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Getting Started: General Information & Support

Before your Policy Manual can be printed and distributed, important information should be customized.
In its original form, our model policies are comprehensive and provide an excellent foundation for
regulatory compliance. However, each Credit Union is unique, and with this in mind, we have provided
several tools to help you tailor the model policies in CU PolicyPro to fit your operations.

We have developed a series of Key Fields to assist you in inserting your organization’s specific
information into various policies. Editing, deleting, or adding to the text of the policies is a broader and
more flexible area of customization. You can modify the policies to meet your needs, including
customizing the model policy content and adding your own unique policies to your manual.

While significant effort has been made to address federal compliance issues in the Manual, laws and
regulations change frequently. Additionally, individual state and local laws have not been addressed here
and are very diverse. Therefore, you may want to have the Manual, or portions of it, reviewed by legal
counsel.

Note: The look of the toolbar buttons may vary slightly on your screen from the screen shots shown in
the document. This can be due differences in the internet browser, operating system and screen
resolution used.

Technical support is provided by the staff at CU Solutions Group. If you have questions or need
assistance, please email policysupport@cusolutionsgroup.com or call 800-262-6285 x310 or x527.
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Getting Started: Logging In

The main login screen for CU PolicyPro can be accessed at https://policypro.leagueinfosight.com/.

Each user will need a User Name and Password to login.

/‘w j -
|

0/
Qﬁ.f{f n’pi'f“q.‘m ;f

PR

Client Log-in
User Name: [TRAINZO14 |
If you have forgotten
Password: | | your password, you
|~ can use the “Forgot
Forgot Password? e sreamierel Tl am dhe
- right side of the
Passwords are case sensitive so check your :
Login screen.

Caps lock key if you are unable to login.

olicysupport@cusolutionsgroup.com
Toll Free: BO0-262-6285 x310

LeaguelnfoSight

Terms & Conditions | Privacy Statement | Security Statement

Copyright © 2016 by League InfoSight, All rights reserved.
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Getting Started: The Home Page

The Home Page of CU PolicyPro provides the user with information, navigation resources, and other
resources as provided by the organization’s administrator.

The left side of the screen will provide information on any updates to the system, new documentation
updates, upcoming training information, and the release of the monthly newsletter. Information on training
resources and who to contact for technical support is also located in this area.

The center area of the screen provides a welcome message to the user, and any policies (manuals) or
resources that have been posted by an administrator. Access to policies and resources is determined by
the user’s login. “Manager Resources” and “Manager Manuals” are available to users with full
administrative rights, or to users who have been granted access to these resources. “Employee
Resources” and “Employee Manuals” are available to all users.

The top navigation has the navigation menu to access the various areas of the site. This menu will
remain at the top of the screen throughout all areas of CU PolicyPro. Note: The screen shot below shows
the top navigation bar for a user with full “admin” access. Users with any access level other than “admin”
will see fewer options in the navigation bar. What is available depends on the level of access assigned.

The “Home” option on the navigation menu will bring you to this home page from any area of the site. In
the right corner is an icon to logout of the system.

TOP NAVIGATION

CU PolicyPro > Home | Logged in as: CU PolicyPro Support
‘ R’{' m — Access Level: admin
Policies Resources CU Documents Administration  Training/Support HOE l": Change Password U Logout
= -

Monday, August 15, 2016

If you have any guestions about the policies, please call Sue.
Need help? The CU PaolicyPro

Support Site contains video

training, written instructions and

documentation and Frequently

AL oo

LEFT = E Published Palicies - Manager Access:

r Newsletter_ i - Policies for Examiners to Review (PDFE Version) (Date Published: 02/25/2016)
1 the online library.

1 This month's OPS Notes topic is

-
"Regulation CC — Expedited Funds __$ CU Documents - Manager Access:
Availability”. : i

S - Policy Notes for Board Meefing.docx CENTER
POSTED 6/30/16
The 2016.2 Update is now ‘ Published Policies - Employee Access:

railable. 15 policies were
d and 2 new policies were - Operations Manual (PDF Version) (Date Published: 03/26/2018)

created. all updates are available
in the Master Manual, and the
redlined version for each policy is
available in the Library. For No documents have been postad.
additional information about the

update, including instructions on

how to update your manual, dlick

X
‘E; CU Documents - Employee Access:

User Questions?
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Working with Policies: Accessing Policies

All policies are housed in the Policies area of CU PolicyPro. Policies can be opened by clicking on the
“Policies” tab on the top navigation menu when you first login.

CU PolicyPro > Home

Logged in as: CU PolicyPro Support

PR” 123 Ti‘ainil‘lg CU Access Level: admin

[}

Policies es  CU Doai Administration  Training/Support Home

. Change Password U Logout

In the Policies area, near the top left of the screen, there are tabs to access your CU Policies, the Model
Policies and Archived Policies. When you open the Policies area, by default you will be in CU Policies.
To move between the CU Policies, Model Policies or Archived Policies, click the corresponding tab.

When you first enter the Policies area, some resources for Getting Started are available on the right side of
the screen. As you move through the navigation found in the CU Policies, Model Policies and Archived

Policies, the information on the right side will change.

CU PolicyPro > Manual > 123 Training CU: 123 Training CU Policies

PR 123 Training CU

Policies Resources CU Documents Administration Training/Support

CU Policies Model Policies Archived Policies

Switch
between
CU Policies,
Model Policies
and Archived
Policies.

Search CU Policies: I:| Search

Home

JMANUAL ADMINISTRATION
123 Training CU Policies | Rename

Getting Started:

® Quick Start Guide

& Kevy Fields Guide
e User's Manual

* Suggested Steps for Customization

Getting Started
Information
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Important Definitions & Information

e The CU Policies manual is used to maintain and customize the policies for your organization. The CU
Policies manual contains the top level chapter folders, but does not contain any policies unless they
have been added. Model policies can be added to the CU Policies manual from the Model Policies
manual, or unique policies may be added.

0 Note: The policies within the CU Policies manual can (and should) be customized for your
organization. The actual content in the CU Policies may contain model policy content if you
have not yet customized the content.

e The Model Policies manual contains all available model policies. Any model policy can be moved from
the Model Policies manual to the CU Policies manual.

¢ The Archived Policies manual houses any policies that have been archived from the CU Policies
manual. Policies are not archived automatically.

Instructions continue on the next page.
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Working with Policies: Navigating Policies
Whether you are in the CU Policies, Model Policies or Archived Policies, the navigation will be along the

left side of the screen, starting with a folder titled “MANUAL ADMINISTRATION”. Additional folders of
navigation are contained within the “MANUAL ADMINISTRATION?” folder.

A plus sign to the left of any folder indicates that there are more options beneath it. Click the plus sign to
expand the folder and view the available options.

A minus sign indicates the folder is expanded. Clicking the minus sign will contract the folder.

CU Policies Model Policies Archived Policies

Search CU Policies: |:| Search

3_\F MANUAL ADMINISTRATION
- _JEDIT CU POLICIES
¥ 11000 - Administrative
+ 12000 - Operations
= _43000 - Accounting
[E) 3105 - Accounts Payable
[#) 3110 - Operating Charge Offs
[&) 3115 - Credit Union Owned Credit Cards
[#] 3125 - Finandial Institution Reconciiations
[&)3130 - Fixed Assets
[#)3135 - Interest Income
- . [£13201 - Internal Fraud
Click the plus S|gn to 24000 - Secuty
expand the options. * 15000 - Asset/Lizbility Management
+ 16000 - Investments
+|_|7000 - Lending
¥ 18000 - Other Real Estate Owned (ORED)
+ | |9000 - Federal Regulations
# 110000 - Records Retention
+ 111000 - Fair Credit Reporting Act (FCRA)
+ __|MANAGE POLICIES & SETTINGS
+ |_|PUBLISHING TOOLS
+ _|REPORTS
[E) Update This Menu Tree

Click the minus sign to
contract the options.
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Working with Policies: Viewing & Printing Model Policies

Click on the “Model Policies” tab at the top left of the screen to make sure you are in the Model Policies
manual.

Click the plus sign next to the “MANUAL ADMINISTRATION” folder and the “MODEL POLICIES”
folders to expand both folders.

You will see a listing of all the available model polices. Model Policies are indicated by a grey
background and cannot be edited. The content must be moved to the CU Policies manual in order to
be edited.

4. Click on the model policy you would like to view, and the full text of the policy will appear on the right
side of the screen.
5. To Print a model policy, click the “Print” button at the top of the model content.

Note: While it is recommended to take full advantage of the policy management system in CU

PolicyPro, for those credit unions who wish to maintain their policies in Word, the model policy content

can be copied/pasted to Word from the Model Policies manual.

CU Policies Model Policies Archived Policies Print Copy to CU Policies Manual Master Updated Date: 6/27/14
sewchModeboboes:| || Search Model Policy 1220: Bond and Insurance Coverage
= _AMANUAL ADMINISTRATION:
= _4MODEL POLICIES
[E) 1000 - Administrative Model Policy Revised Date: 06/27/2014
[£) 1100 - Leadership
[E) 1110 - Mission Statement General Policy Statement:
Model POllcy E 1120 -VLsiolj SG.tement
. 51140 - Geatlnon Vokies The Board recognizes the risks associated with doing business in today's financial industry and
Listi ng Sﬂgg E;g'to: ;‘2:1: :rt;‘r; acknowledges its responsibility to protect the assets of the Credit Union. It is the policy of this Credit Union

f_:i 1160 - Strategic Planning to regularly review the risks, analyze the potential for loss, and provide insurance coverage that
[£) 1170 - Equal Opportunity Statement: appropriately covers the risk of financial loss. Such insurance coverage will meet the minimum regulatory
[E} 1200 - Organization requirements applicable to the Credit Union.
[&) 1205 - Board of Director's Duties
[E) 1210 - Compensation, Reimbursement And Indemnification Guidelines

[E) 1220 - Bond and Insurance Coverage
[E) 1230 - Reguiatory Complance

[ 1235 - Education & Volunteer Training Guideines 1. RESPONSIBILITY. The Board of Directors is responsible to review and approve the insurance

[E) 1240 - Enterprise-Wide Risk Management coverage of the Credit Union at least annually. The President 1s responsible to conduct an annual
=) 1300 - Audits review of insurance coverage and deliver a report to the Board.
[E] 1400 - Legal Counsel
@ [00-5affng ) ’ ” 2. COVERAGES. The type and amount of specific coverage will be determined by the Board as a
&1 1505 - Whistleblowina Protection Policv i = £ 7 i =
< > result of its annual insurance review and will meet the minimum regulatory requirements applicable
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Working with Policies: Viewing & Printing CU Policies

1.

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the “EDIT
CU POLICIES” folders. The top level chapter topics will display. Each chapter page is divisible by
1000. Chapter pages include a piece of code that will generate table of contents for what is included in
the chapter, but do not include policy content.

Click the plus sign next to the chapter you wish to open. A listing of policies within that chapter will
appear.

CU Policies Model Policies Archived Policies

Search CU Policies: : Search

=1 _AMANUAL ADMINISTRATION
-1 _JEDIT CU POLICIES
+ 11000 - Administrative
+ 2000 - Operations
—| 43000 - Accounting
[£1 3105 - Accounts Payable
[£) 3110 - Operating Charge Offs
13115 - Credit Union Owned Credit Cards
[} 3125 - Financial Institution Reconciliations
[E13130 - Fixed Assets
[#) 3135 - Interest Income
3201 - Internal Fraud
+ 4000 - Security

Click on the name of the policy you would like to view, and the full text of the policy will appear on the
right side of the screen (editing screen). You can read through the policy on the editing screen.

If you have full editing rights within the CU Policies manual, see 5A below. If you have read only
rights within the CU Policies manual, see 5B below.

A. Users with full editing rights will see the policy opened in a content editor. The background of the
policy will be white. Click the “Preview” Button directly below the content editor (you may need to
scroll to get to the buttons). A new window (preview window) will open. Many people find it easier
to read the full policy in the preview window rather than in the editing screen.

Note: If your policy has not yet been published, you will not see the “Preview Last Published” button
as shown in the screen shot below.

Added to CU Policies from Model Policies: 06/ 29/ 16
Model Policy Last Revised: 07/01/09

Editor Note: |

Save Preview | Archive Preview Last Published Delete
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At the top of the preview window is a “Print” button that can be clicked to print this single policy.

File Edit Miew History Bookmarks Tools Help

(i | policyprobeta.leagueinfosight.com/mem/ops_manual/adm/section_preview.php?passedid=8203

| Print || Close

Policy 3130: Fixed Assets Preview Window

Model Policy Revised Date: 07/01/2009

General Policy Statement:

B. Read Only Rights. Users with Read Only rights will see a blue information bar above the policy
content. The policy will show with a grey background. Click on the “Print” button in the top right of
the blue information bar to print the policy.

Please note: You have read-only access to the CU Policies Manual. If you need editing rights, please contact your system administrator or
policysupport@cusolutionsgroup.com for assistance.

Revised Date: NONE
Review Date: NONE
Board Approved Date: NONE

Policy 3130: Fixed Assets

Model Policy Revised Date: 07/01/2009

General Policy Statement:

The Credit Union will properly account for fixed assets.
Guidelines:

1. HISTORICAL COST. All fixed assets shall be recorded at cost. Cost includes all expenditures required to place the asset in service, including but not
limited to the purchase price, shipping charges. insurance, sales tax, and installation charges.

2. EXPENDITURES. All expenditures under [[3130-1]] will be expensed and all others will be depreciated.

3. DEPRECIATION SCHEDULE. Fixed assets will be depreciated over the service life of the asset. Assets will remain on the books at cost for as long
as the Credit Union owns the asset. Depreciation will accumulate in a contra asset account. When the Credit Union disposes of an asset, the cost and
applicable depreciation accounts will be removed from the books. Any difference between the net book value of the asset sold and the sales price will
be recorded as a gain or loss.
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Working with Policies: Adding Policies to the CU Policies Manual

Model policies from the Model Policies manual, or your own unique policies, can be added to your CU
Policies manual. Note: Users with Read Only Access in the Policies area will not be able to do add
policies to the CU Policies area.

Note: If you already have an instance of a policy in your CU Policies manual and you chose to move
a second instance of that policy into your CU Policies manual, you will be prompted to confirm how
to want to handle the duplicate policy.

