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Policy & Procedure Manager © 6.5

User's Guide

The User's Guide provides the resources to appropriately function as a full user (non-
administrator) in Policy & Procedure Manager®. This means that the user creates documents
and potentially reviews and approves documents as well.

Policy & Procedure Manager ®© 6.5

Copyright © 2011 by Policy Technologies International Inc. £
All rights reserved. No part of this book shall be reproduced, stored in a retrieval system, or
transmitted by any means, electronic, mechanical, photocopying, recording, or otherwise,
without the express written permission from the publisher. No patent liability is assumed with
respect to the use of the information contained herein. Although every precaution has been
taken in the preparation of this book, the publisher and author assume no responsibility for
errors or omissions. Nor is any liability assumed for damages resulting from the use of the
information contained herein.

Trademarks A

Policy & Procedure Manager® is a trademark of Policy Technologies International Inc.®

Policy Technologies® is a trademark of Policy Technologies International Inc.5 All third-party
trademarks are the property of their respective owners. All terms mentioned in this book that are
known to be trademarks have been appropriately capitalized. Policy Technologies cannot attest
to the accuracy of this information. Use of a term in this book should not be regarded as
affecting the validity of any trademark or service mark.

Warning and Disclaimer

Every effort has been made to make this book as complete and as accurate as possible, but no
warranty or fitness is implied. The information provided is on an "as is" basis. The author and
publisher shall have neither liability nor responsibility to any person or entity with respect to any
loss or damage arising from the information contained in this book.

1.1. Introduction to Policy and Procedure Manager

Policy & Procedure Manager® (PPM) uses Microsoft Word® as its native word processor and
Excel® as its native spreadsheet processor. Now our Word Module plus® allows editing multiple
file types in addition to MS Word and Excel. Word Module plus® uses a file's default program
then saves changes back to the PPM database. For example, while in PPM a user could open a
PowerPoint presentation, make changes to the slides, and have it automatically saved back into
PPM. In addition you can quickly and easily drag and drop the document icon from the main list
into an email to send as an attachment.

1.1.1. The Publishing Process

There are six possible stages in the publishing process: Draft, Review, Approval, Pending,
Approved and Archived. All documents created in Policy & Procedure Manager® must go
through the publishing process before they can be made available for general access to
Readers (all users).
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The process starts when the Document Owner submits a Draft document for Review. Each
Reviewer can Accept, Revise, or Decline the document. If all Reviewers accept it, the document
is automatically moved to the Approval stage. If Revised or Declined by one or more Reviewers,
the document goes back to the Document Owner and is placed in Draft status once again. (The
document goes back to Draft status only after all Reviewers have Accepted, Revised, or
Declined it.)

The Document Owner then makes any required changes and resubmits the document to
Reviewers. 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 stage.

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 (Approved). If
one or more Approvers Revise or Decline the document, it again goes back to the Draft status
where the Document Owner can further edit it.

From there, after the Document Owner makes the necessary changes, the process starts over
again with submitting the document to Reviewers and then to Approvers. When the last
Approver approves the document, it is published for reading.

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 until that date arrives, when it is automatically published and available for viewing in the
Approved documents area. Notifications do not go to required readers until the Publication date
arrives, although if given the URL (web address link) to a specific document, allowed readers
can view it and it is accessible under the Pending documents status.

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

The things you can do in Policy & Procedure Manager® are determined by the Roles and
Permissions assigned to you by the Document Control Administrator (DCA), as shown in the
following tables.

Role Lets You...
Reader (No role) View approved documents only for the site you are assigned in.

Document Owner Create Draft documents. Setup document properties and assignments
such as Writers, Reviewers, Approvers and Reader access.
Submit Draft documents into the Review and Approval process and
monitor their progress to Approval.
View your own documents in in any stage of the publishing process
and can generate status reports about your documents.

Writer Collaborate with a Document Owner on document creation. A Writer
can only edit text. Using Writers is optional. A Document Owner can
submit a document for Review without waiting for Writers.

Reviewer Act as a Document Reviewer. When a Document Owner assigns you
as a Reviewer, you must accept, revise, or decline the document when
it is sent to Review.

Approver Act as a Document Approver. When a Document Owner assigns you
as an Approver, you must accept, revise, or decline the document
when it is sent to Approval.

Department Manager Can access the User Manager for users within the Dept. Manager's
department. Access is limited. The Dept. Manager can see the name,
department, job title and assigned roles of Document Owner and
Reviewer with Proxy Author Setup access. Access is also given to
Personal and Management reports.

Report Manager Access to ALL reports: Personal, Management and Administrative.

Proxy Author Assist a Document Owner to create a Draft document on their behalf
and assign properties, edit document content, create a quiz. CANNOT
submit a Draft document into review and does not get email
notifications regarding document progress in the publishing process.

Permission Lets you...

Company / User Access Company Setup and User Setup areas in Preferences.
Categories Create and manage Categories in Preferences.

Templates Create and manage Templates in Preferences.

Archived Documents View archived all unrestricted Archived documents.

System / IT Access the System / IT Setup area in Preferences including Database
Manager, Login Settings and Email Settings.

Access All Sites Allows viewing documents in any site. If you are a Document Owner
you may also create documents in any site.
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Admin Permission Lets you...
Global DCA Perform all program functions, including the following:
(Document Control Administrator) 1 View all documents in all publishing stages
(Draft, Review, Approval, Pending, and
Archived)
1 View all sites
1 Manipulate documents, such as setting

documents in Review, as Approved or sending
documents in Review or Approval back to Draft.

1 Can set Draft documents as Approved and skip
the workflow process.

1 Manage all users (add, delete, assign
permissions and roles)

1 Change any program setting

Sub-DCA Perform all program functions that a Global DCA can
(Site Document Control Administrator) perform, but they are site-specific, and not universal.

1.1.3. Characteristics of a Web -Based Application

Policy & Procedure Manager® is a Web-based application, meaning that it runs in a Web
browser, such as Microsoft® Internet Explorer®. Because it is a Web-based application, the
software may sometimes act differently than what you have come to expect from using a
Microsoft Windows-based application. These differences, along with other useful information
about the software interface, are described in the sections that follow.

Acces sing the Login Page

Typically, you access the login page in the same way you access a Web site--by entering a Web
address in the Web browser. However, your system administrator may have created some type

of shortcut to the login page, such as a link on your organization's internal Web page. To access
the Login page from your Web browser:

Policy & Procedure Manager &

1. Ask your Document Control Administrator for the Policy & Procedure
Manager® Web address, your user name, and your password.
Note: The Global Document Control Administrator (DCA) is a person o

Password

designated to set up and administer Policy & Procedure Manager®. orgot passord?

2. Start Internet Explorer.
3. Inthe Address bar, type the Policy & Procedure Manager® address, then click Go.
4. Type your user name and password, then click Login to display the home page.

All instruction from this point forward assumes that you have already logged in to Policy &
Procedure Manager®.

Interface Terminology

Because the software runs in a Web browser, we use common Web terms throughout this guide
to refer to certain actions and parts of the application interface. At this point, Policy & Procedure
Manager® runs in Internet Explorer and Firefox browsers. Some of the common terms are
defined in the following sections.
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Windows, Ta bs, and Navigation Menus

When you start your Web browser, it opens a window (an element of the Windows operating
system). Each distinct location within a Web site or Web-based application is called a page.

There are four main tabs in Policy & Procedure Manager®: DOCUMENTS, MY TASKS,
REPORTS, and PREFERENCES. You access each of these pages by clicking the appropriate
tab for that page at the top of the Documents page.

DOCEMINTY | MY TASCH | REROSTS  PRCTCRENCES

Wi Manbar hamirssrator | oo ree
Delta Regional Medical Center
ET ot s

palicye-t
—

Palicy List

The gray and white area on the left side of the Home page is called the Navigation Menu. When
you click the DOCUMENTS, MY TASKS, REPORTS, or PREFERENCES tabs, options in the
Navigation Menu change. When you click an option in the Navigation Menu, the display in the
Document Display Table, changes.

Links

Any text in the interface that is underlined is called a link. As with links on other Web pages, click
a link to execute a command or to display a different part of the application.

Refreshing a Page

Because Policy & Procedure Manager® is a Web-based application, not all actions taken are
immediately apparent. In many dialog boxes you'll see a Save button that, when clicked, saves
any changes you've made and refreshes the current page so that lists and other information
reflect those changes. If the information in a page does not seem to reflect actions you've taken
and there is no Save button, try re-clicking the option that displayed the current page view, to
refresh it.

1.1.4. Using the Selection Tools

Policy & Procedure Manager® 6.5 has a selection tool that provides a number of ways that you
can use to search for documents or users.

The Selection Tool is designed to perform a search using a variety of criteria. (see the example

in the Select By box, below)
@ Use the selection tools below to build a list of documents you would like to see in this report
LOOkIng for a Slngle document |S best Site | Corporate Headquarters |Z| © Add All From This Site

. . . Select By Title -

accomplished by searching by Title or rie oo Tile
YP% Reference #

Reference # Available Document Owner Sel dD o
Department
Department Group
Reviewer
Reviewer Group
Approver
Approver Group
Writer
Writer Group

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

View Report | Next »
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To conduct one of these searches:
1. Click in the text box next to Title. (or

Tasks by Document

@ Use the selection tools below to build a list of documents you would like to see in this report.

Site | Corporate Headquarters |Z| © Add All From This Site
Select By | Title [=]

Title Type here to find a document by title

Type at least three letters of one of the words in the title.
@ Use the selection tools below to build a list of documents you wi

Click on the document title of your choice, to move the title to Site | Corporate Headquarers B

the Selected Documents box. Select By Tie [=]
Title and

4. Repeat Steps 1-3 for each Title or Reference # to be selected. | ava i 20 Receint Management . 2)

Office and Department Recavery (v.2)

Packing, Storage and Distribution (v.2)

Performance Appraisals and Salary Adjustments (v.2)
Product Identification and Safety Hazard Labels (v.2)
Travel and Entertainment (v.2)

Note: In performing a search by Title or Reference #, only one of the Uso Wotkstaon Stncards 2)

. . « . . fendor Selection, Files and Inspections (v.2)
resulting list can be selected at one time, unlike a list of check -
box(es), where multiple items can be selected at the same time.

Looking for user(s) is best accomplished by looking for them in Department(s), Reviewer(s),
Approver(s) or Writer(s) or their associated Groups.

To conduct one of these searches:
When you click the Writers link, the Writers tab is displayed first.

1. Click the check box(es) to move the selected user(s) names to the Selected Users box.
OR

Click the Departments tab, to display a list of departments.
Click a Department name to display the Available Users box.

3. Writers (Optional) - Document owners and writers edit documents in draft.

Site | Corporate Headquarters
| Departments “ Job Titles || Writers Selected Users ** = Required item i
Department Groups Mo Due Date ~
B .2l | corporate Headquarters
Departments Administrator, Master (Document Control Administratar)
(1] f::o_uljtlng_ - Breen, Darren (Personnel Manager)
@ Administration Famsworth, John (Information Systems Manager)

@ Disaster Recovery
= @ Education and Training Resources

@ Education and Training Equipment
@ Education and Training Personnel
@ Educationall Media
@ Training Media

 Educational Resources

@ Engineering

@ Environmental Services

@ Fiscal Senvices

@ Human Resources

@ Manufacturing -

Leonard, Lynn (Director of Education)

m

4. Click the check box(es) to select the names of those users to be moved to the Selected
Usel‘S bOX. Available Users E C“Ck the
red Xto Close the Available Users bOX [E} Leonard, Lynn (Director of Education)

Click the Job Titles tab to show a list of Job Titles.
Click a specific Job Title. The Available Users box will display, just as it did in Step 4.

Click the check box(es) to select the names of those users to be moved to the Selected
Users box. Click the red x to close the Available Users box.

10
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4 Back l—] Save | [] | Edit Document | Next Step »

8. Click Save or Next Step to move on, as you choose.

1.1.5. Selecting Items in a List of Check Boxes

If you are a document owner, you will work with many lists as you create documents. In the lists
which have check boxes, chosen items in the box on the left moved to the box on the right, as
shown in the following figure. There are several ways that multiple items can be selected from a
list with check boxes.

