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Administrator's Guide

Policy & Procedure Manager ® 6.5

"All the power of MS Word, with all the flexibility of the Web!"
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

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

Policy Technologies is a trademark of Policy Technologies International Inc. 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.

Introduction

2.1. Introduction

Compiling a policy manual or other policy materials is often a tedious and extremely time-
consuming process. In addition to the time required for the normal outline planning and ensuring
compliance with auditing standards, a vast majority of the overall compilation time is spent training
authors how to write documents---making sure they follow all the organization's rules for document
design and content.

Policy & Procedure Manager® reduces this time drastically by allowing the Document Control

Administrator (DCA) to set preferences on how documents should look and feel. The program
then walks document authors through the entire document creation process, requiring them to
address every content issue.

A policy manual involves more than merely writing down instructions and guidelines---it also
requires getting buy-in and support. Policy & Procedure Manager® solves this problem with a
strong collaboration tool that allows authors to send documents to be reviewed by colleagues and
other staff who may have a vested interest in the document.

The entire review and approval process is fully automated to reduce meeting times. It also allows
reviewers to respond at their own convenience. Once a document is approved, Policy & Procedure



Policy & Procedure Manager6.5 Ad mi ni str ator

Manager® sends email notices to employees and other members who need to read that particular
document and then tracks who has read it.

This Administrator's Guide helps you efficiently set up and manage Policy & Procedure Manager®.
We hope you enjoy the freedom and confidence that this product brings.

For instruction on creating, reading, and managing documents see the Policy & Procedure
Manager® 6.5 User's Guide.

2.2. Word Module plus E

Merging cloud and desktop document editing together.

Policy & Procedure Manager® (PPM) uses Microsoft Word® as its native word processor and
Excel® as its native spreadsheet processor. 'Document’ is used as a generic term to refer to
Microsoft Office documents (Word, Excel) and other file types. The menu bars and other available
features for the Word Module in PPM are essentially the same as in the stand-alone

programs. Currently, the Policy & Procedure Manager® Word Module supports the use of Word
and Excel 2003, 2007 and 2010.

Our new Word Module p | u sllBws editing multiple file types in addition to MS Word and

Excel. Word uses a file's default program, then saves changes to the file 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.

Because Word Module p | u $snplemented as an ActiveX module, you may be prompted to
install the module the first time you open a document for editing. If you have trouble installing the
module, try to uninstall and then reinstall it and/or contact your Document Control Administrator for
more information and assistance. Word Module plusk installation information can be found here.

Setup of Policy and Procedure Manager

Setting up Policy & Procedure Manager® consists of the following tasks:
1 Adding and Setting Up Users
1 Setting Preferences

Policy & Procedure Manager® is a web-based application. Users access the application through a
web browser running on their workstation computers.

Open Internet Explorer and navigate to Policy & Procedure Policy & Procedure Manager ®
Manager® using the URL or shortcut provided by your network
administrator. Depending on the options configured during
installation, you will either be automatically logged in or the Policy
& Procedure Manager® login screen will display. If the login screen
is displayed, type in a username and password and click Login.

Username

Password

Forgot password? Login

Notes: Installation information is covered in the Policy & Procedure
Manager® Installation Guide. To upgrade to a newer version, click on Preferences/System/IT
Settings/Check for Updates for upgrade information. Currently available updates, what has


http://docs.office.policytech.com/display/ppm65/User%27s+Guide
http://docs.office.policytech.com/display/ppm65/User%27s+Guide
http://www.policytech.com/support/downloads/details.cfm?ID=3
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changed, and any special instructions will be shown. To see a version history , click on
http://www.policytech.com/products/ppm/versionhistory.cfm

If you happen to get a message that indicates that you should use a configuration username and
password, submit a support ticket at: http://helpdesk.policytech.com or call 208-359-8123.

3.1. Adding and Setting Up Users

All those who will be creating, reviewing, approving, or reading documents need to be defined as
users. You can do this either by:

1 importing an existing tab-delimited database (such as a human resources database) or
1 importing your Active Directory users or
1 by manually entering the information about each person into the User Manager.

To import a user database, see Importing Users (Initial Import). To create user records manually,
see Adding Users Manually.

To configure for Active Directory to pull in data from users, see the Policy & Procedure
Manager ® Installation Guide .

3.2. Setting Preferences

After user information has been imported into the database, set permissions and roles for each
user. See Editing a User Record for details.

There are also other preference options that control how Policy & Procedure Manager® works.
See the following chapters for details:

Preferences: Personal Settings

Preferences: Company Setup

Preferences: User Setup

Preferences: Document Setup

= =2 4 4 -

Preferences: System / IT Settings

3.3. Using the Selection Tool

Policy & Procedure Manager® has a new Selection Tool that provides a number of ways to

search for documents or users.
The SeleCt|0n TOOI iS deS|gned @ Use the selection tools below to build a list of documents you would like to see in this report.
to perform a search using a Site |Corporate Headquarters [+] © Add Al From This Site
variety of criteria (see the Select By | Tte _
example in the Select By box). Title TYPe |Reference #
Available Selected Document .
epartment
Department Group
Reviewer
Particularly useful will be the i:»;f;:;r Group
ability to use all of the criteria in Approwr Group
. t
the Arrange By in your Writer Group
docu ment Search. Shift+Click selects a span of checkboxes.
© Add Filter(s) @ Clear Filter(s)
| View Report | Next »



http://www.policytech.com/products/ppm/versionhistory.cfm
http://helpdesk.policytech.com/
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3.3.1. Looking for a Single Document
Looking for a single document is best accomplished by searching by Title or Reference #.
To conduct one of these searches:

1. Click in the text box next to Title. (or Reference #, if you've selected that criteria)

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 El © Add All From This Site
Select By | Title [~]

Title Type here to find a document by title

Tasks by Document - In Review

@ Use the selection tools below to build a list of documents you we

2. Type at least three letters of one of the words
in the title OR at least one number in a

pOSSib'G Reference #. Site | Corporate Headquarters E
Select By |Title [~]

Note: The check box next to Always Display Title [and

Reference Number must be checked in order Availl Files and Receipt Management (v.2)

to see reference numbers in a list of | Office and Department Recovery (v.2)

Packing, Storage and Distribution (v.2)

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

3. Click on the document title of your choice, to Travel and Entertainment (v.2)

move the title to the Selected Documents box. User Workstation Standards (v.2)

Vendor Selection, Files and Inspections (v.2)

documents.

4. Repeat Steps 1-3 for each Title or Reference
# to be selected.

Note: In performing a search by Title or Reference #, only one of the resulting list can be
selected at any one time, unlike a list of checkboxes, where multiple items can be selected
at the same time.

3.3.2. Looking for User(s)

Looking for user(s) will most often take place as you make assignments in the Document
Properties area, or in working with Reports. This can be accomplished in different ways in the
same box.

(The example below shows a box from the Tasks by Users report. Users are being selected to
see how they are doing with their assigned Reviewer tasks. Users can be selected based upon
their assigned role as a Reviewer, their assignment to a specific Department, or by their Job Title.
Individual users will be most easily selected based on their role. If you select a Department, or a
Job Title, you will get all of the users in a Department, or see the list of all those who have a
specific Job Title.)
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To conduct a search:

Tasks by Users - Reviewer Tasks % Hep [K]
@ Use the selection tools below to build a list of users that you would like to see in this report -
Site | Corporate Headquarters |Z|

Departments ﬂ Job Titles | Reviewers Selected Users 1
£ Search Reviewers Conforaeltiealpuariors

Learner, Eager (Policy Manager)

Reviewer Groups

m

Administrator, Master (Document Control
Administrator)

[F] Gleeson, Edward (Manufacturing Manager)
[C] Hansen, Tom (Accounting Manager)
Learner, Eager (Policy Manager)

[C] Leonard, Lynn (Director of Education)

@ [ Oppener, Susie (Director of Purchasing)
@ [] Stoker, Brent (Director of Engineering

@ [C] Thomas, Brad (Director of Operations)

@ [] Trucker, Lisa (Disaster Recovery Manager) 2

@
e
@
e

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

|| View Report | Next b

‘ m +

1. Click the Reviewers tab, to display a list of the names of the Reviewers in the organization.
2. Click the check box(es) to move the selected user(s) names to the Selected Users box OR

3. Click the Department tab to display a list of departments, then click the check
box (es).next to the Department(s) to move that Department name to the Selected User
box. When a Department name is selected, all of the users in that Department are selected.
(If you substitute Job Title for Department, the selection and result works the same way.)

Tasks by Users - Reviewer Tasks % Hepp [K]
@ Use the selection tools below to build a list of users that you would like to see in this report. -
Site | Corporate Headguarters E

Departments | Job Titles || Reviewers | Selected Users bin]

Department Groups z Corporate Headquarters

Department: Educational Resources
Leamner, Eager (Policy Manager)

Departments

@ [] Accounting

@ [] Administration

€ [ ] Disaster Recovery

@ [] Education and Training Management
0 Educational Resources

@ [] Engineering

@ [] Manufacturing

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

l| View Report | Next b

[

Note: When you double-click on the Department name, the list of Available Users is
listed in the Available Users box.

4. If you wish to select a specific user in the selected department, click the check box(es) in

the Available Users box, then click Close to see the selected names in the Selected Users
box.
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Tasks by Users - Reviewer Tasks

Available Users

@ [T] Administrator, Master (Document Control Administrator)

5. Double-clicking on a user name will display a box LasterAdmmsrator

showing that information. Site: Corporate Headquarters
Department: Administration
Job Title: Document, Control Administrator
Email: susanhoward@policytech.com

Close

3.4. Selecting Multiple 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.

10
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Status: Draft - Document Creation

Finish ~
[&]] 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)

2. Departments & Categories - Click on a Cateqory Type on the [eft Then check associated Categories fram the list below to move them to the Selected box

Choose a Category Type * =Required item D

Optional
Document Type
FLSA

To choose which departments will be affected by this document, check a
department (or group of departments) on the lower left.

IS0 9000 Level
JCAHO Standards
Sarbanes-Oxley Guidelines

Choose D Below Selected D & Categories o

Site | Corporate Headquarters Departments (Corporate Headquarters)

——— Department: Administration

Department: Education and Training Equipment (Education and Trainin

Department: Education and Training Management

. Department: Education and Training Personnel (Education and Trainin

g :mmg;gm = D Media and Training )

Dicaster mecovery D Training Media and Training )

cation and Training Management £| | | Document Type

ducation and Training Equipment Procedures

ducation and Training Personnel

ducational Media

raining Media

@ [ Educational Resources

@ [] Enginesring

@ 7] Environmental Services =

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

« Back | | Save Edit Document | Next Step »

3.5. Getting Help

If you have any questions, or have special requirements, please contact our technical support
department. Please submit a support ticket at: http://helpdesk.policytech.com, or call 208-359-
8123. We will respond as quickly as possible.

11
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Document Manipulation and Finding a Document

As a Document Control Administrator, you can manipulate documents in many ways, as you'll see
later in this chapter. A more thorough explanation of tools is described in the Policy & Procedure
Manager® 6.5 User's Guide. A brief overview of these tools is presented below:

1 Document Display Table

The My Documents Navigation Menu

Finding Documents in Different Stages of the Publishing Process
Searching for Documents

Sorting Documents

Printing Documents

Returning a Document to Draft Stage

Forcing a Document from Review to Approval

Setting a Document as Approved

Making Minor Changes to a Document

=4 =4 =4 4 A4 -4 -4 -5 -5 -2

Manually Archiving a Document

4.1. Document Display Table

Arrange by List Document Display Table
- DOCUMENT 5 | MY TASKS | REPORTS | PREFERENCES 1 1 Tall 1
policytech Wel'ct.)me Master Adm:nlstrator | LoG ouT
Delta Regional Medical Center
. . LYCEN Corporate Headquarters n
ABOUT | HELP Pollcy List [CIReference #
All Documents B tew Dociment ~ [ IRCIITRY Search for » [ Title
@ Vs
Draft Arrange by’ 5
= - Departments ~ Document|s) Found: 4 Documents Per Page 20 ~ tatus
In Review & Add Custom Show/Hide Columns = | | ] Security
In Approval
@ [All Documents] p [ Date Created
Pending © Accounting Type Ref# Title Ver # Status .
Archived € Administration * @] 250 Uploaded PDF 1 Approved [[1Date Submitted
2 E'*Sfcsatﬁf;fagfzi.rcas il 251 MoOwner, s Creator ! Approved [C]Publication Date
My Documents e Eﬁgineering N : v @] 252 Mo Owner, Mot Creator 1 Approved
@ Environmental Senvices Remave Public Access  fEN 1 Approved [C| Date Approved
@ Fiscal Services . ) i
@ Human Resources View Properties [CIMext Review Date
@ Installations Remove from Favorites -
+ @ Main move om A [ Date Archived
@ Manufacturing
@ Operations Apply
@ Purchasing

@ Shipping and Receiving
+ @ Software Development
+ @ Systems Administration
@ Technical Services

The Document Display Table displays other filters of the basic document list, including:
Document Reference Number, Document Title, Document Version Number, Security, Date
Created, Date Submitted, Effective Date, Date Approved and Next Review Date. These options
are made available to you by clicking on the Show/Hide Columns link at the right end of the
Display Table header. Click on the display options of your choice and on Apply to see these
options displayed.