Adding Model Policies to the CU Policies Manual

Adding model policies from the Model Policies manual to the CU Policies manual can be done one of two
ways.

Option 1: Add multiple policies at one time. This option works best if you know exactly what policies
you’d like to bring into your CU Policies manual, and do not need to review the content prior to bringing the
content into your CU Policies manual.

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“‘MANAGE POLICIES & SETTINGS” folders.

3. Under the “MANAGE POLICIES & SETTINGS” folder, click the “Add Model Policies to CU Policies
Manual” link. On the right side of the screen, a form will appear listing all model policies available from
the Model Policies manual, with a checkbox next to each policy.

4. Click the checkbox next to each model policy that you want to move from the Model Policies manual to
your CU Policies manual.

i
CU Policies I Model Policies Archived Policies
|

Search CU Policies: l:l Search Add Model Policies to CU Policies
= _AMANUAL ADMINISTRATION 2 i " "
e Check the policies below and dick the "SAVE" button at the bottom to copy

= _AMANAGE POLICIES & SETTINGS
[Z] Add Model Policies to CU Policies Manual
E'Illll"l‘.l apla
[#) Manage Date Settings
[E) Manage Publishing Setting
& Archive Policies

Select/Deselect Al

[ 1000: Administrative
[ 1100: Leadership

Model Policy Listing — click

[E) Manage Key Fields

énelete Policies [ 1110: Mission Statement the checkbox next to eaCh
+ |PUBLISHING TOOLS [ 1120: vision Statement policy you want included in
+ |_JREPORTS [l 1130: credit union values

your Working Manual.

[E) Undate This Menu Tree [ 1140: Credit Union History
[ 1150: Field of Membership
[l 1160: Strategic Planning
[ 1170: Equal Opportunity Statement
[ 1200: organization
1 1205: Board of Director's Duties
[T 1210: Compensation, Reimbursement And Indemnification
[ 1220: Bond and Insurance Coverage
[ 1230: Regulatory Compliance

Page | 13



Adding Model Policies to the CU Policies Manual (continued)

5. Scroll to the end of the page and click the “Save” button. The current model policy for each selected
policy will be added to your CU Policies manual.

SAVE

T TOTE T TOETTOTY TTTETC e T OO TS
[ 11010: Risk Based Pricing

[] 11012: Disclosure Of Information To Victims Of Identity Theft
[J11015: Obtaining and Using Medical Information

[ 11016: Affiliate Marketing Rules

Note: If one or more of the policies selected is already part of the CU Policies manual, you will be prompted
to choose for each policy if you wish to 1) overwrite the current policy or policies if there is more than one

instance of a particular policy, 2) create an additional copy of the policy, 3) cancel if you do not want to add
the policy.

Option 2: Add one policy at a time. This option works best if you want to review the content of a model
policy before adding the policy to the CU Policies manual.

1.

Click on the “Model Policies” tab at the top left of the screen to make sure you are in the Model Policies

manual.

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the

‘MODEL POLICIES” folders.

You will see a listing of all the available model polices.

Click on the model policy you would like to view, and the full text of the policy will appear on the right

side of the screen.

Click the “Copy to CU Policies Manual” button.

CU Policies Model Policies rchived Policies
Search Model Policies: l:l Search

=1 _4MANUAL ADMINISTRATION:
= "4 MODEL POLICIES

[Z)1000 - Administrative
211100 - Leadership
[E) 1110 - Mission Statement
[2) 1120 - Vision Statement
[E) 1130 - Credit Union Values
[ 1140 - Credit Union History
[E) 1150 - Field of Membership

~ o] Mast
Model Policy 1205: Board of Director's Duties

Model Policy Revised Date: 09/30/2014
General Policy Statement:

The Board of Directors of a Credit Union is charged with the general direction and control of the institution. The Credit Union recognizes
fiduciary duties of a director of the Credit Union and will support directors with needed support and traming to meet their duties.

Page | 14



Adding Unique Policies to the CU Policies Manual

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
Manual.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“‘MANAGE POLICIES & SETTINGS” folders.

3. Click the “Add Unique Policies and Chapters” link.

4. On the right side of the screen, a form will appear to allow you to add a unique policy. Type the policy
number in the “Policy Number” field and the policy name in the “Policy Name” field.

Tip: The policy number chosen must be greater than 1000 and fall into an existing chapter
folder. Policy numbers below 1000 or those that have no associated Chapter folder will not be
accessible for editing in the CU Policies.

5. To add more than one policy at one time, click the “Click to Add Multiple Policies” link.

6. Click the “Save” button. This creates a blank policy in your CU Policies manual. The new policy will
appear in the CU Policies manual in numeric order.

CU Policies Model Policies Archived Policies
Search CU Policies: |:| Search

= YMANUAL ADMINISTRATION Add Unigue Policies and Chapters to CU Policies Manual
4 __|EDIT CU POLICIES
=1 _4MANAGE POLICIES & SETTINGS
=) A o] Policiec +0 Policia

dd Iod

Enter information in the fields below to create a new blank policy in your client policies manual
new chapter, use 2 number divisible by 1000 (12000, 13000, etc)

nage Date Settings Policy Number Policy Name
E| Manage Publishing Setting
EE) Archive Policies
E| Manage Key Fields ) ) -
[E;]Delete Policies Click to Add Multiple Policies
+ |_|PUBLISHING TOOLS e
+ _|REPORTS

[#) Update This Menu Tree

Note: If one or more of the policies selected is already part of the CU Policies manual, you will be prompted
to choose for each policy if you wish 1) overwrite the current policy or policies if there is more than one
instance of a particular policy, 2) create an additional copy of the policy, 3) cancel if you do not want to add
the policy.

7. To add a new chapter, type the Chapter number in the “Policy Number” field and Chapter name in the
“Policy Name” field. Chapters must be divisible by 1000 (i.e. 9000, 10000, etc.). Policies will not be
available for editing in the CU Policies if they do not have an associated Chapter.

Tip: If you accidently give your new policy the same number as an existing policy, don’t worry!
You won’t overwrite the existing content. You will simply have two policies with the same
number. However, this is not recommended, so if you notice that you have duplicated a policy
number, we recommend changing the number on the new policy you created.
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Editing Policies: General Information

When you open a specific policy, the full text of the policy is available on the right side of the screen. It
opens within a content editor, allowing full customization of the text.

A toolbar at the top of the content includes the policy name, policy number, icons for formatting the font,
date fields, and publishing settings.

The content area is the body of the text, which is fully editable. Specific formatting, such as numbered
lists, graphics, and tables can be added to the text within the content area.

Below the content area are editor notes, date information specific to the policy, and action buttons to save,
preview, or archive the content. Note: If your policy has not yet been published, the “Preview Last
Published” action button will not be available.

Each of these areas and their functionality will be described in more detail in subsequent sections of the
User’s Guide.

Policy Name | Individual Retirement Arrangements Policy Number | 2212 Publishing | Include v
Revised Date (A Reviewed Date (A Board Approved Date )
D E 4 8 Nl V|| B O = = o' || 2% 5 || B)Sourc The Toolbar
B 7 U S X x* @ |i= = = = = =B Styles = | Format - Font + | Line Height =
- H- || &

Model Policy Revised Date: 08/29/2016

General Policy Statement: The Content Area

Credit Union members will open Individual Retirement Arrangements (IRAs) subject to the following guidelines.
Guidelines:

1. TRADITIONAL IRAs

Added to CU Policies from Model Policies: 06/29/16 Date Information
Model Policy Last Revised: 06/29/16

Editor Note: | Editor Notes  |]

Save Preview Archive Preview Last Published Delete

Action buttons

\A A3

Size -
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Editing Policies: The Toolbar

When adding or editing content, you will be in an editing environment that is similar to MS Word.
The Toolbar has many of the same tools that are used in Word.

Policy Name | Individual Retirement Arrangements Policy Number | 2212 Publishing | Include v
Revised Date (A Reviewed Date (A Board Approved Date )
(e Zl C £ g W T B E = = w® 21 20| ©Source || Zoom =~ | A3 33 AA A3
B 7 U § X x* @ = = = E E E = || Styles ~ || Format ~ | Font - || Line Height - | Size -
e H- || &

The following section outlines the functions of each item in the Toolbar. Hovering your mouse over
each toolbar icon will bring up a label with information about the tool.

Policy Name. The title of the Policy. This can be updated at
Policy Name [ndnadual Retrement Arrangements | any time.

Policy Number. This numbers the policy and determines the

Policy Number 2212 order in which the policy appears within the Chapter. While the
system does not prevent you from changing the Policy Number
if you want to reorder the policies within a chapter (or even
move a policy between Chapters), this is not recommended as
many of the model policies refer to each other by the original ID
assigned.

o Publishing Setting. This allows you to determine if a policy
publishing | Include e will be included or not included in the published manual. You
can also include a previously published version if your policy is
currently being edited. For more information on publishing, see
page 37.

Revised Date. Click in this field to open a calendar that allows
you to select the Revised Date for the policy. The Revised Date
will appear below the title of the policy in the published manual.
See page 34 for information on updating the Revised Date for
multiple policies at one time.

Revised Date X

Click to remove the Revised Date.
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Reviewed Date. Click in this field to open a calendar that allows
you to select the Reviewed Date for the policy. The Reviewed

Reviewed Date X

Date will appear below the title of the policy in the published
manual. See page 34 for information on updating the Reviewed
Date for multiple policies at one time.

Click to remove the Reviewed Date.

Board Approved Date. Click in this field to open a calendar that
allows you to select the Board Approved Date for the policy.

The Board Approved Date will appear below the title of the
policy in the published manual. See page 34 for information on
updating the Board Approved Date for multiple policies at one
time.

Board Approved Date .

Click to remove the Board Approved Date.

Cut, Copy and Paste. These are common editing icons to Cut,
Copy, and Paste text. It is recommended when pasting to
choose one of the other Paste options noted below.

Paste As Text. This icon will paste text into the content as

Plain Text with all formatting removed from the pasted text. This

is paste method often is used when pasting from Word to CU
PolicyPro.

Paste from Word. This icon will paste text into the editor while
e stripping certain formatting code used in MS Word which can
= interfere with formatting in the CU PolicyPro editor. This is
recommended when pasting from Word. See page 22 for more
information on this tool.

Undo and Redo. These are standard icons which allow users
to “undo” or “redo” multiple steps.

Find. This allows you to search the current policy for specific
‘ text.

. Replace. This allows you to search the current policy for
- specific text and replace it with new text.

Select All. This will select all text in the content editor.
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A Spell Check. Use the dropdown and click “Enable

! SCAYT” to turn on the spell check. Spell check is disabled
by default because running spell check on some of the
longer policies can cause the system to run slowly. Spell
check will show a red squiggly underline in the content
area for any words the system does not recognize. Right
Check Speting click on the underlined word for spelling suggestions.

Enable SCAYT

. = Add Link, Remove Link and Anchor. These icons are
o = generally used for editing web content, and are not

typically used when editing policies in CU PolicyPro.

Insert/Edit Graphics. This icon inserts a graphic image
= into the content. Images are not typically inserted into CU

PolicyPro policies.

Insert/Edit Table. Inserts a table into a policy or allows
| editing of an existing table. See page 27 for more

information on Tables.

Horizontal Line. Places a horizontal line in the content
editing area.

Special Character. Allows the placement of special
characters within the text.

Page Break. Allows the user to manually insert a page
break when this page is printed (single policy print or
published manual print).

Insert Footnote. Allows the user to insert a footnote into
RE the text.

Maximize Editor. Increases the editor size — some
Y toolbar icons and tools below the editor are hidden when

this icon is used. Click on the icon again to restore these
hidden tools.

Show Blocks. This icon are generally used for editing
web content, and is not typically used when editing policies
in CU PolicyPro.

Source. Allows a user to view the HTML code behind the

page, and modify it directly, if desired. It is not

£> | Source recommended to edit the HTML code unless you have

prior HTML experience.
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Zoom

Zoom. Allows you to view the text in the content editing
area larger or smaller without changing the size of the
other elements on the screen.

A=

wd

Transform Text Switcher. This button will rotate the case
of highlighted text between lower case, UPPER CASE and
Title Case with each click.

dd

Transform Text to Lowercase. This button change the
case of all highlighted text to lower case.

AA

Transform Text to Uppercase. This button change the
case of all highlighted text to UPPER CASE.

Aa

Capitalize Text. This button change the case of all
highlighted text to Title Case (first letter of each word
capitalized).

Bold, Italic, Underline, Strikethrough, Subscript and
Superscript. Common editing items to format text.

Remove Formatting. Removes all formatting from any
highlighted text.

Numbering and Bullets. Standard icons used to apply
numbering and bullet formats. See page 23 for more
information on applying these styles.

Increase and Decrease Indentation. Allows blocks of
text to be indented to the right (or moved back to the left).
Often used in conjunction with bullets and numbering
formatting.

=

Block Quote. Creates indention to the left and right of a
block of text. Often used to offset text within a document.

: I:IP

Left, Right Center and Block Justify. Standard
formatting tools used to align paragraphs of text.

Styles

Formatting Styles. This icon applies pre-set styles to
blocks of text. It is not commonly used in CU PolicyPro.
To remove Formatting Styles, use the “Remove
Formatting” icon. This tool is similar to the “Paragraph
Styles” tool.
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Format -

Paragraph Styles. This icon applies pre-set styles to
blocks of text. This will apply the selected style to the
entire paragraph. It is not commonly used in CU
PolicyPro. To remove Paragraph Styles, use the “Remove
Formatting” icon. This tool is similar to the “Formatting
Styles” tool.

Font -

Font Style. Standard formatting tool to allow changes to
font style. Most users choose to use the default font style.

Line Height -

Line Height. This determines the amount of spacing
between each line of text. This is typically set to 1.

Font Size. Standard formatting tool to allow changes to
font size. Most users choose to use the default font style.

Text Color. Allows color changes to highlighted text. Click
the dropdown arrow to see the color choices.

Background Highlighting. Highlights behind text. Click
the dropdown arrow to see the color choices.

Start Tracking Changes. Click this icon to track changes
made in the content of the policy. Once changes are
made, all changes must be either accepted or rejected in
order to turn off “Track Changes” mode.

Hide/Show Tracked Changes. This icon will toggle the
tracked changes to show or not show. This icon will not
accept or reject the tracked changes.

Accept All Changes. This icon will accept all changes
made in the policy in tracked change mode.

