Save ~ Cancel

Notes:
= Your prompt may look different, depending on the version of
Windows you have, but you should still see options to open or
save the document.
m Windows controls which program is used to open a specific
type of file.
= You must have the default program installed on your computer

PolicyTech 9.0 User's Guide



Reading a Required Document - 105

in order to open the file.

m Mac

In the Downloads window, double-click the file name to open
the document.

o M M Downloads

Healthcare Benefits Summary (300_0)-1.docx

10.3 KB

Clear 1 Download

Note: You must have a program installed on your computer that can
open this type of document.

m Click a linked document to open the document or display its file
information in another Policy Tech window. After reviewing the
document, close that window.

m Click a website link to open that website in a separate browser
window. After reviewing the website, close the browser
window.

3. Backinthe Links & Attachments window, click OK.

Reviewing Notes

1. Do either of the following:
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= Inthe Please Review pop-up menu, click Unread Notes.

41 @1 @1

Attachments | Editor Tools »

Please Review »

Attachments (4
b Col % Unread Notes (1
] " chand Discusisns (1
mal < styles) Changes Summary

Minimize |

I B

m Click the Notes (page) icon.

| Mark as Read Create New Version Oplions ~

Status: Approved - Published

-

@4 [J1 @1
)

| Attachments [Editor Tools ¥ |

2. Inthe Notes window, click a note to openiit.

© Unread Notes (Click to read) © Read Notes ~ © My Notes @ All Document Notes
— Careful Review Required
= Fleas: iew thiz document thoroughly. Most of the content has changed since the last version.

3. After reading the note, in the upper right corner click =, and then
click Close.

From: Douglas Johnson

Subject: Careful Review Required

Please review this document thoroughly. Most of the content has changed
since the last version.
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Reviewing Discussions

1. Do any of the following:

= Inthe Please Review pop-up menu, click Discussions.

@4 [0 @1

Attachments | Editor Tools +

Please Review »

% Attachments (4

rmal |~ Chang Discuggions (1

7| styles] Chan Summa

Minimize

I

F
B

m Clickthe Discussions (paper clip) icon.

¥ Mark as Read ~ Create New Version Options ~ @4 o @1

Status: Approved - Published

.

Attachments | Editor Tools +

m Click Overview, and then click Discussions.

Bank Account Reconciliation v.3 77 ~ Markas Read Create New Version Opfions

@4 Qo @1
| @\.’lewDuuumenl Properties Wizard | Overview

L Status: Approved - Published
Discugsus 51!
|
|

Properties | Document History | Writer Status | Reviewer Status | Approver Slatus | Reader Status | Links | Security

Properties (=

Current | View overview on approved date (03/05/2012) ﬂ

2. Inthe Discussions window, click a discussion title to openit.

@0 Qo @1
| @ View Document | Overview L Status: Approved - Published

Properties | Document History | Witer Status | Reviewer Status | Approver Stalus | Reader Siatus | Links | Secunty Discussions (1)

Discussions (&

Collaborate on the document through the discussion board. Click 'Create New Discussion' to create a new discussion. Specify which assignees
should receive notifications for the discussion. Click a discussion's title to reply to a discussion, then click 'Post Reply'.

Title

= Posts User Status Visibility  Last Post
Is the infurmaﬁo%abumlaking leave to take care of a sick relative 2 Aguiar, Janice Approved  Private 06/24/2013 11:38 AM
Create New Discussion

3. (Optional) To respond to the discussion, click Post Reply, type a
reply, and then click Save.
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Note: The reply will go to all current discussion participants. If you
want to include others in the discussion, click Participants before
clicking Post Reply, and then select other users. Be aware that only
those users with access to this document can view the discussion.

Title: Is the information about taking leave to take care of a sick relative

Document Owner - Breen, Darren (Personnel Manager); -
Aguiar, Janice (Accounts Payable Clerk); Johnson, Douglas (Chisf Executive Officer); -

Janice Aguiar 06/24/201311:37T AM 1 ~

Participants |

Is the information about taking leave to take care of a sick relative correct? | seem to remember them saying 16 weeks in the
company meeting

Douglas Johnson 06/24/2013 11:38 AM [

Yes, that information is correct. You may take a maximum of 12 weeks within a 12-month period.

Post Reply | Make Public | Delete | Close | Notify Me of Replies @

L= J

Post Reply o

The following users will be notified of this reply:
Douglas Johnson, Darmren Breen

Reply

Thank=s for the clarificaticon.

\ %e Cancel |

L

4. Click Close.
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Reviewing the Changes Summary

1. Do one of the following:

= Inthe Please Review pop-up menu, click Changes Summary.

Note: The Changes Summary option is available only if the
document owner opted to describe changes when submitting the
document to review or approval.

@4 Qo a1

Attachments | Editor Tools +

Please Review

. | Attachments (4
aBb( AaBbCcl FA) Discussions (1
Styles Minimize
| L)
FY

m Click Overview, click Document History, and then, in the
Changes Summary column, click View.

Healthcare Benefits v.1 - « Mark as Read Options ~
R—— @2 @1 Q1
[&] View Document | Overview Status: Approved - Published

Properties | Document History | writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (1)

Document History (=

- Approved Document History @ What is this?
Date Changes Compare Superseded Date Read
Updated S ¥ i D Archived By Event
Version 1 - You are viewing this version of the document.

@ 12 06/24/2013 \é@ Compare ~ -None- Published 0 Johnson, Douglas (Chief Executive Officer)
@ 1.1 06/06/2013 i Compare v -None- 06/24/2013 1 System Snapshot
0

&l 1.0 117232011 View Compare ~ -None- 06/06/2013 Major Version

2. After reading the summary, do one of the following:

m If you clicked Changes Summary in step 1, click OK.

Changes Summary

This document has been updated with the information from our new insurance

carrier.

m [fyou clicked View in step 1, click Close.
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Changes Summary OHelp O

Healthcare Benefits (2.0), Reference # 129

This document has been updated with the information from our new insurance carrier.
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Viewing a Document's URL

Each document in PolicyTech™ has a unique URL (web address) that
can be used to access the document directly. You can add the URL to a
link in a document or enter it on the address line of a browser.

Depending on the current PolicyTech configuration and the document
state, a single document may have multiple URLs associated with it.

You can view all of a document's URLs in one of two ways:
m Open adocument's Overview and go to the URL section (see

Working with the Document Overview for details on using this
method)

m Access a URL list quickly from a document list (read on for details
on using this method)

Viewing URLs for the Current Version of a
Document

To view all of the URLs associated with the current version of a
published document,

1. Click Documents, and then click Published.
2. Find the document whose URLs you want to view.

3. Click the down arrow ( - ) in the document's Type column, and then
click Document URLSs.

Type Title
- ] Account Collections Form
- Accounts Payable and Cash Distribution

Document LJBLs f':':ef:'t
view Protdes [Editin Current State

Add to Favorites Ve Doc
- Ead NSF Checks

You should see dialog box similar to the one below, which shows
the URL for the latest version of the document.

Document URLs

The following URLs may be used to directly reference this document in specific revisions.
- Document Revision Links

| atest Version | hitp:(testdata test policytech.com/ga/docview/?docid=229

Previous Versions

- # Other Links

Closs
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4. Tosee other URLs, if any, associated with this version of the
document, click Other Links.

Note: You will see these additional URLSs only if the corresponding
features have been enabled (see URL Types below).

Document URLs

The following URLs may be used to directly reference this document in specific revisions.
- Document Revision Links
Latest Version | http:ﬂlocalhasUppmtrunh‘dotNeUdocumentsf?docid=1&DncRevisianNum=1&win|

Previous Versions

-1 Other Links

Anonymous Access | http:focalhost/ppmtrunk/?docid=1anenymous=true |

Public Access |http:ﬁlacaIhostfppmtrunkf?dacid=1&public=true |

Public Download |hﬂp:ﬁlacaIhost-fppmtrunkf?ducid=1&public=true&ﬁleonly=true |

Close

5. Copy the desired URL. You can then paste it into a document link.

Viewing a URL for a Previous Version

1. Perform steps 1 through 4 under "Viewing a Document's URL"
above.

2. Click Previous Versions to display the document's history.
3. Click the desired version to openit.
4. Copythe URL inthe browser's address line. You can then paste it

into a document link.

Note: Only those with permission to view archived documents will be
able to access previous versions.

URL Types

The table below lists the four different URL types and details of when
these URLs are available for which documents.

Available When Applies To
version any document version is published  all versions of all
published
documents
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anonymous anonymous access has been all published

access enabled for a site (see "Adding a documents on the
Site" in the Administrator's Guide for enabled site
more information about anonymous

login)
public the public viewer has been enabled  all published
access (see "Pubic Viewer" in the documents that
Administrator's Guide for more have been

information about the public viewer) explicitly granted
public access

public downloading documents in their all published
download source format has been enabled documents
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Creating and Working with Draft Documents
Creating a document is a multi-step process, consisting of the following
tasks:

m Setting document properties

= Writing or uploading the document content

= (Optional) Adding links and attachments

m (Optional) Creating a questionnaire that readers must pass before
they can mark the document as read

= (Optional) Selecting documents this document will replace
m  Submitting the document for review or approval

A document owner can write and edit Microsoft® Word documents and
Microsoft Excel® spreadsheets directly within PolicyTech. Document
content can also be created outside of PolicyTech and then uploaded
into a PolicyTech document. Keep in mind, however, that some
PolicyTech features are not available for an uploaded file.

Important: You must have Word and Excel installed on your
computer in order to create and view these types of documents in
PolicyTech.

Depending of the type of computer you're using, go to one of the
following sections to continue:

High-Level Steps for Creating a Document (Windows)

High-Level Steps for Creating a Document (Mac)

High-Level Steps for Creating a Document
(Windows)

Important: If you are using a Mac computer, go to High-Level Steps
for Creating a Document (Mac).

1. The following steps provide an overview of the document creation
process, along with references to more detailed instructions.

Click DOCUMENTS. If you're a document owner, you'll see the
New Document option, as shown below.
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Note: If you do not see the New Document option, then you have
not been assigned the document owner role. Contact your document
control administrator if you have questions.

policyicc DOCUMENTS | MY TASKS ) R

All Documents

Arrange by:
Draft ge by

-  Departments
Pending =p Add Custom
Published @ [AID |
ocuments
N My Documents H 7 @ Accounting

2. Click New Document, and then click one of the following:
s Word Document
m Excel Spreadsheet
m Upload a File

Your screen should now look similar to the one below. These
settings constitute the first step of the Properties Wizard, which
guides you through all of the available document properties.

Untitled Document

[@] Edit Document | Properties Wizard L

Steps o= -l Basic Settings
1. Seftings 8 Title

Document Owner ‘ Woo, Josh (Accountant) ‘ v | o
Step Instructions:
i g | |Ccument Tempiate -~ Choose a tlemplale — [=][Preview] @
settings. Then click Next i
Step to continue VR ST I:l Reference # To be generated on next step
modifying properties or
dlick Edit Document to i i
‘work on it i - Opfional Settings

- Document Review Inierval - Assigned Proxy Author - Original Creation Date - Editing Document
= Publication Date + Document Keywords ~ + Email Notifications
Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

kd Save | ([&] Edit Document | NexiStep » |
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3. Work your way through the Properties Wizard steps, which are
fully described in Assigning Document Properties.

Important: You must at least type a title, choose a template, and
then save the document before you can see the remaining
Properties Wizard steps and edit the document.

Income Tax Regulations v.1 17

@0 [0 0
[l Edit Document | Properlies Wizard | Overview | Edit Quiz Status: Draft - Draft
Steps  "SREWE 1 First: | Choose which sites can access this document |~ | @
1 Settings
o Next: Choose where this document will be displayed
2. Departments & * "
| Calegories Reqé‘ ired
p
3. Writers Document Type
Opftional
4. Reviewers Manuals

(Click the text of an item to view its description)
Sarbanes-Oxley Guidelines

5. Approvers

6. Readers

7. Security

Selected Departments & Categories uf

Step Instructions:
Select a Category Type
from the left, then check
Categories from the
bottom list to tag where
this document will be
viewed on the Arrange
By section of the
Documents page.

Departments (Corporate Headquarters)
Department: Accounting

(Click a category type above to choose from its categories )

Shift+Click selects a span of checkboxes. @ More Shoricuts

4 Back | | Save | (& Edit Document | Next Step b

4. Click Edit Document, and then do one of the following, depending
on the document type you chose in step 2 above:

= Word Document or Excel Spreadsheet: add, format, and
edit the content (see Adding Content to a Word or Excel
Document).
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Check Requests v.1 77  SubmittoWriters ¥ Submitfor Review  Options ™ &0 O Qo

J Edt Document | Propertis Wizard ‘ Overview ‘ Edit Questionnaire | Status: Draft - Draft " Cinks & Aiachments = | Edtor Tools ~ |

LA T

| Home

s Page Layou ormulas
4 X

b Calibri -
r.- Ga-

Faste B 7 U-|
-

- [ Conditional Formatting ~ 5= Insert - ):v%r Iﬁ

s | g Formatas Table v 3 Delete ~
Sort& Find &
‘ (5 Cell styles ~ ‘ [HiFormat ~ | 2~ Filter~ Select~

Clipboard & Font Styles Cells Editing
Al -
Al AT s [ e ] Lo T v T e [ v [ wm [~ ]
1 i
2 Check Requests v.1 77 ' SubmittoWrilers  Submi for Review  Opfions ~ 20 Qo Qo
3 _[ (@] Edit Document ‘ Properfies Wizard ‘O«ewizw ‘ it Questiomnaire | Status: Draft - Drafl (ks & Aflachments | Edifor Tools =
a = L S achments?
=
7
e = . Find
8 * Calibri T A A A B 1R #
ey r.l Ea AaBbCc | AaBbCc AaBbCi 23, Replace
= Paste B I U -abex, x* WA . | By Hiv Thormal | THo Spaci.. Headingl — Change
2 s u A A - o | oS Hedingt | Change 7 L
1 Clipboard = Font 5 Paragraph s Styles | Editing
2 5|
1B -
[
=
= L
17 F
=
W < > ¥ Sheet1 Sheet2
Ready |
:
o
*
Page:lofl | Words:0 | <5 | IEEEEERS 4

= Upload a File: follow the prompts to upload a document file into
PolicyTech (see Adding Content to a Document with an Upload

File Template).

Upload New Document

Please choose a file to upload.

Browse. . Upload File

Or drag a file here to upload it (Optional)

5. (Optional) Add links to and attachments for supplementary and
reference materials (see Attaching Files and Adding Reference
Links).
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Income Tax Regulations v.1 77 ~ SubmitloWrers ¥ Submit for Review  Options ™ 20 Qo Qo
y [g]] Edit Document | Properties Wizard | Ovenview | Edil Quiz | Status: Draft - Draft [’ ks & TR

Insert Link to Existing hJcument
Create New Document and Link fo It
Insert Link to Web Address
Aftachments

6. (Optional) Create a questionnaire that readers must pass in order
to mark the document as read (see Creating a Questionnaire).

Income Tax Regulations v.1 7 ¥ Submit to Writers ¥ Submit for Review  Opfions ~ -
. @0 [0 Qo
| 8] Eit Document ‘ Properties Wizard | Ovenview | Ed@uiz | B tiep Status: Draft - Draft

Sleps: 1. Questions & Answers > 2. Quiz Seffings

A quiz has not been created yet.

Would you like to create a quiz now?

[ Create Quiz | cancel |

7. (Optional) Start a discussion about the document (see Working with
Document Discussions).

fF Submit to Writers ¥ Submit for Review  Oplions ™ o
10 &30

@0 L0 ¢
Status: Draft - Draft @

8. (Optional) Select the documents this new document will replace
(see Designating a Document to Be Replaced).

¥ Submit to Writers ' Submit for Review  Opfions ~ o
T %0 [0 0

Status: Draft - Draft Submit for Approval
Replace Documents
Delete

Save and Close

9. Submit the document to writers, for review, or for approval (see
Submitting a Document to Writers, Reviewers, or Approvers).
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Income Tax Regulations v.1 77

(] Edit Document | Properfies Wizard | Overview | EditQuiz | @ Help

Sieps: 1. Questions & Answers > 2 Quiz Sefiings

Income Tax Regulations v.1 7

[] Edit Document | Properties Wizard | Overview | Edit Quiz | @ Help

Steps: 1. Questions & Answers = 2. Quiz Seffings

Income Tax Regulations v.1 17

[&] Edit Document | Properties Wizard | Overview | Edit Quiz | @ Help

Steps: 1. Questions & Answers > 2. Quiz Seffings

10. Manage the document through the review and approval process
(see Working with Documents in Review and Approval).

High-Level Steps for Creating a Document (Mac)

The following steps provide an overview of the document creation
process, along with references to more detailed instructions.

1. Click DOCUMENTS. If you are a document owner, you will see the
New Document option, as shown below.

Note: If you do not see the New Document option, then you have
not been assigned the document owner role. Contact your document
control administrator if you have questions.

policy M

All Documents

Arrange by:
Draft
. Departments
Pending 4r Add Custom
Published AllD
‘ My Darcnmante n ﬁ‘["\ ;E?HTﬁPES]

2. Click New Document, and then click one of the following:
m Word Document
m Excel Spreadsheet

= Upload a File

Your screen should now look similar to the one below. These
settings constitute the first step of the Properties Wizard, which
guides you through all of the available document properties.
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Untitled Document

[@] Edit Document | Properiies Wizard L
Steps. o= b -l Basic Settings
1. Settings L Title
Document Owner | Woo, Josh (Accountant) [v] @

Step Instructions:

Document Template

Please provide the basic | Choose a template — [=] [Preview] @
settings. Then click Next Version Numb

Step o continue srsion Humber K Reference # To be generated on next step
modifying properties or

dlick Edit Document to

work on it immediately. -# Opfional Settings

= Document Review Interval  + Assigned Proxy Author -+ Original Creation Date » Editing Document
- Publication Date - Document Keywords - Email Notifications

Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

ke Save | (@] Edit Document | NextStep b |

3. Work your way through the Properties Wizard steps, which are
fully described in Assigning Document Properties.

Important: You must at least type a title, choose a template, and
then save the document before you can see the remaining
Properties Wizard steps and edit the document.

Income Tax Regulations v.1 77 ! Submit fo Writers ¥ Submit for Review Opfions ™

Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft

First: ‘ Choose which sites can access this document ‘ v | ]

1. Settings =

A MNext: Choose where this document will be displayed View Cateqory Properties
2. Departmenis & :
| Categories Required
3. Writers Document Type
= Optional
A R Manuals o (Click the text of an item to view its description)
5 Approvers = Sarbanes-Oxley Guidelines

6. Readers

7. Security

Selected Departments & Categories Contents @
;lelegc:“:gumc:g‘::::'rype Departments (Corporate Headquarters)
from the lef, then check Department: Accounting

Categories from the
bottom list to tag where
this document will be
viewed on the Arrange
By section of the

Documents page. (Click a category type above to choose from its categories.)

Shift+Click selects a span of checkboxes. @ More Shortcuts

| 4 Back | |l Save | [@] Edit Document | Next Step » |

4. Click Edit Document.

5. You should now see the window shown below. Click Choose File.
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Upload New Document

Please choose a file to upload.

Choose File ) no file selected Upload File

6. Inthe MacFinder, find and click the document you want uploaded,
and then click Choose.

< » | (22 =/m] [ Documents -+ Q
¥ DEVICES Name Date Modified v
B s
= The Hard Drive : Very Large Word Decument Friday, February 22, 2013 11:41 AM
(i merakaorce o1 . 71 Very Large Word Document (320_-1) Friday, February 22, 2013 11:31 AM
| Very Large Word Document (320_-1)doc. Friday, February 22, 2013 11:29 AM
» SHARED [2 big file for ppm Thursday, February 21, 2013 4:36 PM
v PLACES [2) Lucida Grande font Thursday, February 14, 2013 2:23 PM
Y policytech [3) Test file texts Wednesday, February 13, 2013 11:02 AM
7 Applications » [ Microsoft User Data Wednesday, February 13, 2013 10:32 AM
T » [ RDC Connections Friday, February 8, 2013 4:00 PM
Desktop » [ Curious George Monday, December 3, 2012 8:21 PM
» [ 1_test_documents Friday, October 26, 2012 5:01 PM
YRR A » [ eclipsewsrkspace Wednesday, October 24, 2012 10:54 AM
Ly 17 asdafs (228_-1).doc Monday, October 8, 2012 10:55 AM
EL’ Yesterday > |7 Mactestl.doc Monday, October 1, 2012 11:21 AM T
(L) Past week i |7 TEST NO Word Module.doc Monday, Octeber 1, 2012 10:42 AM 33

3

7. The file name now appears in the Upload New Document
window. Click Upload File.

Upload New Document

Please choose a file to upload.

Choose File ) [3| Inceme Tax Regulations Upload File

8. The following window appears when the upload is finished. Click
OK.

Note: You may have to minimize the default program window or
switch windows back to PolicyTech to see this Alert window.

The uploaded file has been renamed to match the title given in
step 1 of the properties wizard.

9. Inthe File Information window, click the document file name.

Note: You can import (re-upload) an external document to replace
the contents of the PolicyTech file at any time. See Importing Content
for details.
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Income Tax Regulations v.1 17 ¥ Submil fo Wiilers ¥ Submit for Review Oplions ~ @0 0 @Go
| Edt Document | Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft ( Tinks & Aachments | Edfor Took =)

Click the file below to open it: & Import / Qverwrite
Name Date Modified
Income Ta@egulanuns.docx 82;[622;2“21 Y

10. The file opens in its default program. While working on the
document outside of PolicyTech, be sure to save it periodically.
PolicyTech detects each time the document is saved re-uploads a
copy of it.

Note: If you see the Alert window below after you click the file name,
go to Enabling WordModulePlus below.

Choose how to open the file:

© Use WordModuleplus Plug-in (Recommended for best experience)
If using Windows operating system, then Word or Excel documents will be opened up inside
this browser window so you don't have to switch between multiple programs.

Other file types (including Word and Excel if you are not using Windows) will automatically be
opened outside the browser using the default program associated with that file type.

If you have edit permission on the document, then your saved changes will automatically be
uploaded to the server.

© Save to Disk
The browser will promt you to save the file to your computer. Any changes you make to the file
will not be uploaded to the server automatically. You will have to use the "Upload (Replace)"
option instead to upload any changes to the document.

Cancel

L. »

11. (Optional) Add links to and attachments for supplementary and
reference materials (see Attaching Files and Adding Reference
Links).
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Income Tax Regulations v.1 77 ~ SubmitloWrers ¥ Submit for Review  Options ™ 20 Qo Qo
y [g]] Edit Document | Properties Wizard | Ovenview | Edil Quiz | Status: Draft - Draft [’ ks & TR

Insert Link to Existing hJcument
Create New Document and Link fo It
Insert Link to Web Address
Aftachments

12. (Optional) Create a questionnaire that readers must pass in order
to mark the document as read (see Creating a Questionnaire).

Income Tax Regulations v.1 7 ¥ Submit to Writers ¥ Submit for Review  Opfions ~ -
. @0 [0 Qo
| 8] Eit Document ‘ Properties Wizard | Ovenview | Ed@uiz | B tiep Status: Draft - Draft

Sleps: 1. Questions & Answers > 2. Quiz Seffings

A quiz has not been created yet.

Would you like to create a quiz now?

[ Create Quiz | cancel |

13. (Optional) Start a discussion about the document (see Working with
Document Discussions).

fF Submit to Writers ¥ Submit for Review  Oplions ™ o
10 &30

@0 L0 ¢
Status: Draft - Draft @

14. (Optional) Select the documents this new document will replace
(see Designating a Document to Be Replaced).

¥ Submit to Writers ' Submit for Review  Opfions ~ o
T %0 [0 0

Status: Draft - Draft Submit for Approval
Replace Documents
Delete

Save and Close

15. Submit the document to writers, for review, or for approval (see
Submitting a Document to Writers, Reviewers, or Approvers).
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Income Tax Regulations v.1 17 v {b w2,

Edit Document | Properfies Wizard | Overview | Edit Quiz Help Status: Draft - Draft

Steps

16.

1. Questions & Answers > 2. Quiz Seffings

Income Tax Regulations v.1 17 vl )

Bl @0
[&1] Edit Document | Properties Wizard | Overview | Edit Quiz Help Status: Er;"'-l){llfz?i

Steps: 1. Questions & Answers > 2. Quiz Seftings

Income Tax Regulations v.1 17 vl )

[&] Edit Document | Properties Wizard | Overview | Edit Quiz | @ Help Status: Draft - Draft

Steps: 1. Questions & Answers > 2. Quiz Seffings

Manage the document through the review and approval process
(see Working with Documents in Review and Approval).

Assigning Document Properties

The Properties Wizard breaks up property assignment for a document
into the following seven steps:

Note: You will most likely not need to perform all seven steps for
every document you create.

Step 1: Set the document's critical properties (Title, Document
Owner, Document Template) and other optional properties
(Document Review Interval, Warning Period, Publication Date,
Assigned Proxy Author, Document Keywords, Original Creation
Date). See Step 1: Settings.

Step 2: Assign the document to departments and categories. See
Step 2: Departments and Categories.

Step 3: Assign the document to the writers who will collaborate on
the document's creation. See Step 3: Writers.

Step 4: Assign the users who will review the document. See Step 4:
Reviewers.

Step 5: Assign the users who will approve the document. See Step
5: Approvers.

Step 6: Assign the users who will be required to read the document
once it has been published. See Step 6: Readers.

Step 7: Set the document's security level. See Step 7: Security.

Step 1: Settings

1.

If you have not already started a new document, click
DOCUMENTS, click New Document, and then click one of the
following:
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Note:

Word Document

HTML Document

Excel Spreadsheet

Upload a File

The document options you see depend on what template types
have been created. If you need to create a document of a type not
currently available, contact your document control administrator, who
can create a template for that type.

The new document opens with only the first step—Settings—of
the Properties Wizard displayed.

Untitled Document

Exdit Docur

Steps
1. Settings

Step Instructions:
Please provide the basic

settings. The

ment | Properties Vizard | @) Heip

*=Requred i = Basic Settings
B Title

Document Owner

n click Next

Step to continue Document Template

meodifying properties or

click Edit Document to Version Number

work on it immediately.

2. Type the document title.

Hansen, Tom (Accounting Manager) (i ]

[[] Create task for owner Write task instructions here i ]
— Choose a template — Preview | @
1 Reference # To be generated on next step

- # Optional Settings
» Assigned Proxy Author
= Publication Date
= Language

« Original Creation Date  « Editing Document
« Document Keywords = Email Notifications

Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

kad sawe Edit Document | Next Step b

3. Do one of the following to select a document owner:

= If you have been assigned the document owner role, your user
name is automatically selected. Move on to step 4.

m [f you have been assigned as proxy author for a single
document owner, that document owner's user name is
automatically selected. Move on to step 4.

m |f you have been assigned as proxy author for more than one
document owner, in the Choose a document owner list, click

auser name.
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m [f you are a document control administrator (DCA), in the
Document Owner list, click a user name.

Note: If you are a DCA but have not been assigned the document
owner role, you cannot assign the document to yourself.

4. (Optional) To create a task and add it to the document owner's My
Tasks list, select the Create a task for owner check box, and then
click Write task instructions here. Type the task instructions, and
then click Close.

This option can be especially useful if you are creating or editing the
document as a proxy author or DCA and need the document owner
to do something regarding this document, such as submitting it for
review.

5. Your DCA can create any number of templates with specific
settings and assignments in the Properties Wizard and with
document content, such as section headings. In the Document
Template list, click a template for the type of document you are
creating (Microsoft® Word, Excel®, HTML, or upload).

Notes:

m Click Preview to open a separate window with the template
contents displayed. Click the Overview tab in the previewer to
see template settings and assignments.

m The template list includes all templates from all sites you have
access to.

m [f you select a template for a document type that is different
than the type you selected from the New Document menu, the
document will be changed to that type when you click Save.

= Your list of templates will most likely be different than the one
shown below.

= [f you have questions about which template to use, contact your

DCA.
— Choose a template — [~
Document Temp.'a:es "

[#l | — Blank Word Document —
[# | Job Description
=] Minutes
[#] | Performance Evaluation
(@] Palicy
[#] | Procedure
Spreadsheet Templates
[x] - Blank Excel Document --
Upload File Templates
# | — Blank Upload File Template - -

m
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6. (Optional) The default version number for a new documentis 1.
One instance where you might want to change the version number
is if you are uploading a document from outside the PolicyTech™
system and that document is a version other than 1.

Note: You cannot change the version number after the document
has been approved.

7. (Optional) Depending on how your document control administrator
has set up PolicyTech, you may or may not need to enter a
reference number.

m [fyou see To be generated on next step after Reference #,
move onto step 7.

m [f you see ablank box after Reference #, type a number. The
number can contain numbers, letters, and all other standard
characters except <, |, and .

Important: A document's reference number must be unique
throughout the PolicyTech system. If you are not sure what
numbering scheme your organization is using, contact your DCA.

8. Click Save.

Important: You must save the document at this point before you can
access Optional Settings and the other Properties Wizard steps.

You should now see all seven Properties Wizard steps, as shown
below.

Note: These instructions assume that your DCA has not removed
steps from the document workflow. If you do not see all seven
Properties Wizard steps, skip the instructional steps that do not

apply.
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Fixed Asset Control v.1 77

v Submil fo Wrilers v Submil for Review Oplions ~

_ %0 [0 Qo
[] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft
Steps * = Required = Basic Settings
| 1. settings Title Fixed Asset Control
2 gg;amms & * Document Owner ‘ Hansen, Tom (Accounting Manager) |v | (]
3. Writers. Document Template For Policies El Reapply Li ]
4. Reviewers Version Number D Reference # 252
5. Appravers =
6. Readers ¥ Optional Settings
7. Security + Document Review Interval = Assigned Proxy Author « Original Creation Date + Editing Document
- Warning Period - Publication Date - Document Keywords - Email Notifications
Step Instructions: MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.
Please provide the basic
settings. Then click Next
Step to continue
meodifying properties or
click Edit Document to

work on it immediately_

| |l save (@] Edit Document | Mext Step » )

9.

(Optional) Click Optional Settings, and then change one or more

settings. See Optional Document Settings below for details on each

setting.

~ El Optional Settings

Warning Period

Publication Date

Document Keywords

Original Creation Date

Document Review Interval

Assigned Proxy Author

| Every 12 months from approvellast reviewed date | v | i}
| Warn 2 month(s) before Review Interval. | v | LiJ
| Publish the document as soon as it gets approved. | v | oA
- No Available Proxy Authors - E i ]
-~ @

(Separate words with a comma)

L Ee

Expand Texibox

10. Do one of the following:

m To continue with assigning properties, click Next Step, and

then go

to Step 2: Departments and Categories.

|l save | (@] Edit Document Nexﬁ\sbilb |

m Tostop

assigning properties and finish later, click Options, and

then click Save and Close. (When you are ready to continue
with assigning properties, go to Editing a Draft Document.)

Fixed Asset Control v.1 17

@Edilnm:umem Properfies Wizard | Overview | Edit Quiz

4= |

<! Submito Writers ¥ Submit for Review  Options ¥
Status: Draft - Draft Submit for Approval

Replace Documents. |

0 [0 o

L

Delete

Save a@d Close
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m To work on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopen it.)

Optional Document Settings

Document Review Interval

When a review interval is set, the document will come due for review
after the specified interval has passed. The document owner receives
an email and a PolicyTech™ task as the review date approaches (see
the next setting section—"Warning Period"—for details on when the
document owner receives notification). The default review interval
setting is whatever the template creator selected.

1. Tochange the default setting, in the Document Review Interval
drop-down menu, do one of the following:

- = Optional Settings

Document Review Interval Every 12 months from approvellast reviewed date i)
Warning Period ) No Review Date @
L (®) Every | 12| months from |approve/last reviewed date E| .
Publication Date - - — O &
Assigned Proxy Author - No Available Proxy Authors - E i ]

m Click Every [number] months from [selected event or
specified date], and then type a number of months. In the last
list, click one of the following:

« approve/last reviewed date: Sets the review date the
number of specified months after version 1 of the document is
approved and after the previous review date for all
subsequent versions.

» specified date: Sets the review date the number of specified
months after the specified date. After clicking specified date,
click £, and then click a date.

At this point, the Force next review on [date] option appears.
By default, PolicyTech uses Smart Scheduling to determine
the next review date at the time a document is approved. When
a document is approved within the warning period for the
currently selected review interval, Smart Scheduling equates
the approval to a completed review and postpones the next
review for another review interval. Select the Force next
review on [date] check box to override Smart Scheduling
and leave the next review due date asiitis.
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(O No Review Date
(® Every | g | months from |specilied date V| 02/06/2015 El
||:| Force next review on 05/06/2015 @ |

m Click No Review Date only if you do not want a reminder and a
task sent to the document owner. The document owner will then
need to use some other means to track when the document
needs reviewing.

2. Click anywhere outside the Document Review Interval menu to
close it.

Warning Period

Use this setting to change when the document owner receives
notification that the next review due date is approaching.

1. Inthe Warning Period list, do one of the following:

m Click Warn [n] months before Review Interval, and then
type a number in the box.

() Use Default Waming of 1 month(s) before Review Interval
(®) Warn| 2 \month(s) before Review Interval.

m Click Use Default Warning of [n] month(s) before Review
Interval.

Note: The default warning period is set by the document control
administrator.

2. Click anywhere outside the Warning Period menu to close it.

Publication Date

This is the date when the approved document becomes available to
readers.

1. Tochange the current selection, in the Publication Date list, do
one of the following:

m Click Publish the document as soon as it gets approved.

m Click Wait to publish the document until the following
date, click £, and then click a date. By default, notifications are
sent to required readers when the document is published. Also
click Require reading before publication if you want the
notification sent as soon as the document is approved. Assigned
readers can then access the document during the interval
between approval and publication (in the pending status).
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Notes:

m |fthe document is approved after the specified publication date,
it will be published immediately.

m Users who mark the document as read before the publication
date will not be required to read it again when it is published.

© Publish the document as soon as it gets approved.
@ Wait to publish the document until the following date:

03/01/2013 E ] Require reading before publication

2. Click anywhere outside the Publication Date menu to close it.

Assigned Proxy Author

This setting applies only if a proxy author has been assigned for the
document owner selected in Basic Settings.

If you see No Available Proxy Authors in the Assigned Proxy
Author list, you cannot change this setting. (Contact the document
control administrator if you need a proxy author assigned to a document
owner.)

If one or more proxy authors are available and you want to assign one of
them to the current document, click Unassigned - Choose an
Assignable Proxy Author, and then click a proxy author.

- Unassigned - Choose an Assignable Proxy Author - E
- Unassigned - Choose an Assignable Proxy Author -

Gifford, Tawna (Accounts Recelvable Clerk [
Holmes, Lucille (Accountant)

Document Keywords

Type any words you think users might use to search for this document.
Keywords are especially useful for including relevant words that are not
contained in the document title or contents.

Original Creation Date

This setting is intended for documents originally created outside of
PolicyTech and then uploaded into PolicyTech. For historical purposes,
enter the date the document was first created.

Email Notifications
You may or may not see this optional setting, depending on how the
document control administrator set up PolicyTech.

If you see the setting but the text for the Email Notifications listis
displayed with a gray font rather than black, the setting is displayed for
your information only; you cannot change it.

PolicyTech 9.0 User's Guide



132 - Creating and Working with Draft Documents

If the setting is active, in the Email Notifications list click a notification
level. See Email Notification Levels for a detailed description of each
level.

Enhanced Validation

You may or may not see this optional setting, depending on how the
document control administrator set up PolicyTech.

When this feature is enabled, a user must enter his or her user name
and password (an electronic signature, in effect) in order to complete a
task, such as marking a document as read, accepting a document in
review, or approving a document. In the case where a kiosk computer is
the point of general PolicyTech™ access under a generic service
account, this feature provides verification that the intended user has
completed a task.

If you see the setting but the text for the Enhanced Validation listis
displayed with a gray font rather than black, the setting is displayed for
your information only; you cannot change it.

If the setting is active, in the Enhanced Validation list click a Yes or
No.

Editing Document

You may or may not see this optional setting, depending on how the
document control administrator set up PolicyTech. Also, the Editing
Document setting applies only to templates for Word and Excel
documents.

If you see the setting but the text for the Editing Document list is
displayed with a gray font rather than black, the setting is displayed for
your information only; you cannot change it.

If the setting is active, click the Editing Document box, and then click
Inside the Browser or Outside the Browser. The benefits of editing
a Word document within a Policy Tech browser window include the
following:

= Ability to insert document property fields that update automatically if
they change

= Automatic display of an unremoveable watermark in documents in
the draft, review, and approval statuses

If you choose to have the document open outside of the PolicyTech
browser, when a user opens the document it will open in its default
program. PolicyTech detects each time the document is saved in the
default program and re-uploads a copy of the document.

Notes:
m A user must have the document's default program installed on
his or her computer in order to open a document outside of the
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browser.

m Tobe able to open and edit a document, besides a Word or
Excel document, outside of the browser, that file type must
have been enabled in PolicyTech. Contact your document
control administrator if you are not sure which file types have

been enabled.

= Your operating system (Windows or Mac OS) controls what
program a document is opened in by default.

»  When using a Mac computer, all documents, including Word
and Excel documents, can only be opened outside of the

browser.

Email Notification Levels

Minimum

Only the following messages are sent.

Action That Triggers

Email Subject Notification Recipients
You have been Document control Document owner
assigned toown new administrator assigns
documents anownertoa
document.
You have been Documentowneror  Proxy authors
assigned to proxy document control
new documents administrator assigns
a proxy authorto a
document.
Submit for review Assigned proxy Document owner
needed: "[document  author requests a
title]" document be
submitted for review.
Link update needed:" A documentlinkedto Document owner,
[document title]" from within a proxy authors
document is replaced
by a new version of
that documentor by a
different document.
Your "[document The current date is Document owner,
title]" document within the warning proxy authors
expires on [periodic period of a document
review due date]. assigned a periodic
review interval.
[escalation label] A document with Assigned writers
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Email Subject

Action That Triggers
Notification

Recipients

(Due: [due date])
Writing collaboration
required: [document
title]

assigned writers is
submitted to writing.

[escalation label]
(Due: [due date])
Review required: "
[document title]"

A document with
assigned reviewers is
submitted to review.

Assigned reviewers

[escalation label]
(Due: [due date])
Approval required: "

All reviewers accept a
documentora
document is forced to

Assigned approvers

(Due: [due date])
Required toread: "

approved and
published or a

[document title]" the approval status
from the draft,
collaboration, or
review status.
[escalation label] A documentis Assigned readers

title]"

the Editin Current
State feature to make
changesto an
approved document
(in the pending or
published status).

[document title] document is approved

and moved to pending

status when it has

been assigned a

future publication date

and the "Require

reading before

publication" option

has been selected in

the template.
The document owner A document'sowner  Document control
[document owner's isdeletedorhasthe  administrators
name] has been document owner role
deactivated or removed.
changed positions.
Approved version A document control Document owner,
modified: "[document administrator used proxy authors
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Email Subject

Action That Triggers
Notification

Recipients

Document
replacement intent: "
[document title]"

When a document is
created, itis setto
replace one or more
other documents, and
then it is moved out of
draft or collaboration
status to the review,
approval, pending, or
published status.

Document owner,
proxy authors

Document Owner
Escalations

The due date has past
for a writer's,
reviewer's,
approver's, or
reader's unfinished
task.

Document owner,
proxy authors,
managers

No revision
necessary: "
[document title]"

A document owner,
proxy author, or
document control
administrator clicks
No Revision Required

Selected recipients

summary notifications
has arrived. (Sent
only if a document
control administrator
has scheduled and
enabled task
summary emails in
Email Settings.)

in a published
document.
PolicyTech Tasks The scheduled date  All users with
Summary and time set for currently assigned
sending out task tasks

[discussion title]: "

A user starts a new

Selected recipients

their assigned tasks
and one or more

[document title]" discussionina

document or replies to

an existing one.
Sentbackto Draft:"  All reviewers or Document owner,
[document title]" approvers complete  proxy authors
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Action That Triggers

Email Subject Recipients

Notification

revised or declined
the document.

Medium

All minimume-level messages are sent, plus the ones listed below.

Action That Triggers

Email Subject Recipients

Notification

Writer(s) completed: " Last assigned writer ~ Document owner,

[document title]" clicks "Finished proxy authors
Writing."

Approved: " All required approvers Document owner,

[document title]" take action on the proxy authors

document and accept
it.

Sentto approval: " All required reviewers Document owner,
[document title]" take actionon a proxy authors
document and accept
it.

Setas Approved: " A document control Document owner,
[document title]" administrator sets a proxy authors
document in the draft,
collaboration, review,
or approval status as

approved.
High
All minimum- and medium-level messages are sent, plus the ones listed
below.

Action That Triggers

Email Subject Recipients

Notification

Level [integer] review All required reviewers Document owner,
complete: "[document on a specific level take proxy authors
title]" action on a document

(see Working with

Levels for more

information about

levels).
Level [integer] All required approvers Document owner,
approval complete:"  on a specific level take proxy authors
[document title]" action on a document

(see Working with
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Action That Triggers

Email Subject Recipients

Notification

Levels for more
information about
levels).

Maximum

All minimum- medium-, and high-level messages are sent, plus the ones
listed below.

Action That Triggers

Email Subject Notification Recipients
[writer's name] A writer clicks Document owner,
finished writing: " Finished Writing. proxy authors
[document title]"

[reviewer's name] Areviewer accepts, = Document owner,
reviewed: "[document revises, or declinesa proxy authors
title]" document.
[approver's name] An approver accepts, Document owner,
reviewed: "[document revises, or declinesa proxy authors
title]" document.
No [task action] A document owner, Document owner,
required: "[document  proxy author, or proxy authors
title]" document control

administrator takes an

action that removes

the document from

the collaboration.
review, or approval
status before all
writers, reviewers, or
approvers,
respectively, have
completed their tasks.
Such actions include
sending a document
back to draft, deleting
it, forcing it to review
or approval, and
setting it as approved.

PolicyTech 9.0 User's Guide



138 - Creating and Working with Draft Documents

Step 2: Departments and Categories

An important part of document creation is determining who should
interact with the document you're creating. In this step of the
Properties Wizard, you indicate which sites and departments should
have access to the document and in which categories the document
belongs.

1. Instep 2. Departments & Categories, in the First list, click one or
more sites, and then click outside of the menu to close it.

Steps e First: | pose which sites can access this document v | @
1. Settings ) Next: | @ Corporate Headquarters
* @ [ Manufacturing
> Categories Regt @ (¢ Ses & Stpprt Ofic
D

3. Writers D

. Optia
4 Reviewers Fl
5. Approvers ® I
6. Readers
7. Security i

What you see in the Next box depends on the template you
assigned to this document in step 1. Settings. You will always see
Departments under the Required heading, but the template
creator decides which categories, if any, should be required and
optional. If your Next box looked like the one in the example below,
you would be required to choose a department and a Document
Type category. You could also assign the document to one or more
FLSA and Manuals categories, but wouldn't have to.

A5 ey First: | Choose which sites can access this document | v ‘ (i ]

1. Settings
L Next: Choose where this document will be displayed

2. Departments & * Requil
y quired
| (EZ TS Departments
3. Writers Document Type
- Optional
4 Reviewers Manuals (Click the text of an item to view its description)

Sarbanes-Oxley Guidelines

5. Approvers

6. Readers

7. Security

Selected Departments & Categories if
Step Instructions: Departments (Corporate Headquarters)
Select a Category Type Department: Accounting

from the left, then check
Categories from the
bottom list to tag where
this document will be
viewed on the Arrange
By section of the

Documents page (Click a category type above to choose from its categories.)

Shift+Click selects a span of checkboxes. @ More Shortcuts

4 Back | | Save | (@] Edit Document | Next Step »
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2. Inthe Next box, click Departments.

3. Inthe Choose Departments Below box, select the departments
that will have access to this document.

Important: You must select at least one department within at least
one site. If you select multiple sites and do not select a department
within one or more of those sites, the current document will be listed
under Unfiled on those sites.

Notes:

Steps

1. Settings =
2. Departments & *

If you selected multiple sites in step 1 above, then, in the
Choose Departments below box, in the Site list, click another
site, and then select departments for that site as well.

You can click the department name to see the users in the
department.

The document owner's department is selected by default when
you create a new document. You can deselect it if needed.

A department group is a combination of two or more
departments from a single site or from multiple sites. If desired,
click Department Groups, and then click [+ before a site or
Multi-Site (Global) Groups. Either select a department group
or click the group name and select departments from within the
group. If you select a department group, the document will be
seen in all departments within the group, regardless of whether
the department is selected under Departments.

=Required First: | Choose which sites can access this document i ]

I Next: Choose where this document will be displayed

Reguired To choose which departments will be affected by this

CIEETIEE . document, check a department (or group of

| 3. Writers Document Type departments) on the lower left.

4. Reviewers Manuals
5. Approvers
6. Readers

7. Security
—

Step Instructions:

Optional

Sarbanes-Oxley Guidelines

Choose Departments Below Selected Departments & Categories

Site | Corporate Headquarters @ | | Departments (Corporate Headquarters)
ﬁs:ﬁc;]: ﬁ%ti%‘;gg:; e & El Department: Accounting
Categories from the Department Groups = Department: Fiscal Services
bottom list to tag where Departments a

this document will be
viewed on the Arrange
By section of the @ [] Administration

Documents page.

+ @ [#] Accounting

@ || Disaster Recovery

m

@ [] Educational Resources
= @ [] Engineering
@ [] Environmental Services
@ [¥] Fiscal Services
(1] %—luman Resources
@ [ Installation
+ @ [T Manufacturing =

Shift+Click selects a span of checkboxes. @ More Shoricuis

4 Back | | Save | (] Edit Document | Next Step »
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4. Ifacategoryis listed under Required, click it, and then select one
or more subcategories.

Fixed Asset Control v.1 77

@0 [Ho o
[&] Edil Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft
Steps “~ReaurEd 1 First: | Choose which sites can access this document (]
1. Settings :
L Next: Choose where this document will be displayed View Category Properties
| 2 g:{)anrr!enh & Required No description.
egortes Departments
3. Writers Document Type
Optional
4. Reviewers Manuals
5. Approvers Sarbanes-Oxley Guidelines
6. Readers
7. Security
Choose Document Type Below Selected Departments & Categories huf
Step Instructions: @ [Document Type] Departments (Corporate Headquarters)
Select a Category Type © [ Activity Department: Accounting
from the left, then check © [ Forms Department: Fiscal Services
Categories from the @ [T Job Description Document Type
bottom list to tag where © 7] Manual Palici
this document will ba © [ Minutes olicies
viewed on the Arrange ) [] Performance Evaluation
By section of the © [ Policies
Documents page. © [LgProcedures
© [0 Task
Shift+Click selects a span of checkboxes. @ More Shoricuis
4 Back | |l Save | (@] Edit Document | Next Step

Notes:

m Some categories allow only one subcategory selection, while
others allow multiple selections. To see this and other category
attributes, click View Category Properties.

m The upper right box (under View Category Properties)
contains the category description if the category creator
included one.

m The category creator has the option of allowing document
owners to create new subcategories. If the current category
allows new subcategories, Add Subcategories appears
above the category list box, as shown below. See Adding a
Subcategory below if you need to add a subcategory.
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vianuals

Sarbanes—@xley Guidelines

Choose Document Type Below © Add Subcategories Selec

@ [Document Type] h Depai
© [0 Activity De
@ [ Forms D
@ ] Job Description Docu
© [] Manual OC;»
© [] Minutes i

) [C] Performance Evaluation
@ [¥] Policies

€ [ Procedures

@ [ Task

Shift+Click selects a span of checkboxes. @ More Shoricuts L

4 Back | | Save @ Edit Docur

5. (Optional) If one or more categories is listed under Optional, click
each category, and then select one or more subcategories for each.