12
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In the Document Display Table under the Type column, there is a down arrow for each document
in the list. Click on the down arrow to display a floating menu. The options available deal with an
individual document's access, viewing document properties, and adding or removing a document
from a user's Favorite list, click on the appropriate link to select one of these options.

The Arrange by list and the Add Custom feature enable a more specific filtering of the basic
document list. This will allow you to see documents that apply to specific document owners,
specific categories, specific departments and other arrangements that you create, instead of the
entire document lists for these areas.

To print the Document Display Table , click Print next to New Document . From there you have
the option to print an HTML view of the list of documents- the Print List (Standard) option- or to
print an Excel view of the list of documents in the table- the Print List (Excel) option. For more
information on printing, go to Custom Print.

4.2. The 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.

There are five 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.

1 Note: If a document owner has a document that he/she does not want the proxy author to
see, the document should be Restricted to those who should be the only people to see it.

| Write 7 shows the documents that you help write.

| Review i shows documents that you review.

| Approve T shows documents that you approve.

| Read i shows documents you are required to read, that are Approved.

pOIiCyTECh DOCUMENTS | MY TASKS | REPORTS | PREFERENCES Welcome Carol Benton | LoG oUT

Policy Technologies, Inc.

1Y Corporate Headquarters
-

ABOUT | HELP | PO"CY List

All Documents B rew Document ~ IR

Search for in Title

My Documents Advanced Search

Arange by:
| Write Status ~ Document(s) Found: 2 Documents Per Page 20 ~
| Review < Add Custom Show/Hide Columns +
| Read @ [l Documents]
@ Approved Title ~ Ver# Status

@ Draft Job Description - Janitor 2 In Review

© In Review Performance Evaluation - Environmental Control Manager 2 In Review

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

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 the proper roles and
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permissions. So, if you wanted to follow up on a document you own that is in Review, you could
click I Own then In Review status from the Arrange by.

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)
You can view the status of documents by clicking on the link under the Status column to the right
of each document name, should you select it in the Show/Hide Column options.

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.

ABOUT | HELP Policy List
Performance Evaluation - Environmental Control Manager (In Review)
@ Accepted @ Declined © Waiting & Skipped @ Mot Started @ Unassigned Rationale (Choose a user to display comments.)
e Cycle 1 - (Mo action was needed)
1 \Write Cycle 2 - (Mo action was needed)
PREVIEW o Cycle 2
| Read = Level 1-Started on: 04/13/2006

© Breen, Darren (Personnel Manager)

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

4.3. Finding 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 you have been assigned. The following figure shows the
possible options.

. DOCUMENTS | MY TASKS | REPORTS | PREFERENCES Welcome Master Administrator | LOG OUT
policytech ; :
) Delta Regional Medical Center
- O Corporat Headauarters B
ABOUT | HELP ‘ Pollcy List

All Documents i Mew Document ~ NI G in Title -

Approved Advanced Search
Draft Arrange by:
In Review Departments ~ Document(s) Found: 14 Documents Per Page 20 ~
In Approval = Add Custom Show/Hide Columns v
Pending @ [All Documents]
Archived @ Accounting Ref# Title ~ Ver# Status
@ Administration 75 Drug Free Workplace 1 Approved
My Documents @ Disaster Recovery 78 Family and Medical Leave Act 1 Approved
@ Educational Resources ; B .
@ Engineering 17 Files and Receipt Management 1 Approved
@ Environmental Services 18 Form Development 2 Approved
@ Fiscal Services 79 Healthcare Benefits 9 Approved
2 Hgmﬁg;ﬁﬁ_&“mes 19 JobDescriptions 1 Approved
2] éperatinns 20 Mail and Services 1 Approved
@ Purchasing 21 Management Reporting 1 Approved
@ Shipping and Receiving 80  Paid and Unpaid Time Off 1 Approved
@ Software Development . — .
© Systems Administration 22 Telephone Answering 1 Approved
84 Training and Tuition Reimbursement 1 Approved
23 Travel and Entertainment 1 Approved
85 Workplace Rules & Guidelines 1 Approved
a6 Workplace Safety 1 Approved
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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.

Do one of the following:
1 Click a department to display the documents assigned to it.

Notes: If a document is assigned to more than one department, you can click any of the assigned
departments to access that document. If you are looking for a document in Draft and cannot find it
under a specific department, try looking in Unfiled , which contains documents not yet assigned to
a department.

1 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) that you have been assigned (Reader, Reviewer, Approver, Document Owner, or
Document Control Administrator). These options are discussed in the following references in the
User's Guide and in the Document Control Administrator's Guide.

4.4. Searching 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 Alt+F.

Search for >

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 | »

In All of the above -

By My Documents: | Read -
Advanced Search B Hep| 0

g~ oSearch

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.
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3. If desired, make a selection in the Basic Search In drop-down box, otherwise the search will
default to the u s e Peabssnal Settings _ selection shown directly below.

Documents Tab

Default Document Tab View

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

Basic Search

Select the default basic search to display in the Documents area.
In All of the above -

By Entire Library -

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

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

Search for CTEE“T| #¢ (Clear Search)

o 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.

o 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)

0 Basic Searchi Do NOT add the word "AND". This is already being done for you.

o 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).

4.4.1. Basic Search Descriptions

Search In Description
Title Searches in titles of documents.
Full Text Searches in indexed files such as Word, Excel, or PDF.
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Search In Description

Keywords Searches in the keywords associated with documents.
All of the above Searches in Title, Full Text, and Keywords.

Search By Description

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

Selected Itemin  Searches by the Navigation Menu and the item selected within the
Arrangement Arrange by (This was default, the only available search by option
before version 6.5).

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

Note: All 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.

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.

4.4.2. Using Advanced Search

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

in Title « | Search

Advanced Search

3. If the Advanced Search does not display, it may be necessary to follow the instructions
which should appear immediately after clicking the Advance d Search link to rebuild the
Search indexes for dotNET. To use the Advanced Search, MS SQL Server must be used

as the database server iAdvanced Search is not comﬁatible with MiSQL.).

Advanced Search not enabled. Check with your PPM administrator.

For PPM administrators, go to Preferences » System / IT Settings » Database Manager and click the "Rebuild/Enable Full-Text Indexes” link

| Refresh ‘

.. . Database Manager
4. |If this is the case, click Preferences, System/IT Setup Databass
Settings and Database Manager on the Navigation

‘ Rebuild/Enable Full-Text Indexes
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Menu, and select the hyperlink to Rebuild the Search Indexes, then refresh. The Advanced
Search should now function.
Click the Advanced Search link to display the Advanced Search box.

Corporate Headquarters ﬂ

in Title ~ | Search

Advanced Search

Find results with all of tha words View Top

with the exact phrase dress code” 10 Resuhs [ Search |
with at beast one of the wards
Saarch Figlds Saatus [Date Range
= Titke [ Approved | Date Approved b
A Full Tt il From =
[ Keywonds Bin @
~

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

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

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

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

10. Click on the drop-down arrow under View Top and click on the number of results that you
want to see.

11. Type a word or phrase in the appropriate text box, then click the Search button.
12. 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.

4.5. Sorting 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.

The Arrange By allows a default display of documents by Department, Document Owner,
Reviewers, Approvers and Categories. The Custom Arrange By is a tool that will let you create a
custom sort, give it a name, and save it for use at a later time.

It is also possible to make a specific Custom Arrangement available to all users. Just click the
check box next to Make this Arrangement Available to all users, and click Save (The Make this
arrangement eheckbox carbohlgbe seen by DCA's and sub-DCA's).

4.5.1. Using Arrang e By

Adanta

To find a document using the Arrange By option, | R East
1. Click the DOCUMENTS tab.

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

18



Policy & Procedure Manager6.5 Ad mi ni str ator

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

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

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

Arrangehy: ALL AIBICDEFGHIJILIMNOGPQRSTUWVWY
By Dept/ by Owner/ by Categor ~ Custom Arrange By
= Add Custom Arrange by | Departments E
& Edit Custom
Then by | Document Owners E
@ Accounting (35) -
@ Administration (34) Then by | All Categories B2
@ Disaster Recovery (20) Arange by
@ Educational Resources (14) MName By Dept/ by Owner/ by Category IS0 9000 Level =]
@ Engineering (29) , : e & Departments
s = Make this arrangement available to all users: Donmest Cramers
@ Fiscal Services (28) E—:».-e\-.-ers
@ Human Resources (26) PV Tvoe
@ Manufacturing (29) \ﬂl \%/ El:gum_nl ype
@ Operations (24) SO 9000
@ Purchasing (24) JCAHO Standards
@ Shipping and Receiving (19} Sarbanes-Oxley Guidelines
=1 @ Software Nevelnnment (21 My Custom Sort

1. Click the P basim icon 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.

Click in the text box next to Name and type the name for this custom arrangement.

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

Note: Itis also possible to make a specific custom arrangement available to all users. Just click
the check box next to Make this arrangement available to all users, and click Save. (The above
illustration shows the result of a newly-created arrangement)

4.5.3. Using the Sort Bar

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

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

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

o 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.

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

To be sure that you are comfortable with how this works, try these sequences a few times.
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Note: Alphabetic characters ONLY appear in the Sort Bar when a document has been created
beginning with that specific individual letter in the document title.
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4.6. Printing Documents

Word and Excel documents along with their properties and attachments may be printed from
Policy & Procedure Manager. The Print Documents dialog can be accessed from the
Documents tab, or from Reports .

. New Document = IR

T Docu

1. Click the Documents tab.

2. Use the arrangement to select the documents you wish to print or skip to Step 3.

3. Click the Print icon, and then choose one of the options.
o Print List (Standard) - To generate an HTML view of the Document Display Table.
0 Print List (Excel) - To generate an Excel view of the Document Display Table.

o Print Documents - Takes you to the Print Dialog with the selected documents from
the Document Display Table.

o Custom Print_ - Takes you to the Print Dialog and allows you to customize your
selection of documents. See also Print Multiple Documents.

4.6.1. Print List

Word and Excel documents along with their properties and attachments may be printed from
Policy & Procedure Manager. The Print Documents dialog can be accessed from the
Documents tab under Print.

B MewDocument v I INZAg

Print List {Standard
Print List {(Exce
Print Documents
Custom Print

1. Click the Documents tab.
2. Use the arrangement to select the documents you wish to print or skip to Step 3.
3. Click the Print icon, and then choose one of the options.
o Print List (Standard) - To generate an HTML view of the Document Display Table.

o Print List (Excel) - To generate an Excel view of the Document Display Table.

o Print Documents - Takes you to the Print Dialog with the selected documents from
the Document Display Table.

o Custom Print_- Takes you to the Print Dialog and allows you to customize your
selection of documents. See also Print Multiple Documents.
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Print List (Standard) or (Excel)

1. Select either Standard or Microsoft Excel Raw (spreadsheet) format.
Note: For large numbers of columns we suggest using the Microsoft Excel Raw format.

2. The Document Arrangement section shows the documents you selected and the order in
which they will appear in the report. To change which column to sort by, click the header
text of a different column. Clicking the same column header text a second time reverses the
order.

Other columns are available by clicking the Show/Hide Columns link. When you show or
hide a column that column will appear or not appear respectively in the report.

3. Click View Report .

Standard Format

& | P % Page |1 of |1 & & |pdf
Policy Technologies, Inc. Document List
Generated By: Susan Howard
Ref. # Title Status
143 Air, Water & Soil Resource Management Approved
144 Environmental Protection Approved
Ko Hazardous Waste Management Approved
163 Cleaning Checklist Approved
164 Job Description - Environmental Control Manager Approved
165 Job Description - Janitor Approved
166 Job Description - MSDS Technician Approved
167 Performance Evaluation - Environmental Control Manager Approved
168 Performance Evaluation - Janitor Approved
169 Performance Evaluation - MSDS Technician Approved

Excel Format

PEES -

a) _ _
— Home Insert Page Layout Formulas Data Review View Team
3 °$ cut Arial -l - A = = =] | Siwrap Text
Pajte # Format Painter B LUz 9 - ﬁ (= = Merge & Cen
Clipboard IF] Font L] Alignment
Al - fe | Ref.#
A B C D
1 |Ref # [Title Status
2 43 Air, Water & Soil Resource Management Approved
3 44 Environmental Protection Approved
4 45 Hazardous Waste Management Approved
5 163 Cleaning Checklist Appraved
6 164 Job Description - Environmental Control Manager Appraved
7 165 Job Description - Janitor Appraved
8 166 Job Description - MSDS Technician Approved
9 167 Performance Evaluation - Environmental Control Manager Approved
10 168 Performance Ewvaluation - Janitor Approved
11 169 Performance Evaluation - MSDS Technician Approved

4.6.2. Print Documents

Note: Not all steps may apply if you are only printing Properties, a Document, or Attachments, but
everything is provided here for convenience.
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Print Documents

1. Click the Print drop-down arrow on the Documents page, next to the New Document sub-
tab, then click the Print Documents link to display the Print Options box.