Reject All Changes. This icon will reject all changes
made in the policy in tracked change mode.

Accept Change. This icon will accept a single change
made in the policy in tracked change mode. Your cursor
must be positioned within the change to accept it.

Reject Change. This icon will reject a single change made
in the policy in tracked change mode. Your cursor must be
positioned within the change to reject it.
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Editing Policies: Adding and Editing Text

To edit existing text, simply place your cursor within the text and begin typing, deleting, or using the
formatting tools in the Toolbar.

Text can also be copied/pasted from other sources, such as MS Word or Excel. When pasting from
another source, it is recommended to use either the “Paste from Word” icon or the “Paste as Plain

Text” icon. See below for more information on using these icons.

Editing Policies: Paste from Word

@ L F g H V|| ™ BB E = = w® 21 20| ©Source || Zoom =~ | A3 a3 Aa A3

Styles - Format - Font - Line Height - Size -
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1. Highlight and copy the text in the Word document.

2. Place your cursor where you want the text to be pasted, then click the “Paste from Word” icon (see
screen shot above). Note: the icons do look similar, so if you're not sure, hover the mouse over the

icon and the words “Paste from Word” will appear over the proper icon.

3. A pop up dialog box opens to allow you to paste your copied content into the box.

Paste from Word X

Because of your browser security settings, the editor is not able
to access your clipboard data directly. You are required to paste
it again in this window.

Please paste inside the following box using the keyboard
(Ctrl/Cmd+V) and hit OK

4. Pasting from Word will retain much of the font formatting from Word; however, some formatting will not
carry over and may need to be reformatted. All content will paste in; and bold, italic, and underline

formatting typically paste in with no issues.

The following items are the most common formatting items that may need to be reformatted after
pasting in from Word:

e Bullets and numbering. The system may bring in the bullets/numbering as text. The bullet or
numbering style will need to be reapplied, and the added text bullets or numbers will need to be
removed.

Columns. If columns were set up in Word, the column structure may not be retained. Tables
may need to be added to recreate the columns. See page 27 for more on how to build a table.
e Spacing. Extra space between paragraphs is common, and extra spaces often need to be

removed.
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Editing Policies: Creating and Formatting Numbered & Bulleted Lists

Most of the policies in the CU PolicyPro Manual use numbered lists. Note: This section of the User’s
Guide outlines how to apply and format numbered lists. The exact same method is used for applying and
formatting bulleted lists. The only difference is the icon used to choose if numbered list or bullet style
should be used. All screen shots show numbered list formatting. There are no separate text explanations
or screen shots for bulleted lists.

Applying Numbered Lists to Paragraph Text

1. To use the numbering function, highlight the text to be put into a list and click the numbering icon.

hBEE 2 P l‘ﬁ N || BE E =0 = «| 38 5| #Source || zoom - ‘&3 a3 AA Aa
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Model Policy Revised Date: 07/01/2009

General Policy Statement:

The Credit Union will properly account for fixed assets.
Guidelines:

HISTORICAL COST All fixed assets shall be recorded at cost. Cost includes all expenditures required fo place the asset in service, including but not limited to the purchase
price, shipping charges, insurance, sales tax, and insiallation charges.

EXPENDITURES. All expenditures under [[3130-1]] will be expensed and all others will be depreciated.

[DEPRECIATION SCHEDULE. Fixed assets will be depreciated over the service life of the asset Assets will remain on the books at cost for as long as the Credit Union owns
the asset. Depreciation will accumulate in a contra asset account. When the Credit Union disposes of an asset. the cost andiEldalis:ll=Xe[(=ur (o]l ool g1 1=

Creating a Sublist in an Existing Numbered List

1. Numbered list formatting must already be applied to the content in order to create a sublist.

2. To create a sub-list, highlight the text that should be indented, and use the “Increase Indent” icon,
which has an arrow pointing to the right. Note: If you are at the first level of the numbered list, using
“‘Decrease Indentation” will take the numbered list formatting off of your highlighted text.

Tip: When highlighting, only a portion of the text in the last line needs to be highlighted. If the entire last
line of text is highlighted and the block indentation is not working, try highlighting only a portion of the
last sentence.

= = w A5 a3 aa Aa

s DB EE Dell n W Y- | BR A } r= w22 20| &)Source || Zoom -~
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Model Policy Revised Date: 07/01/2009

General Policy Statement:

The Credit Union will properly account for fixed assets.
Guidelines:

1. HISTORICAL COST All fixed assets shall be recorded at cost. Cost includes all expenditures required fo place the asset in service, including but not limited fo
the purchase price, shipping charges, insurance, sales tax, and installation charges.
LAEXPENDITURES. All expenditures under [[3130-1]] will be expensed and all others will be depreciated.

EMDEPRECIATION SCHEDULE.

ENER e eI ts will be removed from the books. Any difference between the net book value of the asset sold and the sales price will be
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Creating a Sublist in an Existing Numbered List (continued)

3. By default, the sublist will have the same numbering style as its parent list.

Guidelines:

|5TOR|CAL COST All fixed assets shall be recorded at cost. Cost includes all expenditures required to place the asset in service, including but not limited to

the purchase price, shipping charges, insurance, sales tax, and installation charges.
1. EXPENDITURES. All expenditures under [[3130-1]] will be expensed and all others will be depreciated.
The sublist has EPRECIATION SCHEDULE.

the same applicable depreciation accounts will be removed from the books. Any difference between the net book value of the asset sold and the sales
formatting as price will be recorded as a gain or loss. Fixed assets will be depreciated over the service life of the asset. Assets will remain on the books at

cost for as long as the Credit Union owns the asset. Depreciation will accumulate in a contra asset account. When the Credit Union disposes of

the parent list
an asset, the cost and

style.

4. To change the style of the sublist, highlight any part of the sublist, right click on the highlighted text,
and choose “Numbered List Properties”.

Guidelines:

1. HISTORICAL COST All fixed assets shall be recorded at cosl. Cost includes all expen
the purchase price, shipping charges, insurance, sales tax, and installation charges

1. EXPEND'™ "'"';" e s (31 30-1]] will be expensed and all off
asta
2. DEPREC
applicabl = Mumbered List Properties  remaoved from the books. Any differen

price will be recorded as a gain or loss. Fixed assets will be depreciated over
cost for as long as the Credit Linion owns the assel. Depreciation will accumulzy
an asset, the cost and

5. A dialog box will pop up with several different numbering styles to choose from (in a dropdown list).

6. Choose the style you prefer from the dropdown list. Click “OK” to apply the selected style to the sublist.
You can also use this dialog box to start the numbering or sub-numbering at a particular number.

Humbered List Properties X

EXPEMDITUR
DEPRECIATIC Start Type
1 [ =not set> |
Znot sat> |

Lower Roman (i, o, i, i, v, etc.)
Upper Roman {1, Il, i1, IV, \, etc.) F

Lower Alpha (a, b, ¢, d, &, etc )
Upper Alpha (A, B, C,
Decimal (1, 2, 3, atc.)
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Double Spacing Items in a Numbered List

The model policies are double spaced to make reading the policies a bit easier. However, by default, the
CU PolicyPro system will single space each item in a numbered list.

The following steps are the best practice method for creating double spaced lines in a numbered list. Itis
recommended to take care of spacing last, after all content is in the numbered list, with each item in the
correct position and correctly formatted.

1.

2.

Place your cursor at the end of the first item that is single spaced.

Hold the SHIFT key as you press ENTER (SHIFT+ENTER). This will drop the cursor down one line
without creating a new item in the numbered list, effectively creating a double space.

Use the space bar to add a “space” in the newly created line break. Some printers will not recognize
the SHIFT+ENTER code and will remove the double spacing during printing. The “space” character
acts as a place holder, making the spacing appear as expected.

Adding New Items to an Existing Numbered List

This section describes the best practice method for adding new content to an existing numbered list. More
detailed information on formatting and spacing is available in the sections immediately preceding this one.

While many methods can be used to create a numbered list, following the order of operations below to add
a new item to an existing numbered list will provide the best result.

1.

2.

Place your cursor at the end of the previous item within the existing numbered list.

Press ENTER, which will create a new item in the numbered list. It may not yet be in the correct
position or may not have the correct numbering style or spacing — this is OK.

Type (or paste) the text for the new item. If pasting, it is recommend to paste as plain text.

If necessary, position the new numbered list item using the “Increase Indentation” or “Decrease

Indentation” icons.

a. If the item should be in a sublist position (needs to indent to the right), use the “Increase
Indentation” icon with the right arrow.

b. If the item should be in a parent position (needs to outdent to the left), use the “Decrease
Indentation” icon with the left arrow. The left “Decrease Indentation” icon can be used more than
once if you are several levels deep in the sublist and the item needs to move more than one
position to the left.

c. Once the item is in the correct position, move on to Step 5.

Format the new item if necessary. If you have moved the new item as a sub item (moved it right), the

system will give it the same format as the parent. You can change the style of the sublist to something

else if you prefer. See page 21 for more information on how to format a sublist item.

Add spacing as needed. See above for information on spacing items within a numbered list.
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Saving Policy Edits

1. Once you have completed the edits and formatting for your policy and are satisfied with your changes,
click the “Save” button directly below the content editor to save your work.

4. DEPRECIATION METHOD. The Credit Union will use the [[3130-2]] method fd
the accounting department to use a different method as it deems necessary.

body ol li span

Added to CU Policies from Model Policies: 06/ 29/16
Model Policy Last Revised: 07/01/09

Editor Note: |

Save Preview Archive Preview Last Publshed Delete

Previewing Policy Edits

1. Click the “Preview Working” Button directly below the content editor to open a new window with a preview of the
policy.

4. DEPRECIATION METHOD. The Credit Union will use the [[3130-2]] method fd
the accounting department to use a different method as it deems necessary.

body ol i span

Added to CU Policies from Model Policies: 06/29/16
Model Policy Last Revised: 07/01/09

Editor Note: |

Save I Preview Archive Preview Last Published Delete

2. Keep in mind that because the Preview function opens in an Internet browser window, it will not be an exact
representation of the printed policy. The Preview function will show the policy title, any dates applied in the date
fields, and all content, including Key Field content. However, page breaks are not shown, and margins will likely
differ in the final printed version. Header and footer settings will also not be shown from the Print Preview
window. For a true representation of the printed look, go to FILE > PRINT PREVIEW.

Tip: The preview will only show you the content that has been saved.
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Inserting Tables

While tables are not used extensively in CU PolicyPro, they are a good tool to use for offsetting information,

or displaying text items in a column.

To insert a table:

1. Make sure your cursor is in the exact position where you want the table inserted.

22

2. Click the “Insert/Edit Table” icon.

3. A form will pop up giving you some options to create your table. These are prefilled with default
settings that can be changed. Below is some guidance on the most commonly used table properties:

Rows: The number of rows for your table.

Columns: The number of columns for your table.

Border Size: The size of the border around your table. The larger the number, the thicker the
border. A size of “1” is most common. A border of “0” will remove the gridlines, essentially creating

a hidden table on the page. This is useful to create columns on a page.

Alignment: Aligns the table to the left, right or center of the page. If nothing is selected, the default

is “left”.

Width: The width of the entire table. While the default is 500 pixels, we recommend changing this
to a percentage. Choose a number (usually between 50-100) and include the percentage sign.

Table Properties

Rows
3
Columns
2

Headers

MNone v
Border size

1
Alignment

=not set> v

Caption

Summary

[=]

Width
[ 100%] |
Haght

Cell spacing
1

Cell padding
1

Cancel

5. When you have set your table options, click “OK” to insert your table.
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Inserting Tables (continued)

6. Once the table is inserted, place your mouse in any cell and type or copy/paste in your content. For
copy/paste, it is recommend to paste as plain text. Any formatting that can be done on text can be done
on text within the table.

4. DEPRECIATION METHOD. The Credit Union will use the depreciation method noted below when depreciating fixed assets.
management to instruct the accounting department to use a different method as it deems necessary. Any such change in n
minute. Note: The content within this table is made
. o up for illustrative purposes only, and is not

— part of CU PolicyPro, and should not be
|-I.E“:"|lE of Asset |DEprematmn Method considered valid content for the product.
4FmﬂMﬂE&FMUES bnmgmLme
JCDmputers & Software IDouble Declining
Editing Tables

Once your table has been inserted, you can modify the entire table or just one of the table’s cells.

1. Put your cursor within the table and right click the mouse to view the available options to manipulate
cells, rows, or columns.

3 DEPRECIATION SCHEDULE.

applicable depreciation accnunte will he ramnuad from the books. Any difference between the net bo
- Paste g "
recorded as a gain of siated over the service life of the asset. Assets
Credit Union owns the Cell
Row v
4. DEPRECIATION METH Col he depreciation method noted below when dep)
Olumn ¥
management to instru use a different method as it deems necessary
minte Delate Table

Table Properties

-
Type of Asset Mumbered List Properties  ion Method

+ urniture & Fixtures |a'tra qnt Line

'JCC-ITIDU[EI'S & Software EOJD e Declinimg

2. Use the “Cell” option to set properties for an individual cell, including merging or splitting the current cell
or adding a background color. Select “Cell Properties’ under the Cell Options area to set the width of the
first cell in each column. If Cell Width is set for a single cell within a column, this essentially sets width for
the entire column. We recommend setting the cell width in percentages. This sets the cell width as a
percentage of the entire table.

Make sure you only set the width for one cell in each column, or you may get an unexpected result. Also,
if setting widths for cells in multiple columns make sure the sum does not exceed 100%)!

3. Use the “Row” option to add or remove rows. Place your cursor in a current row, and add rows above or
below the current row.

4. Use the “Column” option to add or remove columns. Place your cursor in a current column, and add
columns to the left or right of the current column. The columns will automatically adjust based on the
amount of text in each. To adjust column width, use the “Cell” properties (see #2 above).
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Using Editor Notes

Each policy has Editor Notes available directly beneath the content. These notes appear only on the editing
screen of the individual policy or in the “Policy Notes Report.” See page 50 for more information on the
Policy Notes Report.

Editor notes can be used to document what has been customized for a particular policy, or to document who
made certain updates or changes to a policy. Organizations often use this documentation to determine how
much custom content is included in any given policy versus the use of the model content, or to note that
policy updates have been incorporated.

1. To add an Editor Note, type your comment in the “Editor Note” field.

2. Save the policy. Tip: The Date and User Name will automatically be included with the Note, so it is not
necessary to include this in the Note content.