6. Click Save.

4 Back | kol Save | [ Edit Document | Next Step »

Y

7. Do one of the following:

m To continue with assigning properties, click Next Step, and
then go to Step 3: Writers.

4 Back H Save @ Edit Document Ne)d@ep 4

m To stop assigning properties and finish later, click Options, and
then click Save and Close. (When you are ready to continue
with assigning properties, go to Editing a Draft Document.)

Fixed Asset Control v.1 77

. 20 [0 @0
[ Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft Submit for Approval

Replace Documents |

Delete

Save é!jd Close

m Towork on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopen it.)
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Adding a Subcategory

1. Inthe category list, click the top-level category (® [Document
Type] in the example below) or subcategory to which you want to
add a subcategory, and then click Add Subcategories.

lanuals

Sarbanes-Oxley Guidelines

Choose Document Type Below @ Addn‘inubcategories Selec

@ [Document Type] p Depa
@ [ Activity D
€ [] Forms D
€ [] Job Description I
@ [C] Manual Doth:
@ [] Minutes
@ [C] Performance Evaluation
€ [¥] Policies
© [] Procedures
© [ Task

Shift+Click selects a span of checkboxes. @ More Shortcuts L

1 Back | | Save | [@] Edit Docur

2. Type a subcategory name.

Note: The Reference ID is automatically filled in with the
subcategory name as you type it. You can change the Reference ID
if needed.

3. (Optional) Type a description to let other users know when they
should assign this subcategory to a document.

4. Click Add to add the new subcategory to the Categories box.

Important: Only subcategories that have been added to the
Categories box will be saved.
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Narme | Human Resources | d
Reference ID | Human Resources
Description

B E £|ZE Z|(FontSizev]| B I U ¥- A- &

Select this subcategory if the policy document applies exclusively to Human Resources.

Categories i
~ Import
Click the browse button to locate a tab-delimited file with a list of categories.
| Browse... | |'. Import |
| save | cancel :I

5. (Optional) Repeat steps 2 through 4 to continue adding
subcategories under the currently selected category.

6. With the one or more subcategories listed in the Categories box,
click Save.
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Add Category to 'Policies’

Narme Add

Reference ID

Description

i— g— "
i=  g=
D1 E B

kd
[
L
[

(FontSize] B I U %- A- &

Categories i

Human Resources

- Import
Click the browse button to locate a tab-delimited file with a list of categories.

Browse. Import
Sﬁ Cancel
e -

Step 3: Writers

A user assigned the writer role can help with the creation of document
content. You can invite one or more writers to collaborate on the current
document.

Note: A writer cannot change document properties and cannot
submit a document for review.

Assigning writers is an optional Properties Wizard step, unless the
template includes one or more required writers.

1. Instep 3. Writers, check the Selected Users box for any writers'
names the template creator may have added. In the example
below, the template has automatically added two writers. Notice
that the first writer's user name is marked with two asterisks (**),
which means that this writer is required for documents using the
currently selected template. The other writer assignment is optional
and can be treated as a suggestion. To remove an optional writer
from Selected Users, double-click the writer's name (or select one
or more writers' names, and then click ).
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Selected Users @ Leam More o

Level 1  Require Users No Due Date ~
Corporate Headquarfers
*Gifford, Tawna (Accounts Receivable Clerk)
Hopkins, Jeffrey (Technician)

2. Inthe Site list, click a site containing one or more writers you want
to assign.

Important: If you will be assigning writers from other sites, see
Assignees and Site Access before doing so.

3. Alist of writers within the selected site is displayed by default. If you
want to use another method for selecting writers, see Other Ways
to Select Writers. Otherwise, select one or more writers from the

Fixed Asset Control v.1 77
@0 [0 Qo
[ Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft
Steps pEome Site | Corporate Headguarters
1. Settings o
Departments || Job Titles | Writers Selected Users @ Leam More i)
2. Departments & o "
e 2 [Search wiiters Level 1  Require Users No Due Date »
y = Corporate Headquarters
| 3. writers Writer Groups = Gifford, Tawna (Accounts Receivable Clerk)
4. Reviewers Writers =
5. rovers = @ [ call, Melissa (Secrefary)
Appi @ [T] Frantz, Nicole (Secretary)
6. Readers (-] Gifford, Tawna (Accounts Receivable Clerk)
® off, Carli (Secretary)
7. Security @ || Hopkins, Jefirey (Technician)
N——— @ [] Johnson, Douglas (Chief Executive Officer)

@ [T Potis, Tony (Document Control Administrator)
Step Instructions: @ [] Rose, Dorothy (Secretary)
Wiiters, as well as @ [] Smiles, LaNae (Receptionisf)
Document Owners and
Proxy Authors, may
collaborate in authoring
documenis in draft.

Shift+Click selects a span of checkboxes. @ More Shortcuts © New Level Q <

Notes @ Add Note @ Whatis this?
Subject Recipients

4 Back | | Save | @] Edit Document | NextStep »

4. (Optional) When you're finished adding writers from the current
site, repeat steps 2 and 3 for any other sites containing writers you
want to assign.

5. (Optional) As you assign writers, they are all assigned to level 1 of
the collaboration status, meaning that they will all receive a writing
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task at the same time when you submit the document to writers. If
you want the document to go to writers in a specific order, click New
Level to create additional writing levels. See Working with Levels

for details.

Selected Users @ Leam More )
evel 1 Reqire [Al -] Users
Corporate Headquarters

Gifford, Tawna (Accounts Receivable Clerk)
Hopkins, Jeffrey (Technician)
Johnson, Douglas (Chief Executive Officer)

© New_ | evel (] o

Newy evel

L,

6. (Optional) Set a due date for when all writers should be finished
collaborating on the document. For details on the different ways to
set a due date, see Setting Due Dates for Writing, Reviewing,
Approving, and Reading Tasks. (You can specify a different due
date for each level.)

7. (Optional) Click Add Note to include instructions or other
information for the assigned writers. See Adding Notes for Writers,
Reviewers, and Approvers for details.

8. Do one of the following:

= To continue with assigning properties, click Next Step, and
then go to Step 4: Reviewers.

4 Back H Save @ Edit Document Ne)d@ep L3

m To stop assigning properties and finish later, click Save and
Close. (When you are ready to continue with assigning
properties, go to Editing a Draft Document.)

Fixed Asset Control v.1 17

[&] Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft Subnit for Approval

Replace Documents

Delete

Save aﬁd Close
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m To work on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopen it.)

Other Ways to Select Writers

The default writer selection method is to select individual writers. You
can also select by writer group, department, or job title.

Writer Groups

Click the Writers tab, and then click the Writer Groups heading. If you
see Multi-Site (Global) Groups or a site name preceded by [+, click [+
to display group names. Select a department group.

Notes:

m A group is a combination of writers from a single site or from
multiple sites.

m To assign individual writers from a group, click the group name,
and then select writers.

Fixed Asset Control v.1 77 v

[#]| Edit Document | Properies Wizard | Overview | Edit Quiz

= i .
Steps Required Site | Corporate Headquarters
1. Settings =
Departments || Job Titles | Writers
2. Departments & =
Categories &2 | Search Writers
3. Writers Writer Groups
I 4. Reviewers i @ ] Administrative Assistants
@ 7] Copywriters
5. Approvers * @ [[|,sTechnical Writers
6. Readers
7. Security
Step Instructions:
Writers, as well as
Document Owners and
Proxy Authors, may
collaborate in authoring
documents in draft.
Writers

Chifts Clhick eplecte a enan of checkhoxyes
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Departments

Departments

Click the Departments tab, click a department, and then select one or
more listed writers.

Site | Corporate Headquarters

‘Depariments |( Job TMT wmerﬂ

ing
stration
@ Disaster Recovery

& B Rees

@ Engineering
@ Environmental Services ® %Gil’ford, Tawna (Accounts Receivable Clerk)
@ Fiscal Services

L)
0 Ad

oK |

Job Titles

Click the Job Titles tab, click a job title, and then select one or more
listed writers.

Site| Corporate Headguarters

( Departments "'JuhTmes'"' wmerﬂ

@ Accounting Manager :

@ Accounis Payabls Clerk
2 ‘gﬁ‘l‘;““” ive“’g?ﬁ";?'e"‘ e %Giﬁo«d, Tawna {Accounts Receivable Clerk)

@ Chief Finance Officer

@ Chief Information Officer

@ Accountant
@ Chief Operations Officer

| oK |
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Step 4: Reviewers

You can assign one or more reviewers to check the document for
accuracy and completeness. A user must have been assigned the
reviewer role before you can assign that user to review a document.

Assigning reviewers is an optional Properties Wizard step, unless the
template includes one or more required reviewers.

1.

In step 4. Reviewers, check the Selected Users box for any
reviewers' names the template creator may have added. In the
example below, the template has automatically added two
reviewers. Notice that the second reviewer's user name is marked
with two asterisks (**), which means that this reviewer is required
for documents using the currently selected template. The other
reviewer is optional and can be treated as a suggestion. To remove
an optional reviewer from Selected Users, double-click the
reviewer's name (or select one or more reviewers' names, and then

click ).

Selected Users @ Leam More i}
Level 1 Require Users

Corporate Headquarters
Breen, Darren (Personnel Manager)
*Howard, Susan (Document Control Administrator)

2. Toaddreviewers, in the Site list, click a site containing one or more

reviewers you want to assign.

Important: If you will be assigning reviewers from other sites, see
Assignees and Site Access before doing so.

3. Alist of reviewers within the selected site is displayed by default. If

you want to use another method for selecting reviewers, see Other
Ways to Select Reviewers. Otherwise, select one or more
reviewers.
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Steps * = Required
1. Settings =

2. Departments & *
Categories

3. Writers

| 4. Reviewers

5. Approvers
6. Readers

7. Security

Step Instructions:
Reviewers provide
feedback on content and
properties. Feedback is
sent to the Document
Owner. Reviewers may
accept, revise, or decline
documents.

[~]

Site | Corporate Headquarters

Departments || Job Titles | Reviewers

R ‘ Search Reviewers

Reviewer Groups

» |«

Reviewers

@ [] Benton, Carol (Envirenmental Conirol Manager)
(2] Breen, Darren (Personnel Manager)

@ [T] Cash, Jorden (Accounts Payable Clerk)

@ [C] Famsworth, John (Information Systems Manager)
[] Gleeson, Edward (Manufacturing Manager)
Holmes, Lucille (Accountant)

lohnson, Douglas (Chief Executive Officer)
ppener, Susie (Director of Purchasing)

]|

e

Packer, Mary (Accountant)
Potis, Tony (Document Control Adminisirator)
Schram, Johanna (Accountant)

I

Thomas, Brad (Director of Operations)

(1)
(1)
(2}
(1)
(1)
e
(1)
(1)
@ [] Wright, Fred (Software Development Manager)

Shift+Click selects a span of checkboxes. @ More Shortcuts

Selected Users @ Leam More o

Level1  Require Users No Due Date
Corporate Headquarters

Breen, Darren (Personnel Manager)

Johnson, Douglas (Chief Executive Officer)

© New Level o o

Notes @ Add Note @ Whatis this?

Subject Recipients

4 Back | |l Save | (@] Edit Document | Next Step

4. (Optional) When you are finished adding reviewers from the current
site, repeat steps 2 and 3 for any other sites containing reviewers
you want to assign.

5. (Optional) As you assign reviewers, they are all assigned to level 1
of the review stage, meaning that they will all receive a review task
at the same time when you submit the document to review. If you
want the document to go to reviewers in a specific order, click New
Level to create additional review levels. You can then specify how
many of the assigned reviewers within a level must finish their
reviews before the document moves on to the next level. You can
also specify a due date for each level. See Working with Levels for

details.
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Selected Users @ Leam More o
evel 1 Require Users No Due Date -
Corporate Headquarfers

Breen, Darren (Personnel Manager)
Johnson, Douglas (Chief Executive Officer)

& New | evel ] o

:\Jﬂr

6. (Optional) Set a due date for when all reviewers should be finished
reviewing the document. For details on the different ways to seta
due date, see Setting Due Dates for Writing, Reviewing,
Approving, and Reading Tasks in the "Working with Levels" topic.
(You can specify a different due date for each level.)

7. (Optional) Click Add Note to include instructions or other
information for the assigned reviewers. See Adding Notes for
Writers, Reviewers, and Approvers for details.

Note: If you have assigned multiple reviewers to an Excel®
document, consider adding a note assigning a different text font color
to each reviewer so you can differentiate among the reviewers'
changes should they revise the document. (This isn't necessary for
Microsoft® Word documents, because the Track Changes feature
automatically includes information about who made each change.)

8. Do one of the following:

= To continue with assigning properties, click Next Step, and
then go to Step 5: Approvers.

4 Back .-J Save Ln_]_[ Edit Document Ne)d@ep L3

m To stop assigning properties and finish later, click Options, and
then click Save and Close. (When you are ready to continue
with assigning properties, go to Editing a Draft Document.)
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Fixed Asset Control v.1 77 ) .2 |

Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft Submit for Approval

= Towork on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopen it.)

Other Ways to Select Reviewers

The default reviewer selection method is to select individual reviewers.
You can also select by reviewer group, department, or job title.

Reviewer Groups

Click the Reviewers tab, and then click the Reviewer Groups heading.
If you see Multi-Site (Global) Groups or a site name preceded by [+,
click [+ to display group names. Select a reviewer group.

Notes:

m A group is a combination of reviewers from a single site or from
multiple sites.

m To assign individual reviewers from a group, click the group
name, and then select reviewers.

Site | Corporate Headquarters
Departments || Job Titles | Reviewers
42 | Search Reviewers

Reviewer Groups

0 Managers

Reviewers

Departments

Click the Departments tab, click a department, and then select one or
more listed reviewers.
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5i'lE| Corporate Headquarters

Departments |(Juh Tﬂles}( Reviewers |

@ Accounting
@ Administration
@ Disaster Recovery
@ Educational Resources
@ Engineering
@ Environmental Services
@ Fiscal Services
 Human Resources
@ Install
@ Manufacturing
@ Operations
@ Purchasing

Job Titles

Available Users =]

@ [¥] Breen, Darren (Personnel Manager)

oK |

Click the Job Titles tab, click a job title, and then select one or more

listed reviewers.

Site | Corporate Headquarters

Deparlmenls" Job Titles |(Rev|ewers|

 Janitor

@ Machinist

® Mail Clerk

@ Manager

@ Manufacturing Manager
@ Mechanical Engineer
® MSDS Technician

# Network Assistant

@ Payroll Clerk

@ Personnel Manager
@ Program

@ Receiving

© Receptionist

I = —

@ Environmental Control Manager -
@ Information Systems Manager

Available Users =]

(2] Breen, Darren (Personnel Manager)

oK |

Step 5: Approvers

You must assign at least one approver to a document. Before you can
assign a user to approve a document, that user must have been
assigned the approver role.

Approvers are usually management/executive level users who give their
approval to publish the final draft of a document. They are considered
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an organization's top-level approving authority and have legal
responsibility for what they approve. Only individuals with appropriate
authorization should be given the approver role.

1.

||

2.

In step 5. Approvers, check the Selected Users box for any
approvers' names the template creator may have added. In the
example below, the template has automatically added two
approvers. Notice that the second approver's user name is marked
with two asterisks (**), which means that this approver is required
for documents using the currently selected template. The other
approver is optional and can be treated as a suggestion. To remove
an optional approver from Selected Users, double-click the
approver's name (or select one or more approvers' names, and
then click ).

Selected Users @ Leam More o

Level 1  Require Users

Corporate Headquarters
Gatos, Will (Chief Information Officer)
**Howard, Susan (Document Control Administrator)

To add approvers, in the Site list, click a site containing one or more
approvers you want to assign.

Important: If you will be assigning approvers from other sites, see
Assignees and Site Access before doing so.

3.

A list of approvers within the selected site is displayed by default. If
you want to use another method for selecting approvers, see Other
Ways to Select Approvers. Otherwise, select one or more
reviewers.
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Fixed Asset Control v.1 7

— @0 00 Qo
Ecit Document | Properlies Wizard | Overview | Edit Quiz Status: Drafl - Draft
sids el Site | Corporate Headquarters
1. Settings = .
5 Deparmens s+ Departments | Jab Titles || Approvers Selected Users @ Leam More juf
. Departmei
Calegories 0 | Search Approvers Level1  Require Users No Due Date ~

Corporate Headquarters
Jones, Anne (Chief Finance Officer)
**Potts, Tony (Document Control Administrator)

3. Writers Approver Groups

» |«

4. Reviewers Approvers

5. Approvers 2 @ [ Johnson, Douglas (Chief Executive Officer)
| PP @ Jones, Anne (Chief Finance Officer)

6. Readers ® lk eonard, Lynn (Director of Education}
e® Potts, Tony (Document Control Administrator)
7. Security
—

Step Instructions:
Approvers have the final
say in document creation
and may be legally
responsible for the
content of the document.
Approvers may accept,
revise, or decline
documents. Shift+Click selects a span of checkboxes. @ More Shoricuis © New Level Q <

Notes @ Add Note @ Whatis this?
Subject Recipients

4 Back | |l Save | (@] Edit Document | Next Step

4. (Optional) When you are finished adding approvers from the
current site, repeat steps 2 and 3 for any other sites containing
approvers you want to assign.

5. (Optional) As you assign approvers, they are all assigned to level 1
of the approval stage, meaning that they will all receive a task at the
same time when the document goes to approval. If you want the
document to go to approvers in a specific order, click New Level to
create additional approval levels. You can then specify how many of
the assigned approvers within a level must finish their reviews
before the document moves on to the next level. You can also
specify a due date for each level. See Working with Levels for
details.
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Selected Users @ Leam More o

Level1 Require Users No Due Date -
Corporate Headquarfers

Jones, Anne (Chief Finance Officer)

**Potts, Tony (Document Control Administrator)

L+] Newunl_ evel ] o

6. (Optional) Set a due date for when all approvers should be finished
with the document. For details on the different ways to set a due
date, see Setting Due Dates for Writing, Reviewing, Approving,
and Reading Tasks in the "Working with Levels" topic. (You can
specify a different due date for each level.)

7. (Optional) Click Add Note to include instructions or other
information for the assigned approvers. See Adding Notes for
Writers, Reviewers, and Approvers for details.

Note: If you have assigned multiple approvers to an Excel®
document, consider adding a note assigning a different text font color
to each approver so you can differentiate among the approvers'
changes should they revise the document. (This isn't necessary for
Microsoft® Word documents, because the Track Changes feature
automatically includes information about who made each change.)

8. Do one of the following:

m To continue with assigning properties, click Next Step, and
then go to Step 6: Readers in this guide.

4 Back | |l Save | [s]] Edit Document Neﬂ@ep »

m To stop assigning properties and finish later, click Options, and
then click Save and Close. (When you are ready to continue
with assigning properties, go to Editing a Draft Document.)
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Fixed Asset Control v.1 77 ) .2 |

Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft

= Towork on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopen it.)

Other Ways to Select Approvers

The default approver selection method is to select individual approvers.
You can also select by approval group, department, or job title.

Approver Groups

Click the Approvers tab, and then click the Approver Groups
heading. If you see Multi-Site (Global) Groups or a site name
preceded by [+, click [+! to display group names. Select an approver
group.

Notes:

= A group is a combination of approvers from a single site or from
multiple sites.

m To assign individual approvers from a group, click the group
name, and then select approvers.

m There may be situations where a board or committee needs to
approve a document, and many of the board or committee are
not PolicyTech™ users. In this case a document control
administrator can set up an approver group to represent the
board or committee, with as few as one user in the group. An
administrative assistant or other individual representing the
board or committee can then log in to PolicyTech during the
board's or committee's meeting and accept the document on
their behalf. This will ensure that the approval data in
PolicyTech match the actual approval date. You may also want
to have a legal review of such a situation in order to protect the
individual who represents the board or committee.

m Some organizations choose to create an approval group of one
or more users who have the responsibility to make sure the
document is clean (all markup is removed; the department and
category settings are correct; and so on) before it is approved
and published. The group with this gatekeeper or editor role
receives the document first (see Working with Levels for details
on approval levels and workflow). The document then moves
on to the other approvers.
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Site | Corporate Headquarters

Depatnemﬂ( Job Trlla:\" Approvers
2 | Search Approvers

Approver Groups

@ [§] Executives
[E] anagers

Approvers

Departments

Click the Departments tab, click a department, and then select one or
more listed approvers.

Site| Corporate Headguarters |

. Departments |(Joh TrllesW(AppnwersW

@ Accounting
© Adminjstration
® Dis covery
@ Educational Resources

@ Engineering 2
@ Environmental Services L b lege d

@ Fiscal Services @ [7] Gatos, Will (Chief Information Officer)

2 :—Iu;nillnt_l:{esources @ [ | Howard, Susan (Document Control Administrator)
P r:s a ur"“;’:. @ [¥] Johnson, Douglas {Chief Executive Officer)
anuiaciuring ® [lYones, Anne (Chief Finance Officer)

& Operations

oK |

Job Titles

Click the Job Titles tab, click a job title, and then select one or more
listed approvers.
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Site | Corporate Headquarters
Depariments | Job Titles | Approvers

@ Accountant

@ Accounting Manager

@ Accounts Payable Clerk

@ Accounts Receivable Clerk
@ Chief Executive Officer

@ Chief Finance Officer f N o)
@ Chief Infogmation Officer i i
@ Chief Op& "tions Officer @ [] Gatos, Will (Chief Information Officer)
@ Creditor R

@ Director of Education
B Mirertor of Frrt earin:

0K

Step 6: Readers

You can assign any accessible PolicyTech user as a required reader.
Then, when the document is published, all assigned readers receive an
email notification and a task to read the document.You can choose to
simply have each reader mark the document as read, or you can include
a questionnaire that readers must pass in order to mark the document
as read (see Creating a Questionnaire for details).

Assigning readers is a completely optional Properties Wizard step. (A
template creator cannot add required readers to a template—only
optional readers.) If you don't assign any readers, the document will be
accessible to all users assigned the reader role that have access to the
sites and departments you assigned the document.

Important: We recommend that you select readers by department or
job title so you don't have to worry about adding or removing readers
from the document as they are added or removed from PolicyTech™.
Departments and job titles are automatically updated as user
changes are made.

1. Instep 6. Readers, check the Selected Users box for any
reviewers' names the template creator may have added. Any
readers added by the template are optional and can be treated as
suggestions. To remove an optional reader, reader department, or
reader job title, double-click it (or select one or more items, and then

click ).
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Selected Users Contents @

No Due Date -

Corporate Headquarfers
Department: Accounting
Department: Administration

2. Toaddreaders, in the Site list, click a site containing one or more
readers you want to assign.

3. Alist of departments within the selected site is displayed by default.
If you want to use another method for selecting readers, see Other
Ways to Select Readers. Otherwise, select one or more
departments to assign all users within those departments as
required readers.

Note: To assign individual users from a department, click the
department name, and then select users.

Bank Account Reconciliation v.2 77

— 0 o Qo
(&]] Edit Document | Properfies Wizard | Overview | Edit Questionnaire Help Status: Drafl - Draft
Steps  “=Reawrsd | gie | ~omorate Headquarters [~]
1. Settings = - - .
Departments | Job Tilles || Readers Selected Users = 1
2. Departments & =
Categories Department Groups z
P ~ | | Corporate Headquarters
Deparimenis 2
BilliEs :. = . Department: Accounting
4. Revi Accounting Department: Fiscal Services
eviewers = @ [] Administration A
5. Approvers i @ [] Disaster Recovery
@ [] Educational Resources
| 6. Readers @ [ Enginesring
- P @ [ ] Environmental Services
7. Security e %'F’liscal Services
- (1] juman Resources
e Wgﬁ(\hz:wuun @ [ Installations
= @ [] Main
@ [] Manufacturing
Step Instructions: 2 % gﬁiﬁ;‘;z;
R Sl @ [ Shipping and Receiving
fications to read th ® @ [] Software Development v
ggcufnaer?tn:ﬂerr;z E + @ [] Svstems Administration
document is approved Shift+Click selects a span of checkboxes. @ More Shortcuts | ‘ Interval: Once Next Task: On Publication ‘ v ‘
Notes © Add Note @ wnatis this?
Subject Recipients
4 Back | | Save | (] Edit Document | Next Step »

4. (Optional) When you are finished adding readers from the current
site, repeat steps 2 through 4 for any other sites containing readers
you want to assign.

5. (Optional) Set a due date for when all readers should have marked
the document as read. For details on the different ways to set a due
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date, see Setting Due Dates for Writing, Reviewing, Approving,
and Reading Tasks.

6. (Optional) You can have the reading assignment sent out once or
repeatedly at specific intervals. You can also specify when the first
reading task should be assigned.

Do either or both of the following:

= Inthe box below the Selected Users box, click the down arrow,
and then click Once or Every. If you clicked Every, then type a
number of months.

Selected Users =]

=

a Corporate Headquarters
Department: Accounting
Department: Fiscal Services

ISJ Interval: 12 month({s). MNext Task: On Publication |T|
() Once
(® Every (12| month(s). @

| Starton |appr0vedﬁpub|ication date W :l

m For Start on, click approved/publication date or specified
date. If you clicked specified date, select a date.

Notes:

m [fyou select approved/publication date, the timing of the
initial reading assignment depends on the Publication Date
setting in the Settings step of the Properties Wizard. See
Optional Document Settings for details.

m If you set a specific start date, the reading interval for the
second and subsequent task assignments is always based on
the set date, even if the document is published after that date.

m [f you set a specific start date for a document that has already
been approved or published, readers will receive task
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assignments starting on the specified date.

7. (Optional) Click Add Note to include instructions or other
information for the assigned readers. See Adding Notes for Writers,

Reviewers, and Approvers for details.

8. Do one of the following:

= To continue with assigning properties, click Next Step, and
then go to Step 7: Security in this guide.

4 Back | | Save | [ Edit Document Ne)d@ep 3

m To stop assigning properties and finish later, click Options, and
then click Save and Close. (When you are ready to continue
with assigning properties, go to Editing a Draft Document.)

Fixed Asset Control v.1 17 ) | 2

Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft Subnit for Approval

m To work on document content, click Edit Document. (When
you are ready to continue with assigning properties, if the
document is still open click Properties Wizard, or go to Editing
a Draft Document if you need to reopeniit.)

Other Ways to Select Readers

The default reader selection method is to select departments. You can
also select by department group, job title, job title group, individual
readers, and reader group.

Note: A group is a combination of departments, job titles, or readers
from a single site or from multiple sites.

Department Groups

Click the Departments tab, and then click the Department Groups
heading. If you see Multi-Site (Global) Groups or a site name
preceded by [+, click [+ to display group names. Select a department

group.

Note: To assign individual departments from a group, click the group
name, and then select departments.

Screenshot...
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Site | Corporate Headquarters
Departments || Job Titles | Readers

Department Groups

- @ Corporate Headquarters
@ [] Financial Management Group

Job Titles

When you select a job title, all users assigned that job title will be added
as required readers. Click the Job Titles tab, click the Job Titles
heading, and then select one or more job titles.

Site | Corporate Headquarters
Depariments | Job Titles || Readers

Job Title Groups
Job Titles

+ @ [{] Accountant

(1] ccounting Manager

@ [] Accounts Payable Clerk
@ [] Accounts Receivable Clerk
@ ] Chief Executive Officer

@ [ Chief Finance Officer

n

Chief Information Officer

Job Title Groups

Click the Job Titles tab, and then click the Job Title Groups heading.
If you see Multi-Site (Global) Groups or a site name preceded by [+,
click [+/to display group names. Select a job title group.

Site | Corporate Headquarters

Depariments || Job Titles || Readers

Job Title Groups

- @ Corporate Headquarters
2] Financial Management Personnel
2] |k anagers
@ [] Reviewers

Reader Search

To find and select readers one by one, click Readers, and then in the

Search Readers box, start typing a user name. As soon as you see the
user you want to add, click the user's name.
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Site | Corporate Headquarters

|' Departments || Job Titles || Readers

2| john

p¢Benjamin, John {Accounts Payable Clerk)
Farnsworth, John (Information Systems Manager)
© Johnson, Douglas (Chief Executive Officer)

@ T wETEyers

Reader Groups

Click the Readers tab, and then click the Reader Groups heading. If
you see Multi-Site (Global) Groups or a site name preceded by [+,
click [+/to display group names. Select a reader group.

Site | Corporate Headquarters

|' Departments '||' Job Titles '|| Readers
yel | john
Reader Groups

@ [J] All Readers - Corporate Headquarters
[E) anagers

Readers

Click the Readers tab, click the Readers heading, and then select one
or more individual readers.

Site | Corporate Headquarters

| Departments || Job Titles || Readers
gl | john

Reader Groups

Readers (Loading may take several minutes)

Aguiar, Janice (Accounts Payable Clerk)
Benjamin, John (Accounts Payable Clerk)
Benton, Carol (Environmental Conirol Manager)
Breen, Darren (Personnel Manager)
Calfus, Steven (MSDS Technician)
Call, Melissa (Secretary)
Cash, Jordon {Accounts Payable Clerk)
Chatmon, Chase (Janitor)
Cobb, Sarah (Secretary)
Dean, Nancy (Programmer)
Driggs, Shiela (Director of Finance)

amswaorth, John {(Information Systems Manager)
[] Fillmaore, Gregory (Programmer)
[7] Frantz, Nicole (Secretary)

EEEEEEEEEE

22220DTTODOOOD
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Step 7: Security

You can assign different security and encryption levels to a document to
restrict who can work with, view, or search the contents of the
document.

1. Instep 7. Security, click the Security Level box, and then click a
level. See Security Levels below for details on each level.

Steps * = Required - Security Options
tsetngs  * | securty Level o sy sy v e oot any e
2 g:;a’:;':gts L was AllUsers Users can view this document in the workflow stages they
g L have permission o view,
3. Writers (Example: Any user with a role can view upcoming documents in

e any status from links in the Overview > Document History )

5. Approvers 44  Restricied - High Users can view this document at any time as long as any
task is assigned to them for this document

6. Readers

(Ex: Reviewers on the document can sill view it while it is in the
Approval stage.)

| 7 Security
&4  Restricted - Severe Users can view this document only during the time that an
Step Instructions: active task is assigned to them for this document.
Please choose whether (Ex: Reviewers on the document can only view it while it is in the
this document should be Review stage )

viewable by all users or
whether increased
document security is
needed.

4 Back | | Save [d] Edit Document

2. Do one of the following:

m [f you selected the All Users security level (the default setting
for all new documents), you are done with security options. Go
to step 5 below.

m If you selected Restricted - High or Restricted - Severe,
continue with step 3.

3. (Optional) Click the Encryption Mode box, and then click Normal
(Recommended) or High. See Encryption Modes below for
details on the two modes.
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- Security Options

Security Level Restricted - Severe

Encryption Mode | Normal (Recommended)

‘V|

- Other Allowed Users

The users chosen by High
have access.

Normal (Reoorrglended)

Site | Corporate Head
Departments || Job Titles

Department Groups:

Departments
+ @ [ Accounting

DCAs and assigned Proxy Authors can view the document at any
time from any security level.

Allow full text searching of the document.

Once encrypted, only document titles and keywords are it
searchable.

4 Caution!

Encrypted documents will be searchable by name (by those with
appropriate permission) but the contents of the document will not
be searchable. ﬂ
Encrypted documents will take longer to open, and increase the
processing load on the server.

=

4. (Optional) If you want to grant special access permissions to
specific users who would not normally have access under the
Restricted - High or Restricted - Severe security level, select
those users by department, by job title, or by those who have been
assigned the reader role. See Other Allowed Users below for
details on what permissions will be granted.

Site  Corporate Headquarters
Departments || Job Titles | Readers
Department Groups

Departments

+ Accounting
[spAdministration

29
O
[=]
5
&
g
8

3
2

[ Educational Resources
Engineering
Environmental Services

+

o
o
[ Fiscal Services
[ Human Resources
[ Installation

[F] Manufacturing

[F] Operations

@ [] Purchasing

+

22222200

Shift+Click selects a span of checkboxes. @ More Shoricuts

[

Selected Users a

Corporate Headquarters
Department: Accounting

s | »| @

m

4 Back | | Save @ Edit Document

5. Do one of the following:

m [f you are finished with the document for now, click Options,
and then click Save and Close. (When you are ready to work
on the document again, go to Editing a Draft Document.)

Fixed Asset Control v.1 77

@Edilbocumem Properfies Wizard | Overview | Edit Quiz

= ®0 [0 &0
Status: Draft - Draft Submit for Approval

Replace Documents

Delete

Save aﬁd Close

= Towork on document content, click Edit Document (see
Writing a Document (Windows) for detailed instructions).
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Security Levels

A document control administrator can assign users various roles for
working with documents. These roles include document owner, writer,
reviewer, approver, pending, and archived. These roles allow these
users access to the workflow statuses that correspond with their roles.
For example, a document owner will see documents in the draft status,
a writer will see documents in the collaboration status, and a reader will
see documents in the published status. Which documents they can see
in each of these statuses depends on the documents' assigned security
levels, as explained below.

All Users. When a document is assigned this security level, all users
with the roles mentioned above can see that document in the workflow
statuses they have access to, even if they are not specifically assigned
to that document. For example, someone with the document owner role
who is not a document's owner can see that document while itis in the
draft status, and someone with the reviewer role who is not assigned to
a document can see that document while it is in the review status.

Restricted - High. With this security level assigned to a document, only
those specifically assigned to one or more workflow statuses of the
document have access to it. They can also access the document in any
workflow status except archived. For example, someone assigned as a
document's approver can see that document while it is in the draft,
collaboration, review, approval, pending, and published statuses.

Restricted - Severe. As with the Restricted - High security level, only
users specifically assigned to one or more workflow statuses of the
document have access to it. However, they can only view that document
while itis in the status to which they are assigned. For example, an
assigned writer can only see the document while it is in collaboration
status.

Encryption Modes

The encryption mode determines how much of a document is
searchable when a user searches for a document from a document list,
such as when the Published status is selected.

Normal. The document's title, keywords, and contents are all
searchable.

High. Only the document's title and keywords are searchable.
(Keywords can be added in step 1. Settings of the Properties
Wizard.)

Important: Be aware that documents with high encryption take
longer to open and increase the PolicyTech™ server's processing
load.
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Other Allowed Users

If you assign a document the Restricted - High or Restricted -
Severe security level, you have the ability to allow other users who are
not assigned to this document to access the document as if they were
assigned to it. As with users assigned to the document, where users can
access the document depends on their document roles and the security
level.

To allow other users to access this document, do one of the following:

m Click the Departments tab, click the Departments heading, and
then select the departments whose users you want to grant access
to this document.

m Click the Departments tab, and then click the Department
Groups heading. If you see Multi-Site (Global) Groups or a site
name preceded by [+, click [+]to display group names. Select a
department group.

m Click the Job Titles tab, click the Job Titles heading, and then
select one or more job titles. All users with that job title will have
access to the document

m Click the Job Titles tab, and then click the Job Title Groups
heading. If you see Multi-Site (Global) Groups or a site name
preceded by [+, click [+| to display group names. Select a job title

group.

m Click Readers, and then in the Search Readers box, start typing a
user name. As soon as you see the user you want to add, click the
user's name.

m Click the Readers tab, and then click the Reader Groups heading.
If you see Multi-Site (Global) Groups or a site name preceded by
1, click [/ to display group names. Select a reader group.

m Click the Readers tab, click the Readers heading, and then select
one or more individual readers.

Working with Levels

When, in the Properties Wizard, you assign writers, reviewers, and
approvers to a document, you can create levels to specify which users
get the document first, second, and so on. When you create multiple
levels, all users on the first level must complete their tasks, such as
reviewing the document, before the same task can be sent to the users
at the next level.

The following instructions assume that you are currently working on one
of these Properties Wizard steps: 3. Collaboration, 4. Review, 5.
Approval.
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To add a level, do one of the following:

m At the bottom of the Selected Users box, click New Level.

Selected Users @ Leamn More Contents T
Level 1  Require Users No Due Date -
Corporate Headquarters

Gifford, Tawna (Accounts Receivable Clerk)
Hopkins, Jeffrey (Technician)
Johnson, Douglas (Chief Executive Officer)

© New | evel @ Up O Down

qh“;—

L,

m Click a user's name, and then click Down until a new level
appears.

Selected Users @ Leam More Contents @

Level 1  Require Users
Corporate Headquarters

Breen, Darren (Personnel IManager)

Holmes, Lucille (Accountant)

" Johnson, Douglas (Chief Executive Officer’
Selected Users @ Leam More Contents @

evel 1  Require Users
Corporate Headquarters
Breen, Darren (Personnel Manager)
Holmes, Lucille (Accountant)
Level2  Require Users
Corporate Headquarters
Johnson, Douglas (Chief Executive Officer)

© New Level @olUp O D%n

© New Level @ Up @ Down

Notice in the screenshots above that a black Level 2 heading
appears. The black color indicates that this level is now active.
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Any additional users selected at this point are added to Level 2.
To make Level 1 active again, click the Level 1 heading.

2. Do one of the following to put selected users in a level:

m Click alevel heading to activate that level, and then select the
users by department, job title, or role for that level.

m Click a user already listed in the Selected Users box, and then
use Up or Down to move the user to a different level.

Note: Clicking Down when the user is already at the last level
(highest numerically) automatically creates a new level.

Selected Users @ Leam More o
Level 1 Require Users

Corporate Headgquarters
Breen, Darren (Personnel Manager)

Holmes, Lucille (Accountant)

Schram, Johanna (Accountant)
evel2 Require Users

Corporate Headgquarters
Johnson, Douglas (Chief Executive Officer)

© New Level o (v] D%En

3. (Optional) In a level heading, click the Require box, and then click
All or a number. This indicates how many users within each level
must complete their tasks before the document can move to the
next level. For example, if there are two users on a specific
reviewers level, and you only need one or the other to review the
document, you would select 1 in the Require list for that level.
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Selected Users @ Leam More |

Level 1 Require [All =] Users

Corporate Head " ‘ers
Breen, Darrer 'sonnel Manager)

Holmes, Lucil scountant)
Schram, Joha 2 Accountant)
evel 2 Require [[Sll| Users

e

Corporate Head( . ‘ers
Johnson, Dou (Chief Executive Officer)

e =l

10
11
12
13
14
15

© New Level (] v

4. (Optional) In a level heading, click the No Due Date box, and then
select a due date for that level. See Setting Due Dates for Writing,
Reviewing, Approving, and Reading Tasks for detailed instructions.

Setting Due Dates for Writing, Reviewing,
Approving, and Reading Tasks

You can set a task due date that is a specific number of days after the
user receives the task, or you can select a specific calendar date as the
due date. The way you set a due date for a writing, reviewing, or
approving task is the same, while setting a due date for a reading task is
slightly different.

Setting a Due Date for a Writing, Reviewing, or Approving
Task

Important: The instructions in this section assume that you are
working in one of the following Properties Wizard steps: 3. Writers,
4. Reviewers, 5. Approvers.

1. After clicking No Due Date to display the Due Date for Level
[number] window, do one of the following:

m Click Due on Date Interval, and then type a number in the Due
box. For example, if you type 7, the user assigned the task, such
as reviewing or approving the document, must complete the
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task within one week from the time that user was notified of the
task.

Notes:

m The number of days you type for the date interval represents
calendar days, not work week days.

m When setting a due date interval, consider the task that needs
to be completed. For example, a document in review may be
sent back to draft stage one or more times before an assigned
reviewer accepts the document, while a document in approval
(afinal draft) may take much less time to be approved.

Due Date for Level 1

() No Due Date
(®) Due on Date Interval
 Due on Specific Date

Date Options

Due days after this level begins ©
[] Delay Phase Change @
[ warn |:| days before due date @

] Make this critical on o

Mote: Documents could be declined and sent back to draft several
times. Make sure you provide ample time to allow for this.

OK

o

m Click Due on Specific Date, click [, and then find and click a
target due date.
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N o)

=
|
=
|

® Due on Specific Date

) No Due Date
) Due on Date Interval

Date Options

Target Due Date: | 12/29/2014 ] @

[] Delay Phase Change ©
[ warn |:| days before Target Date @

[ make this critical on ] e

Note: Documents could be declined and sent back to draft several
times. Make sure you provide ample time to allow for this.

OK

-

2.

(Optional) Click Delay Phase Change. The Delay Phase
Change option applies only if you selected a number less than All
in this level's Require list. This option is useful when you want as
many users as possible to complete their tasks up until the due
date, but then want the document moved on to the next level if at
least the number of required users have completed their tasks. The
document will move to the next level earlier than the due date only if
all users on the current level complete their tasks.

(Optional) Click Warn, and then type a number of days before the
due date that you want all that level's assignees notified that the due
date is near. For example, if you set seven days after the level
begins as the due date, and then you type 2 as the warning setting,
any users who haven't finished their tasks for that level by the end of
the fifth day will receive a task reminder.

(Optional) Click Make this critical on, click &, and then find and
click a specific date that is on or after the due date. If any users
haven't completed their tasks by the critical date, an escalation
email is sent to both the assignees and the document owner.

Setting a Due Date for a Reading Task

Important: The instructions in this section assume that you are
working on the 6. Readers step of the Properties Wizard.

1.

After clicking No Due Date to display the Due Date for Level 1
window, do one of the following:

m Click Due on Date Interval, and then type a number in the Due
box. For example, if you type 7, the user assigned the reading
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task must mark the document as read within one week from the
time that user was notified of the task.

Note: The number of days you type for the date interval represents
calendar days, not work week days.

Due Date for Level 1 x|

() No Due Date
® Due on Date Interval
0 Due on Specific Date

Date Options

Due days after user is assigned this task @
L1 warn I:l days before due date @

OK |

A

m Click Due on Specific Date, click &, and then find and click a
target due date.

Important: We recommend that you not set a specific due date for a
reading task as that could cause past due notices to go out to new
users who were added after the due date and assigned to read the
document.

Due Date for Level 1 x

) No Due Date
O Due on Date Interval
® Due on Specific Date

Date Options

Target Due Date: [ ]

[ warn I:l days before Target Date @

L] Make this critical on |:| i ]

oK |
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2. (Optional) Click Warn, and then type a number of days before the
due date that you want all reader assignees notified that the due
date is near. For example, if you set seven days after the task is
sent as the due date, and then you type 2 as the warning setting,
any users who haven't finished their tasks by the end of the fifth day
will receive a task reminder.

Assignees and Site Access

As users are added to PolicyTech™, the document control
administrator decides which sites each user should have access to.
When you assign a writer, reviewer, approver, or reader to a document
and that user is not assigned or and has not been given access to the
site containing the document, PolicyTech lets the user open the
document anyway in order to complete the assigned task. However, the
user can only open the document from the task in MY TASKS or from
the link in the notification email. The document cannot be found in the
document list, since the user cannot select that site.

Keep this in mind as you assign users from other sites. Be sure that
you're not granting a user access to a document that the user should not
have access to.

Adding Notes for Writers, Reviewers, and Approvers

When assigning writers, reviewers, approvers, and readers in the
Properties Wizard, you can include a note with instructions or other
information concerning the writing, reviewing, approving, or reading of
the document. Any note you write is included in the task notification
email sent to assignees as soon as the document moves to the stage for
which the note was written. For example, if you include a note while
working on step 4. Reviewers, that note will be sent as soon as the
document goes to review. An assignee can also access a note from
within the document (see Reviewing Notes for details).

1. Click Add Note.

Notes © Add MNote @ Whatis this?
Subject ./ Recipients

4 Back | kel Save | (8] Edit Document | Next Step »

2. Click To... As you select note recipients, you will only see the users,
groups, and multi-site groups currently assigned to the document.
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Add Note o

Subject

‘ A subject is required to save a note. |

Note
| B EEL A |

3. To select writers, reviewers, or approvers as note recipients, click
the Writers, Reviewers, or Approvers tab, and then do any of the
following:

m Under the Writers, Reviewers, or Approvers heading, select
individual assignees.

Writers || Reviewers |( Approvers W( Readers)

Reviewers

=] h‘ Level 1
Breen, Darren (Personnel Manager)

Holmes, Lucille {Accountant)
Schram, Johanna (Accountant)
8 [ Level 2
[] Johnson, Douglas (Chief Executive Officer)

»

«

Groups
Multi-Site (Global) Groups =

oK |

m Click the Groups heading, and then select one or more
assigned groups.

PolicyTech 9.0 User's Guide



Creating and Working with Draft Documents - 177

( Writers ] ‘Reviewers "'Appm\.fa'sW(Readersw

| Reviewers = |

Groups
8 Level 1

Managers

L}

Multi-Site (Global) Groups

ok )

LS -

m Click the Multi-Site (Global) Groups heading, and then select
one or more assigned multi-site groups.

" Writers l 'Reviewers |(Ammvas1(ﬂeadersw

Reviewers

Groups
Multi-Site (Global) Groups
=] Level 1
AII Managers - All Sites

[ oK |

L w

m To select readers as note recipients, click the Readers tab, and
then click Send this note to all required readers.
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Writers ]( Reviewers ](Appmva’s)l Readers |

%Send this note to all required readers.

oK |

L

4. Type asubject.

Note: You must type a subject before you can save the note.

5. Type the instructions or other information, and then click Save and

Close.
Dy Msnager); -

Holmes, Lucille (Accountant); Thomas, Brad (Direcior of Operatio Wiright, Fred

To... |

Subject
Careful review required

Note

-

B9 CIDIY % EIEEFF
Normal ||Aria| ||(F0nt Size)“ B I U 5 |=E

The changes in this document are subtle but very important. Please review the document carefully.

il
N
-

Save | Save %?d Close |

Writing a Document (Windows)
Refer to the section below that corresponds with the type of document

you need to write.
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Adding Content to a Word or Excel Document
Adding Content to an HTML Document

Adding Content to a Document with an Upload File Template

Importing Content
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Adding Content to a Word or Excel
Document

Important: Before you can write or otherwise add contentto a
Microsoft® Word or Excel® document, you must complete at least
step 1. Settings of the Properties Wizard. If you have not already
done so, complete the instructions under Assigning Document

Properties.

What You Should Know about Using Word or Excel inside
of PolicyTech

Writing a Word or Excel document within PolicyTech™ is much the
same as writing a document in the Word or Excel program outside of
PolicyTech. For example, while using Word or Excel inside of
PolicyTech, you will see any customizations you have made to the Quick
Access Toolbar and Ribbon while using Word or Excel outside of
PolicyTech. Some of the differences you might notice when using Word
or Excel inside of PolicyTech include the following:

» When you click Edit Document or open a document from a
document list, some processes run that enable the editing of the
Word or Excel document within PolicyTech. You cannot work with
the document until those processes are finished.

m Most, but not all, Word and Excel features are available.

m Up untilthe document is approved and published, PolicyTech
automatically adds a watermark to a Word document indicating its
current location in the writing, review, and approval process. For
example, when you start a document, it is placed in the draft stage
and includes a draft watermark.

Note: While you can add a watermark of your own, that watermark
will be overwritten.

= When you save the Word or Excel document, it is saved to the
PolicyTech database rather than as a file on a hard drive. You might
also notice that a process runs each time you save the document.

= [fthe document contains unsaved changes and you click one of the
other tabs (Properties Wizard, Overview, or Edit
Questionnaire), PolicyTech automatically saves the document.
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m Depending on the template you select in the Properties Wizard, a
new Word or Excel document may already contain text, tables,
graphics, and so on.

= One extra thing you can do when using Word or Excel within
PolicyTech is to insert fields that contain certain document
properties, such as the title you typed in step 1. Settings of the
Properties Wizard, or the names of the reviewers you assigned in
step 4. Reviewers. These fields are automatically updated
whenever the property information changes.

Adding Document Content

Note: Itis not within the scope of this guide to instruct on how to use
the Word or Excel program to write documents. The instructions that
follow assume you have a working knowledge of Word and Excel.