1. You can select the visible items in the list and move them all at once, by clicking on the check
box for the item at the top of the list, holding down the Shift key and then clicking on the last
desired item, even at the bottom of the list. All items in between (and including) the two selected
items will then be selected.

2. If there are sub -departments or sub-categories, it is possible to select all items, including the
non-visible ones, by clicking on an item at a place in the list, then holding down the CTRL +
Shift keys, and then clicking on an item at another place in the list. This will be particularly
helpful if someone is working with sub-categories.

To select Groups or Multi-Site (Global) Groups, click on the horizontal bar for the type of group
that you need. Click the check box(es) for the item(s) of your choice. Click Next Step or Save,
as applicable.

] Edit Document | Properties Wizard = Overview | Edit Quiz

Finish =
Steps: 1. Seftings > 2.Departments & Categories > 3. Virriters (Optional) > 4. Reviewers > 5. Approvers = 6. Readers (Optional) > 7. Document Security (Optional)
2. Departments & Categories - Click on a Category Type on the left. Then check associated Categories from the list below to move them to the Selected box.
Choose a Category Type ** = Required item D

To choose which departments will be affected by this document, check a
Optional

department (or group of departments) on the lower left.

Document Type
FLSA

IS0 9000 Level
JCAHO Standards
Sarbanes-Oxley Guidelines

Choose Departments Below Selected Departments & Categories o

| Site | Corporate Headquarters Departments (Corporate Headgquarters)
Department: Administration

Department Groups Department: Education and Training Equipment (Education and Trainin,

Departments Department: Education and Training Management

Department: Education and Training Personnel (Education and Training
Department: Educational Media (Education and Training Management).
@ [ Disaster Recovery Department: Training Media (Education and Training Management)

= @ [¥] Education and Training Management =||| | Document Type

@ [¥] Education and Training Equipment Procedures
@ [¥] Education and Training Personnel
@ V] Educational Media
@ [V] Training Media

@ [C] Educational Resources

@ [] Engineering

@ [T Environmental Semvices

((Q

B »

® [ Accounting
@ [¥] Administration

Shift+Click selects a span of checkboxes. @ More Shortcuts

¢ Back | | save [ ] Edit Document | Next Step »

1.1.6. The Word Module plus :

The Word Module plus® adds additional functionality to Policy & Procedure Manager® that will
be very familiar to the user who has used Windows Explorer. Allowing the possibility of virtually
any specified file type to be edited and saved inside PPM i without having to download and
upload when you want to make changes. This is available when using either Internet Explorer or
Firefox 4.x. There are three parts to this functionality.

1. Users are able to Drag Out documents from the PPM window to their desktops, file
system, or other external applications (such as an Outlook email, etc.).

2. Users can Drag In documents into a rectangular area in a Policy & Procedure Manager®
window in order to import a document.

3. Users can edit OR just open documents that are not part of the primary Word Module
type. (Word and Excel documents) and automatically detects when the user saves a
change and uploads a file.

11
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Drag Out

Policy & Procedure Manager® can determine when the user clicks on some element on the
page, like an icon representing a file. When that happens, it makes a Javascript call to an
instance of the Word Module plus® to notify that a drag has started, passing in a document or
attachment ID. The Word Module then starts a windows drag operation and simultaneously
starts downloading the file to the user's local temp directory. If the user releases the mouse in a
valid drop location, thus completing the drop, Windows notifies the source of the drag operation,
the Word Moduleplus® , and requests the file, which finishes downloading and is then copied to
the drop location. Sometime after this operation, the file in the local temp directory is deleted.

Drag In

For this to work, there needs to be a visible instance of the Word Module plus® that can act as a
valid drop target for files in Windows. It could be a single instance or multiple instances, but
either way, the Word Module needs to know about the upload URL from Policy & Procedure
Manager®. This information will most likely come from initialization parameters, which means
that there should probably be an instance on the page for each URL we might want to upload to
or from that page. These instances may also serve as the Drag Out and Execute instances as
well. When a file is received from a drag in operation, it simply uploads the file to the URL, just
as it does when you do a save operation in the Word Module currently.

Execute

As with the Drag Out operation, Policy & Procedure Manager® can call a JavaScript function
whenever it wishes (e.g. when the user double clicks on a file, or chooses from a menu, or
whenever the file is opened by the Word Module now). The file is downloaded, and if it is a Word
or Excel document, it will open as usual as a part of the Word Module. Otherwise, the Word
Module plus® asks the operating system to perform a shell execute on the file, which behaves
just as if the user double-clicked the file. From there, the Word Module plus® does not know
about the application that is opened to service the file, but it does know if the user saves the file.
The Word Module plus® listens for changes to the file itself by listening to the windows file
system for a_change in the last modified time of the file. When a change is detected, the Word
Module plus® will package up the file and upload it to the URL, just as it does when you do a
save operation in the Word Module currently.

Some Caveats:

1 The Word Module plusE may set the file as read only based on the initial parameters of
the file.

1 The Word Module plusE does not know anything about the application that is already
loaded, and it has no control over that application.

1.1.7. Watermarks

Watermarks are displayed in the background of —
documents in the Draft, Review, Approval, and S
Pending stages of the publishing process (see the N
figure, as an example). T |

Watermarks are added to ensure that documents e
in these stages cannot be represented as, or P o

mistaken for, approved documents. These
watermarks cannot be removed and will also e
appear in the background if a document in one of
these stages is printed.

wehtoregulily collects debts owed to others This
colect debts qe regular basis

Procedure;;

L0 COLLECTIONEROCESS

a 3w 3

12
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1.2. The Overview Tab - Viewing Document Properties
To view document properties in a completed document:
1. Click the DOCUMENTS tab.

2. In the upper right corner of the main screen, click the drop-down arrow to open the Sites
list, then click a site, if the one that you need is not already displayed.

3. On the Navigation Menu, click one of the following tabs under

All Documents /My Documents

o Approved | Own
o Draft | Write
0 In Review | Review
o In Approval | Approve
o Pending | Read
o Archived Favorites

4. Click a department and then click a document.

5. Click the Overview tab. Overview information is the first item that is displayed.

Status: Draft - Document Creation
Finish
[#] | Edit Document | Properties Wizard | Owerview | Edit Quiz

Properties | Document History | Writers Status | Reviewers Status | Approvers Status | Readers Status | Links | Security | Discussions (0)

Note: You can use Arrange By and Search to find a document (see - [@] Hand Washing Procedure
Finding a Document for details). From the Document Display Table you e Aecess
can also simply use the drop down options to View Properties .

6. Click the available options (Document History , Links , Readers, etc.) to view additional
information. The Properties options that you see vary depending on the assigned role
and what stage the current document is in.

13
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The following table describes each possible option and who can access it.

Properties Box

Overview
(Properties)

Document
History

Writer Status

Review Status

Approvers
Status

Links

Security

Discussions

Information Presented Available to

Shows general document information - title, version, date All
submitted, date approved, date expires, date effective, categories,
affected departments, reference number, Document Owner,

Reviewers, Approvers, and document URLS.

Approved Document History lists Version(s) , Date Updated , All*
Changes Summary, Superseded Documents, Date Archived ,
Read By, and Edited By . Click the icon or version number to view

a copy of the documents versions. Click the Read By link to see

who read. Click the Changes Summary View link to read the
summary of changes.

Current Revision History lists Version(s) , Date Updated ,

Changes Summary, Superseded Documents, and Status.

Lists assigned Writers. Color-coded icons indicates whether each DCA's, Doc

has finished writing the document (green), or not yet finished Owners and
(yellow). Assignees

Lists assigned Reviewers. Color-coded icons indicates whether  DCA's, Doc
each has accepted the document (green), declined or revised it ~ Owners and

(red), or not yet reviewed it (yellow). To see comments made by a
Reviewer who revised or declined the document, click on a name
with a red icon. Click the arrow next to Level 1 to see if there is
more than one review level. If so, click a different level to see
status for those Reviewers.

(See Step 3 - Writers (Optional), Step 4 - Reviewers, and Step 5 -
Approvers for an explanation of review levels).

Assignees

Lists assigned Approvers and provides same status information  DCA's, Doc

as Review Status . Owners and
Assignees

The Links area is now divided between Document Links and All

Links to this Document . Document Links shows the documents

to which you have linked, from this document. Links to this

Document shows the documents where another document owner

has linked their document to yours. Newly created versions of

Approved documents will automatically add a row to this links

area to indicate a document is in progress.

Lists security level and other allowed users. DCA's, Doc
Owners and
Assignees

Shows
comments/discussions
posted by users about this
document.

DCA's, the Document Owner, and the Assigned
Proxy Author can view each discussion. The
selected recipients can view private discussions
as well.

All users can view Public Discussions but are

unable to set a discussion to be public unless the
Default Document Properties in Preferences is

14
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Properties Box Information Presented Available to

not set to restrict readers from creating public
discussions.

* Portions of the Document History are not available to users without a document assignment or
additional user permissions/roles. Users that are not DCA's, who do not have archived
permission, or do not have an assignment with the document cannot view the archived
document(s).

View Document | Properties Wizard | Overvie
Properties | Document History | Writers Status | Reviewers Status | Approvers Status | Readers Status |
Document History (=

Approved Document History @ What is this?

Date Changes Superseded Date Read Edited
Version Updated Summary Documents Archived By By
] 20 03/01/2011 View -None- Published 0 NIA

=] 10 03/01/2011 View -None- 03/01/2011 0 N/A

You can print the Properties by clicking on the print icon (*) next to Document History at the top
of the page. This will bring up a Print Options window. (for more information on printing
documents see Print Documents).

1.3. Changing Personal Preferences

Under the PREFERENCES tab, you can change your password, select the preferred Default
Sort that you want to see on your documents area and the Interface Language for Policy &
Procedure Manager®.

To change your preferences,
1. Click the PREFERENCES tab.

2. Click Personal Settings in the Navigation Menu.
Documents Tab
3. Make the desired changes. (see Changing Your e T

PaSSWOI'd, ChaHQInq the Default Document Tab VIeW SDe\ectthe default order for do:u%ﬂtsta display in the Documents area.
or Default Order, and Changing the Interface

Basic Search

Lan! ] ua! le for more details) . Select the default basic search to diap\aEyli in the Documents area.
InTitle
4 . C“Ck Save . By | Entire Library (All Statuses) |z|
Regional Settings

Language | English (English) |z|

1.3.1. Change Your Pas sword

Note: The Change Password area of the User Settings box appears only if the Document
Control Administrator has chosen to allow users to change their passwords at any time and you
are not using Active Directory authentication to log in.

To change your password,
1. Click in the Current Password box, then type your current password.
2. Inthe New Password box, type your new password.
3. In the Confirm Password box, type your new password again.
4. Click Change.

15
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Reset a Forgotten Password
If you have forgotten your password, and are NOT using Active Directory for automatic login:

1. At the login page, click Forgot password? . Policy & Procedure Manager ®

2. Type your user name or email address, then click Submit .

Usermame

You should see the message Email sent. (If you do not, contact Password
your Document Control Administrator, who can reset your Forgot password? [ Login
password for you.)

Enter your username or email address and you will receive a link to reset your password.

Username or Email Address:

If you do not have an email address on file, please contact your administrator!

3. After receiving the email message, click the link in the message text.

For New Password and Confirm Password , type the same new password, then click
Submit .
You should see a Change successful message.

5. Use your new password to log in.

1.3.2. Changing the Default Document Tab View or Default Order

The Default Order option allows you to select the default view in the All Documents and My
Documents -1 Own areas of the Navigation Menu.

All of the items in your Arrange by list, including any custom arrangements that you've created,
are available for you to choose as your default (see Use Custom Arrange By for more details).

The Default Document Tab View allows you to select whether All Documents or My
Documents will be the default display in the Documents are of your Navigation Menu.