[m 1 1
Type of Asset Depreciation Method

CFurniture & Fixtures Straight Line a
Computers & Software Double Declining

Ct 1 yu

body ol li table tbody tr td

Added to CU Policies from Model Policies: 06/29/16
Model Policy Last Revised: 07/01/09

Editor Note: |Added information on depreciation methods for various types of assets| I

Save Preview Archive Preview Last Published Delete

3. Once the note is saved, the most recent five Editor Notes will show below the content. View the “Policy Notes
Report” to see all Editor Notes if there are more than five.

Type of Asset Depreciation Method
Furniture & Fixtures Straight Line
Computers & Software Double Declining

Added to CU Policies from Model Policies: 06/29/16
Model Policy Last Revised: 07/01/09

Editor Note: |

Save Preview Archive Preview Last Published Delete

Key Fields

Key Field Contents Description

[13130-1 $600 Insert the amount of expenditures that will be expensed.

Notes

Date Note By Note

08/18/16 14:27 CU PolicyPro Support Added information on depreciation methods for various types of assets
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Key Fields Content

CU PolicyPro model policy content includes a series of Key Fields to assist with customization of the
model policies. Key Fields are bits of information which are important to completing the policy, but will
vary from organization to organization. An example of a Key Field would be the dollar threshold for
expensing an asset versus depreciating an asset.

Not every policy has Key Fields, and some policies have many Key Fields. A full list of the Key Fields,
which includes the Key Field number and a brief description of the Key Field, can be found in the Key
Fields Guide document.

Within the content, a Key Field is a small piece of code. The Key Field code is typically a number
enclosed in double brackets (e.g., [[3030—1]]). The first number of the Key Field correlates to the policy
number, making Key Fields easy to find throughout the Manual.

For any policy that contains a Key Field, the Key Fields are listed directly below the content area.
There is a link to the Key Field database editing window, a listing of the content entered for the Key
Field, and a description of the Key Field.

Tip: If the “Contents” of the Key Field is the Key Field number, the Key Field has not yet been defined.

Save Preview Archive Preview Last Published Delete

Key Fields
Key Field Contents Description
[[3130-11] £600 Insert the amount of expenditures that will be expensed.
[[3130-21] [[3130-2]] Define the depreciation method the Credit Union will use for depreciating fixed assets
Current Key Field Content. If
Link g the c;)ntetr;lt 'T(theF!(% I:eld Description of what the
g RRer, 1he Rey Field has Key Field will be defining.
Key Field not yet been defined. H :

Database
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Defining Key Fields
Key Fields can be defined one of two ways: At the individual policy level, which allows you to define the Key

Fields for a single policy, or using the Manage Key Fields, which allows you to define Key Fields for multiple
polices at once.

Define Key Fields at the Individual Policy Level

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the “EDIT
CU POLICIES” folders.

3. Open a policy that contains Key Fields.

4. Go to the Key Fields area below the policy content, and click on the link to the Key Fields database.

Key Fields
|_Kev Field Contents Description
Link i 3130-1 £600 Insert the amount of expenditures that will be expensed.
g?claFkI)z:i 3130-2 [[3130-2]] Define the depreciation method the Credit Union will use for depreciating fixed assets

5. A pop up box will open. Define the Key Field in the box labeled “Enter Your Key Field Content Here”.
Remove the Key Field number as it is only an indicator that the Key Field has not yet been defined. If
the Key Field number is not removed, it will print as part of the policy.

6. Click the “Update Key Field” button to save your changes.

© | policyprobeta.leagueinfosight.com/mem/ops_manual/adm/insertkeyfield.php? ACTION=EDIT&init=1

Edit Key Fields

Name 3130-2

Enter Your Key Field Content Here
straight line|

Update Key Field Cancel

Description

Define the depreciation method the Credit Union will use for
depreciating fixed assets
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Define Key Fields at the Individual Policy Level (Continued)

7. Once you have updated the Content of the Key Fields, the content will not show up until the page is
refreshed. The easiest way to do this is to save the policy. Until the page is refreshed, you will not
see your content in the Key Fields area.

8. After the page is refreshed and the custom content appears in the Key Fields area, the actual text
within the policy will still show the bracketed Key Field number. This is because within the content of
the policy, the bracketed Key Field number is a piece of code that will be replaced with the Key Field
“Contents” once it is printed.

9. Use the “Preview Working” button to see the Key Field replacement. Publishing the manual will also
insert the correct text into the Key Field code area.

4. DEPRECIATION METHOD. The Credit Union will use Ihl [[3‘[30—2]]kelhod when depreciating fixed assets. The Board may empower management Text in the p0||cy
instruct the accounting department to use a different ms necessary. Any such change in method will be noted in the Board minutes . .
remains a piece of code.

Added to CU Policies from Model Policies: 06/ 29/ 16
Model Policy Last Revised: 07/01/09

Editor Note: |

| Save | Preview | Archive | Preview Last Published | Delete

::: Es Contents Desaiption “Contents”
[[3130-111 3600 meettheamour  Updates in the
[13130-21] straight line Define the depre Key Fie | ds area. depreciating fixed assets

T IS PO oo P s, ST Mg ST goo,; Mo oo, oo TOs, T T T T I T T ST T

File Edit View History Bookmarks Tools Help

(i) | policyprobeta.leagueinfosight.com/mem/ops_manual/adm/section_preview.php?passedid=£203

CLLELL Hd, LR C o OGS LA, S L0 LCLLEELIAFLL L S

2. EXPENDITURES. All expenditures undef $6{}0|wﬂl be expensed and all others will be 0
danraciated.

In “Preview” (and

published) mode, the Key IATION SCHEDULE.

:L(:T(;\C/)iieellsdrjsflianci:iir\:mh e depreciation accounts will be removed from the books. Any difference between the net
' of the asset sold and the sales price will be recorded as a gain or loss. Fixed assets will

be depreciated over the service life of the asset. Assets will remain on the books at cost for as long
as the Credit Union owns the asset.

4. DEPRECIATION METHOD. The Credit Union will use th¢ straight line jnethod when
depreciating fixed assets. The Board may empower management to instruct the accounting
department to use a different method as i1t deems necessary. Any such change in method will be

s noted in the Board minutes.
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Define Key Fields directly in the Key Fields Database

1.

manual.

‘MANAGE POLICIES & SETTINGS” folders.

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the

Click the “Manage Key Fields” link under the “MANAGE POLICIES & SETTINGS” folder.

On the right side of the screen, a full list of all Key Fields in the Key Fields database will show. Note:

There are many Key Fields, so the Key Fields list is very lengthy. You will need to scroll to see all of

the Key Fields.

Scroll to find the Key Field you want to define, and define the Key Field in the “Current Value” column
(the third column to the right). Remove the Key Field number as it is only an indicator that the Key
Field has not yet been defined. If the Key Field number is not removed, it will print as part of the

policy.
CU Policies Model Policies Archived Policies
2 3125-1 Identify and list Credit Union officers [3125-11]
Search CU Policies: |:| Search authorized to approve transfers
between correspondent financial
institutions.

= _AMANUAL ADMINISTRATION

=1 _{MANAGE POLICIES & SETTINGS
=) Add Model Policies to CU Polcies Manual

(=) Add Unique Policies and Chapters

[£) Manage Date Settings

=) Arch
[£) Manage Key Fields

=D o
+ __|PUBLISHING TOOLS

+ __|REPORTS

[E) Update This Menu Tree

3130-1

2130 9
Define or review Fields in
the “Current Value”
column.

THL30=L

Insert the amo
that will be

f expenditures $600

Define the depreciation method the straight line
Credit Union will use for depreciating
fixed assets

Insert the maximum daily expense [3155-1]
allowance for employees traveling on
Credit Union business.

6. To save your Key Field definitions, scroll to the very end of the Key Fields listing and click the “Save”
button. This is very important! If you leave the Manage Key Fields area without clicking the “Save”
button, your changes will not be saved.

9430-1

Save

Specify whether the periodic
statement will include an opt-in or
out-out notice

[5430-1]
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Managing Dates

The Revised, Reviewed or Board Approved dates can be managed at the individual policy level or for
multiple policies at one time.

Manage Dates for multiple policies at one time.

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
Manual.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“‘MANAGE POLICIES & SETTINGS?” folders.

3. Click on the “Manage Date Settings” link in the “MANAGE POLICIES & SETTINGS” folder.

4. On the right side of the screen, some date setting options and a full list of all policies in the CU Policies
manual will appear, with a checkbox next to each policy.

5. Using the date setting options, choose from the dropdown to update the Revised, Reviewed or Board
Approved Date, choose if you want to add the date or remove the date for the selected date field on the
selected policies, and choose the date to be applied to the selected date field on the selected policies.

6. Use the checkboxes next the policies to choose which policies will have the date settings applied. The
current date associated with each policy for the selected date field will show next to the policy.

Search CU Policis:l:l Search Manage Date Settings

= _AMANUAL ADMINISTRATION

Use the options below to determine which date field will be updated and what date you wish you add. Using the checkboxes, select the policies to which

e
= J‘MANAGE POLICIES & SETTINGS l the date update should be applied. Please note: once dates are updated or removed, this action cannot be undone.

[Z] Manage Date Settings Choose the date field to update: | Revised Date v
opoician i
[E) Archive Policies Choose the action to perform: ® Update the dates for selected policies ) Remave dates from selected policies
[E) Manage Key Fields
[E) Delete Policies Enter date to update Revised Date : 08/23/2016
= || PUBLISHING TOOLS
+ __IREPORTS

[E) Update This Menu Tree

Choose the polices to apply the date updates
Select/Deselect Al

] 1000: Administrative (Revised Date: NONE)
1100: Leadership (Revised Date: NONE)
1100: Leadership (Revised Date: NONE)
1110: Mission Statement (Revised Date: NONE)
1120: Vision Statement (Revised Date: NONE)
1130: Credit Union Values (Revised Date: NONE)
1140: Credit Union History (Revised Date: NONE)
[¥ 1150: Field of Membership (Revised Date: NONE)
1160: Strategic Planning (Revised Date: NONE)
O 1170: Equal Opportunity Statement (Revised Date: NONE)
[ 1200: Organization (Revised Date: NONE)

7.

When all date settings and policies are selected, scroll to the bottom of the screen and click the
“Update Date(s) button to save your changes. To change all three dates, this process must be
completed three times.

L 111015: Obtaining and Using Medical [
[]11016; Affiliate Marketing Rules (Revi

Update Date(s)
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Deleting Policies from the CU Policies Manual

A policy can be deleted one of two ways: At the individual policy level, which allows you delete a single
policy, or using the Delete Policies utility, which allows you to archive multiple polices at once.

Option 1: Delete multiple policies at one time.

8. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
Manual.

9. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“MANAGE POLICIES & SETTINGS” folders.

10. Click on the “Delete Policies” link in the “MANAGE POLICIES & SETTINGS” folder.

11. On the right side of the screen, a full list of all policies in the CU Policies will appear, with a checkbox
next to each policy.

12. Click the checkbox next to each policy you want to remove.

CU Policies Model Policies Archived Policies
Heuri Gl Policies: I:' Search Delete Policies
= _4MANUAL ADMINISTRATION
_ Gaiia oy Check one or more policies below and click the "Delete” button to del

=] MANAGE POLICIES & SETTINGS ]
[£] Add Model Policies to CU Policies Manual
[£) Add Unique Policies and Chapters
[E) Manage Date Settings

Note: If you remove a top level chapter (i.e. 1000, 2000), you will ng
level chapter in your manual unless you will never be using any policied

=) Manage Publishing Setting
[Z) Archive Policies Select/Deselect All

=) Maopage Ke

[ ]1000: Administrative
[+ |_|PUBLISHING TOOLS []1100: Leadership
+ __IREPORTS [ 11140: Credit Union History
[El Update This Menu Tree [ 11160: Strategic Planning
[ 11205: Board of Director's Duties
[11300: Audits
[11400: Legal Counsel
[ 11500: Staffing
D 2000: Operations
[ 12100: General Operations Policies
[ 12110: Bank Secrecy Act/Anti-Money Laundering Program

13. Scroll to the end of the page and click the “Delete Selected Sections from Manual” button.

=)

[ 111010: Risk Based Pricing
[ 111012: Disclosure Of Information To Victims Of Identity Theft
[J11015: QObtaining and Using Medical Information

[]11016: Affilate Marketing Rules
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14. A confirmation box will pop up, and once confirmed, the selected policies will be removed from your CU
Policies.

15. Policies that are removed by mistake can be restored by the CU PolicyPro support staff. Contact
policysupport@cusolutionsgroup.com for assistance.

Note: To delete an entire chapter, you must check all the policies within that chapter. Deleting just the
chapter folder (1000, 2000, etc.) will only delete that chapter page, not all the policies within the chapter.
If a top level chapter page is deleted, any policies within that chapter will no longer be accessible for
editing in the CU Policies. They will, however, appear in the published manual.

Instructions Continue on the next page.
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The Publishing Process

Each policy in the CU Policies manual can be thought of as an individual document. The process of
publishing takes multiple policies and combines them into a printable document. Publishing does not
remove any policies from the CU Policies manual but simply outputs the content to an electronic
document. Publishing is a point-in-time process — all content in the published manual is as of the point
it was published. If changes are made to any policy after it is published, those changes will not flow
down to the published manual. You must re-publish in order to see any new changes.

The recommended steps for publishing are:

1. Review and, if necessary, update the “Publishing” settings.
2. Publish the Manual.

Published Documents Default Font

You can choose the default font for your published manual, including the font style, and the header and
body font sizes. This setting is managed in the Administration area of CU PolicyPro. Please see page
65 for more information.

The “Publishing” Setting

For any given publish, you can choose to include or not include any policy from the CU Policies manual
by adjusting the “Publishing” Setting. You can also choose to include the most recently published
version (if available) if the CU Policies manual version is in the process of being updated but you don’t
want to include the changes yet. The “Publishing” Setting is a dropdown box found in the Toolbar area
of each policy and can also be adjusted in the “Manage Publishing Settings” utility.

By default, the “Publishing” Setting on each policy will be set to “Include.” Once changed to “Do Not
Include” or “Include Last Published Version”, that setting will remain until it is manually changed.

Important Note! The “Publishing” Setting works differently for policies than for chapter pages.