1. Do one of the following to open the Word or Excel editing window:

= If you currently have the document open and have the
Properties Wizard, Overview, or Edit Questionnaire tab
selected, click the Edit Document tab near the upper left
corner or the Edit Document button at the bottom of the
currently displayed Properties Wizard step.

Fixed Asset Control v.1 W3 |2 |
y 0
[g] Edit Document |Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft h
|
Steps *= Required - = Basic Seftings
1. Settings * Title Fixed Asset Control
2 g‘:zagr::‘iig‘s & = Document Owner Hansen, Tom (Accounting Manager) o
3. Writers Document Template For Policies E Reapply L ]
4. Reviewers Version Number 1 Reference # 252
5_ Approvers &
6. Readers - Optional Settings
7. Security * Document Review Interval + Assigned Proxy Author + Original Creation Date + Editing Document
R —————— = Warning Period « Publication Date + Document Keywords ~ « Email Nofifications
Step Instructions: Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

Please provide the basic
settings. Then click Next
Step to continue
modifying properties or
click Edit Document to
work on it immediately

kdd Save| (@] Edit Document | Next Step »

m [fthe document is currently closed, click DOCUMENTS, and
then click Draft. Use any of several methods to find and display
the document in the document list (see Finding and Opening a
Document for details), and then click the document title.
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pol‘c ! DOCUMENTS MY TASKS (20) ' REPORTS = PREFERENCES ‘Welcome Tom Hansen | LOG ouT
licytech -
Demo Site
- © ABOUT | HELP
Site: Corporate Headquarters ~ !
Documents W NewDocument ~ LT Search fnr‘ ‘ »
:
T Arrange by: EB[E[F[H]IP]Y
a 5
P D Page 1 of 1 (8 items) (B Display/Export Options »
ending 2
Published < Add Custom Type  Title & Ver#  Staws
. " @ [All Documents] - Bad NSF Checks 1 Draft -
ly Documen g :‘?r:qll_m;ll.tll_(m)ﬁ) - Bank Account Reconciliation 4 Draft
Iministration | N -
- 0 @ Disaster Recovery (3) - Fixed AsseffControl 1 Draft
S @ Educational Resources -8 Healthcare Eénefits Summary 1 Draft
Favorites @ Engincering ) - m] Income TaxRegulations 1 Draft
@ Environmental Services (1) 4 B
Recent Documents @ Fiscal Senvices (6) - Inveice Billings 1 Draft
g Human Resources (€) - Performance Evaluation - Accounting Manager 1 Draft
————— Installation .
oo 5 @ Manufacturing (¢) - Year End Closing 1 Draft
. e @ Operations
PoiicyShare @ Purchasing
@ Shipping and Receiving (3)
@ Software Development (4)
@ Systems Administration (12)
@ Technical Services
NAVEXaiosse- af 1o
Page 10f1 (Bitems) <« < 1 > =

You should now see a window similar to one of the windows
below.

Notes:

m The Word or Excel user interface may look different, depending
on the version you have.

m The document may or may not already have content,
depending on whether the template you selected has content. If
you see prewritten content, see Working with Template
Content.
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Tax Tables v.1

@0 Qo Qo
[<J] Edit Document | Properties Wizard | Overview | Edit Quiz Status; Drat - Draft

Links & Attachments ¥ | Editor Tools w

| o R R -

=) 7 Eelmsert- X -
y *L:‘d ;\Dewzte- ﬂvév \;&

Paste B 7 U- S A Conditional Format  Cell | .. Sort & Find &
- = = Formatting = as Table = Styles ~ | I Format = | 2~ Filger~ Select=
Clipboard Font Styles Cells Editing
Al - b3 ~
A B c D E F G H | J K L M N (o] If
:t‘l =
2 - Fixed Asset Control v.1 Submit to Write P — @0 @0 @0
3 (1] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft ks & Aliachments = | Editor Toos =
a
5
© Home | Insert  Pagelayout  References  Mailngs  Review  View  Developer
7 oy 44 Find
4 . = ind -
= = CalibriBody) /10 v A AT | Aa” F 2T aesvceodt aaBbcer AaBbC %
=l g = 3 Replace
9 Paste g a N
B I U - e %X, X - oy - o f Caption  Emphasis TEPTempl.. — Change
10 - F g - = P! P Pl =] styles~ | & Setect -
1 Clipboard 1w Font 3 Paragraph u Styles 3| Editing
12

20
W« » v Sheetl

Ready | B3 |

& YEEGR
I—— 3]

Page:1ofl | Words:0 | <5 | P3| |[EER = = 100% = v (+)
2. Do one of the following to add content to the document:

m Use any available Word or Excel features to write and format
the document.

Note: If you would like to see more of the document within the
window, click Editor Tools, and then click Collapse Header Bar.
When you are ready to use a feature in the header bar, click Editor
Tools, and then click Expand Header Bar.

m Click Editor Tools, click Import/Overwrite, and then follow the
prompts to import the content of an existing Word or Excel
document from outside of PolicyTech (see Importing Content
for detailed instructions).

Important: Importing content completely overwrites any existing
content. Copy and paste information from another document if you
don't want to overwrite this document's existing content.
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@0 Q@0 &G0

Status: Draft - Draft Links & Attachments w | Editor Tools ¥

4 Insert Properiies
Undeck Word Module
Word Module Version
Word Module Log File
Collapse Header Bar

3. (Optional) Place your cursor in the document where you want to
insert a document property field. Click Editor Tools, click Insert
Properties, and then find and insert a document property (see
Inserting Document Properties for detailed instructions).

@0 Q0 &0

Status: Draft - Draft Links & Attachments w | Editor Tools

Import / Overwrite
Download Source File

Title 4 Document Info 4 Insert Properfies

a\:_}'ence# 1 Company Info Undeck Word Module
Keywords 4 Categories Word Module Version
Version Number 4 Dates Word Module Log File
Supersedes 4 User Info Collapse Header Bar

Affected Depariment(s)
Version Change Summary

4. When finished adding content, do any of the following:

m Save and close the document (see Saving and Closing a Draft
Document).

= Add supplementary materials to the document (see Attaching
Files and Adding Reference Links and Working with Document
Discussions).

m Finish assigning document properties (see Assigning Document

Properties).

m Create a questionnaire for marking the document as read (see
Creating a Questionnaire).

m Look at the document overview (see Working with the
Document Overview).

= Submit the document to assigned writers (see Submitting a
Document to Writers (for Collaboration)).

= Submit the document to assigned reviewers (see Submitting a
Document for Review).
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= Submit the document to assigned approvers (see Submitting a
Document for Approval).

Working with Template Content

The template you selected in the Properties Wizard may include
document content. If you have any questions about the prewritten
content, contact your document control administrator.

Inserted Document Property Fields

The content may also include inserted fields that contain document
property information from the Properties Wizard, such as the
document title or a list of reviewers. Be careful not to change the content
of a property field as that information is automatically inserted. If you do
change field contents, the changes will be lost the next time
PolicyTech™ updates that field information.

To see if a Microsoft® Word template's prewritten content contains
property fields, you can set the Field Setting option in Word to always
shade inserted fields, as shown in the screenshot below. See Changing
the Field Shading Option in the "Inserting Document Properties" topic
for details.

Training and Tuition Reimburse... v.1 77 v] i | @0 Qo Qo

[%)| Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft

Links & Attachments ~ | Editor Tools ~

I | P P B

e @

F89 |napocc| AaBbce AaBbe . A #

TNormal | T No Spaci.. Headingl | Change |Editing
T Styles v

i
L o[

Delta Regional Medical Center
Document Title: Training and Tuition Reimbursement

N Version: 1

“owd

Page:1ofl | Words12 | <5 | IEEEEEE e V] (+)

To see if an Excel template's prewritten content contains property fields,
select the field, and then look in the Formula Bar. A property field
contains the following formula: =[field_name], where [field_name] is the
name PolicyTech has assigned to this document property (Document_
Title in the example below).
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Home | Inset  Pagelayout  Formulas  Data  Review  View  Team & @ o R
=_[= O m | om . .
d oo e =¢  General 55 Conditional Formatting = 5= Insert = ;}? l?a
- o Ed- $ - % o [EEFormatasTable - 3% pelete - | [g- &
B I U- = - ~ A~ ) o Sort & Find &
4 == = i 5% IS5} Cell Styles - EFormat * | 27 Filter - Select
Clipboard Font Alignment Number Styles Cells Editing
B2 - I :Dmcumem_‘_ri_@ ¥
A [ B [ ¢ D E F G =
1 Delta Regional Medical Center E
2 |Document Title: |TraimingamdTuitionReimhursement |
3 Version: 1
4 hd
W b M| Sheetl . Sheet2 / Sheet3 .~ ¥J nER! il ] (0|
Ready | |FEEMm 100% (=) [} (+)

Note: To add document property fields, see Inserting Document
Properties.

Inserting Document Properties

As you create a document and throughout its life cycle much information
about the document is tracked and stored in the PolicyTech™
database. You can access this information and have it appear within the
content of the Microsoft® Word or Excel® document itself by inserting
what are called property fields. For example, you could insert property
fields to show the name of the document owner, the date the document
is approved, and names of the departments the document affects. The
contents of these fields automatically change as events occur that affect
those document properties.

The instructions below explain how to insert a property field into a
document. For details on each document property, see Appendix:
Document Property Details.

Inserting Into a Word Document

1. Inan Edit Document window, place the cursor where you want
the document property field inserted.

2. Click Editor Tools.

3. ClickInsert Properties, and then navigate to and click the
information you want to insert.

Insert Links | Editor Tools *

Import / Replace
4 Document Info 4 Insert Properties
4 Company Info Undock Word Module
4 Categories Word Module Version
Date Created 4 Dates Word Module Log File
Date Approved I 4 User Info Collapse Header Bar

Last Periodic Review Date

Mext Penodic Review Date

F'Lblicati-:ﬁﬁate
Date Archi

Original Creation Date
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Some fields that are inserted willimmediately display the correct
value, such as the document title, the document owner's name, or
the current date. Other fields display the correct information only
after certain events have occurred. For example, if you insert the
Publication Date field, you will see "Not Approved Yet" as the field
text until the document is approved, at which time the approval date
will appear. Also keep in mind that some of a document's
properties, such as its title or assigned approvers, are editable. If a
property is changed in the Properties Wizard or in Preferences,
that change will automatically be reflected in the corresponding
inserted property field.

When you insert a field into a Word document, it looks like normal
text, but a field is treated differently than normal text. For example,
the document shown below includes the Business Title, Document
Title, and Version Number fields in the header. One way to tell that
these are fields is to place the cursor within the field text, which
shades all of the field text (if the Word setting for Field shading is
When selected). In the document below, the cursor is in the
Document Title field.

T [ O P g R

AaBbCc | AaBbCc AaBbe A #
Paste B I U-ae x, X TNormal |1 Mo Spaci.. Headingl | Change |Editing
- = Stylesw | T
Clipboard Font Styles
1 ------- A N A 3 4-‘-|‘-‘=-‘-|‘-‘5-"A"‘7"P.:.\
"
- Delta Regional Medical Center
Document TitIe:Trainin[gand Tuition Reimbursement -
S
. Version: 1 N
4- il | »
Page:1of1 | Words:12 | < | |[EleE& == w0 (5 L} (+)

Important: While the text of a property field is editable, we strongly
recommend that you not edit field text, as whatever changes you
make will be lost the next time the field is updated.

Changing the Field Shading Option

You can change the Field shading option in Word so that all inserted
fields are always shaded, as shown below.

PolicyTech 9.0 User's Guide



188 - Adding Content to a Word or Excel Document

Training and Tuition Reimburse... v4 77

0 o Qo

[4] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft

Links & Attachments + | Editor Tools ~

Home Insert Page Layout References & @
= ] . . PP
Th e TP A naBbCc| AaBbCc AaBbC . A #
Paste f I u abe X, X fNormal | Mo Spaci.. Headingl | g:y?:ff Ed\Emg
Clipboard Font 3 ® Styles )
Ell """" L2 - : - s ¢t a7 |
-
Delta Regional Medical Center
Document Title: Training and Tuition Reimbursement
] Version: 1 =
. =]
- B
Page:1atl | Wordsi12 | f | [Eleg == 1w c——0—@

The way you access the Field shading option depends on your version
of Word.

In Word 2010:
1. Click File, click Options, and then click Advanced.
2. Scroll down to the "Show document content" area.

3. Inthe Field shading list, click Always, and then click OK.

Word Cptions > » l ? &

-
General Show document content

Displa;
play |:| Show background colors and images in Print Layout view

Proofing |:| Show text wrapped within the document window
Save |:| Show picture placeholders G

Show drawings and text boxes on screen

Language Show text animation N
TR 7] show bookmarks
[] show text boundaries b

|:| Show crop marks

m

Custamize Ribban

Quick Access Toalbar |:| Show field codes instead of their values
Field shading: |When selected EI

Add-Ins
|:| Use draft fo e views
Trust Center Name: | CouKalEye k‘
- When selected

Size: 10

Font Substitution...

< | M | +

[ OK ] [ Cancel

W

In Word 2007:

1. Click the Microsoft Office Button @, click Word Options, and
then click Advanced.
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2. Scroll down to the Show document content area.

3.
screenshot in "Word 2010" section above).

In Word 2003:

1. Click Tools, and then click Options.
2. Clickthe View tab.

3.

Inthe Field shading list, click Always, and then click OK (see

Inthe Show area, in the Field shading list, click Always.

Security Speling & Gramrmar Track Changes
User Information Compatibility File Locations
Wigw General Edit Print Save
Show
Skartup Task Pane Smark tags Windows in Taskbar
Highlight Animated text [JField codes
[] Bookmarks Harizartal scroll bar Field shading; _
Status bar Wertical scroll bar wWhen selected l'v
ScreenTips [ picture placeholders
Formatting marks
[] 1ab characters [ Hidden ket
[ spaces [] optional hyphens
[] Paragraph marks Tl
Print and ‘web Layout options

Drawings ‘White space between pages (Print view only}
[] object anchars

[] Text boundaries

[ Background colors and images (Print views only)
Wertical ruler (Prink view only)

CQutline and Mormal options
[ wrap to window
[ oraft Fonk:

LS

Skvle arga width: o

[ o4 ] [ Cancel

]

Deleting a Property Field in a Word Document

To delete a property field you've inserted into a Word document, do one

of the following:

m Select the entire field, and then press Delete or Backspace.

m Place the cursorimmediately before the first letter in the property
field text, press Delete to select the entire field, and then press

Delete again to delete the field.

m Place the cursorimmediately after the last letter in the property field
text, press Backspace to select the entire field, and then press

Backspace again to delete the field.
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Note: If you place the cursor anywhere inside the field instead of
before or after the field, pressing Delete or Backspace will delete a
character in the field text instead of selecting the field.

Inserting Into an Excel Document

1. Inan Edit Document window, select the empty cell where you
want the document property field inserted.

Important: A property field cannot be inserted into a spreadsheet
cell that already contains information or that is being edited. Make
sure that the cell you select is empty and that you are not in edit mode
(that the cursor is not active in the Formula Bar or inside the cell).

2. Click Editor Tools.

3. ClickInsert Properties, and then navigate to and click the
information you want to insert.

4. If you see the prompt, "Warning: Using this feature with Excel will
erase your undo history," do one of the following:

m Click OK to erase the undo history and continue to insert the
field.

m Click Cancel to go back to editing the document without
inserting the field.

Important: You will see the warning only once during an editing
session, but inserting a field always erases the undo history. To avoid
erasing information from the undo history that you might need later,
we suggest you insert fields either as the first or last step of creating
an Excel document.

Some fields that are inserted willimmediately display the correct
value, such as the document title, the document owner's name, or
the current date. Other fields display the correct information only
after certain events have occurred. For example, if you insert the
Publication Date field, you will see "Not Approved Yet" as the field
text until the document is approved, at which time the approval date
will appear. Also keep in mind that some of a document's
properties, such as its title or assigned approvers, are editable. If a
property is changed in the Properties Wizard or in Preferences,
that change will automatically be reflected in the corresponding
inserted property field.

When you insert a field into a Microsoft Excel document, it looks like
normal text, but it is not. You can identify a document property field
in Excel by clicking on a cell and then looking in the Formula Bar, or
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by double-clicking a cell to activate edit mode. A property field
contains the following formula: =[field_name], where [field_name] is
the name PolicyTech has assigned to this document property
(Document_Title in the example below). Because an inserted
property field contains a formula, you cannot edit the property field
text in an Excel document.

ome &g o=
=; . . e . . :
& Calibri S AN =°  General [ conditional Formatting = 3+ Insert = ):}? 1]3‘13
B3~ - % - % »  [BErormatasTable~ 3% Delete - | [~ #
- | Bl . - A - 8 Lo Sort & Find &
g B U-[E-[S-A- e W [ Cel Styles » Eiromat | G Fiter~ Select ~
Clipboard Font Alignmen Number Styles Cells Editing
B2 - F @umemﬁ@ @
A [ B [ ¢ D E F G i
1 Delta Regional Medical Center E
2 Document Title: Trainin, adeuitionReimbursement!
3 Version: 1
4 -
W < » M| Sheetl ~Sheet? ~Sheet3 ¥J el il ] v [
| (5| (= 0 100%6 (=) [} {+)

Ready |

Inserting Links to Documents and Websites

You can do the following to insert links in a Word or Excel document.
Click an item for detailed instructions.

m Linkto an existing PolicyTech™ document

m From within a PolicyTech document, create and link to a new
PolicyTech document at the same time

m Linkto any web address

Note: Links you insert into a Word or Excel document are also listed
in the Attachments window. See Attaching Files and Adding
Reference Links for details.

Inserting a Link to an Existing Document
You can insert links to existing PolicyTech™ documents from within a
Word or Excel document.

Notes:

= You canremove a PolicyTech link from a document just as you
would remove a hyperlink you inserted using the Insert
Hyperlink feature in Word or Excel (see Removing or Deleting
a Link).

= Inserted document links do not appear in the Attachments
window (when you click Links & Attachments and then
Attachments).
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From within a Word Document
Place the cursor where you want the link inserted.

1. Click Links & Attachments, and then click Insert Link to
Existing Document.

Family and Medical Leave v.1 ©7

@0 Q0 Go

| @ Edit Document | Properiies Wizard | Overview | Edil Quiz | Status. Draft - Draft Links & Aftachments = | Editor Tools ™

Insert Link to Fristing Document
(Wl e Create NewS_Jcument and Link to It

File Home | Insert  Pagelayout  References  Mailings  Review  View Insert Link lo Web Address
Attachments
0 calibri Al & Find
& AaBbCc | AaBbCc AaBbC |, ‘A oo
g e
Paste B I U ~abe X, X - - T Mormal | 7MNoSpaci. Headingl | Change
= = P 9% 17 Styles~ | b Setect~
Fant G Styles 5| Editing
Tooaios o T 33 4 RN c ENCICION ] ] &
-

Family and Medical Leave

2. Inthe Choose a Document window, find the document you want
to link to (see Finding and Opening a Document if you need help),
and then click the document title.

Search f0r| time |)3 (Clear Search)

ALL
Sites Corporate HeadquIZ‘ oL
Status Published [z] Page1of1(1items) 1 Display/Export Options »

Arrange by: | Departments [+] Type Title A Ver# Status Last Reviewed
4 Add Custom - Paid Timeﬁﬁ(F’TO) Policy 1 Approved 11/23/2011 -

@ [All Documents]
+ @ Accounting
@ Administration
@ Disaster Recovery
@ Educational Resources
+ @ Engineering
@ Environmental Services
@ Fiscal Services
@ Human Resources
@ Installation
+ @ Manufacturing
@ Operations
@ Purchasing
@ Shipping and Receiving
@ Software Development
@ Systems Administration
@ Technical Services

q »

Page 1 of 1 (1 items) 1

3. Inthe Confirm window, do one of the following:
m Click Done.

m Click Add Another to insert another link at the current cursor
location, repeat step 3, and then click Done when you are
finished adding links.
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The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

Add Another | Done

The link or links are inserted into the document.

Family and Medical Leave v.1 ©7

@0 [Jo 0
[81] Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Drafl

Links & Attachments ~ | Editor Tools ™

Home | Insert  Pagelayout  Refersnces  Mailings

Review  View

= - < AT B 4 & Find +

I [l AN A =80T [ pasbec | aaBbce aaBbe | A Reptace

5 e

Paste B [ U ~abe X, X -7 A - B - T Normal |7 MNoSpaci. Headingl |_ Change

- & = = = " 91 %] Styles~ | by Setect~
Clipboard Font u E Styles 5| Editing
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Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company’s Paid Time Off (PTO) Policy and applicable law.
The company’s family and medical leave practice is based on the Federal Family
and Medical Leave Act (FMLA) and any applicable state laws in which the

company operates, and it applies to unpaid leave unless otherwise provided by
applicable law.

Employee unpaid medical leave is calculated on a 12 month rolling forward basis.

From within an Excel Document

1. Click the cell where you want the link inserted.

Important: A link cannot be inserted into a spreadsheet cell that
already contains information or that is being edited. Make sure that

the cell you select is empty and that you are not in edit mode (that the
cursor is not active in the Formula Bar or inside the cell).

2. Click Links & Attachments, and then click Insert Link to
Existing Document.
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Family Leave Tracking Form v.1 77 @0 Qo oo
| (3] Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft Tinks & Alachments = | Edfior Took =
Insert Link-to Existing Document
53 i . ﬁ b
B R ) Creale N&_JDocument and Link to It
File Home | Insert  Pagelsyout  Formulas  Data  Review  View  Team Insert Link fo Web Address B =
% General - | (B} Conditiona £,/ 2CAmENtS
Calibri - = = (Gener fi) Conditional Fevnmes... = m e - 'ﬁ? Lﬁ
Ga- $ v % » | [ FomatasTable v % Delete - [g]- &
£ BT <o w0 : o Sort& Find &
= ] ) el Styles ~ [EIFomat = | 2 Fitter~ Select~
Clipboard s Font o Alignment 5| Number Styles Cells Editing
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Family Leave Tracking Form

Instructions

If you are taking family leave, use the form in the next spreadsheet to track your time off and to ensure that you don't exceed the ma:
time allowed. For complete details on the family and medical leave policy, click the link below.

Related policy: I _I

s e e
it = S I AR A

w

If you see the window shown below, do one of the following:
m Click OK to erase the undo history, and then move on to step 4.

m Click Cancel, and then insert the link at a later time.

Using this feature with Excel will erase your undo history.

Cancel

Important: You will see the warning only once during an editing
session, but inserting a link always erases the undo history. To avoid
erasing information from the undo history that you might need later,
we suggest you insert links either as the first or last step of creating an
Excel document.

4. Inthe Choose a Document window, find the document you want
to link to (see Finding and Opening a Document if you need help),
and then click the document title.
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Choose a Document o

Search for| family |ﬁ (Clear Search)

ALLJS
Sites Carporate Headqu| = oL
Status Published ~| Page1of1(3items) 1 RSO e
Arrange by: |Departments ~| Type Title & Ver# Status Last Reviewed
& Add Custom - Family and JMedical Leave 1 Approved 11/23/2011 -
- Family and 'w¥edical Leave Act 1 Approved 06/24/2013
@ [All Documents] .Y o
@ Accounting (14 - Family Leave Tracking Form 1 Draft Mot Approved Yet
@ Administration (20)
@ Disaster Recovery (1
@ Educational Resources
@ Engineering (3
@ Environmental Services (5
@ Fiscal Services
@ Human Resources (13
@ Installation
@ Manufacturing (3
@ Operations
@ Purchasing
@ Shipping and Receiving (4
@ Software Development (14
@ Systems Administration
@ Technical Services

‘ »

Page 1 of 1 (3 items) 1

5. Click OK to clear the alert.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

The link is inserted into the document.
. ———

| Exit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft | “Tinks & Allachments ~ | Edior ook =

H ™ R EE |

File Home Insert Page Layout Formulas Data Review View Team o g o RS
@ & Caibn = Gemesl - [} conditional Formatting *  J=Insert + X - ﬂ [ﬁ
= g $ - % > | ifiFormatasTable - ¥ Delete - ]~
Paste B I U- i . Sort & Find &
- = w8 5% 5 Celr Stytes - [EFomat - 2~ Fiter~ Select~
Clipboard s Font ™ Alignment 5| Number 1 Styles Cells Editing
cio - £ -

A B s D E F G H | J

I [T

1

2 . .

: Family Leave Tracking Form

4 Instructions

5

6 If you are taking family leave, use the form in the next spreadsheet to track your time off and to ensure that you don't exceed the ma:
7 time allowed. For complete details on the family and medical leave policy, click the link below.

8

& E
10 Related policy: IFamiI and Medical Leave _l

11

12

Inserting a Link to a New (Not Yet Created) Document

From within a Word or Excel document, you can both create another
draft document and link to it at the same time.
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Note: You can remove a PolicyTech™ link from a document just as
you would remove a hyperlink you inserted using the Insert

Hyperlink feature in Word or Excel (see Removing or Deleting a
Link).

From within a Word Document
1. Place the cursor where you want the link inserted.

2. Click Links & Attachments, and then click Create New
Document and Link to It.

Family and Medical Leave v.1 T7

@0 [Jo 0
| [#] | Edit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Aftachments + | Editor Tools ™
Insert Link to Existing Document
Create New Document and Link to i
Home Insert Page Layout References Insert Linka ia‘ebAﬂdress
Attachments
e . . < 44 Find -
© calib 14 v \ - | B 0 £
albr A Aam (B 0 o EE AaBbCc | AaBbCc AaBbC |, ‘A oo
E fae
B I U ~ae x, X* B A THormal | TNo Spaci.. Headingl | Change .
7 Styles~ | hp Select
Font 5 Styles = | Editing
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Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company‘s|and applicable law. The company’s family and
medical leave practice is based on the Federal Family and Medical Leave Act
(FMLA) and any applicable state laws in which the company operates, and it

3. A new document opens with step 1. Settings of the Properties

Wizard displayed. Type atitle, select a template, and then click
Save.

Untitled Document

[@] Edit Document | Properties Wizard

Steps * = Required - I Basic Settings
| 1. Settings * Title Persanal Time Off (PTO) Policy
—————n
D Owner ‘ Johnson, Douglas (Chief Executive Officer) |v | i ]
Step Instructions:
Please provide the basic Document Template Policy E °
settings. Then dlick Next
Step to continue Version Number l:l Reference # To be generated on next step
modifying properties or
click Edit Document to
work on it i i - # Opfional Settings
+ Document Review Interval » Assigned Proxy Author + Original Creation Date + Editing Document
+ Publication Date = Document Keywords + Email Notifications
MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

=] 335 [&]] Edit Document | Mext Step
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4. The link to the new document is inserted into the original document.
To return to the original document and finish the new document
later, do one of the following:

= Minimize the new document window.
m Click Options, and then click Save and Close.

5. You should now see the Confirm window in the original document.
Do one of the following:

m Click Done.

m Click Add Another to create another new document and insert
another link at the current cursor location, repeat steps 2
through 4, and then click Done when you are finished adding
links.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

Add Another | Done

The link or links are inserted into the document.

Family and Medical Leave v.1 T7

@0 Qo Qo

[&] | Edit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Aftachments = | Editor Tools =

Home | Insert  Pagelayout  References  Mailings  Review  View

=% - . AT AT e 3T .4 5= A % &4 Find ~
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g e
Paste B 7 U ~abe x, X* - A~ r=r | B T Mormal |7 Mo Spaci.. Headingl |_ Change
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Clipboard & Font ? ] Styles | Editing
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Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company’s Paid Time Off (PTO) Policy and applicable law.

: The company’s family and medical leave practice is based on the Federal Family
= and Medical Leave Act (FMLA) and any applicable state laws in which the

. company operates, and it applies to unpaid leave unless otherwise provided by
applicable law.

Employee unpaid medical leave is calculated on a 12 month rolling forward basis.

From within an Excel Document

1. Click the cell where you want the link inserted.

Important: A link cannot be inserted into a spreadsheet cell that
already contains information or that is being edited. Make sure that
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the cell you select is empty and that you are not in edit mode (that the
cursor is not active in the Formula Bar or inside the cell).

2. Click Links & Attachments, and then click Create New
Document and Link to It.

Family Leave Tracking Form v.1 1 @0 Qg0 Qo

| [x]'| Edit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Attachments ~ | Editor Tools ™

Insert Link lo Existing Document
T A .
B Sy B Cieale NewDocument and Link fo If
File Home | Insert  Pagelayout  Formulas  Data  Review  View  Team Insert Link R_fveb Address 7

ents
&

Catibri — = General  +  [F Conditional Fe.miecn. o 4 e - ‘7? \ﬁ
EER $ - % s | BB FomatasTable ~ F* Delete - | [g]- &
Pt g BIU-|E-[S-A- E=EEEE E g ) Cell Styles + HiFomat~ | D= poers code
Clipboard & Font . Alignment 3| Numper & Styles Cells Editing
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Family Leave Tracking Form
Instructions

Ifyou are taking family leave, use the form in the next spreadsheet to track your time offand to ensure thatyou don't
exceed the maximum timeallowed. For complete details on the family and medical leave policy, click the link below.

Related policy: | |

=
BB [e e~ a|ulsome

3. Ifyou see the window shown below, do one of the following:
m Click OK to erase the undo history, and then move on to step 4.

m Click Cancel, and then insert the link at a later time.

Using this feature with Excel will erase your undo history.

Cancel

Important: You will see the warning only once during an editing
session, but inserting a link always erases the undo history. To avoid
erasing information from the undo history that you might need later,
we suggest you insert links either as the first or last step of creating an
Excel document.

4. A new document opens with step 1. Settings of the Properties
Wizard displayed. Type a title, select a template, and then click
Save.
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Untitled Document

[@] Edit Document | Properties Wizard L

Steps * = Required = Basic Settings

| 1. Settings * Title Personal Time Off (PTO) Palicy
S ——
D Owner ‘ Johnson, Douglas (Chief Executive Officer) |v | (]
Step Instructions:
Please provide the basic Document Template ‘Pulicy |Z| [ Preview ] [ ]
settings. Then click Next
Step o continue Version Number D Reference # To be generated on next step
ifyi lies or
click Edit Document to
work on it i i 3 ¥ Optional Settings
+ Document Review Interval = Assigned Proxy Author -+ Original Creation Date + Editing Document
- Publication Date - Document Keywords - Email Notifications

MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

‘>Hs‘ﬁ’f [ Edit Document NexlStng.|
\J

5. Thelink to the new document is inserted into the original document.
To return to the original document and finish the new document
later, do one of the following:

m  Minimize the new document window.
m Click Options, and then click Save and Close.

6. Click OK to clear the alert.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

The link is inserted into the document.
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Family Leave Tracking Form v.1 7 |+ Submilfo Wrters ¥ Submit for Review Opiions ~ | @0 Qo0 Qo

[x]'| Edit Document Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft Links & Attachments ~ | Editor Tools ™

F e ™ R R -

Home Insert Page Layout Formulas Data Review View Team

General - [y Conditional Formatting ~ S Insert - X - ;V 1?5
- @ Z

3 & Caibn -uno- A
Ba- v % s Format as Table ~ EF% Delete
Faste B I (ul- | &~ - o Wv ﬁ; s Sort & Find &
S 4 = = %8 5% (25} cell Styles ~ [ElFormat - | 2~ Fitter - Select -
Clipboard 1 Font ] Alignment i) Number Styles Cells Editing
c10 - fe | Family and Medical

A B I c [ o E F G H 1 J K
1
2 Family Leave Tracking Form
5 Instructions
a
5 Ifyou are taking family leave, use the form in the next spreadsheet to track yourtime off and to ensure thatyou don't
6 exceed the maximum timeallowed. For complete details on the family and medical leave policy, click the link below.
7
8
9
10 Related policy: IFamiIx and Medical !
11

Inserting a Link to a Web Address

You can insert links to web addresses from within a Word or Excel
document.

Notes:
= You canremove a PolicyTech™ link from a document just as

you would remove a hyperlink you inserted using the Insert
Hyperlink feature in Word or Excel (see Removing or Deleting
a Link).

= You can also use the Insert Hyperlink feature in Word and
Excel to insert links to web addresses, but those links won't be
listed in and manageable from the PolicyTech Attachments
feature (see Attaching Files and Adding Reference Links for
details).

From within a Word Document
1. Place the cursor where you want the link inserted.

2. Click Links & Attachments, and then click Insert Link to Web
Address.
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Family and Medical Leave v.1

1] ! Submito Witers ¥/ Submil for Review  Gplions ~ @0 @0 @0
| [51] Edit Document | Properies Wizard | Overview | EditQuiz | Status: Draft - Draft e =T Eaitor Took ~
L

Insert Link to Existing Document
Create New Document and Link to It

File Home

Inset  Page Layout

References

Mailings  Review M{W ?
Attachments’
* P 44 Find ~
Calibri T4 AW

Pa_ste 7 B I U ~abe x, X | T Mormal | TNo Spaci.. Headingl |_ Eg?:ff s select =
Clipboard = Font Styles 5|  Editing
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- Family and Medical Leave
: This policy outlines your options for unpaid leave. Paid time off is specified in 3
- accordance with the company’s Personal Time Off (PTO) Policy and applicable
. law. The company’s family and medical leave practice is based on the Federal
N Family and Medical Leave Act and any applicable state laws in which the company
) operates, and it applies to unpaid leave unless otherwise provided by applicable

law

Inthe Add Web Address window, type or copy and paste the web

address, type the text you want displayed as the link in the
document, and then click Add.

Add Web Address

I

Web Address | http://www_dol.goviwhd/fmla |

Display Text | Family and Medical Leave Act |

Naotice: Attestation is not tracked on attachments and links.

|\ kd W Cancel ._|
b

4.

A

In the Alert window, select and copy the new link, and then click
OK.

Copy the hyperlink below, and then return to the document and paste it.

Famil and Medical Leave Act

- B
I % |
- >

5. Paste the link in the document.
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Family and Medical Leave v.1 77 v Submil o Wiilers Submit for Review  Options ~ @0 @0 @0
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- Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company’s Personal Time Off (PTO) Policy and applicable

. law. The company’s family and medical leave practice is based on the Federal
. Family and Medical Leave Act and any applicable state laws in which the company
. operates, and it applies to unpaid leave unless otherwise provided by applicable

From within an Excel Document
1. Click the cell where you want the link inserted.

2. Click Links & Attachments, and then click Insert Link to Web
Address.

Family Leave Tracking Form v.1 77 ¥ Submil foWiilers ¥ Submit for Review Opfions ™ @0 [Jo 0
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Family Leave Tracking Form
Instructions

Ifyou are taking family leave, use the form in the next spreadsheet to track your time offand to ensure thatyou
don't exceed the maximum time allowed. To view the complete Federal Family and Medical Leave Act, click the
link below.

1

2

3

4

5

6

7

8
BN
10
11
12

w

3. Inthe Add Web Address window, type or copy and paste the web
address, type the text you want displayed as the link in the
document, and then click Add.

Add Web Address =]

Web Address | http:/fwrww _dol.goviwhd/fmla |

Display Text | Family and Medical Leave Act |

Notice: Attestation is not tracked on attachments and links.

| @d Cancel |
b "y
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4. Inthe Alert window, select and copy the new link, and then click
OK.

Copy the hyperlink below, and then return to the document and paste it.

Fami and Medical L eave Act

v

5. Click a cell in the document, and then paste the link.

Important: A link cannot be inserted into a spreadsheet cell that
already contains information or that is being edited. Make sure that
the cell you select is empty and that you are not in edit mode (that the
cursor is not active in the Formula Bar or inside the cell).

Family Leave Tracking Form v.1 77

| [x]'] Edit Document | Properties Wizard | Overview | Edit Quiz | Status. Draft - Draft Links & Aftachments = | Editor Tools ™
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Clipboard Font Alignment | Number Styles Cells Editing
B9 - £ | Family and Medical Leave Act v
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i E
2 Family Leave Tracking Form
= Instructions
4
5 Ifyou are taking family leave, use the form in the next spreadsheet to track your time offand to ensure thatyou
6 don't exceed the maximum time allowed. To view the complete Federal Family and Medical Leave Act, click the
7 link below.
8 L
9 Family and Medical Leave Act 1
10
11

il

Removing or Deleting a Link
To remove a document or web address link and leave the text, right-
click anywhere within the link, and then click Remove Link.
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This policy outlines your options for unpaid | B £ [U|= % - A - # Cified in
accordance with the company’s Paid Time CFEIDTON Dalimand applicable law.

The company’sfamily and medical leave pré » Federal Family
and Medical Leave Act and any applicable st [, Paste Options: e company
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@, Edit Hyperlink...

X ) ) Select Hyperlink )
Employee unpaid medical leave is calculatet ng forward basis.
Open Hyperlink

This means that from the first date an empl( Copy Hyperlink ng leave, the
employee can take upto 12 weeks during th =2 Eemoveﬁypmmk yeginning on that
first date. A Font.
i =5 Paragraph..
- Example: If you took leave February 4 - Mar| iz pujets | » uld have six weeks
of additional leave eligibility through Februg i= numbering | »
A styles 3
Below is an explanation of eligibility, the pr¢ Bdditional Actions » and grantinga
leave, and types of leave available to you under FVILA andyor other applicable 3
state law. *
o
. =
Page:1ofl | Words:169 | & | |[Eleg = = 100 ) L} (1)

To delete the link—to remove both the link and the link text—do one of
the following:

m Select the entire link, and then press Delete or Backspace.

m Place the cursor immediately before the first letter in the link text,
press Delete to select the entire field, and then press Delete again
to delete the field.

m Place the cursor immediately after the last letter in the link text,
press Backspace to select the entire field, and then press
Backspace again to delete the field.

Note: If you place the cursor anywhere inside the link instead of
before or after the link, pressing Delete or Backspace will delete a
character in the link text instead of selecting the field.

Working with Word or Excel Undocked

While you can edit Microsoft® Word and Excel® documents within
PolicyTech™, you can also work on Policy Tech documents with Word
or Excel in its normal program window rather than in the embedded, or
docked, program in a PolicyTech browser window . With Word or Excel
undocked, you can still use PolicyTech features, such as inserting
document property fields or links to other PolicyTech documents. Also,
anytime you save the document in the undocked program, a copy of it is
saved in the PolicyTech database. So, working with Word or Excel
docked or undocked is simply a matter of preference, and you can
switch between the two modes anytime.

Word docked in a PolicyTech browser window
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Family and Medical Leave v.1 77 ~| Submitfo Witers ¥ Submit for Review  Options ™ @0 g0 Qo

‘ [5]] Edit Document | Properlies Wizard | Overview | Edit Quiz | Status: Drafl - Draft Tinks & Aifachments = | Edftor Tooks =

Home | Inset  Pagelayout  References  Malings  Review  View

j “ cambria (Headii 14+ A" A7 | Aav & § 4 % @4 Find ~
sy - 3 Replace
Paste . I U ~abe X, X* - ar . A ie fNarmal T Ma Spari. — Change

. & B 7 U = = = | Styles~ | b Select~
Clipboard Font F Paragraph u Styles % | Editing
L O I R S R S A B B R B S B S S A | @

L Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company’s Personal Time Off (PTO) Policy and applicable
law. The company’s family and medical leave practice is based on the Federal

1 Family and Medical Leave Act and any applicable state laws in which the company
L operates, and it applies to unpaid leave unless otherwise provided by applicable
- law. )
[ 3
. . . . N of
| Employee unpaid medical leave is calculated ona 12 month rolling forward basis. N
Page: 1 of L | Words:166 | <5 | ST 0% 0 o )
Word undocked, but with the document still controlled by PolicyTech
W9l Family and Medical Leave (302_1).docx - Microsoft Word [
Home | Insert  Pagelayout  Refersnces  Mailings  Review  View o @
R FOEEIH T aambce AaBbCe nambce | A B
8= gy . . Replace
Pate I U - oabe x, X TNormal 1 No Spaci.. Heading2 gga‘gsg_e N qme
Clipboard 1 Font 5 Paragraph 5 Styles 5| Editing
{ S R S S R B R N BN SN, o AR
N Family and Medical Leave
? This policy outlines your options for unpaid leave. Paid time off is specified in
N accordance with the company’s Personal Time Off (PTO) Policy and applicable
. law. The company’s family and medical leave practice is based on the Federal
o Family and Medical Leave Act and any applicable state laws in which the company
. operates, and it applies to unpaid leave unless otherwise provided by applicable
- law.
g Employee unpaid medical leave is calculated ona 12 month rolling forward basis. :
o
. This means that from the first date an employee takes a qualifying leave, the s
Pagei 1of1 | Words:166 | & | |E‘EI B won (- U+ P

Undocking Word or Excel

1. With the document open and the Edit Document tab selected,
click Editor Tools, and then click Undock Word Module.
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Family and Medical Leave v.1 ©7 @0 [} 0

| [#] | Edit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Attachments ~ | Editor Tools ™

Import / Ovenwrite
+ Insert Properties

Undock-Word Module
Word ﬂ ju\e Version

Home | Insert  Pagelayout  Refersnces

- A . m o w
Calibri U oc A A A B AaBbCc | AaBbCc AaRb(  Werd Medule Log File
B I U -~abe x, X° P A TNormal | HoSpaci. Headingi Co2Pse Header Bar
1 Styles~ | W SerEaT
Fant o Styles < | Editing
CRIRC N . SN NN N N SN s e A [Pl
-

Family and Medical Leave

This policy outlines your options for unpaid leave. Paid time off is specified in
accordance with the company’s Personal Time Off (PTO) Policy and applicable

]

The document opens in a separate Word program window, and the
following message is displayed in the PolicyTech Edit Document

Family and Medical Leave v.1 17 @0 [0 Qo
| [8] Edit Document | Properfies Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Attachments ~ | Editor Tooks =

‘Word Module is Undocked
The Word Module has been undocked from the browser. @ What is this?

You can still use the Insert Properties and Insert Links features.
(Available only in Edit Document mode.)

To bring the document back into the browser, click the button below.

Dock Word Module

2. Work on the document in the undocked Word window as you
normally would.

3. (Optional) Switch back to the PolicyTech Edit Document window
to insert a link or document property field into the undocked
document (follow the instructions under Inserting Links to
Documents and Websites or Inserting Document Properties).

4. When finished working on the document, you cannot close the
undocked Word or Excel window. Instead, switch back to the
PolicyTech Edit Document window, and then click Dock Word
Module. This closes the undocked Word or Excel window and
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redisplays the document in the Edit Document window.

5. Click Options, and then click Save and Close.

Family and Medical Leave v.4 <7

[51] Edit Document | Properiies Wizard | Overview | Edit Quiz

(Wil N8N N N

e ave a? ose
= q % R Find ~
2 4aBbCel AaBh( | AaBbCcl . 2. Replace
i
2204 Emphasis  Headingl | T Mormal |- Egﬂ‘:fj s Select =
] Styles 5| Editing

B
-
N
» (&

‘ Family and Medical Leave

-

Adding Content to an HTML Document

Important: Before you can write or otherwise add content to an
HTML document, you must complete at least step 1. Settings of the
Properties Wizard. If you have not already done so, complete the
instructions under Assigning Document Properties.

To write an HTML document in PolicyTech™, you must have selected
an HTML Document template in the Properties Wizard (see Step 1:
Settings if you need to reselect a template). If there is no Rich Text
Document template available in the Properties Wizard, contact your
document control administrator, who can create one.

1. Do one of the following to open the HTML editing window:

= If you currently have the document open and have the
Properties Wizard, Overview, or Edit Questionnaire tab
selected, click the Edit Document tab near the upper left
corner or the Edit Document button at the bottom of the
currently displayed Properties Wizard step.
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Fixed Asset Control v.1 77 ¥ Submit to Writers ¥ Submit for Review  Options ¥

@0 o Qo
@ Edit Document | |Properfies Wizard | Overview | Edit Quiz l Status: Draft - Draft
Steps * = Required £ Basic Seftings
1. Setiings * Title Fixed Asset Control
20 e & = D owner | Hansen, Tom (Accounting Manager) [v] @
3. Writers D p |Rich Text Document El [ Reapply ] [ Pre\new] (i ]
4. Reviewers Version Number [+ ] Reference # 252
5. Approvers *
& R & Optional Settings
7. Gmmiy - Document Review Interval  » Assigned Proxy Author » Original Creation Date - Editing Document
- Warning Period - Publication Date - Document Keywords - Email Notifications
Step Instructions: Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.
Please provide the basic
setfings. Then click Next
Step to continue
ing properties or
click Edit Document to
‘work on it immediately.

=) swel & Eat Document |Nan5|ep y

m Ifthe documentis currently closed, click DOCUMENTS, and
then click Draft. Use any of several methods to find and display
the document in the document list (see Finding and Opening a
Document for details), and then click the document title.

pol‘c ' DOCUMENTS MY TASKS (20) REPORTS = PREFERENCES ‘Welcome Tom Hansen | LOG ouT
licytech -
Demo Site
ABOUT | HELP
Site: Corporate Headquarters ~ 0 !
Documents B NewDocument ~ LN tg Search fur‘ ‘ Y]
,
T Arrange by: BB FTH]IPTY
a 5
Pendng D Page 1 of 1 (8 items) | |BE Display/Export Options +
¢ Add Custom i
T Type Tile & Ver#  Staws
. . @ [All Documents] - Bad NSF Checks 1 Draft -
ly Document g zgcn_u_rn;-ml_(lﬂ)m - Bank Account Reconciliation 4 Draft
Iministration | N -
- 0 @ Disaster Recovery (3) v Fixed AsseffControl 1 Draft
SEE @ Educational Resources - & Healthcare Bénefits Summary 1 Draft
Favorites © Engineering < =] Income Tax Regulations 1 Draft
@ Environmental Services (1) 5 B
Recent Documents @ Fiscal Services (0 - Invoice Billngs 1 Draft
g Human Resources (6) - Performance Evaluation - Accounting Manager 1 Draft
——— Installation .
e @ Vanufacturing (6) - Year End Closing 1 Draft
3 = @ Operations
PolicyShare @ Pirchasing
@ Shipping and Receiving ()
@ Software Development (4)
@ Systems Administration (12)
@ Technical Services
NAVEX . < m 0
GLOBAL _
Page 10f 1 (8items) <« < 1> >
o |

You should now see a window similar to the one below.

Note: The document may or may not already have content,
depending on whether the template you selected has content.
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Training Guidelines v.4 17 5 .3 | @0 Qo
.E‘ Edit Document  Properfies Wizard | Overview = Edit Questionnaire Status: Draft - Draft Aftachments | Editor Tools ~
Home
=) ¥t [ FontName ~|B|J|U[ A - =]} | || @ nsert Link (3 Insert Video
53 Copy ¥) - || Font Size - |abe| X*| Xa| Iy = | || 8@ Remove Link = Horzontal Rule
Paste
~ dgPrnt @ - || FontSyle  +|GF | Page Setup == =

Clipboard Font Paragraph Insert

./ Design | €» HTML € Preview

The HTML document editor has three available modes—
Design, HTML, and Preview—that you can access with the
tabs below the content area. The Design (default) mode is a
WYSIWYG (What You See Is What You Get) editor that offers
many of the design features found in word processing
applications and displays editing helps in the content, such as
table grid lines. In HTML mode, you can add and edit standard
HTML tags. The Preview mode approximates what the
document will look like when it's opened in a browser.

Important: For security reasons, <script> tags are not supported
and, if added, will be removed upon saving the document or when
uploading an external HTML file using Import/Overwrite.

Notes:

m The features in the ribbon are disabled in the HTML and
Preview modes.

= If you would like to see more of the document, click Editor
Tools, and then click Collapse Header Bar. \When you're
ready to use a feature in the header bar, click Editor Tools,
and then click Expand Header Bar.