‘ Mew Document ~ i
Print Options % Hep [¥]

@ Use the options below to determine the detailed content of this report. Use the Document Arrangement w e
More ¥ Print Documents

@ Print Documents (Paging Options) Custom Print

|:| Properties (Mare)
Document
|:| Attachments (Microsoft Word only)

Document Arrangement

Documents Found: 14 Show/Hide Columns
Title ~ Ver# Status
Drug Free Workplace 1 Approved
Family and Medical Leave Act 1 Approved
Files and Receipt Management 1 Approved
Form Development 1 Approved
Healthcare Benefits 1 Approved
Job Descriptions 1 Approved
Mail and Services 1 Approved
Management Reporting 1 Approved
Page 1 of2 MM Records 1-8
4 [

(= Print Documents

2. Click the Paging Options link and choose a paging option. Use Continual Paging when
you are printing a manual as it will automatically adjust the starting page of each document
and page numbers will be included on the generated Table of Contents.

Paging Options

@ Keep Original Paging (default) only lists the titles of the

More ¥
@) Keep Original Paging
@ continual Paging
oK
Click OK.
Check the Properties box to include the document's properties at the beginning of the
document.

5. Clicking More to customize which properties that are printed.
a. Check the properties you wish to print.
b. Click OK.

Cover Page Options E3]

Select the properties would you like displayed on the Cover Page of each document.
Overview Select Oveniew ltems Below
[ pocument History Business Title
Workflow Comments Title, Version, & Reference #
[ Links Dates @

[ Security Document Owner

D Reader Comments Document Creator
Assignees i
Categories
Affected Department(s)
Keywords
URL
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6. Check the box next to Documents to include the selected document(s) in the printing.

7. Check the box next to Attachments to include each document's attachments in the
printing.

Note: Only Word and Excel attachments will be printed.

The Document Arrangement section shows the documents you selected and the order in which
they will print. To change which column to sort by, click the header text of a different column.
Clicking the same column header text a second time reverses the order.

Other columns of information are available by clicking Show/Hide Columns link.

8. Click Print Documents .

9. When more than one document is printed using this tool, a table of contents will
automatically be printed as the last document printed. Once that is complete, you will be
given the option to customize the table of contents and print it again.

4.6.3. Custom Print

Word and Excel documents along with their properties and attachments may be printed from
Policy & Procedure Manager. The Print Documents dialog can be accessed from the

Documents tab under Print .

[y )
-1

1. Click the Documents tab.
2. Use the arrangement to select the documents you wish to print or skip to Step 3.
3. Click the Print icon, and then choose one of the options.
o Print List (Standard) - To generate an HTML view of the Document Display Table.

o Print List (Excel) - To generate an Excel view of the Document Display Table.

o Print Documents - Takes you to the Print Options box with selected documents
from the Document Display Table.

o Custom Print_ - Takes you to the Print Options box and allows you to customize
your selection of documents. See also Print Multiple Documents.

Custom print

Selecting Documents
1. Select the Status of the documents you wish to print. (You may only print documents from
one status at a time.)
Select the Site from which you wish to print documents.
Select a Select By criteria to filter documents further.
Depending on your Select By selection, type or choose a corresponding item.

a bk~ N

The Available Documents List  will now populate based upon your selections in Steps 1-4.

You may select any or all documents you wish, and they will be added to the Selected
Documents list.
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Note: You may add all documents from a Site, Department, Document Owner by selecting the
corresponding actions on the right side of the dialog.

6. If you wish to print Restricted Documents (Documents with High or Medium Security),
check the box for "Show Restricted Documents”.

a. Printing restricted documents will void any security on them. Please consider this
before printing them.

b. Without this checked, only Normal and Public level security documents will display in
the Available Documents List.

c. When "Show Restricted Documents” is not checked, document counts may appear
to be off. This is because the Restricted Documents are not shown.

Repeat Steps 2-6 until you have all documents you wish to print.

When all the documents you wish to print have been selected, click Next to take you to the
Print Options . Alternately, you may print the documents immediately by selecting the
Print Documents button.

Print Options % Heip [X]

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

| Status Approved - & Show Restricted Documents
© Add All From This Site

4

Site Corporate Headquarters

Select By Department -
| Department Administration * © Add All From Administration

Available Documents Selected Documents jinj
| |& [] Board of Directors (v.1) -

Check-In Form (v.1)

Controlling Legal Costs (v.1)

Drug Free Workplace (v.1)

Family and Medical Leave Act (v.1)

Files and Receipt Management (v.1)

Farm Development (v.1)

Healthcare Benefits (v.1)

Job Description - Chief Executive Officer (v.1)
Job Description - Chief Finance Officer (v.1)
Job Description - Chief Information Officer (v.1)
Inh Nescrintinn - Chief Mneratinng Officer e 1)
L L} 3

m

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

[ Print Documents | Mext »
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Print Options
You may choose to do the following with the documents you have selected:

1 Print Documents
1 Print Display Table - Create a report listing the documents you selected.

@ Use the options below to determine the detailed content of this report. Use the Document Arangement More ¥

@ Print Documents (Paging Options ) Export Documents © Print Display Table
D Properties (More) @
Document

D Aftachments (Microsoft Word & Excel only)

Document Arrangement

Documents Found: 3 Show/Hide Columns ~
Reference # Title Ver# Status Date Created Date Submitted Publication Date -~ Date Apy
253 Quiz Taken 1 Approved 11/30/2010  Set As Approved 11/30/2010 11/30/20
119 Board of Directors 1 Approved 10/21/2010  Set As Approved 02/16/2011 02/16/20
275 Read Interval Due 1 Approved 03/30/2011  Set As Approved 03/30/2011 03/30/20

‘ 1} 2

4 Back | (® Print Documents

To print the documents
1. Select Print Documents
2. Click Paging Options and choose a paging option. Use Continual Paging when you are

printing a manual as it will automatically adjust the starting page of each document and
page numbers will be included on the Table of Contents generated.

Paging Options

@ Keep Original Paging (default) only lists the titles of the More ¥

@ Keep Original Paging

©) Continual Paging

oK

3. Click OK.

4. Check Properties to include the document's properties before the document.
a. To customize which properties that are printed by clicking More.
b. Check the properties you wish to print.

Cover Page Options =
Select the properties would you like displayed on the Cover Page of each document.
Overview Select Overview ltems Below
[C] pocument History Business Title
Workflow Comments Title, Version, & Reference #
[ Links Dates @
[ Security Document Owner
[T] Reader Comments Document Creator
Assignees O
Categories
Affected Department(s)
Keywords
URL

c. Click OK.
5. Check Documents to include the document in the printing.
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6. Check Attachments to include each document's attachments in the printing.
Note: Only Word and Excel attachments will be printed.

7. The Document Arrangement section shows the documents you selected and the order in
which they will print. To change which column to sort by, click the header text of a different
column. Clicking the same column header text a second time reverses the order.

Other column headings are available by clicking Show/Hide Columns link.

Click Print Documents .

9. When more than one document is printed using this tool, a table of contents will
automatically be printed as the last document printed. Once that is complete, you will be
given the option to customize the table of contents and print it again.

To print a display table of the documents

1. Select Print Display Table
2. Select either Standard or Microsoft Excel Raw (spreadsheet) format.

a. Note: For large numbers of columns we suggest using the Microsoft Excel
Raw format.

3. The Document Arrangement section shows the documents you selected and the order in
they will appear in the report. To change which column to sort by, click the header text of a
different column. Clicking the same column header text a second time reverses the order.

Other columns are available by clicking the Show/Hide Columns link. When you show or
hide a column that column will appear or not appear respectively in the report.

4. Click View Report .

4 Back | View Report

Standard Format

& |9 B Page |1 of |1 E & |pdf
Policy Technologies, Inc. Document List
Generated By: Susan Howard
Ref. # Title Status
143 Air, Water & Soil Resource Management Approved
14 Environmental Protection Approved
Ko Hazardous Waste Management Approved
163 Cleaning Checklist Approved
164 Job Description - Environmental Control Manager Approved
165 Job Description - Janitor Approved
166 Job Description - MSDS Technician Approved
167 Performance Evaluation - Environmental Control Manager Approved
168 Performance Evaluation - Janitor Approved
169 Performance Evaluation - MSDS Technician Approved
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Excel Format
=

Home Insert Page Layout Formulas Data Review View Team

B ‘* Cut Arial 10 A AT == |Siwrap Text
_é Copy ....... e e e o
Pavste F Format Painter (B r u -5~ &~ é"l | = =||i= ££|| = Merge & Cen
Clipboard L] Font LF] Alignment
Al - fe | Ref. #
A B C D
1 [Ref # ITitle Status
2 43 Air, Water & Soil Resource Management Approved
3 44 Environmental Protection Approved
4 45 Hazardous Waste Management Approved
5 163 Cleaning Checklist Approved
6 164 Job Description - Environmental Contral Manager Approved
T 165 Job Description - Janitor Approved
8 166 Job Description - MSDS Technician Approved
9 167 Performance Evaluation - Environmental Control Manager Approved
10 168 Performance Evaluation - Janitor Approved
11 169 Performance Evaluation - MSDS Technician Approved

4.7. Returning a Document to Draft Stage

You can return any document that is in the review or approval stage, back to draft stage.
Click the DOCUMENTS tab.

2. Click the drop-down arrow under the Business Title in the upper right corner to display the
Site list, then click a site.

— Corporate Headquarters —

— Corporate Headquarters — 8

Atlanta
Denver
DRMC East
Mew England
MNew Yaork City 52

3. Click In Review or In Approval tab in the Navigation Menu.

Click the drop-down arrow under Arrange by. Click Document Owner, to see a list of
Document Owners.

5. Click the name of a specific Document Owner, and the list of the documents owned.

All Documents B vew Document ~ IR

Approved
Draft Arrange by:
Document Owners * Document{s) Found: 2
In Approval & Add Custom
Pending @ [All Documents]
Archived @ Benton, Carol Ref# [ifle
€ Breen, Darren 82 Performance Appraisals and Salary Adjustments
My Documents @ Driggs, Shiela 187 Job Description - Personnel Manager

@ Famnsworth, John
@ Gleeson, Edward
@ Hansen, Tom

@ Johnson, Douglas
@ Oppener, Susie

& Ttrlear Arant

6. Click a document title to open the document.

28



Policy & Procedure Manager6.5 Ad mi ni str ator

7. Click the Send To Draft tab. Then click the OK to return the document to Draft, and open it
for editing.

Send to Draft  Edit in Current State

8. Make the changes to the document as necessary.
9. Click Submit , then select the option of choice.

The document owner and all relevant reviewers or approvers are notified via email that the
document has been returned to Draft stage.

Notes: You must be the Document Owner of the document if you are not a Document Control
Administrator .

4.8. Forcing a Document from Review to Approval

If a document is in review, a DCA or Document Owner can force it to Approval by skipping any
Reviewer(s) who have not yet acted on the document.

1. Open a document you want to force to Approval (see Find Documents in Different Stages of
the Publishing Process).

2. Click Finish, click Submit for Approval , and then click OK.

Finish +

3. Confirm the summary of the changes

made or the rationale for Creatmg the Please verify your summary of the changes in this document. Your typed
document’ and then click Submit . summary will be sent to all assignees for this document including

required readers.

Changed the wording in paragraph 1.1 to better <
reflect changes in the process.

Submit

Notes:

1 The Summary/Rationale for this action will be sent to all assignees for the document

including required Readers. If you would like to keep it private, please consider using Notes
instead.

1 The Document Owner will not be able to force to Approval if any required Reviewers have
yet to accept the document.

1 Any users who did not complete their review will show as skipped in the overview.

4.9. Setting a Document as Approved

Overview:

There may be times when a DCA or Document Owner will need to set a document as Approved
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without going through the normal review and approval process. For example, documents may
have already been reviewed and approved outside of Policy & Procedure Manager® and therefore
do not need to be reviewed and approved after importing them.

The Document Owner must be an Approver to be able to do this. There must not be any other
required Reviewers or Approvers. Whether the DCA or Document Owner does so, they will be
listed in the Approver Status as having approved that document. In addition, any other assigned
Reviewers and Approvers will be listed as Skipped in both places.

To set a document as Approved:

1. Locate the document that you would like to set as Approved (see Finding a Document _ for
more information).

Note: You can use Arrange By, Search and Advanced Search to find a document, if
needed.

2. Open the document. Make any changes, if necessary.
3. Click Finish, click the Set As Approved link, and then click OK.

Finish

4. Type a summary of the changes made or the rationale for creating the document, and then
click Submit , then OK to close the document and set it as Approved.

Note: The summary/rationale will be sent to all assignees for the document including required
readers. If you would like to keep it private, please consider using Notes or
Comments/Discussions instead.