If the “Publishing” Setting is set to “Include” on a specific policy, the policy will be included in
subsequent published manuals. If the “Publishing” Setting is set to “Do Not Include” on a specific
policy, the policy will be excluded from any subsequent published versions. [f the “Publishing” Setting
is set to “Include Last Published Version” on a specific policy, the policy will include the last
published version, regardless of what is currently in the CU Policies manual for that policy. Once set,
the “Publishing” Setting will not change unless manually changed at the policy level or through the
“Manage Publishing Settings” utility.

However, if the “Do Not Include” setting box is selected on a chapter page, all policies in the entire
chapter will be excluded from any subsequent published versions until the setting is changed. Once
selected, the “Publishing” Setting will not change unless manually changed. The chapter page
“Publishing” setting effectively overrides the individual policy settings within the chapter. This makes it
easy to exclude an entire chapter from the publishing process.

The “Publishing” Setting can be applied either to specific policies or chapter pages in one of two ways:
1) At the individual policy level, which allows you manage the publishing setting for a single policy or
chapter page, or 2) using the “Manage Publishing Settings” utility, which allows you to manage the
publishing setting for multiple polices and/or chapter pages at once.
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Managing the Publishing Setting for a Single Policy or Chapter Page

1.

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the “EDIT
SECTIONS OF CU POLICIES” folders.

Open the policy or chapter page on which you wish to modify the “Publishing” Setting.

Use the dropdown box to determine the setting. “Include”, “Do Not Include”, or “Include Last Published
Version”. This setting will be retained until it is manually changed. Remember that if the chapter page
is set to “Do Not Include”, it will exclude all of the policies in the chapter from publishing, regardless of
the individual policy settings.

Save the policy to save the setting.

Policy Hame Fred Assets Policy Humber | 3130 P'ubl':sll'::l Incude w
Revised Date Reviewed Date Board App
-’ ’ Include Last Publshed Version
|= £ oy W T W A= = (| Do Mot Include Zoorm

Managing the Publishing Setting for Multiple Policies and/or Chapter Pages

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“MANAGE POLICIES & SETTINGS?” folders.

Click on the “Manage Publishing Settings” link in the “MANAGE POLICIES & SETTINGS” folder.

On the right side of the screen, a full list of all policies in the CU Policies manual will appear, with the
publishing setting options next to each policy.

By default, new policies in the manual will be set to “Include”. If any policy has previously had the
publishing setting changed, the radio button next to that policy will indicate the current publishing
setting. Any chapter page that has been set to “Do Not Include” will have a checkbox next to the
chapter page.

Review the current settings for each policy/chapter page, and make sure they are set correctly.

Remember if the chapter page is set to “Do Not Include”, it will exclude all of the policies in the chapter
from publishing, regardless of the individual policy settings.
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Setting the Publishing Setting for Multiple Policies and/or Chapter Pages (continued)

In the screen shot example below, for chapters 1000-2000, the following settings have been applied:

Chapter 1000 — The chapter page (1000) is unchecked, the first four policies are set to “Include”,
policies 1300 and 1400 are set to “Do Not Include” and policy 1500 is set to “Include Last Published
Version.” Therefore, the current CU Policies version of the first four policies will be included in the
publish, policies 1300 and 1400 will not be included in the publish, and policy 1500 will include the
last published version rather than the content currently showing in the CU Policies manual.

Chapter 2000 - The chapter page (2000) is checked. Therefore, because the top level chapter
page 2000 has been checked, it will override the individual policy settings and all policies from
Chapter 2000 will be excluded from the publish.

€U Policles Model Policies Archived Policies

Search CU Policies: |
= _JMANUAL ADMINISTRATION
=AM st POLICIES & SETTINGS

L R i o s
[ Add Unque Polces and Chapters
T .

I [ Manage Publishing Setting I

%) Maniage Key Fekls
[ Delere Pobces
# __|PUBLISHING TOOLS
# _|REPORTS
[E) Update The Menu Tree

Pt WP MM LA W R P T PP et U Ly W ST S AR e S
Last Published Verson® button to use the current pub: son of the policy in the manual publish

NOTE: If a top level chapter (ie 1000, 2000, etc) is sat to "Do Not Include Anything from Chapter”, all pokoes within that chapter wil be suppressed from
publizhing, aven i indnidual pokoes are set to “Indude” or "Include Last Published Version™

Check the Chapter Box to suppress all policies from a particular chapter Indude Do Not Incude Include Last Published Version

1000: Administratve

1100: Leadership

2110: Bank Secrecy Act/Anti-Meney Laundering Program
2112: BSA - Marjuana-Related Business Accounts

2113: B5A = Not Serviang Manpuana-Related Business Accounts

2120: Cash

7. Once you have reviewed and adjusted the “Publishing” setting for all policies/chapters, scroll to the end

Important Notes:

of the page and click the “Save” button.

Note: If you change the setting for a policy in the “Manage Publishing Settings” utility, that setting will
be retained until it is manually changed.

The Last Published version is determined by policy number. Please note that if the CU Policies manual
has two or more policies with the same policy number, the last published version will be the same for all
policies with that number. We recommend that all policies have a unique number.

If a policy has a last published version and is removed from the CU Policies, and a new policy is added
with the same policy number, the Last Published version of the deleted policy will be available until the
newly added policy is published for the first time.
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Creating a Published Manual

Before publishing, you should ensure that all “Publishing” settings have been applied. See previous section
for more information.

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“PUBLISHING TOOLS” folders.

3. Click on the “Publish Policies” link in the “PUBLISHING TOOLS” folder.

4. On the right side of the screen, a series of options are presented to customize your published manual.
See screen shot below. See next page for a description of what each option will do.

Publish Policies: 123 Training CU

It is recommended to review the Publishing Settings before publishing. Please note that the default font size and style can be managed in the
Administration area of CU PolicyPro.

The following options will allow you to customize your published document:

Published Document Name 123 Traning CU Polioes

] Click here to supress the organizational name from the title page

] Click here to include the Published Date on the title page

Policy Order By Chapter
Order all policies in each chapter by: L Polcy Number ') Policy Name

Include Chapter/Policy Numbers on Publish
I Table of Contents and Chapter/Policy Titles: ® ves O Mo

Include Corporate Logo
Indude vour logo on the title page: . Incude Logo

Additional text on Title Page
To be placed just below the Published Document Title and Crganization Name:

Suppress Table of Contents Pages:

Each top level chapter page ncluded in the published document generates a table of contents for that chapter (this is in addition to the full table of
contents created at the baginning of the document).

To omit the table of contents from the beginning of each chapter (and any other content on that page) from this published document, check the box{es)

balow.
Mate: This will simply suppress the content of the selected top level chapter page from this published manual. It will not suppress any policies within the

selected chapters. To suppress a chapter, you must adjust the Publishing Settings first.
1 3000: Accounting

Begin Publshing
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Publishing the CU Policies (continued)

Published Document Name: This will be the title of the published document. By default, the name of
the CU Policies manual will be prefilled in this field (this is usually “Operations Manual” unless you have
renamed the CU Policies manual). Itis recommended that if you are not publishing the entire manual to
be specific when titling your manual (i.e. Accounting Policies, Policies for Board Review on 5-15-16,
Lending Policies Revised 5/17/16, etc.). This will help all users viewing published manuals know what
content to find in each published document.

Suppress Organization Name: By default, the organization name will print on the title page of the
published manual. Checking this box will omit the organization name from the title page.

Click here to include the Published Date on the title page: Because publishing is a point in time
process, some credit unions prefer to have the published date listed on the title page as a reference.
Checking this box will add the Published Date to the title page.

Policy Order by Chapter: This setting allows you to determine how the policies will be ordered within
each chapter. The choices are by policy number or alphabetical by policy name. The Chapters
themselves will always remain in numerical order. This setting only applies to the policies within the
Chapters.

Include Chapter/Policy Numbers on Publish: This setting allows you to determine if the Chapter and
Policy Numbers will show next to the policy title. Typically organizations set this to “Yes” if the policy
order is by policy number, and to “No” if the policy order is alphabetical by policy name.

Include Corporate Logo: This option is only available if a Corporate Logo has been uploaded. (See
page 66 for information on uploading your logo). If checked, the logo will appear on the title page of the
published manual.

Additional Text on Title Page: This allows the user to add more information on the title page of the
manual. Itis recommended to put the date of publishing in this box, along with any other information
relevant to the set of policies being published. Example: This published manual contains 8 policies
that were revised and published on 5/14/16.

Select the Chapter Pages to Suppress in Publishing: Each top level chapter page included in the
published document generates a table of contents for that chapter (this is in addition to the full table of
contents created at the beginning of the document). Checking this option will omit the table of contents from
the beginning of each chapter (and any other content on the chapter page) from the published document.

Tip: Reviewing the chapters in this setting is a good check of what content is included in the
publish. Only policies from the listed chapters will be included in the publish. If the chapters
listed you do not see a chapter listed, but you did expect to have policies from that chapter, it is
a good indication that you need to revise the “Publishing” settings.

5. Once you have chosen all your options, click the “Publish Manual” button.

6. Once you have published, a message will appear that the publishing process may take several
minutes. Click OK.

7. When the manual is published, you will be taken to the “View and Post Published Documents” area.

The document you just published, as well as any other previously published manuals, area available in
this area.
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View, Print and Post Published Manuals

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“PUBLISHING TOOLS?” folders.

3. Click on the “View and Post Published Documents” link in the “PUBLISHING TOOLS” folder. Note: If
you have just published a manual, you will be automatically directed to the “View and Post Published
Documents” area.

CU Policies Model Policies Archived Policies
Search CU Policies: I:I Search View and Post Published Policy Documents
5 “4MANUAL ADMINISTRATION (r?lick on the Published Document name link to view and print any_published docume_nt. Usd
+# | |EDIT CU POLICIES SAVE" button to change the viewing rights. If selected, the Published Document will appg
+ MANA =1 £, [
=l _JPUBLISHING TOOLS 123 Training CU Policies (PDF Version) (published: August 23rd, 2016 12:38:31 PM)
FuUD U |

I allow Employees to View
[] Allow Managers To View

[E) View and Post Published Documents
el e e gy
+ _IREPORTS

[E) Update This Menu Tree

123 Training CU Policies (PDF Version) (published: July 26th, 2016 05:15:51 PM)
] Allow Employees to View
1 allow Managers To View

123 Training CU Paolicies (PDF Version) (published: July 26th, 2016 09:00:27 AM)
1 Allow Employees to View
1 allow Managers To View

4. The “View and Post Published Documents” area lists all published manual versions in date order, with
the most recently published version at the top of the list. Published Manuals will be provided as both an
HTML version (to read online) and as a PDF. Published manuals can be viewed, printed, and posted on
the Home Page of CU PolicyPro for staff to access.

Viewing and Printing a Published Manual

1. To view or print a published manual, click on the link (the name) of the published manual to open an
HTML version, or the PDF Version link to open the document as a PDF.

2. To print the manual, from the HTML version, click on the “Print” button in the top left corner to print the

published manual. From the PDF Version, use your PDF viewer tools to print the manual. See
Appendix B for Printing Tips.
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Posting Published Manuals on the Home Page

Links to published manuals can be made available on the Home Page, within the “Manager Manuals” and/or
the “Employee Manuals” folders. Remember, the “Employee Manuals” folder is available to anyone from the
organization with an CU PolicyPro login, while the “Manager Manuals” folder is only available to a full admin,
or a user with access rights to see what is in that folder.

1. Use the check boxes directly underneath any published manual to determine if the link will appear in
the “Manager Manuals” (“Allow Managers to View” checkbox) the “Employee Manuals” (“Allow
Employees to View” checkbox) or both.

Tip: It is recommended to check only one box. If a published manual is placed in the “Employee
Manuals” folder, it is viewable by all CU PolicyPro users from the organization and does not need to also
be placed in the “Manager Manuals” folder.

2. Click the “Save” button at the bottom of the page when finished.

Policies for Examiners to Review (PDF Version) (published: February 25th, 2016 01:32:28 PM
L] Allow Employees to View
Allow Managers To View

Operations Manual (POF Version) (published: February 12th, 2016 06:13:29 AM)
L1 Allow Employees to View
L] Allow Managers To View

Operations Manual (published: February oth, 2016 12:52:37 PM)
L1 allow Employees to View
L1 Allow Managers To View

Title of Document (published: February 9th, 2016 09:22:04 AM)
L] aAllow Employees to View
L] Allow Managers To View

Save

Removing Published Manuals from the Home Page

1. To remove a manual from the home page, unclick the “Allow Managers to View” and/or the “Allow
Employees to View” checkbox.

2. Click the “Save” button when finished.

Additional Notes About Publishing

Publishing is a point in time process. When policies are published, the system will take a copy of the
content in the CU Policies manual for the selected policies (or the content from the previously published
manual, if selected), and put that content into the published manual document. Subsequent changes to
policies the CU Policies manual will not flow to the published manual. You will need to re-publish in order
to see any new changes.
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Deleting Published Manuals

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies

manual.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the

‘PUBLISHING TOOLS” folders.

3. Click on the “Multi-Delete Published Manuals Utility” link in the “PUBLISHING TOOLS” folder.

4. Alist of all published manuals will show on the right side of the screen.

5. Click the checkbox next to any published manual you wish to delete.

6. Click the “Delete” button. Note: Deleted manuals cannot be recovered.

CU Policies

Search CUPolices:| | Search

= _AMANUAL ADMINISTRATION

Model Policies Archived Policies

[#) Update This Menu Tree

L1 123 Training cU Policies (published: August 23rd, 2016 12:38:31 H

123 Training CU Policies (published: July 26th, 2016 09:00:27 AM)

(

123 Training CU Policies (published: July 26th, 2016 05:15:51 PM)
(
(

[1 123 Training CU Policies published: April 7th, 2016 02:08:48 PM)
[ 123 Training CU Policies (published: March 26th, 2016 07:13:42 AN

O Operations Manual {published:
QOperations Manual {published:
O Operations Manual {published:
Operations Manual {published:
O Operations Manual {published:
Operations Manual {published:
O Operations Manual (published:
O Operations Manual {published:
O Operations Manual {published:

O QOperations Manual {published:
Operations Manual {published:

March 26th, 2016 07:00:44 AM)
March 26th, 2016 06:51:47 AM)
March 26th, 2016 06:48:47 AM)
March 26th, 2016 06:47:35 AM)
March 25th, 2016 06:11:00 AM)
March 25th, 2016 04:25:26 AM)
March 24th, 2016 01:43:37 PM)
March 24th, 2016 01:40:39 PM)
March 24th, 2016 08:06:24 AM)
March 23rd, 2016 01:44:17 PM)
March 23rd, 2016 01:42:47 PM)

Operations Manual - Historical Verson as of 12/321/15 (published: H
[ policies for Examiners to Review (published: February 25th, 2016

O Operations Manual (published:
Operations Manual (published:

February 12th, 2016 06:13:29 AM)
February 9th, 2016 12:52:37 PM)

I Title of Document (published: February 9th, 2016 09:22:04 AM)

Delete
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Archiving Policies

If you wish to make a copy of a policy before making changes to it, you can place a copy in the Archive.
This section describes how to add policies from the CU Policies manual into the Archived Policies manual.
See pages 45 for information on viewing policies in the Archive and restoring policies from the Archive
back into the CU Policies manual.