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

policytech
[

ABOUT | HELP ‘ Preferences

Personal Settings Personal Settings 7 Help

Company Setup

Documents Tab

User Setup Default Document Tab View

All Documents |Z|

Select the default order for documents to display in the Documents area.
Departments

Document Setup
System / IT Settings

Tools

Save | Cancel

1. Click on the Preferences tab, and on Personal Settings in the Navigation Menu, to
display the Personal Settings box.

2. Click on the drop-down arrow under Default Document Tab View and / or Default Order
and select the sort option(s) of your choice, then click on Save.

3. Click on the LOG OUT link to log out of Policy & Procedure
Manager®. o o
e

ABOUT | HELP | Policy List

All Documents & Mew Document ~ [ IRTEY

Draft Arrange by:
In Review ) F
In Approval == Add Custom

Fending @ [All Documents]

@ Administrator, Master

7 TR @ Benton, Carol

16
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Log back into Policy & Procedure Manager®. You will see the Default Document Tab View or
Default Order that you set for your Documents area.

1.3.3. Changing the Interface Language

To change the language for all Policy & Procedure Manager® interface text (commands,
messages, labels, etc.),

1. Click the Preferences tab, then click Personal Settings in the Navigation Menu.

2. Click the arrow next to Language , that shows the currently selected language, then click
another language, to change it.

Note: Other language options appear only if additional language modules have been installed.
3. Click Save.
Note: Use Control+F to search for specific text within a specific language.

1.4. Finding a Document

This chapter explains the various methods for finding documents in Policy & Procedure
Manager®.

 Find Documents in Different Stages of the Publishing Process

My Documents Navigation Menu

1
9 Sort Documents
1

Search for Documents

1.4.1. Find Documents in Different Stages of the Publishing Process

When you first log in or click the DOCUMENTS tab, the Navigation Menu contains options that
let you work with documents in the various stages of the publishing process. The options
available to you depend on the roles and permissions that you have been assigned. The
following figure shows the stages in the publishing process.

Publishing Stage Description

Approved Contains documents accepted by all Reviewers and Approvers
and that have been published on their designated effective date (if
applicable).

Draft Contains new documents not yet submitted for review and

documents that, after completion of the review or approval
process, have been revised or declined by one or more assigned
Reviewers or Approvers.

Review Contains documents submitted for review but not yet reviewed by
all assigned Reviewers.

Approval Contains documents accepted by all Reviewers but not yet
reviewed by all assigned Approvers.

Pending Contains approved documents that have not yet reached their
designated effective dates i the date when they will move into the
Approved stage.
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Publishing Stage Description

Archived Contains previous versions of documents, documents replaced by
new documents, and manually archived documents.

To find and open a document in a particular stage,
1. Click the DOCUMENTS tab.

2. In the upper right corner of the main screen, click the drop-down arrow to open the Sites
list, then click a site.

3. On the Navigation Menu, click a command (Approved , Draft, etc.) to display a list of
departments.

Note: Only those departments with assigned documents in the currently selected publishing
stage are listed.

4. Do one or more of the following:

o Click a department to display the documents assigned to '+

X Departments -
It. <n Add Custom
o Click All Documents in the Arrange by list, to see all I
documents in the currently selected publishing stage, at @ Aaministration
. 1Sasier mecovery
the selected site. @ Education and Training Manage

0 Use the alphabet bar to select the first letter in the title.

Search E,
Advanced Search

A

0 Use the basic search to find the document.

Notes:

If a document is assigned to more than one department, you can click any of the assigned
departments to access the document.

If you are looking for a document in Draft and cannot find it under a specific department, look in
Unfiled , which contains documents not yet assigned to a department. Click a document to open
it.

The options available to you when you open the document depend on the publishing stage and
the role(s) you have been assigned (Reader, Reviewer, Approver, Document Owner, or
Document Control Administrator). These options are discussed in the following references in this
guide and in the Document Control Administrator's Guide.

9 Editing a Draft Document in this guide

Deleting a Draft Document in this guide

Reviewing and Approving a Document in this guide

Use Advanced Search in this guide

= =2 =4 =

Document Manipulation and Finding a Document in the Administrator's Guide

1.4.2. My Documents Navigation Menu

The second part of the Navigation Menu on the Documents screen is the My Documents menu.
Each area relates to the permissions and tasks assigned to a specific user.

18
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There are six areas that deal with documents specific to a user, within any document status.
These areas are:

| Own i shows only the documents that you own.
| Proxy 1 shows all of the documents of the person for whom you are acting as a Proxy Author.

Note: A Proxy Author has access to these documents, while they are in Draft. When these
documents are in Review or Approval, they can be seen in the document list, but cannot be seen
by the Proxy Author, though he or she can see the review or approval status.

If a Document Owner has a document that he/she does not want the Proxy Author to see, the
document should be Restricted to only those who should be allowed to see it.

| Review i shows documents that you review.

| Approve T shows documents that you approve.

| Read 1 shows documents that you are required to read, that are Approved.
Favorites i shows documents that you add to your favorites.

The same security permissions exist as before. Each user must have the corresponding
permissions to see each item.

Document status in the Navigation Menu is the same as it has previously been. However, there
are two important additions: One is the new Status option available in the Arrange by. When you
click on My Documents then click | Own, the Status Arrange by automatically appears, as
shown below. Notice the numbers in parenthesis, showing the number of documents in each
status, that you own.

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES Welcome Susan Howard | LOG ouT

policytech ) N
— Policy Technologies, Inc.
. . 3114 Corporate Headquarters -
ABOUT | HELP ‘ Pollcy List
All Documents B New Document ~ AN Search for in Title -
My Documents Advanced Search
10wn Arrange by
1 Write Status ~ Decument(s) Found: 4 Documents Per Page 20 ~
| Review = Add Custom Show/Hide Columns =
| Read ﬂgl\itél;?g:giﬂts] Title ~ Status
~ [{] AccountCollections Form Approved
»[@| Family and Medical Leave Act Approved
- [] HandWashing Procedure Approved
~ [{] Healthcare Benefits Approved

In order to see | Own, a user must be a Document Owner. To see each document status (i.e.
Approved, Draft, In Review, In Approval, Pending), a user must have been given the proper
roles and permissions. So, if you wanted to follow up on a document you own that is in Review,
you could click I Own then the In Review status from the Arrange by. Combining this with a
custom Arrange by can really help users to browse and locate specific documents.

Notice that if you click on My Documents , then click on | Own, you see a list of the document
status for each document type, in the Arrange by column. (This is shown in the example, above.)

The second area is an added item to the Show/Hide Column menu in the Document Display
Table, called Status . This column shows the specific status for each document, as it's shown in
the table.

If you then click on In Review, as in the example below, you would only see one document
listed. Clicking on the Review link in the Document Display Table displays the status of the
selected document.
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DOCUMENTS | MY TASKS | REPORTS | PREFERENCES oy T e T e Show/Hide Columns +

Reference #
Title

Version

Status

[T] Security

[T Date Created

[T Date Submitted
[Z]Publication Date
[T Date Approved
[INext Review Date
[T Date Archived

Policy List

Title (In Review)

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

Allowing users to see documents for which they are responsible will result in time savings
because they will no longer have to navigate to each separate status (i.e. Draft, Review,
Approval, etc.).

Particularly in In Review and In Approval, the Status column shows a blue link. Click on the link
to display a Review Status box that shows the status for the selected document. This enables
you to see what others (Reviewers and Approvers) are doing with the document.

1.4.3. Sort Documents
Two sorting tools help you locate documents: the Arrange By option and the Sort bar . You can
use these tools individually or in combination.

Use Arrange By
To find a document using the Arrang e By option,
1. Click the DOCUMENTS tab.

2. In the upper right corner of the main screen, click the arrow to open
the site list, then click a site.

Corporate Headquarters

Sales & Support Office
Seatle a

3. On the Navigation Menu, click the publishing stage of the document you need to find (see
Find Documents in Different Stages of the Publishing Process).

4. Click the drop-down arrow under Arrange By , then click on the sort option of your choice.

Use Custom Arrange By
To create a custom sort, give it a name and save it for use at a later time.

Amange by Arrange by
Depatments - By Dept/ by Owner/ by Catege = |cum e a
pa = Add Cuslom .
Document Dwners ~ Edit Custom Arange by Departments

Then by Document Owmers

Categories Then by Document Type
All Categones Name By Dept/ by Owner/ by Category
Company Compliance Manage
Document Type ,_J [—
FLSA | Save | | Delete |
Hospital Admnistration € Procedures
Inforrmation Systems Audit & % @ Engineering

IS0 9000 Level

JCAHO Standards

Sarbanes-Oxley Guidelines
Custom

Layered categaries
By Dapt! by et [ by Catag

1. Click the *#"% ™ jeon to display the Custom Arrange By box. Click on each drop-down
arrow, and on each available parameter to select the sort options as you wish to see
them, for this specific search.

20



Policy & Procedure Manager 6.5 User® Guide
2. Click in the text box next to Name and enter the name for this custom arrangement.

Hint: Choose a name to help you recall the order of the sort that you6é vceeated. For instance, if
you set up a sort by Departments, then by Document Owner, then by the category called
Document Type, you could name your sort By Dept / By Doc Owner / By Doc Type. This will
help you more easily recall the sort criteria.

3. Click Save. There is no limit to the number of custom arrangements that can be created
and saved.

Note: Users can select the created Custom Arrange By as their default order. See
Preferences - Personal Settings for more details.

Use the Sort Bar

You can use the Sort bar anytime there is a list of documents displayed in Approved
Documents, Documents in Draft, and Documents in Review, Documents in Approval, Pending
Documents, or Archived Documents.

1. Click the DOCUMENTS tab, then click the general location in the Navigation Menu for the
document you need to find (see Find Documents in Different Stages of the Publishing
Process).

1 Click a specific letter in the Sort bar to see the documents whose title starts with that
letter.

1 Click All to then see all of the documents in the selected list item, such as a specific
department, document owner or category. A specific letter must have been selected first.

1 Click the # sign ( ) to see only those documents that have a number or a symbol at
the beginning of the document title (such as Auditing Schedule 2006).

1 Alphabetic characters only appear in the Sort bar when there are titles of documents in
the database that begin with each specific alphabetic character.

To be sure that you are comfortable with how this works, try these sequences a few times.

1.4.4. Search for Documents
To find a document, using a basic search,

1. Click the DOCUMENTS tab, then, in the Navigation Menu, click the general location of
the document you need to find. (Approved , Draft, In Review , etc; (See Find Documents
in Different Stages of the Publishing Process).

2. Click in the Search for text field or press Search for »
Alt+F

a. Add or modify search criteria,
i. Search for "search term"
ii. In"Title", "Full Text", "Keywords", "All of the Above"

iii. By "Selected Status” e.g. "My Documents: | Read", "Selected Item in
Arrangement”, "Entire Library (All Statuses)"
Search for | r
In Al of the above -
By My Documents: | Read A
Advanced Search QHen| P

>~ Search
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Note: Keywords are words designated by the Document Owner that he or she thinks will help
users find the document. These can include acronyms and slang that may not be referenced in
the document itself.

Documents Tab

Default Document Tab View
All Documents -

Select the default order for documents to display in the Documents area.

3. If desired, make a selection in the search In Departments -

drop-down box, otherwise the search will default

Basic Search

to the users Personal Settlnqs SeIeCtlon ShOWn Select the default basic search to display in the Documents area
d|reCt|y beIOW In Al of the above -

By Entire Library -

4. Inthe SEARCH entry field, do one of the following:

(0]

(0]
(0]

Type a single word to find all documents containing that word, and make a
selection in the search type drop-down menu.

Search for credi] # (Clear Search)

Type more than one word with a space between each word and the next to find all
documents that contain all of those words, then make a selection in the search
type drop-down box.

Type more than one word with the word or between each word and the next to find
all documents that contain at least one of those words, then make a selection in

the search type drop
down menu Search for credit or payment # (Clear Search)

Basic Search i Do NOT add the word "AND". This is already being done for you.
Example: dress policy is the same as dress and policy.

5. Click Search or press Enter. (To close without searching press click off the window.

The exact sequence of letters in each search word is found wherever it occurs, even within other
words. For example, if red is a search word, Search would find documents containing the
following words: red, credit, redundant, hundred.