4.9.1. Draft Document

To set a draft document as approved (for more information see Setting a Document as Approved),
1. Click the DOCUMENTS tab.
2. Click Draft in the Navigation Menu.

3. Click the drop-down arrow under the Business Title in the upper right corner, to display the
Site list, then click a site.

— Corporate Headquarters —

.
Atlanta

Denver E
DRMC East

Mew England

Mew York City 57

4. Click a department, and then click a document.

Note: You can use Arrange By, Search and Advanced Search to find a document, if
needed (see Finding a Document in the User's Guide for more information).

5. Click Finish click the Set As Approved link, and then click OK.

Finigh «
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6. Type a summary of the changes made or the rationale for creating the document, and then
click Finish .

Note: The summary/rationale will be sent to all assignees for the document including required
readers. If you would like to keep it private, please consider using Notes instead.

4.9.2. Document in Review or Approval

To set a document in review or approval as approved (for more information see Setting a
Document as Approved),

1. Click the DOCUMENTS tab.

2. Click the drop-down arrow under the Business Title in the upper right corner, to display the
Site list, and then click a site.

— Corporate Headquarters —

.
Atlanta

Denver E
DRMC East

Mew England

Mew York City v

3. Click In Review or In Approval in the Navigation Menu.

4. Click a department, and then click a document title, to open it.
Note: You can use Arrange by, Sort By and Advanced Search to find a document (see
Finding a Document in the User's Guide for details).

5. Click Finish , click Set As Approved , and then click OK.

Finish +

6. Review the summary of changes made or the rationale for creating the document, and then
click Finish .

Note: The summary/rationale will be sent to all assignees for the document including
required readers. If you would like to keep this information private, please consider using
Notes instead.

4.10. Making Minor Changes to a Document

Document Control Administrators can make minor changes to a document (such as correcting
spelling or grammar errors) without creating a new version of the document and without sending it
through the review process again.

The document must be in the review, approval, pending, or approved publishing stage.
1. Click the DOCUMENTS tab.
2. Click the drop-down arrow next to Site in the upper right corner, to display the Site list, then

click a site.
Corporate Headquarters n

Corporate Headquarters

Sales & Support Office

3. Click Approved , In Review, In Approval , or Pending in the Navigation Menu.
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4. Click a selection under Arrange By, and then click a document title.

Arrange by:

~| Document(s) Found: 32
2¢ Add Custom

@ [All Documents]
@ Administrator, Master
@ Benton, Carol .
@ Breen, Darren Account Collections Form

Page 1 ~ of2M M Records 1-20

=1

tle ~

Note: You can use Arrange by, Sort b y and Advanced Search to find a document (see
Finding a Document in the User's Guide for details).

5. Click the More Actions sub-tab, then click Edit in Current State , and then click OK.

Make Comment

Archive Document
Edit in Current State

Make the needed changes.

7. Click Finish , click Finalize Changes , then enter a summary of the changes made.

Please summarize the changes between this version of this document and the previous version.

Extraneous material deleted. o

[l Post to Discussion Board

Save | Cancel

When you click the check box next to Post to Discussion Board, the following box is
displayed.

8. Click Post to Discussion Board when you want to have the summary of changes available
for users to discuss any questions that may arise.

Finalize Changes =
Please summarize the changes between this version of this document and the previous version.
7 . . N
Send Notifications To Document Owner - Administrator, Master (Document, Control Administrator);
Extraneous material has been deleted. o

Title Extraneous material has been deleted.

[¥] Post to Discussion Board
[[IMake Private @ what is this?

Save | Cancel

9. Click the check box next to the person(s) that you would to like to have notified.

10.Click Make Private to make the discussion visible to you, those selected to receive
notifications, and DCA's.

11.Click Save. The document remains in the same status and the changes can be viewed by
those allowed to view the document.

Note: If the document is Approved, an email notification of the edited document will be sent
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to the document owner and the approvers. As a reminder, NO emails or other notifications
are generated to readers or reviewers regarding the change in an Approved document
unless they are specified to receive notifications after enabling the Post to Discussion
Board option.

NO email or other notifications are sent to any user if the document is not Approved. If
users should be notified of a change and they are not in the recipients list, it is best to
create a new version of the document and either set it as Approved or send it through the
standard review/approval cycle.

With our new snapshots feature, after the changes are saved, a document revision will
now be created and saved in Overview > Document History . This consists of a copy of
the document before the change and the comment(s) made when the changes were saved.

Document History (=

Current Revision History @ what is this?
Date Changes  Superseded
Version Updated Si ry Do Status

M) 2.2 02/28/2011 View -Mone- Current: In Review
W21 022872011 View -MNone- Revision 1
|| 20 02/28/2011 View

None- Revision 0

Approved Document History @ hat is this?

Date Changes Superseded Date Read
Version Updated Summary Documents  Archived By Edited By

W] 1.0 11/30/2010 View -Mone- Mot Archived 0 N/A
o Yet -

For more information on our new snapshots feature see Snapshots .

4.10.1. Making Changes to Document Properties

A DCA or Document Owner/Proxy Author can make changes to most document properties without
having to use the Edit in Current State option. To make these document property changes:

1. Click the Properties Wizard tab from any of their opened documents (with the exception of
archived documents).
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Status: Approved - Readers (Rest

Basic Settings
Title

Document Owner
Document Template
Woaorkflow Settings

Version Number

Document Review Interval

2. Then click any step within the wizard and make the necessary changes

Create New Version & MWark as Read (Optional) More Actions

ricted - Medium)

@V\ew Document | Properties Wizard Overview

Steps: 4. Settings = 2. Departfpents & Categories = 3. Writers (Optional) = 4 Reviewers = 5 Approvers = 8 Readers (Optional) = 7. Document Security (Optional)

1. Settings - Before writing your document, please provide the basic seftings below - then click "Next Step.” Or, once you are done with this

Training and Tuition Reimbursement

E| @ What is this?

@ What is this?

Breen, Darren (Personnel Manager)

— Blank Word Document —

Reference # 84

Every 12 months | after approve/publish date |Z| @ What is this?

Optional Settings - (Show/Hide)
(Publish Date, Keywords, Original Creation Date)

kdl save @ “iew Document | Next Step »

. Approved

documents will display the following alert message, before you are able to work with the

document.

3. Click OK to close the Alert box.

Warning: Changing prope
properties on the approve

rties here will immediately modify those
d document.

oK

4. After making changes to an approved document, click the View Document tab to show the
following message.

Message from webpage & )

@=% The document field values have been modified but the document

| needs to be refreshed in order to view the changes. Click OK if you
would like to refresh the document.

0K l | Cancel

Click OK to refresh the document and update inserted document properties.
Clicking Cancel will display the document without refreshing and updating the inserted

properties.

7. The next time the document is opened it will update to show the changes made to those
document properties.

Note: Some properties cannot be changed once the document is no longer in draft. Property
changes are automatically saved when you click on another step or a new tab. Document
Owners/Proxy Authors no longer need DCA help to change properties such as the affected
Departments or required Readers. This should help to eliminate some of the burden placed on
DCAs as well as preventing unnecessary review cycles.

Document Owners and assigned proxy authors cannot alter the list of Approvers on documents

that are in pending or a

pproved status.
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There is an Alert displayed, indicating that the step cannot be modified because the document is
approved.

This step cannot be modified.

The document has already been approved.

el

After you click OK, click on the Property Wizard, then click on Approvers in the Wizard.

Notice that all options that would allow you to change anything relating to Approvers for this
document have been grayed out so that changes cannot be made.

Status: Approved - Readers Create New Version & Mark as Read (Optional)  More Actions
| View Document | Properties Wizard | Overview

Steps: 1. Settings * = 2 Departments & Categories * = 3. Writers = 4 Reviewers > 5. Approvers * > 5 Readers > 7. Document Security * = Required

5. Approvers - Approvers have the final say in the document creation process and are legally responsible for the document's contents.

Site |
Approvers Selected Users ** = Required item
& | No Due Date ~
Corporate Headquarters
Approver Groups OnEverything, IncludeMe (Chief Operations Officer)

||

Approvers

»

Accounting, Approver (Approver)

Administrator, Master (Document, Control Administrator)
Christenson, Robert (Document, Control Administrator)
Fiscal Services, Approver (Approver)

Gatos, Will (Chief Information Officer)

Human Resources, Approver (Approver)

Johnson, Douglas (Chief Executive Officer)
OnEventhing, IncludeMe (Chief Operations Officer)
Operations, Approver (Approver)

Software Development, Approver (Approver) =

m

IPDDDDOEDOD®

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

4 Back [W]]| View Document | Next Step b

4.11. Manually Archiving a Document

4.11.1. Manually Archiving
You can manually archive any pending or approved document.
1. Click the DOCUMENTS tab.

2. Click the drop-down arrow under the Business Title in the upper right corner to display the
Site list, and then click a site name.

Corporate Headquarters ﬂ

Corporate Headquarters

Sales & Support Office

3. Under All Documents in the Navigation Menu, click
Approved or Pending.

4. Click a department name, and then click a document title.

Note: You can use Arrange By and Search to find a document (see Finding a Document in
the User's Guide for details).

5. Click More Actions , click the Archive Document link, and then click OK.

dsndd

Make Comment

Archive Document
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Archive Document

Are you sure you want to archive this document?

Yes | Cancel

6. Type in the explanation as to why the document is being archived.

Archive Document X

Please explain why you are archiving the document.

Post to Discussion Board

Save | Cancel

7. Click Save.

4.11.2. Restore a Manually Archived Document

Document Owners who own the document and DCAs can restore documents that were manually
archived.

1. Open the archived document.

2. Click Restore.

3. A Restore comment box will appear,

Are you sure you want to restore this document back to status: Approved?

Please write an explanation to be kept with the document history on why this document is being
restored.

[CIPost to Discussion Board

Yes | Cancel

4. The Document History will record when and who restored the document along with the
message summary about why. That message can also be posted to the discussion board
for more dialog.

Approved Document History @ VWhatis this?
Date Changes Superseded Date Read

Version Updated Summary Documents Archived By Edited By

@] Restored 07/15/2011 View -None- Published 0 Howard, Susan (Document Control Administrator)
W] 22 07/15/2011 View -None- 07/15/2011 0 System

m] 21 07/15/2011 View -None- 07/115/2011 0 Howard, Susan (Document Control Administrator)
W] 20 07/15/2011 View -None- 07/15/2011 0 MiA

m] 1.0 11/04/2010 View -None- 07/15/2011 0 MIA

5. If a document was selected that cannot be restored, an alert pop-up will appear,

Cannot Perform Action

This document cannot be restored because it already has a new
version or has been superseded by another document.

OK
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Note: After a document is restored incomplete tasks will be activated again. Meaning that required
readers who did not click Mark as Read before it was archived, will again have the task to Mark
as Read, but the start date and duration will be reset. In addition, the message posted that
identifies why the document was restored can be posted to the discussion board.

Administrative Reports

Using REPORTS, you can generate a number of reports about specific document and user
information. You can also use REPORTS to print any number of documents at once. Each report
is described in the following table.

Note: See more details on Personal Reports, Management Reports, and Generating Reports
chapter in the User's Guide.

Report Name Description
Failed Logins Due to Lists users who failed to login during a specific timeframe
Insufficient Licenses due to an organization having an insufficient number of

concurrent licenses.

Users Currently Logged In Lists the users who are currently logged in.

5.1. Document Duration in Draft, Review and Approval
This report lists all documents within a specified date range along with how long each remained in
the draft, review, and approval stages.

1. Click the REPORTS tab, then click Management , and then Docu ment Reports in
the Navigation Menu.

2. Click Document Duration in Draft, Review & Approval to display the Report Options box.
3. In the Site list, click a site.

4. In the Department list, click a department.
You must now select a date range (a beginning and end date). The software includes in the
report all documents approved within the date range you specify.

5. For List approved From , click the calendar icon ( &), then find and click the beginning date
in the date range.

6. For To, click &, then find and click the end date in the date range.
Note: You can also type the beginning and end dates in the format shown.

7. Click View Report .
8. Click the Print icon at the top of the report, to print it.

5.2. Failed Logins Due to Insufficient Licenses

This report lists all documents approved between the start and end dates you specify.
1. Click the REPORTS tab, then click Administrative in the Navigation Menu.
2. Click Failed Logins Due to Insufficient Licenses to display the Failed Logins text box.

37


http://docs.office.policytech.com/display/ppm65/Personal+Reports
http://docs.office.policytech.com/display/ppm65/Management+Reports
http://docs.office.policytech.com/display/ppm65/Generating+Reports
http://docs.office.policytech.com/display/ppm65/Generating+Reports

Policy & Procedure Manager6.5 Ad mi ni str ator

3. Click the radio button next to the timeframe of your choice, or click the calendar icons to
select a date range.

Note: Clicking More at the top of the box will expand the Description Bar, if there is additional
information about the selected report.