A policy can be archived one of two ways: At the individual policy level, which allows you archive a single
policy, or using the Archive Policies Utility, which allows you to archive multiple polices at once.

Archive a Single Policy at Individual Policy Level

1.

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the “EDIT
SECTIONS OF CU POLICIES” folders.

Open the policy you wish to archive.

Click the Archive button below the policy content area and a ‘point in time’ copy of this policy will be
added the Archived Policies manual.

Added to CU Policies from Model Policies: 06/29/16
Model Policy Last Revised: 07/01/09

Editor Note: |

Save Preview Archive Preview Last Publshed Delete

Once in the Archived Policies manual, the archived version of the policy can be viewed, printed or
restored back to the CU Policies manual.

Archive Tip #1: Use the archive to save copies of policies that you have customized and are using in
your organization, but are about to change. This will simply retain a copy of what the policy was before
you made the change. Model Policies that have not been customized do not need to be archived. Any
model policy can be accessed at any time from the Model Policies manual. This will help keep your
Archive area easier to maintain.

Archive Tip #2: Many organizations want to archive a yearly (or semi-annual) copy of all policies for
historical purposes. Often the policies have not changed, but a full point in time copy of all polices is
required. If you are archiving the entire manual for historical purposes, it is recommended that you
publish the manual and retain the Published Manual as the historical archive. This will help keep your
Archive area easier to maintain. Keep in mind that a published manual version of a policy cannot be
restored back to the CU Policies manual, but often the historical archive is not meant for that purpose.
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Archive Multiple Policies at One Time

1. Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies
manual.

2. Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the
“MANAGE POLICIES & SETTINGS?” folders.

3. Click on the “Archive Policies” link in the “MANAGE POLICIES & SETTINGS” folder.

4. On the right side of the screen, a full list of all policies in the CU Policies will appear, with a checkbox
next to each policy.

5. Click the checkbox next to each policy you want to archive.

6. Scroll to the end of the page and click the “Save” button.

CU Policies Model Policies Archived Policies LI 10005: Table 5 - General Accounting Records
[J 10006: Table 6 - Insurance & Bond Records
Search CU Polidies: I:I Search [] 10007: Table 7 - Lending Records
[] 10008: Table 8 - Negotiable Instruments Records
- JMANUAL ADMINISTRATION 10009: Table 9 - Personnel & Employment Records
10010: Table 10 - Security Records
[J10011: Table 11 - Member Account Records
[J 10012: Table 12 - Tax Records
] 10100: Records Retention
[1 11000: Fair Credit Repaorting Act (FCRA)

DArchn.re Policies [111001: Fair Credit Reporting Act
Y [T11002: Furnishing Information To Credit Reporting Agencies
D Delete Policies 11003: Accuracy And Integrity Of Information Reported
: _:EEE;IRS:SING To0LS [111004: Pre-Screened Offers Of Credit Or Insurance
) Update This Menu Tree 11005: FCRA Adverse Action Reguirements

[T11006: Receipt Of Notice Of Dispute Of Accuracy Information
[111009: Identity Theft Red Flag Guidelines

[111010: Risk Based Pricing

[111012: Disclosure Of Information To Victims Of Identity Theft
[T1101s: Obtaining and Using Meadical Information

[111016: Affiliate Marketing Rules

I Save
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Accessing the Archive

1. Click on the “Archived Policies” tab at the top left of the screen to make sure you are in the Archived
Policies manual.

CU Policies Maodel Policies Archived Policies

Sort Archived Ttems By: Name | Number | Date

Search Archive: | || Search

[=] _SARCHIVE ADMINISTRATION

= _JARCHIVED POLICIES
[Z 3130: Fixed Assets (March 26, 2016)
=) 1000: Administrative (March 26, 2016)

=) 1150: Field of Membership (March 26, 2018)

=) 2270: Safe Deposit Boxes (March 25, 2016)

| E=1000: Administrative (March 25, 20161

2. Using the plus signs to the left of each folder, expand the “ARCHIVE ADMINISTRATION” and the
‘ARCHIVED POLICIES” folders. A listing of all archived policies is available underneath the
“ARCHIVED POLICIES” folder. Archived policies are in descending date order.

3. Click on any of the archived policies and the full text of that archived policy will appear on the right hand
side of the screen.

4. Using the buttons above the content, you can view and print the text, as well as delete the archived
policy, or restore this entire policy back into your CU Policies manual.

Delete Archived Policy | Restore to CU Policies Manual

Archive Date: March 25, 2016

Archive Policy 2270: Safe Deposit Boxes

General Policy Statement:[1]

The Credit Union offers safe deposit box service as part of our commitment to support the fundamental financial needs of the membership. In offering this service
the Credit Union will obey all appropriate laws and regulations. In addition, an actrve program of nsk management will be maintained to ensure that risks
associated with safe deposit boxes are identified and minimized.

Guidelines:

1. DOCUMENTATION AND TRAINING. Documentation will be maintained outlining how the safe deposit program is to be executed, including the
implementation of this policy. Employees who are responsible for safe deposit box services must have immediate access to this documentation. In addition,
employees will receive training to ensure their knowledge, understanding, and compliance with established policies and procedures. A record of employee
traming sessions will also be maintamned to document traming efforts.
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Un-Archiving a Policy

Tip: When un-archiving, be sure to first remove the unwanted policy version from your CU Policies manual
(see page 35), then un-archive the proper version of the policy. Un-archiving a policy will not overwrite the
policy in the CU Policies manual. If you do not remove the unwanted policy first, you will then have two
policies (the correct and the incorrect) in your CU Policies manual.

1. Click on the “Archive” tab at the top left of the screen to make sure you are in the Archive.

2. Using the plus signs to the left of each folder, expand the “ARCHIVE ADMINISTRATION” and the

“ARCHIVED POLICIES” folders. A listing of all archived policies is available underneath the
“ARCHIVED POLICIES” folder.

3. Click on the policy you wish to un-archive.

4. Click the “Restore to CU Policies Manual” button, and the policy is now added back to your CU Policies
manual.

Delete Archived Policy Restore to CU Policies Manual

Archive Date: March 25, 2016

Archive Policy 2270: Safe Deposit Boxes

General Policy Statem ent:[1l

The Credit Union offers safe deposit box service as part of our commitment to support the fundamental financial needs of the membership. In offering this service

the Credit Union will obey all appropriate laws and regulations. In addition, an active program of risk management will be maintained to ensure that risks
associated with safe deposit boxes are identified and minimized.

Guidelines:

1. DOCUMENTATION AND TRAINING. Documentation will be maintained outlining how the safe deposit program is to be executed, including the
implementation of this policy. Employees who are responsible for safe deposit box services must have immediate access to this documentation. In addition,

employees will receive training to ensure theiwr knowledge, understanding, and compliance with established policies and procedures. A record of employee
training sessions will also be maintained to document training efforts.

Deleting Archived Policies

Policies can be deleted from the Archive in one of two ways: At the individual archived policy level, which
allows you to view the content of the archived policy before deletion, or using the Delete Archived Policies
Utility, which allows you to delete multiple archived policies at one time.
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Deleting a Single Archived Policy at the Archived Policy Level

1. Click on the “Archived Policies” tab at the top left of the screen to make sure you are in the Archived
manual.

2. Using the plus signs to the left of each folder, expand the “ARCHIVE ADMINISTRATION” and the
“‘“ARCHIVED POLICIES” folders. A listing of all archived policies is available underneath the
“‘“ARCHIVED POLICIES” folder.

3. Click on the archived policy that you want to delete.

4. The archived text will appear on the right side of the screen.

5. Click the “Delete Archived Section” button above the content.

6. A confirmation box will pop up asking you to confirm the deletion. Click OK.

CU Policies Model Policies Archived Policies

Sort Archived Items By: Name | Number | Date Delete Archived Policy || Restore to CU Policies Manual
Archive Date: March 26, 2016
searcharchwe:[ || Search

= _4ARCHIVE ADMINISTRATION - - - -
~ “JARCHIVED POLICIES Archive Policy 1150: Field of Membership
[E) 3130: Fxed Assets (March 26, 2016)

[&) 1000: Administrative (March 26, 2016) i .
[=) 1150: Field of Membership (March 26, 2016) Model Policy Revised Date: 06/01/2008

[E) 2270: Safe Deposit Boxes (March 25, 2016) Model Policy Reviewed Date: 06/27/2014
[E) 1000: Administrative (March 25, 2016)

[&) 1120: Vision Statement (March 25, 2016)

[E) 1000: Administrative (March 25, 2016) 1. FIELD OF MEMEBERSHIP

=) 1120: Vision Statermnent (March 25, 2016
911 - ?melgfr[ 1; o [1150-1]

Deleting Multiple Archived Policies at one Time

1. Click on the “Multi-Delete Archived Sections” link in the navigation. This is found under the listing of the
archived sections (if your archive is very full, you may need to scroll to see this link).

2. This will bring up a list of all policies currently in the Archive, with a checkbox next to each.
3. Check the checkbox next to each archived policy that should be deleted.
4. Click the “Delete” button.

5. A confirmation box will pop up asking you to confirm the deletion. Click OK.

CU Policies Mode! Policies Archived Policies

Sort Archived Items By: Bame | Humber | Date

Search Archive: Search

= _JARCHIVE ADMINISTRATION

Delete Archived Policies

Selected archived policles have been deleted from your manual.

Update mstruchions: Check the poloes below and chck the "DELETE” button to delete

o Aachwed Pokces
Select/Deselec Al

3130: Fixed Assets (archived: 2016-03-26 13:33:07)
] 1000: Administrative (archived: 2016-03-26 13:32:49)
1 1150: Field of Membershep (archeved: 2016-03-26 09:57:36)
1 1120: Vhsion Statement (archued: 2016.03-35 10:24:37)
1240: Enterprise-Wide Risk Managament (archived: 2016-02-25 18:43:1%)
1 1530; Employee Use of Soaal Media (arched: 2016-02.25 18:43:13)
1531 Credit Union Use of Social Media (archived: 2016-02-25 18:43:13)
2000: Operations (archived: 2016-02-25 18:43:13)
2120: Cash (archived: 2016-02-25 18:43:13)
2125: Teller Over/Short (archived: 2016-02-25 18:43:13)
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Reports

A series of reports are available to help you better manage your policies. All reports are read only.

To access reports:

1.
manual.
2.
‘REPORTS” folders.
3. Click on report you want to review.
4. The report information will appear on the right side of the screen.
CU Policies Model Policies Archived Policies
Search CU Policies: |:| Search
= _AMANUAL ADMINISTRATION
+ |_JEDIT CU POLICIES
+ |__IMANAGE POLICIES & SETTINGS
{ TOOLS
YREPORTS
= olicies Repart
[E) CU Policies to Model Policies Comparison Report
[£) Key Fields Report
[E) Palicy Motes Report
Report Features
1.
Guide.
2. All reports can be viewed on screen or printed.
3.

Click on the “CU Policies” tab at the top left of the screen to make sure you are in the CU Policies

Using the plus signs to the left of each folder, expand the “MANUAL ADMINISTRATION” and the

A quick summary of what is included in each report is available in the following section of the User’s

Column headings in any report that show as a link can be clicked to resort the report by that column.
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CU Policies Report

e The CU Policies Report will show key dates for all of the policies in the CU Policies, including the “Last
Saved”, “Revised”, “Reviewed”, “Approved”, “Added to Working from Master” “Model Revised” and

“Last Published” dates.

o Last Saved is a date stamp from the last time someone clicked “Save” while in the policy. If this date =
NONE, then the policy has never been saved since being added to the CU Policies, which indicates
that no customization has been done.

¢ Revised/Reviewed/Approved are date fields set at the individual policy level by the policy editor. If the
date = NONE, it has not been set or is not being used by the policy editor.

o Added to CU Policies from Model is the date the model policy was copied from the Model Policies
manual into the CU Policies manual. The “Added to CU Policies from Model” date is often reviewed in
conjunction with the “Model Revised Date” (see below). If this date = NONE, it indicates that it was
added as a unique policy and was not moved to the Working from the Master.

¢ Model Revised Date. This indicates the date of the last revision to the model policy content in the
Model Policies manual. If this date = NONE, it indicates that there is no Model Policies version for this
policy number. The “Model Revised Date” can be used in conjunction with the “Last Saved” and “Added
to CU Policies from Model” dates to help determine if all updates are included in the policy.

Note: If an organization creates a unique policy with the same policy number as a Model Policies
policy, the “Model Revised Date” will still appear as it is based on the policy number, and not the title or
the content of the policy.

Working Policy to MASTER Policy Comparison Report

e This report compares the content in all CU Policies manual to the content in the Model Policies manual.
This is based on policy number — if the policy number exists in the CU Policies manual, the report will
compare it to the policy in the Model Policies with the same number.

e This report will simply display if the content matches or not. It does not give any additional information
about what the differences are.

¢ Content that does not match could be the result of customization by the organization, updates to the
Model Policies that have not been incorporated into the CU Policies, or a combination of both.

o Note: If an organization creates a unique policy with the same policy number as a Model Policies
policy, the report will compare it with the Model Policies model policy as it is based on the policy
number, and not the title or the content of the policy.