2. Do any of the following to add content to the document:

m Click Design, and then use any available features to write,
format, and insert content.
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Important: For instructions on inserting a video, see Inserting a
Video into an HTML Document.

m Click HTML, and then add or edit text and HTML tags.

m Click Editor Tools, click Import/Overwrite, and then follow the
prompts to import the content of an existing document from
outside of PolicyTech (see Importing Content for detailed
instructions).

Important:

= Importing content completely overwrites any existing content.
Copy and paste information from another document if you don't
want to overwrite this document's existing content.

= Importing a type of document other than HTML (a text file with a
.htm or .hml extension) will change the editor to one appropriate
for the type of file you imported. For example, if you import a Word
file, the file is displayed in Word.

) | ®0 [0 @0

Status: Draft - Draft Links & Attachments ¥ | Editor Tools ¥

4 Insert Properiies
Undock Word Module

Word I

Collapse Header Bar

3. When finished adding content, do any of the following:

m Save and close the document (see Saving and Closing a Draft
Document).

= Add supplementary materials to the document (see Attaching
Files and Adding Reference Links and Working with Document
Discussions).

m Finish assigning document properties (see Assigning Document

Properties).

m Create a questionnaire for marking the document as read (see
Creating a Questionnaire).

m Look at the document overview (see Working with the
Document Overview).

= Submit the document to assigned writers (see Submitting a
Document to Writers (for Collaboration)).
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= Submit the document to assigned reviewers (see Submitting a
Document for Review).

= Submit the document to assigned approvers (see Submitting a
Document for Approval).

Inserting a Video into an HTML Document

When adding content to a document created with an HTML Document
template, you can insert a video hosted by a web server or a video-
sharing website.

Note: You cannot insert a video file—only an externally hosted video.

1. Inthe open document, in the Design mode ribbon, click 0

Training Guidelines v.1 7 v | @ | @0 o
i) Edit Document | Properties Wizard | Overview | Edit Questionnaire Status: Draft - Draft “Aftachments | Edior Took =
Hom
= H || TimesNewR..-|B| 7| U| A {2 Accept il
53 Copy ¥ - |abe| 3| Xa| Iy [ Reject Al o
45 Print mal o [ Track Changes

Clipboard Font Paragraph Insert Track Changes Commen ts

2. You can reference the video using embed code or a URL. Do one
of the following:

m Video-sharing sites typically have an option for copying a video's
embed code, which, in addition to the video URL, contains
HTML formatting for the frame that will contain the video. After
copying the code, in the Insert Video window in Policy Tech,
click Embed code from a video sharing site, and then paste
the embed code into the text box.

% Insert Video -

® Embed code from a video sharing site

<iframe width="560" height="315" src="/fwww youtube com/embed/-VdEcSmcYkM"
frameborder="0" allowfullscreen:</iframe>

(O Or manually enter the values

m Toformat the video frame yourself, click Or manually enter
the values. In the URL box, type or paste the video URL,
including the protocol (http:// or https://), and then set the frame
size by typing a width and height in pixels.

PolicyTech 9.0 User's Guide



212 - Adding Content to a Word or Excel Document

® Or manually enter the values

URL | https:/ fwww.youtube.com/embed/-VdEcSmcykM

Width Height

[ Include a Play button @

| OK | Cancel |

Some videos include a play button, while other videos start
immediately. To prevent such a video from starting immediately,
select the Include a Play button check box, and then, in the list
below that option, click one of the following:

« Play inline. Plays the video in the inserted frame within the
document.

([ et ocument | proprtes vizart | v | Edl Quesiomte | status: Dt -rat T

As part of your ethics training, please watch the following video:

Ethics Training v.1 7

" Submillo Wilers ¥ Submilfor Review  Oplions ¥ @0 @0 Qo

(] St Document| Proertes weard | ovrvew | Eat uestomare | Status: Dat - Dt

Attachments | Editor Tools ¥

As part of your ethics training, please watch the following video:

Design | HTML | Preview

Design || HTML | Preview

« Popup over document. Clicking the play button in the
inserted frame opens a pop-up window above the document
(within the document browser window).
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The Hottest Ticket in Town

Walcoms to Ethics Strest whers you will meet a dynamic cast of charscters wh frsquently find themselves canfronted
by sthical dilsmmas.

Yourjob is to halp cur mai Jack, navigata his way through 2 series of challanging situaions.

« Open in new browser window. Clicking the play button
launches a new, separate browser window.

e@q@ ttps//cdnl navexglobal.com/ courseware/standard/nave O ~ B & H & branching_intro_es - The H... % | ‘ o S 6

NAVEX

The Hottest Ticket in Town

Welcome to Ethics Street where you will msst a dynamic cast of characters who frequently find themsslves confronted
by ethical dilemmas

Yourjob i to help aur main character, Jack, navigate his way through a series of challenging situations.

Progress e | Conlinue )

Note: The Width and Height settings apply only to the frame
inserted into the document. They do not apply to the pop-up window
or new browser window.

3. Click OK.
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Important: If you see a warning stating that you are attempting to
insert a video from a non-secure site, see Security Considerations for
Inserted Videos.

4. Totestthe inserted video, click the Preview tab at the bottom of the
document window, and then click the play button or whatever play
control the video includes.

Editing an Inserted Video

1. Toeditaninserted video's URL or settings, click the video to select
it, and then click .

Insert Video

URL | /fwww.youtube.com/embed/ozL 97RwsEg4
Width | 498 Height 323
Include a Play button @

Play inline

0K | Gancel

2. Make the needed changes, and then click OK.

Note: You can also click the HTML tab at the bottom of the document
window and modify the text in the <iframe> tag.

Deleting an Inserted a Video
Click the video to select it, and then press Delete or Backspace.

Security Considerations for Inserted Videos

If you see the warning below when you attempt to insert a video into an

HTML document, it is because you are logged in to PolicyTech™ using

the HTTPS (Hypertext Transfer Protocol Secure) protocol, and you

referenced a video using the normal HTTP, which is not a secure

protocol.

Fo ‘\ ™
Warning: The video you are trying to embed is hosted on a non-secure

site. This can result in many users not being able to watch the video due
to browser security constraints. Learn More

Are you sure you want to embed this video?

Yesi| No

b _

Do one of the following:
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m (Recommended) Click No to cancel the video insertion, change the
URL scheme name to https://, and then click OK again to see if the
web server hosting the video supports the HTTPS protocol.

m [f you fully understand the possible security risks but want to
proceed anyway, click Yes. What you see next depends on the
browser you're using. Consult your browser's Help for further
instructions.

Important:

m Consult with your IT specialist before using this option.

m We highly recommend that you not use this option. In addition to
the security issue, the reader's experience will be undesirable at
best. When a reader attempts to view the video, the reader will
have to create an exception for accessing insecure material from
within an application running on a secure server. The method for
creating this exception varies widely, depending on the type and
version of the reader's browser.

Adding Content to a Document with an Upload File
Template

Important: Before you can add content to a document, you must
complete at least step 1. Settings of the Properties Wizard. If you
have not already done so, complete the instructions under Assigning
Document Properties.

1. Do one of the following to open the document editing window:

m [f you currently have the document open and have the
Properties Wizard, Overview, or Edit Questionnaire tab
selected, click the Edit Document tab near the upper left
corner or the Edit Document button at the bottom of the
currently displayed Properties Wizard step.
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@0 Qo Qo

a Edit Document | Properfies Wizard | Overview | Edit Quiz l Status: Draft - Draft
Steps * = Required - £ Basic Settings
1. Setiings * Title Fixed Asset Control
2D e & = D owner | Hansen, Tom (Accounting Manager) [v] @
3 Writers D p |~ Blank Upload File Template — [~] [Reapply | [Preview | @
4. Reviewers Version Number [+ ] Reference # 252
5. Approvers *
2 - ® Optional Settings
7. Securty + Document Review Interval = Assigned Proxy Author = Original Creation Date  + Editing Document

- Waming Period - Publication Date - Document Keywords - Email Notifications
Step Instructions: Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.
Please provide the basic
setfings. Then click Next
modifying properties or
click Edit Document to

‘work on it immediately.

| —
=) Siv4 | Edit Document |Nax15|ep y
—

= [fthe document is currently closed, click DOCUMENTS, and
then click Draft. Use any of several methods to find and display
the document in the document list (see Finding and Opening a
Document for details), and then click the document title.

DOCUMENTS |~ MY TASKS (15) = REPORTS | PREFERENCES ‘Welcome Douglas Johnson | LOG ouT

policytech

Demo Site

O ABOUT | HELP

Site: Corporate Headquarters ~

Search for | ‘ 2
— Amange by Bl EFHIPTY
D ~] Page 10t 1 (10 items) 1 Display/Export Options ~
Collaboration e AddCust
i ustom Type  Tite Al ver# |  Staus | LastReviewed |
Aeproval @ [All Documents] - Bad NSF Checks 1 Draft Not Approved Yet =
B pd_ gnggﬁlﬂ - Bank Account Reconciliation 4 Draft Not Approved Yet
‘endin 2
o hgd @ Disaster Recovery (3) + 5] Fixed Asget Control 1 Draft Not Approved Yet
Chlsis © Educational Resources -~ B Healthcar® Benefits Summary 1 Draft Not Approved Yet
Archived : E:l!ji'::;em":gm Senvices (1 ~ ]  Income Tax Regulations 1 Draft Not Approved Yet
My Documents @ Fiscal Services (6) - Invoice Billings 1 Draft Not Approved Yet
@ Human Resources (6) - Performance Evaluation - Accounfing Manage 1 Draft Not Approved Yet
g "R:‘"al"'a‘;:‘ﬁng - &)  TaxTables 1 Draft Not Approved Yet
Favorites @ Operations ~ @ Training Guidelines 1 Draft Not Approved Yet
@ Purchasing v [ Year End Closing 1 Draft Not Approved Yet

2. You should now see the window shown below. Do one of the
following to select a file to upload:

= Click Browse, find and click the file you want to upload, click
Open, and then click Upload File.

Upload New Document

Please choose a file to upload.

Browse.. | [ Upload File

Or drag a file here to upload it. (Optional)
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m  Open Windows Explorer, and then find the file you want to
import. Click and drag the file onto the box that contains the text
Or drag a file here to upload it. (Optional). The file is
immediately uploaded.

Note: If ever needed, you can import another and replace the
currently uploaded file's contents. See Importing Content for details.

3. Analert appears stating that the uploaded file has been renamed to
match the document title you typed in the first step of the
Properties Wizard. Click OK.

e Zm)

The uploaded file has been renamed to match the title given in
step 1 of the properties wizard.

4. To view or modify the uploaded document's contents, in the File
Information window, click the file name. The document opens in
the Windows default program for that file type.

Note: Besides Word and Excel, PolicyTech™ supports the upload
and launching of Microsoft PowerPoint® (.pptx, .ppt) and Microsoft
Visio® (.vsd, .vss, .vst, .vdx, .vsx, .vtx, .vsw) file types. Your document
control administrator (DCA) must enable the launching of any other
file type. Contact your DCA to find out what additional file types, if
any, have been enabled.

i \ T
Click the file below to open it: # | Import / Overwrite
Name Date Modified
: . 06/26/2013
# | Fixed et Control.gif 12:23 BM
e A

5. Youwill see the alert shown below in PolicyTech. Click OK.

Note: You can use Default Programs in the Windows Control
Panel to change what program automatically opens .
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i \ / ~"\

Important: The file has been opened using your default
program for this file type.

Please save changes to the file and close it before closing this
browser window.

A

6. Make the desired changes, save the file, and then close the
program.

7. When finished adding and modifying content, do any of the
following:

Save and close the document (see Saving and Closing a Draft
Document).

Add supplementary materials to the document (see Attaching
Files and Adding Reference Links and Working with Document
Discussions).

Finish assigning document properties (see Assigning Document

Properties).

Create a questionnaire for marking the document as read (see
Creating a Questionnaire).

Look at the document overview (see Working with the
Document Overview).

Submit the document to assigned writers (see Submitting a
Document to Writers (Collaboration)).

Submit the document to assigned reviewers (see Submitting a
Document for Review).

Submit the document to assigned approvers (see Submitting a
Document for Approval).

Importing Content

You can import a document from outside of PolicyTech™ into a
PolicyTech document. If you import a Microsoft® Word or Excel®
document, you can edit the imported content within PolicyTech. If you
import any other type of file, you will see a link in the Edit Document
page that will open the imported file in the default program for that file

type.

Note: Besides Word and Excel, PolicyTech supports the import and
launching of Microsoft PowerPoint® (-pptx, .ppt) and Microsoft Visio®

(.vsd,

.vss, .vst, .vdx, .vsx, .vtx, .vsw) file types. Your document
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control administrator (DCA) must enable the launching of any other
file type. Contact your DCA to find out what additional file types, if
any, have been enabled. You can import any other type of file, but
users will not be able to launch (open) the document directly from
within PolicyTech. Instead, they will be prompted to open the
document outside of PolicyTech or to save the document to disk.

Important: The imported document will completely overwrite the
contents of the PolicyTech document. PolicyTech does, however,
save a version of the document before performing the import. You
can access document versions from the Document History page in
a document's Overview tab (see Working with the Document
Overview for details). Nonetheless, we recommend using this feature
only when the PolicyTech document is empty or if you are certain that
its contents can be overwritten without losing important information. If
the document already contains important information, we
recommend that you copy and paste information from the external
document rather than importing it.

To import and overwrite the contents of a PolicyTech document with the
contents of an external document,

1. Open the document, and then click Edit Document (if it is not
already selected).

2. Click Editor Tools, and then click Import / Overwrite.

| 9 | W0 0 0
Status: Drafi - Draft

Links & Attachments ¥ | Editor Tools ™

4 Insert Properties
Undock Word Module
¥WWord Module Version
Word Module Log File
Collapse Header Bar

3. Do one of the following:

m Click Browse. Find and click the file you want to import, and
then click Open. Click Upload File.

i \ / .‘\

Choose a file to overwrite the existing document.

C:\UsershPuinc\DocumerI Browse. . H Uploag File |
lag”

Or drag a file here to upload it. (Optional)
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m  Open Windows Explorer, and then find the file you want to
import. Click and drag the file onto the box that contains the text
"Or drag afile here to upload it. (Optional)." The file is uploaded
automatically.

4. Click OK when you see the alert shown below.

The uploaded file has been renamed to match the title given in
step 1 of the properties wizard.

What you see in the Edit Document tab depends on the type of file
you uploaded. If you uploaded a Word or Excel file, the uploaded
file's contents are displayed. If you uploaded any other file type, you
will see a window similar to the one below with the uploaded file
listed.

Important: If the template's currently selected document type is not
Word or Excel but you import a Word or Excel document, the
document type is automatically changed and the contents of the
Word or Excel document are displayed.

ﬁle Information I

Click the file below to open it: k'] Import | Overwrite
Mame Date Modified
5] Organization Chart.pptx g.zéégﬂ}ﬂ

You can then click the file name to open it in your Windows default
program for that file type (see Adding Content to a Document with
an Upload File Template).

5. Close the document.

Writing a Document (Mac)

You can import a document from outside of PolicyTech™ into a
Microsoft® Word or Excel® PolicyTech document.

Note: Besides Word and Excel, PolicyTech supports the import and
launching of Microsoft PowerPoint® (.pptx, .ppt) files types. Your
document control administrator (DCA) must enable the launching of
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any other file type. Contact your DCA to find out what additional file
types, if any, have been enabled.

Important: The imported document will completely overwrite the
contents of the PolicyTech document. PolicyTech does, however,
save a version of the document before performing the import. You
can access document versions from the Document History page in
a document's Overview tab (see Working with the Document
Overview for details). Nonetheless, we recommend using this feature
only when the PolicyTech document is empty or if you are certain that
its contents can be overwritten without losing important information. If
the document already contains important information, we
recommend that you copy and paste information from the external
document rather than importing it.

To import an external document into a PolicyTech document,

1. Open the document, and then click Edit Document (if it is not
already selected).

2. Click Editor Tools, and then click Import / Overwrite.

Family and Medical Leave v.1 17

@0 [Jo

[#1] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft ‘Atiachments | Editor Took ~

3. Click Choose File, find and click the file you want to import, and
then click Choose.

Choose a file to overwrite the existing document.

P
f

Chaoose File ) no file selected Upload File

4. Click Upload File.

Choose a file to overwrite the existing document.

e r———— . - _—
[, Choose File ) 3] Family and Medical Leave ["yplgad ;ile 3

5. When you see the alert shown below, click OK.
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The uploaded file has been renamed to match the title given in
step 1 of the properties wizard.

[ ok |

6. Inthe File Information window, click the file name to open the
document in the Mac OS default program for that file type.

J @ | Properties Wizard ‘Ovemew| Edit Quiz k Status: Draft - Draft [ | Editor Tools ¥ |

File Information
Click the file below to open it: &) Import / Overwrite
Name Date Modified

03/13/2013

@Familyandéﬁedml Leave.docx 12:12 PM

7. Inthe Alert window, click OK.

Note: You may have to minimize the default program window or
switch windows back to PolicyTech to see this Alert window.

Alert =

Important: The file has been opened using your default program
for this file type.

Please save changes to the file and close it before closing this
browser window.

\ %)

8. Save the imported file in the default program that was launched,
and then close that program.

A

9. Backin the PolicyTech Edit Document window, click Options,
and then click Save and Close.

PolicyTech 9.0 User's Guide



Adding Content to a Word or Excel Document - 223

Healthcare Benefits Summary v 17 ' Submilto Wrilers ¥ Submit for Review Opfions ™ 20 @0 @o
e . Submit for Approval
_| @ Edit Document = Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft P Appr:‘fed Attachments | Editor Tools ¥ |
» Replace Document: ‘[
Delete
Save a@ Close

Enabling WordModulePlus (Mac)

Important: The WordModulePlus module for Mac is a Java applet,
which means that you must have Java installed on your Mac
computer in order to open and edit a document and have
PolicyTech™ automatically re-upload the document each time it is
saved. For Mac OS X versions 10.6 and earlier, Java is pre-installed
on your computer. For Mac OS X 10.7 and later, Java does not come
pre-installed. You will need to download the latest version of Java, if
you haven't already done so. See the following article on the Java
website for instructions: How do | install Java for my Mac?

1. When you see the window below, click Use WordModulePlus
Plug-in.

Choose how to open the file:

© Use WordModuleplus Plug-in (Recommended for best experience)
If using Windows operating system, then Word or Excel documents will be opened up inside
this browser window so you don't have to switch between multiple programs.

Other file types (including Word and Excel if you are not using Windows) will automatically be
opened outside the browser using the default program associated with that file type.

If you have edit permission on the document, then your saved changes will automatically be
uploaded to the server.

© Save to Disk
The browser will promt you to save the file to your computer. Any changes you make to the file
will not be uploaded to the server automatically. You will have to use the "Upload (Replace)"
option instead to upload any changes to the document.

Cancel

L #

2. Click Inactive Plug-In.

Enable WordModule

Please enable the plug-in by clicking this link: Inactive Plug-in @

([Sance))

3. You will see one of the following windows:

m [f you see this window, click Enable.
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To use this applet from

f P “jim.test.policytech.com,” you need to
_— 1 enable the Java SE 6 plug=in.

You need to restart your browser after enabling.

(" Cancel ) ( Enable )

= If you see the window below, in the lower box, select the check
boxes in the On column to enable Java, and then click Enable
applet plug-in and Web Start applications. Close Java
Preferences.

A AN Java Preferences

[ General Security  Metwork  Advanced ]

] Enable applet plug-in and Web Start applications

Java applications, applets, and command line tools use this order to determine the first compatible version to
use.

On MName Vendor CPU-Type Version
[] JavaSE6 Apple Inc. 64-hit 1.6.0_41-b02-445

B )J)avaSEB Apple Inc. 1.6.0_41-b02-445

Drag to change the preferred order
( i \ f Y
[ Options._.. ) [ Restore Defaults )

| S —————

Changes take effect in browsers and Java applications the next time you open them.

4. Forthe changes to take effect, you must close and restart your
browser. Close the document window, log out of PolicyTech, and
then close all other browser windows.

5. Restart the browser and log in to PolicyTech.

6. Find and open the document you were working on (see Finding a
Document in a Specific Status for help finding the new document in
the draft stage).

7. Inthe File Information window, click the document file name.
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| Iz Edt Document | Propertes Wezard ‘ Overview | Edit Quiz i Status: Draft - Draft (Tiice & Aimohmants | Edfor Took =)
Click the file below to open it: & Import / Qverwrite
Name Date Modified
Income Ta@egulaﬁoﬂs.docx 2241’622;"?1 g

8. Click Use WordModulePlus Plug-in again.

Choose how to open the file:

© Use WordModuleplus Plug-in (Recommended for best experience)
If using Windows operating system, then Word or Excel documents will be opened up inside
this browser window so you don't have to switch between multiple programs.

Other file types (including Word and Excel if you are not using Windows) will automatically be
opened outside the browser using the default program associated with that file type.

If you have edit permission on the document, then your saved changes will automatically be
uploaded to the server.

© Save to Disk
The browser will promt you to save the file to your computer. Any changes you make to the file
will not be uploaded to the server automatically. You will have to use the "Upload (Replace)"
option instead to upload any changes to the document.

Cancel |

L.

9. When asked if you want to give the PolicyTech applet access to
your computer, click Allow.

B ———

‘,/""\ An applet from “jim.test.policytech.com” is requesting
access to your computer.

1
hg' The digital signature from “Policy Technologies International, Inc.” has
been verified.

[ Allow all applets from “jim.test.policytech.com” with this signature

® [ Deny ) (Allcw )
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Note: Clicking Allow will let the applet run for the duration of the
current browser session. If you don't want to have to click Allow in
each new browser session, select the Allow all applets from "
[PolicyTech server name]™ with this signature check box.

10. The document opens in its default program, and the following
window is displayed in PolicyTech. Click OK to close the alert.

Note: The Mac OS controls which program opens a file of a certain
type.
C Alert o)

Important: The file has been opened using your default program
for this file type.

Please save changes to the file and close it before closing this
browser window.

OK

11. While working on the document outside of PolicyTech, be sure to
save it periodically. PolicyTech detects each time the document is
saved re-uploads a copy of the file.

12. When you are finished working on the document contents, save the
document, and then close the program.

13. Backin PolicyTech, continue with step 11 in the "High-Level Steps
for Creating a Document (Mac)" section.

Attaching Files and Adding Reference Links

From within a document, you can link to other PolicyTech documents
and to websites. You can also attach (link to) any type of external file.
This feature is useful for referencing additional materials, in addition to
the document content, that you want readers to review.

You can also add attachments that can only be seen by those with
permission to edit the document (the document owner, assigned proxy
authors and writers, and document control administrators). For
example, you might want to attach or link to reference material used to
write a document but that you don't want to require readers to review.

Important: PolicyTech does not track whether a reader reviewed
attached files or linked documents or websites.

Go to a section listed below for instructions.
Adding a Link to an Existing PolicyTech Document
Adding a Linkto a New (Not Yet Created) PolicyTech Document
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Adding a Link to a Web Address
Attaching an External File
Managing Attachments and Links

Adding a Link to an Existing PolicyTech Document

1. Toadd a reference link to an existing document, do one of the
following:

m Click the attachments (paper clip) icon.

bmit to Wrilers v Submit for Review  Oplions ¥ 0 Qo0 Qo

Status: Draft - Draft Ilrl' f &mm\_! ~ | Editor Tools ]

-

m Click Links & Attachments, and then click Attachments.

o Writers ¥ Submit for Review Oplions ~ @1 ;_;u @0

glatn il bt | Links & Aftachments ~ | Editor Tools = |

-

Insert Link to Exisfing Document
Create New Document and Link to It
Insert Link to Web Address

Attacl_'ﬂgents
S

2. Inthe Attachments window, click PolicyTech Document.

[+] Polig{Teﬁh Document € Web Address @ External File it Remove Selected
| |Type)‘léile Name | @ | Actions |

None Found

Notice: Attestation is not tracked on attachments and links.

[ ok |

.

3. Click Existing Document.
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Would you like to add a link to an Existing Document or link
to a New Document?

| Existi’rs-l_lrilhucumerﬂ MNew Document |
' )

4. Using any available method, find the document you want to link to
(see Finding and Opening a Document if you need help), and then
click the document title.

Search for | |2
ALL SRl
Sites Corporate Headgu/~
Status Published = Page 1 0f 1 (14 items) 1 Display/Export Options =
Arrange by: | Departments ~| Type Title & Wer# Status Last Reviewed
&4 Add Custom - @] Bank Account Reconciliation 3 Approved 03/05/2012 -
@ [All Documents] - @ Capitilization 2 Approved 1172372011
1+ @ Accounting (14) - @ Cash Drawers 2 Approved 11/28/2011
@ Administration (20 - ] Cash Receipts 1 Approved 11/23/2011
@ Disaster Recovery (1 -
& Cacaton Sesurs Chack o T —
# @ Engineering (3 hd
@ Environmental Services (5) - [T Check Signing Authority 1 Approved 1172372011
© Fiscal Services - Conflict%f Interest Policy 1 proved 06/25/2013
# Human Resources (12
@ Installation B - @] Job Description - Accounting Manager 1 Approved 11/23/2011
o ] Manufacturing (3 - Job Description - Accounts Payable CI 1 Approved 1172372011
2 gﬁ;;zr: - Job Description - Accounts Receivable 1 Approved 1172372011
@ Shipping ;gnd Receiving (4) - 1] Performance Evaluation - Accountant 1 Approved 111232011
@ Software Development (14) il Performance Evaluation - Accounts Pz~ 1 Approved 11/23/2011
2 _?gﬂjeﬂr;‘;fsdglr::l‘l:r;t;anon - @] Performance Evaluation - Accounts Re 1 Approved 117232011
Ll 1 b
Page 1 of 1 (14 items) 1
~ >

5. Do one of the following:
m Click Add Another, and then repeat step 4 above.

m Click Done, and then move on to the next step.

Added Successfully.

Would you like to add another?

Add Another | Done |

6. (Optional) To also insert the link into the document at the current
cursor location, click Insert Link.

Note: You can come back to the Attachments window later to insert
the link into the document. See Managing Attachments and Links for
details.
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© PolicyTech Document @ Web Address @ External File i Remove Selected
[ Type File Name @ Actions
[0 @] Capitilzation |nseﬁ Link

Note: The check box in the @ column for showing or hiding an
attachment to readers is disabled for PolicyTech document
attachments. These are always available to readers.

7. Click OK to close the Attachments window.

Adding a Link to a New (Not Yet Created)
PolicyTech Document

To add alink to a PolicyTech™ document that doesn't yet exist and
create the document in the process, use one of the following methods.

From the Links & Attachments Menu

1. Click Links & Attachments, and then click Create New
Document and Link to It.

@1 Q0 Qo

Status: Draft - Draft

Links & Attachments * | Editor Tools ~

r

Insert Link to Existing Document
Create New Document and Link to If
Insert Link to We dress

Aftachments

2. A new document opens with step 1. Settings of the Properties
Wizard displayed. Type a title, select a template, and then click
Save.

Note: You can finish creating the new document at any time. The
steps that follow are for completing the action of adding a link to the
original document.
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Untitled Document

[@] Edit Document | Properiies Wizard L
A ———

(S et enset - g conngs

\ 1. Settings * Title Personal Time Off (PTO) Policy
Document Owner ‘ Hansen, Tom (Accounting Manager) ‘ ¥ | Ui ]
Step Instructions:
Ploase provide the basic | | Document Template For Policies =] )
settings. Then click Next
Step to continue Version Number D Reference # To be generated on next step
difying properties or
click Eit Document to
‘work on it i - Optional Settings
- Document Review Interval - Assigned Proxy Author - Original Creation Date - Editing Document
- Publication Date - Document Keywords - Email Notifications
Note: Some of the optional settings here as on other sieps of this Wizard may be pre-populated by the template.

[kl pave 5] Edit Document | MextStep » |
N/

3. Thelink to the new document is added to the Attachments
window. To return to the original document and finish the new
document later, do one of the following:

= Minimize the new document window.
m Click Options, and then click Save and Close.
4. Do one of the following:
m Click Add Another, and then repeat step 2 above.

m Click Done.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

| Add Ancther | Done |

From the Attachments Window

1. Tocreate a new document and add a reference link to it from within
the Attachments window, do one of the following:

m Click the attachments (paper clip) icon.

oWriters ¥ Submit for Review  Oplions @;u Eo Qo

Status: Draft - Draft | Attachments | Editor Tools ¥ |
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m Click Links & Attachments, and then click Attachments.

o Writers ¥ Submit for Review Opfions ™ Gl ;_i” (=1 ]

glataz bt bl | Links & Aftachments ~ | Editor Tools ¥ |

Inzert Link to Existing Document
Create New Document and Link to It
Insert Link to Web Address
Attachments

AW

2. Inthe Attachments window, click PolicyTech Document.

[+] Polig{Teﬁh Document © Web Address @ External File i Remove Selected
F ‘Type)‘léile Name ‘ @ ‘ Actions ‘

None Found

Notice: Attestation is not tracked on attachments and links.

[ ok |

L

3. Click New Document.

Would you like to add a link to an Existing Document or link
to a New Document?

|.. Exisfing Document Nm'?g:umﬂ j
' S

4. A new document opens with step 1. Settings of the Properties
Wizard displayed. Type a title, select a template, and then click
Save.

Note: You can finish creating the new document at any time. The
steps that follow are for completing the action of adding a link to the
original document.
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Untitled Document

[@] Edit Document | Properiies Wizard

| ‘Steps | *Reais | -5 pasic Setings

| 1. Settings * Title Personal Time Off (PTO) Policy
———
Document Owner ‘ Hansen, Tom (Accounting Manager) ‘ ¥ | Ui ]
Step Instructions:
Ploase provide the basic | | Document Template For Policies =] )
settings. Then click Next
Step to continue Version Number D Reference # To be generated on next step
modifying properties or
click Edit Document to B B
work on it i diately. -# Optional Settings

- Document Review Interval - Assigned Proxy Author - Original Creation Date - Editing Document
- Publication Date - Document Keywords - Email Notifications

Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template.

H{‘.;Sve [&] Edit Document | Nexi Step ¥

5. Thelink to the new document is added to the Attachments
window. To return to the original document and finish the new
document later, do one of the following:

= Minimize the new document window.
m Click Options, and then click Save and Close.
6. Do one of the following:
m Click Add Another, and then repeat steps 4 and 5 above.

m Click Done, and then move on to the next step.

Added Successfully.

Would you like to add another?

Add Another | Done

7. (Optional) To also insert the link into the document at the current
cursor location, click Insert Link.

Note: You can come back to the Attachments window at any time to
insert the link into the document. See Managing Attachments and
Links for details.
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© PolicyTech Document @ Web Address @ External File i Remove Selected

[ Type File Name @ Actions
[0 @] Capitilzation Inseft Link

Note: The check box in the @ column for showing or hiding an
attachment to readers is disabled for PolicyTech document
attachments. These are always available to readers.

8. Click OK to close the Attachments window.

Adding a Link to a Web Address

Using the Attachments window, you can add a web address link to any
file type without having to insert a link into the document content. A
reader can then access the link by opening the Attachments window.

Adding a Web Address Link in the Attachments Window
1. Do one of the following:
m Click the attachments (paper clip) icon.

i 0 Writers v D or Review  Oplions ~ &0 0 0

Status: Drafi - Draft Links & Attachments + | Editor Tools

*

m Click Links & Attachments, and then click Attachments.

@1 [Jo @o

Status: Draft - Draft

Links & Attachments ¥ | Editor Tools *

-

Inzert Link to Existing Document
Create New Document and Link to It
Insert Link to Web Address

Aﬂacléﬁents

2. Inthe Attachments window, click Web Address.
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Attachments @Help ©

© PolicyTech Document @ We%]Address © External File
N N
[ | Type File Name

@ Remove Selected
@ | Actions

None Found

Notice: Attestation is not tracked on attachments and links.
( ok |

L

3. Inthe Web Address box, type or copy and paste the web address.

4. Inthe Display Text box, type a descriptive name for the link that
will appear in the Attachments window.

5. Click Add.

Web Addressl http:/ferarw_navexglobal.com/ |

Display Text | NAVEX Global Website |

Notice: Attestation is not tracked on attachments and links.
|j d @ Cancel |
L

6. Do one of the following:

m Click Add Another, and then repeat steps 3 through 5 above.

m Click Done, and then move on to the next step.

Added Successfully.

Would you like to add another?

Add Another | Done |

7. (Optional) To also insert the link into the document at the current
cursor location, click Insert Link.

Note: You can come back to the Attachments window later to insert

the link into the document. See Managing Attachments and Links for
details.
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@ BN R 5 |
© PolicyTech Document @ Web Address @ External File ir Remove Selected
[ | Type File Name @ | Actions
O @  MAVEX Global Website Inseﬁ Link

8. (Optional) By default, links added in the Attachments window are
accessible to readers and they are expected to read the linked
material in addition to the main document. To hide a link from
readers, click to clear its check box in the column with <&: in the
header.

Important: If you also insert this link into the document's body,
clearing the show/hide check box does not hide the inserted link.

9. Click OK to close the Attachments window.

Attaching an External File

You can attach any type of file to a document in PolicyTech™.
However, you may want to create or upload a document into PolicyTech
instead of attaching it so that the file can be controlled and tracked.
Please consider the following facts about attachments before deciding
to attach an external file.

Attachments:
m Attachments are not indexed or searchable.
= Attachments are not controlled independently.

= Attachments cannot be attested to independently (cannot be
marked as read, for example).

m Attachments cannot be linked to from within any document.

m Attachments cannot be printed in bulk if they are not Word or Excel
files.

m Attachments are only accessible from with the documents where
they are added.

m Attachments are actually uploaded, static copies of external files.
Updates to the external files will not be reflected in uploaded
attachments.

Note: To view a file attached to a document, the reader must have a
program installed on his or her computer that is capable of opening
that type of file.
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1. Toadd alink to an external file, do one of the following:

m Click the attachments (paper clip) icon.

ubmit o Writers ¥ Submit for Review Oplions ~ % |_|D @0

Status: Draft - Draft Ilrl' f &mm\_! ~ | Editor Tools ]

-

m Click Links & Attachments, and then click Attachments.

o Writers ¥ Submit for Review Oplions ~ 1 ;_iu (=7 ]

glatn il bt | Links & Aftachments ~ | Editor Tools = |

Insert Link to Exisfing Document
Create New Document and Link to It
Insert Link to Web Address
Aftachments

Nt

2. Inthe Attachments window, click External File.

© PolicyTech Document @ Web Address @ E)deg(ﬁml File it Remove Selected
NS .
| @ | Actions |

| |Type | File Name

None Found

Notice: Attestation is not tracked on attachments and links.

[ ok |

.

3. Click Browse, navigate to and click a file, and then click Open to
add the file name to the Select File to Upload box.

4. Click Upload File to create a copy of the file within PolicyTech.

Add External File

Select File to Upload
Capturing Screen Images.docx ><| Browse... |

Notice: Attestation is not tracked on attachments and links.

[ U ile: Cancelﬂ]
L uﬂfh )

5. Do one of the following:
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m Click Add Another, and then repeat step 4 above.

m Click Done, and then move on to the next step.

Added Successfully.

Would you like to add another?

| Add Ancther | Done |

6. (Optional) After attaching (uploading a copy of) the file, you can do
any of the following:

m By default, attached files are accessible to readers and they are
expected to read them in addition to the main document. To hide
an attachment from readers, click to clear its check box in the
column with @ in the header.

Attachments

© PolicyTech Document @ Web Address @ External File @ Remove Selected
F ‘Type ‘ File Name ‘ @ ‘ Actions
[0 % Capturing Screen Images.docx % Insert Link - Convert

m Insert a link to the attached file into this document at the current
cursor location.

a. ClickInsert Link.

Attachments @Help ©
© PolicyTech Document @ Web Address @ External File @ Remove Selected
O |Type | File Name | @ | Actions |
O % | style Guide.docx Insert Link - Convert
O Eamily Leave Tracking Form Insert Link
[0 [ | HR Family Leave Presentation Insert Link
F @ Family and Medical Leave Act. U.S. Dept. of Labor

Inse%ﬁink

Notice: Attestation is not tracked on attachments and links.
( ok |
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Note: You can come back to the Attachments window later to insert
the link into the document. See Managing Attachments and Links for
details.

b. Click Convert Now.
i N )

In order to insert a link to an attachment, you must convert the
attachment to a controlled document. Learn More

ConveribMow | Cancel

_

Important: PolicyTech requires that you convert the uploaded copy
of the external file into a PolicyTech document before inserting a link
to it. This helps ensure that the attachment is tracked and kept up to
date. For example, if someone updates the converted attachment in
PolicyTech, the owners of any documents containing a link to the
converted document receive natification to update this link.

c. A new window opens with the Properties Wizard
displayed. Set up the document as you would with any
new document (see Assigning Document Properties for
help), and then save and close it.

Note: The attachment is not actually converted until you save it.

m Convert the uploaded file into a PolicyTech document, thus
making it a revisable and trackable document.

a. Click Convert, and then click Convert Now.

b. A new window opens with the Properties Wizard
displayed. Set up the document as you would with any
new document (see Assigning Document Properties for
help), and then save and close it.

Note: The attachment is not actually converted until you save it.
7. Click OK to close the Attachments window.

Managing Attachments and Links
In the Attachments window, you can do the following:

= Add attachments and reference links (see Attaching Files and
Adding Reference Links)

PolicyTech 9.0 User's Guide



Adding Content to a Word or Excel Document - 239

m Edit an attachment or reference link (see Editing an Attachment or
Link)

= Delete an attachment or reference link (see Removing an
Attachment or Link)

m Show or hide the attachment or reference link for readers (see
Hiding Attachments and Links)

= Insert an existing link into the document (see Inserting a Link)

m Convert an attached external file into a controlled PolicyTech™
document (see Converting an Attachment)

Inserting a Link

These steps are for inserting a link that has already been added to the
Attachments window. To create a new link and insert it at the same
time, see Inserting Links to Documents and Websites.

1. Inan open document with Edit Document selected, place the
cursor where you want to insert a link from the Attachments
window.

2. Do one of the following:

m Click the attachments (paper clip) icon.

| @ | 0 Qo Q@0

SN Links & Attachments ~ | Editor Tools =

m Click Links & Attachments, and then click Attachments.

ha | @1 o 0
Stanstiai liad Links & Aftachmenis = | Editor Tools *
Inzert Link to Existing Document
Create New Document and Link to It

Insert Link to Web Address

.;.11acl'ﬁer13

3. Inthe Attachments window, click Insert Link for the attachment
or link you want to insert into the document.
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Attachments @Help ©
© PolicyTech Document @ Web Address @ External File @ Remove Selected
O |Type | File Name | @ | Actions |
O % | style Guide.docx Insert Link - Convert
O Eamily L eave Tracking Form Insert Link
[0 [ | HR Family Leave Presentation Insert Link
F @ Family and Medical Leave Act. U.S. Dept. of Labor

Notice: Attestation is not tracked on attachments and links.
[ ox |

L

4. What you see next depends on the type of link you're inserting.

m PolicyTech Document: An alert is displayed saying that the
link has been inserted into the document. Click OK.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

m Web Address: In the Insert Link window, select and copy the
link, click Return to Document, and then paste the link.

Copy the hyperlink below, and then return to the document and paste it.

(Rglum iPocument | Cancel |
Iy )

= External File: Before you can insert a link to an external file
attachment, you must convert the attachment into a PolicyTech
document. Click Convert Now.

In order to insert a link to an attachment, you must convert the
attachment to a contrelled document. Learn More

ﬂﬁﬂm Cancel |
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A new document opens with step 1. Settings of the Properties
Wizard displayed and the attachment's file name as the title,
which you can change. Select a template, and then click Save.

Note: Unless the external file is a Word, Excel, or HTML document,
select an Upload File template.

Untitled Document

[ Edit Document | Properiies Wizard

| stops TSRENETY - Basc Setings

| 1. Settings * Title Personal Time Off (PTO) Policy
———
Document Owner Johnson, Douglas (Chief Executive Officer) i ]
Step Instructions:
Please provide the basic Document Template Palicy E o
settings. Then click Next
Step to continue Version Number 1 Reference # To be generated on next step
meodifying properties or
click Edit Document to
wrork on it i liately. - # Optional Settings
- Document Review Interval - Assigned Proxy Author - Original Creation Date - Editing Document
- Publication Date - Document Keywords - Email Notifications
MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

=] sig [] Edit Document | Mest Step »

5. Thelink to the converted document is inserted into the document.
To return to the original document and finish the converted
document later, either minimize the converted document window,
or click Options, and then click Save and Close.

6. Analertis displayed saying that the link has been inserted into the
document. Click OK.

The link has been inserted where your cursor was in the document.

(This link is listed in the Links page of the Overview tab. To remove the
link, delete it from the document.)

Y

7. Click OK to close the Attachments window.

Editing an Attachment or Link

You cannot change the file or web address of an existing attachment or
link. If one needs to be changed, remove it and then create a new one.
See Removing an Attachment or Link and Attaching Files and Adding
Reference Links.
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Removing an Attachment or Link
1. Inan open document, do one of the following:
m Click the attachments (paper clip) icon.

bmit to Writers v Submit for Review  Opfions ~ % Eor Qo

Status: Draft - Draft I"I. Ks & Attact i ~ | Editor Tools -

-

m Click Links & Attachments, and then click Attachments.

o Writers ¥ Submit for Review Opfions ~ @1 [J0 &30

L —_

glatn il bt | Links & Aftachments ~ | Editor Tools * |

Insert Link to Exisfing Document
Create New Document and Link to It
Insert Link to Web Address
Aftachments

Nt

2. Do one of the following:

m Select the check boxes for the attachments or reference links
you want to remove, and then click Remove Selected.

© PolicyTech Document @ Web Address @ Extemal File r Remov%]Selecled
o
[] Type File Name <@ | Actions
%  Style Guide docx Insert Link - Convert
O Eamily Leave Tracking Form Insert Link
[0 [ | HR Family Leave Presentation Insert Link
@ Family and Medical Leave Act. U.S. of Labor Insert Link
Notice: Attestation is not tracked on attachments and links.
(ox |
e ) ] ey

m Todelete all attachments and links, select the check box in the
column header, and then click Remove Selected.
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© PolicyTech Document @ Web Address @ External File i Remove Selected
Type File Name <@ | Actions
%  Style Guide docx Insert Link - Convert
Eamily Leave Tracking Form Insert Link
[[] HR Family Leave Presentation Insert Link
@ Family and Medical Leave Act. U.S. Dept of Labor Insert Link

Hiding Attachments and Links

By default, attached files are accessible to readers and they are
expected to read them in addition to the main document. You can hide
an external file attachment or web address link from readers but leave it
visible to those with permission to edit the document (the document
owner, an assigned proxy author or writer, or a document control
administrator). This retains the reference without requiring readers to
read the referenced material.

1. Inan open document, do one of the following

m Click the attachments (paper clip) icon.

0 o Qo

Status: Draft - Draft

Links & Attachmenis ~ | Editor Tools ™

-

m Click Links & Attachments, and then click Attachments.

1 Q0 @0

Status: Draft - Draft

Links & Attachments = | Editor Tools ~

Insert Link to Existing Document
Create New Document and Link to It
Insert Link to Web Address

Aitat:li%ents

2. Inthe Attachments window, in the column with <&: in the header,
select the check box of each external file attachment or web
address link that you want to hide.

Note: Links to other PolicyTech documents cannot be hidden. They
are always accessible to readers.
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© PolicyTech Document @ Web Address @ External File i Remove Selected
[0 Type File Name @ Actions
[0 % Capturing Screen Images.docx % Insert Link - Convert

3. Click OK to close the Attachments window.

Converting an Attachment

When you attach an external file, PolicyTech™ only uploads a copy of
that file into the PolicyTech database. You cannot be sure that a user
has read an attachment, because attachments are not tracked. If you
want to control and track an external file, you will first need to convert it
into a PolicyTech document.

Note: You can also convert an external file into a PolicyTech
document while inserting a link to that file into the document (see
Inserting a Link).

1. Inan open document, do one of the following:

= Click the attachments (paper clip) icon.

0 o Qo

Status: Draft - Draft

Links & Attachmenis ¥ | Editor Tools =

=

m Click Links & Attachments, and then click Attachments.

1 Q0 @0

Status: Draft - Draft

Links & Attachments = | Editor Tools ~

=

Insert Link to Existing Document
Create New Document and Link to It
Insert Link to Web Address

Aitat:li%ents

2. Inthe Attachments window, in the Actions column, click Convert
for the external file you want to convert.
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Attachments @Help ©
© PolicyTech Document @ Web Address @ External File @ Remove Selected
O |Type | File Name | @ | Actions |
[0 %  style Guide docx Insert Link - Cﬁven
O Eamily L eave Tracking Form Insert Link
[0 [ | HR Family Leave Presentation Insert Link
[0 @  Eamiyand Medical Leave Act. U.S. Dept. of Labor Insert Link
Notice: Attestation is not tracked on attachments and links.
((ox )
A i i A

3. Inthe Confirm window, click Convert Now.

In order to insert a link to an attachment, you must convert the
attachment to a controlled document. Learn More

( Now | Cancel |

4. A new document opens with step 1. Settings of the Properties
Wizard displayed and the attachment's file name as the title.
Change the title, if desired, select a template, and then click Save.

Note: Unless the external file is a Word, Excel, or HTML document,
select an Upload File template.
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Untitled Document

Edit Document | Properiies Wizard

| " =Requied W - = Basic Seftings
1. Settings * Title Persanal Time Off (PTO) Policy
.\—4'
Document Owner Johnson, Douglas (Chief Executive Officer) i ]
Step Instructions:
Please provide the basic Document Template Policy E °
settings. Then click Next
Step to continue Version Number 1 Reference # To be generated on next step
modifying properties or
click Edit Document to ) .
work on it immediately - # Optional Settings
+» Document Review Interval = Assigned Proxy Author + Original Creation Date - Editing Document
- Publication Date - Document Keywords - Email Notifications
MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

(=] qur_')e Edit Document | Mext Step »

5. When you click Save, the external file is automatically uploaded into
the new document. Finish creating the document (see Creating and
Working with Draft Documents), and then save and close it.

6. Backinthe Attachments window of the original document, click
OK. The Convert option for the converted document is no longer
available.

7. Click OK to close the Attachments window.

Creating a Questionnaire

When you create a document, you can include a questionnaire to test
readers' understanding of the document. Assigned readers will then be

required to take the questionnaire in order to mark the document as
read.

Use the links below to find instructions on creating, editing, and
disabling questionnaires.

Important:

m A questionnaire's validity is checked when you submit the
document for review or approval. If there are errors, you must
correct them before you can successfully submit the document.

m A questionnaire is activated as soon as the document containing
the questionnaire is approved.

Planning a Questionnaire

Adding Questions and Answers

Questionnaire Settings

PolicyTech 9.0 User's Guide



Adding Content to a Word or Excel Document - 247

Changing a Questionnaire

Disabling and Reactivating a Questionnaire

Planning a Questionnaire

Depending on the length and complexity of a questionnaire, you may
want to plan it on paper before creating it in a document. The following
sections give an overview of what you should consider as you plan a
questionnaire.

1. Define Learning Objectives

Decide what you want users to have learned from reading the
document. For example, if the document is about your company's family
and medical leave policy, you might include the following as learning
objectives.

Be able to:
m Name the different types of leaves.
m Give at least three reasons why leave may be taken.

m Describe what happens to your pay and benefits when you take
leave.

m State the maximum number of weeks per year that a leave can last.

m Describe the process for requesting a leave.

2. Write Questions

Each learning objective can be tested with one or more questions. Go
through each of your learning objectives and decide what and how
many questions are needed to adequately test whether the learning
objective has been met. If you come up with multiple questions for
different objectives, consider grouping each set of questions under a
stated learning objective that is visible to the questionnaire taker.