Failed Logins Due to Insufficient Licenses

@ Lists users who failed to login during a specific

Maore ¥
Within the past 24 hours
Within the past seven days
Within the past 30 days
@ Custom Range
Fram 06/04/2002 E To 06/23/2011 =

| View Report

4. Click View Report to see the report.

The Failed Logins within 24 hours  box is displayed, showing the users who were unable
to log in due to insufficient licenses.

& | P B Page [1 [~] of [1 & [rdf

Delta Regional Medical Center Failed Logins within 06/04/2002 to
Generated By: Master Administrator 05/ 24/ 2011
|Date!'|'|me User (Job Title) Site Department |
117192010 8:34 AM Christenson, Robert (Document, Control Administrater) Corporate Headquarters Technical Services

117192010 8:34 AM Christenson, Robert (Document, Control Administrator) Corporate Headquarters Technical Services

11/19/2010 8:37 AM Administrator, Master (Document, Contrel Administrator) Corporate Headoquarters Administration

117192010 8:38 AM Admimistrator, Master (Document, Control Administrator) Corporate Headquarters Administration

11/19/2010 8:38 AM Administrator, Master (Document, Contrel Adminiztrator) Corporate Headquarters Administration

11/1972010 9:06 AM Admimistrator, Master (Document, Contrel Administrator) Corporate Headguarters Admimistration

11/19/2010 9:06 AM Allison, Todd (Tester) Corporate Headquarters Quality Assurance

11/19720109:32 AM Administrator, Master (Document, Contrel Administrator) Corporate Headoquarters Administration

5.3. Users Currently Logged in

This report lists all documents approved between selected start and end dates.
1. Click the REPORTS tab, then click Administrative in the Navigation Menu.
2. Click Users Currently Logged In  to see the list of those users.
Users Currently Logged In

Public Users Currently Viewing Site 0
Users Currently Logged In 1

Corporate Headquarters
Administration
User LastLogin Recent Activity

Howard, Susan (Document Control Administrator) 2011-01-0512:39 2011-01-0512:40

5.4. Other Reporting Options
5.4.1. USING THE DOCUMENT LIST TO CREATE REPORTS

Reports can be created using the document list options in the Docu ments tab. Here are a couple
of examples:
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How can | see which and how many approved documents we have in the Document Type,
Policies category?

1. Click the Documents tab. Click P"I'—mi
Approved under All Documents in ) )
the Navigation Menu. ABOUT | HELP | Policy List

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

2. Click the drop-down arrow under All Documents B New Document ~ IR

Arrange by and click on Document Approved
Type under Categories . Draf

Arrange by:

In Review Departments ~ | Please click on the

In Approval Departments
Pending Doc_ument Owners
Reviewers
Archived Approvers

My Documents Categories
All Categories

FLSA

IS0 9000 Level

JCAHO Standards

Medical Material Manageament

Sarbanes-Oxley Guidelines
Custom

3. Click on the Policies sub-category to see a document list of the documents in this sub-
category (Notice the numbers next to each sub-category).
DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

policytech
|

ABOUT | HELP \ Policy List

All Documents B New Document ~ NS

Approved
Draft Arrange by:
In Review Document Type + Document{s) Found: 27
In Approval
DF j¢ Add Custom [444Page 1 = of 2 M Records
Pending @ [Document Type]
Archived O Forms (16) Title ~
) Job Descriptions = -
My Documents € Minutes Air, Water & Soil Resource Management
) Performance Evaluations Americans with Disabilities Act
€ Policies i oy i
Banking Policy and Relations
€ Procedures
Board of Directors

4. You can print the list of documents found by clicking on the Print drop-down arrow, next to
the New Document sub-tab, then click the Print Document
List link.

ﬁ New Document ~ NI

Print Document List
Print Documents
Custom Print

How can | see a list of the documents in a specific category that need to be reviewed by a
particular reviewer?

39



Policy & Procedure Manager6.5 Ad mi ni str ator

1. Click on the yellow plus sign next to Add Custom, underneath Arrange by, to display the
Custom Arrange by drop-down.
2r Add Custom Arrange by All Categories -
Then by Reviewers -
Then b M -
2. Create a custom arrangement that group by = .
the desired category, and then by reviewers. |"ame  Categories and Reviewers
Make this arrangement available to all users: [C]
3. Click on the drop-down arrow under Arrange by, and click on Categories and Reviewers
in the list of Categories.
. . Arrange by:
4. Click on the category and sub-category of your choice, to select Categories and Reviewers -

them.

5. Click on the name of the desired user.

¢ Add Custom
# Edit Custom

= ) Document Type
+ ) Forms
+ @ Job Descriptions
= € Minutes
@ Administrator, Master
+ ) Performance Evaluations
+ ) Policies
+ ) Procedures
+ ) FLSA
= @ 150 9000 Level
+ @ JCAHO Standards
+ ) Sarbanes-Oxley Guidelines

6. You can print the resulting document list by clicking on the Print drop-down arrow, next to

the New Document sub-tab, then click the Print Document List

When | 1 ook at a list of my documents,

link.

how can | tell which of them is due for review soon?

1. Click on the Documents tab, then click on My Documents and | Own in the Navigation

Menu.

2. Click on the Arrange by drop down arrow, then click on
Status to see a list of your documents by their Status.

3. Then click on Approved in the resulting list.

DOCUMENTS | MY TASKS | REPORTS

DOCUMENTS | MY TASKS | REPORTS

policytech
e
ABOUT

Policy List

HELP

All Documents W vew Document ~ RIS
My Documents

Arrange by:

1'\Write Status ~

Departments
Document Owners
Reviewers
Approvers

| Review
| Read

policytech
ABOUT | HELP | Policy List
All Documents B New Document ~ JEIRSTEY
My Documents
Arange by:
| Write Status -
| Review < Add Custom
| Read @ [All Documents]
@ Approved
@ Draft
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4. If necessary, click the Show/Hide Columns link then check the box next to Next Revie w
Date, then click Apply .

DOCUMENTS | MYTASKS | REPORTS | PREFERENCES Welcome Master Administrator | LoG ouT

Delta Regional Medical Center

policytech
B Corporate Headquarters n

ABOUT | HELF ‘ Policy List

All Documents B New Document ~ TR Search for in Title -
My Documents Advanced Search
| Write Status ~ Document(s) Found: 1 Documents Per Page 20 ~
| Review < Add Custom Show/Hide Columns =
| Read @ (Al Documents]
@ Approved Title ~ ["|Reference #
@ Draft Hand Washing Procedure [¥]Title
[FIVersion

[7INext Review Date
[CIDate Archived
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5. Click on Next Review Date to sort by it.

Arrange by:
Status * Document{s) Found: 1 Documents Per Page 20 ~
2r Add Custom Show/Hide Colurmns -
All D 1 .
e }"”A[;;%'\EEHB- Title ~ Status MNext Review Date
@ Draft Hand Washing Procedure Approved 021112012

6. To print the list of documents found: Click the Print drop-down oy
arrow, next to the New Document sub-tab then click the Print R
Document List link. S—

5.4.2. PRINTING DOCUMENTS

Documents can now be printed from the home page using the Print option. There are three ways
to print the items.

The Print Document List link - Prints the list of documents found (available to all users - see Step
6 above.) Available to all users.

Print Documents : Prints the documents in the list of documents found. Allows a user to select
available additional content to be printed along with the document. Available to Document Control
Administrators only.

Custom Print : Allows users to print documents, export documents, or print the list of documents
selected using the Document Finder tool. Available to Document Control Administrators only.

5.4.3. USER SYNC REPORTS

Users with either the HR permission or the Document Control Administrator role may access the
result reports generated after a User Sync is completed.

To see these reports:

DOCUMENTS | MY TASKS

1. Click on the Preferences tab, then click on User Setup P°"‘WEC"
and User Manager in the Navigation Menu, then click the
Sync Users sub-tab. The lower part of the resulting box AEOUT | TELF
contains the report. Personal Settings - |EREIECE

Preferences

STy S Corporate Headquarters

User Setup @ [Al Departments]
Sync Users 5] + @ Accounting
User Manager @ Administration
Importer
Import user records and synchronize later record imports.
File Encoding
Unicode (UTF-9)
User Sync Reports
Date Time File size
Trash View 10/27/2009 411 PM 11 Kb
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Preferences

i Personal Settings

Company Setup

User Setup
Document Setup

= =4 =4 A

System and IT Settings

6.1. Personal Settings

Persona | Settings lets you access and enter important Policy & Procedure Manager®
information, including the following:
1 Change Password
o |If allowed in a global preference set by a DCA or System/IT.
1 Default Document Tab
o To determine which navigation menu is opened by default (e.g. All Documents, My

Documents).
ﬂ Basic Search Change Password

Current Password

0o In
A Title, Full Text, Keywords, All
of the Above

New Password

Confirm Password

0 By Documents Tab
A R : Default Document Tab View
A Navigation Menu, Current (Defautt .
Arrangement! A” Approved Select the default order for documents to display in the Documents area.
Documents, Entire Library Departments v
(All Statuses), _
Basic Search
Re iona| Set“n s (Lanquaage). Select the default basic search to display in the Documents area.
ﬂ g g ( g g ) In  Keywords hd
By Selected Status A

Regional Settings

Language English (English) ~

Save | Cancel

This is the only PREFERENCES option available to all users.

Options such as the creation of Custom Arrangements and the ability to select which columns are
shown in the Document Display Table are covered in the PPM User's Guide, under Finding
Documents.
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6.1.1. Changing Your Password

The Change Password option appears only if the Document Control Administrator chooses to
allow users to change their passwords anytime (see Login Settings/Built-in Accounts for details).

Personal Settings 7 Help

Change Password
Current Password
New Password

Confirm Password

To change a password,
1. Click the PREFERENCES tab, click Personal Settings. Then click Personal Settings.

2. Click in the text box next to Current Password and type your current password.

3. Type the new password in the New Password box, and in the Confirm Password box.

4. Click [Save].

Though it isn't a part of Personal Settings, there may be an occasion when a user forgets a
password. For that reason, the following information is provided here.

6.1.2. Reset Your Forgo tten Password

If a user has forgotten their password and there is another Document Control Administrator (DCA)
for the system, have that DCA change the password in the user record in User Manager. Or, any
user can have Policy & Procedure Manager® email a link to reset the password.

Note: Be sure to have at least one individual designated as a second DCA, to act as a backup for
the main DCA.

1. Atthe login page, click Forgot password ?

Policy & Procedure Manager &

@ policytech™

Username

Password

Forgot password?

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

Enter your username or email address and you will receive a link to reset your password
Usemame or Email Address
If you do not have an email address on file, please contact your administrator]
(Submit ] [ Cancel |

Notes:

o For this feature to work, the email address in the user record must be correct and
current.

o If a user types their email address instead of their user name, it must match the
email address in their user record.

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

4. Type the new password in both boxes. Then click Submit.
You should see a Change Successful message.
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5. Restart Policy & Procedure Manager® and use the new password to log in.
The following can be done in this Preferences Page :

1 Each user can choose to set the Default View for whether All Documents or My Documents
will display by default on their Documents page.

1 Default Order allows each user to choose the default Arrange By for how documents will
display on their All Documents and My Documents - | Read sections.

1 Additionally, they can set the Language setting for their own account. This will determine
how text labels will be displayed according to what is set in Language Files.

Default Sort

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

[Document Owners i

Regional Settings
Language English (English) +

To set / change your personal Default Sort or Language display settings.

1. Click the PREFERENCES tab, click Personal Settings . Then click User Settings .
In the Document Tab View drop-down list, click a default view.

In the Default Order drop-down list, select a sort order.
In the Language list, click a language.
Click ===

a b w0

Note: To have more language display options available, a Document Control Administrator must
have added the text labels in the requested language. The language is set up in Preferenc es:
System/IT Settings under Language Files .

Also, if desired, the English (default) labels and system notifications can be modified in the
Language Files area as well.

General Properties T Help

Update your organization's regional and language settings.

62 Company Setup System-Wide Regional Settings

Time Zone: -07:00 America/Denver* -
General Properties Language: English (English) A
Update system-wide settings for Time Zone, the Date Format:  MM/DD/YYYY M
Language that Policy & Procedure Manager® will use Time Format:  HH:MM am/pm v

for all display settings, and the Date and Time formats.

Organization Setup

To configure these settings, click on the Preferences Business Title

tab then click Company Setup in the Navigation Menu. Delta Regional Medical Center

Click General Properties to display the General (This will appear at the top right of the program.)
Properties box. Arrangement List

Display all items.
@ Display only items assigned to documents.

¥| Display count of documents assigned next to item.

Save | | Cancel
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System -Wide Regional Settings

1. Click the drop-down arrow next to the System-wide Regional Setting that you wish to
change, and select the value appropriate for your company.

2. Click the button.

3. Click on General Properties again to refresh the screen.
Organization Setup / Business Title
The business title appears in the banner at the top of the main display page.

The business title also acts as a field placeholder that can be inserted into the text of any Word
document. An advantage to doing this is that if your organization changes names, once the
business title is changed it will update in all documents where the link was inserted.