¢ Comparison Results will compare the title of the CU Policies policy to the title of the model policy in
the Model Policies, and compare the body of the content. The result will indicate if the policy title
matches, and whether or not the content matches. The comparison looks for an exact match, so even
if there is one minor difference in the content, the report will indicate that the content does not match.
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Working Policy to MASTER Policy Comparison Report (continued)

o Exists in Model Policies indicates if the policy number exists and has been assigned to a model policy
in the Model Policies manual. If a unique policy has been added and assigned the same number as a
Model policy, this field will indicate that the policy exists in the Model Policies manual, even if the
policies contain different content.

o Last Saved is a date stamp from the last time someone clicked “Save” while in the policy (in the CU
Policies manual). If this date = NONE, then the policy has never been saved since being added to the
CU Policies manual, which indicates that no customization has been done.

¢ Model Revised Date. This indicates the date of the last revision to the model policy content in the
Model Policies manual. If this date = NONE, it indicates that there is no Model policy version for this
policy number. The “Model Revised Date” can be used in conjunction to the “Last Saved” and “Added
to CU Policies from Model” dates to help determine if all updates are included in the policy.

o Added to CU Policies from Model is the date the model policy was copied from the Model Policies
manual into the CU Policies manual. “Added to CU Policies from Model” date is often reviewed in

conjunction with the “Model Revised Date”. If this date = NONE, it indicates that it was added as a
unique policy and was not moved to the CU Policies manual from the Master manual.

Key Fields Report

o The “Key Fields Report” is a quick view of all the Key Fields in the system and how each has been
defined.

o Key Fields that are not defined will show as the key field code (example [7150-1]) in the Current Value
column.

Policy Notes Report

e The Policy Notes Report will show all editor notes for all policies in the CU Policies.
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Resources

Click on “Resources” in the top navigation to access CU PolicyPro Resources. This is a “read only” area
where you can find archived newsletters, tools, and information on content updates.

Click on the tabs on the left side of the screen to view each area of the Resources.

PR

CU PolicyPro > Library

123 Trainin

Policies § Resources

ﬂ Newsletters Tools Updates

2016 Newsletters

2015 Newsletters

2014 Newsletters

2013 Newsletters

Resources

Logged in as: CU PalicyPro Support
CU Access Level: admin

CU Documents  Administration  Training/Support Home {,, Change Password vlogout

The Resources area contains important information such as monthly newsletters, policy manual updates, and management tools.

The Resources area is divided into three sections:

1. Newsletters. This is an archive of our monthly newsletter.

2. Tools. This section includes sample forms that can be used to supplement your plan, system documentation and additional resources.

3. Updates. The model plan is reviewed periodically, usually twice a year. Mew sections may be added and revisions to existing sections are made. This
Updates area includes information about previous updates.

The Resources area is divided into three sections:

1. Newsletters. This contains an archive of the past several years’ worth of the monthly
newsletters.

2. Tools. The Tools section includes sample forms, system documentation, some additonal
general resources.

3. Updates. CU PolicyPro is updated quarterly. New policies are added and revisions to existing
text are made. Past Updates are stored in this tab for your review. Older updates are
periodically purged from the Updates tab.

To access any of the items in the Resources area, simply click on the tab you wish you access
(Newsletters, Tools or Updates) and a new left navigation menu will appear. Click on the navigation
buttons, then click on the content item you wish to view. Note: Some of the content items also have
sub-category buttons. When you click on the link to a document, it will open in a new window.
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CU Documents

Click on “CU Documents” in the top navigation to access the CU Documents area.

CU PolicyPro > CU Documents Logged in as: CU PolicyPro Support

PR’(' 123 Tl‘alnl . Access Level: admin
Policies  Resources Administration  Training/Support Home 6 Change Password Q Logout

CU Documents

The CU Documents area allows users to upload files and store them within CU PolicyPro. Documents can be stored in the CU Documents area, or posted on
the CU PolicyPro homepage by uploading them to the "Manager Resources” or "Employee Resources” folders.

Note: All documents placed in the "Manager Resources” folder will be available on the home page to users with access to "Manager Resources™. All
documents placed in the "Employee Resources” folders will be available on the home page to all users who have access to the system. Documents placed
in any other folder are only available through the CU Documents area.

The CU Documents area allows you to upload and store documents. Once in CU Documents, documents
can be posted to the Home Page, either in the “CU Documents - Manager Access” or “CU Documents -
Employee Access” folder.

CU Documents File Structure

1. By default, the CU Documents area contains three folders: “Root”, “Employee Resources”, and
“Manager Resources”.

2. Click on the folder name and the contents of that folder will be displayed in the center section of the
screen.

To Begin: Select the folder in which you wish to place the file and dlick Browse to begin the upload process.

File(s) to

Browse... | No fle selected. Add Another File
Upload

Upload

(large files may take several minutes to upload)

Current Folder: fManager Resources

New Folder Name i Last Modified

[ Root Policy Notes for Board Meeting.docx 12.26k Feb3,20165:14am B By (5%
Available D Employee Resources
folders Manager Resources Contents of the

selected folder

3. The “Employee Resources” and “Manager Resources” folders serve a special function. Any documents
placed in these folder will be posted to the corresponding folders on the Home Page.

4. Additonal folders can be created by clicking the “New Folder” button next to the Folders listing. You
can create subfolders to existing folders. Note: Subfolders and their contents are available from the
CU Documents area, but will not be posted on the home page, even if the subfolders are created within
the Employee Resources” or “Manager Resources” folders

New Folder

] Root
D Manager Resources
Employee Resources
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Uploading Files to CU Documents

1. Click the folder to which you wish to upload your document.

To upload a document, click the “Browse” button next to the File Upload field. Note: Depending on the

internet browser you are using, the “Browse” button may be named something other than “Browse.”
This will allow you to browse your computer hard drive or network to choose a file. Note: To upload
multiple documents, click the “Add Another File” link. You can add as many upload fields as you need.

To Begin: Select the folder in which you wish to place the file and click Browse to begin the upload process.

File(s) to
Upload

P—
Browse...

Browse...

No file selected.
Mo fle selected.

Add Another File

“Browse” to choose
your file.
This screen shot
shows two available

B

(large files may take several minutes to upload)

file upload fields.

e

Click “Add Another File” to
open an additional upload
field. Click the minus sign
to remove additional
upload fields.

—wwgll'VE found the file, to upload, click on the file name, then click the “Open” button on the

dialogue box. Note: Again, depending on your browser, your screen may appear slightly different

than the screen shot below.

i Downloads

| RecentPlaces |-

T Libraries
5 Documents
&' Music
=] Pictures
B Videos

MName

= CreditUnionLege

1] Policy Notes for Board Meeting
1] Policy Update Signature

T Quick Start Guide082712

File name: Policy Update Signature

@ File Upload ===
= | — —
@‘\/"?l <« Documents » AAA-Training ~ [ 42 |[ Search A424-T; ~ |
Organize ~ New folder ==~ [ @
r Favorites Documents library Arrange by: Folder =
B Desktop AAA-Training

All Files -

"

4. The name of the file will now appear in the file upload field. Click the “Upload” button, and the file will

be uploaded.

Folicy Update Signature.docxl—_ﬂ

File(s) to Browse_
Upload
Upload |

To Begin: Select the folder in which vou wish to place the file and click Browse to be

Mote: All documents placed in the "Manager Rescurces"” folder will be awvailable on th
documents placed in the "Employee Resources” folders will be av=ilahla on the horma

The name of the selected file shows next
to the Browse button in the Upload File
Field.

(large files may take sewveral minutes to uploac.

Note: The CU Documents area supports the upload of multiple file types, such as Microsoft Office,
Text, PDF, etc. However, when opening files, the computer you are working on must have that
program available in order to access the file. This can sometimes be an issue when opening the file

from a remote location.

Note: File size is limited to 2MB. Files over this size cannot be uploaded.
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Opening Files in CU Documents

1. Once afile is in the CU Documents area, it can be opened by clicking on the file name. This will open
the file in the program the file was orginally created.

File(s) to Browse_ | No file selected Add Another File
et
Upload

{large files may take several minutes to upload)

Current Folder: fEmployee Resources

Mew Folder S8 Last Modified

250k Feb 10, 2014 10:50 aM & By 0% %

[ oot
D Manager Resources
Employee Resources

Application for Posted Position.doc 127k Feb 10, 2014 10:50 AM B B Y X

Making Changes to Files in CU Documents

1. If any changes are made to the file after it is uploaded, the file must first be saved locally, then the
updated document re-uploaded to CU Documents area. It is recommended that you remove the old file

before uploading the updated file.

2. Files within the CU Documents area can be renamed, copied, moved to a different folder or deleted.

Renaming Files in CU Documents

1. Torename a file, click on the “rename” icon to the far right of the file name.

ﬂ % X

2. A dialogue box will open to allow you to rename the file. Enter the new name and click “OK”.

Enter the new name for "Application for Employment.doc” (file extension not required):

Cancel

(=}
>
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Copying Files in CU Documents

1. To create a copy of a document, click the “Copy” icon to the far right of the file name.

B |3 K

2. This will create a copy of the file, named “Copy of (file name)”. You can then rename or move this file,
if desired.

Moving Files between Folders in CU Documents

1. To move a document to a different folder in the the CU Documents area, click the “Move” icon to the far
right of the file name.

2 Bof 3

2. A dialogue box will open showing all available folders. Click the name of the folder where you want the
document to move. This will move the document to that folder. Remember, any documents placed in
the “Employee Resources” or the “Manager Resources” folders will be available on the Home Page.

Cancel

Deleting files in CU Documents

1. To delete a document from the CU Documents area, click the “Delete” icon to the far right of the file
name.
=Y E“i| X

2. This will permanently delete the document from the CU Documents area. If this document is deleted
from the “Employee Resources” or the “Manager Resources” folders, it will no longer appear on the
Home Page.
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Administration

Click on “Administration” in the top navigation.

Administration

Welcome Message
Disclosure Statement
Users

Security

Access Levels
Licensing Information
Default Print Font

Corporate Logo/Name:

CU PolicyPro > Administration Logged in as: CU RolieyPra Support
123 Training CU Acoss Level: ademin
Policies  Resources  CU Document inistrati Training/Supp Home {3/ Change Password ) Logout

123 Training CU: WELCOME TO ADMINISTRATION!

The Admnistration screen alows the 123 Traming CU Systems Admmnistrator to manage important functions such as assigning Secunty Levels, adding New Users,
and editing the Welcome Message. To access the ndividual adminsstration tool, dick on a topic found in the navigation to the left.

Administration is divided into the following sections:

1. Wedcome Message. Edit the Welcome Message text viewed by users of the system on the Home Page screen.

7. Disclosure Statement. Fdit the Disclosure Statement text viewed n the Publshed Operations Manual, just after the Titke Page.

3. Users. Add, edit or delete indevidunl or group users or their passwords with this function.

4. Security. View users and acoess levels, and assign Access Levels to individual or group users from this screen,

5. Access Levels. Alows the creation of ntermediate levels of access - between read-only and ful admin, Rights can be assigned 1o one ar more individual
area of the CU PolicyPro CU PolicyPro system.

6. Licensing Tnlo. This wil show your current number of users assigned and the total nsmber of user icenses availabie. This also shows your subscription
expiration date.

7. Corporate Logo. This allows & logo to be uploaded far use on the Published Manual title page.

The Administration Area allows you to manage several functions, including the managing users, adding a
Welcome Message to the Home Page, adding a disclosure to your published manual, setting your default
print font, uploading your logo, and viewing your license and subscription information.
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Administration: Adding a Welcome Message to the Home Page

1. Click on the “Welcome Message” button on the left navigation.

¥ 1 CU PolicyPro > Administration Logged in as: CU PobcyPro Suppaort
W 123 Tl"alnlng CU Access Level: admin
Policies R CU Doci inistration ining/Support  Home t': Change Password 0 Logout
Administration
Welcome Message I 123 Training CU: WELCOME TO ADMINISTRATION!

The Administration screen allows the 123 Training CU Systems Administrator to manage important functions such as assigning Security Levels, adding New Uisers,

Disclosure Statement and editing the Welcome Message. To access the individual administration tool, dick on a topic found in the navigation to the left.

Users Administration is divided nto the following sections:

= 1. Welcome Message. Edit the Welcome Message text viewed by users of the system on the Home Page screen.

Securily 2. Disclosure Statement. Edit the Dizdosure Statement text viewed in the Published Operations Manual, just after the Titde Page.

3. Users, Add, edit or delete individual or group users or their passwords with this function.

4. Security. View users and access levels, and assign Access Levels to ndividual ar group users fram this scraen.

5. Access Levels, Alows the creation of intermediate levels of access - between read-only and full admin, Rights can be assigned to one or more individual
area of the CU PolicyPro CU PohcyPro system.

. Licensing Info. This will show your current number of users assigned and the total number of user kcenses avalable. This also shows your subscaption
expration date.

. Corporate Logo. This alows a logo to be uploaded for use on the Published Manual title page.

Access Levels

Licensing Information

-]

Default Print Font

-

Corporate Logo/Name

2. Type in the “Welcome Message” field any message you want to appear on the Home Page. Click
“Save” when done.

Welcome Message Save

Home Page Message:

If you have any questions about the policies, please call Sue.

cyPro > Home Logged in as: CU PolicyPro Support
Tra in Ing CU Access Level: admin

f" Change Password 0 Logout

es U Do Training/Support  Home

Friday, August 26, 2016

If you have any questions about the poboes, please call Sue.
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Administration: Adding a Disclosure to the Published Manual

1. Click on the “Disclosure Statement” button on the left navigation.

2. Type in the “Disclosure Statement” field the Disclosure you want to appear on the Published Manual.
Click “Save” when done.

3. This message will now appear in the Published Manual, on a separate page between the Title Page
and the Table of Contents.

Note: Some organizations choose to use the “Additional text on Title Page” field to keep disclosure
information on the Title Page. See page 37 for more information on publishing options and the “Additional
text on Title Page” field.

CU PolicyPro = Administration Lagged in as: CU PolicyPra Suppart
m 123 Training CU Access Level: admin
Polices cu P T — Traming/Support | - Home r“ Change Password 0 Logout
Administration
Welcome Message Disclosure Statement Save

I Disclosure Statement I Published Manual Disclosure Statement:

Thiz manual is the property of ABC Credit Union and may not be copied

Users . - - - - N
or distributed without the authorization of the Board of Directors.