The search finds all documents matching the search criteria that are By the selected option (see

table below).

Basic Search Descriptions

Search In Description

Title Searches in titles of documents.

Full Text Searches in indexed files such as Word, Excel, or
PDF.

Keywords Searches in the keywords associated with
documents.

All of the above Searches in Title, Full Text, and Keywords.

Search By Description
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Search By Description

Selected Status Searches by the navigation menu selected (e.qg.
My Documents: | Read, All Documents: Draft, etc.).

Selected Item in Arrangement Searches by the navigation menu and the item
selected within the arrange by (This was default,
the only available search by option before version
6.5).

Entire Library (All Statuses) Searches by every navigation menu the user has
access to (e.g. Users that do not have the
approver role cannot search "In Approval”.

Note:

All basic searches are site specific. A search performed in one site gets cleared and does not
apply to the other sites documents. Therefore, you will need to change the site and enter the
search criteria. To search in multiple sites use the Advanced Search function.

Searches will not filter by the selected arrangement unless Select Item in Arrangement is used
in the search by criteria. For example, a custom arrangement that filters by Document Owner,
then department would not include those filters. The search would return results from other
Document Owners and departments.

Use Advanced Search

The Advanced Search box is available to help you locate specific information in documents, and
see a list of those documents.

If doing a wildcard search, the asterisk wildcard must follow the last character. Example: pol*

The Advanced Search capability is always available on the Documents screen, regardless of
the type of document with which you are working.
To use the Advanced Search option:

1. Click on the button in the Navigation Menu to display the list of documents for the
selected document stage.

2. Click the Advanced Search link to display the Advanced Search box.

Find resulis with 8l of the words Viewr Top

Welcome Vice President | LoG oUT

with the exact phrase “dress code” 10 Results = | Ssarch . .
o e — Policy Technologies, Inc.

J

FIFull Te [#]Drah S h
FlKayam =lin Rasiaw To =] earc r
-] Advanced Search

1. Click the check box(es) under Search Fields to indicate the fields to be searched.

2. Click the check box(es) under Status to search for documents of the selected document
type.
3. Under Date Range, click the drop-down arrow and click on the date type of your choice.

4. Under Date Range, click the Calendar icon next to From and click on the date of your
choice.

5. Under Date Range, click the Calendar icon next to To and click on the date of your
choice.
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6. Click on the drop-down arrow under View Top and click on the number of results that you
want to see.

7. Type a word or phrase in the appropriate text box, then click the Search button.
8. Click the Search button.

Note: Keywords are added to a document specifically for the purpose of finding that document
later using Search. As a part of the document creation process, document owners can add
keywords for which they think users will search.

1.5. Reading a Document

If you are required to read a document, you receive a notification message either in your email
application inbox or in MY TASKS in Policy & Procedure Manager® (see My Tasks (formerly
Messages) for details on accessing notification messages). You can also tell if you are required
to read an approved document by opening it. You will see one of the following options in the

large tab above the document: MARK AS READ (required) RdlisisEalsll or MARK AS
READ (optional) ksl
To read a document and mark it as read,

1. Click the DOCUMENTS tab.

2. In the upper right corner of the main screen, click the arrow to open the Sites list, then
click a site.

3. Click Approved on the Navigation Menu.

4. Do one of the following:
o Click a department to view only the documents pertaining to that department.
o Click All Documents to see all documents from every department.

0 Use Arrange By or Search to find the document (see Finding a Document for
details).

5. Click a document to open it.

Note: If you see the File Download box, the document you are trying to open is NOT a Word®
file, but is a file of some other type, such as a Power Point®. To open the file, you must have an
application installed on your computer that can open this type of file. If you have the necessary
application, click Open. Then, after reading the document, close the application and move on to
step 7. If you do not have the required application, click Cancel, and then contact the document
owner (click the Overview tab to see who owns the document).

6. Read the document carefully and completely. Should you notice that there is an
attachment see Viewing an Attachment for details on opening R —
attachments.

7. Click MARK AS READ (required) or MARK AS READ (optional) .
8. Do one of the following, depending on what you see,

o Ifyou see a message startingwithBy mar ki ng t hi s d g continuent
on to step 9.

o If you see the Take Quiz box, go to Taking a Quiz.

9. Do one of the following,
o Click OK to confirm that you have read and understood the document, then click
Close.
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o Click Cancel if there is any part of the document that you did not fully understand,
and then see your supervisor for clarification.

1.5.1. Taking a Quiz

If the current document includes a quiz, you will see the Take Quiz prompt as soon as you click
Mark as Read . You must successfully complete the quiz before you can mark the document as
read.

To take the quiz:

1. Click Mark as Read . (If Enhanced Validation is enabled, the popup will contain a form
where you need to type your username and password.)

2. Click Take Quiz.

3. Read the introduction (if provided) and answer all the questions. For multiple choice and
true/false questions, select the answer that you think is correct. For open-ended
guestions, type a response in the box provided. (Responses to open ended questions do
not affect your calculated score.) After answering all the questions, click Submit
Answers at the bottom of the page.

4. If feedback is displayed, review it. (Feedback will only be displayed if the quiz creator
specified to show it.)

5. If you received a passing score, do one of the following:

o Click Continue to Mark as Read to proceed with the Mark as Read process.
If Enhanced Validation is enabled, you will have to enter your password again.

o If you want to improve your score, click Retake Quiz and try again. (Note: The
document will still not be marked as read at this point.)

6. If your score is below the required percentage, you must retake the quiz and pass it
before you can mark the document as read. Do one of the following:

o If you want to retake the quiz immediately, click Retake Quiz and try again.

o If you want to review the document before retaking the quiz, click Return to
Document , and then read the document again. When you are ready to retake the
quiz, click Mark as Read, click Retake Quiz , and try again.

1.5.2. Viewing an Attachment

To view a file attached to a document, you must have a program installed on your computer that
is capable of opening that type of file. For example, if an attachment is a Microsoft Powerpoint®
file, you must have Powerpoint® installed on your computer in order to open that attachment.

When a user with an applicable task or assignment

opens a document, and an Attachment is connected to (1) Attachment(s) Click here to view.
that document, the Alert box will display. If there is no OK
active task or assignment, the Alert box will not display.
.
1. Click the = or OK to close the Alert box. e —
6 0 PPM Upgrade Instructions. pdf
. . . . " [ I
2. Click the Click here to view link to see the o Dowr b —
available attachments. Do you want to open or save thisfle?
- . - . ' Name: rade Instructions.
3. Click the document link to display the File TE e Aduse st Docament 52068
Download i Security Warning box. From: mikeestpoligfechcom
Cpen | | Save | | Cancel |

i " 1 While files from the Intemet can be useful. some files can potertially |
a ham your computer. f you do not trust the source, do not open or
E save this file. What's the risk?
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4. Click the Open or Save button to open or save the file as you choose, and follow the
other instructions provided by Windows.

1.5.3. Viewing a Note

When a document is opened, and an Unread Note is connected to that document, the Alert box
will display.

1. Click the @ or OK to close the Alert box.
2. Click the Click here to read link to see the available note(s).

(1) Unread note(s) Click here to view.

@ Unread Notes (Click to read) ) Read Notes ) All Notes

My unread note

3. To read the note, click the bold
text in the notes subject line.

‘ 7. Unread Notes appear with Bold Font

Note: The alert pop-up will no longer appear if the note has been read. To review notes that
you've read click the Notes link under the View Document sub-menu.

Status: Approved - Readers

From: Susan Howard

Subject: Subject for Note Example [#]| View Document | Properties Wizard | Overview
This is the body of the note.

S Aftachments (1) | || Motes (1) | Tools

Note: All Document Notes displays all notes that the user can see based on their roles and
permissions in relation to the document.

Note DCA's and the Document Owner of that version can view all notes. (See the below image)

] Subject Workflow Assignee(s) |
W

Write Note Subject Writers
Reviewer Subject Reviewers
A i Approvers
Readers

1.6. Creating a Draft Document

To create a new document, you must be an authorized Document Owner.

This chapter covers the following tasks involved with creating a draft document. The first two
tasks are required for all new documents. The remaining tasks are optional, depending on the
need.

I Assign document properties

Write a document

Create a quiz
Viewing and Attaching a File

= =4 =4 4

Designate a document to be replaced

The following tasks are necessary if you do not finish a document in one session OR, if you want
to change or delete a draft document being worked on, and you've completed one or more of the
tasks listed above.

1 Close and save a draft document

I Edit a draft document

i Delete a draft document
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Except for assigning document properties, which must be completed first, these tasks can be
performed in any order. After completing the Assigning Document Properties section, you can
move on to any of the other sections.

1.6.1. Assigning Document Properties

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

licytech
To begin creating a document, click the New Document sub-tab, -
and then click the link for the type of document that you wish to
create.
This will display Step 1 of the 7-step Properties Wizard that will

guide you through the process of assigning document Properties.

\ Policy List

ment v Rl

In Review + Please click on th

Next Step »

Note: To move from Step 1 to Step 2, you must click on

IMPORTANT: You must complete Step 1 of the Properties Wizard before you can write a
document or send it out to Writers, attach files to it, insert links, or
identify other documents that this document will replace. However, all

Edit Document | Document Setup

of the steps of the Properties Wizard must be completed before the Seps 1.setinas
document Can be Sent Out for Review / Approval_ 1. Settings: Please provide the basic document settings.

After completing the wizard, you can perform any of the other tasks in any order.

While working in the Wizard, you can go back to a previous step by clicking the appropriate link
at the top of the page, OR by clicking the ‘<82 putton, on steps 2 through 7.

‘ Steps: 1. Settings > 2. Departments & Categories = 3. Writers > 4. Reviewers = 5 Approvers = 6. Readers = 7. Document Access

Once the Properties Wizard has been completed, even if the document itself is not finished,
there is a way to see the information about the document without going completely through the
Wizard.

Click on the Overview tab to display the Overview page so that you can see all of the
information about the document that has been developed up to the moment that you look at
Overview .

Click a specific link, such as Approvers Status to go to that tab in the Overview.
Status: Draft - Document Creation (Restricted - Medium Replace Documents ~ Delete. Status: Approved
@E:n[ctumsm Properties Wizard Dverwew‘mz-J/ st ™ Pp

[ View Document | Detais

Properties | Document History | Writers Status | Reviewers Status | Approvers Status | Readers Status | Links | Securty | Comments . .
Overview | Document History | Reviewers Status | Approvers Status |

Properties (=
Approvers Status

Current
Business Title @ Accepted € Declined © Waiting & Skipped @ Unknown
Delta Regional Medical Center Cycle 1- (Mo action was needed
Title Version # Cycle 2 - (Mo action was needed
Environmental lssues 1 212 = = Cycle 3
= Level1

Publication Next Review " .
Date Created Date Submitted Date Approved Date Date Review Interval @ EagerLeamner (Policy Manager
11/26/2010 Not Submitted Mot Approved Yet Mot Approved Yet Mot Appraved Yet 12 months

Yet

Document Owner
Corporate Headquarters: Master Administrator (Document Control Administrator)

Document Creator

Corporate Headquarters: Master Administrator (Document Control Administrator)

Witers
Corparate Headquarters: Lisa Trucker (Disaster Recavery Manager) Not Started

Reviewers
Corporate b Edward Gleeson Manager) Not Started il

Deleting a Draft Document

Designating a Document to Be Replaced

Writing a Document

= =2 =2 =

Attaching a File
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Attaching a Note

Creating a Quiz

Closing and Saving a Draft Document

= =4 =4 -

Editing a Draft Document

Step 1 - Document Setup
Provide the following document information:

Properties Wizard

Basic Settings
1 Title: Click in the text box next to Title, and type the document title.

1 Document Owner: Click on the drop-down arrow next to Document Owner and click on
the name of the selected Owner.

1 Document Template: Click the drop-down arrow to see the list of templates. There are
blank Word® and Excel® templates. You may also have some previously-created
Document or Spreadsheet templates available to select from to create your document. To
use another file type as the document format, select Blank Upload File Template . This
will apply the properties associated with that template. You can choose to preview Word®
and Excel® template contents by selecting one and clicking  [Frevien’

This will allow review of the template contents without actually applying the content to
your document.