Organization Setup
Business Title
Delta Regional Medical Center
(This will appear at the top right of the program.)

1. To enter or change your business title, click in the text box under Business Title .
2. Replace the existing text with your business or organization title.

3. Click the button.

Arrangement List
To set or change the list,
1. Click PREFERENCES, then click Company Setup on the Navigation Menu.

2. Click the radio button of your choice, under Arrangement List, to select the Display option
of your choice.

Click the button.

Click the Documents tab and click the drop-down under Arrange by. Then click on the
arrangement of your choice to see the result.

W

General Properties ? Help

/ Arrange by:
Document Type ~ Document(s) Found: 1
2r Add Custom

Arrangement List
Display all items.
@ Display only items assigned to documents.

@ [Document Type]
) ) ) ) Forms Refd Title
¥| Display count of documents assigned next to item. ) Job Descriptions 140 Minutes - Administration Meeting
€ Minutes
) Performance Evaluations
Save | | Cancel € Policies

) Procedures
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6.2.1. Sites

The Sites feature is useful for listing the divisions or campuses of an organization according to
location.

Corporate Headquarters n

Corporate Headquarters

Sales & Support Office

Users from a specific site see their own web site when they log in and do not have permission (by
default) to view information from another site. If one location's documents differ from another's
significantly, using sites may be beneficial. If all locations use the same documents, using sites
may over-complicate the way that your company uses Policy & Procedure Manager®. If there is
any question on whether to setup one or multiple sites, please contact Client Services at 208-359-
8123. We encourage you to consult with Client Services before making the determination to
create more than one site.

Note: If you have imported, or will be importing users from a Human Resources database, or via
Active Directory, the sites can be automatically populated during the import (see User Manager for
details).

Adding and Editing a Site
To add or edit a site,
1. Click the PREFERENCES tab.
2. Click Company Setup in the Navigation Menu and then click Sites.

DOCUMENTS | MY TASKS | REPORTS | PREFERENCES

policytech

——

ABOUT | HELP ‘ Preferences

Personal Settings New # Edit 3 Merge W Delete @ Help

Company Setup @ Corporate Headquarters
@ sales & Support Office

General Properties

3. Click the New sub-tab to create a new site, or click on the site name you want to change.

Basic Settings

Name |

Default Sort Departments v 0

Regional Settings
Time Zone (Default)
Language (Default)
Date Format (Default)

(Default)

a4 a4 a4 4

Time Format

Anonymous Access
[Z] Tumn on Anonymous Access for this site o

Site URL i}

IP Range(s) (Required)

Public Viewer

Site URL o

Save | | Cancel
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4. Type the name for your new site in the text box next to Name.

5. In the Default Sort list for this site, click the drop-down arrow and click on the sort order of
your choice.

6. In the Regional Settings for this site, select settings for the following areas:
a. Time Zonei for the part of the country or world where each site is located.
b. Language - for the text labels and notifications in Policy & Procedure Manager.
c. Date Format1 for the preferred day/month/year format.
d. Time Formati showing times as Hour/Minute and AM/PM.

7. Turning on Anonymous Access allows a user to be able to view all normal security
documents in this site through the Site URL without logging in. An IP range is required for
security. (For more information on this section please see Anonymous Login Access.)

a. The Anonymous Access Site URL -- allows a user to directly view this site without
logging in. This is auto-generated by Policy & Procedure Manager and cannot be
changed.

b. IP Range(s) -- only allows computers that fall within the required IP Range(s) to
utilize the Anonymous Access.

c. The Public Viewer Site URL -- allows one to directly view this site through the public
viewer. This is auto-generated by Policy & Procedure Manager and cannot be
changed.

8. Click Save to finish.

Anonymous Login Access

Overview

The Anonymous Access option allows a user to view normal and public security approved
documents without needing to log in. This allows for instant access to a company's approved
documents for quick policy checks without the need for employees to remember a login.

Edit Site - Corporate Headquarters
]

Anonymous Access

¥| Turn on Anonymous Access for this site @
Site URL Ihtttp:h’yuursite.deltareginnal.c:om.fﬁl}ﬁf?annnymousrtrue&sl i}

IP Range(s)  10.4.3.100-10.4.3.200 | @

Public Viewer

Site URL htttp:ﬁyoursite.deltaregionai_cnnv’ﬁllﬁf?anclnymuus:lrue&s i

Save | Cancel

Site URL

For each site with Anonymous Access turned on, a direct URL is provided to allow an Anonymous
user to view the document list of normal and public security approved documents for that site. The
Anonymous users are also able to change the site they are viewing to another site for which
Anonymous Access is turned on once they are in the system. The Anonymous Access Site URL
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can be used to add a link to a company's intranet page, a shortcut on company computers, or
even be pushed as a favorite to employees' web browsers.

Security

Because Anonymous Access allows for anyone with that URL to access a company's
documents (see above), an IP Range(s) is required for activation. Even if the IP range entered
allows the public to access it, the user must at least be aware of the IP range, in order to do so.
We advise limiting Anonymous Access to employees who need to quickly check a policy, thus
limiting the IP Range(s) to internal IP addresses.

Deleting a Site

If the site you want to delete has any users or documents attached to it, you must first reassign
those users, or documents, etc; or delete them.

1. Click the PREFERENCES tab. Click Company Setup . Then click Sites.
2. Click a site name, then click the Delete sub-tab.

ABOUT | HELP Preferences

Personal Settings Mew & Edit 3 Merge W Delete

Company Setup @ Corporate Headquarters

@ Minneapolis - St Paul

General Properties @ Sales & Support Office

3. Click the Backup Database button, then click OK to initiate the backup database
sequence, then click Close when it is finished, OR click Cancel to continue, without
backing up the database.

Backup Database

WARNINGI!

It is highly recommended that you backup
the database before proceeding.

LB e | | Cancel |
4. Click Yes.
Note: Deleting a site places it in the Recycle Bin. See Recycle Bin for details on restoring a
deleted site.

ABOUT | HELF | Preferences

Personal Settings New # Edt 3+ Merge W Delete # Help

Company Setup @ [0 Corporate Headquarters
@ [¥] Winneapolis - St Paul
General Properties @ [ Sales & Support Office
Sites
L stes P e Sites

Departmenis
Department Graups The following have been marked for deletion: @
Job Titles

Recycle Bin

|M|nneapo|ls - St Paul |

Are you sure you want to delete these items?

Cancel

User Setup

Document Setup

Merging Sites
To merge one site into another, first backup the database, then select the target site (the site you

want to keep). Next, select the merge site, whose contents are then added to the target site. After
the merge, the target site remains; the merge site is deleted.

1. Click the Backup Database button, then click OK to initiate the backup database
sequence, then click Close when it is finished, OR click Cancel to continue, without backing
up the database.

2. Click the PREFERENCES tab. Click Company Setup in the Navigation Menu. Then click
Sites.
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Click the Merge sub-tab to display the Merge Sites box.
Click the target site (the one you want to keep) in the Merge the above sitesé b o x .
Click the check box(es) for the sites that be merged into the selected site.

Preferences

o 0 &~ w

Click Merge, then click OK to close the Results box. T T
Note: You can select multiple sites at once. See Selecting @ [ cum
Multiple Items in a List in the Setup chapter for details. You

can remove a site from the list by clicking the check box(es) .

Headquarters
is - St Paul

Sites to be Merged: o
|aneapn\|s - St Paul ‘

Merge the above sites into the following site

@ Corporate Headquarters
@ 3ales & Support Office

Merge Cancel

6.2.2. Departments

The Departments option lets you create departments in Policy & Procedure Manager to mirror the
departments, sub-departments, sections or divisions within your organization. You can then refer
to all the users in a specific department or sub-department simply by the designated department
name. The selection of departments / categories is part of Step 2 - Department / Categories in
the Properties Wizard. You are required to select a department when a document is created.

By creating a department group you can include several different same-site departments that have
similar functions under a single name. Creating department groups can save time when
distributing documents that apply to multiple departments. Multi-site (global) groups are essentially
the same as department groups except that the departments that make up the group come from
more than one site.

Adding a Department and Sub -Departments

Note: If you have imported, or will be importing users from a Human Resources database or with
Active Directory, the departments can be automatically populated during the import (see User

Manager).
To add a single, or multiple, department(s).

1. Click the PREFERENCES tab. Click Company Setup in the Navigation Menu, then click
Departments .

2. Click the drop-down arrow next to Sites, then click a site name, to select it.

3. Click the New sub-tab, and the Add Department link, to display the Add Department box. If
adding a sub department, click on the parent department first, then click on the Add Sub
Department link.

Preferences

Note: This information applies to setting up Sub-Departments Now~ | # Bl % Uoue S Mege B Dekie @ Heb
as well.
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Click in the text box next to Department Name and type the name of the new department.
Note: The Reference ID must be unique for each department. The recommended naming
convention for the Reference ID is <root department.sub department>. For example,
<Education and Training Management.Training Media> Training Media (see the illustration

below).
Add Department to 'Corporate Headquarters' 7 Help
— Corporate Headquarters
Department Mame Training Media Add P g M
Reference ID Education and Training Management [Training Media @ [Corporate Headquarters]
Departments @ @ Accounting

@ Administration
@ Disaster Recovery
= # Education and Training Management
@ Education and Training Equipment
" Cancel | O Educat?-:m and Trlaining Personnel
@ Educational Media
@ Training Media

Click Add .
Repeat Steps 4 and 5 if you are going to add multiple departments.
Click Save.

Deleting Departme nts

If the department to be deleted has active users or documents assigned to it, you must first
reassign them to another department (See Reassigning Users to Other Departments).

1.
2.

5.

Note

Back up your database, to create a restore point. (see Database Manager).

Click the PREFERENCES tab. Click Company Setup on the Navigation Menu, then click
Departments .

In the Site list, under the sub-tabs, click the drop-down arrow, then click a site name, to
select it.

Click on a department, then click the Delete sub-tab.

ol ool 4 ] L L

Carporats Headgquantars -
@ e Hi ."- 3 [ Delete Departments @ He

+ tng The following deparments haws hean marked for daleton £

AJQ YOU SUMR yOu 'wark 1o dalete these Depatments

@ [T F iR YES Cancel

Click Yes to delete the selected department.

: Deleting a department places it in the Recycle Bin for details on restoring a deleted

department.

Editing Specific Department | nformation

There are two different ways to access the tools needed to edit / change Department information.
One is done through a set of sub-tabs just above the site drop-down box. These sub-tabs access
the same areas as the floating menu that is described further down this page.

1.

Click the PREFERENCES tab. Click Company Setup on the Navigation Menu. Then click
Departments .

Note: After you click on Department, notice that the Edit sub-tab is automatically selected. This is
the only place where Department and Sub-department names can be changed. Also, notice the
two-arrowhead cursor. If you place your mouse pointer over the vertical line to the right of the
Department list, the mouse pointer will turn to a two-headed horizontal cursor. Click and drag to
the right to increase the size of the column, so that the items in the list of departments can be
completely shown.
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2. Click the drop-down arrow under the sub-tabs, and click on the name of the Site on which
you want to work (if applicable).

3. Click the department whose name will change, then click Edit, to display the Edit
Department box.

New ¥ # Edit +«» Move 3+ Merge W Delete @ Help

Corporate Headquarters -

Edit Department - Engineering 7 Help

(2] [Corporate Headquarters]
® Accounting

@ Administration Department Name  Hospital Engineering

e DiSGSt'_?FRBC'J'V'B"r'_ _ Reference ID Corporate Headquarters Hospital Engineering
+ @ Education and Training Management
@ Educational Resources Save

® Engineering

4. Click in the text box next to Department Name .

5. Make the change, then click Save.

Note: The name in the Department Name box is different than that of the name in the Reference
ID box. The Reference ID must be unique for each department. The recommended naming
convention for the Reference ID is <root department.sub department.sub department>. (see the
above illustrations).

Note: Active Directory synchronization utilizes the Reference ID to sync and should not be
modified. If a department name needs to be changed in Policy & Procedure Manager change only
the top Department Name field. Changing the Reference ID will cause the sync to recreate an
entirely new additional department.

OR
Click the PREFERENCES tab, then click Company Setup in the Navigation Menu.

Click Departments .
Click on the drop-down arrow (under the sub-tabs) and click on a site hame, to select it.

Click on a Department name, then right-click on that name to display the Options menu
(see the menu in the graphic).

H w0 DnhPE

ABOUT | HELP Preferences

Personal Settings New v # Edt ++ Move = Merge W Delete @ Help

Company Setup Corporate Headquarters -
General Properties
P @ [Corporate Headquarters]
Sites @ Accounting
T e A-jministratian
@ Disaster Recovery
Department Groups + @ Education and Training Management
Job Titles @ Educational Resources
_  Engineering
Recycle Bin  Environmental | Add Sub Department
User Setup 2 SEEEOIEY  Edit Department
Human Resou
Delete Departments
Document Setup @ Manufacturing

Move Departments
System / IT Settings @ Purchasing Merge Departments

@ Shipping and R| Properties
® software Development

5. Click on the menu option of your choice to access that option.
Edit Department - Engineering # Help

@ Operations

Department Mame  Hospital Engineering

Reference ID Corporate Headquarters Hospital Engineering
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6. Make the needed changes and click Save.