You also need to decide what type of questions to use. You can create
multiple-choice, true-or-false, and open-ended questions. Open-ended
questions allow for survey-type questions for soliciting feedback, such
as opinions or preferences, or for questions for which no single answer
is correct.

You can also choose which question a reader will see next based on
how the reader answers the current question. For example, a
questionnaire for a conflict of interest policy might ask if the user had
ever accepted a gift from a vendor. If the reader answers no, the
questionnaire could move on to the next top-level question. If the reader
answers yes, the questionnaire could go to a survey question where the
reader could describe the gift before moving on to the next top-level
question.
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Write down your questions and make a note as to what type of question
each should be. Leave room below each question to write the correct
and incorrect answers.

3. Write Answers

True or false questions always have only two answers, while multiple
choice questions can have any number of answers to select from.
Open-ended questions have no prewritten answers; rather, the user
sees a text box to answer the question essay style. If your questionnaire
will branch depending on the answers selected, map out all the possible
paths a reader could follow when taking the questionnaire.

Write down answers below each question.

4. Decide on a Passing Percentage

Decide how many of the questionnaire questions a reader must answer
correctly in order to pass the questionnaire and mark the document as
read. You will need to express the passing score as a percentage in the
questionnaire settings. (To calculate the passing percentage, divide the
minimum number of questions that must be correct by the total number
of questions. For example, if a questionnaire contains 5 questions, and
you decide that readers can only get one of those questions wrong and
still pass the questionnaire, divide 4 by 5 (4/5), which equals 0.8, or 80
percent.)

5. Decide whether to Include Optional Information

When creating the questionnaire, you can, but don't have to, include
introductory text and include feedback on the answered questions when
the reader finishes taking the questionnaire. If you decide to include
feedback, you must also decide whether to provide it for all questions or
only those that were incorrectly answered. You can also choose
whether to include all possible answers, readers' responses, and the
correct answers with the feedback.

Once you have planned your questionnaire, move on to Adding
Questions and Answers.

Adding Questions and Answers

Important: If you have not already done so, consider planning the
questionnaire content before starting to add questions and answers.
See Planning a Questionnaire for details.

To create a new questionnaire and start adding questions and answers,
1. Open the draft document you want to add a questionnaire to.

2. Click the Edit Questionnaire tab.
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Workplace Rules & Guidelines v.3 77 m

_l @ Edit Document | Properfies Wizard | Overview Edi‘tt]u&:ﬂ:m:ire L
LT J

-

3. Ifaquestionnaire has not yet been created for this document, click
Create Questionnaire.

A questionnaire has not been created yet.

Would you like to create one now?

|j Creata-%uestiunnaire Cancel |
. {7 -

4. (Optional) If you want to include a learning objective as a heading
for the first group of questions, click New Learning Objective, type

the objective, and then click Save.

Note: If you don't add a learning objective, a default objective called
General Questions is added for you.

| 1. Questions & Answers

© New Question @ New LearningObjective (Optional

" F

@ Questions can be grouped together in objectives. Use the Randomization option in Nore ¥

Learning Objective

Understand the process for reguesting a leave

979 character(s) left

[:Eﬂ %ﬁf Cmmﬂj

5. Toadd a question, do one of the following:

L

m Click New Question near the upper left corner of the 1.
Questions & Answers window.

. 1. Questions & Answers

[+] New_rﬁuestiun © New Learning Objective (Optional)

A

m Click New Question in the learning objective header.
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1. Questions & Answers

© New Question @ New Leaming Objective (Optional)

Objective 1: Understand the process for requesting a leave Q New,Question ‘
\J

Important: When you have only one learning objective, clicking
either New Question option does the same thing. However, if you
have multiple objectives, clicking New Question in the upper left
corner adds a question to the first learning objective, while clicking
New Question in alearning objective header adds the question to
that learning objective.

6. Click the Question Type box, and then click an option. As shown
below, the options in the Answers area change based on the
question type selected.

Important: If you change the question type after typing answers,
those answers will be deleted.

Question

Question Type

Question

Answers

Multiple Choice| : 4. Changing this will delete your answers and any sub questions.

1024 character| Question Type Changing this will delete your answers and any sub questions.
© Only one ¢ Question
Place -
"e 1024 character(s) left
Ju Answers @ .
g e @ Only one answer is correct ' Any answer is acceptable (Useful for surveys)
2 e Place a check next to the correct answer.
: 0 Ad © (True © Options
D |False © Options

Question Type

Question

Answers

Feedback
(Displays after taking quiz.)

Learning Objective

—
_smg the Questionnaire Results

j Changing this will delete your answers and any sub questions

1024 character(|

[z] @ wnatis this?

Question Type Open Ended j 4y Changing this will delete your answers and any sub questions.

© Only one

Question

Place a

1024 character(s) left

Answers « | | ® Advanced Settings

Feedbackis
options in the
Feedback

Understand tf
New Objec

Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results

(Displays afertaking Quiz) | options in the Questionnaire Settings.)

Learning Objective Understand the process for requesting a leave |Z| © What is this?
New Objective (Optional) £ Edit Selected

|kl Saveand Close | Add Next Question »

7. Ifyou selected Open Ended as the question type, move on to the
next step. If you selected Multiple Choice, True or False, or Yes
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or No, then, in the header of the Answers area, do one of the
following:

m [f you're creating a test-type question, select Only one answer
is correct.

m [f you're creating a survey-type question, select Any answer is
acceptable.

8. Do one of the following:

m [fyou selected Multiple Choice, True or False, or Yes or No
type answers—one correct answer and one or more distracters
(incorrect answers)—click the correct answer. If you selected
Multiple Choice and want to include more than four possible
answers, click Add another answer.

Notes:
m The answers will appear in the questionnaire in the same order
that you enter them here.
m Todelete an answer, click the trash icon ({1) next to it.

Question Type W TR v | s Changing this will delete your answers and any sub questions.
Question

1024 character(s) left

Auswers ® Only one answer is correct () Any answer is acceptable {Useful for surveys)
Place a check next to the correct answer.
@O | | © Options
@ Of | ©Options
@O | | © Options
@O | | © Options
© Add another answer
Feedback Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking options in the Questionnaire Settings.)
quesfionnaire. )
Learning Objective Understand the process for requesting a leave V| @ Whatiis this?

© New Objective (Optional) £ Edit Selected

H Save and Close | Add Next Question #

m [fyou selected Open Ended, you don't need to provide any
answers, because the questionnaire taker will see a blank text
box and provide an essay-type answer. Move on to the next

step.
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Note: An open-ended question is not included when calculating a
reader's questionnaire score.

o \ / ."\

Question Type LLENREGERE v | 4y Changing this will delete your answers and any sub questions.

Question

1024 character(s) left

Answers The user will be presented with a text box to enter their © Case Creation
response. The response will not affect the user's score
negatively.
Fgedback ) Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking options in the Questionnaire Settings.)
quesfionnaire. )
Learning Objective |Understand the process for requesting a leave V| © What s this?

© New Objective (Optional) £ Edit Selected

H Save and Close | Add Next Question #

L J

9. (Optional) At this point, you can set up several actions for
PolicyTech™ to take based on which answer a questionnaire taker
chooses. Click an item in the list below to go to detailed instructions
about an action.

Important: Before you can assign an action, you must type a
question and, if it's not an open-ended question, type answers and

select the correct answer.

m Present a follow-on question (subquestion)

m Present a follow-on task with an optional web link

m Flag an exception that can be viewed in a report

m Create a case (only if Case Management Integration has been
enabled)

10. (Optional) In Questionnaire Settings (see Questionnaire Settings)
you can choose to show all questions or only incorrectly answered
questions along with quiz results (score). Only if one of these two
options is selected will the Feedback box be activated. The
feedback can be anything you feel would be useful for the quiz
taker, such as an explanation of the concept the question is about.

If you want to add feedback text, you can do either of the following:

m To activate the Feedback box now, click Save and Close, click
Questionnaire Settings, and then, in the Questionnaire
Results area, click either Show all questions or Show
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incorrectly answered questions. Then, to return to the
question you were working on, click Questions & Answers,
and then click Edit Question.

m To add feedback text later, complete the remaining steps below,
including configuring the questionnaire settings. Then, after
selecting Show all questions or Show incorrectly answered
questions in Questionnaire Settings, return to the
Questions & Answers page and edit each question to add
feedback text (see Changing a Questionnaire for help).

Note: You cannot include feedback for an open-ended question.

11. (Optional) In the Learning Objective area, do one of the following:

m Tocreate a new objective and assign the current question to
that objective, click New Objective (Optional), type an
objective, and then click Save.

m To keep the question in the currently selected objective and edit
the objective text, click Edit Selected, make changes, and then
click Save.

= If you've already defined two or more learning objectives and
want to assign the current question to a different learning
objective, click the Learning Objective box, and then click an
objective.

12. To create additional questions and, optionally, learning objectives,
repeat steps 5 through 11 as many times as necessary.

13. Click Questionnaire Settings, and then go to Questionnaire
Settings below for detailed instructions.

Dueslmn%re Setiings

14. Click Save.

Creating a Subquestion

1. Tothe right of an answer you've typed, click Options, and then click
Add Sub Question.
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Question Type True or False [ 4. Changing this will delete your answers and any sub questions.
Question | have accepted a gift worth more than $20 from a vendor. -

967 character(s) left

Answers © Only one answer is correct @ Any answer is acceptable (Useful for surveys)
[True | @Dptions
False Advanced Settings
Feedback Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking quiz) | gptions in the Questionnaire Settings.)

Learning Objective | Understand the company's gifts, entertainment, and meals policy. E| @ What is this?
© New Objective (Optional) & Edit Selected

H Save and Close | T Delete | Add Next Question

A new Question window appears with the display condition at the
top. In the example below, this open-ended subquestion will only
display if the reader answers True to the question, "l have accepted
a gift worth more than $20 from a vendor." The reader is asked to
describe the gift and its worth.

£, This will create a sub guestion which will only display under the following condition:

Question: | have accepted a gift worth more than $20 from a vendor.
Answer: True

Question Type Open Ended  %| /. Changing this will delete your answers and any sub questions.

Question Please describe the gift and estimate its worth.

1024 character(s) left

Answers The user will be presented with a text box to enter their © Case Creation
response. The response will not affect the user's score
negatively.
Fgedback ) Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking options in the Questionnaire Settings.)
quesfionnaire. )
:. kol Save and Close | Add Mext Question » |
S A

2. Define the subquestion the same as you would a top-level question.
You can add any number of question sublevels.

3. (Optional) To add another subquestion under the same answer,
click Add Next Question, and then repeat step 2.

4. Click Save and Close.
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Adding a Follow-on Task

1. Tothe right of an answer you've typed, click Options, and then click
Advanced Settings.

Note: This feature is not available for open-ended questions.

Question Type i Changing this will delete your answers and any sub questions.
Question | have accepted a gift worth more than 520 from a vendor.
967 character(s) left
Auswers ) Only one answer is correct  (® Any answer is acceptable {Useful for surveys)
|Tme | © Options
Advan Settings
|False .
Add Sub stion | |
Fgedback ) Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking options in the Questionnaire Settings.)
quesfionnaire. )
Learning Objective | Understand the company’s gifts, entertail 1t, and meals policy. V| @ What is this?
© New Objective (Optional) £ Edit Selected
kal save and Close | T Delete | Add Next Question » |
p A

2. Selectthe Create Task check box, and then type the task
instructions.

Advanced Settings o

The settings below will be applied if the user selects this answer.

- [ Create Exception

(If the user selects this answer, an entry will be added to the Exception Report.)

- [#] Create Task

Task Instructions |P|ease watch the following video: |
Include Hyperlink |htm:ﬁmnrw.ﬁctionalcumpanv.com,"trainrnq{videuzg | Test URL
Link Title | why We Have a Gift Policy |

k4 save | Cancel

3. (Optional) If completing the task includes accessing a website or
web page, select the Include Hyperlink check box, type or copy
and paste the web address, and then type a link title. If you want to
test the link, click Test URL.

Important: The URL mustinclude the scheme (http:// or https://).
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4. Click Save.

Setting an Exception Trigger

By setting an exception for an answer, you can run a report that shows
who selects that answer (see "Report: Exceptions by Document” in the
Reports Supplement for details on generating the report).

Note: This feature is not available for open-ended questions.

1. Tothe right of an answer you've typed, click Options, and then click
Advanced Settings.

Question Type i Changing this will delete your answers and any sub questions.
Question | have accepted a gift worth more than 520 from a vendor.
967 character(s) left
Auswers ) Only one answer is correct  (® Any answer is acceptable {Useful for surveys)
|Tme | © Options
Advan Settings
|False .
Add Sub stion
Fgedback ) Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
(Displays after taking options in the Questionnaire Settings.)
quesfionnaire. )
Learning Objective | Understand the company’s gifts, entertail 1t, and meals policy. V| @ What is this?
© New Objective (Optional) £ Edit Selected
|'. kal save and Close | T Delete | Add Next Question » |
p A

2. Selectthe Create Exception check box, and then click Save.

Advanced Settings o

The settings below will be applied if the user selects this answer.
- %] Create Exception

(If the user selects this answer, an entry will be added to the Exception Report )

-[[] Create Task

Task Instructions | |
[ Include Hyperlink | | Test URL
Link Title | |
kd Save | Cancel |
L >y

Questionnaire Settings
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Check Signing Authority v.1 77 & o
@0 @0 Qo
Edit Document | Properfies Wizard | Overview | [Edit Questionnaire | @ Help Status: Draft - Draft
Steps: 1. Questions & Answers > 2. Questionnaire Settings
2. Questionnaire Settings
Basic Settings Minimum Score to Pass 100 |% [CI'show Printable Certificate [ pisable Questionnaire @ Wnat s this?

Confidentiality Make results available to anyone who can see guestionnaire reports

Questionnaire Introduction
Optional text that will show at
the beginning of the

questionnaire 1024 character(s) left

Randomization Show all questions
Disable Numbering [] Disable numbering on questionnaire

Questionnaire Results Questions

® Don't show questions (and disable feedback provided in the questions)
O Show all questions (including feedback if provided in the questions)
O Show incorrectly answered questions (including feedback if provided in the guestions)
Answers
Show all possible answers
Show the user's response
Show the comect answer

1 Questions & Answers | | Save

Basic Settings

Minimum Score to Pass. Type the percentage of questions readers
must answer correctly in order to pass the questionnaire. The default
setting is 100.

Show Printable Certificate. Select this option to give readers the
ability to print out a certificate once they pass the questionnaire.

Disable Questionnaire. Select this option if, after creating a
questionnaire, you decide not to require it for marking a document as
read.

Confidentiality

Torestrict access to these reports, for Confidentiality, click Restrict
results to DCAs and the Document Owner.

Questionnaire Introduction

(Optional) In the Questionnaire Introduction box, type text that you
want to appear at the top of the questionnaire. The text will be preceded
by the text "Read This First."

Randomization

By default, all questions you add under a learning objective are included
in the questionnaire. If you want PolicyTech™ to randomly select one
question from each learning objective and include only that question in
the questionnaire, for Randomization, click Show one random
question per objective.
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Note: You might want to select this option if readers must take the
same questionnaire more than once, as they are most likely to see
different questions each time they take it.

Disable Numbering

If you want the question numbers hidden when users take this
questionnaire, select the Disable numbering on questionnaire
check box.

Notes:

m The Disable Numbering check box is automatically selected
and disabled if, for Randomization, you select Show one
random question per objective.

m This option hides numbers in the published questionnaire only.
Numbers are still shown when editing questions and answers.

Questionnaire Results

Questions. To show questions when a reader fails a questionnaire,
click Show all questions or Show incorrectly answered questions.
Don't show questions is selected by default.

Important: Selecting an option to show questions also shows
question feedback, if any exists. If you are opting to show questions
for the first time for this questionnaire, none of the already added
questions will have feedback text as the Feedback box in the
Question window is disabled until you've opted to show questions. If
you want to include feedback, you'll need to edit the questions to add
it. (See Changing a Questionnaire for help with editing questions.)

Answers. The options under the Answers area are selectable only if
one of the options for showing questions is selected. To show answers
with questions when a reader fails the questionnaire, select one or more
of the following:

m Show all possible answers. Lists all of a question's answers.

m Show the user's response. Shows the answer the reader
selected and marks it with & if the answer was correct or with € if it
was incorrect.

= Show the correct answer. Displays the correct answer preceded

by L

Changing a Questionnaire

As a document owner, you can change a questionnaire's content and
settings at any time until the document is approved.
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Changing Questionnaire Content

1. Open the document, which must be in one of the following statuses:
draft, collaboration, review, or approval.

Note: If you need to change the questionnaire contentin an
approved document, either create a new version of the document or
ask a document control administrator to change the questionnaire for
you.

2. Click the Edit Questionnaire tab.

Rules & Guidelines v.3 77 2

[+]| Edit Document = Properties Wizard | Overview | Edit Questionnaire

3. Inthe 1. Questions and Answers window, do any of the
following:

= Add alearning objective, question, answer, or subquestion (see
Adding Questions and Answers if you need help).

m Tochange any setting for a specific question or learning
objective, click its text to open the Question or Learning
Objective window, make the desired changes (see Adding
Questions and Answers for descriptions of each setting), and
then click Save and Close or Save.

Notes:

= To edit a subquestion, click = before the parent answer to show
the question, and then click the question text.
m Todelete an answer from a question or subquestion, in the

Question window, click ET for that answer.

1. Questions & Answers

@ MNew Question @ New Learning Objective (Optional)

|Dhjeclive 1: General Questions

1. | have accepted a gi%worth more than $20 from a vendor.

+ @ True
@ False

m Todelete a learning objective, question, or subquestion, click its
text, click Delete, and then click Yes to confirm.
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Important: Deleting a learning objective also deletes all questions
currently assigned to that objective. Deleting a question also deletes
its answers and any subquestions attached to those answers.

Helpful Answer Shortcuts

! Add a subquestion to this answer
£k Open Advanced Settings for this answer

Open the Case Creation window for this answer
[Zlor@h  (available only when Case Management Integration is set
up and enabled)

Changing Questionnaire Settings

1. Open the document, which must be in one of the following statuses:
draft, collaboration, review, or approval.

Note: If you need to change the questionnaire settings in an
approved document, either create a new version of the document or
ask a document control administrator to change the questionnaire for
you.

2. Clickthe Edit Questionnaire tab, and then, in the 1. Questions
and Answers window, click Questionnaire Settings.

recieve at regular rate paid time without having to use sick or vaction hours to the amount of:
10 Days © Sub Question
@ 5 Days © Sub Question
3 Days © Sub Question
I need to use Sick Hours or Vaction for the time off. © Sub Question

Oueslmnnai{@Semngs 13

3. Make changes, and then click Save.

Note: For details on the Disable Questionnaire feature, see
Disabling and Reactivating a Questionnaire.
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Family and Medical Leave v.2 7

@4 [0 0
[] Edit Document | Properfies Wizard | Overview | Edituiz | @ Help Status: Draft - Draft
Steps: 1. Quesfions & Answers > 2. Quiz Settings
2. Quiz Settings
Basic Settings Minimum Score to Pass % [ pisable Quiz @ Wnat is this?
Quiz Introduction m
Opiional texd that will
show al the
beginning of the
quiz 1024 character(s) left
Randomization @ Show all questions in each learning objective
If you create objectives and guestions within them, the system will show ALL the quesfions you created in the order that you have
them listed.
() Only show one random question per learning objective
If you create objectives and create multiple quesfions within the objective, the system randomly chooses one of those questions to
ask the employee.
{The goal is to create several objectives and list several questions under each objective so each time an employee takes a quiz,
they get different i that test their ling of the each objective.)
Quiz Results Questions
© Don't show questions (and disable feedback provided in the quesfions)
© Show all questions (including feedback if provided in the questions)
@ Show incorractly answered quastions (including feedback if provided in the questions)
Answers
[C] show all possible answers
Show the user's response
Show the correct answer
4 Questions & Answers | |k Save

Disabling and Reactivating a Questionnaire

By default, a questionnaire is automatically activated as soon as the
document containing the questionnaire is approved. As a document
owner, you can disable a questionnaire anytime before a document is
approved. Then, when the document is approved, readers will not have
to take the questionnaire in order to mark the document as read.

Note: If you need to disable a questionnaire in an approved
document, either create a new version of the document or ask a
document control administrator to disable the questionnaire for you.

1. Open the document, which must be in one of the following statuses:
draft, collaboration, review, or approval.
2. Clickthe Edit Questionnaire tab.

Family and Medical Leave v.2 17 m

@ Edit Document | Properties Wizard | Overview Edﬁl?]uiz
(-

3. Inthe 1. Questions and Answers window, click Questionnaire
Settings.

recieve at regular rate paid time without having to use sick or vaction hours to the amount of:

10 Days © Sub Question
@ 5 Days © Sub Question
3 Days © Sub Question
I need to use Sick Hours or Vaction for the time off. © Sub Question L

cuesﬁmnai@swings 3
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4. Inthe 2. Questionnaire Settings window, select the Disable
Questionnaire check box.

2. Quiz Settings

Basic Settings Minimum Score to Pass | 100 | % Disahlg Quiz @ Whatis this?

Quiz Introduction
Optional text that will
show at the

beginning of the _
uuz 0 1024 character(s) left

Randomization

@ Show all questions in each learning objective
If you create objectives and questions within them, the system will show ALL the questions you created in the order that you have

5. Click Save, and then close the document.

To reactivate the questionnaire, repeat the steps above, but click to
clear the Disable Questionnaire check box in step 4.

Designating a Document to Be Replaced

Important: This option is not intended for creating a new version of
an existing document—it is for replacing one or more existing
documents with an entirely new and different document. If you need
to create a new version of an existing document, see Doing a
Periodic Review and Creating a New Version.

If you're creating a document that will completely replace one or more
other documents, you can designate the documents to be replaced.

Then, when the document is approved, the designated documents will
automatically be archived.

1. Start creating or open the document that will replace one or more
other documents.

2. Click Options, and then click Replace Documents.

Status: Draft - Draft Submit for Approval

Replace Documents |
Dele1ea ]

Save and Close

3. Inthe Site list, click a site containing at least one of the documents
you want to replace.
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Replace Documents @ Help O

@ When this document is approved, the selected documents will be archived and replaced with this document.

Site | v | © Add All From This Site
Corporate Headquarters
Manufacturing I}

Title/Sales & Support Office

Sele

Available Documents Selected Documents i)

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

kd save |

.

4. Inthe Select By list, click the way you want to find the documents
to be replaced.

Replace Documents

@ When this document is approved, the selected documents will be arc

Site | Corporate Headquarters | “ | O/

Select By | Title | v

Title o
L @ Reference # ]

Available [Department
Department Group
Template
Document,Owner
Writer

Writer Group
Reviewer
Reviewer Group
Approver
Approver Group
Reader

Reader Group
Category

All Categories
CALFA i

Sele

m

Shift+Click selects a span of checkboxes.
© Add Filter(s) @ Clear Filter(s) |

H Save

L

5. Thelist below the Select By list changes, depending on the Select
By option you choose. Do one of the following:
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m Ifthe Select By setting is currently Title or Reference #, type
the text you want to find. As you type, a list of documents
matching the search text is displayed. Click a document to add it
to the Selected Documents box.

Replace Documents

@ When this document is approved, the selected documents will be archived :

Site | Corporate Headquarters | v | © Add Al
Select By | Title [v]
Title | account |

AvaiJBank Account Reconciliation (v.3)
Chart of Accounts (v.1)
Job Description - Accounting Manager (v.1)
Job Description - Accounts Payable Clerk (v.1)
Job Description - Accounts Receivable Clerk (v.1)
Performance Evaluation - Accountant (v.1)
Performance Evaluation - Accounts Payable Clerk (v.1)
Performance Evaluation - Accounts Receivable Clerk (v.1)

cted |

m Ifthe Select By setting is any other option, in the list below
Select By, find and click an item. For example, if you chose
Department for Select By, in the Department list you would
click a department.

Replace Documents

@ When this document is approved, the selected documents will be =

Site | Corporate Headquarters | v | +
Select By | Department | v |
Department | Select Department | v
Available Dol * @ Accapnting (14) = se

® Ad tration (2
@ Disaster Recovery (1
@ Educational Resources

# @ Engineering (3
@ Environmental Services (5)
@ Fiscal Services
@ Human Resources (13)
@ Installation

# @ Manufacturing (2
@ Operations
@ Purchasing
@ Shipping and Receiving (4)
@ Software Development (14
@ Systems Administration £
@ Technical Services -

Dc

m

Then, in the document list, click one or more documents to add
them to Selected Documents box.
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Notes:

= Tonarrow a long list of documents, you can add one or more
filters. See Adding Simple Filters to a Document List or Adding

an Advanced Filter to a Document List for details.

m Toremove a document from the Selected Documents box,

double-click the document title,

or click it and then click .

Replace Documents ~ @Help O
@ When this document is approved, the selected documents will be archived and replaced with this decument.

Site | Corporate Headquarters | v | Add All From This Site

Select By ‘ Department | v |

Department | Accounting | v | © Add All From Accounting

Available Documents Selected Documents o)

[Z] [ Bank Account Reconciliation (v.3)

1 [ Capitilization (v.2)

[Zl [[] Cash Drawers (v.2)

[5] [ Cash Receipts {v.1)

& [ Chart of Accounts (v.1)

|| [F] Check Requesis (v.1)

[Z] [ Check Signing Authority (v.1)

[Z [ Conflict of Interest Policy (v.1)

r] Job Description - Accounting Manager (v.1)

[£] [lwdob Description - Accounts Payable Clerk (v.1)

[Z1 [ Job Description - Accounts Receivable Clerk (v.1)

[1] [ Performance Evaluation - Accountant (v.1)

[5] [ Performance Evaluation - Accounts Payable Clerk (v.1)
[Z [[] Performance Evaluation - Accounts Receivable Clerk (v.1)

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

kal save

Documents
Job Description - Accounting Manager (v.1)

6. Once you have the document or documents you want to replace
listed in the Selected Documents box, click Save.

Saving and Closing a Draft Document

To save and close a draft document, do one of the following:

= If you are ready to submit the document for review, see Submitting
a Document for Review for detailed instructions.

m [fyou are collaborating with one or more other writers to complete
the document, see Submitting a Document to Writers

(Collaboration).

= [f you are not finished with the document and want to save and
close it without submitting it, click Options and then click Save and
Close. You can then open the draft document at a later time to

continue working with it.

Fixed Asset Control v.1

[&] Edit Document | Properiies Wizard | Overview | Edit Quiz

@0 [Jo Qo
Status: Draft - Draft Submit for Approval

Replace Documents |

Delete

Save aﬁd Close
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Note: We also recommend that you periodically save a document
while working on it. Click CTRL+S (or click File, and then click Save)
to save the document without submitting or closing it.

Saving a Copy of a Document to Disk
If you need to save a copy of a document to disk,
1. Inan open document, click File, and then click Save As.
2. Navigate to where you want the file saved, type a file name, and
then click Save.

Important: PolicyTech™ does not track a file you save to disk and
can no longer impose security restrictions on that file.

Editing a Draft Document

You can freely make changes to a document's properties and contents
for as long as it remains in draft status.

Notes:

m Documents submitted to writers that are still in the collaboration
status are considered draft documents and are completely
editable by document owners.

m Forinstructions on editing a document after it has been
returned to draft after one or more reviewers or approvers have
revised or declined it, see Working with a Revised or Declined
Document.

= Asthe document owner, you can make changes to the
document even after submitting it for review. See Editing
Document Content for details.

To edit a draft document, find it in the draft or collaboration status, and
then open it (see Finding a Document in a Specific Status if you need
help). You can then add or change any of the following:

m Document content (see Writing a Document (Windows) or Writing

a Document (Mac))

= Document properties (see Assigning Document Properties)

m File attachments and web address links (see Attaching Files and
Adding Reference Links)

m Questionnaire (see Creating a Questionnaire)

m Documents to be replaced (see Designating a Document to Be
Replaced)
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Be sure to save your changes.

Deleting a Draft Document

Important: You can only delete a document while it is in draft or
collaboration status. To delete a document currently in review or
approval, send it back to draft (see Sending a Document Back to
Draft), and then follow the instructions below to delete it.

To delete a draft document,

1. Find and open the document in the draft or collaboration status (see
Finding and Opening a Document if you need help).

2. Click Options, click Delete, and then click Yes to confirm.

Fixed Asset Control v.1 ) ] | 20 [0 @o

[&]] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft itll:-:"chr é-mz'wezl E“ﬂammem | T 5 <
eplace Documents

D;E‘E
Sa_¢ and Close

Note: Deleted documents are placed in the Recycle Bin. If you ever
need to restore a deleted document, contact your document control
administrator.

Submitting a Document to Writers, Reviewers, or
Approvers

Where a newly created draft document should go next depends on the
assignments made in the document's Properties Wizard. Because
assigning an approver is required, the document must at least be
submitted for approval, but it could also be submitted to assigned writers
or reviewers.

Note: You can skip assigned writers by submitting directly to review
or approval from the draft status. You can also skip assigned
reviewers by submitting directly to approval from the draft or
collaboration status. However, you cannot skip submitting the
document to assigned approvers.

Go to the section below for what you need to do next with the draft
document.

Submitting a Document to Writers (for Collaboration)

Submitting a Document for Review

Submitting a Document for Approval
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Submitting a Document to Writers (for
Collaboration)

If you, as a document owner or proxy author, assigned one or more
writers to a document and are ready for them to work on it, your next

step is to submit the document to writers. While a document is assigned
to writers it is in the collaboration status.

Note: If you did not assign writers, move on to Submitting a
Document for Review or Submitting a Document for Approval.

As each assigned writer indicates that he or she has finished writing,
you receive a notification email. When all assigned writers have
indicated that they are finished writing the document, PolicyTech
returns the document to draft status and notifies you that the document
is ready to submit to review.

You can also check writer status from the document's Overview page
(see Working with the Document Overview for details). To access the
document while it is in collaboration status, see Finding a Documentin a

Specific Status.

Note: Because assigning writers is not a required Properties
Wizard step, if the assigned template contains no required writers,
you can skip any assigned writers and submit the document directly
to review or approval if needed.

1. Find and open the document (see Finding and Opening a
Document if you need help).

2. Click Submit to Writers.

Fixed Asset Control v.1 a o | ®0 @0 @0

[#1] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft Links & Attachments w | Editor Tools v

3. Inthe Results window, click OK. The document is automatically
closed for you.
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Results QHelp O
Action completed successfully.

The following user(s) will be notified:

Write Required
Tawna Gifford - Level 1 Wiiter

0K

L. -

Note: If no writers have been assigned to the document, you will see
awindow like the one below. Click Go there now, assign one or
more writers, and then click Submit to Writers again.

Submit to Writers (]

i The following issues must be resolved before proceeding:

Writers: No users selected

Either you have not selected any users or you have chosen a department, job title, or group
that does not contain any users.

© Go there now

Cancel

Submitting a Document for Review

It is time to submit the document to review when both of the following
are true:

m The document owner, the assigned proxy author (if any), and all
assigned writers (if any) have finished writing the document.

m The document has been assigned to one or more reviewers in the
Properties Wizard.
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Important: Only the document owner or a document control
administrator can submit a document for review. If you wrote the
document as a proxy author and are finished, see Requesting a
Document Review (Proxy Author).

Once you submit a document for review, each assigned reviewer has
the option to accept, revise, or decline the document in its current state.
As each reviewer acts on the document, you receive a notification email.
When all reviewers have finished, you receive another email
notification, and the document is sent to one of two places. If one or
more reviewers revise or decline the document, it is sent back to draft
status. If all reviewers accept the document, it is automatically submitted
for approval.

You can also check reviewer status from the document's Overview
page (see Working with the Document Overview for details). To access
the document while it is in review status, see Finding a Documentin a

Specific Status.

Note: Depending on your organization's policies and the type of
document, you may not need to assign and submit the document to
reviewers. If this is the case, move on to Submitting a Document for
Approval. Also, because assigning reviewers is not a required
Properties Wizard step, if the assigned template contains no
required reviewers, you can skip any assigned reviewers and submit
the document directly to approval if needed.

To submit a document for review,

1. Find and open the document in the draft or collaboration status (see
Finding and Opening a Document if you need help).

2. Do one of the following:

m [fthe document is currently in draft status, click Submit for
Review.

m [fthe document is currently in collaboration status, click
Options, and then click Submit for Review.

Important: As the document owner, you can make changes to the
document even after submitting it for review. See Editing Document
Content for details.

Training Guidelines v.1 v ) | &0 Qo

[#1] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft Links & Attachments ¥ | Editor Tools v

3. (Optional) If the document has any assigned writers who have not
finished yet, a window similar to the following is displayed. To skip
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any unfinished writers and submit the document for review, click
OK.

Submit for Review o

If you continue, the following users will be skipped:

Wiriters:
Gifford, Tawna (Accounts Receivable Clerk)

Are you sure you want to do this?

Ok | Cancel

L. S

4. (Optional) In the Submit for Review window, delete the default
text—"New Document" or "New Version"—and then type the
purpose of the new document or a summary of changes for the new
version of the document. All assigned reviewers, approvers, and
readers will be able to see your comments.

Note: If necessary, you, as the document owner, or a document
control administrator can make changes to this change summary.
See "Editing a Change Summary" in the Administrator's Guide for

details.

Submit for Review (=}

Please summarize the reason for creating this document, to be saved in the document history. Your typed
summary will be available to all assignees for this document by going to Document History in the Overview tab.
This includes those assigned to the Readers step.

& @9 1PIx x|k £E|ZE =2/ ¢ & 0O-
Normal [v] | Arial [“]| Fontsizelv| B 7 U ﬁ'| = =Y - A-

This document describes our policy for depreciating fixed assets. All members of the accounting department will be
required to read and understand this document.

£3

[] Post to Discussion Board @ wWhat is this?

Submit

PolicyTech 9.0 User's Guide


http://helpfiles.policytech.com/onlinehelp/pt90pdf/PT_AdminGuide.pdf

272 - Adding Content to a Word or Excel Document

5. (Optional) To add what you wrote to this document's discussion
board, click Post to Discussion Board (see Working with
Document Discussions for details).

6. Click Submit.

7. Inthe Results window, click OK. The document is automatically
closed for you.

Action completed successfully.

The following user(s) will be notified:

Review Required
Darren Breen - Level 1 Reviewer
Carol Benton - Level 1 Reviewer

OK

Note: If no reviewers have been assigned to the document, you will
see a window like the one below. Click Go there now, assign one or
more reviewers, and then click Submit for Review again.

Submit for Review (]

ik The following issues must be resolved before proceeding:

Reviewers: No users selected

Either you have not selected any users or you have chosen a department, job title, or group
that does not contain any users.

© Go there now

Cancel
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Requesting a Document Review (Proxy Author)

If you are a proxy author and have finished writing a document, you can
send a request to the document owner to submit the document for
review.

Note: Requesting submission for review sends an email notification
to the document owner, but it does not add a task to My Tasks. You
can add a document owner task in the Settings step of the
Properties Wizard (see "Step 1: Settings," step 4).

1. Find and open the document (see Finding and Opening a
Document if you need help).

2. Click Options, and then click Request Submit for Review.

Fixed Asset Control v.1 vl | | ®0 Qo0 Qo

()] Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Drafi - Collaboration | Send to Draft

o e For e t\nacnmems ~ | Edtor Tools ¥

Replace Doé_hen
Delete

3. (Optional) In the Comments box, type any comments you want to
include.

N 0

Comments (Optional)

I believe this document is ready to be submitted for review. Just to make sure,
you should probably give it a once-over before submitting it.

[] Post to Discussion Board @ What is this?

Save | Cancel

4. (Optional) To add what you wrote to this document's discussion
board, click Post to Discussion Board (see Working with
Document Discussions for details).

5. Click Save.

6. Inthe Results window, click OK. The document is automatically
closed for you.
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N "

Action completed successfully.

The following user(s) will be notified:

Request Submit for Review
Tom Hansen - Document Owner

0K

L -y

Submitting a Document for Approval

Important: If you submitted a document for review, you don't need to
submit it to approval. The document will automatically be submitted to
approval once all reviewers accept it.

If a document's template contains no required reviewers, you can
submit a draft document directly to approval, skipping the review step.
You must assign at least one approver before submitting a document for
approval.

Note: Only the document owner or a document control administrator
can submit a draft document for approval.

Once you submit a document for approval, each assigned approver has
the option to accept, revise, or decline the document in its current state.
As each approver acts on the document, you receive a notification
email. When all approvers have finished, you receive another email
notification, and the document is sent to one of two places. If one or
more approvers revise or decline the document, it is sent back to draft
status. If all approvers accept the document, it is automatically published
(unless the document has been assigned a publication date sometime in
the future, in which case the document is moved to pending status until
that date).

You can also check approver status from the document's Overview
page (see Working with the Document Overview for details). To access
the document while it is in approval status, see Finding a Documentin a

Specific Status.
To submit a document for approval,
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1.

2.

[]] Edit Document | Properfies Wizard | Overview | Edit Questionnaire Status: Drafl - Draft

Fixed Asset Control v.1 77

Find and open the document in the draft, collaboration, or review
status (see Finding and Opening a Document for help).

Click Options, and then click Submit for Approval.

e

Save and Close

(Optional) If the document has any assigned reviewers who have
not finished yet, a window similar to the following is displayed. To
skip any unfinished writers and submit the document for review,
click OK.

Submit for Approval

If you continue, the following users will be skipped:

Reviewers:

Breen, Darren (Personnel Manager)

Are you sure you want to do this?

OK | Cancel

A

4.

(Optional) In the Submit for Approval window, delete the default
text—"New Document" or "New Version"—and then type the
purpose of the new document or a summary of changes for the new
version of the document. All assigned reviewers, approvers, and
readers will be able to see your comments.
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Submit for Approval (=}

Please summarize the reason for creating this document, to be saved in the document history. Your typed
summary will be available to all assignees for this document by going to Document History in the Overview tab.
This includes those assigned to the Readers step.

& @9 1BIx x| FIZ2 =& F 8-
Normal [] | Avial [“]| (FontSize)v]| B 7 U 5’|E| = =|W- A-

This document describes our policy for depreciating fixed assets. All members of the accounting department will be
required to read and understand this document.

1

[] Post to Discussion Board @ wnat s this?

Submit

5. (Optional) To add what you wrote to this document's discussion
board, click Post to Discussion Board (see Working with
Document Discussions for details).

6. Click Submit.

7. Inthe Results window, click OK. The document is automatically
closed for you.

Submit for Approval %]

If you continue, the following users will be skipped:

Reviewers:
Breen, Darren (Personnel Manager)

Are you sure you want to do this?

[ ok | cancel |

Note: If no approvers have been assigned to the document, you will
see a window like the one below. Click Go there now, assign one or
more approvers, and then click Submit for Approval again.
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Submit for Approval ®

s The following issues must be resolved before proceeding:

Approvers: No users selected
Either you have not selected any users or you have chosen a department, job title, or group
that does not contain any users.
© Go there now

y ~
| cancal |
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Working with Documents in Review and
Approval

As a document owner, you can do any of the following with a document
you own while itis in the review or approval status:

Find and open a document (see Finding and Opening a Document)

Check the status of assigned writers, reviewers, or approvers (see
Checking Writer, Reviewer, and Approver Status)

Make changes to document properties (see Making Changes to
Document Properties)

Edit document content (see Editing Document Content)

Send the document back to draft (see Sending a Document Back to

Draft)

Check the document's discussion board (see Working with
Document Discussions)

Force a Document from Review to Approval (see Forcing a
Document from Review to Approval)

Checking Writer, Reviewer, and Approver Status

As a document owner, once you have submitted a document for writing,
review, or approval, you can check that document's status at any time
from within the document's Overview page.

Important: You can also check writer, reviewer, and approver status
by generating various Tasks by Document and Tasks by User
reports.

1.

2.

3.

Find and open the document (see Finding a Document You Are
Assigned to Own, Proxy Author, Write, Review, Approve, or Read
if you need help).

Click Overview.

rrective-Preventive Action F...v.1 17 m @0 Qo 0

[&] View Docu

ment | Properfies Wizard Dv%ew Edit Quiz Status: In Review - Review Attachments | Editor Tools ~

In the Overview page, click Writer Status, Reviewer Status, or
Approver Status.
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Corrective-Preventive Action F...v.1 17 ] |
1 @0 Qo

[&] View Document | Properties Wizard | Overview | Edit Quiz Status: In Review - Review

Properties | Document History | Writer Status |Reviewerlgatus Approver Status | Reader Status | Links | Security Discussions (1)

4. Inthe Writer Status, Reviewer Status, or Approval Status
window, each assignee's name is preceded by a status icon. The
status icon legend briefly describes each status. See "Status
Descriptions" below for more detailed descriptions.

Reviewer Status (=

@ Accepted @ Declined © Waiting & Skipped Not Staried @ Unassigned Rationale {Choose a user to display comments.)

| found a small but important problem with the
= Cycle 1 wording of the ;ecnnd paragraph. Please come
see me for details.
B Level 1 - Started on: 02/08/2013
@ Benton, Carel (Environmental Control Manager) - 02/08/2013 12:25 PM
9 Lavin, Alice (Manager)

© Thomas, Brad (Director of Operations) - 02/08/2013 12:28 PM

5. Toview any comments a user may have included when completing
a task, click that user's name. The comments, if any, appear in the
Rationale box.

6. Close the document.

Status Descriptions

@ The assigned writer has finished writing the document, or the
assigned reviewer or approver has accepted the document as is.

& The assigned reviewer or approver has either revised or declined the
document.

2 The assigned writer, reviewer, or approver has been notified that he
or she has a task that needs to be completed, but has not completed it
yet. For example, you would see this icon for a reviewer in the
Reviewer Status window if the document is currently in the review
workflow status and the user has not finished reviewing the document.

i3 The assigned writer, reviewer, or approver did not complete his or
her task before the document was moved to another workflow status.
For example, while a document is in collaboration status, the document
owner clicks Submit for Review before one of the writers clicks
Finished Writing. The document is moved to review status, and the
Skipped icon appears before the writer's name in the Writer Status
window.

The assigned writer, reviewer, or approver has not yet received the
task assignment. For example, you are looking at an approver in the
Approver Status window while the document is still in review.
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@ The assigned writer, reviewer, or approver received a task
assignment but was subsequently unassigned before completing the
task. For example, while a document is in review and all reviewers have
received their task notifications, the document owner edits the
document's Properties Wizard and removes one of the assigned
reviewers. That user is now marked as unassigned.

Making Changes to Document Properties

A document owner, a document control administrator (DCA), and a
proxy author can all make changes to an assigned document after it
leaves the draft workflow status. A document owner or DCA can make
changes to a document's properties in the following non-draft statuses:

m Collaboration

Review

Approval

Pending
Published

An assigned proxy author can make document property changes in the
following non-draft statuses:

m Collaboration
m Review
= Approval

However, the following document properties cannot be changed for
documents in certain statuses. If you need to change one of these
properties, you will have to return the document to draft status (see
Sending a Document Back to Draft) or create a new version (see Doing
a Periodic Review and Creating a New Version).

m Template: can only be changed in the draft and collaboration
statuses

m Approvers: cannot be changed after a document is approved and
moved to pending or published status

= Publication Date: Cannot be changed once ta document is moved
to published status

To change a document's properties after it has been moved out of draft
status,
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1. Find and open the document (see Finding and Opening a
Document or Finding a Document You Are Assigned to Own, Proxy
Author, Write, Review, Approve, or Read for help).

2. Click Properties Wizard.

Corrective-Preventive Action F..v.1 17
= %0 @0 Qo
[@] View Document Floperﬁes{g\zan‘] Overview | Edil Quiz Status: In Review - Review

Note: If you are working on a document in the pending or published
status, you will see the following alert. Click OK to continue.

Waming: Changing properties here will immediately modify those
properties on the approved document.

0K

3. Click a Properties Wizard step, and then make the desired
changes.

4. Click Save.

Important: If you close the document without clicking Save first, your
changes will be lost.

5. Close the document.

Sending a Document Back to Draft

A document owner can send a document in the collaboration, review, or
approval status back to draft status.

1. Find and open the document (see Finding a Document You Are
Assigned to Own, Proxy Author, Write, Review, Approve, or Read
for help).

2. Click Options, and then click Send to Draft.

Decumentin collaboration

Fixed Asset Control v.1 - Save and Close  Optio @0 Jo @o
2] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Cg ‘%”“ Lel Links & Attacnments | Eitor Tools =
= Subr\_pr Review |
Submit for Approval
Replace Documens
Delete
Documentin review
Fixed Asset Control v.1 7' W @0 @0 @0
[@1] View Document | Properties Wizard | Overview | Edit Quiz Status: In Rey Send;fo Draft iR || T TS
= Sub_for Approval
Document in approval
Fixed Asset Control v.1 | = Revise Options ~ | 0 @0 @0
[8]] View Document | Properties Wizard | Overview | Edit Quiz Status: In Appr¢_Send {p Draft Aiachments | Edior Took
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3. Inthe Results window, click OK.

Action completed successfully.

The following user(s) will be notified:

No Longer Need to Approve
Anne Jones - Level 1 Approver

OK

L "

The document is moved to draft status and remains open. Any
writers (collaboration status), reviewers (review status), or
approvers (approval status) in the current status who had not
completed their assigned tasks are notified that their tasks no
longer need to be completed.

Editing Document Content

If you are the owner of a document, you can make changes to that
document while it is in the review or approval status.

1. Find and open the document (see Finding a Document You Are
Assigned to Own, Proxy Author, Write, Review, Approve, or Read
for help).

2. Atthe top of the document window, click Revise, and then click
Revise again to confirm.

Invoice Billings v.1 < o .. ptions -
Sr.atus:l{?)F

@ View Document | Properties Wizard | Overview | Edit Quiz teview - Review

3. Analertis displayed informing you that the revised document will be
declined and sent back draft, just as if a reviewer or approver had
revised the document. Also, any changes you make will be tracked.

Click Revise to continue.
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Revising the document will mark it as declined and allow you to modify it
in Track Changes mode.

Are you sure you want to revise this document?

[x} R%ﬁf’ Cancel

4. Make your changes, and then click Done Revising.

Invoice Billings v.1 77

1 (] Edit Document | Overview | Status: In Review - Revise in Review

r

5. (Required) Inthe Done Revising window, type a brief description
of what you changed.

Briefly explain what changes you have made and why.
& @9 1DIx x| 1= &£1F & 8-
Normal HAﬁﬂ| |(F0nl Size:“ B 7 U & | = =|%- A-

Updated the help line phone number.

[] Post to Discussion Board @ what is this?

Save | Cancel

. S

6. (Optional) To start a discussion that includes your revision
explanation, click Post to Discussion Board, and then see
Working with Document Discussions for details on selecting
recipients and making the discussion private.

7. Click Save, and then click OK.

Important: When the last assigned reviewer is done with the
document, it will be returned to draft status. There you can accept
your marked changes and any reviewers' changes (see Working with
a Revised or Declined Document) and then resubmit the document
for review or submit it directly to approval.
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Forcing a Document from Review to Approval

When necessary, as a document owner or document control
administrator you can move a document currently in the review status to
the approval status, skipping any reviewers who have not yet completed

their review tasks.
Important: If you are not a document control administrator, you

cannot force a document from review to approval if the document's
template contains required reviewers.

1. Find and open the document currently in review that you need to
move on to approval (see Finding a Document in a Specific Status).

2. Click Options, and then click Submit for Approval.

Fixed Asset Control v.1 77 w @0 @o @1
. - Send to Draft
| ] View Document | Properties Wizard | Overview Edil Quiz | Status: e ‘Aiochments | Editor Tooks =
5 - Submit for Approval |
Setas A_Jroved
Editin Cumrent State

3. You will see a message like the one below listing the reviewers that
will be skipped if you continue. Click OK.

Submit for Approval

If you continue, the following users will be skipped:

Reviewers:
Breen, Darren (Personnel Manager)

Holmes, Lucille (Accountant)

Are you sure you want to do this?