Important: Please note that uploaded files cannot be edited in Policy & Procedure Manager®
after they are uploaded. Also, in order to view an uploaded file, users must have an application
capable of opening the file, on their computers.

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

policytech

1 Document Template: There are some pre-defined
templates included in Policy & Procedure Manager®.
These pre-defined templates can be edited. - Tompiaes Found: 12

User Setup Document Templates

Additionally, you can create your own templates. Document Sotup 5] Bos Bocument o For Tesin

Default Properties

ABOUT | HELP ‘ Preferences

7| Procedure Template

[zl| Word Inserted Fields

] Workflow Accounting
Spreadsheet Templates

&7 - Blank Excel Document —
System / IT Settings Upload File Templates
5] ~ Blank Upload File Template —

Bulk Edit

Recycle Bin

Toals

Workflow Settings

1 Version Number : The default version number for a new document is 1. You can change
the version number if, for example, you want to align versioning with an existing paper
document system. However, you won't be able to change the version numbers of
revisions to this document after it has been approved. Policy & Procedure Manager®
automatically updates (increments) the version number upon approval of each new
revision. Previous versions of a document are automatically archived.

1 Reference Number: Depending on how a Document Control Administrator sets up
Default Document Properties, Policy & Procedure Manager® either automatically assigns
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a Reference Number to each created document, or requires you to provide that number. If
there is a blank entry field, type in a reference number for this document.

Document Review Interval: The Document Control Administrator sets the default
number of months between document reviews. You can change this number, if
necessary. One month before an expiration date by default, you (as the Document

Owner) will be notified that the document needs to be _
. Every 12 maonths |after approve/publish date
reviewed.
from specified date

There are two options that relate to the Document Review Interval. One option allows you
to select a specified date , by clicking on the calendar icon, and on the date of your
choice. If selected this date will be the document expiration. Typically, a new version of
the document should be created and approved prior or on that date. The other option
indicates that the review interval will be based upon the approval/publish date of the
document. You may wish to set a specific date for review on the first version of a
document, then on the next version created set a specific number of months for the
review interval.

Optional Settings
1 Publication Date: Normally a document is published (made available for

reading/viewing) as soon as the last Approver approves it. To have the document
published on a specific date after it is approved, click the radio button next to Wait to
publ i sthereclick the calendar icon () to select a month and year, then click a date.

Require reading before publication date:  After adding a future publication date to your
document you can now

CheCk the OptIOI’] tO requ”_e Optional Settings {Show/Hide

Publication Date - )
4 Caution!

read|ng befOI’e that Wait to publish the document until the following date:

pu b||Cat|0n date_ Requlred 011112013 | Require reading before publication date @ What s this?

readers SeleCted on Step 6 Assigned Proxy Author - Unassigned - Choose an Assignable Proxy Author - E @ Vihat is this?

will then be notified to read ~ Pecument Keywords pending, mark as read + @ Whatis tis?
(Separate words with a comma) Expand keywords textbox

When the document goes Original Creation Date E| @ What is this?

into pending status.

I save [%]| View Document | Next Step »

Assigned Proxy Author: Chosen from the Document Owner's available Proxy Authors.
The Assigned Proxy Author can edit the document and its properties but cannot Submit
for Review. If the drop-down says, No Available Proxy Authors , then none have been
selected for the person who has been selected as the Document Owner for this
document.

Document Keywords: Those keywords that are not part of the text of the document.
When a search, using the selected keywords, is performed, the title of the document will
show up in the list of documents even though the keywords are not part of the actual text
of the document.

Example: If you have a document that is referenced by a nickname such as PTO request, but
PTO is not contained in the document you may wish to add PTO as a keyword.

Keywords can be added by a Document Owner after a document is approved as needed.

1 Original Creation Date: This date only applies to those documents that were created

prior to an organization's use of Policy & Procedure Manager® It is the date that the
original document was created/approved before your organization started using Policy &
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Procedure Manager®. A Document Control Administrator may customize this area to
store a different type of date.

Click Save or Next Step when you are ready to go on to Step 2: Departments & Categories
l.J."' [5] | Edit Dacu 2

Step 2 - Departments and Categories

A very important part of document creation is in determining who should interact with the
document that you are putting together. The main things that will be determined at this point are
which sites and departments should see the document, and which categories best describe the
document and its content.

To designate Sites for your document

1. Click on the drop-down arrow next to First :, where is says Choose which sites can
access this document and click on the site (s) of your choice. Click outside of the drop-
down box, to close it.

Important: If you only select a site, and nothing else, the document is shown on the selected
S'te (S) as Unf'led polic;‘rech " DOCUMENTS | MY TASKS | REPORTS
[———]

ABOUT | HELP | Policy List

All Documents B new Document ~ IR

Approved
Arrange by

Departments -

In Review < Add Custom

In Approval
5 @ [All Documents]
Pending @ ["Unfiled?]

Note: The sites chosen in this list will be the only ones that will be seen when you select
Departments on this page. On new documents, the Document Owner's site is selected by
default, though others can also be selected. If you select a department group here, that will
override this selection, in that it will also show the document in the sites that apply to the
selected department group.

Selecting a department is required. A selection of departments works best when a group of
people in a specific area must see or work with a document. You may choose to select from
groups of documents that have been created by a Document Control Administrator under the
Department Groups area.

To assign departments to a document:

1. Click Departments in the box at the top left. A list of available departments will be
displayed in the box below. (At this point in time, departments are now considered to be a
category that is another association to which your document is tied.)

2. Click the check box(es) next to the Department(s) of your choice, to move the selected
department(s) to the Selected Departments & Categories  box.

Note: You can select as many departments as are needed. See Selection of Multiple Items in a
List of Check Boxes in the Introduction chapter for details. You can remove a department from
the Selected Departments & Categories list by clicking the check box next

Arrange by:

to it, to unselect it. [All Categories . [
. . . 2r Add Custom
Your document will display on the main documents page under (Al Documents)
whichever category types are selected. Documents can be linked 5 & Sompeonia 10
with different categories, such as a Document Type or a specific set o as"" "
. . # €3 130 9000
of document rules or standards that your organization may need to 5 0 JCAHO Standards

follow (see the example, to the right).
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3. To assign a category from a category type in a document,

4. Click a Category Type in the box at the top left. A list of available categories will be
displayed in the box, below.

Note: If your Document Control Administrator has defined category descriptions, instructions or
a description of the currently selected category or sub-category will appear in the Description
box.

Note The Template you chose in Step 1 will determine which categories will show up in Step 2.)

2. Departments & Categories - Click on a Category Type on the left. Then check associated Categories from the list below to move them to the Selected box

First: | Choose which sites can access this document |z| (i)

Next: Choose the categories in which this document will be displayed Description

Required Categories » | | No description.
Departments

Optional Categories =
Compliance Type
FLSA
150 9000 =z

Choose Document Type Below Selected Departments & Categories ]
@® [Document Type] D (Corporate F

Activity Department: Accounting

Forms Depariment: Educational Resources
Job Description Document Type

Manual Policies

Performance Evaluation
V| Policie:

Procedures

Task

2DTIDDDDD

Shift+Click selects a span of checkboxes. @ More Shortcuts

1 Back | |l Seve | [{] Edit Document | Next Step b

5. Click the check box next to a sub-category to move it to the Selected Department &
Categories box. You may be able to select multiple items for its sub-categories,
depending on how the rules are set up for that particular category.

6. If necessary, repeat steps 1 and 2 to add additional categories.

Note: You can select multiple sub-categories at once. See Selection of Multiple Items in a List of
Check Boxes in the introductory chapter for details. You can remove a category from the
Selected Departments & Categories list by clicking the check box next to it, to unselect it or
highlight a selected item and either double-click or click the trash/delete icon.

Each category may often have sub-categories. For example, under the Document Type category
type you could have the following categories: Forms, Policies, Job Descriptions, and Minutes.
Those could also have sub-categories under them. Another example is that a rules category
type might have listed as its categories all of the section numbers within that set of rules. Thus,
you can associate your document with both a document type and the specific rules or sections
that apply. You may want to check with a Document Control Administrator to find out which
categories should be selected for this document.

7. Click the Writers (Optional ) link to go to Step 3, Writers (Optional).

Important : As you move to Step 3, there are new capabilities in Steps 3-7. These steps are
where assignments are made relating to this document: who may assist in writing it, who will
review, approve or read it, and what the Document Security requirements should be.

Step 3 - Writers (Optional)
If appropriate, select the Writer(s ) for this document. These people are not owner(s) of the

document, but are those who will be contributing and collaborating to the document content at
the request of the Document Owner. They will ONLY have access to the document content.
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They cannot modify document properties in the Properties Wizard or submit the document into
review.

Note: A user can be both a Writer and a Proxy Author. A Proxy Author can submit the
document to Writers. This also allows a task to be created for the Proxy Author when the
document is submitted to Writers.

Note: A Writer can click Finish > Finish Writing to indicate that they are done writing the
document. Unlike Reviewers and Approvers, a Writer can still edit the document later (while the
document is in Draft status) if they think of anything else necessary and the document is still in
the Draft-Writers state. Once the last Writer has clicked Finish Writing , Writers will be unable to
make further edits. This will indicate to the Document Owner that the document is ready to be
submitted for Review and Approval.

Status: Draft - Document Creation Replace Documents  Delete

Finish +
Edit Document | Properties Wizard | Overview | Edit Quiz

Steps: 1. Settings = 2. Departments & Categories = 3.Writers (Optional) = 4. Reviewers = 5. Approvers = 6. Readers (Optional) = 7. Document Security (Optional)

3. Writers (Optional) - Document owners and writers edit documents in draft.

Site | Corporate Headquarters E
Departments | Job Titles | Writers Selected Users ** = Requirad item g
P 'Search Writers Level 1 No Due Date ~

T | CC oo Headquanor
Famswaorth, John (Information Systems Manager)

Hansen, Tom (Accounting Manager)
Jones, Anne (Chief Finance Officer)

@ [] Benton, Carol (Environmental Control Manager) -
@ [] Breen, Darren (Personnel Manager)

@ [] Driggs, Shiela (Director of Finance)

@ [V] Farnsworth, John (Information Systems Manager)
@ [] Gatos, Will (Chief Information Officer)

@ [O] Gifford, Tawna (Accounts Receivable Clerk)

m

@ [ Gleeson, Edward (Manufacturing Manager)

(2] Hansen, Tom (Accounting Manager)

@ [C] Howard, Susan (Document Control Administratar)

@ [] Johnson, Douglas (Chief Executive Officer)

@ [¥] Jones, Anne (Chief Finance Officer)

@ [ Leonard, Lynn (Director of Education -

Shift+Click selects a span of checkboxes. @ More Shoricuts © New Level 1~ o

Notes © Add New Note @ Whatis this?
Subject Recipients

4 Back .,—‘ Save | [+]] Edit Document = Next Step »

As shown, there are two options: a basic list (Writers ) and a group list (Writer Groups ) to help
you select the Writer(s) for this document.

A Group contains two or more departments from the same site that are logically grouped
together under a new name. For example, you could have a Fiscal Services group at the
Corporate Office that includes the Accounting and the Purchasing Departments. Groups make
selecting multiple items quicker and easier. (Your Document Control Administrator may not have
created groups.)

A Multi -site (Global) Group contains departments from multiple sites. For example, you could
have an Information Services group that includes all the Information Systems and Software
Development Departments at the Chicago, Los Angeles, and Atlanta sites. (Your Document
Control Administrator may not have created Multi-site (global) groups.)

To select the Groups(s) affected by this document,

1. Inthe Site list, click the drop-down arrow and click the name of the site where the Writers
are located.

2. Do one of the following:
o Inthe Writer(s) box, click the check box next to the appropriate Writer(s).
o Inthe Groups list, click the check box next to a group name.
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o Inthe Multi -site (Global) Groups list, click the check box next to a group name.
Note: You can view the contents of a group by double-clicking that group name.
You can select specific individual names once you view the group contents.

