Quick Reference — Document Owner

Properties Wizard Setup

Define document properties in 6 steps.
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1. Settings (Required).
Assign a title, owner, and
template and adjust the Setngs ¢ R
advanced settings to
include review
interval,warning period, Wriers
key words,original creation Reviewers
date and the external review
date.

. Family and Medical Leave
Visibility

Document Owner €

Hansen, Tom (Manager)

Template €

Approvers * -- Blank Word Document --

Assignees Version Number
2.Departments !
& Categories (Required).
Assign the sites,
departments, and
categories where the PO e nre o make s convnc v

document will be visible.

Security
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2 visibility e

3 Writers Departments

- Department Groups
4 Reviewers

Categories
5 Approvers
*+*Document Type

Assignees

3. Writers (Optional). Select writers to help write the document.

4.Reviewers (Optional). Select reviewers to check content and

writing style.
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5. Approvers (Required).
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Select approvers who
determine if the
document is ready for
publication and take
ultimate responsibility
for content and
correctness.

1 Seuings o Select From Site

ADpPIOVErs w Corporate Headquarters «

2 Visibility
Writers ® (] Chen, Jodi (Compliance Gfficer)

@ (1] Christenson, Robert (Administrator)

Reviewers ® (] Gatos, Will (Chief Information Officer)

@ (] Howard, Susan (Administratar)

Approvers  * ® (] Johnson, Douglas (Chief Executive Officer)

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

® [ Monson, Teresa (Chief Operations Officer)

Assignees

* If the list does not contain the names of writer, review,
approver, contact ysm.policy@yale.edu to to have them
added to the system.

6. Security (Required). Select "public" for all documents.



Edit Document Content

1.Click Edit Document to
use the full functionality of
Word or Excel inside
PolicyTech. The template
selected in step 1 of the
Properties Wizard controls
the initial content and look
of the document and some
document properties.

2.Upload a File. If this
document's template is an
Upload a File type, use
Browse to find and select a
file, and then click Upload
File.

3.Import/Overwrite.
Selecting this option
completely overwrites the
current document content
with the imported file's
content.

4.Insert a Properties Field.
From the Insert Properties
menu under Tools, you can
insert automatically
populated data fields
containing document
properties, such as the
document owner or
approval date.

Edi I Properties Wizare
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= Computer_Security_Incident_Reporting_(121_-1).doc [Compati.

[IE HOME INSERT DESIGN PAGELAYO ~REFERENCES MAILINGS REVIEW VIEW DEVELOP

g : 2 3

- NAVEX

The Ethics and Compliance Experts

Header

Please Wait... x

Please choose a file to upload.

Browse...

Drop file here
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m' m o
Links & Attacnments | Tools

Impart / Overwrite

< Insert Properties

Undock Word Module

Word Module Version

(=}

Import / Overwrite

« Insert Properties

Undock Word Module

« Document Info
« Company Info
< Visibility Word Module Version
Date Created « Dates Word Module Log File
Date Approved « User info Collapse Header Bar
Last Periodic Review Date
Next Periodic Review Date
Publication Date
Date Archived
Original Creation Date

Date Last Modified

5.Link to a Document or
Website. Place the cursor
where you want a link
inserted, click Links &
Attachments, click a link
type and follow the
prompts.

6. Attach a File. Click Links
& Attachments, click
Attachments, click an
attachment type and follow
the prompts. An
attachment is only
accessible from the
document containing the
link.

7.Start a Discussion. You
can create and participate
in a discussion about this
document to reduce the
number of review cycles.

8. Finish. You can save and
close the document and
finish it later. When you're
done with the draft submit
it to writing, review, or
approval.

Insert Link to Existing Document

Create New Document and Link to It

Insert Link to Web Address

Attachments

Attachments

PolicyTech Document

O Type

Web Address External File B Remove Selecte

File Name ® Actions

None Found

o SUDMIT fOr Approval

Links & Attachments = Tools

O

ents | Tools
Replace Documents
Archive

Save and Close
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Handle "Track Changes" Feedback

You can quickly view feedback from reviewers or approvers.

Do a Periodic Review

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

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

2.Track Changes.
Changes in arevised
document are marked up
in colored font. Hover the
cursor over a change to
see who made it.

3.Accept or Reject a
Change. Right-click a
marked change and click
Accept or Reject.

4. Comments. Reviewers
and approvers have the
option of inserting
comments when revising a
document. After reading a
comment, right-click it and
click Delete Comment.
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1. Periodic Review Task. Ata
designated time before a
periodic review comes due
you receive a task
assignment in a notification
email and in My Tasks.

2.Review the Document.

Check the document to see if

changes are needed. If so,
click Create New Version
and click Yes.

I & MyTasks

= POLICYTECH MY TASKS

Home

v @ Periodic Review Required

@ My Dashboard

Title

Documents

A Banking Policy and Relations (v.1)

|l _Reports

Create New Version | More w

Status: Published

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

attachments, and the assessment.

4.Submit. When finished
updating, submit the new
version for review or
approval.

5.No Revision Necessary. If
you determine that no
changes are needed, instead
of creating a new version,
click More and click No
Revision Necessary, which
resets the review date for
another period.

Submit to Writers | Submit for Review | More ¥

Status: Draft

Create New Version | More v

Status: Publist
Mark as Read (Optional) =

Send Message 10 Owner
Archive
No Revision Necessary

Require to Read/Complete Again