OK | Cancel

-

L.

4. (Optional) The comments provided when the document was
submitted for review are displayed. Replace or edit those
comments.
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Submit for Approval )

Please verify your summary of the changes in this document. Your typed summary will be available to all
assignees for this document by going to Document History in the Overview tab. This includes those assigned to

the Readers step.

Updated job description

[] Post to Discussion Board @ What is this?

Submit

L.

5. Click Submit, and then click OK. Skipped reviewers are notified
that they no longer need to complete their review tasks for this
document, and assigned approvers receive new tasks.
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Working with a Revised or Declined
Document

Once all reviewers or approvers have reviewed the document, there are
two possible outcomes:

m [fthe document was accepted by all of the assigned reviewers or
approvers, it is automatically moved to the next status (approval,
pending, or published) and the appropriate assignees are notified.
In this case, you, as the document owner, do not need to do
anything. You receive e-mail notification that the document has
been moved on.

m [fthe document was revised or declined by at least one of the
reviewers or approvers, it is automatically sent back to draft status.
You, as the document owner, are notified via email so you can
make needed changes and resubmit the document for review.

Note: As individual reviewers or approvers revise or decline the
document, you receive email messages with any comments from the
reviewers or approvers.Only after the last reviewer or approver has
taken action is the document automatically placed back in draft.

1. To edit the document and resubmit it for review or approval, do one
of the following:

m Open the notification email, read the comments made by the
reviewer or approver, and then click the document link.

From: noreply@poalicytech.com sent: Mon 5/20/13 3:12 FM
Tos Tom Hansen

Cc

Subject: Sent back to Draft: "FDA Inspections”

One or more Reviewers in Level 1 has declined or revised "FD%Insgections": s0 it was sent back to draft.

Darren Breen has included the following comments:
The contact numbers have changed with the reorganization. | added the new numbers to the

document.

PolicyTech 9.0 User's Guide



Working with a Revised or Declined Document - 287

m Click MY TASKS, and then, in the Submit area, click the
document title.

policy

- = Submit the following Documents for Review or Approval: (1)
Title Date Assigned Days Elapsed
Fixed Asget Control (v.1) 06/27/2013 0

Messages

- = Review the following documents as soon as possible: (3)
‘ Title Date Assigned Days Elapsed Date Due Days Left |

2. What you do next depends on whether the document was revised
or declined and what type of document it is.

= Ifthe document you're editing is a Microsoft® Word document
and one or more of the reviewers or approvers revised the
document, their changes will be highlighted with the Word
Track Changes feature. You need to accept or reject the
changes (see Working with Tracked Changes in a Word
Document below for details).

m [fthe document you're editing is a Microsoft Excel® document
and one or more reviewers or approvers revised the document,
you will need to compare document snapshots (draft versions)
to see what was changed (see Comparing Draft Versions in an
Excel Document below for details.)

= If the document you're editing was declined and none of the
reviewers or approvers revised it, refer to the comments
entered when the document was declined and make changes
accordingly. (No text will be marked up.) These comments are
included in the notification email and in the Reviewer Status or
Approver Status page of the document overview (see
Working with the Document Overview for details).

3. When you've finished making the necessary changes, resubmit the
document to review or approval.

Working with Tracked Changes in a Word
Document

PolicyTech™ turns on Track Changes whenever a reviewer or
approver chooses to revise a Word document. Track Changes marks
all text changes, including insertions, deletions, moved text, and
formatting changes. Reviewers and approvers can also insert
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comments to explain marked up text or to identify other changes that
need to be made.

Note: Reviewers and approvers cannot turn off Track Changes
while revising a document.

The screenshot below shows what marked-up text looks like. If multiple
reviewers or approvers revised the document, each reviser's changes
appear in a different color. You'll want to take action on each change by
accepting or rejecting it so that no marked-up text remains when you
resubmit the document for review or approval.

NAVEX Global Policy and Proced... v.1 17 @0 Qo @o

Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Links & Afiachments = | Editor Tooks ~

Home | Insert  Page layout  References  Mailings  Review

w

ﬂ -
8 amscer AaBbC AaBh AaBBC samcos | A4 P

= " HelveticaNeue-t- 16~ A’ A"

e 25 Replace
Pajh ) B 7 U ~abe x, X Sy - g v Emphasis TEPTempl.. Headingl Heading2 Headingd |_ gga‘laj R Select+
Clipboard Font . Styles « | Editing
S B SR AN SR RN I R A R R R N SR S iz}
= The NAVEX Global Solution:
PolicyTech™
- To help increase inrisk and address those risks with new

policies, we have created an automated software solution that enhances the way organizations manage
| polies and procedures. The indusiry-leading Pelicy & Procedure Manager (PPM PolicyTedi has been designed to ,,,.,[(.,.........t DWLJ: Product neme charge in ]

----------------------- version 7.5

N | KEY CAPABILITIES OF POLICY & PROCEDURE MANAGER _,r-'{ nt: Bold ]

. . G policies prise-wide. Rather than chasing down policy manuals
- nrumnadmﬂdncumenlstnanmtranetthatdnesnturnwdetra king, versioning or reports, through ERM-

EolicyTechan policies are mderhanammn atthe moment of
approval. Staff members, who are required o read and know the content, are nofified automatically with
alerts untilthey verify that they have read and comprehendthe appropriate procedures or policies

| » Map policies and procedures to authoritative sources. Documents within EEM PolicyTech easily linkto

other policies, procedures, standards or related documents. Employees have access to broader relevant
- information, allowing them to better understand the context for a given subject matter. Approve and review
policies quickly with custom workflow. Because the system routes documents through a set of pre-defined
approval processes, document authors canfind out whose inputis still requiredfor anew or revised policy
or procedure. Reviewers and approvers receive notifications and reports of policies awaiting their approval
and can update the documentowner when atask has been completed

{ Formatted: Font: (Default) Avenrr Black, 3 pt |

tuhndaHS?thzuu\lc\esuenammgtu HIPA, they can click onthe “HIPAA” category within the 2 { Formatted: Font oefaut) Aven-sodcsot ] | T
Auditors will be able to sort through approval dates, information on who has read policies andnru:edures fFormatted:Funt: (Default) Avenir-Book, 9 pt ] o
= (attestations) and names of policy reviewers and approvers in minutes ratherthan hours. g
Pageilofi | Werdsi425 | ¥ | IEEEE 100% (=) v} {*)
Track Changes and Comment Options
The location and appearance of the Track Changes and Comments
options vary depending on the version of Word you're using.
Word 2010
Comments, Tracking, and Changes groups on the ribbon's Review
tab
Home Insert Page Layout References Mailings Review View @
Vo mon &L D ogin e | O & B®
Sgrea\\’\nr:n:. uWuvd Count Trans\a(e Laﬂguage (nmmmt jNExt ChTar:y.;tsv.l_ERWiEWi"ﬂ Pane + AK‘EDI REJVE(K Cumvuare ?;f(t.:: S’\:\:VVVE s:r[\’&
Proofing Language Comments Tracking Changes Compare Protect Share

Word 2007

Comments, Tracking, and Changes groups on the ribbon's Review
tab

Home  Insert  Pagelayout  Refersnces  Mailings | Review | View @

o (4 0 ayy et sewto - [ ) E R T }. B Finel Showng Markup 27 [ 2res || ) : EY

8 set angunge S 1 show Martop -

Spa\hng& Research Thesaurus Translate e New Delete Previous Next | Track Balloons Accept Reject 9 nest Compare Show Sovce | rotect
Grammar igword Count Comment Charges~ 5] Reviewing Fane| - - - uments © || Dacument~
Progfing comments Tracking Changes Compare Protect
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Word 2003

Reviewing toolbar (View > Toolbars > Reviewing)

B Ele Edt Yew Insert Faormat Tools  Table Window Help Twpe a question for help - X
RN A= BT PN W !éﬁr\mrma\ - TimesMewRoman = 12 - | B 1 U \g =E='=.|SiZEE|IQ-Y-A-
£ Final showng Markup = Show~ | &3 93 3+ k- | I -] 315 !

Working with Marked-up Text and Comments

Using the Track Changes and Comments options, you can do any of
the following:

Note: We recommend using the Track Changes tools to find
marked-up text in the document as some very small changes (such
as adding a period) may be missed otherwise.

Find Markup in the Text

After finding marked-up text, hover the cursor over the change to see
who made it.

Word 2010 and 2007
On the Review tab, in the Changes group, click Next or Previous.

] ] Delete ~ =4 1‘_'| Final: Show Markup - M’?’ ?’ ?}Previous

#3 Previous = ] show Markup ~ 3 Next
W Track o Accept Reject
Comment od Next Changes ~ E Reviewing Pane = - -
Comments Tracking Changes

= s . . -
] l L ] [ ] ___29 _} i Final showing Markup vfy? /}7? B3 Frevious
= = Show Markup ~ = ==
e Delete Previous Rlext Track Balloons

o Accept Reject | @3 plext
Comment T+ Changes * - E Reviewing Pane - - - “‘}
Comments Tracking Changes
Word 2003

On the Reviewing toolbar, click % or #z.

! Final Showing Markup = Show = |?_} 393 - B - | i W - || = !

Find Comments in the Text

Word 2010 and 2007
On the Review tab, in the Comments group, click Next or Previous.

] 0 Delete ~ =k L Final: Show Markup - %{? %’ @ Previous

# Previous = 3 show Markup ~ 3 Next
Wl Track o Accept Reject
Comment| o Next Changes * E Reviewing Pane = - -
Comments Tracking Changes

\_g _J 42\_] n ;%, 3’: ﬂj Firal Showing Markup - ﬁv g &} Previous

= Show Markup ~
Mew  Delete | Previous bext Track  Balloons o Accept Reject o3 pext
Comment - || Changes - - .E Reviewing Pane - - - -

Comments Tracking Changes
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Word 2003
On the Reviewing toolbar, click %% or #z.

: Final Showing Markup = Show~ | 983 @3 o3 - wF - | L 37 ~ || =3 !

View Markup in the Reviewing Pane

In the Reviewing Pane, you can see each markup in a categorized list
and then click a markup to go to it in the document. You can also see
who made each change.

Word 2010 and 2007

On the Review tab, in the Tracking group, click the arrow next to
Reviewing Pane, and then click Reviewing Pane Vertical or
Reviewing Pane Horizontal.

0 Delete ~ ;'? 2% Final: Show Markup - o @ Previous

¥ Previous = 2 show Markup ~ 3 Next
Mew N Track [—|—1 Accept Reject
Comment od Next Changes ~ E Reviewing Pang|~ - -

Comments E Reviewing Pane Vertical... Changes

& Reviewing Pane Horizontal...

\_g —J E \_a “}; j: T Final Showing Markup - ﬁ, g &) Previous

= Show Markup ©
Mew  Delete Previous Mext Track  Balloons Accept Reject ood pext

Camment - Changes ~ - E Reviewing Pane§|
EIIEDE: E Reviewing Pane Yertical...

Changes

g an\u'iewingPaneﬂorizontal...Q ‘

Word 2003
On the Reviewing toolbar, click .

: Final Showing Markup vghow'|f}'?‘}{}vqjv|Jaﬂ7v|;)|E!

Accept or Reject a Change

Accepting a change removes the markup and leaves the normal text.
Rejecting a change deletes the marked-up text.

Word 2010 and 2007

Either select the changed text or place the cursor anywhere within or
immediately before it. Then, on the Review tab, in the Changes group,
click Accept or Reject.

A Delete ~ ? 2% Final: Show Markup }p }; ¥} Previous
\_g . ) _,A)’ = W

®1 Previous =i =] Show Markup - S} Mext
MNew N Track Accept REJECt
Comment o Mext Changes * E Reviewing Pane -
Comments Tracking Changes
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\_g _A Qi\_g I.U ;T% 3': % Final Showing Markup - @ ';ﬂ';rv %3 Previous

2 Show Markup ~

Mew  Delete Previous Mext Track  Balloons o Accept Rejech 93 pext
Comment -+ Changes * - E Rewvigwing Pane - - - i
Comments Tracking Changes
Word 2003

Either select the changed text or place the cursor anywhere within or
immediately before it. Then, on the Reviewing toolbar, click « or .

: Final Showing Markup = Show ~ | 483 23 :_/j ~ 53 -l 2. ‘= | !
Accept or Reject All Changes at Once

Word 2010 and 2007

On the Review tab, in the Changes group, click the arrow below
Accept or Reject, and then click Accept All Changes in Document
or Reject All Changes in Document.

] ] Delete ~ _;;1), 2% Final: Show Markup - 'V‘/?’ ﬁ%y ¥} Previous

‘ijreuious = = Show Markup ~ P} Next
New Track o |Aceept | Reject
Comment o Next Changes = E Reviewing Pane ~ - -
Comments Tracking «# Accept and Move to Next
i

Accept All Changes in Document

‘_; _J Qi‘_; IU ;%% _j': 2% Final Showing Markup - ﬁy ﬁ &) Frevious

=] Show Markup ~

Mew  Delete Prewious Mext Track  Balloons L |Accept | Reject W)Nen
Comment T+ Changes ~ - E Reviewing Pane - - - :
Comments Tracking Vb Accept and Move to Mext
@
AcceptAIIIghangesingocument
a3
Word 2003

On the Reviewing toolbar, click the arrow next to «# or &, and then click
Accept All Changes in Document or Reject All Changes in
Document.

 Final Showing Markup » Show = | 43 93 V3 -16h - | . 27 - |D|| = !

{} Accept Change

Accept All Changes Shown

| Accept Alllqlanges in Docurnent |
s

View the Original Document before Changes

Word 2010 and 2007

On the Review tab, in the Tracking group, click the arrow next to Final:
Show Markup, and then click Original.
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g £ Delete ~ iY f; Final: Show Markup m v%,? ﬂ%y *?J}Previous

#3 Previous = S | Finak: Show Markup P Next
Mew Track ] Accept Reject
Final
Comment 2 Mext Changes * 13 - - -
Original: Show Markup
Camments = Changes
Original [:.E
] L ] (3 g ___2 » _] i Final Showing Markup ‘Vf?, ﬁ;?, "’_} Previous
_Cl = =] | Final Showing Markup = =
Mews  Delete Prewvious  Mext Track  Balloons Final Accept Reject .a) Mext
Canrment - Changes = - 1 il Tt e - - :
Comments L S AR Changes

Original I
My

Word 2003
On the Reviewing toolbar, click Show, and then click Original.

: Final Showing Markup = [Show ~ | #F 23 v - 53~ b7 . | e | = !

E‘ Final

| Original P |
A3

Comments

Ink Annotations

Insertions and Deletions

Farmattirg

Reviewers 3

Balloons 3
S| Rewiewing Pane

Cptions. ..

Comparing Draft Versions in an Excel Document

Because the Track Changes feature in Excel® is not activated (it
doesn't work in the same way as Track Changes in Microsoft® Word),
you will need to compare draft versions in order to find changes made
by a reviewer or approver.

Note: Excel has no feature comparable to the Compare
Documents feature in Word, so you must manually compare the
draft versions.

To find and compare the different versions of a revised or declined Excel
document,

1. Open the document, click the Overview tab, and then click
Document History.

The draft versions of the document, such as the original draft you
submitted to review or approval, are listed in the Current Revision
History area. The version listed on top is the one you'd see if you
clicked Edit Document. The others are previous draft versions.
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Excel w3 77 ¥ Submitfo Wiiters ¥ Submit for Review Options ™

@0 00 &
[ Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft
Properfies | Document History | Wiler Status | Reviewer Stalus | Approver Status | Reader Status | Links | Security Discussions (D)

Document History [

Current Revision History @ What is this?
Date Changes  Superseded
Updated Summary Documents Status

Version 3 - You are viewing this version of the document.

3.0 - Draft: 2 | D5/21/2013 View None- Current: Draft
3.0 - Draft: 1 |D5/21/2013 -None- None- Draft Revision: 1
3.0 - Draft: 0 |05/21/2013  -None- -Mone- Draft Revision: 0

Approved Document History @ Whatis this?

Date Changes Superseded Date Read
Updated S D Archived By Event

{1 b

Version 2 - View Document & Properties

2.0 05/21/2013 View -None- Published 0 Major Version
Version 1 - View Document & Properties
1.0 05/21/2013 View -None- 05/21/2013 0 Major Version

2. Tocompare the current draft version with another one, click the
other draft version link. This opens that version in a separate
browser window.

3. Inthe current draft version (the one you opened in step 1 above),
click the Edit Document tab.

4. Compare the two drafts.
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Changing or Reapplying a Document
Template

If you are a document owner, proxy author, or document control
administrator, you can change or reapply a document's template
assignment while the document is in draft or collaboration status. You
select which of the following template parts you want changed or
reapplied:

= Properties

= Document contents (body)

m Headers

m Footers

Note: A document control administrator (DCA) can change or
reapply a template's properties (not contents, headers, or footers) to

documents in pending or published status or to multiple documents at
once using Bulk Editor.

1. Open adocument (see Finding and Opening a Document if you
need help).

2. Click Properties Wizard.

Invoice Billings v.1 17

@0 [0 @0
[ Edit Document Pmpemawam Overview | Edit Quiz Status: Draft - Draft
m Select a different template.
Bank Account Reconciliation v.3 77
@0 [0 Qo
[#] View Document | Properties Wizard | Overview | @ Help Status: Approved - Published
Steps * = Required - = Basic Setiings
| 1. Settings * Title |Bank Account Reconciliation ‘
*
z 3:&1?;:“ & Document Owner | Hansen, Tom (Accounting Manager) [v] ®
3. Writers [] Create task for owner Write task instructions here.. i ]
4. Reviewers Document Template |-- Blank Word Document - Vl | Reapply | | Preview ‘ L}
5. Approvers Ve -- Choose a template - " Reference # 4
= T Document Templates
: R i @] -- Blank Word Document --
7. Security - Optional Settings —————— Job Description
- Document Review Interval - A{ (5] Minutes . =diting Document
Step Instructions: + Warning Period . p|__#] Performance Evaluation =mail Notifications
Please provide the basic . .
seftings. Then click Next Note: Some of the optional settin Procedire sopulated by the template
ﬂsgifl;:g‘):m:: ries or HTML Document Templates
click Edit Document to ] Blank HTML Document v
work on it immediately Spreadsheet Templates
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= Totheright of the Document Template box, click Reapply.

Steps * = Required | - = Basic Seftings

1. Settings ® Title Fixed Asset Control

2 E ! D Owner | Hansen, Tom (Accounting Manager) ‘ v ‘ o
ategories

3. Writers Hocueutitbmplate — Blank Word Document — E Rpply L]
A Fere s Version Number Reference # 11

5. Approvers

~[# Optional Settings

6. Readers |

4. Selectthe part or parts of the document you want updated.

mportant: Selecting Document will replace all of the current

document contents with the document contents from the template.
Be sure this is what you really want to do before clicking Save as this
procedure cannot be undone.

b

Please specify what you would like to copy from the template.

[ ] Document
Replacas the document contents with that of the template. If you have already
modified this document, a revision will be available in the Overview > Documeant
History area. (Selecting this option does not affect the selected template on step 1.)

Properties
Replaces the settings on all the steps of the Properties Wizard with those from the
template.

[] Headers o
Replace current document headers with those in the selected template.

[] Footers o
Replace current document footers with those in the selected template.

Warning: This will take affect immediately and you will not be able to undo this change.

H Save Preview Template | € Cancel

"y

5.

6.

(Optional) To see the template's document contents and properties,
click Preview Template to open the previewer in a separate
window. Click View Document to see contents; click Overview to
see properties. When you're finished, close the preview window.

In the Confirm window, click Save, and then close the document.
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Doing a Periodic Review and Creating a
New Version

When you, as a document owner, create a document, you have the
opportunity to indicate how often you want to be reminded to review the
document and see if it needs updating (see Step 1: Settings). If you set
a periodic review date, either relative to the approval date oron a
specific date, you'll receive a task notification email and a task in MY
TASKS as the review due date approaches.

1. Tostarta periodic review, do one of the following:

m Open the task notification email, and then click the document
link.

From: noreply @policytech. com Sent Wed 5/22/13 411 PM
To: Tom Hansen
Cc
Subject: Your “Fixed Asset Control” document expires on 06/22/2013.
iz}
-

The 1 month periodic review for"F\xedﬁsseL Control" is due on 068/22/2013. Click the document title and either create a
new version or select "No Revision Ne¥_bsary.”

(Carefully review all properties. For instance, ensure that writers, reviewers, approvers, readers, categories and
departments are correct).

m Click MY TASKS, and then, in the Periodic Review area, click
the document title.

2 REPORTS ' PREFERENCES Welcome Tom Hansen | LoG ouT
Demo Site

policytech

Site: Corporate Headquarters -

[E] Management Reporting (v.1 06/07/2013
Tasks B Job Descriplion - Accounting Manager (v.1 0572472013 2

Messages
= Periodic Review required on these documents that are due or almost due for review: (6)
Periodic Review Not Started (5)
Title Due for Review  DaysR

[l Job Description - Accounts Receivable Clerk (v.1 062272013 30

[E] P%ance Evaluation - Accounts Receivable Clerk {v.1) 06/07/2013 16
B cash B dwers v2) 0512412013 2

Periodic Review In Progress (1)

Title New Version In Progress Status ~ Due for Review  Days Remaining

Bank Account Reconciliation Bank Account
E]
v.3 Reconciliation (v.4]

Draft 0572572013 3

NAVEX siozar-
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m Find and open the document using the | Own option under My
Documents (see Finding a Document You Are Assigned to
Own, Proxy Author, Write, Review, Approve, or Read for
details.)

2. Review the document, and then take one of the following actions:

m [fthe document needs to be revised, click Create New Version
to make a copy of the approved document and place it in draft
status. Make updates, and then move the new version of the
document through the review and approval process as you
normally would. Once the new version is approved, the
previously approved version is archived.

Fxed seet Conrel v | ISEERT b *0 o Qo
@ View Document | Properties Wizard | Overview Status: Appro'.'ed{:au:hsl'ed

Attachments | Editor Tools ~

m [fthe document does not need to be revised, click Options, and
then click No Revision Necessary.

Fixed Asset Control v.1 17

0 0 &0

[ ] View Document | Properties Wizard | Ovenview Status: Approved - Published Make Comment
. . Archive

Mo Rev PDF Necessary

A discussion window appears for you to explain why you are
resetting the review interval without making changes. Complete
the discussion form (see Working with Document Discussions
for details), click Save, and then click OK.

Attachments | Editor Tools +

The Next Review Date will be 06/27/2014. (This can be changed in Step 1 of the Properties
Wizard.)
Please explain why you are resetting the review interval by choesing No Revision Mecessary, then

click Save.

i X |:| Document Owner - Hansen, Tom (Accounting Manager); -
Send Notifications To

Title

Post to Discussion Board @ What is this?
[] Make Private (Visible only to me, those selected to receive notifications, and DCAs )
A& Private comments will be visible in the Change Summary.

Save | Cancel
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= [fthe document is obsolete (needs no revision and will no longer
be used), click Options, and then click Archive.

Fixed Asset Control v.1 77 ¥ MarkasRead Create New Version Oplions ~ %0 Qo @o
’ = ~ Publ Make Comment .
J [#]] View Document | Properties Wizard | Overview Status: Approved - Published = | Edtor Tools ~ |

| Archive
MR, pvision Necessary

A discussion window appears for you to explain why you are
archiving the document. Complete the discussion form (see

Working with Document Discussions for details), click Save,
and then click OK.

Please explain why you are archiving the document.

s ™ Document Owner - Hansen, Tom (Accounting Manager); s
| Send Nolificalions To | 0 { -2 ger)

Title

Post to Discussion Board @ what is this?

[] Make Private (Visible only to me, those selected to receive notifications, and DCAs )
A Private comments will be visible in the Change Summary.

| save | Cancel |
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Collaborating on (Helping to Write) a
Document (for assigned writers)

If you've been assigned the writer role, a document owner can assign
you to help write a document. The document owner may assign you to
write all of the document or only parts of it. Or, the document owner may
also just want you to edit the document to check for subject matter
accuracy or grammatical correctness.

When a document owner assigns you as a document's writer and then
submits the document to you, you receive an email notification with the
subject, "Writing collaboration required: "[document title].™ The task is
also added to My Tasks.

1. Do one of the following to open a document you've been assigned
to write:

m Open the task notification email, and then click the document

link.
From: noreply @policytech. com Sent:  Maon 5/20/13 12:50 PM
To: Tawna Gifford
Cc
Subject: Writing collaboration required: “Invoice Billings”

Tom Hansen requires your collaboration in writing "InvoiceEEliIIings".

Click the document title above to open and edit the document.

Notes:

-None-

m Click MY TASKS, and then, in the Collaborate area, click the
document title.
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PN -+ SIS s s | o awns i L0
policytech
. Demo Site

Site: Corporate Headquarters !

= Collaborate in writing the following documents as soon as possible: (4)

Title Date Assigned  Days Elapsed  Date Due  Days Left
[E] Invui%ilings w1 0572012013 o
2 Check\JFom (v.2) 05/2012013 0
£ Account Collections Form (v.1 05/20/2013 ]
[Z]  Bad NSF Checks (v.1 05/14/2013 6

NAVEXai08a-

2. Write the document, or your portion of the document, using any
available Microsoft® Word or Excel® features and any
PolicyTech™ features. See the following topics for detailed
instructions:

Writing a Document (Windows)
Writing a Document (Mac)
Attaching Files and Adding Reference Links

3. When you're finished working on an assigned document, do one of
the following:

m [fyou're not finished writing the document and plan to come
back to it later, click Save and Close.

Invoice Billings v.1 77 “ Finished Wiing  Save m@l}m Options ~ @0 Qo Qo
A [ Edit Document ‘ Properties Wizard | Overview | Edil Quiz | Status: Draft - Collaboration

| Links & ~ | Editor Tools = |

m [f you're finished with your writing assignment, click Finished

Writing.
J @ Edit Document ‘ Properiies Wizard | Overview | Edit Quiz h Titus: Draft - Collaboration (Tres | Editor Tools "L

(Optional) Then, in the Finished Writing window, type
comments for the document owner, and then click Save.

Note: To add what you wrote to this document's discussion board
where all assignees can see it, click Post to Discussion Board
(see Working with Document Discussions for details).

PolicyTech 9.0 User's Guide



Collaborating on (Helping to Write) a Document (for assigned writers) - 301

Finished Writing Q

Comments (Optional)

I completed sctions 1, 3, and 4 as you requested. -

[] Post to Discussion Board @ What is this?

.
S% Cancel |
e ey

In the Results window, click OK. The document is automatically
closed for you.

Action completed successfully.

The following user(s) will be notified:

Writer Finished (Tawna Gifford)
Tom Hansen - Document Owner

All Writers have Completed
Tom Hansen - Document Owner
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Reviewing and Approving a Document

The instructions in the topics below apply only if you have been
assigned as a document reviewer or approver. If a document owner
assigns you as a reviewer or approver or you assigned yourself, (as the
document owner) as a reviewer when creating a new document, you
will be notified by e-mail and in MY TASKS (see Working with My Tasks
for details) when that document is submitted for review or is moved to
the approval stage.

Reviewing a Document

Approving a Document

Reviewing a Questionnaire

Reviewing a Document

If you have been assigned the reviewer role in PolicyTech™, a
document owner can assign you to review a document. Then, when that
document is submitted to review, you receive a task assignment
notification in the form of an email (if you are set up to receive emails
from PolicyTech), and a task is added to your My Tasks list.

1. Toopen adocument you've been assigned to review, do one of the
following:

m Open the task natification email, and then click the document
link.

From: noreply @policytech.com Sent: Wed 5/22/13 11:39 AM
To: Tawna Gifford

cc

Subject: Review required: Year-End Closing”

Tom Hansen submitted "YearD—End Closing” for your review.

Click the document title above to accept, decline, or make revisions to the document.

Notes:

-MNone-

m Click MY TASKS, and then, in the Review area, click the
document title.
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policytect

REPORTS

Site: Corporate Headquarters

Title

PREFERENCES

~ = Review the following documents as soon as possible: (2) —

Date Assigned

[E]

Petty Cash (v.1)

2011/11/21

E

Unsigned or Partial Pay (v.1}

2011711421

Title

~ = Read the following documents as soon as possible and mark |

Date Assigned

Anti-Bribery Policy (v.1)

2012/07/25

m Find and open the document using the | Review option under
My Documents (see Finding a Document You Are Assigned to
Own, Proxy Author, Write, Review, Approve, or Read for

details.)

2. (Optional) If, when you open the document, you see a window like
the one below, go to Reading a Document That Opens Outside of

PolicyTech.

File Information

Click the file below to open it:

&'] Import / Overwrite

Mame

B Income Tax Regulations. pdf

Date Modified

06/24/2013
1:48 PM

-

Note: If you see an alert like the one below, it means that another
user (another reviewer or a document control administrator) is
working on the document in edit mode. You will not be able to revise
the document until the other user finishes and closes the document. If
you want to be notified when the document is available, select Notify
me by email when the document is no longer checked out.
Click OK to clear the warning.
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i ‘\ / ."\

You are in read only mode.

The document is currently checked out by Douglas Johnson in
Corporate Headquarters: Administration.

[] Motify me by email when the document is no longer checked out.

oK

e A

3. Check for and review the following: attachments, notes,
discussions, change summary (see Reviewing Supplementary
Materials for details).

4. Read the document carefully and completely.

Note: If one or more other reviewers have already reviewed a Word
or HTML document and made revisions, you see those revisions,
with each reviewer's changes in a different color text. You can rest
your cursor on (hover over) one of the color-coded changes to see
who made the change and when.

5. To see if other assigned reviewers have revised or declined the
document and their reasons for doing so, go to the Reviewer
Status page of the Overview (see Working with the Document
Overview for details).

Reviewer Status (=

@ Accepted € Declined © Waiting © Skipped @ Not Started @ Unassigned Rationale {Choose a user to display comments. )

| found a small but important problem with the
B Cycle 1 wording of the second paragraph. Please come
see me for details.

B Level 1 - Started on: 02/08/2013

@ Benton, Carol (Environmental Control Manager) - 02/08/2013 12:25 PM
O Lavin, Alice (Manager)

© Thomas, Brad (Director of Operations) - 02/08/2013 12:28 PM

6. Accept, revise, or decline the document. Go to a section listed
below for further instructions.

m Accepting a Document

m Revising a Word or HTML Document

m Revising an Excel Document

m Revising an Uploaded Document

m Declining a Document
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Approving a Document

If you have been assigned the approver role in PolicyTech™, a
document owner can assign you to approve a document. Then, when
that document is submitted or automatically moved to approval, you
receive a task assignment notification in the form of an email (if you are
set up to receive emails from PolicyTech), and a task is added to your
My Tasks list.

Note: If, in addition to being assigned the approver role, you've been
assigned the "Completes Approval Assignments in Bulk" role, you
have the ability to complete multiple approval tasks at once. See
Approving Multiple Documents at Once for details.

1. Toopen adocument you've been assigned to approve, do one of

the following:
m  Open the task notification email, and then click the document
link.
From: noreply @policytech.com sent: Wed 9/25/13 1:10 PM
To: Douglas Johnson (Chief Executive Officer)
Cc
Subject: Approval required: "Propasal’

L5

Tony Potts submitted "Proposal” for your approval.
Click the document title above to accept, decline, or make revisions to the document.
Tony has included these comments regarding changes that were made from the previous

version:
"Updated paragraphs 2 and 5."

Notes:
Updated Text

Includes the updated text you wanted.

m Click MY TASKS, and then, in the Approve area, click the
document title.
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policytec!

DOCUMENTS | MY TASKS (. REPORTS ' PREFERENCES

Site: Corporate Headquarters «

= Approve the following documents as soon as possible: (2)
Title Date Assigne

A Training andETuilion Reimbursement (v.1}) 20111121
[l Travel and rtainment (v.1) 201311114

~ = Read the following documents as soon as possible and mark that you have

Title Date Assigne
[ Minutes - Administration Meeting - 12-06-2011 (v.1) 201112112

m Find and open the document using the | Approve option under
My Documents (see Finding a Document You Are Assigned to
Own, Proxy Author, Write, Review, Approve, or Read for

details.)

2. (Optional) If, when you open the document, you see a window like
the one below, go to Reading a Document That Opens Outside of

PolicyTech.
Click the file below to open it: B Import / Overwrite
Mame Date Modified
- 06/24/2013
] Income Tax Regulations.pdf 1-48 PM

Note: If you see an alert like the one below, it means that another
user (another approver or a document control administrator) is
working on the document in edit mode. You will not be able to revise
the document until the other user finishes and closes the document. If
you want to be notified when the document is available, select Notify
me by email when the document is no longer checked out.
Click OK to clear the warning.

You are in read only mode.

The document is currently checked out by Douglas Johnson in
Corporate Headquarters: Administration.

[] Motify me by email when the document is no longer checked out.

[ ok |
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3. Check for and review the following: attachments, notes,
discussions, change summary (see Reviewing Supplementary
Materials for details).

4. Read the document carefully and completely.

Note: If one or more other approvers have already reviewed a Word
or HTML document and made revisions, you see those revisions,
with each approver's changes in a different color text. You can rest
your cursor on (hover over) one of the color-coded changes to see
who made the change and when.

5. To see if other assigned approvers have revised or declined the
document and their reasons for doing so, go to the Approver
Status page of the Overview (see Working with the Document
Overview for details).

Approver Status (S

@ Accepted @ Declined © Waiting ® Skipped @ Mot Started @ Unassi | Rationale (Choose a user to display comments.)

| found a small but important problem with the
wording of the second paragraph. Please come
see me for details

& Cycle 1
= Level 1- Started on: 2013/11/14
© Gatos, Will (Chief Information Officer) - 2013/11/14 11:17
@ Johnson, Douglas (Chief Executive Officer) - 2013/11/14 11:20
© Jones, Anne (Chief Finance Officer) - 2013/11/14 11:18

< Leonard, Lynn (Director of Education)

6. Accept, revise, or decline the document. Go to a section listed
below for further instructions.

m Accepting a Document

Revising a Word or HTML Document

Revising an Excel Document

Revising an Uploaded Document

Declining a Document
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Approving Multiple Documents at Once

The ability to approve multiple documents at once is available only to
those assigned the "Completes Approval Assignments in Bulk" role.

1. Click MY TASKS.

2. Inthe Approve area, select the check boxes of the documents you
want to approve.

Note: If you don't see check boxes before document titles in the
Approve area, then you haven't been assigned the Completes
Approval Assignments in Bulk role.

r—
DOCUMENTS |WVTASKE(16]| REPORTS | PREFERENCES Welcome Will Gatos | LoG ouT

NAVEX Global

Site: Corporate Headquarters

- Approve the following documents as Soon as possible: (2)

Accept Selected
[ Title Date Assigned Days Elapsed Date Due Days Left
B (4) Bank Account R i (v.2) 12118/2014 0
5] @l 204) Account Collections Form (v.1 11/06/2014 42

f -l Read the following documentis as soon as possible and mark that you have read them: (14)

Title Date Assigned Days Elapsed

DateDue  Days Left

3. Click Accept Selected, and then click Accept.

Buk Editor
| Ghoose Documents (2) L ‘h

Detailed List: Below are the documents that will be affected by your bulk modifications.

Documents Found: 2 Show/Hide Columns ~
Ref# Title Document Owner Status
1 Account Collections Form (v.2) Accounting, DocOwner (Owner) In Approval
4 Bank Account Reconciliation (v.1) Hansen, Tom (Accounting Manager) In Approval

< >
Ciose |

4. (Optional) Type comments about your approval of the documents.
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Comments (Optional)
L @
| |

]
il
L
1]

& i
I 5

Ji
1]
4
4

u

& i
= |

Submit | Cancel

5. Click Submit, and then click OK.

Reviewing a Questionnaire

A reviewer or approver can review a questionnaire that is attached to a
document that he is required to review or approve.

1. Open a document that you are required to review or approve.

2. Youwillbe prompted that there is a questionnaire attached to the
document.

@0 Qo0 Qo

18 In Approval - Approval Attachments | Editor Tools ™

T AaBbc AABE AaBbC | e

] -

3. Click the Questionnaire link to go directly to the questionnaire, to
review it.

4. Review the learning objectives, questions and answers.

5. Click the Questionnaire Settings button at the bottom of the
page.
6. Review the questionnaire settings.
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2. Quiz Settings

Basic Settings Minimum Score to Pass % [* Disable Quiz @ Whatis this?
Quiz i
‘Optional text that will
show at the
beginning of the
quiz. 1024 character(s) left
Randomization @ Show all questions in each learning objective
If you create objectives and questions within them, the system will show ALL the questions you created in the order that you have
them listed
@ Only show one random question per learning objective
If you create objectives and create multiple questions within the objective, the system randomly chooses one of those questions to
ask the employee.
(The goeal is to create several objectives and list several questions under each objective so each time an employee takes a quiz,
they get different questions that test their ing of the each objective )

Quiz Results Questions
© Don't show questions (and disable feedback provided in the questions)
) Show all questions (including feedback if provided in the questions)
© Show incorrectly answered questions (including feedback if provided in the questions)

Answers
7 Show all possible answers
L= Show the user's response
[7] Show the correct answer

4 Questions & Answers | | Save

7. If you do not accept the questionnaire, at the top of the page click
the Options sub-tab, and then click Decline.

Vacation Policy v.1 77 v Accepl X Revise Opfions ™
@0 [@o
| [ View Document | Overview | View Quiz l Status: In Approval - & Dﬁme

Properties | Document Hislory | Reader Status | Links | Security Discussions (0)

8. Click Make Comment and explain why the questionnaire has a
problem that caused you to decline the document.

£ Reminder: Make sure you have reviewed the guiz.
Please explain why you are declining the document.
[ Post to Discussion Board @ what is this?
:. & Decline | Cancel |
A ] i A

9. Click the Decline button to display the Results box. Click OK to
close the box and close the document.
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Action completed successfully.

The following user(s) will be notified:

Approver Finished (Douglas Johnson)
Douglas Johnson - Document Owner

Declined or Revised
Douglas Johnson - Document Owner

[ ok |

Accepting a Document

1. With a document open that you've been assigned to review or
approve, click Accept.

Training Guidelines v.1 77

% Revise Oplions ™

@0 Qo &0

&7 View Document | Overview | Status: In Review - Review
A |

[ | Edilor Tools ™ |

2. (Optional) Type comments about your review of the document.

Comments (Optional)
BmEY9 CIPIx xi 2 2F F E-
Normal [+] | Arial [v]|Fomtsize]v]| B I U & | E = |- A-

Good job. | have no changes.

[] Post to Discussion Board @ Whatis this?

[ © Accept | Cancel |

3. (Optional) To add what you wrote to this document's discussion

board, click Post to Discussion Board (see Working with
Document Discussions for details).

4. Do one of the following depending on what your Accept window
looks like:
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m |f your window looks like the screenshot under step 2 above, the
click Accept, and then click OK twice.

m [f your window looks like the following, type your user name and
password, click Accept, and then click OK twice.

Comments (Optional)

& =9 Dix x|E EIEE
Normal Avrial (Font Size)[v || B u 5 E A -

[l
il
~ @
]
i
1]
N

[] Post to Discussion Board @ Whatis this?

- Sign Here

Username | |

Password | |

@ Accept | Cancsl

L J

Revising a Word or HTML Document

Important: Revising a document sends it back to draft status where
the document owner must restart the review and approval process.
You may want to consider starting a discussion thread first (see
Starting a Document Discussion) to avoid unnecessary process
delays.

1. With a Microsoft® Word or HTML document open that you've been
assigned to review or approve, click Revise, and then click Revise
again to confirm.

Training Guidelines v.1 77 m.—_—‘ [x] W
{r ®0 @0 Qo
- Review

[ View Document | Overiew Status: In Revisy

Properties | Document Hislory | Reader Status | Links | Security Discussions (0)

2. The document is reloaded in edit mode with Track Changes
turned on. Use any available PolicyTech and Word or HTML editor
features to revise the document.

Important: To add a comment to an HTML document, you must
select some text first.
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Note: You cannot turn off Track Changes while revising a
document in review or approval.

3. When you're done working on the document, do one of the
following:

m [f you're finished with your revisions,

a. Click Done Revising.

Training Guidelines v.4 17 v m @0 Qo Qo
Status: \n{gulﬁu R

Finish Late
| @] Edit Document | Overview | LS Links & Attachments ¥ | Editor Tools ™

b. Type a brief explanation or description of your revisions.

Important: You can't move on until you type an explanation.

Briefly explain what changes you have made and why.

I
~ @
O

& =9 Dlx x| E E
Normal Avrial (Font Size)[~ | u 5 E

Fixed several typos.

=
i

1]

N

4

=

4

[] Post to Discussion Board @ Whatis this?

Save | Cancel

c. (Optional) To add what you wrote to this document's
discussion board, select the Post to Discussion Board
check box (see Working with Document Discussions for
details).

d. Click Save, and then click OK.

= If you're not finished with revisions but need to close the
document for now, click Finish Later.

Revising an Excel Document

Important: Revising a document sends it back to draft status where
the document owner must restart the review and approval process.
You may want to consider starting a discussion thread first (see
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Starting a Document Discussion) to avoid unnecessary process
delays.

1. With the Excel® document open that you've been assigned to
review or approve, click Revise, and then click Revise again to
confirm.

Training Guidelines v.1 1’7
@0 @o Qo

[&] View Document | Overview Status: In Revisw - Review

Properties | Document Hislory | Reader Status | Links | Security Discussions (0

2. The documentis reloaded in edit mode. Use any available Excel
and PolicyTech™ features to revise the document.

Important: Consider adding comments to or highlighting any cells
you change so the document owner can quickly see your revisions
without having to compare draft versions.

3. When you're done working on the document, do one of the
following:
m [f you're finished with your revisions,

a. Click Done Revising,

Training Guidelines v.1 ©7 X0 0 (1]

| ] Edit Document | Overview | Status: In Fhiew - Revise in Review Uinks & Afiachments ~ | Editor Tools =

b. Type a brief explanation or description of your revisions,
and then click Save.

Important: You can't move on until you type an explanation.

Briefly explain what changes you have made and why.
& =9 Dix %l i
Normal [+] | Avial []/ (Font Size; ]

Fixed several typos.

Ll
(]
@

B -

B I U 5|=| A

il
i
N
>

[] Post to Discussion Board @ what is this?

S?@ Cancel
\ v
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c. (Optional) To add what you wrote to this document's
discussion board, select the Post to Discussion Board
check box (see Working with Document Discussions for

details).

= If you're not finished with revisions but need to close the
document for now, click Finish Later.

Revising an Uploaded Document

Important: Revising a document sends it back to draft status where
the document owner must restart the review and approval process.
You may want to consider starting a discussion thread first (see
Starting a Document Discussion) to avoid unnecessary process
delays.

1. With the document open that you've been assigned to review or
approve, click Revise, and then click Revise again to confirm.

Training Guidelines v.4 7 v | © {b | o0
] View Document | Overview Status: In Review - Review o

Properties | Document History | Reader Status | Links | Security

2. Inthe File Information window, click the name of the uploaded file.

-

i \
Click the file below to open it: | Import / Overwrite
Mame Date Modified
# | Year En%lusi ng.png gﬁdl ?I,. Téﬂh 3

e -

3. You should now see a Windows® or Mac® system prompt with
options to open or save the file. Click Open.

Note: Your system prompt may look different than the one below,
depending on which operating system and version your computer is
using.

Do you want to open or save Year-End Closing (26_-1).tct (103 bytes) from jim.test.policytech.com?

Open Save | ¥ Cancel
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4. The file opens in whichever program is associated with that file type
in your Windows or Mac settings. Make your revisions, and then
save the file to disk.

5. Backin the File Information window, click Import / Overwrite.

File Information
Click the file below to open it: B Imga!j." Cvenwrite

Name Date Modified
@ Year End Closing.png gﬁ(]Jl '2( Tgﬂ” ’

L "

6. Click Browse (or Choose File on a Mac), find and select the
revised file you saved to disk, and then click Open (or Choose) to
add the file name to the Upload New Document window.

7. Click Upload File, and then click OK.

Upload New Document

Choose a file to ovenarite the existing document.

C:\Users\Public\Documer Br&wse] [ Uplpad File l
Lng”

Or drag afile here to upload it. (Optional)

8. Click Done Revising.

Training Guidelines v.1 77

@0 Qo Qo

[ [ ] Edit Document = Overview | Links & Aftachments | Editor Tooks ¥

9. Type an explanation of the changes you made.

Important: You can't move on until you type an explanation.
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Briefly explain what changes you have made and why.
& @9 DX %k EI=EEF f| -
Normal [v] | Arial [v]| (Fontsize)v| B 7 U & E = =|W- A -
Fixed several typos.
[] Post to Discussion Board @ What is this?
Saye | Cancel
A % S

10. (Optional) To add what you wrote to this document's discussion
board, select the Post to Discussion Board check box (see
Working with Document Discussions for details).

11. Click Save, and then click OK.

Declining a Document

Important: Declining a document sends it back to draft status where
the document owner must restart the review and approval process.
You may want to consider starting a discussion thread first (see
Starting a Document Discussion) to avoid unnecessary process
delays.

1. With the document open that you've been assigned to review or
approve, click Options, and then click Decline.

Vacation Policy v.4 7

(] View Document | Ovenview | View Quiz

Properties | Document History | Reader Status | Links | Security

2. Inthe Decline window, type an explanation of why you're declining
the document.

Important: You can't move on until you type an explanation.
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4, Reminder: Make sure you have reviewed the guiz.

Please explain why you are declining the document.

[ Post to Discussion Board @ What is this?

| © Deciine | cancel |

L8 A

3. (Optional) To add what you wrote to this document's discussion
board, click Post to Discussion Board (see Working with
Document Discussions for details).

4. Click Decline, and then click OK.
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Working with Notification Emails

If you are assigned any task for a document, you will receive a
notification email when it is time to perform that task. You will also
receive notifications if one of your tasks includes a due date and the task
becomes overdue. See Natification Lists below for descriptions of the
notifications you could receive.

Important: You will receive notification emails only if the document
control administrator has both set up PolicyTech™ to send out emails
through your organization's email system and has included your
email address in your user profile. If this is not the case, the task
notifications are posted to the Messages Inbox under My Tasks. See
Using the Messages Inbox for details.

If you receive a notification email, do the following:

1. Find and open the email in your organization's email system. The
notification serves one of the following purposes:

m Tells you what task you've been assigned and the document
you need to perform the task on, as shown in the sample email

below.
From: donotreply @policytech.com Sent: Tue 4/23/13 12:50 PM
To: Daniel Greenwood (Senior Software Support Engineer)
Co
Subject: Required to read: “Fixed Asset Control”

LS

You are required to read "Fixed Asset Control"

Click the document title above to read. To confirm that you have read and understood the complete document click "Mark
as Read".

Tom Hansen has included these comments regarding changes that were made from the previous version:
"This document was updated to align with new tax laws."

Notes:

-Mone-

m Provides you with information about a task assignment or
document you own.
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From: noreply @policytech.com Sent:  Fri8/23/13 12:27 PM
To: Tom Hansen (Accounting Manager)
Cc
Subject: Mo review required: "Vacation Poligy”
]

You are no longer required to review "Wacation Policy” document. The document is no
longer in the review phase.

2. Toopen areferenced document, click the document title.

3. Ifapplicable, perform your task, and then take the appropriate
action to indicate that the task is done. The lists below refer you to
topics with instructions about performing assigned tasks.

Notification Lists

The tables below show what notifications users with each document
role might receive and links to topics that explain how to act on those
notifications.