3. Repeat step 2 to add other Writers or groups to the Selected box.
If you need to add Writers from other sites, repeat Steps 1 through 2 as many times as

necessary.
5. Click Next Step to go to Step 4, Reviewers.
[E) Administrator, Master (Document Control Administrator)

(1] Benton, Carol (Environmental Control Manager)
@ [¥] Driggs, Shiela (Director of Finance)

@ [V] Gleeson, Edward (Manufacturing Manager)

® Leonard, Lynn (Director of Education)

[E) Thomas, Brad (Director of Operations)

[E) Wright, Fred (Software Development Manager)

Important : Beginning with Step 3, the Notes capability is available specifically in the Properties
Wizard.

The Notes capability is available in Steps 3 -6, which means that Notes can be written to anyone
who is identified in any of these steps, as Notes © Add New Note @ Whatis fhis?

having a connection with this document. Subt e
Users must first be selected to have a note
created that will be sent to them.

To attach a note to a document see the Attaching a Note section.

To edit an exisiting Note click on the appropriate Note title to open and edit it.
Step 4 - Reviewers

Reviewers typically check documents for accuracy and completeness. You must select at least
one Reviewer before moving to the next step. As many Reviewers can be selected as you like.
A Document Owner can select themselves as a Reviewer, if desired. That way they can
continue to work on the document, though if a Word document, Track Changes will be on.

In Step 1 of the Wizard (template selection), some templates may have one or more names
already designated in their properties in the Selected Users box(es). A Document Control
Administrator has the option of automatically adding optional or required Reviewers or
Approvers for all documents created from this template.

If two asterisks (**) precede a name (see the Selected Users box in the following example), that
Reviewer (or Approver) is required, meaning that you cannot remove that name from the
Selected User® box. If no asterisks precede a name, you can treat the selected Reviewer (or
Approver) as a suggestion.

You select Reviewers in much the same way as you select categories in Step 2 of the Properties
Wizard. You can select them individually from the Reviewers (Approvers) box, which contain
only those users assigned the Reviewer (Approver) role.

To select Reviewers, do the following:

1. In the Site drop-down list, click a site containing users you need to assign.
2. In the Reviewers box, click the check box next to a user OR
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3. Click the Reviewer Groups bar to see the list of Reviewer Groups. Click the link next to
the red dot, and click the check box next to a group name OR

4. Click the Multi-site (Global) Groups link to see the list of Multi-site (Global) Groups, then
click the check box next to a group name.

5. Repeat steps 1 through 4 as necessary to add other users or groups to the Selected
Users box.

Notes: To see which users are in a group, double-click a group name in a list to display the
Available Users box.)

You can select multiple users at once. See Selection of Multiple Items in a List of Check Boxes
in the Introduction chapter for details.

You can remove a user name from the list by clicking the check box next to that user, to unmark

it. Available Users X

@ [] Administrator, Master (Document Control Administrator)
@ [] Benton, Carol (Environmental Control Manager)

[ 2] Driggs, Shiela (Director of Finance)

2] Gleeson, Edward (Manufacturing Manager)

@ [] Leonard, Lynn (Director of Education)

@ [] Thomas, Brad (Director of Operations)

@ [] Wright, Fred (Software Development Manager)

By default, all the selected users are designated as Level 1 Reviewers (Approvers). This means

that all Reviewers (Approvers) will receive notification at the same time to review the document.

Once all the Reviewers (Approvers) have accepted the document, then all the Approvers receive
notification at the same time.

Status: Draft - Document Creation Replace Documents  Delete

Submit =
[#]] Edit Document | Properties Wizard | Overview | Edit Quiz

Steps: 1. Seftings > 2. Departments & Categories > 3. Writers (Optional) > 4. Reviewers > 5. Approvers > 6. Readers (Optional) > 7. Document Security (Optional)

4. Reviewers - Reviewers view the document and its properties to ensure they are cormrect ‘

Site | Corporate Headquarters

| Departments |] Job Titles || Reviewers Selected Users ™ = Required item o |
# Search Reviewers Level 1 No Due Date +
Reviewer Groups

Ci ters
Hansen, Tom (Accounting Manager,

avel 2 No Due Date ~

Corporate Headquarters
Benton, Carol (Environmental Control Manager) Leonard, Lynn (Director of Education]
Breen, Darren (Personnel Manager)

or of Finance;

F formation Systems Manager) |
nufacturing Manager)

@ [C] Administrator, Master (Document Contral Administrator)

m

OEEEOEE0

sooosoo0n
El

%o

)

o

irector of Education)

ctor of Purchasing

r of Engineering)

@ [] Thomas, Brad (Di or of Operations)

@ [ Trucker, Lisa (Disaster Recovery Manager) -

Oppener, Susie (|

Shift+Click selects a span of checkboxes. @ More Shortculs © New Level @ Up @ Down

Notes © Add New Note @ What is this?
Subject

« Back | |l Save | [&] EditDocument | Next Step »

If the document needs to be reviewed in a specific order, you can assign Reviewers (Approvers)
to different levels.

Level 1 Reviewers (Approvers) receive notification first, followed by Level 2 Reviewers
(Approvers), and so on. You can assign as many levels as you need. For the document to
proceed forward to subsequent levels ALL assignees on a level must have accepted the
document.
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To assign review (approval) levels, please do the following:

1. Click the (| @ """l y hutton to add a level.
2. Click the check box next to a User Name ..

| @ [¥] Leamner, Eager (Policy Manager)

To add additional level(s):
3. Repeat steps 1 and 2, as many times as needed.

To add additional reviewers (approvers) and assign them to previously-created levels
1. Click the check box next to a User Name.. | @ [ Leamer, Eager (Policy Manager)
Click on the newly-selected name in the Selected Users box.

Click the down arrow button (22" ) to move that reviewer (approver) down a level.

Click the up arrow button ( @ Ur ) to move that reviewer (approver) up a level.

a s~ DN

Click Next Step, to go to Step 5, Approvers.

Note: Multiple reviewers (approvers) can be set to the same level. All reviewers (approvers)) on
a single level must accept a document in Review mode (Approval mode) for that document to
then move to the next level. If one user declines or revises the document, it will go back to Draft
and cannot proceed to the next level.

Step 5 T Approvers

Approvers are usually management/executive level people who give their approval to publish the
final draft of a document. They are considered an organization's top level approving authority
and have legal responsibility for what they approve. Only individuals with appropriate
authorization should be Approvers.

You must select at least one Approver before you can submit into the review/approval process.
The rest of the sequence necessary to select Approvers is identical to the sequence used to
select Reviewers. Where Review ers is mentioned, Approvers is shown in parenthesis under
Step 4 - Reviewers. If you keep that in mind as you go through the process, you should not
have a problem.

There may be situations that arise where a board or committee needs to approve a document
though many of the members may not have email or a login to Policy & Procedure Manager. In
this case your Document Control Administrator ~ can set up an Approver Group to represent
the board or committee. As few as one user can be in a group. Typically, an Administrative
Assistant or other individual representing the board or committee logs into Policy & Procedure
Manager and accepts, on behalf of the board or committee, during their meeting to ensure the
date in the database and on the document match the actual Approval date. You may wish to
have a legal review of a situation such as this to protect the individual representing the board or
committee.

It is also advisable to ensure that ALL Track Changes are removed from all Word and Excel
documents being approved. This can be done with several options:

1. The Document Control Administrator may have created an Approver Group named
Gatekeeper. This way, a prompting task is generated and email notification is also sent to
an individual representing the role of Gatekeeper. Typically, the individual representing
this role will log into Policy & Procedure Manager and verify all Track Changes have been
removed and that the document properties are correctly set to ensure the document will
display on the main Documents page under the correct departments and categories. Also,
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to ensure that any appropriate keywords are added and that other information is set
correctly.

2. The Document Control Administrator may choose to set up a review of all recently
approved documents. They can then go to the main Documents page within Policy &
Procedure Manager and sort by the column of Date Approved or Next Revi ew Date.
Use the Print option on the main Documents page to print the list of documents and their
next review dates (based on the review interval from the Date Approved ).

After completing Step 5, click Next Step to proceed to Step 6 (Readers) or Step 7 (Document
Security ), or both, as your needs dictate. Steps 6 and 7 will be explained in the pages to follow.

1. Click Edit Document OR
2. Click Next Step, to go to Step 6, Readers (Optional).

Step 6 - Readers

In this step, users can be set as required to read or sign off on the document being created once
it is approved. When the document is approved, the designated required Readers receive an
emalil notification that the document is available to be read and that they are required to read it.
They also have a Task created that remains until they complete the Mark as Read action on the
Approved document or the assignment is manually removed from them.

This step is not required. If you do not specify required readers, all users can view the document
but they will not receive notification when the document is published and will not be required to
mark it as read.

You can make reader assignments by user, by department, or by job title. Just as you assign
reviewers, and approvers, you can also use groups to make reader assignments. (Double-click a
group name to see the Available Users box, which will show the users or departments in that
group.) If no groups are set up, you can contact the Document Control Administrator, who can
set up Reader ["i0™ Groups.

Important Note: It is preferable to select readers by job title or by department. This way,
maintenance is greatly reduced since, as new users are added to the Policy & Procedure
Manager® system, it will automatically recognize the new user and require that user to read the
documents under the department or job title to which they are assigned.

1. Inthe Sites list above the list of users, click a site containing users who will be assigned
as readers.

2. Do one or more of the following to assign readers:

o Click the Users tab, then click inside the text box underneath the tab. Type in part
of a user name so that a list of users with those letters in their name will be shown.

v s e G " (Auto-complete function)

o Click on a highlighted user name, to place it in the text box and click Add to move
the name to the Selected Readers box.

o Click the Departments tab, then click the check box(es) next to a department or
department group, to move the selected item(s) to the Selected Readers box.

o Click the Job Titles tab, then click the check box next to a job title, or job titles, to
move the selected item(s) to the Selected Readers box.

3. Repeat step 2 as necessary to add other users, departments, or job titles.
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Notes: You can select multiple users, departments, or job titles at once. See Selection of
Multiple Items _in a List of Check Boxes _for details. You can remove one of these items from
the Selected Readers box by clicking the check box next to it, to unmark it.

1 You can specify an interval of how often that the required readers must read this
document. Read Once is selected by default.

1 If you want the document to be read more than once, click the radio button next to Read
E v e r ythén type the number of months that will elapse between each required reading
(however at this time Required Readers are only required to take the quiz, if created,
once per document version).

4. Click @ == to edit the document OR Click @ = <=+ t0 move to Step 7 - Document
Security .

Step 7 - Document Security

In this step, you can designate specific Security Levels that will control who is able to view/work
with the document. There are four levels.

Security Levels

Public :* Allows all internal employees to view this document during any stage of the workflow
they have permission to view. The document is only available anonymously on the public viewer
only after the document is published.

Normal : Allows all internal employees to view this document during any stage of the workflow
they have permission to view. This is the default security level.

Medium : Allows only the users assigned to a step in the Document Setup Wizard the ability to
access the document in any stage of the document. Relevant Proxy Authors and Document
Control Administrators may also view it.

High : Only allows the users the ability to view the document when they have an active
assignment. Relevant Proxy Authors and Document Control Administrators may also view it at
any time.

*Note: Only available if the Public Viewer module is purchased. For more information contact
your PolicyTech Sales Representative.

Security Level

To select a Security Level for a document:

MNormal
Public

1. Click the drop -down arrow under Security Level and click on the T
Security Level that is appropriate for this document. e

Restricted access begins immediately (while in Draft) to prevent unauthorized users from
seeing a document from its inception and continues through the entire document lifecycle
(See the section entitled The Publishing Process _ for more information).

2. Security can be adjusted and either increased or decreased at any time.
1.6.2. Deleting a Dra ft Document
Note: You can only delete documents when they are in draft stage.
To delete a draft document,

1. Click the DOCUMENTS tab.

2. In the upper right corner of the screen, click the arrow to open the Site list, then click a
site.

11111

3. Click Draft under All Documents, in the Navigation Menu. G
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4. Click a department, then click a document.