; m—
Security

Access Levels

Licensing Information

Default Print Font

Corporate Logo/Name

File Edit View History Bookmarks Tools Help

policyprobeta.leagueinfosight.com/mem/ops_manual/publish/view_man,/?t

123 Training CU Policjes

123 Training CU

This manual is the property of ABC Credit Union and may not be copied or distributed
without the authorization of the Board of Directors.

Table of Contents
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Administration: Adding New Users

1. Click on the “Users” button on the left navigation.

2. Alist of current users will appear. Click the “New” button on the far right side of the screen.

3. The “New User” form will appear (see below).

CU PolicyPro > Administration Logged m as: CU PohcyPro Support
PR% 1 2 3 T rainin g C U Access Level: admin
Policies R cup Administration  Training/Support  Home §f Change Password &) Logout

Administration

Welcome Message New User Cancel

Disclosure Statement = e - :
'@ Create Individual User Login Create Group User Login

Last Name: Jetson First: George M.L:

Security

User Mame: gjetson@123cu.org
Access Levels Email Address: gjetson@i23cu.org
Licensing Information Password: csensssss
Default Print Font Re-Type Password: sesssnees
Passwords must be at least & characters and include one
Corporate Logo/Name capital letter and one number.
Access Level: admln ------ w

4. Two types of users can be created: Individual or Group Users.

An Individual User is a distinct User Name and Password for a specific individual. A Group User is a
User Name and Password that is shared among a group who all have the same access level (i.e. Board
of Directors or Employees with read-only access). Tip: An email address must be entered in order for
the user to utilize the “Forgotten Password” function from the login screen. Group users will not have an
email address option.

5. For an Individual, type in the First and Last Name, the User Name, Email address, and Password.
(Passwords are encrypted and must be entered in twice for security reasons). Group Users will have a
Group Name (instead of First/Last) and will not have an option for email address.

6. From the dropdown list, choose the Access Level for this user. See page 62 for more information on
access levels.

7. When you're finished, click the “Save” button.
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Administration: Editing or Deleting Users

1. Click on the “Users” button on the left navigation.
2. This will bring up the list of current users. Use the dropdown list to view individual user information.

3. For any user, you can update the user’s First or Last Name, User Name, Password or Access Level.
After any changes are made, click the “Save” button.

4. To delete a user, click the “Delete” button. This will permanently delete this user.

Users New Delete Save
User: | Jetson, George v

User Name: gjetson@123cu.org

Last Name: Jetson First: |George ML

Password (if changing, please fill in):

Re-Type Password:

Passwords are encrypted and are not visible, however, passwords can
be updated by filling in the password fields and saving the form. Passwords must be at
least 6 characters and include one capital letter and one number.

Access Level: admin A

Optional Fields
E-Mail: gjetson@123cu.org

Administration: Creating Additional User Access Levels

By default, there are only two access levels: Admin and Employee.

Admin level access gives the user full access to perform any function in the system. Admin is the only
level of access that allows a user to access the Administration area. Employee level access is read-only.
A user with Employee access can login and will only see items posted in the “Employee Manuals” and
“Employee Resources” folders on the Home Page. No navigation (other than Change Password) will be
available to an Employee level user.

You may find it useful to have access levels between Admin and Employee. Follow the steps below to
create and define custom levels of access.

1. Click on the “Access Levels” button on the left navigation.

2. Click “New” to create a new access level. You will be asked to name the access level. Name the
access level then click “OK”.

& Enter the name ofthe new Access Level:

managers

Cancel
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Administration: Creating Additional User Access Levels (continued)

3. Ablank “Access Levels” form will appear. Use the checkboxes to determine what areas this access
level can access.

Access Lewels ey Asnams Dalata Save

. managET -~

1) PobcyPr

Poloes [vew acoess - read only )

o Policies (full access) - allows this user to access the Policies area, and the user will have full
rights to edit the CU Policies, including publishing, archiving, etc. If this option is selected, the
system will not allow the “Policies (view access — read only)” option to be slected as well.

o Policies (view access — read only) - allows this user to access the Policies to see the CU
Policies, Model Policies, and Archived Policies area. The user can view and print the policies
from this manual, but they cannot edit, add, delete or publish policies in the CU Policies Manual,
they cannot archive or un-archive policies, or move policies from the Model Policies to the CU
Policies Manual. This is read only access. If this option is selected, the system will not allow the
“Policies (full access)” option to be slected as well.

o Resources - allows the user to access the resources found in the Resources area.

¢ CU Documents - allows the user full access to the CU Documents area, including uploading
files and posting them to the “CU Documents- Manager Access” and “CU Documents-
Employee Access” folders

o Home Page Folders - Manager Access - allows this user to see the documents posted in the
“Published Policies - Manager Access” and “CU Documents - Manager Access” folders on the
home page.

Note: If all options are checked, this user can do everything except go into the
ADMINISTRATION area.

4. Once your options are selected for this user level, click “Save”.

5. You can also delete or rename existing access levels, using the buttons on the far right of the screen.
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Administration: Viewing/Editing Multiple Users at Once

1. Use the “Security” tab to quickly view all user levels and user IDs, and to quickly change the user
access level for multiple users at one time.

2. Click on the “Security” button on the left navigation.

3. Clicking on the various access levels will show all users with that level of access in the left side box. All
users with any other level of access will appear on the right side.

Administration

Welcome Message Security
Access Levels
Disclosure Statement admin [P
empldiies
u editor
sers
mana rs
Security Users'with admin access Users
Smith, Joyce - Flintstone, Fred -
Access Levels Tracy, Melanie J Jetson, George All users with any
: Jones, Lea Aan other access level
. - . All users with Nelson, Nancy :
Licensing Information this access. Peters, Maurine M |
Schmoe, Joe
Default Print Font vy
Corporate Logo/Name | Remove > ' <Add |

4. Click on a user and use the “<Add>" or “Remove>" buttons to move users in or out of any access level.
This can also be done by individual user in the Users tab.

Security

Access Levels

employee
editors

managers

Users with admin access Users

Smith, Joyce - Flintstone, Fred
Tracy. Melanie J Jetson, George
Jones, Lea Ann
Melson, Nancy
Peters, Maurine M
Schmoe, Joe

I Remove > I I<Add I|

Tip: You will not see your own User Name. This prevents you from inadvertently removing yourself as an
admin.
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Administration: Viewing License Information

1. To view your license information, click on the “Licensing Information ” button on the left navigation.

2. This will display the number of users you currently have set up, and the total number available. By
default, each organization receives 50 user licenses. If you need additional users, contact
policysupport@cusolutionsgroup.com.

Administration

Welcome Message
Licensing Information

Disclosure Statement Total Number of Users: 9

Mumber of User Licenses: 50
Users

Security

Access Levels

Licensing Information

Administration: Default Print Font

The Default Font for published manuals and policies in Preview Mode is Times New Roman, with the
header text of 20 point and policy text of 12 point. You can adjust the defaults for your own published
manual using the settings found in this area.

Notes: 1. The fonts styles selected will only apply to published manuals going forward. Any previously
published manual will not adopt these font styles. 2. If you set a new default font for the published manual,

that style will stay set until it is changed. 3. Any formatting applied directly to the text in a policy in the CU
Policies Manual will override the default print font.

1. Select the font face, header size and policy text size.

2. Click the “Save” button.

Published Policy Documents Font Administration
Please select your font and font size preferences. These preferences will be applied to published policy documents for future published versions. This will also apply

to printing individual policies from the preview screen. Please note that formatting applied directly to the text in the policies will override the preferences
below.

Save

Select Font Face: Times New Roman v
Header Font Size: 20pt ~

Policy Text Font Size: | 12pt v
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Administration: Updating Corporate Logo and Organization Name

3.

A logo can be uploaded in the Administration area to be used on the title page of any published

manual.

Click on the “Corporate Logo/Name” button on the left navigation.

The company name can ne updated at any time.

Use the “Browse” button to upload your logo. Your current logo will show below the “Browse” field.
Note: Depending on the internet browser you are using, this button may be titled something other than

“Browse.’

To replace a current logo, simply use the “Browse” button to upload the updated logo, which will
replace any logo currently in the system.

[orporate Logo/Name

Published Manual Corporate Loge/Update Company Name:
Click the "Browse" button to choose your logo from your computer or network. You can also update your organizational name.
Click the "Save" button to upload and save your logo to the system.

Company Name: |123 Training CU

Browse...

No file selected.

opoauod tog

Current Logo:

must be in RGB jpeg (JPG) format, no wider and than 600 pixels. Best if in 300 dpi or better resolution.

= GROUP

CU'solutions

AN AFFILIATE OF THE MICHIGAN CREDIT UNION LEAGUE

Delete Currentlogo
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Appendix A - Printing Tips

Page Setup

Printing Tip #1: Header and Footer

Because this is an HTML document printing from a Web site, your Internet Page Set Up options will apply
when you print the manual. Many Internet Page Set Up options call for the URL to print on the header and/or
the footer of the page, which can make the page look cluttered and unprofessional.

To suppress the URL, go to the “File” menu on your Internet Browser navigation bar, and choose “Page Set
Up”.

A pop up box will open with the Page Set Up options. The Page Set up options pop up may look different
depending on your Internet Browser version. Two examples are below.

The Header and Footer options allow you to choose what shows in the Header or Footer of your printed
documents. Many organizations choose to remove all header and footer codes.

Depending on your browser, this may be a dropdown box selection, or you may have to delete code from the
Header and Footer fields.

Paper Options Margins {inches)

Paper

Page Size: Left: 0.75 —
| Letter Right: 075 S =
: Souce
@ Portrait Landscape . 0.75 A alle Salact
L - = v
V| Print Background Colors and Images 075 e 4
!
/| Enable Shrink-to-Fit Headers and Footers
Heades
Headers and Footers
Footer

v_| iL_EmW- :
Free form Header/Footer fields. Fora |

thr

and right side of the header or footer.
“Empty” will make that selection blank. ! !

Browser with dropdown options. The

'] | Custom J blank header/footer, remove all code &
from both fields. 7

(118 J[ Cancel JI Printes

ee options for each are left, center, I = - | [

If your browser provides dropdown selections, you can choose from the dropdowns to add in page numbers,
date, or other options. If your browser only provides Header/Footer fields, Appendix B includes the code text
that can be entered to customize your header and footer.

Note: These settings will apply to all documents printed off the internet from your computer. You may want
to copy the current header and footer settings to a Word document so you can add them back in later. You
may not want the URL to print on your manual, but you might want it for printing from other web sites.

Also, these settings apply to a particular computer. A user printing the policies from another computer may
also have to adjust their settings.
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Tip #2: True Print Preview

The “Preview” mode of either a single policy or the published manual opens an HTML document, and will
show all text, date field information and Key Field code replacement for the policy. However, page margins,
page breaks, paragraph breaks, accurate sizing for tables and columns, and headers and footers will not be

shown in preview mode.

To view an accurate representation of what the policy/published manual will look like when printed, follow

these steps:

1. Open the policy or published manual in “Preview” mode.
2. From the File Navigation menu, choose “File”, then “Print Preview”.

For larger published manuals, the print preview may take a few minutes to load.

Edit View History Bookmarks Tools ﬂelp_

| Mew Tab Ctrl+T
MNew Window Ctrl+M
Mew Private Window  Ctrl+5hift+P
DOpen File... Ctrl+0
[ Save Page As... Ctrl+5
Email Link...
Page Setup...
Print Preview
Print... Ctrl+P
Wark Offline
Exit

e

in,/admin,/m_admin.php

Suite > Administration

RN Staff Manual

‘Manual Builder Library Forms

Storage
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Tip #3: Printing Background Highlighting
If background highlighting has been applied to policy text, but is not printing, there is a browser setting that
must be changed.

Depending on your browser, this setting may be found in different places. Below are two browser examples
of where to find the setting and how to change it.

Try this first:
1. Go to FILE > PAGE SET UP.

2. The setting is the “Print Background Colors and Images” setting.
3. This must be checked, otherwise background highlighting will not print.

Margins (inches)
: 0.75

0.75

If the “Print Background Colors and Images” setting is not Internet Options
under FILE > PAGE SETUP, try this:

General | Security | Privacy | Content | Connections | Prograngs

Setti
1. In Internet Explorer, go to TOOLS > INTERNET zhi l
OPTIONS Always use ClearType For HTML* A i
' Enable automatic image resizing
2. GO tO the ADVANCED tab. Play animations in webpages* i
3. Find the PRINTING options. ;P:v sounds :owe?mdgels e !
. . ow image download place 15
4. Make sure “Print background colors and images” Show pictures
option is checked. Smart image dithering
= Printing
Fle Edt View Favorkes Help > Soach fromthe Acressbar |
£7 windows Live Delete Browsing History... Do not search from the Address bar |
& Convert + [A3Select Pop-up Blocker 4 £ security |
[é:] v : Phishing Filter » [7] Allow active content from CDs to run on My Computer® I
= = ¢ >
- - » | I
= 9 Mooy feda *Takes effect after you restart Internet Explorer ‘
W S| @ cucarelone.com - | Restore advanced settings | |
' Reset Internet Explorer settings
o Windows Update

Deletes all temporary files, disables browser

" add-ons, and resets all the changed settings.

nrsuil  Windows Messenger i L
You should only use this if your browser is in an unusable state,

- . . ’
—2 H R suite HRI Diagnose Connection Problems...
Send to Bluetooth Device...

Blog This in Windows Live Writer

o [Ccmen ] (omy )

Administration

‘Welcome Message

Disclosure Statement
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Appendix B - Header and Footer Codes for Printing

Description of what will print Example of what will print

&w Window title. Published Manual: ABC CU
https://securesite.cusiteonline.com/

&u Page address (URL). PS/?theid=951

Date in short format specified by
&d Regional Settings. 8/26/2009

Date in long format specified by
&D Regional Settings. Wednesday, August 26, 2009
&p Current page number. 1
&P Total number of pages. 87
&& A single ampersand: &. &

Separates preceding and following
text into different sections (one

instance will center, two will right See examples below - this would be
&b justify) used in combination with other text

Nothing - removes IE header and /
or footer completely.

Add

your

own text Will print the text you typed in ABC CU Policy Manual

Code

Combination

Ideas Description of what will print Example of what will print
Current page number and total

Page &p of &P pages in document Page 1 of 22

Page &p Current Page number Page 1

Your Own Text

&b &b Page &p Your text left justified, page

of &P numbers right justified ABC CU Manual Page 1 of 22
Current page number and total

&b Page &p of P pages in document (centered) Page 1 of 22
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