Note: Each document has an email notification level setting that
controls whether certain types of emails will be sent (see Email
Notification Levels for details). The actions described in the "Sent
When..." columns of the tables below will cause notification emails to
be sent only if those natification types are allowed under the current
notification level setting.

For All Roles

Notification Subject Sent When... Help Topic Link

PolicyTech Tasks A document control Working with My
Summary administrator (DCA) Tasks
has configured
PolicyTech to send
out task summaries to
all assignees on a set
frequency. The task
summary in the email
matches the task list
displayed after
clicking MY TASKS.

[discussion title]: " A user creates or Working with
[document title]" replies to a discussion Document

andincludesyouasa Discussions
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Notification Subject Sent When... Help Topic Link
recipient.

No revision A document that is Not applicable.

necessary: " due for periodic Contact the person

[document title]" review has been named in the
marked "No Revision notification with
Necessary" by a questions or

documentowneror  concerns.
DCA, and you were

includedas a

notification recipient

at the time the

document was

marked.

For Readers

Notification Subject Sent When... Help Topic Link
Required toread: " A document that Reading a Required
[document title]" users are assignedto Document

read is approved and

published.
No longer requiredto  An approved, Not applicable. No
read: "[document required documentis action required.
title]" archived before all

readers have clicked

Mark as Read.

For Writers

Notification Subject Sent When... Help Topic Link

Writing collaboration A document owner or Collaborating on

required: [document  document control (Helping to Write) a

title] administrator assigns Document (for
awritertoa assigned writers)
document.

No collaboration An authorized user Not applicable. No

required: "[document moves adocumentin action required.

title]" collaboration status to

a different status
before all writers have
clicked Finished
Writing. Also sent
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Sent When...

Notification Subject

Help Topic Link

when an authorized
user removes a
writing assignment
from a document.

For Reviewers

Notification Subject

Review required: "
[document title]"

Sent When... Help Topic Link
A document with Reviewing a
assigned reviewers Document

enters the review
status.

No review required: "
[document title]"

An authorized user
moves a documentin
review statusto a
different status before
all reviewers have
completed their
assignments. Also
sent when an
authorized user
removes a review
assignment from a
document.

Not applicable. No
action required.

For Approvers

Notification Subject

Approval required: "
[document title]"

Sent When... Help Topic Link
A document enters Approving a
the approval status. Document

No approval required:
"[document title]"

An authorized user
moves a documentin
approval status to a
different status before
all approvers have
completed their
assignments. Also
sentwhen an
authorized user
removes an approval
assignmentfroma
document.

Not applicable. No
action required.
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For Document Owners

Notification Subject Sent When... Help Topic Link
You have been A document control Creating and Working
assigned toown new administrator assigns  with Draft
documents adocumenttoauser Documents, Working
with the document with Documents in
owner role. Review and Approval,
Working with a
Revised or Declined
Document
[writer's name] An assigned writer Not applicable. No
finished writing: " clicks Finished action required unless
[document title]" Writing. there is only one
assigned writer, in
which case the
"Writer(s) completed”
message is also sent.
Writer(s) completed: " The last assigned Submitting a
[document title]" writer clicks Finished Document for Review
Writing, which

usually means the
document is ready to
be submitted for

review.
Submit for review A proxy author Submitting a
needed: "[document  requeststhata Document for Review
title]" document owner
submit a document for
review.
[reviewer's name] An assigned reviewer Not applicable. No
reviewed: "[document accepts, revises, or action required unless
title]" declines adocument. there is only one
assigned reviewer
and that reviewer
revises or declines the

document, in which
case the "Sent back to
Draft" message is
also sent.

Level [integer] review The lastreviewerofa Not applicable. No
complete: "[document review level accepted, action required unless
title]"
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Notification Subject

Sent When...

Help Topic Link

revised, or declined a
document.

the review level just
completed was the
last and one or more
reviewers revised or
declined the
document, in which
case the "Sent back to
Draft" message is

administrator or
another user with the
document owner role)
sends the document
back to draft status
from the collaboration
(writing), review, or
approval status.

also sent.

Sent to approval: " The last reviewer Not applicable. No
[document title]" accepts the document action required.

after all other

reviewers (if any)

have accepted the

document.
Sentbackto Draft:"  Someone otherthan Creating and Working
[document title]" adocument'sowner  with Draft Documents

(a document control

[approver's name]
reviewed: "[document
title]"

An assigned approver
accepts, revises, or
declines a document.

No action required
unless there is only
one assigned
approver and that
approver revises or
declines the
document, in which
case the "Sent back to
Draft" message is
also sent.

Level [integer]
approval complete: "
[document title]"

The last approver of
an approval level
accepted, revised, or
declined a document.

Not applicable. No
action required unless
the approval level just
completed was the
last and one or more
approvers revised or
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Notification Subject

Sent When...

Help Topic Link

declined the
document, in which
case the "Sent back to
Draft" message is

also sent.
Approved: " The last approver Not applicable. No
[document title]" accepts the document action required.
after all other
approvers (if any)
have accepted the
document.
Document Owner An assigned writing,  Not applicable.
Escalations review, approval, or Contact the
reading task becomes assignees named in
overdue. the notification with
questions or
concerns.

Your "[document
title]" document
expires on [periodic
review due date].

The current date is
the first day within a
document's assigned
warning period for a
periodic review.

Doing a Periodic
Review and Creating
aNew Version

Your "[document
title]" document
expires on [periodic

The current date is
the first day within a
document's assigned

Doing a Periodic
Review and Creating
aNew Version

review due date]. warning period for a

periodic review.
Link update needed: " Aninserted link to Updating Document
[document title]" another PolicyTech Links

document becomes
out of date, such as
when a new version
of the linked
document is approved
and published, or
when itis deleted or
replaced.

Approved version
modified: "[document
title]"

A document control
administrator used
the Edit in Current
State feature to make

Not applicable.
Contact the document
control administrator
named in the
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Notification Subject

Sent When...

Help Topic Link

collaboration, review,
or approval status as
approved, thus
skipping any assigned
writers, reviewers,
and approvers who
have net yet acted on
the document.

changesto an notification with
approved document.  questions or
concerns.
Document A document owner or  Not applicable.
replacementintent:" document control Contact the document
[document title]" administrator has owner or document
created adocument  control administrator
and set it to replace named in the
one or more other notification with
documents with a questions or
different owner. concerns.
Setas Approved: " A document control Not applicable.
[document title]" administrator sets a Contact the document
document in the draft, control administrator

named in the
notification with
questions or
concerns.

For Proxy Authors

Notification Subject

Sent When...

Help Topic Link

You have been
assigned to proxy
new documents

A document owner or
document control
administrator assigns
a user to a document
as a proxy author.

Creating and Working
with Draft
Documents,

Requesting a
Document Review

(Proxy Author)

For Managers

Sent When...

Notification Subject

Document Owner
Escalations

An assigned writing,
review, approval, or

reading task becomes

overdue.

Help Topic Link

Not applicable.
Contact the
assignees named in
the notification with
questions or
concerns.
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For Document Control Administrators

Notification Subject Sent When... Help Topic Link
The documentowner A documentcontrol ~ "Reassigning
[document owner's administrator deletes Document Owners" in
name] has been adocumentowner or the Administrator's
deactivated or removes the Guide

changed positions. document owner role

assignment for a user
with currently owned,
active documents.
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Updating Document Links

When a document in PolicyTech™ is changed in any of the following
ways and that document is linked to from one or more other documents,
the owners of those other documents containing the links are notified
that the links need to be updated.

m A new version of the linked document is published.
m The linked document is deleted or archived.

If you're a document owner with links that need updating, a notification
is posted to the MY TASKS page (see Working with My Tasks). Itis
also sent via your organization's email system if a document control
administrator has set up PolicyTech™ to use that functionality (see
Working with Notification Emails). Otherwise, it is also sent the
Messages Inbox (see Using the Messages Inbox). If you haven't
already used one of these notifications to update the links, you'll see a
message informing you that you need to update links as soon as you
open the document containing those links. The instructions below are
for updating links from any of these notifications.

Updating Links from My Tasks

1. Click MY TASKS, and then go to the Links section. What you see
in the Links section depends on what action was taken to cause the
link to become outdated. If the linked document was replaced by a
new version of that document or by a different document, you will
see a task similar to the following with the Accept Link and
Change Link options.

policy

Tasks

Periodic Review In Progress (1)
Title New Version In Progress Status Due for Review  Days Remaining
Check-In Form (v 1) Check-In Form (v 2) Draft

- = Links need to be updated on the following documents: (1)
Title: Current Link New Link Change Reason | Action
Job Description - Chief Executive M Reporting M. Reporting New Version @ Accept Link
Officer (v 1) (w.1) x2) © Change Link

If the linked document was deleted or archived without being
replaced, the task will look similar to the following.
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REPORTS = PREFERENCES Welcome Carol Benton | LOG ouT

Demo Site

policytec!

Site: Corporate Headquarters

~ Periodic Review Not Started (6)
Title Due for Review Days R
Cleaning Checklist (v.1

Job Description - Environmental Control 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

o | ) |

( Periodic Review In Progress (0)

- = Links need to be updated on the following d : (1)
Title Current Link New Link Change Reason Action
4 Environmental Protection (v.1) Workplace Safety (v.2) Document Archived D Change Link |
NAVEX io8ar-

2. PolicyTech automatically updates links to documents that were
replaced by a new version or by a different document, but you are
given the option of accepting the updated link (Accept Link) or
manually changing the updated link to a different document
(Change Link). If the linked document was deleted or archived
without being replaced, your only option for completing the task is to
manually take care of the now invalid link (Change Link).

In the Action column, take one of the following actions:

m Click Accept Link, and then, in the Update Links window,
click Update Links.

Update Links {Cash Receipts) o
The links to the following documents all need to be updated. Check all that apply before selecting update More ¥
Current Link New Link Change Reason Inserted

Cash Drawers (v.2) Cash Drawers (v.3) New Version Yes
(& Up%’nkﬁ Cancel |
L. ) vy

m Click Change Link to open the document, and then, in the
Update Links pop-up, click Close. Find the link in the
document and then either delete the link and any text referring
to it or replace it with a link to a different PolicyTech document.
Replacing a link is best accomplished by deleting the link and
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then inserting a new one (see Inserting a Link to an Existing
Document for details).

Note: It may take a few seconds for the Update Links pop-up to
appear.

Update Links {(Environmental Protection)

This document has links that are outdated.

If you wish to change the links, you may remove them from the document or change
them.

For details on which links need to be accepted or changed click here.
Clpse
L &7 A

3. Close the document.

Updating Links from a Notification Email

1. Open the natification email. What you see in the body of the email
depends on what action was taken to cause the link to become
outdated. If the linked document was replaced by a new version of
that document or by a different document, you will see a notification
similar to the following.

From: noreply @policytech.com Sent: Wed 10,/2/13 8:52 AM
To: Carol Benton
Cc
Subject: Link update needed: "Environmental Protection (v.1)"
Eal

"Workplace Safety (v.1)" was replaced by "Workplace Safety (v.2)" and has thus been archived.

The link in "Environmental Protection (v.1)" was automatically updated to link to "Workplace Safety
v.2)"

Click your document title above to accept or change the link.

If the linked document was deleted or archived without being
replaced, you will see a notification similar to the following.
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From: noreply@policytech.com Sent: Wed 10,2/13 8:44 AM
To: Carol Benton

Cc

Subject: Link update neaded: "Enwironmental Protection (v.1)"

in)

Workplace Safety (v.1) was archived and not replaced by a new version or another document.
There is at least one link to this document in "Environmental Protection (v.1)" that is no longer
valid.

Click your document title above to change or remove the invalid link.

2. Click the title of the document containing the automatically updated
orinvalid link.

3. Inthe Update Links pop-up, click click here.

Note: It may take a few seconds for the Update Links pop-up to
appear.

Update Links (Link Test Document containing links)

This document has links that are outdated.

To complete this task, links to archived or deleted documents will need to be changed.

If you wish to change the links, you may create a new version of the document and
change them (or the DCA may edit the document in current state).

For details on which links need to be accepted or changed clicl_:ghere_

Close

b A

4. Do one of the following, depending on whether the linked document
was replaced or not.

m [fthe linked document was replaced by a new version or by a
different document, you'll see a window similar to the one
below. Click Update Links to accept the automatic link update,
and then close the document.

PolicyTech 9.0 User's Guide



332 - Updating Document Links

Update Links (Cash Receipts) 0
The links to the following documents all need to be updated. Check all that apply before selecting update More ¥
Current Link New Link Change Reason Inserted
Cash Drawers (v.2) Cash Drawers (v.3) New Version Yes

(] Updatq! inks | Cancal
L.

= [fthe linked document was deleted or archived without being
replaced, you'll see a window like the one below. Because the
link could not automatically be updated, you must take care of
the invalid link manually. Click Cancel, find the link in the
document, and then either delete the link and any text referring
to it or replace it with a link to a different PolicyTech document.
Replacing an invalid link is best accomplished by deleting the
link and then inserting a new one (see Inserting a Link to an
Existing Document for details).

Update Links (Environmental Protection)

The links to the following documents all need to be updated. If you wish to change the links, you may remove More ¥

Archived or deleted links with no suggested replacements {read instructions above)
Workplace Safety (v.2)

Cancel |

5. Close the document.
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Working with Document Discussions

The Discussion Board provides an area in each document where all
those who work on it or have permission to access it can make
comments and carry on a discussion about that document without
rejecting it or sending it back to draft. This can streamline the publishing
process by reducing the number of review cycles.

See the following topics for help with using discussions:

Starting a Document Discussion

Viewing and Replying to a Document Discussion

Who Sees Document Discussions?

Starting a Document Discussion
To start a discussion,
1. Inan open document, click the discussion (speech balloon) icon in
the upper right corner.

I | @4 [0 1

Status: Approved - Published Attachments | Editor Tools

2. Click Create New Discussion.

The appearance of the Create New Discussion window depends
on your assigned role and the document's workflow status. If you
are the document owner, an assigned proxy author, or a document
control administrator, you will always see the following window.
You will also see the following window if you are an assigned writer,
reviewer, or approver, and the document is in the draft,
collaboration, review, or approval status. If you see this window,
continue with step 3.
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Create New Discussion DHelp O
~
v

e — Document Owner - Hansen, Tom (Accounting Manager);

*
1]
+
i

4 a -
I U &5

& ®=

[--]
0
il
1]

3
9

<]

TIUE‘
[[] Make Private (Visible only to me, those selected to receive notifications, and DCAs.)

Save | Cancel

If you are not the document owner, an assigned proxy author, or a
document control administrator, and the document is in the
pending, published, or archived status, you may see the following
window, which does not include the option to select notification
recipients. In this case, the discussion is automatically marked
private and will be viewable only by the document owner, assigned
proxy authors (if any), and document control administrators. If you
see this window, you can skip to step 6.

Note: The ability for readers to send public messages in the pending,
published, or archived status is controlled by a document setup
preference which the document control administrator can change.

Create New Discussion OHelp O

B & & =
| | M I us

H|
Hl

] i
[--]

Title
This will only be visible to you, those selected to receive notifications, and DCAs.

Save | Cancel

3. (Optional) If you want to send notifications to make certain users
aware of the new conversation, click Send Notifications To, and
then click Writers, Reviewers, Approvers, or Other Users.
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Note: Selecting a user does not change that user's permission to
access the document in any way. If the added participant can already
access the document by virtue of an assigned role or permission, that
user will be able to open the document and see the new discussion. If
the user cannot currently access the document, the user still receives
an email notification with the discussion's original text and a link to the
document, but clicking the link goes to an "access to resource denied"
message.

4. Do one of the following:

m [f you selected Writers, Reviewers, or Approvers, select the
check boxes for the users you want to notify, and then click OK.

Note: If no users appear in the Writers, Reviewers, or Approvers
tab, then no one has been assigned that role for this document.

o o

Wiiters | Reviewers | Approvers | Other Users

=] Corporate Headquarters
J ohnson, Douglas (Chief Executive Officer)

OK

m [f you selected Other Users, find users by department, by job
title, or by searching for a user's name. Select the users you
want to notify, and then click OK.

PolicyTech 9.0 User's Guide



336 - Working with Document Discussions

Recipients Q

Wi | R | oo | Ober s |

Site| Corporate Headquarters | e |

Departments | Job Tifles | Users | Selected Users Contents
e | Search Users |

Select Users by typing their name or switch the tab to
Department or Job Titles.

Shift+Click selects a span of checkboxes. @ More Shortcuts

[ ok |

5. (Optional) Notice that the document owner's name (and the proxy
author's name, if one is assigned) appears in the recipient list
preceded by a check box. The document owner will not be notified
by default. If you want to include the document owner, select the

check box.
Create New Discussion OHelp O
‘Send Notincations To | Document Owner - Hansen, Tom (Accounting Manager); :

B & [ = x|

| I ]| = = |- A-

6. Type a message.

Create New Discussion OHelp O
B [ ~ \ Document Owner - Hansen, Tom (Accounting Manager); : ‘
¥ OB ®B9 VDI uE EIZEZES D

|Nom1al ||Anal H(FuntSizeJ“ B I U & |E| = =% - A-

This is the document we discussed in last staff meeting. Please push this through as quickly as possible
Title ‘This is the document we discussed in last staff meeting. Please push t
[[] Make Private (Visible only to me, those selected to receive notifications, and DCAs.)
“Save | cancel )
1 4
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7. (Optional) Notice that the first 70 characters of the message are
copied into the Title box. You can change the title text.

8. (Optional) By default, the new discussion will be accessible to
anyone who can access the document. To restrict who can see the
message to only those you select as recipients, the document
owner, assigned proxy authors, and document control
administrators, click Make Private. (See Who Sees Document
Discussions below for details.)

Bank Account Reconciliation v.3 77 a | |
@4 [Fo 1
View Document | Properties Wizard | Overview Status: Approved - Published
Properfies | Document History | Wiiler Status | Reviewer Stalus | Approver Stalus | Reader Status | Links | Security Discussions (1)

Discussions (=

Collaborate on the document through the discussion board. Click 'Create New Discussion’ to create a new discussion. Specify which assignees
should receive nofifications for the discussion. Click a discussion's title to reply fo a discussion, then click 'Post Reply”.

Title <. Posts User Status Vigibility ~ Last Past

This is the document we discussed in last staff meeting. Please push t 1 Johnson, Douglas  Approved  Public 06/28/2013 10:27 AM

Create New Discussion

Viewing and Replying to a Discussion

You can view a discussion in an email notification or from within a
document.

Viewing a Discussion in an Email Notification

If you are set up to receive email notifications within PolicyTech™, you
will receive an email whenever someone includes you as a recipient
when creating or replying to a discussion. The email includes the
discussion text and a link to the document containing the discussion.
To reply to the discussion, click the document link, and then follow the
steps under "Viewing a Discussion in a Document" below, starting with
step 2.

Note: If you are not set up to receive email, click MY TASKS, click
Messages, and then click Inbox to view discussion notifications.

Viewing a Discussion in a Document
1. Open the document containing the discussion.
2. Do one of the following:

m Click the discussion (speech balloon) icon in the upper right
corner.

PolicyTech 9.0 User's Guide



338 - Working with Document Discussions

ark as Read  Report Incident  Options ~ @4 Qo .ﬁ,

Status: Approved - Published

-

Aftachments | Editor Tools ¥ |

m Click Overview, and then click Discussions.

Bank Account Reconciliation v.3 71 ¥ Markas Read ReportIncident Options ~

@4 Jo Q1
d View Document ‘ Properties Wizard | Overview | Status: Approved - Published
Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security |Dlsm@sinm£1! J
4
Properties (=

Current | View overview on approved date (03/05/2012) ﬂ

3. Click the discussion title.

Paid and Unpaid Time Off v.1 77 ¥ Markas Read Report Incident  Options ~
«0 Ho Q1
i View Document | Overview | Status: Approved - Published

Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (1)

Discussions ()

Collaborate on the document through the discussion board. Click ‘Create New Discussion' to create a new ion. Specify which
should receive notifications for the discussion. Click a discussion's fitle to reply to a discussion, then click 'Post Reply'.

Title - Posts User Status Visibility  Last Post

Is the infurmaﬁo%abumlakmg leave to take care of a sick relative 2 Aguiar, Janice Approved Private 06/24/2013 11:38 AM

Create New Discussion |

4. If youwantto respond to the discussion, click Post Reply.

Title: Does anyone know if this version includes Janet's suggested changes?

. Document Owner - Breen, Damen (Personnel Manager); -
| Participants | |~ N
'\ ' |Gifford, Tawna (Accounts Receivable Clerk); i
Tawna Gifford 06/28/2013 10:34 AM +
Does anyene know if this version includes Janet's sugg d ch ?

|: SR o ) Notify Me of Replies @

5. (Optional) If you are the discussion creator or a document control
administrator, you will see the Participants button and list. To add
or remove a participant, click Participants, click a tab, select from
the available participants, and then click Save.
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Title: Does anyone know if this version includes Janet's suggested changes?

Document Owner - Breen, Damen (Personnel Manager); -
Gifford, Tawna (Accounts Receivable Clerk); -

Parﬁ@m.%

Tawna Gifford 06/28/2013 10:34 AM -

Does anyene know if this version includes Janet's suggested changes?

6. Type areply, click Save, and then click Close.

Note: Anyone included as a notification recipient in the original
discussion will also be notified of the reply.

The following users will be notified of this reply:
Douglas Johnson, Darren Breen

Reply

Ye=s, we got those changes in during the last review. -

S@e Cancel

Who Sees Discussions?

A discussion can be created within any particular document. Which
users are allowed to view and participate in a discussion depends on
several factors, including the document's current status and users'
ability to access the document by virtue of their assigned roles and
permissions.

All Discussions

For any particular document, those with the following roles have access
to and complete control over all of that document's discussions:

= Any document control administrator assigned to the site containing
the document
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m The document's owner

= A proxy author assigned to the document
This control includes the ability to do the following:

m Create new discussions

m Select any other user as a discussion participant

Note: Selecting a user does not change that user's permission to
access the document in any way. If the added participant can already
access the document by virtue of an assigned role or permission, that
user will be able to open the document and see the new discussion. If
the user cannot currently access the document, the user still receives
an email notification with the discussion's original text and a link to the
document, but clicking the link goes to an "access to resource denied"
message.

= View and participate in (reply to) all discussions, including those
marked private, in any workflow status (draft, collaboration, review,
etc.)

m Change a discussion's security level from private to public and from
public to private

m Delete any discussion

Public Discussions for Documents in the Draft,
Collaboration, Review, and Approval Statuses

Discussions function differently in the statuses before a document is
approved (draft, collaboration, review, and approval) than they do in the
post-approval statuses (pending and published). What users can do
with a document's discussions in the earlier statuses also depends on
whether or not they are assigned a task to write, review, or approve the
document.

Note: For details on what assigned document owners and proxy
authors can do with discussions, see All Discussions above.

A document's assigned writers, reviewers, and approvers can do the
following with that document's discussions:

m Create new discussions
m Select any other accessible user as a discussion participant
Note: Selecting a user does not change that user's permission to

access the document in any way. If the added participant can already
access the document by virtue of an assigned role or permission, that
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user will be able to open the document and see the new discussion. If
the user cannot currently access the document, the user still receives
an email notification with the discussion's original text and a link to the
document, but clicking the link goes to an "access to resource denied"
message.

= View and participate in all public discussions created in the
assigned document while it is in any accessible workflow status

m Change a discussion's security level from private to public and from
public to private

m Delete a discussion that that user created

Document owners, writers, reviewers, and approvers can also do the
following with any unrestricted document they are not assigned to while
the document is in any accessible status:

m Create new discussions that only a document control administrator
and the assigned document owner and proxy authors can see.

= View and participate in a discussion that that user created. In other
words, unassigned document owners, writers, reviewers, and
approvers cannot view any discussions created by anyone else and
cannot remove default participants or select additional participants.

For example, a user assigned the reviewer role can see all unrestricted
documents (those assigned the All Users security level) while they are
in the review status. This includes unrestricted documents the user is
not assigned to review. In an unrestricted document, an unassigned
reviewer can create a new discussion that automatically includes only
the assigned document owner, any assigned proxy author's, and any
document control administrator with access to that document.

Public Discussions for Documents in the Pending
and Published Statuses

After a document is approved, writers, reviewers, and approvers
assigned to that document can see all public discussions, including
those created in the draft, collaboration, review, and approval statuses.

Note: For details on what assigned document owners and proxy
authors can do with discussions within pending and approved
documents, see All Discussions above.

The following users can see a document's discussions created in the
pending and draft statuses but cannot see those created in the
collaboration, review, and approval statuses, unless they were added
as a participant in one or more of those discussions:
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m Writers, reviewers, and approvers who are not assigned to the
document

m Allreaders, including those assigned to the document

Private Discussions

When a document discussion is marked private, only those explicitly
selected as recipients, a document control administrator, the document
owner, and any assigned proxy authors can view the discussion.

Note: If selected recipients are removed from the recipient list for a
private discussion, they will no longer be able to see that discussion,
even if they previously contributed to it.

Discussion Notifications

If a document control administrator has set up PolicyTech™ to send out
email notifications using your organization's email system, emails will be
sent to selected or default participants each time a discussion is created
or replied to.

Note: When a user doesn't have the option to select participants, the
default recipients who receive email notifications are the document
owner, any assigned proxy authors, and any document control
administrators with administrative permission for the document's site.

Itis important to understand that email notification for a discussion has
nothing to do with whether the recipient has access to the document
containing the discussion. If a user without the role or permission
necessary to access a document is included as a discussion recipient
and receives an email naotification, that user can open the email and see
the text from the discussion, but clicking the document link will resultin a
message saying that access to the requested document is denied.
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Managing Department Reader Assignments

If you have been assigned the manager role for one or more
departments, you can view and change reader assignments for the
documents and readers within those departments.

Use the Properties Wizard to assign and unassign required readers
for a document. If you assign a user who was not previously assigned, a
reading task will be sent to the user. If you unassign a user who was
previously assigned, that user's reading task for the document will be
deleted.

1. Open a published document assigned to your department.
2. Click Properties Wizard.

Conflict of Interest Policy v.1 77 @0 0 &3

| [] View Document | Properties Wizard = Overview | Status: Approved - Published Links & Attachments | Editor Tools =

0 | O g R
Insert  Pagelayout  References

E
i &

A A A

W

&7 -

3. Analert appears warning you that the changes you make will take
immediate effect on the document. Click OK.

Warning: Changing properties here will immediately modify those
properties on the approved document.

0K

4. The currently selected required readers for this document (if any)
are listed in the Selected Users box. To make changes to the
required readers, do one of the following:

= Inthe Departments tab (displayed by default), click your
department, select or click to clear check boxes, and then click
OK.
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Bank Account Reconciliation v.3 17

i'. (] View Document | Properties Wizard | Ovenview l

Status

(oo

* =Required ‘ Site | Corporate Headquarters

1. Readers

(Departments |[(1o0 Tites | Readers |

Step Instructions:
Readers selected will
receive email and task
notifications to read the
document after the
document is approved.

(1] Al:c%nﬁng

Available Users Q

@ [V] Cash, Jordon (Accounts Payable Clerk)
@ [¥] Hansen, Tom (Accounting Manager)
@ [ Hill, Maria (Receiving)

@ [7] Holmes, Lucille (Accountant)

@ [v] Packer, Mary (Accountant)

@ [¥] Schram, Johanna {Accountant)

® %Wnu, Josh (Accountant)

”~ o
| ok |

e

m Click Job Titles, and then click a job title. Select or click to clear
check boxes, and then click OK.

Bank Account Reconciliation v.3 77

i'. View Document | Properies Wizard | Overview l

-

Status

[ 2L " = Required ' Site | Corporate Headquarters
1. Readers P -
[ Depariments ]| Job Titles |( Reanm]
Readers selected will (1) ing Manager
receive email and task @ Accounts Payable Clerk

notifications to read the @ Accounts R
document after the I
document is approved. @ Receiving

Step Instructions: ® ntant

(=] p
@ Chief Informg Available Users x ]

@ [7] Holmes, Lucille (Accountant)
@ [¥] Packer, Mary (Accountant)

n Schram, Johanna (Accountant)
® %Wno, Josh (Accountant)

rs ™
| ok |

|

m Click Readers, and then select or click to clear check boxes.

Selected Users o

‘ Due on Date Interval ~

Slnns = uired .
iz 5“1!| Corporate Headquarters | i ‘
1. Readers (rm—
Job Titles | Readers |
Step Pl ‘ Search Readers
Readers selected will Corporate Headquarters
T e e @ [] Cash, Jordon (Accounts Payable Clerk) Depariment. Administration
notifications to read the @ [ Gifford, Tawna (Accounts Receivable Clerk) Department: Human Resources
IR @ ] Hansen, Tom (Accounting Manager) "
o e @ [/ Woo, Josh (Accountant) Hansen, Tom (Accounting Manager)
document is approved. % . Woo, Josh {Accountant)
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5. (Optional) In the header at the top of the Selected Users list, orin
each level header if there are multiple levels, you can see if a due
date has been set for reading this document. The three possible
due date settings are No Due Date, Due on Date Interval, and
Due on a Specific Date. Click Due on Date Interval or Due on
a Specific Date to see the setting details, and then click OK when
finished.

Notes:

m  While you can view due date details, you cannot change them.
= For an explanation of the due date settings, see Setting a Due
Date for a Reading Task.

Due Date for Level1

Mo Due Date
® Due on Date Interval
Due on a Specific Date

Date Qptions

Due 5 days after user is assigned this task @

| Warn 1 days before due date @

Due Date for Level1

Mo Due Date
Due on Date Interval
® Due on a Specific Date

Date Qptions

QR Target Due Date: | 09/15/2014] ©

| Warn | 5 days before Target Date @

| Make this critical on| 09/17/2014| @

OK

b A

6. Click Save, and then close the document.

Viewing the Status of Reader Tasks

To see which users have and have not completed their required reading
tasks,

1. Open a published document assigned to your department.

2. Click Overview, and then click Reader Status.
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Bank Account Reconciliation v.3 17 ¥ Markas Read Opfions ™

@4 o g1
| View Document | Properties Wizard | Overview L Status: Approved - Published
Properties | Document History IM%%M | Links | Security Discussions (1)
A

| Properties (&

Current | View overview on approved date (03/05/2012) H

Business Title

Demo Site

The Reader Status window will look similar to the one below, with
a list of required readers with icons before their names indicating
whether or not they have read the document.

Conflict of Interest Policy v.1 77 ¥ MarkasRead Options

@0 o o
] \ﬁewDucumenl Properties Wizard | Overview L Status: Approved - Published
Properties | Document History | #iéader SEaiiE | Links | Security Discussions (0)

Reader Status [

Read © Incomplete ® Skipped @ Not Started @ Unassigned Rationale (Choose a user to display comments.)

Page 1 of 1 (8 items) 1
User (Job Title) Date

Rev_ #
@ Cash, Jordon {Accounts Payable Clerk) -
Gifford, Tawna (Accounts Receivable Clerk)  1/9/2013 v.1.0
Hansen, Tom (Accounting Manager) 1/9/2013 v.1.0
© Hill, Maria (Receiving)
& Holmes, Lucille {Accountant)
© Packer, Mary (Accountant)
© Schram, Johanna (Accountant)
Woo, Josh (Accountant) 1/8/2013 vi0

Page 1 of 1 (8 items) 1

* = Completed by proxy

3. When finished checking reader status, close the document.
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Generating Reports

PolicyTech™ includes many reports that let you check the status of and
statistics about documents and users. There are three main types of
reports—personal, management, and administrative. You can find
report descriptions and instructions on how to use each report in the
Reports Supplement.
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Document Research

Inthe DOCUMENTS window directly below the Personal Items menu
is the Research menu, which gives you access to the PolicyShare™
service.

Notes:

m The PolicyShare option is available only if you've been
assigned as a document owner or document control
administrator (DCA).

m This feature is enabled by default, but your DCA may have
disabled it.

policyrech

H New Document ~ [ =R

All Documenis
Arrange by:
My Documents Status El m—
! Own < Add Custom .
| Praxy
; @ [All Documents] - @]
| Write @ Draft &
| Review @ Collaboration h
@ Review - []
| Approve @ Approval - &
| Read @ Pending - &
 Published @
Favorites - @
Recent Documents A %
T -
PolicyShare™ . @

PolicyShare is a location where anyone can find or share policies and
procedures. Many organizations have already uploaded hundreds of
documents, greatly easing the new policy and procedure writing
process. PolicyShare also serves as a forum to discuss and get
answers to policy and procedure management issues.

1. Inthe Research menu, click PolicyShare™.
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policy

Tools Support About My Account

Forum

Documents

Home

@@ policyshare”  Search Docs N Welcome to PolicyShare  Log In

POLICIES & PROCEDURES Al free Leannoe BTSS0S 1S W o
MANAGING

YOUR
/. Search $ Share ,1. Speak POLICIES & PROCEDURES

Quickly and easily find Upload your policies Get questions i
FREE Policies & and procedures and answered and share s
share with the world valuable insight

All Documents

My Documents

Favorites

Recent Documents

PolicyShare™

Procedures from

professionals like through the forums . i

yourself Learn more about PolicyTech's ]
Policy & Procedure Manager

EEE—
T g T g - ——
Watch Video

Most Popular Documents - View More

1:1 Observation/Consta. .

Utah State Hospital In__.
Daily Download Average: 0.03

Seattle Police Deparim. .
Daity Download Average: 0.03

Warehouse Procedures M.__
Daily Download Average: 0.05

Dally Download Average: 0.51

4 Most Recent Document Submissions - View All Documents
m 3

«

2. Tolearn more about what PolicyShare has to offer, click a blue
button.

3. Tostart using PolicyShare, click Log In, and then click Create New
Account.

policy

Home Documents Forum Tools Support About My Account

All Documents

My Documents @ policyshare”  Search Docs [N Welcome to PolicyShare LogIn

Login

Favorites
Recent Documents User Name or Email:

Password:

PolicyShare™ Forgot Login
If you do not have an account yet,
sign up FREE: |[Create New Account

Copyright Notices | Privacy Policy | Terms of Use | Take Down MNotice

Copyright ® 2011-2013
Policy Technologies Inc.

4. Inthe Register New Member Account form, type a user name,
your email address, and a password (twice).
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Home Documents Forum Tools Support About My Account

@ policyshare”  Search Docs ] Welcome to PolicyShare Log In

Register New Member Account

User Name:

Email:

Password: reglmmurﬁee

account

Terms of Use

TS

PolicyShare™ Web Site Terms of Use
1. INTRODUCTION

Welcome to the PolicyShare™ web site, which is owned and operated by Policy Technologies
International, Inc. ("PolicyTech”), the developer and retailer of the software application, Policy &
Procedure Manger®. PolicyTech is the access provider and administrator (the "Provider”) of the
PolicyShare™ web site and some proprietary design and page content. The aggregated web site
content comprises licensed contributions by interested parties of shared policies and procedures

...................

View Large Version of Terms of Use
[C] 1 have read, understood and | agree to abide by the PolicyShare™ Terms of Use.
Subscribe me to the mailing list.
| want to learn more about the Policy & Procedure Manager® Software.

Create Account

We do not share any personal information with any other 3rd party entity. We take privacy seriously.

Copyright Notices | Privacy Policy | Terms of Use | Take Down Notice

Copyright @ 2011-2013
Policy Technologies International. Inc.

5. After reading the terms of use, select | have read, understood
and | agree to abide by the PoicyShare™ Terms of Use, and
then click Create Account.

6. Check your email periodically for an email address verification
message. When you receive it, click Verify Email Address. You
will see a message telling you that your email address has been
verified.

7. ClickLog In, type your user name (or email address) and your
password, and then click Login.
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Using Optional Advanced Features

The following features are available only if they've been enabled. Ifin
doubt, contact your document control administrator.

Working with the Public Viewer

Using Case Management Integration Features

Exporting Documents

Changing Reader Task Status as Proxy

Using Third-Party Contact Features

Working with the Public Viewer

Important: The features described in the sections that follow are
available only if your organization has purchased and enabled the
Public Viewer module.

Using Case Management Integration Features

Important: The features described in the sections that follow are
available only if your organization has integrated PolicyTech™ with
EthicsPoint Case Management or IntegriLink.

As a Case Manager

As a Reader

As a Questionnaire Creator

Using Case Management Integration as a Case
Manager

Important: This feature is available only if your organization has
integrated PolicyTech™ with EthicsPoint Case Management or
IntegriLink.

If the PolicyTech™ document control administrator has assigned you
the case manager permission, you have the ability to request that any
published document you have access to be updated.

To request that a document be updated,
1. Open the published document.
2. Click Request Update.
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@1 Q1 @1

Account Collections Form v.2

[x1]| View Document | Overview Status: Approved - Published Attachments | Editor Tools ~

[will S AN LR NS
Home | Insert  Pagelayout  References  Mailings  Review  View | Design 28
2 9 ugsca AaBbC ambca | PA | B

= |}z o - Change | Editing
’ - Styles =

Layout

Ea
Paste > B J U -k x, X L4 A

Clipboard & Font Paragraph Styles

3. Inthe Request Update window, type a description of what needs
to be modified. Notice that the first 70 characters you your
description are automatically added to the Title box.

Note: An update request is posted as a discussion in the document.
For additional information about discussions, see Working with
Document Discussions.

Please include a clear description of what needs to be modified. This request will be posted to the Discussion
Board, and the Document Owner will be assigned the task to review the proposed update.

" [] Document Owner - Hansen, Tom (Accounting Manager);
Send Notifications To i

Page Z: Please update the contact info in the 3rd paragraph for the new HR

director.

Page 5: The incident hot line phone number has chanaged. Please update in the
table.

Title Page 2: Please update the contact info in the 3rd paragraph for the ne

Make Private (Visible only to me, those selected to receive notifications, and DCAs.)

Save Cancel

4. (Optional) In the Title box, replace the default text with a title.

5. (Optional) When you save this request, the document owner will be
assigned a taskin MY TASKS that includes the request update
description. If you'd also like to send the document owner an email
notification, select the document owner in the Send Notifications

To box.

6. (Optional) To send the notification email to other users assigned to
this document, or to any PolicyTech user, click Send Notifications
To, click the Writers, Reviewers, Approvers, or Other Users
tab, and then do one of the following:
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m [fyou selected the Writers, Reviewers, or Approvers tab and
users are displayed, select one or more users.

m [fyou selected the Other Users tab, find and select users by
searching for them or by department or job title.

Once you've selected all the recipients you want to include, click
OK.

7. (Optional) By default, your request is seen only by the document
owner and any users you select. If you want all users who have
access to this document to see the update request, deselect the
Make Private option.

8. Click Save.

Using Case Management Integration as a Reader

Important: This feature is available only if your organization has
integrated PolicyTech™ with EthicsPoint Case Management or
IntegriLink.

When case management integration is enabled, you have the option of
reporting an issue or allegation from a document you're reading. For
example, if you're reading a document about the harassment policy and
you know of an incident that violated the harassment policy, you could
report the incident before closing the document.

In an open published document, click Report Incident. An incident
reporting form opens in a separate browser window for you to fill out.

Account Collections Form v.2 v | | @1 @1 Qi

[#1] View Document | Overview Status: Approved - Published Attachments | Editor Tools ~

) =y Bl @

daBbCcl AaBb( AaBbCc

Styles

Using Case Management Integration as a
Questionnaire Creator

Important: This feature is available only if your organization has
integrated PolicyTech™ with EthicsPoint Case Management or
IntegriLink.

When you, as a document owner, add a questionnaire to a document,
you have the option of having PolicyTech create a case in EthicsPoint
Case Management or IntegriLink each time a reader selects a specific
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answer or types an answer to an open-ended question. You can tie a
single answer or multiple answers to a single case.

1.

In a questionnaire, start to add or edit a question (see Adding

Questions and Answers or Changing a Questionnaire for detailed

instructions).

Important: You must have provided at least the minimum amount of
information (question text, answer text, and answer type, for
example) for the type of question you've selected before you can
enable case creation.

2. Do one of the following:

m [fthisis a multiple choice, true/false, or yes/no question, to the
right of an answer click Options, and then click Case Creation.

Question Type

Question

Answers

Feedback
(Displays after taking
guestionnaire. )

Learning Objective

Multiple Choice ¥ | & Changing this will delete your answers and any sub questions.

Select the number of years you have been in your current position.

958 character(s) left

Only one answer is correct  '®' Any answer is acceptable (Useful for surveys)

© Options

Case Creation
Ad-.é ied Settings

Add Sub Question

@ |Less than 3 years
@ 3to 5 years

@ |6to 10 years

@ |Mare than 10 years © Options

© Add another answer

Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results
options in the Questionnaire Settings.)

¥ | @ What is this?

General Questions

© New Objective (Optional) & Edit Selected

H Save and Close | @ Delete | Add Next Question »

m [fthisis an open-ended question, click Case Creation.
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Question Q
Question Type Open Ended v | /i Changing this will delete your answers and any sub questions.
Question

Please list any gift worth $20 or more that you've received from a vendor.

950 character(s) left

Answers The user will be presented with a text box to enter their response. ° M{@

The response will not affect the user's score negatively.

Feedback Feedback is not enabled. (You can enable it by adjusting the Questionnaire Results

(Displays after taking options in the Questionnaire Settings.)
questionnaire.}

Learning Objective | General Questions v | @ whatis this?

© New Objective (Optional) £ Edit Selected

| H Save and Close | @ Delete | Add Next Question » |

3. Selectthe Create Case check box, and then click Yes to confirm.

Note: If the Create Case option is not activated, contact your
document control administrator.

EthicsPoint Case Management

Case Creafion =

rCreate Case
Tier | Acme (System Default) | ¥ |
Issue Type | Anti-Bribery (System Default} | i |
Intake Method |‘u"u'ebsite [System Default} | V|
Status | Mat vet reviewed (System Default) | s |
Case Type | Internal investigation (System Default) | v |
[] Group Sub Question Responses into this Case @ What is this?

(s |
\ J
IntegriLink
- %Creale Case
Program | Sample Ethics and Compliance Program (System Default) | kg |
Allegation Type | Customer Relations (System Default) [v]

[] Group Subquestion Responses into this Case @ What is this?

(& save ‘_I
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4. Check the system default settings for the case properties and make
changes as necessary.

5. (Optional and available for multiple choice, true/false, and yes/no
questions only) To include the answers to any subquestions you
add below the current answer, select the Group Sub Question
Responses into this Case check box (see Grouping Subquestion

Responses below for details on how this option works).
6. Click Save.

Note: When you save a question, a briefcase icon (1) appears to the
right of each answer with case creation enabled. If subquestion
grouping is also enabled, a two-briefcase icon (\Z11) appears. You can
click either icon to reopen the Case Creation window for that
answer.

7. (Optional) Add a note to the question text indicating that answering
this question will create a case.

Grouping Subquestion Responses

If you enable case creation for a specific answer, you can opt to have all
responses (answers) from all of that answer's subgestions included in
the same case. Consider the following scenarios to learn how this
feature works.

Scenario 1

In this scenario, the questionnaire creator, Lisa, wants a case created if
a user chooses the "false" answer to question 1. In the Case Creation
window for the False answer, she would select the Group
Subquestion Responses into this Case check box.

Answer 1
Answer 1 0-25
True
Question 1 Subquestion 1 Answer 2
True/False Multiple Choice 26-100
)Enlswerz Answer 3
alse

More than 100

A

Subgquestion grouping
enabled here Subgquestion 2 Answer 1
Open-Ended [user-typed text]

Answers included in Answer 2 case
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Scenario 2

In this scenario, Zach wants to create one case if the user selects the
second answer and a different case if the user selects the third answer.
He also wants the answers for the subquestion included in the case. In
the answer 2 definition, Zach would enable case creation and select the
Group Subquestion Responses into this Case check box. He
would then do the same for answer 3.

Question 1 Answer 1
Multiple Choice Exempt Employee el
Yes
Answer 2 Subquestion 1
Non-exempt Employee Yes/No Answer 2
Subquestion grouping _// No
enabled here...
Answer 1
Yes
Answer 3 Subquestion 1
Contractor Yes/No

Answer 2

—_/// No
..and here

Answers included in Answer 2 case

Answers included in Answer 3 case

Important:

m Opting to group subquestion answers into a parent answer's case
automatically includes all subquestion answers. For example, in
scenario 1 Lisa could not choose to include the answer to
subquestion 1 and exclude the answer to subquestion 2.

m Because you cannot create subquestions for an open-ended
answer, the option to group subquestions is not available when
adding an open-ended answer to a question.

m Nesting of subquestion grouping is not supported. When you
enable subquestion grouping for an answer, the grouping option is
not available in any answer below that parent answer.

Exporting Documents

Important: The ability to export documents is available only if it has
been enabled. Contact your document control administrator if you
have questions.

To export documents (save them to a local disk) in their existing file
formats, use the Print Multiple Documents report. Refer to "Report:
Print Multiple Documents” in the Reports Supplement for detailed
instructions, along with the changes noted below.
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m After clicking Next in step 4, you will see the Export Documents
output option, as shown below. For step 5, click Export

Documents.

(O Print Documents (Paging Options)

@ Use the options below to determine the detailed content of this report. Use the Document Arrangement

(®) Export Documents

More ¥

() Print Display Table

L Properties (More)

M

[ Atta i t &E n
Document Arrangement
Documents Found: 6 Show/Hide Columns »
Title - Ver # Status
Bank Account Reconciliation 4 Draft
Healthcare Benefits Summary 1 Draft
Income Tax Regulations 1 Draft
Invoice Billings 1 Draft
Performance Evaluation - Accounting Manager 1 Draft
Tax Tables 1 Draft

Fl

m

3

1 Back E‘, Export Documents |

= Instep 7, click Export Documents, read the security warning, and
then click Continue.

Export Documents

Warning: Exporting restricted documents will void their security,
as they will now be outside the PolicyTech database. If they are
confidential, please consider encrypting or password-protecting

them.
| tﬂg ue @ Cancel |

Then, when you see the alert below, click OK.

Export request successfully submitted. An email notification will be sent
when exported documents are ready for download.

OK

m Periodically check your email in box for a message with the
following subject: "Document Export Notification." When the
message arrives, open it and click the download link.

Note: If you are not set up to receive email notifications from
PolicyTech™, click MY TASKS, click Messages, and then click
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Inbox. Click the Document Export Notification message to view
its contents, and then click the download link.

From: donotreply @policytech. com
To: Howard, Susan

Cc

Subject: Document Export Notification

Your document export has successfully finished. Click to dowi oad your backup from the system.

PolicyTech opens in a browser window. If you see the login
window, log in as you normally would. You should now see a
Windows system prompt asking if you want to open or save the
download zip file. Save it to disk, and then unzip the files.

Changing Reader Task Status

A document owner, manager, or document control administrator can do
either of the following:

= Assign readers who have already completed their reading tasks to
read the document again

m Acting as a reader's proxy, mark that reader's task complete (as if
the reader had clicked Mark as Read)

Note: The ability to mark a document as read by proxy is controlled
by a Document Setup preference that can be turned on or off by a
document control administrator, and so this option may not be
currently available in your PoIic:yTech® system.

1. Open a published document assigned to your department.
2. Click Options, and then do either of the following:

m Click Require to Read Again.

m Click Proxy Mark as Read.

Account Collections Form v.1 77 | @ @ P
E e,

)
[+
i Status: Approved - | Mark as Read (Optional)

Submit for Periodic Review
Make Comment
Archive
Edit in Current State

sary

[#]] View Document | Properfies Wizard | Overview | View Questionnaire behments | Editor Tools =
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3. Inthe Site list, click a site containing one or more readers whose
assignments you want to modify.

4. Do one or more of the following to select users:

Note: You only see departments, job titles, and readers that you are
assigned to manage.

m With the Readers tab selected, select individual readers.