Note: You can use Arrange By and Search to find a document (see Finding a Document for
details).

5. Click DELETE at the top of the window, then click Yes, then click OK.

Replace Documents  Delete

Note: A deleted document is moved to the Recycle Bin and can be restored if necessary, by a
Document Control Administrator (DCA), Sub-DCA, or by someone to whom the DCA gives
appropriate permission.

1.6.3. Designating a Document to Be Replaced

If the document you are creating is to replace one or more existing documents, those documents
being replaced will automatically be archived as soon as the newly-created document is
approved.

Note: Do NOT use this tool if you are creating a new version of an approved document.
Replacing a document is not the same as creating a new version of it (see Revising an
Approved Document for details on creating a new version). When you create a new version, you
simply revise an existing Approved document. When you replace a document, you replace it
with an entirely different document.

1. In an open document, click REPLACE DOCUMENTS in the large tab at the top of the
page. EEEEEEY

Note: For help with opening a document, see Finding Documents in Different Stages of the
Publishing Process.

2. Inthe Site list, click the site where the document you want to replace is located.

Heplace Documants

Site Corporate Headguarters =| © Add Al From This Site

Document Owmer | Biean, Daren [Personnel Manage] |=| © Add Al From Bresn, Damen (Personnel Managar)

Auailable Documents Selected Documents
Ll i t * | | Docoumenng
Drug Fres Wi
Empioymsnt s . 1)
Tegwel and Entertpinengnt [v, 1)

There are many options from which to choose, when deciding how you would like to see a list of
documents. Click on the drop-down arrow next to Select By to see this list.

Note: The selection that you make will determine how the list of documents will display. For
example, if you click on Document Owner, you will see a result like the one shown in the above
illustration.

3. Click the check box next to a document, to add it to the Selected Documents box. If you
use Title or Reference #, there will not be any check boxes, you will just click on the title
or number to move it to the Selected Documents box.

4. If the new document replaces more than one existing document, repeat Steps 3 and 4 as
many times as necessary.

5. If the new document also replaces one or more documents at a different site, repeat steps
2 through 4 as needed.
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6. Click Save.

Note: If you choose to replace a document owned by someone else, that person will be
assigned automatically as a Reviewer of the new document and will receive notification to that
effect.

Writing a Document

Attaching a File

Attaching a Note

= =4 =4 =2

Creating a Quiz

1.6.4. Writing a Document

Before you can write or otherwise add content to a document, you must complete the
Properties Wizard . If you have not already done so, complete the instructions under Assigning
Document Properties.

After completing the Properties Wizar d for a Microsoft Word® document, click the Edit

( [+ Edit Document

Document tab ), you should now see a page similar to the one in the following
illustration. (If necessary, click the Edit Document tab to display this page.)

Status: Draft - Document Creation Replace Documents  Delete
Finish
[x] | Edit Document | Properties Wizard | Overview | Edit Quiz
17 Addto Favorites | % Import/Replace | Insert Properties | Insert Links | % Attachments (0) | | Notes (0) | Tools Discussions (0)

Home Insert Page Layout References Mailings Review View Developer Design Layout

Times New Rom ~ 12 = A~ A7

4aBbCcl AaBb( |AaBbCc | % #

Paste 7 B 7 U ~ahe x, X Emphasis  Heading1 Thommal |- Change EdiEing

Styles =
Clipboard Font Styles
HY9-0GS A1z -A-& <
[FSERRCN N SN N SRR NN SN SN IS RSN S | SRS NN SN ; (SN SN
B DELTAREGIONAL-MEDICALCENTER Version-#:

TITLE: TRAININGAND -TUITION REIMBURSEMENT

Document -Owner:-Human ‘Resources," DocOwner{Owner) Date Created: RN

Approver(s): OnEverything, IncludeMe-(Chief-Operations- Date-Approved: Nofipproved Yet
Officer)
Printed- copies-are-for-reference- only.--Please-refer- to-the-electronic- copy-for-the-latest- version.

[INE

Policy: All-open-accounts receivable-withlate-or-delinquent payment -activity-will -be-
handled in-a-timely-and effective manner-to-ensure maximum- collections-and an-
optimum-accounts receivable-turnover ratio.

Purpose: To-provide theactions-and methods for-processing -late-or-delinquent payments.
B Scope: This-procedure-applies-to the-Credit Department involved -with-collection-of past- .
. dueaccounts receivable.- ‘The-Sales-and/or-Shipping-Departments may-be- s
involved in reference-to shipping -holdsor-special -credit -arrangements. - o
T |l
Page:1of4 | Words:1,019 | <& | & | |[Elg® = = 100% (=) L} (+)
H ®
(Microsoft Word™ 2010)

If you are familiar with Microsoft Word®, you'll recognize the menu bar, toolbars, and editing area
in the above illustration. Policy & Procedure Manager® uses Word as its document editor and
uses the version of Word installed on your computer. So, depending on which additional
computer(s) you might use to access Policy & Procedure Manager®, the version of Word will be
the one installed on a particular computer.
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If you selected a document template in Step 1 of the Properties Wizard , the new document
may, as a minimum, have a framework or organization of sections with which to start. If you
choose not to use a template, you start with a blank page.

You can use any available Word tool or feature to write and edit your document, including
outlines, tables, graphics, and hyperlinks to websites and files outside of Policy & Procedure
Manager®. If you wish to create hyperlinks to other documents inside Policy & Procedure
Manager®, use the Insert Links menu. This will allow searching for documents and will
efficiently create your hyperlinks. See the Insert Links section for more information.

Note: Because of the web-browser environment, it is recommended that you periodically save
the document being created without closing it. Click File or the Office Button , then click Save,
(or press CTRL + S).

The following sections contain information you should understand before adding content to, or
modifying a document.

The Draft Watermark

To ensure that a document in draft is not mistaken for an approved document, the word draft is
added as a watermark to the background of all draft documents. You cannot remove the
watermark, and it will also appear when the document is printed.

1"-w"-la"-lw-n"-n‘wgww‘w;w‘n‘wa-‘@-“5-”|-ws-w;§w-w7-w

pre-written documents, click here fo see various document packages, or paste the
fellowing address inte your browser: http:/iwww.policytech.com/pwd

SAMPLE DOCUMENT (ACCOUNT COLLECTION FROCESS)

Policy: All open accounts receivable with late or delinquent payment activity will be
handled in a timely and effective manner to ensure maximum collections and an
optimum accounts receivable tumnover ratio.

Purpose: To provide the actions and methods for processing late or delinquent payments.

Scope: This procedure applies to the Credit Department involved with collection of past
due accounts receivable. The Sales and/or Shipping Departments may be
involved in reference to shipping holds or special credit arrangements.

Responsibilities:

The Credit Department reviews all records for a customer to determine a possible

explanation for non-payment prior to commencing the collection process.

Definition: ~ Bad Debt consists of unpaid accounts receivable invoices that are considered tobe
uncellectible.

Debt collector is any person who regularly collects debts owed to others. This
includes attomneys who collect debts on a regular basis.

Procedure:

1.0 COLLECTIONPROCESS

Watermarks are displayed in the background of documents in the draft, review, approval, and
pending stages of the publishing process (see the figure above, as an example).

Watermarks are added to ensure that documents in these stages cannot be represented as, or
mistaken for, approved documents. These watermarks cannot be removed and will also appear
in the background if a document in one of these stages is printed.

Working with Template Fields

If you are starting with a template, be aware that the template creator may have inserted fields in
this template, which are simply pieces of automatically inserted information from the Policy &
Procedure Manager® database. For example, there may be a field containing the document title
you typed and the Document Owner's name you selected in the Properties Wizard. Or there
may be fields with your organization name and a placeholder (Not Approved Yet) for the
document approval date. It is recommended that each inserted field be given a label so as to
identify the contents of that field. An example would be: Document Title: (Document Title

Field).

To see if the template contains fields,
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1. In the Word® 2003 menu bar, click Tools , then click Options . In the View tab, click the
arrow under Field shading , click Always , then click OK.

2. In Word® 2007, click on the Office Button ( &), then click on the *Word Options  button
to display the Word Options box ( E===1). Click on Advanced, and then scroll down to
find the Show Document Content area. Click on Field Shading and on Always . Then,
click OK to close the box, and exit Word Options.

3. In Word® 2010, click on File and Options in the File Menu, to display the Word Options
box. Click on Advanced, and then scroll down to find the Show Document Content area.
Click on Field Shading and on Always . Then, click OK to close the box, and exit Word
Options.

- —

(=

Amaraes

Help

All fields in the template (if any) appear shaded, as shown in the following figure. We strongly
suggest that you not edit the text in any of these fields or delete any predefined fields in the
document. If edits are required, contact your Document Control Administrator about editing the
original template.

been Crat Covument Cougl

IE "

Py - ) e 10 e Tt PobiTy SUIMSITTT. &1 e Semence |

Purpens: [Clckhere ietype the pupese of s Sooument |

Importing Content
There are two ways to import/replace a document in Policy & Procedure Manager®.

To import/replace a document, using the Word Module plusE .

1. Click on the Import/Replace link, under the Edit Document tab, to display the Upload
New Document box.

@EdﬂDucument Properties Wizard | Overview | Edit Quiz

T7 Add to Favorites | ® Import/ Replace | # Download Source File
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2. Click the Browse button to locate a Word® file, then click Open.

Upload New Document

Choose a file to replace the existing document.

Browse...

Click the Browse button in the Upload New Document box.
Find and select the Word® file, then click Open.
1 Click the Upload File button in the Upload New Document box.

Word Module pIusE

The Word Module plus® provides users with a faster more fluid experience importing, editing
and saving files to Policy & Procedure Manager® (PPM). By eliminate the multiple step process
to import or edit file types other than Word or Excel such as PDF, WordPerfect®, Open Office,
PowerPoint®, Visio®, Project®, and much more.

1 Option 2 (with the Word Module plusE , version 3.5.1131 or higher).

Upload New Document

Choose a file to replace the existing document.

Browse. ..

Or drag afile here to upload it. (Optional)

Any file type can be dragged in and automatically uploaded.
1 Click Edit Document to open the file in its native program.

1 Users will see an Alert window letting them know the document has been opened using
the default program their computer uses to edit that file type.

1 The Last saved: will update in real time as users modify and save the uploaded file.

Important: The document has been opened using your default
program for this file type.

E Muore Uploaded files are editable with our Liquid Module_pptx

Please save changes to the document and close it before closing Options
this browser window. | Edit Document (Last saved: 4:39:36 PM)

T # | Import / Replace

Note: The IT system administrator can control which file types are editable through the Word
Module plus® .

For information on how to enable editing of other file types IT should contact Technical Support
(http://www.policytech.com/support/helpdesk/newticket/) or call 208-359-8123 Option 2.

Important: Because import/replace replaces any existing text in the draft document, do not
import a document if you have already added content. Use the cut-and-paste method instead.

| Est Decament serties VAZwes | Overvew  Edil Quis

Inserting Document Properties

On the Edit Document page when
creating a Word or Excel document is the
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Insert Properties menu. Here, you can insert fields of information about your document
contained within the Policy & Procedure Manager®.

When you insert a field, it appears as if you are inserting normal text, but a field is treated
differently than normal text. For example, the document shown in the below illustration includes
the Title and Version fields in the header. One way to tell that these are fields is to place the
cursor within the field text, which shades all the field text (if the MS Word setting under Show
document content for Fields Shading is when selected). In the document illustration, the cursor
is in the Title field.

When editing a spreadsheet, clicking Insert Properties gives a prompt with: Warning: Using
this feature with Excel will erase your undo history. With an OK and Cancel buttons. OK will
erase your undo history and continue to open the Insert Properties menus. Cancel will take you
back to editing the document. If you do not want to erase your undo history we suggest waiting
to insert these until your spreadsheet is complete.