Merging Departments

Merging Departments

Merging departments will result in all the associated documents and users in one department to
now be associated with another one and, as a result, the previous department will be removed
and unable to be restored except by a restoration of a database backup. Please first backup

your database as suggested below.
1. Back up the database (see the Database Manager section).

2. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu, then click

Departments to display a list of Departments.
Preferences

Personal Settings New v # Edit +« Move 34

Company Setup Corporate Headquarters
General Properties
Sites

® [Corporate Headquarters]
@ Accounting
@ Administration
@ Educational Resources
@ Engineerina

3. Click the Merge ( ) sub-tab, then click Cancel. This closes the WARNING reminder to
backup the database. The Merge Departments box is displayed.

Departments

Department Groups

New = # Edit +«» Move S+ Merge i Delete @ Help

Corporate Headquarters -

® [Corporate Headquarters]
@ [ Accounting
@ [ Administration
@ [ Disaster Recovery
= @ [ Education and Training Resources
® [ Education and Training Equipment
@ [ Education and Training Personnel
@ [ Educationall Media
3] Training Media

4. Inthe Departments list, click the department that you want to merge into another
department. (Notice the checked item)

Merge Departments # Help

Departments to be Merged: o

= Training Media

Merge the above departments into the following department
Corporate Headquarters E

@ [Corporate Headquarters]
@ Accounting
@ Administration
@ Dizaster Recovery
-] @ Education and Training Resources
@ Education and Training Equipment
@ Education and Training Personnel
€ Educationall Media
@ Educational Resources
®

Engineering

5. Inthe list below Move the above depar t me n t Sateéent, click a Department or sub-
department to select which one will be the department/sub-department that the previously-

m
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selected item will become a part.

Merge Departments 7 Help

Results of request to move the following into "Educationall Media™

Moving "Training Media” . . . Merged

6. Click Merge to take the action and to display the Results box.
7. Click OK to close the Results box and refresh the screen.

Move a Department
1. Click the PREFERENCES tab, then click Company Setup in the Navigation Menu.

Click Departments to display the Departments list.

In the Site list, click a site name, to select it, if it is not already displayed.
Click a Department name to select it.

Right-click on the selected Department name AND

Click on the Move Department link to display the Move Departments box.

N o o bk wDd

Click Backup Database to backup the database OR click Cancel to cancel the backup.

ABOUT | HELP Preferences

Personal Settings New v # Edit « Move 2+ Merge W Delete @ Help

Company Setup

Corporate Headquarters -

General Properties
P ® [Corporate Headquarters]

Sites =1 @ Accounting
— ® Finance
Departments =
| Depariments  [EARISY
Deparment Groups © 2dministr4 Add Sub Department
Joh Titles 2 Disaster { Edit Department
) + €9 Education| Delete Departments
Recycle Bin @ Education s
p*qapiggl 1ilove Departments
User Setup Engineeri
© Enviranmd Merge Departments
Document Setup @ Fiscal Ser| Properies
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8. Click the Department that the selected department will be moved into.
ABOUT | HELP Preferences

Personal Settings New v # Edit + Move S Merge W Delete @ Help

Company Setup

Corporate Headquarters -

General Properties
P @ [Corporate Headquarters]
Sites = @ [O] Accounting

Departments ® [ Finance

e® Travel
Department Groups @ [C] Administration
Job Titles @ [ Disaster Recovery
) + @ [C] Education and Training Res:
Recycle Bin
Move Departments # Help
User Setup
Departments to be Moved: i}
Document Setup
= Travel

System / [T Settings

Move the above departments into the following department

Corporate Headquarters El

@ [Corporate Headquarters]
+ @ Accounting
@ Administration
@ Disaster Recovery
+ @ Education and Training Resources
@ Educational Resources
@ Engineering
@ Environmental Senvices
€ Fiscal Senices
 Human Resources

m

9. Click Move to make the move and display the Move Departments results box, Then click
OK to close the results box.

10.Click on the list of Departments to see the result.

6.2.3. Adding a Department Gro up
To add a department group to a site,

1. Click the PREFERENCES tab. Click Company Setup in the Navigation Menu, then click
Department Groups

2. In the Site list, under the sub-tabs, click the drop-down arrow, then click a site name, to
select it.

3. Click the New Group sub-tab AND the New Group link to display the Add Department
Groups box.

Preferences

New v # Edit W Delete 7 Help

Mew Group

Mew Multi-Site (Globkal) Group
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4. Type the group name next to Group Name , then click Save.

Add items to this group by checking boxes in the list.

Group Name Financial Senvices Group|

Departments Selected g

= @ [] Accounting + | | Administration
@ [¥] Administration Fiscal Services
@ [] Disaster Recovery
@ || Environmental Services
+ @ [¥] Fiscal Senices
@ [] Shipping and Receiving
@ | Software Development =

m

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

Select items to add or remove them from the group.
Shift and click to add/remove multiple items.

5. Click the check box or boxes in the Department list, to be added to this group.

6. Click Save.

Note: To add multiple departments at once, see Selecting Multiple Items in a List of Checkboxes
for details. You can remove a department from the list simply by clicking the check box next to
that department name, to unselect it.

Changing a Department Group Name or Contents
To change a department group name,

1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu, then click
Department Groups .

2. Click the drop-down arrow next to Sites, then click a site name, to select it, if it is not
already displayed.

Edit Department Group

Add items to this group by checking boxes in the list.

Group Name Dept Group

Departments Selected o

Administration * | | Accounting ( Fiscal Semvices/ )
Disaster Recovery Administration

Engineering
Ervironmental Services
Fiscal Sernvices

Human Resources
Installations
Manufacturing
Operations

Purchasing

Quality Assurance
Shipping and Receiving
Software Development -
4 L 2

Fiscal Services
Human Resources
Operations

+

2222222222220
OEEEEEEEEEEEE

m

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

Select items to add or remove them from the group.
Shift and click to add/remaove multiple items.

Save | | Cancel

3. In the Department Groups list, under the selected site, click a group name, to select it.
This displays the Edit Department Group box. Make the change, then click Save.

4. You can remove a department from the group, simply by clicking the check box next to that
department name, to unselect it. Then click Save.

Deleting a Department Group
To delete a department group,
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1. Click the PREFERENCES tab. Click Company Setup in the Navigation Menu, then click
Department Groups.

2. Click the drop-down arrow next to Sites, then click a site name to select it, if it is not already
displayed.

3. Inthe Groups list, click a group name, to select It, then click Delete sub-tab to display the
Delete Department Group box.

Click Yes. The change is automatically saved.
ABOUT | HELP Preferences

Personal Settings New v # Edit W Delete @ Help
Company Setup Corporate Headquarters -
General Properties o )
. ® nulti-Site (Global) Groups
Sites =1 @ Corporate Headquarters
Departments ® [V Financial Services
Department Groups Delete Groups
Job Titles The following have been marked for deletion: i
Recycle Bin Financial Services (Corporate Headquarters)
User Setup
Document Setup Are you sure you want to delete these?
System / IT Settings Yes Cancel

Note: Deleting a department group places it in the Recycle Bin. See Recycle Bin for details on
restoring a deleted department group.

6.2.4. Adding a Multi -Site (Global) Department Group
To add a Multi-Site (Global) Department Group,

1. Click the PREFERENCES tab. Click Company Setup in the Navigation Menu. Then click
Department Groups to display the Department Groups box.

2. Click the New sub-tab, and the New Multi-Site (Global) Group link.

3. Click in the text box next to Group Name, and type in the name for the new group.
Preferences

Mew = # Edit @ Delete 3 Help

Global) Group

4. Click the Plus (*)) sign next to a Site name to display the list of Departments at that site.
These Departments will become a part of the new group.

5. Click the check box(es) next to each department to be put into the group, then click SAVE.
These Departments will become a part of the new group.
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6. Repeat Steps 4 and 5 until all Departments from all appropriate sites have been selected.

Add Department Group

Add items to this group by checking boxes in the list.

Departments

Group Name Corporate Sales and Marketing

Selected o

= @ [Corporate Headquarters]
+ @ [] Accounting

Administration

Disaster Recovery

Educational Resources
Engineering
Environmental Services
Fiscal Senvices

Human Resources
Manufacturing
Operations

Purchasing

Shipping and Receiving

22922222200 ®
OEFREOREEEEEEE

Education and Training Resources

13

m

-

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

[Corporate Headguarters]
Accounting
Fiscal Semvices
Manufacturing
Operations

[Sales & Support Office]
Sales & Marketing

Select items to add or remove them from the group.
Shift and click to add/remove multiple items.

Changing a Global Department Group Name or Contents

To change a Multi-site (Global) group name,
1.

3.

Click the PREFERENCES tab. Click Company Setup on the Navigation Menu. Then click

Department Groups

Click the Plus (#) sign next to Multi -Site (Global) Groups to display the list of Multi-

Site(Global) Groups in the list.

Click on the name of the group that you wish to change. This will display the Edit

Department Group box.

P New v | .7 Edit | 17 Delete | @ Help
Corporate Headquarters -

+ @ Multi-Site (Global) Groups
+ @ Corporate Headquarters

Preferences

P New v | .7 Edit | [J Delete | @ Help
Corporate Headquarters -
= @ Multi-Site (Global) Groups

@ Corporate Customer Support
+ @ Corporate Headquarters

Make the desired change. Then click Save.

Click the Plus (#/) sign next to Multi -Site (Global) Groups to display the list of Multi-
Site(Global) Groups in the list. Click on the newly-edited name of the group.

To change the group contents, click the Plus (*') sign next to each site and click on
additional check box(es) OR click the previously-selected check box(es) to unselect those

previously-selected departments.
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7. Click SAVE.

Edit Department Grou pw

Add items to this group by checking boxes in the list.

Group Name Group Customer Support

Departments Selected i}
+ @ [Corporate Headguarters] [Corporate Headgquarters]
- ﬂgasg StUDDOI'lE'mC{e] Education and Training Managen
7] Customer Service
@ [ Sales & Marketing Software Development

Systems Administration
[Sales & Support Office]
Customer Service

@ [Seattle]

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

Select items to add or remove them from the group.
Shift and click to add/remove multiple items.

Cancel

Deleting a Multi -Site (Global) Department Group
1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu. Then click
Department Groups .

2. Click the Plus (*) sign next to Multi -Site (Global) Groups to display the list of Multi-
Site(Global) Groups in the list.

3. Click on the name of the group that you wish to change. This will display the Edit
Department Group box.
Preferences

P New v | .7 Edit | 7 Delete | @ Help

Corporate Headquarters -

= @ Multi-Site (Glo bal) Groups
0O Corporate Customer Support
+ @ Corporate Headquarters

4. Click the Delete sub-tab.

Preferences

P New | 7 Edit |  Delete | €@ Help

5. Back up your database, to create a restore point, if you wish. Click the Backup Databa se
button, then click OK to initiate the backup database sequence, then click Close when it is
finished, OR click Cancel to continue, without backing up the database.

6. Click Yes to delete the group.
Delete Groups

The following have been marked for deletion: o

Financial Services Group (Corporate Headquarters)

Are you sure you want to delete these?

Cancel

Note: Deleting a global department group places it in the Recycle Bin. See Recycle Bin for details
on restoring a deleted global department group.
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6.2.5. Job Titles

Job Titles can be created, edited, and deleted in Policy & Procedure Manager®. If the imported
user list includes job titles, the titles will appear under Preferences, Company Setup, then Job
Titles .

ABOUT | HELP Preferences

Personal Settings New # Edit W Delete & Help

@ Accountant
@ Accounting Manager
@ Accounts Payable Clerk
Sites @ Accounts Receivable Clerk
@ Chief Executive Officer
@ Chief Finance Officer
@ Chief Information Officer
@ Chief Operations Officer
@ Creditor
@ Customer Sernvice Manager
User Setup @ Director of Education

@ Director of Engineering
Document Setup @ Director of Finance
@ Director of Operations
@ Director of Purchasing
@ Director of Sales & Marketing

Company Setup

General Properties

Departments

Department Groups
Job Titles
Recycle Bin

System /[T Settings

Adding a Job Title
To add a job title,

1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu. Then click
Job Titles to display the list of Job Titles.

Add Job Title |
Job Title
Job Titles o

Puolicy Manager

Save | | Cancel

2. Click the New sub-tab to display the Add Job Title box.

3. Click in the text box next to Job Title. Type the new job title. Click [Add ],
Then click SAVE.

Changing (Editing) a Job Title
To change a job title,

1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu, then click
Job Titles to display the list of Job Titles.