€ Select one or more users and either complete their task for them, or require them to complete their fask again.

| Choose users with incomplete tasks [~]
Site| Corporate Headquarters | V|
'..Departrnenls..” Job Titles | Readers Selected Users Contents @

- - Corporate Headquarters
P | Search Readers | Cash, Jordon (Accounts Payable Clerk)

@ [¥] Cash, Jordon (Accounts Payable Clerk) Holmes, Lucille {Accountant)
@ (| Hansen, Tom (Accounting Manager) Packer, Mary (Accountant)
@ [ Hill, Maria (Receiving)

® Holmes, Lucille (Accountant)

@ [¥] Packer, Mary (Accountant)

(1] l_k- chram, Johanna (Accountant)

@ [] Woo, Josh (Accountant)

m Click the Departments tab, and then select a department to
select all readers in that department.

Note: You can also click the department name and then select
individual users from that department.

@ Select one or more users and either complete their task for them, or require them to complete their task again.

| Choose users with incomplete tasks | v|

Site| Corporate Headquarters | v|
Departments | .Job Tﬂles..”.Readers.. Selected Users Contents T
© [ ccounting O Baparment: Accouniing

m Clickthe Job Titles tab, click [+ before a job title, and then
select a department to select all readers in that department who
are assigned that job title.

Note: You can also click the job title or department name and then
select individual users.
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@ Select one or more users and either complete their task for them, or require them to complete their task again.

| Choose users with incomplete tasks | v |
Site| Corporate Headquarters | V|
| Deparhmenlsm Job Titles ‘rReaderﬂ Selected Users Contents @

Corporate Headquarters

@ Accounting Manager Job Title: Accounts Payable Clerk (Accounting)

[= @ Accounts Payable Clerk
@ [¥] Accounting

@ Accdaits Receivable Clerk

@ Chief Information Officer

@ Accountant
@ Receiving

5. (Optional) In the Task Change Rationale box, type the reason
why you're changing the reader tasks for the selected users.

6. Do one of the following:

m [fyou selected Require to Read Again in step 2 above, click
Require Task(s) again.

Task Change Rationale @ What is this?

There have been several incidents lately where this procedure was not followed correctly. I'm assigning all department personnel -
to read this procedure document again.

(u Requrgfie) Aga )

= Ifyou selected Proxy Mark as Read in step 2 above, click
Mark Task(s) Complete as Proxy.

Task Change Rationale @ What is this?
These people are in the field without access to PolicyTech. Their manager has verified that each of them has read this document.  «

I o Mark Taskig) Complete as Proxy I
: ] :

7. Inthe Change Tasks alert window, click Continue.

Change Tasks

This action will permanently change reports.
Are you sure you wish to proceed?

|: %f Cancel |

8. Close the document.
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Using Third-Party Contact Features

See "Using Third-Party Contact Features" in the Third-Party Contacts

Supplement.
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Appendix: Document Property Details

Each of the document properties you can insert into a Microsoft® Word
or Excel® document is explained in detail in the sections listed below.

Document Info
Title
Reference #

Keywords
Version Number

Supersedes
Affected Department(s)
Version Change Summary

Company Info
Business Title

Logo
Site Name

Categories
Category Titles
[Assigned Category]
Category Name
Values (by comma) and Values (by hard return)

Descriptions and Value: Description
Affected Department(s)
Dates
Date Created
Date Approved
Last Periodic Review Date
Next Periodic Review Date
Publication Date

Original Creation Date
Date Last Modified
User Info

Common User Info Properties

Document Creator and Document Owner
Writers, Reviewers, Approvers, and Readers

Security
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Document Info Fields
Title
Reference #

Keywords
Version Number

Supersedes
Affected Department(s)

Version Change Summary

Title

Location on Insert Properties menu:

Import / Replace
Download Source File

Tifle 4 Document Info 4 Insert Properties
;f\fbrence # 4 Company Info Undock Word Module
Keywords 4 Categories Word Module Version
Version Number 4 Dates Word Module Log File
Supersedes 4 User Info Collapse Header Bar
Affected Depariment(s)

Wersion Change Summary

Example of an inserted title:

Training Guidelines v.2 7r @0 Qo 0

[ [#1] View Document | Properies Wizard | Overview ‘ Attachments | Editor Tools =

WS T

Home Insert Page Layout References Mailings Review View A
& - - . & = A
: K u | A = 1% | naBbcc AaBbce AaBbCi | PA | #
Paste B 7 U -abe x, X o7 - A & - - Change | Editing
=4 Styles ~ <
Clipboard & Font Paragraph Styles
(] R RN S NN S SR SN BN RN RN SR - S NN SR SR AR |

i
I 5

TRAINING GUIDELINES

. Document Details
: Version 2
7 Reference 4 256

Keywords new, hire, orientation, employee

Supersedes v.1 Training Guidelines

Affected Departments Administration, Human Resources 3
2 Version Change Summary | Updated organization chart and a

contact list o

. 3
Pageilofl | Wordsi32 | D | \Eﬂlg 2= wox(- U (¥ .:E

Source: The document creator enters a title while creating a document.
(Properties Wizard > 1. Settings > Basic Settings > Title)
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Training Guidelines v.1 17

¥ Submit fo Writers ¥ Submit for Review Oplions ~

[ Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Draft e
[w] = Basic Seftings
| 1. Settings " | Title Training Guidelines |

& gg&z‘;ﬂ;ﬂt @ " Document Owner |Howard‘ Susan (Document Control Administrator) | v ‘ [ ]

3. Writers Document Template |— Blank Word Document — |z| [ Preview ] (i}

4. Reviewers Version Number |:| Reference # 256

5. Approvers =

6. Readers  F1 Optional Settings

1. Security - Document Review Interval - Assigned Proxy Author - Original Creation Date - Editing Document

+ Publi i Date
Step Instructions:

Please provide the basic

MNote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

+ Document Keywords + Email Notifications

settings. Tht_en click Next

When it changes: The document owner or document control
administrator can change the title anytime in any active document.

Where to view: The title you insert will be the same as the title displayed
in the document overview. (Overview > Properties)

Training Guidelines v.2 77

View Document | Properiies Wizard | Overview
| L

Properties | Document History | Writer Stalus | Reviewer Status | Approver Status | Reader Status | Links | Security

! Submitfo Writers ¥ Submit for Review Opfions ~

Status: Draft - Drait

| Properties (=

Business Title

Current | View overview on approved date (12/11/2012) =

Delta Regional Medical Center

Title

Version Reference #

Training Guidelines

Date Submitted

Date Created

Date Approved

2 256

Publication Date Next Review Date Review Interval

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Reference #

Location on Insert Properties menu:

Title 4 Document Info
Refepence # 4 Company Info
Key\i’ }_ds 41 Categories
Wersion Mumber 4 Dates
Supersedes 4 User Info
Affected Depariment(s)

Wersion Change Summary

Import [ Replace

Download Source File
4 Insert Properies
Undock Word Module
Word Module Version
Word Module Log File

Collapse Header Bar

Example of an inserted reference number:
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Training Guidelines v.2 77

®0 [Jo0 @0

[ [5]] View Document | Properies Wizard | Overview | Status: Approved - Published ‘Ainchments | Editor Toos =

i AR

Home | Insert  Pagelayout  Refersnces  Mailings  Review  View | Design  Layout

2119 | naBbcc AaBbCc AaBbc -~ AA | 4

Ba )
Paste B 7 U -ae x, xX* w-A-|= ] - Change | Editing
R - : = Styles
Clipboard Font Paragraph Styles
| v [ 1 L 2 3. e s a7
= - - : :

i
L w J[&h

TRAINING GUIDELINES

Document Details
; Version 2
H Reference # 256
- Keywords new, hire, orientation, employee
= Supersedes v.1 Training Guidelines
= Affected Departments Administration, Human Resources 3
Il Version Change Summary | Updated organization chart and 2
|| contact list o
[] b3
Page:1 011 | Words:32 | 3% | IEEEEE R v {+)

Source: PolicyTech™ auto-generates the reference number the first
time the document is saved.

Training Guidelines v 77

@0 [Jo Qo

[ Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft

Steps * = Required ” - = Basic Setfings

| 1. Settings " Title Training Guidelines
2. Departments &
Cazagnries Document Owner |Howard‘ Susan (Document Control Administrator) | v ‘ Li ]

3. Writers Document Template — Blank Word Document - o
4. Reviewers Version Number D Reference # 256

5. Approvers

6. Readers - = Optional Settings

7. Security + Document Review Interval « Assigned Proxy Author + Original Creation Date + Editing Document

- Publication Date - Document Keywords - Email Notifications
Step Instructions: Note: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

Please provide the basic

When it changes: The reference number cannot be changed and
remains the same for all subsequent versions of a specific document.

Where to view: The reference number you insert will be the same as the
one displayed in the document overview. (Overview > Properties)

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Keywords

Location on Insert Properties menu:
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Import / Replace
Download Source File
4 Insert Properiies

Undock Word Module

Title Document Info

Reference # Company Info

- s A A .

Kewwords Categories Word Module Version
\..'eﬁ jn Mumber Dates Word Module Log File
Supersedes User Info Collapse Header Bar
Affected Depariment(s)

Version Change Summary

Example of an inserted keyword list:

Note: Adding keywords to a document is optional. If no keywords are
added, the inserted field contains "Not Set."

Training Guidelines v.2 77

©0 Qo @0

[ (3] View Document | Properies Wizard | Overview | ‘Aftachments | Editor Tools ~

WIES TN

Insert Page Layout References Mailings Review Design Layout

N

At .| A
o Ao A 19| maBbCc AaBbCc AaBbC:

Paste B 7 U -abe x, X - A E NI C] - Thormal 1 Mo Spaci.. Heading1 Change | Editing

- 7 : x - ’ Styles ™
Clipboard & Font Paragraph Styles
[v] | S g CRER! ‘l\%ﬂz“-- R RN Y. - 30 0 5 - 3 0 R I [

-
TRAINING GUIDELINES
Document Details

1 Version 2
— Reference 4 256
— Keywords new, hire, orientation, employee
H Supersedes v.1 Training Guidelines
= Affected Departments Administration, Human Resources 3
Il Version Change Summary | Updated organization chart and 2
|| contact list. a
[ 5

I;agejl ofl | Words:32 | gé |

Eerzs wec— T & .

Source: The document creator enters keywords while creating a
document. (Properties Wizard > 1. Settings > Optional Settings >
Document Keywords)

T

Training Guidelines v.1

@0 0 Q0

| [ Edit Document | Properfies Wizard | Overview | Edit Quiz ] Status: Draft - Draft
I Steps * = Required “ - # Basic Seftings
| 1. Settings = (Title, Document Owner, Document Template, Version Number)

2 D & =

Categories - = Optional Settings
3. Writers Document Review Interval |Ever,' 12 months from approvellast reviewed date | v ‘ Li ]
4. Revi
eviewers Publication Date |Publish the document as soon as it gets approved. | v ‘ oA
5. Approvers =
AGe Assigned Proxy Author - Unassigned - Choose an Assignable Proxy Author - E i ]
. Readers
5 Document Keywords new, hire, orientation, employee “ 9
7. Security —
(Separale words with a comma)  Expand Texibox
Step Instructions: Original Creation Date l:l i ]

Please provide the basic

When it changes: The document creator or document control
administrator can change the keywords anytime in any active

document.

PolicyTech 9.0 User's Guide



368 - Appendix: Document Property Details

Where to view: The keywords you insert will be the same as those
displayed in the document overview (Overview > Properties).

Training Guidelines v.1 77 ' Submit o Wrilers ¥ Submit for Review  Oplions ™
@0 [0 Q0
| [A] Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft
Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (D)
Properties @
Writers
None

Affected Department(s)
Corporate Headquarters: Administration

(]

Keywords

new, hire, orientation, employee

URL
http:/fjim.test.policytech.com/b/docview/?docid=276

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Version Number

Location on Insert Properties menu:

Import / Replace

Download Source File

Tille 4 Document Info 4 Insert Properties
Reference # 4 Company Info Undock Word Module
Keywords 4 Categories Word Module Version
Wersion Mumber 4 Dates Word Module Log File
Supersi{ is 4 User Info Collapse Header Bar
Affected Depariment(s)

Version Change Summary

Example of an inserted version number:
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Training Guidelines v.2 17

[]] View Document | Properiies Wizard | Overview

i AR

®0 [Jo0 @0

Attachments | Editor Tools

Home | Inset  Page Layout

paste
aste
-

Clipboard

References

Mailings ~ Review  View | Design  Layout

A s
Change | Editing
Styles ~

T | AaBbCc AaBbCc

Styles

SoooDoos

o=

L w J[&h

TRAINING GUIDELINES

Document Details

Version

2

Reference 4

256

Keywords

new, hire, arientation, employee

Supersedes

v.1 Training Guidelines

Affected Departments

Administration, Human Resources

‘Version Change Summary

[T 2 [-FT 0 T -

Updated organization chart and
contact list.

“ow 4

Page:lofl | Wordsi32 | ¢ |

[ElER = = 100% )

Source: PolicyTech™ auto-generates the version number. The
document creator can enter a different version number when the
document is first created (first version). (Properties Wizard > 1.
Settings > Basic Settings > Version Number)

Training Guidelines v.1 i

[] Edit Document | Properlies Wizard | Overview | Edit Quiz

Status: Draft - Draft

- -1 Basic Settings
Title

Steps * = Required I
| 1. Settings =

2 Departments & *
Categories
3. Writers

4 Reviewers Version Number

5. Approvers

Document Owner

Document Template

Training Guidelines

|H0ward‘ Susan (Document Control Administrator) | v ‘ Li ]

] o) o

Reference # 256

-- Blank Word Decument -

1]

6 Readers

Optional Settings

+ Document Review
+ Publication Date

7. Security

Step Instructions:
Please provide the basic

Mote: Some of the optional settings here as on other steps of this Wizard may be pre-populated by the template

Interval = Assigned Proxy Author

+ Document Keywords

» Original Creation Date
+ Email Notifications.

» Editing Document

When it changes: The document creator can change the version
number only when creating the document and only while it is in draft

status.

Where to view: The version number you insert will be the same as the
one displayed in the document overview. (Overview > Properties)
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Training Guidelines v.1 77 ¥ Submit fo Wiiters ¥ Submit for Review  Opfions
%0 [0 Qo

| [8] Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Drafl - Draft
Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (0}
Properties [
-
Current
Business Title
Delta Regional Medical Center
Title Version Reference #
Training Guidelines [ 256
Date Created Date Submitted Date Approved Publication Date Next Review Date Review Interval
1210/2012 Not Submitted Yet Not Approved Yet Not Approved Yet No Review Date 12 month(s)

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Supersedes

Location on Insert Properties menu:

Import [ Replace
Download Source File

Title 4 Document Info 41 Insernt Properties

Reference # 4 Company Info Undock Word Module

Keywords 4 Categories Word Module Version

Wersion Mumber 4 Dates Word Module Log File
4

Supersedes User Info Collapse Header Bar
Aﬁei jDeparIment(s]

Version Change Summary

Example of an inserted list of superseded documents:

Note: Selecting documents to replace is optional. If no documents
are selected, the inserted field contains "Not Set."

Training Guidelines v.2 177 ¥ Submil lo Wiilers ¥ Submil for Review  Oplions ~ @0 Q0 o

[£]] View Document | Properties Wizard | Overview Status: Approved - Published
i | "Toperies Waard | Svenvew | “"

Attachments | Editor Tools ~

Insert  Pagelayout  References  Mailings  Review Design  Layout
& |16 | A* AT N @@, iz = A
o BoA A A D E E 219 | paBbcc maBbcc AaBbC - A | #
Fasie B I U -ae x, X o A = R THormal T Mo Spaci.. Heading 1 Change | Editing
B 4 = — - Stylesv |~
Clipboard 1 Font Paragraph Styles
E‘ - | I R S - S R . - S - R S B A |
o ’ ’ ’ ’

oo
(T

TRAINING GUIDELINES

Document Details

; Version 2

H Reference # 256

H Keywords new, hire, orientation, employee

= Supersedes. v.1 Training Guidelines

: Affected Departments Administration, Human Resources L
= ersion Change Summary | Updated organization chart and a
- | contact list. o
N T

Page:1 of1 | Words: 32 ‘d ‘

100% (=) .

PolicyTech 9.0 User's Guide



Appendix: Document Property Details - 371

Source: When the document owner creates a new version of a
document, the previous version is automatically superseded. The
document owner can also select other documents to supersede.
(Options > Replace Documents)

. — @0 o Qo
i [] Edit Document | Properiies Wizard ‘ Overview ‘ Edit Quiz l Status: Draft - Draft | Submil for Approval
Selasfpproved [
Replace Documents
Steps * = Required = Basic Setlings Del
1. Settings * Title Training Guidelines
Document Owner |Howard‘ Susan (Decument Control Administrater) |V | L)
Document Template |— Blank Word Document — El [ Preview ] [ ]
Version Number |:| Reference # 256
6. Readers = Optional Settings

Replace Documents. O Help O
@ When this is appi |, the selected will be archived and replaced with this document.

Site | Corporate Headquarters ~ | © Add All From This Site
Select By | Title

Title |

-]

ilable Doc Selected Documents
Documents

Chart of Accounts (v.1)

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

L kd save )

When it changes: A superseded previous version cannot be removed
from the Superseded property. A document owner or document
control administrator can change other superseded documents only
while the document is in draft or collaboration status.

Where to view: The list of superseded documents you insert will be the
same as the one displayed in the document overview. (Overview >
Document History > View (in Superseded Documents column))
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Training Guidelines v 17 ¥ Submit fo Writers ¥ Submit for Review Oplions ~

Status: Draft - Draft

@0 [do Qo

Current

Business Title

Delta Regional Medical Center

Title Version Reference #

Training Guidelines 1 256

. @0 [0 Qo

{ Eiichr.llmHn‘PmpemWizam|0mvial|Edrlﬂuiz l Status: Drafl - Draft
Properties | $locument History | Wiiler Siaius | Reviewer Status | Approver Stalus | Reader Sialus | Links | Security Discussions (0}

Document History (=

Current Revision History @ whatis
Date Changes

Version 1 - You are viewing this vesion of the docurnent.

1.0 12/10/2012 View V'ﬁw Current: Draft

Account Collections Form v.1 77 Create New Version Oplions ¥ %Il EP C/Il

{ \Jiewl):u.l'lml|l'—‘tuperli=:\~'nzid ‘ Dvaview‘\ﬁew&uﬁﬁumaie | Status: Approved - Published
Properties | Document History | Wiiler Status | Reviewer Stalus | Approver Stalus | Reader Status | Links | Securily Discussions (0)

Document History (=  Change Summary Report | |

Superseded Documenis

Title: Account Collections Form

This d p eplaces the following d They were archived when this d was appl

Title Version Reference Number
Check Requests 1 9

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Affected Department(s)

Location on Insert Properties menu:

PolicyTech 9.0 User's Guide



Appendix: Document Property Details - 373

Import / Replace
Download Source File

Title 4 Document Info 4 Inseri Properties

Reference # 4 Company Info Undock Word Module
Keywords 4 Categories Word Module Version
Wersion Mumber 4 Dates Word Module Log File
Supersedes 4 User Info Collapse Header Bar

Affected Eeg arfiment(s)
Version_fange Summary
Example of an inserted list of affected departments:

| [8] View Document | Properties Wizard | Overview Status: Drafl - Draft

| Aftachments | Editor Tools = |

i N
Home Insert Page Layout References Mailings Review i Design Layout

o H
— R
Iy NE
= .
Faste B 7 U -abe x, X Change | Editing
ERE Styles +

T | AaBbCc AaBbCc AaBbCi

Clipboard Tu Font Paragraph Styles
[v] OO | B RS SRR 1 - S A N S R S B A R A SO AR |

I Y =]

TRAINING GUIDELINES

Document Details

; Version 2

H Reference # 256

- Keywords new, hire, orientation, employee

H Supersedes V1 Training Guidelines

= Affect=d Departments Administration, Human Resources 3
Il Version Change Summary | Updated organization chart and 2
|| contact list. o
1 B3
Pageilofl | Words:32 | (| EuERzs w0 & .

Source: When creating a document, the document creator selects
which departments will have access to the document. (Properties
Wizard > 2. Departments & Categories > Departments)

Fixed Asset Control v.1 77 ¥ Submit fo Writers ¥ Submit for Review Options ~
@0 [0 @0
Edit Document | Properties Wizard | Overview | Edit Quiz Status: Draft - Drait
i i
- 5

1 Steps e First: ‘ Choose which sites can access this document ‘ ~ | (i)

1. Settil *
1 (L5 Next: Choose where this document will be displayed View Category Properfies

2 Depariments & * Required To choose which departments will be affected by this

9 Departments document, check a department (or group of
3. Wiriters. Document Type departments) on the lower left.
; Optional

4. Reviewers Manuals

5. Approvers ® Sarbanes-Oxley Guidelines

6. Readers.

7. Security

Choose Dep. Below Selected Departments & Categories Contents @
Step Instructions:
i artments (Co Headquarters)

Selact a Category Type Site ‘Curporale Headquarters El L ] Depariment. Accounting )

from the left, then check < )

Categories from the Department Groups Department: Fiscal Services

bottom list to tag where Departments 2

this document will be . pn
viewed on the Arrange = 2 m‘;ir:t‘?;!tion
g’wfn?::l;’p‘:‘;e. @ [ Disaster Recovery

[[] Educational Resources
] Engineering
] Environmental Services
Fiscal Services
@ [] Human Resources
® [] Installation
# @ [ Manufacturi -

Shift+Click selects a span of checkboxes. @ More Shoricuts

m

(1)
O
e
(1)

4 Back | ko Save | @] Edit Document | Next Step
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When it changes: The document owner or document control
administrator can change the department selections anytime in any
active document.

Where to view: The list of affected departments you insert will be the
same as the one displayed in the document overview. (Overview >
Properties)

Training Guidelines v.1 17

@0 Qo o
Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft

Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Stafus | Links | Security Discussions (0)

Properties (=

Writers -

None

Reviewers

None

Approvers

None

Categories

None

Affected Department(s)

Corporate Headquarters: Administration
Corporate Headquarters: Human Resources

m

Keywords

new, hire, orientation, employee

URL
http:/fjim.test.policytech.com/b/docview/?docid=276

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Version Change Summary

Location on Insert Properties menu:

Import / Replace
Download Source File

Title 4 Document Info 1 Insert Properties
Reference # 4 Company Info Undock Word Module
Keywords 4 Categories Word Module Version
Wersion Mumber 4 Dates Word Module Log File
Supersedes 4 User Info Collapse Header Bar

Affected Department(s)

Version Change Summary

Example of an inserted version change summary:

Note: The document creator must enter a version change summary
when taking any action that moves the document out of draft status,
such as when sending the document to review or approval. If you are
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creating the first version of a document and it is still in draft status, the
inserted field will contain "Not Set."

Training Guidelines v.2 17

®0 [Jo0 @0

[ [5]] View Document | Properies Wizard | Overview | Status: Approved - Published ‘Ainchments | Editor Toos =

I | B B

Home | Insert  Pagelayout  References Mailings Review  View Design Layout ?
- s AN A | B2 2119 | aBbCc AaBbCc M s
Pacte B 7 U - e x, X - A-| = &) - Change | Editing
- I - = = Styles ™
Clipboard 1 Font paragraph Styles
Ell‘---‘-al-‘---‘1‘-‘|\§5-‘2“---“-z-l‘-w-l-)ﬁa‘-‘l‘-‘s-‘--‘-s-‘-l‘-‘T‘-‘I =
-
TRAINING GUIDELINES
Document Details
H Version 2
H Reference # 256
- Keywords new, hire, orientation, employee
= Supersedes v.1 Training Guidelines
E Affected Departments Administration, Human Resources 3
Il ‘Version Change Summary | Updated organization chart and 2
1] contact list. o
[] b3
Page:1 011 | Words:32 | 3% | IEEEEE R v {+)

Source: When a document owner creates a new version of a document
and then submits it for review or approval, he or she has a chance to
specify the changes made in the new version. If the document owner
does not specify changes, the text "New Version" appears by default.
(Properties Wizard > 2. Departments & Categories >
Departments)

LT ) ) @ O - ®o [0 o
Status: DIER—B{;:E

| Ig] Eait Document | Propetties Wizard | Overview | Edit Quz | Links & Attachments ~ | Editor Tools =

[l N N

Home | Insert  Pagelayout  References  Mailings  Review  View  Developer

o i _ JR— 33 Find -
! calbriBody) * 10 v A" A - i =12 1 | pagbc AaB aaebc . % .

25¢ Replace

Paste B I U -~abe x, X b7 + A Sy fiie Headingl fTHeading.. Heading2 |_ Change
- = B 9 9 92 15 siytes~ | b Select -
Clipboard 1 Font u Faragraph u Styles 3| Editing
iz
-
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Submit for Review

Please summarize the reason for creating this document, to be saved in the document history. Your typed
summary will be available to all i for this di by going to D History in the Overview tab
This includes those assigned to the Readers step.

Iﬂpdaced organization chart and COntact 1i=c.| -

[] Post to Discussion Board @ What is this?

Submit

When it changes: The document owner or document control
administrator can change the version change summary only if the
document is sent back to draft and then resubmitted to review or
approval.

Where to view: The version change summary you insert will be the
same as the one displayed in the document overview. (Overview >
Document History > View (in Changes Summary column))

Training Guidelines v.4 17 X Revise Opfions ~ -
@0 Qo Qo

@] View rties Wizard Duew'uw‘EliIQllizl Status: In Review - Review
i Status | Reviewer Stalus | Approver Stafus | Reader Stalus | Links | Security Discussions (0)

Properties (=

Current
Business Title H

Delta Regional Medical Center

Training Guidelines v.4 77 ¥ Revise Options ~ .
@0 [0 Qo

{WmDﬂaﬂml|Pmperl'BsW1wd‘m‘Eﬂl(lmzl Status: In Review - Review
Properies | Document History | Wiiler Stalus | Reviewer Stalus | Approver Stalus | Reader Stalus | Links | Security Discussions (0)

Document History (=

Current Revision Histol
Date
Updated

Version 4 - You are viewing this version of the document.

@40 12412012

Changes | Compare  Superseded
S y | Versi D Status

Compare « -None- Current: In Review

fﬂppmved Document Histol What is this? )
Date Changes Compare Superseded Date Read
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@0 [0 Qo

1 View Document | Properties Wizard ‘ Overview ‘ Edit Quiz I Status: In Review - Review
Properties | Document History | Writer Status | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (D)

Document History

Changes Summary QHelp O

Training Guidelines (1.0), Reference # 254

Updated organization chart and contact list.

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Company Info Fields

Business Title

Location on Insert Properties menu:

Import / Replace
Download Source File
1 Document Info 4 Insert Properties
Busineszplitle | « Company Info Undock Word Module
Site Naﬂ 4 Categories Word Module Version
4 Dates ‘Word Module Log File
4 User Info Collapse Header Bar

Example of an inserted business title:

Note: When setting up PolicyTech™, entering a business title is
optional. If no business title is entered, the inserted field contains "Not
Set."
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Training Guidefines v.2 71 ¥ Mark asRead ~Create NewVersion Options ™ %0 Qo Qo

1 [8] View Document | Properties Wizard | Overview i Status: Approved - Published [ Aitachments | Edfor Tools ~ |

WIESE WL Header & Footer Tools

Pa 3 References Mailings R Design
[E] Header - ?‘ [Z] Quick Parts ~ j‘ 5, Previous [C] Different First Page o - bd
& Footer ~ =0 & Ficture =[5 Next [ pifferent Odd & Even Pages | Z 0 = o
[ Page Number E?Taitne,e [8] ciip Art HG:a;;, Fioufs, 32 tink to Previous Show Document Text B c;:;e;:,ﬁifr
Header & Footer | Insert | Navigation | Options | Position | Close |
El 1\6 RN TN I DT O O sy 0909090909090 @
-
] Delta Regional Medical Center |:|
. TRAINING GUIDELINES
3 Document Details
. Version 2
- Reference 4 256
Keywords new, hire, orientation, employee
= Supsrsedss V1 Training Guidelines
) Affected Departments Administration, Human Resources
- Version Change Summary | Updated organization chart and
contact list
-
+
) o
. 3
| Page:lofl | Words32 | <F | IEEEEEE e O

Source: The document control administrator enters a business title
while setting up PolicyTech. (PREFERENCES > Company Setup >
General Properties > Business Title)

DOCUMENTS ' MY TASKS (15) ~REPORTS | PREFERENCES Welcome Douglas Johnson | LG oUT

Demo Site

Site- Corporate Headquarters ~ © ABOUT | HELP

Preferences
Personal Settings General Properties
General Properties. Business Title @
— | Detta Regional Medical Center |
Depariments :
-D A [

Depariment Groups
@ Display all items, regardless of document count.

Job Titles
Job Title Groups O Only display items assigned to documents.
Recycle Bin Display document count next to items.
User Setup [ Filter the user's document list by their assigned Department(s).

Document Setup
System / IT Settings

- System-Wide Regional Settings @

Time Zone ‘ -05:00 US/Eastern ‘ v |
Time Format| HH:MM am/pm [v]
Date Format | MM/DD/YYYY v
Language ‘ English (English) ‘ v |
-# Document Logo

(Upload a Logo to be used in Documents) ‘

( kol save | Cancel |
NAVEX eLoea L J

When it changes: The document control administrator can change the
business title anytime.

Where to view: The business title you insert will be the same as the one
displayed in the document overview. (Overview > Properties)
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Training Guidelines v.2 17 ! MarkasRead Creale NewVersion Options ~
@0 [0 GO

[ [] View Document | Properiies Wizard | Overview | Status: Approved - Published
Properties | Document History | Witer Stalus | Reviewer Stalus | Approver Stalus | Reader Status | Links | Security Discussions (1)
Properties (=

Current | View overview on approved date (12/11/2012) [

Business Title
Delta Regional Medical Center

Title Version Reference #

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Logo

The Logo option appears only if a logo graphic file has been uploaded
in the Company Setup preferences or when creating the current site.
See your document control administrator if the Logo option is not
available and you would like to be able to insert your company logo into
documents.

Location on Insert Properties menu:

Import / Replace
Download Source File

4 Document Info 4 Insert Properties
Business Title 4 Company Info Undock Word Module
Default | ogo ‘ 4 Logo 4 Categories Word Module Version
é ] Site Mame 4 Dates Word Module Log File
4 User Info Collapse Header Bar

Example of an inserted logo:

Training Guidelines v.3 77 ¥ Submit fo Wiiters ¥ Submit for Review  Opfions 0 [go @o

1 [%] Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Draft - Draft Links & Aftachments ~ | Editor Tools =
0| o D P R 3 Header & Footer Tools
Home Insert Page Layout References Mailings Review i Design

[ Header - [ Quick Parts - J 5, Previous [ Different First Page o5 : E

|3 Footer ~ [ Picture =[5 Next [ pifferent Odd & Even Pages = [ 0.5 z

[] Page Number ~ &DTait,ﬁE [&] clip Art H{i‘,?, Fioufs, 22 Link to Previous Show Document Text =) c,f‘,lif;f,ii‘:f’

Header & Footer Insert Navigation options [ Position Close
El1"'"'?Q"'"‘l"‘l"‘l""")'J_'"‘4"""‘5"'"'5"'&\"‘7""

i

|
I =

NAVEXa

7 The Ethics and Compliance Experts
H Head
. eader | TRAINING GUIDELINES
B Document Details

Version

Reference # 256

-

Keywords new, hire, orientstion, employee 5
) Supersedes v.1 Training Guidelines o
- Affected Departments Administration, Human Resources =
Pageilofl | Words:32 | 5 | \Eﬂ B=E=s 100% (-0 U (#
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Source: The document control administrator may upload a company
logo graphic file while setting up PolicyTech™. (PREFERENCES >
Company Setup > General Properties > Document Logo)

policytect DOCUMENTS | MY TASKS(15) ' REPORTS = PREFERENC Welcome Douglas Johnson | LOG oUT
dp] y

Demo Site

Site: Corporate Headguarters ~ 2 !

Preferences
Personal Setiings General Properties ? Help
Company Selup o ion Setup

General Properties Business Tiile @

Stes | Delta Regional Medical Center |

Departments
Department Groups
Job Titles
Job Title Groups
Recycle Bin
User Setup
Document Setup
System / [T Settings

a

- Document
@ Display all items, regardless of document count.
© Only display items assigned ta documents

Display document count next to items.
[ Filter the user's document list by their assigned Department(s).

- System-Wide Regional Settings @
Time Zone | -05:00 US/Eastern
Time Format | HH:MM am/pm
Date Format | MM/DD/YYYY

Language | English (English)

=1 Document Logo
Default Logo

Upload File
Browse... Pl Y

Preview @

NAVEXetosar

The Ethics and Compliance Experts

e,
I‘ |l save  Cancel |

NAVEX 084

When it changes: The document control administrator upload a different
logo graphic or delete the current one anytime.

Where to view: Unless you have been assigned the document control
administrator role, the only way to view the currently uploaded logo is to
insert it into a document.

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Site Name
Location on Insert Properties menu:
Import / Replace
Download Source File
4 Document Info 4 Insert Properties
Business Title | 4 Company Info Undock Word Module
Site Name 4 Categories Word Module Version
4 Dates ‘Word Module Log File
4 User Info Collapse Header Bar

Example of an inserted site name:
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Training Guidelines v.3 77 ¥ Submit fo Writers ¥ Submit for Review Options ~ @0 0 30

[ [51] Edit Document | Properics Wizard | Overview | Edil Quiz | Status: Drafl- Draft

Links & Attachments ¥ | Editor Tools

0| B D R <

Home | Insert  Pagelayout  References Mailings Review  View Design Layout

£=c3 ¥

& ; . AT Lo Iy

B 2 c|A A A [ £ £89  aaBbCc AaBocc AaBbei . A
Paste B 7 U-abe x, X B . A = - TNormal T No Spaci.. Headingl |— Change |Editing

st o u A & » o1 [5] Chenge | £
Clipboard Font 5 Paragraph 7 Styles
T - b 2 3 R

R NS KRR

i
I =

TRAINING GUIDELINES

Document Details

H Version 3

H Reference # 256

- Keywords new, hire, orientation, employee

= Supersedes v.2 Training Guidelines

= Affected Departments Administration, Human Resources

E Site Corporate Headquarters :

= Version Change Summary | New Version o
5

Pageilofl | Wordsi3t | (| \Bﬂl% 2= wx(- O (&) .

Source: While creating a document, the document creator selects the
sites where the document will be accessible. (Properties Wizard > 2.
Departments & Categories > First: Choose which sites can
access this document).

Training Guidelines v.1 17
@0 Qo 0

| View Document | Properies Wizard | Overview | Edit Quiz | Status: In Review - Review

Sias e L3182 MIChoose which sites can access this document]

| 1. Setlings * Next: | ® [¥][Corporate Headquarters

= @ [ Manufaciuring
| 2 gz{gm;m & Requ| @ [7] Sales & Support Office
D

3. Writers
4. Reviewers (Click the text of an item fo view its description)
5. Approvers *

6. Readers

7. Security

Selected Departments & Categories Contents @

Step Instructions:
Select a Category Type
from the left, then check
Categories from the
bottom list to tag where
this document will be
viewed on the Arrange
By section of the

e = (Click a category type above to choose from its categories.)

Shift+Click selects a span of checkboxes. @ More Shoricuts

4 Back | | Save View Document | Next Step » |

When it changes: The document owner or document control
administrator can change the site assignments anytime for any active
document.

Where to view: The site name list you insert will be the same as the one
displayed in the document overview. (Overview > Properties)
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Training Guidelines v.3 77

@0 [0 Qo
| (] Edit Document | Properties Wizard | Overview | Edit Quz | Status: Drafl - Draft

Propertics | Document History | Writer Staus | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (D)

Properties [

Reviewers
Corporate Headquarters: Howard, Susan (Document Control Administrator) Upcoming Task

Approvers
Corporate Headquarters: Howard, Susan (Document Control Administrator) Upcoming Task

Categories

None

Affected Department(s)

Corporate Headquarters: Administration
Corporate Headquarters: Human Resources

mn

Keywords

new, hire, orientation, employee

URL
http:/fjim.test.policytech.com/b/docview/?docid=284

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Category Fields
Category Titles

Assigned Category

Category Name

Values (by comma) and Values (by hard return)

Descriptions and Value: Description

Affected Departments

Category Titles

Note: This option inserts a list of all top-level categories a document
is assigned to. To insert a single category name, see Category Name
below.

Location on Insert Properties menu:

Import [ Replace

Download Source File

4 Document Info 4 Insert Properties

4 Company Info Undock Word Module
CateqoryTitles 4 Categories Word Module Version
Aﬁectedi jpar[ment[s] 4 Dates Word Module Log File

4 User Info Collapse Header Bar

Example of an inserted list of category titles:
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Note: Assigning a document to categories is optional. If no
categories are selected, the inserted field contains "Not Set."

Training Guidelines v.3 77

«0 [Ho Qo

[ [%)] Edit Document | Properties Wizard | Overview | Edit Quiz | Status: Drafl - Draft Links & Attachments + | Editor Tools ~

Home | Insert  Pagelayout  Refersnces  Mailings  Review  View | Design  Layout

=T co AN 21 paBbCc AaBbCc AaBbCi . M

== Qv THormal 1 No Spaci. Headingl | _ Change Editing

E]
Paste B 7 U -abe x, X*
- =

Styles ~
Clipboard & Font 7 Paragraph

El S ] 1% S s e ]

Styles

v [EN

TRAINING GUIDELINES

Document Details
; WVersion 3
H Categories Compliance Standards, Document Type bl
H Affected Departments | Administration, Human Resources ;
[ F
Pageilofl | Wordsile | (5 | \Eﬂlg 2= wox(- O () "

Source: While creating a document, the document creator can assign a
document to categories. (Properties Wizard > 2. Departments &
Categories > [category name])

Training Guidelines v.1 17

- ehsr @0 Qo Qo
| Edit Document | Properfies Wizard = Overview | Edit Quiz | Status: Draft - Draft

s s First: ‘ Choose which sites can access this document ‘ v | Li]

1. Settings :

g Next: Choose where this document will be displayed View Category Properties
| 2 E;ﬁf"‘g‘;ﬂ;ﬂt 2 " Required Please choose the appropriate Compliance Standards
Dep from the list of Category Values below. If you are
3. Writers Optional unsure which guidelines apply, please contact the
5 Compliance Standards Compliance Director.

4. Reviewers Document Type

3 e * 1S0 9000

6. Readers

7. Security

Choose Compli Standard: . P

Srporser Below Selected Departments & Categories Contents T

Select a Category Type @ [Compliance Standards] «| |[Compliance Standards

guarli the leﬂ'}[ll"erllhmeck = € [F] General B P.1.20 ST:1 (Personnel)

bono?-:“?totg' wl:nere # € [ Cleanliness & Behavior £ P.1.20 ST:11 (Personnel)

Ihis ducumemvsill be = € [C] Clinical Departments (Corporate Headquarters)

viewed on the Arrange = € [C] Code of Conduct Department: Accounting

e g = € [] Evaluation & Feedback Document Type

D" = "".;’ = + € [C] Management Responsibility Policl ye

CUESIENS PBace. # € [[] Needs Assessment olicies

=1 € [7] Personnel
© [ P110STA
© ¥ P1208TA
© [ P.1.20ST:10
@ ¥ P120ST:11
© []P.1.205T:12
@[] P.120ST:13 -

Shift+Click selects a span of checkboxes. @ More Shoricuts

4 Back | | save Edit Document | Next Step b |

When it changes: The document owner or document control
administrator can change the category assignments anytime in any
active document.

Where to view: The category titles you insert will be the same as those
displayed in the document overview. (Overview > Properties)
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Training Guidelines v.3 17

@0 [0 QO
[8] Edit Document | Properties Wizard | Overview | Edit Quiz Status: Drafl - Draft
Properties | Document History | Writer Stafus | Reviewer Status | Approver Status | Reader Status | Links | Security Discussions (0}
Properties [
-
Approvers
Corporate Headquarters: Howard, Susan (Document Control Administrator) Upcoming Task
Categories

Compliance Standards
Personnel: P.1.20 ST:1
Personnel: P.1.20 ST:11

Document Type
Policies ‘_‘

Affected Department(s)

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

[Assigned Category]

Location on Insert Properties menu: When a document creator
assigns a category to a document, that category name appears on the
Categories submenu of Insert Properties. The image below shows a
Categories submenu of a document assigned to the Compliance
Standards and Document Type categories.

Import [ Replace

Download Source File

4 Document Info 1 Insert Properiies
4 Company Info Undeck Word Module
Category Titles 1 Categories Word Module Version
4 Compliance Standards 4 Dates Word Module Log File
41 Document Type 4 User Info Collapse Header Bar

Affected Depariment(s)

Each assigned category option on the Categories menu s also a
submenu. Each assigned category submenu is the same as the one
shown for the Compliance Standards category below.

Import [ Replace

Download Source File

4 Document Info 4 Insert Properties
4 Company Info Undock Word Module
Category Titles 4 Categories Word Module VYersion
Category Mame 4 Compliance Standards l 4 Dates Word Module Log File
Values (by comma) 4 Document Type 4 User Info Collapse Header Bar
Walues (by hard return) Affected Depariment(s)

Descripfions

Value: Description

The assigned category submenu options are explained below.
TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS
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Category Name

Location on Insert Properties menu: The image below shows the
Category Name option on the assigned category submenu called
Compliance Standards. The categories defined for any given
company and the categories assigned to any given document will vary,
so the category names you see will most likely be different than the ones
in the image below.

Import [ Replace
Download Source File

4 Document Info 4 Insert Properiies
4 Company Info Undock Word Module
Category Titles 4 Categories Word Module Version
Categorylame 4 Compliance Standards 4 Dates Word Module Log File
Values {E{iommaﬁ: 4 Document Type 4 User Info Collapse Header Bar

Walues (by hard return) Affected Depariment(s)
Descripfions

Value: Description

Example of an inserted category name:

Training Guidelines v.3 17 @0 [Jo 0

Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Draft - Draft

Links & Attachments ~ | Editor Tools

I | P P B

Home | Insert  Pagelayout  References Review  View = Design  Layout ~
= b T . A
= . e AW A 21T aaBbCc AaBbCc AaBbCi | A #
B =
Paste B I U -abe x, X . A~ & - [zl THormal 7 NoSpaci.. Headingl |_ Change  Editing
B 4 7 Styles~
Clipboard Font G & Styles
E‘ | #[ - - - PO - A I 4 S - m o - - & R |

i
T 3=

TRAINING GUIDELINES

Document Details

Version 3
Category: Subcategories Compliance Standards: P.1.20 ST.1, P.1.20 ST.11

Document Type: Policies

Affected Departments Administration, Human Resources

“owd

Page:1 011 | Words:22 | 34 | IEEEEEE e v {+)

Source: The document creator assigns categories to a document while
creating it. (Properties Wizard > 2. Departments & Categories >
[category name])
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Training Guidelines v.3 77

@0 [0 0
[ Edit Document | Properfies Wizard | Overview | Edit Quiz Status: Draft - Draft
15 *= Required || First: ‘Chaose which sites can access this document ‘ ~ | L]
1. Settings o
L MNext: Choose where this document will be displayed View Category Properties
| 3 ggaam:;ns @ Required Please choose the appropriate Compliance Standards
P from the list of Category Values below. If you are

3. Writers Optional unsure which guidelines apply, please contact the

Compliance Standards Compliance Director.
4. Reviewers Document Type
5. Approvers 1SC 9000
6. Readers
7. Security

Choose Compliance Standards . Content
Sl EnrETE Below Selected Departments & Categories Contents T
SR zE T T Compliance Standard: +| [Compliance Standard:
fom e et hen cneck | | ) [ Goneral S| T30 ST Personnel)
Categories from the o Cleanl % Behav |;|
bottom list to tag where : ngcﬁe‘lglﬂess ehavier 3 [ P.1.20 ST-P (Fersonn,?l) "
this document will be %€ ] Cods of Conduct P (Corporate He ters)
viewed on ihe Arrange = € [] Evaluation & Feedback Dopa ment ek alion
gzss;h;:éfme % € 7] Management Responsibility Department: Human Resources
LELE # € [[] Needs Assessment .Docun?e_nr Type
-1 €% [ Personnel Policies

@[] P.1.10ST:A

© ] P120ST

@[] P1208T:10

© [ P.1.20ST:11

@ []P120ST:12

@[] P1208T:13 -

Shift+Click selects a span of checkboxes. @ More Shorlcuts
4 Back | | Save Edit Document | Next Step b

When it changes: The document owner or document control
administrator can change category assignments anytime in any active
document.

Where to view: The assigned category name you insert will be the same
as the one displayed in the document overview. (Overview >
Properties)

Training Guidelines v.3 77

@0 @0 Qo
[ Edit Document | Properiies Wizard | Overview | Edit Quiz Status: Drafl - Draft

Properties | Document History | Writer Slalus | Reviewer Status | Approver Stalus | Reader Status | Links | Securily Discussions (D)

Properties [

Approvers

Corporate Headquarters: Howard, Susan (Document Control Administrator) Upcoming Task

Categories

Compliance Standards

Personnel: P.1.20 ST:1
Personnel: P.1.20 ST:11

Document Type

TABLE OF CONTENTS FOR DOCUMENT PROPERTY DETAILS

Values (by comma) and Values (by hard return)

A value is the lowest-level assignable subcategory in a category
hierarchy. In the image below, Compliance Standards is the top-level
parent category, Personnel is a next-level subcategory, and P.1.10
ST:1is alowest-level subcategory, or value.
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Training Guidefines v.1 17

¥ Submit fo Wrilers

[@] Edit Document | Properties Wizard ‘ Overview | Edit Quiz i

¥ Submit for Review

i
Options ~ §
@0 [0 @0

Status: Drafl - Draft

-
Steps

* = Required

First: ‘ Choose which sites can access this document

MNext: Choose where this ds will be displayed

[-]e

View Category Properties

q
Departments

Optional
Compliance Standards

Document Type
1SC 5000

Step Instructions:
Select a Category Type
from the left, then check
Categories from the
bottorn list to tag where
this document will be
viewed on the Arrange
By section of the
Documents page.

Choose Compli

Please choose the appropriate Compliance

from the list of Category Values below. If you are
unsure which guidelines apply, please contact the
Compliance Director.

€ [ General
€ [C] Cleanliness & Behavior

Evaluation & Feedback
| Management Responsibility
eeds Assessment
rsonnel
1.10ST1

oz
©

P.

P.1.20 ST
P.120ST:10
P1.20ST:11
P.1.208T:12
P1208T:13

2922920 Em

Below Selected Depa &C Contents T
@ [Compliance Standards] +| |Compliance Standards

IDOREED

Shift+Click selects a span of checkboxes. @ More Shortcuts.

P.1.20 ST:1 (Personnel)
P.1.20 ST:11 (Personnel)
Departments (Corporate Headquarters)
Department: Accounting
Document Type
Policies

[ 4 Back | | Save | ] Edit Document | Next Step ¢ |

Locations on Insert Properties menu:

Category Mame

Values{by comma
Walue: hard refurm})

Descripfions

Walue: Description

Category Name
Values (by comma)

Walue: Description

Values ;bgjh ard returm)
Descripfi

Import [ Replace
Download Source File
4 Document Info 4 Insert Properties
4 Company Info Undock Word Module
Category Titles 1 Categories Word Module Version
4 Compliance Standards 4 Dates Word Module Log File
4 Document Type 4 User Info Caollapse Header Bar
Affected Depariment(s)
Import / Replace
Download Source File
4 Document Info 4 Insert Properiies
4 Company Info Undock Word Module
Category Titles 4 Categories Word Module Version
4 Compliance Standards 4 Dates Word Module Log File
4 Document Type 4 User Info Collapse Header Bar
Affected Depariment(s)

Example of an inserted list of subcategory (value) names, separated by

comma