Status: Draft - Document Creation

(]

4 Import/ Replace | Insert Properties | InsertLinks | % AHachments (0} | Notes (0}

Excel test (407_-1).ads

» ayout Formulas Data Review

=g General

H2 s - %

<0 .00
00 .0
Clipboard Font Mumber

B5 -

A B C,-;’alea:’iaf E
4 Date Created  10/27/2010
5 L]
4 4 » M| Sheetl . Sheet2 /Sheet3 /73 .~

Ready | 5 |

Some fields that are inserted immediately 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 Date Approved field, you
will see Not Approved Yet as the field text until the document is approved, at which time the
actual approval date is displayed.

Tecfoles- 18 - K & Aa- -I=- EE T ke AaBBC AR

DELTAREGIRN AL MERN I AL CENTER Version &
TITLE: TRATNINGAND TS REDIBUREEMENT

To delete a field, select all of the field text, then press the DELETE key.

The fields are described in the following sections, which are grouped according to the Insert
Properties submenus.

The font/style of most fields can be modified to match the desired formatting throughout a
document. This means that when the field information appears it will match of have it's distinct
formatting characteristics.

Note: When inserting a field, be sure to have the cursor placed in the desired location where the
field should be inserted within the document.

43



Policy & Procedure Manager 6.5 User®& Guide

Document Info | =
These fields include the document Title, and Reference Number, as well as X
Keywords, and Version Number. Other fields include: Supersedes, Affected .
Departments and Version Change Summary.

If this document replaces other documents, you can insert the titles of the
superseded documents.

You can also identify departments that are affected by this document and review
a summary of version changes.

Company |nf0 reart Propemes "'f‘.'..--e €
These fields include the business title and site name. '

Categories

Displays the assigned Category Type or Category value (such as a document
type or a rules section) that was selected on step 2 in the Properties Wizard. A
particular category value can inserted by clicking the specific category name at
the bottom of the Document Info  menu.

Dates e
As stated before, be sure to label inserted fields, especially dates to give them ;
appropriate meaning. "

User Info e | i |
Use these fields to insert the full name, job title, and department of the ;
Document Owner, Reviewers, and Approvers. :

The use of Both shows the name and job title of the Document Owner or the
name(s) and job title(s) of the Reviewer(s) and Approvers.

Inserting Document Links

This feature is only available when editing Microsoft Word and Excel documents. Insert links is
disabled when in other file types. Links can be created from Microsoft Word and Excel
documents to documents of other file types.

To insert a link to an open document,
1. Click in the document to place your cursor at the e reaees” i

[E]] Edi Document | Properties Wizard
I

point where you want a link to be inserted. ot asce | ot e 7 Alchrerts 9 1 e )

2. In the Edit Document tab at the top of the page, click Insert Links .

Note: In a spreadsheet you'll get Warning: Using this feature with Excel will erase your
undo history. With the OK and Cancel buttons, OK will erase your undo history and
continue to open the Insert Links pop-up box. Cancel will take you back to editing the
document. We recommend either inserting links at the very beginning or at the very end
of document creation.
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In the Site list, click the site name nsert Links
where the document is located. Then, onaats Hosdmats = Aproea = SSEENT0
under the Status list, click Draft, or one |

A R Departments + Please click on the appropriate item on the left to see a list of documents
of the other options, to select it. (The 2 Add Custom
document list will not refresh until a mﬁwm'ﬁi
department is selected, in the next & Disaster Recovery 20
step) $Erinaner s

@ Human Resources

Click a department to display its §brmion
documents, then click a document title, gmm
to insert a link to the selected :

document into your open document. The inserted link will be the name of the document
title selected. The link can be copied and moved to any location desired in the body of the
document.

Click Yes in the Success box, and then repeat Steps 3 -4 to insert additional links into
your document. When you click No, the Success box and the Insert Links box will close
and you will be returned to your document.

Notes: By default, documents are sorted by department. To change the sort criterion, click
Arrange By , select an option (see Using Arrange By for details). You can also use Search to list
all documents containing a specific word or phrase (see Searching for Documents).

Setting Due Dates for Document Assignments

In Steps 3 -6, there is a capability that will prove to be very helpful. That is the ability to set Due
Dates. The default option requires No Due Date , another option will let you select a date
interval , and the third option will let you select a specific date .

To set a due date based on a Date Interval .

1.

In any of Steps 3-6, click on the drop-down arrrow next to No Due Date, to display the
Due Date for ... box.

Click the radio button next to Due on Date Interval to display the Date Options for this
choice.

Due Date for Level 1 3]

Mo Due Date
@ Due on Date Interval
Due on a Specific Date

Date Options

Due 4 days after this level begins @
v Wamn 1 days before due date @
7] Make this critical on 2011/08/10 [ ©

Mote: Documents could be declined and sent back to draft several
times. Make sure you provide ample time to allow for this.

0K

Click in the text box next to Due and type in a number, for the number of days.

Click the check box next to Warn and click in the text box and type in a number AND /
OR

Click the check box next to Make and click on the Calendar icon.

45



6.

7.

Policy & Procedure Manager 6.5 User®& Guide

Click on the appropriate date

Click OK to close the box.

To set a due date based on a Date Interval .

1.

In any of Steps 3 -6, click on the drop-down arrrow next to No Due Date, to display the
Due Date for ... box.

Click the radio button next to Due on Date Interval to display the Date Options for this
choice.

Due Date for Level 1 X
Mo Due Date
Due on Date Interval

@ Due on a Specific Date
Date Options

Target Due Date: 2011/08/11 E Li ]
4| Warn 3 days before Target Date @
7] Make this critical on 2011/0810 5] ©

Mote: Documents could be declined and sent back to draft several
times. Make sure you provide ample time to allow for this.

oK

Click in the text box next to Target Due Date, click on the calendar icon and click on the
date of your choice.

Click the check box next to Warn and click in the text box and type in a number AND /
OR

Click the check box next to Make, click on the Calendar icon and click on the date of
your choice.

Click OK to close the box.

1.6.5. Attaching a File

To view a file attached to a document, you must have a program installed on your computer that
is capable of opening that type of file. For example, if an attachment is a Microsoft Excel file, you
must have Excel installed on your computer, in order to open that attachment.

1. In an open document, click the Attachments link (| ™0y 5 see the Attachments

box.

Attachments

Click a file below to open or download.
Mo Attachments Available

% Manage Attachments

2. Click the Manage Attachments link to display the Manage Attachments box.
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3. Click the Browse button to open the Choose file to Upload box, and click on the file that
you wish to attach to the document.

Manage Attachments L]
Current Attachments 11 Delate Selected Attachments

L |
Add Attachment

Select File to Upload
D:\Documents and Settings\vdupuis\My Document:

Upload File | Close

Note: For help with opening a document, see Finding Documents in Different Stages of the
Publishing Process

4. Click Insert (in Windows XP®) or Open (in Windows Vista® and Windows 7®) to display
the path statement for the selected file in the text box next to the Browse button.

5. Click - = "5 1 show the name of the file in the Attached Files box.

6. Click @ o attach the file to the document. When you then click on the Edit
Document tab forthedocu ment , youodl |l see that an item
document.

Status: Draft - Document Creation Replace Documents  Delete

[+ | Edit Document | Properties Vizard | Overview | Edit Quiz

Submit +

4+ Import / Replace | # Download Source File | Insert Properties | Insert Links | % Attachments (1) | _| Notes (0) | Tools

To Delete a file:

1. In an open document, click the Attachments link (| "™ @y 5 see the Attachments
box.

2. Click the Manage Attachments button to display the Manage Attachments box.
3. Click on the file name , to select it.

4. Click on O Delete selected Attachments and click & to close the Manage Attachments box.

1.6.6. Attaching a Note

Notes can be added to a document in Steps 3 -6 of the Properties Wizard .

Notes © Add New Note

[ Subjet
To attach a note to a document, -
) ]
1. In Steps 3-6, click the Add New Note link to e e 2 rom g l
display the Add New Note box. e —

a7
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Recipients &

2. Click the To button to display the Recipients box. e | e

v Cievel 1

b [ Leonard, Lynn (Director of Education
~ [Level 2

3 Learner.Eageero\i:y Manager)

> [YlLevel 3

b [¥] Administrator, Master (Document Control Administrator]

Multi-Site (Global) Groups

Lo

3. Click the check box(es) next to the appropriate Writers, Reviewers, Approvers or
Readers. If there are any of these in Groups or Multi-Site (Global) Groups, just click the
appropriate bar to display those options and then click the appropriate check box(es).

4. Click OK to have the selected names displayed in the To box.

5. Click in the Subject box and type in
the su bJect for the note. ‘Lea rrrrr Eager (Folicy Manager); Administrator, Master (Document Control Administrator); :‘
Subject
6. Click in the Note area, and type the Iformation for tis Topi |
note. Norrnal [+]/Font [+] size [+ A £
BIU E===|i=;=|f&=&=|=|x x B

=

=

-

Please provide appropriate information for each area of this topic

7. Click Save or Save and Close. -

l [l r

[ Save I I Save and Close

This is how your note will be displayed in the Notes box.
Notes © Add New Note @ What is this?

Subject Recipients
# Information for this Topic

Learner, Eager (Folicy Manager); Administrator, Master (Document Control Administrator)

1.6.7. Creating a Quiz

Introduction to Quizzes

You can create a quiz that Readers will be required to take, to demonstrate how well they
understand the information in a specific document.

Notes: There are two important things to remember before you began to create a quiz.

1. A quiz cannot be deleted or deactivated from an approved document. This can only be
done when a new version of that document is created.

2. After a new version of a document has been created, a copy of the quiz associated with
the previous version of the document will automatically be activated in the new version of
the document.

In the new version of a document, if you do not want the new version of the quiz to be activated

(Readers will not be required to take the quiz when the document is approved), you must disable
it in the Quiz Settings.

Before creating a quiz, decide which objectives that you want Readers to achieve and write the
objectives down on paper or in your word processor to get the benefits spell check, etc. You also
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may consider using Mozilla Firefox 4X as it has a spell check capability. (If you write a draft of
the quiz in your word processor, you can later cut and paste your work into the quiz editor.)

The questions that will prove to be most successful in determining how well information has
been learned include: True/False, Fill in the Blank, Multiple Choice and Open Ended types of
guestions.

Create one or more questions for each objective that will show that the Reader has achieved
that objective.

Finally, come up with two or more answers for each question, including at least one correct and
one incorrect answer. (A question can either have only one correct answer or all answers can be
considered acceptable. Allowing all answers to be acceptable is useful for sending surveys
where there is no wrong answer.)

Example Quiz

Suppose the document being creating is a dress code policy. To test whether readers
understand a specific part of the policy, you might consider including the following learning
objective , questions, and answers :

Learning Objective

1 Explain rules regarding casual clothing.
Question 1

1 When can office employees wear nice jeans (with no holes or fraying)?
Answers

1. Never

2. On Fridays only (correct answer)
3. Anytime
4. When the boss says it's OK

Question 2

1 Employees can wear and on Friday.

Answers
1. T-shirts, blue jeans (correct answer)

2. Tank tops, shorts
3. T-shirts, tank tops

4. Team jerseys, sweat pants
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Creating a Quiz

1. Click on the Documents tab, and on Draft in the Navigation Menu. (Note: For help with
opening a document, see Finding Documents in Different Stages of the Publishing
Process)

2. Click the name of a specific Department , to display the list of documents found in that
department.

3. Click a document title, to open the document.

4. In the document window, click the Edit Quiz tab.

5. You are asked if you want to create a quiz. Click Create Quiz .

6. You are presented with the initial quiz page.

7. Add one or more questions. (See Questions (6.5).)

8. Add optional learning objectives if desired. (See Learning Objectives (Optional).)
9. Modify the quiz settings as needed. (See Quiz Settings.)

10. Activate the quiz. (See Activating a Quiz.)

Editing a Quiz
1. Open a document in draft. (Note: For help with opening a document, see Finding
Documents in Different Stages of the Publishing Process )

2. In the document window, click the Edit Quiz tab.
3. Add or modify one or more questions. (See Questions.)
4. Add or modify optional learning objectives if desired. (See Learning Objectives

(Optional).)
5. Modify the quiz settings as needed. (See Quiz Settings.)
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