2. Click a job title to display the Edit Job Title box.

Make the desired change. Click SAVE.
Edit Job Title

Job Title Sanitary Engineed

Save | | Cancel

Deleting a Job Title
To delete a job title,
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1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu, then click
Job Titles to display the list of Job Titles.
2. Click a job title to display the Edit Job Title box.
3. Click the Delete sub-tab.

e ————ee
New | .7 Edit | O Delete | € Help

4. Back up your database, to create a restore point, if you wish. Click the Backup Database
button, then click OK to initiate the backup database sequence, then click Close when it is
finished, OR click Cancel to continue, without backing up the database.

Delete Job Titles
The following have been marked for deletion: @
Janitor
Are you sure you want to delete these?
Yes|| Cancel

5. Click Yes to delete the group.

Note: Deleting a job title places it in the Recycle Bin. See Recycle Bin for details on restoring a
deleted job title.

6.2.6. Recycle Bin

The following deleted items can be moved to the Recycle Bin.

1 Documents 1 Category Values

1 Templates 1 Writer Groups

i1 Sites 1 Global Writer Groups

1 Departments 1 Reviewer Groups

1 Department Groups 1 Global Reviewer Groups
1 Global Department Groups 1 Approver Groups

1 Users 1 Global Approver Groups
1 Job Titles 1 Reader Groups

1 Categories 1 Global Reader Groups

You can go to the Recycle Bin to restore or permanently remove any of these items.

Note: Permanently removing an item from the Recycle Bin makes it unavailable to all users
including Document Control Administrators but the item is still stored in the database. This is a
result of the archiving design of the database, for auditing purposes.
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1. Click the PREFERENCES tab. Click Company Setup on the Navigation Menu. Then click
Recycle Bin .
2. In the drop-down list, click an item type (such as Departments or Users).

Recycle Bin % Help

Departments E Location

Recycled ltems (3)
Type Site Name
Department Corporate Headquarters Aflac

Department Corporate Headquarters Assistance

Ooood

Department Group Corporate Headquarters eBay sales

3. Select the check box(es) under Type for the item(s) you want to restore or delete.
4. Click the Restore or Delete button.

Note: If anitem can't be permanently deleted from the Recycle Bin, it is because that item is still
connected to something else in the database - a user, a document, etc. The item may need to be
restored and edited to allow deletion.

Search: To search, use Control+F to find the title of an item that is in the recycle bin.

6.3. User Setup

User Manager

Writer Groups, Reviewer Groups, Approver Groups, and Reader Groups

6.3.1. User Manager

Importing Users (Initial Import)

Adding a New User Manually

Permissions and Roles

Reassigning Users to Other Departments

Reassigning Document Owners

Deleting a User

Searching for a User Name

Editing a User Record

Designating a Proxy Author

Clearing a User Lockout

Performing Subsequent Imports (Syncing)

Reassigning Document Owners in the User Manager

=4 =4 A4 4 A4 4 -4 -5 -4 -5 -5 -

Importing Users (Initial Import)
Policy & Procedure Manager® can import any user list that is in a tab-delimited text (.txt) format.
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To import a user file (please see the Note below),

1. Click the PREFERENCES tab. Click User Setup on the Navigation Menu. Then click User

Manager .

ABOUT | HELP
Personal Settings
Company Setup
User Setup

Writer Groups
Reviewer Groups
Approver Groups
Reader Groups
Recycle Bin

Document Setup

System / IT Settings

| Preferences

#+ MNew User SynclUsers Reassign Document Owners Reassign Users @ Help

Corporate Headquarters E
@ [All Departments]

T + @ Accounting
User Manager @ Administration

@ Disaster Recovery
+ @ Education and Training Manage
@ Educational Resources
@ Engineering
@ Environmental Services
+ @ Fiscal Semvices
@ Human Resources
@ Manufacturing
@ Operations
@ Purchasing
@ Shipping and Receiving
@ Software Development
@ Systems Administration

2. Click the Sync Users sub-tab at the top of the User Manager window to display the Sync

Users (Importer ) box.

3. Click Browse and find the User Import File that you want to import. For a sample/template

of a User Import File, go to:

http://www.policytech.com/support/downloads/details.cim?ID=20

4.  Find and click on the import file. Click !
the Browse button and then click Next.

xen | to display the file title in the text box next to

Sync Users [
Importer

Import user records and synchronize later record imports.

File Enceding
D-Wic\Tab-delimited files\ Unicode (UTF-8) [~]
User Sync Reports
Date Time File size
Trash View 10/27/2009 4:11 PM 11 Kb
MNext

The Sync Users box appears at this point with a list of the fields the software will import along
with the actual data from the first record (row) in the import file. Those fields marked with an
asterisk ** are mandatory. Each field type (alphanumeric or numeric) and the allowable
characters in each field are also shown. Make sure that the import file contains only acceptable

characters.

Note: If you import users first, then connect to Active Directory, later ensure that the import file
brings user names into Policy & Procedure Manager® in ALL lower case letters.

Policy & Procedure Manager® interprets user names in Active Directory as lower case. If this
is NOT done, the result will be duplicate users in the Policy & Procedure Manager® database.
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. . Accepted
Field Overwrite? Column Number Type Characters
Unigue . OAZ 09,
Employee ID* 0(4) |Z| Alphanumeric and -

First Name™ 1 (Jordon) |Z| Alphanumenc Al

Middle Name 2() |Z| Alphanumeric  All

Last Name* 3 (Cash) |Z| Alphanumeric  All

Job Title 4 (Accounts Payable C\erk)E Alphanumeric  All

Site* 5 (Corporate Headquarters) |Z| Alphanumeric  All
Department™ 6 (Accounting) |Z| Alphanumeric  All

Email . AZ, 09, _,
Address 7() |Z| Alphanumeric and-
Username = 8 (jcash) [=] Alphanumeric ,:ré._ﬂ-g. =
Password ] 9 (jcash) [=] Alphanumeric :\ri._ﬂ-g. =
Active 10 (1) |Z| Numeric Oor1

Add Users to Domain | Mone E|

[CIRemove first line?
[CI Delete users not in sync file?

Notes:
» Manually entered users are not affected by sync unless added to sync file.
= User names and passwords are auto-generated for newly added users without user
name or password specified.
= User names and passwords of previously added users are replaced when Overwrite i1s
selected. If Mot in File is also selected, these user names and passwords will be auto-
generated.

Previous Finish

The detailed characteristics of each field are shown in the following table. In the Active field,
the number 0 means "no" or "false," and the number 1 means "yes" or "true." Inactive user
records are placed in the Recycle Bin (see Recycle Bin for details on restoring an inactive
(deleted) user record).

Label Maximum Field Type  Accepted Required?
Character Characters
Unigue 128 Alphanumeric A-Z, 0-9, Yes
Employee ID
First Name 50 Alphanumeric All Yes
Middle Name 50 Alphanumeric All No
Last Name 50 Alphanumeric All Yes
Job Title 100 Alphanumeric All No
Site 240 Alphanumeric All Yes
Department 240 Alphanumeric All Yes
Email 240 Alphanumeric A-Z,0-9, _  No
Address
Username 25 Alphanumeric A-Z,0-9, _  No
Password 25 Alphanumeric A-Z,0-9, _  No
Active 1 Numeric Oorl No
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Important : Policy & Procedure Manager® uses the Unique Employee ID field on
subsequent imports to determine whether a record in an imported tab-delimited file is new
or just an update (synchronization) to an existing record. For this reason, we strongly
suggest using the employee ID or similar unique identifier for this field. This will prevent
duplicate user records in the Policy & Procedure Manager® database.

Note: If there is no email information, the software cannot send email messages to users to
prompt them to review, approve, or read documents. However, notices are recorded in the
MY TASKS tab as TASKS, where users can access them. If no email exists in the user
profile, the use will have and Inbox in addition to a task list.

5. In each field list select the column from the import file that contains the correct information
for that field. If a non-mandatory field is not in the imported tab-delimited file or if its data
contains unacceptable characters, select Not in File .

If the imported tab-delimited file does not contain user names or passwords (either these
fields are blank or you select Not in File ), user names and passwords are automatically
generated using the initial of the first name, the initial of the middle name (if available), and
the full last name.

For example, if a user's name is listed as Henry D. Wilson in the imported tab-delimited file,
both his username and password would be created as hdwilson. If no middle name is given,
the software uses only the first name initial and full last name.

Note: If passwords are automatically generated during the synchronization, select the
security setting that requires users to change their passwords the first time they log in. See
Login Settings/Built-in Accounts for details.

6. Selecting the Overwrite? check box on the Username and Password lines causes the user
names and passwords to be automatically generated using the initial of the first name, the
initial of the middle name (if available), and the full last name. This forces the overwriting of
anything that may have been on the import file under those two headings.

7. If the first line of the import file contains column titles, select the Remove first line? check
box to avoid importing this line as a user record.

8. Ignore the Delete users not in sync file?  check box on initial import. In subsequent
imports, existing users that are not part of an import file, are not deleted unless you check
the Delete users not in sync file?  check box.

9. When you are sure all of the information is correct, click Finish.

10.Upon successful completion of the import, you can click View import report to view
detailed import information. Import reports are automatically saved and can be viewed at a
later time, if needed.
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After the initial import, assign permissions and roles to each imported user. All users are set as
read-only and can view Approved documents only when they are first entered into Policy &
Procedure Manager®. See Editing a User Record for details.

Adding a New User Manually

To add a new user manually,

Click the PREFERENCES tab.
Click User Setup on the Navigation Menu. Then click User Manager .

Click the drop-down arrow for the Site list (above the list of Departments), then click a site
name.

4. Click the New User sub-tab (The New User and User | Personal Settings % NewUser SyncUsers
Info boxes are identical, except for the title). Company Setup

Corporate Headquarters

User Setup @ [All Departments]
+ @ Accounting
Administration

User Manager

5. Fill in or edit the user information (see Importing
Users (Initial Import) for a description of each user information field).

6. Set or edit the Permissions and Roles settings (see Permissions and Roles for a

description of the settings).
. bl save and Close m‘\ Roles/Permissions |
7 ' C“Ck ) Add or edit user information, roles and permissions.
Basic Information
First Name Middle Name Last Name Email Address
Susan Howard susanhoward@policytech.com
Usemame Password Unigue Employee D

Basic Settings

Site Department Job Title
Corporate Headquarters  ~  Administration ~ Document Control Administrat -

Other Settings
Domain
Mone [ Lock user out of system.

i,—‘ Save !—‘ Save and Close [T Delete  Next »

Permissions and Roles
 Roles

I Suqggested Permissions and Roles

Roles

The Roles options control which users are allowed to create, review, and approve documents
(See the descriptions below).

Document Owner: A user who can create original policy and procedure documents. These are
usually people assigned to oversee and explain policies, processes and procedures. They are
also responsible to update future versions of a document and ensure that a new version is
approved which automatically replaces the outdated version prior to an expiration date. They also
ensure that documents for which they are responsible get through the review and approval
process in a timely fashion.
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Can submit a document into review.
Can create a new version of an existing approved document.

Can modify most document properties in the Properties Wizard.

= =4 =4 -

Can archive Approved documents they own and they can restore any accidentally Archived
documents to the Approved status if they own it and there is no new version created of that
document.

1 Can submit a document directly to Approval if there are no required Reviewers from the
selected template. An email will notify anyone who was skipped.

1 Can set a document as Approved if they are an Approver and there are no required
Reviewers and Approvers from the selected template. An email will notify anyone who was
skipped.

Writer : A user or users who is/are working on all or part of a document for a Document Owner.
They are not necessarily designated as Proxy Authors but can be.

1 A Writer can edit a document while it is in their level in draft, even if their writing task is

complete.
New User X
General Information | Roles/Permissions

Add or edit user information, roles and permissions.

Roles Permissions Admin Permissions @
¥| Document Owner 7] Company / User Global DCA
Writer V] Categories Sub-DCA

Reviewer ¥ Templates Corporate Headquarters
| Approver Archived Documents Sales & Support Office

V| Department Manager Vlisystem /1T

Report Manager View All Sites

Set Proxy Authors

4 Back ‘ﬂ Save ‘d Save and Close

Reviewer: A user who may be asked to review documents and give feedback. They are often
content experts. If reviewing a Word document, and they select REVISE, they are only allowed to
make revisions with Track Changes turned on. They also have the options to ACCEPT or
DECLINE.

Approver: A user who has final responsibility for approving a document. Typically, executives and
upper-level managers are designated as approvers, as well as those legally responsible for the
content of approved documents. If approving a Word document, they are only allowed to make
revisions with Track Changes turned on.

Approvers also have the options to ACCEPT or DECLINE. It is best practice to create Approver
Groups if you have a committee or group of individuals that need to approve a document. One
user can be added to a created group to ACCEPT on behalf of the entire group.

Department Manager: Manages specific roles within a specific department. They can add users
manually to a department and change job titles within that department.

Report Manager: Allows compiling information for reports and create them on a company-wide
basis. Access to ALL reports: Personal, Management and Administrative.

Global Document Control Administrator: A user who is given full access to all PREFERENCES
settings. A Document Control Administrator (DCA) can also designate other users as sub-DCA's
and give them all or restricted permissions within their respective sites.
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