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Overview of CU PolicyPro Changes: New vs. Old System

Welcome to the new CU PolicyPro!

To help make the transition to the new platform as easy as possible, we have created this document which
compares the location and function of popular features found in the new and old CU PolicyPro systems.

Notes:

The old system images and descriptions are always on the left side of the screen; new on the right.

e All screenshots are showing Admin-level user access. If you have a different level of access, you may not
see all of the features and tools shown.

e This document is not meant as an instruction manual for how to use the features and functions highlighted.
For detailed instructions, please refer to the Quick Guides in the Support area of CU PolicyPro.

e Look for this symbol ‘ﬁ next to descriptions of features that are new or enhanced in the new
CU PolicyPro system.



Home Page and Navigation

« Site navigation on the top of the screen
 News and announcements displayed on the left

side of the screen

CU PolicyPro > Home

CUPolicy 123 Training CU

Policies Resources CU Documents Administration  Training/Support

Sunday, April 25, 2021

Important CU PolicyPro News!

We are excited to announ
PolicyPro is currently undere

out in April 20211 . m “ Published Pelicies - Manager Access:
will continue to provide th

Logged in as

Access Level: admin

Home .ﬁ Change Password G Logout

CU PolicyPro, is, by far, the most wonderful piece of technology, I have ever used. ~Christopher Walken

model policy content you've - Bolicies for Board Review April 2018 (PDF Version) (Date Published: 04/12/2018)

expect, but will now ¢ -
2 T MEETEE & ﬁ CU Documents - Manager Access:

- Appendix to Policy 1542 - Loan Rates.xlsx

- Loan Limit Chart.csv

- New Employee Signature Form.docx

- Update Overview for Board - D 2016.docx

‘ Published Policies - Employee Access:

coming weel

No policies have been posted.
February 26, 2021
Content Update 2020.5

CU Documents - Employee Access:
The latest content update has been
released and includes 1 new policy - Bolicies to Review.doex

and 11 policy updates. - Policy 10004 - Table 4 - Electronic Funds Transfer Records - REDLINED.docx

For additional information about this
update, including instructions on what
your credit union needs to do
next,dlick here

User Questions:

Contact the CU PolicyPro Support
Staff at

poli port@cusolutionsgroup.com.
Support is available M-F from Sam -
Spm (Eastern).

» Site navigation on the left side of the screen

* News and announcements displayed more
prominently on the right side of the screen

» Text defining model policies and CU policies to
highlight the differences between the 2 manuals

* Quick access to view model polices and published
manuals and to edit CU policies

e List of current assignments for the user

« Additional navigation options are available in the
Administration area

CUPolicy ABC Credit Union

{ar Home :
Home “ s

B Resources

@ Suppor‘t Resources

[Z Administration

nat are maintained
within the CU PolicyPro system. Users with
sufficient access rights can edit the credit

ude published policies
g by authorized staff. If you have
bshed policy

@ Policies Sugpert

E cu Policies 2ty Credit Unilon is unigue and

d be reviewed and

Model Policies AdTnTEton i it your credit content or avallability. please contact your
The model policies are systerm admin
& Archived Policies =
£ Publishing Eep ot Incarporated If ag View Edit
€2 Key Fields View
3 Files
£ Modules = Assignments
@& ! Overdue
522 Users
& Setti o E LTS Assignment Type Stas Mark Compiate
ettings
R rt: 412042021 Review Accounting Chaprer Pelicy Review @ Overdue 7 Combit
eports
Review Lending Chapter Palicy Review @ Pending

[ Log Out



Accessing Model Policies

» Users must have access to the entire “Policies” Model policies are available to all users from the Home page
area to view model polices * Model policy listing is collapsible by chapter

* One long listing of model policies e Users can search both policy number and policy text

e Users can search only the policy text * Quick access to switch to “Admin View” to add model polices
to the CU Policies manual

» Additional information about each model policy, including

whether it is recommended/required/etc., helpful links/forms,
and redlined versions of the policy from each update.

View Model Policies

CU Policies Model Policies Archived Policies |5&‘C1-"f_h Model Folicies |Q Viewing Model Palicy: "Bond and Insurance Coverage” (Policy Number: 1220)
Print Return o Model Policy List Swilch 1o Admin View
Expand All Collapse All
Search Model Policies:l:l Search -t-‘-:-?ﬂhﬁu - |-. : apse Al
000-Admirsttive: X Chapter 1220: Bond and Insurance Coverage
= JMANUAL ADMIMISTRATION: 2000: Operations ) Revised Date: 10/1/2019
= JMODEL POLICIES Model Policy Revised Date: 100172019

3000: Accounting !

[E] 1000 - Administrative General Policy Statement:

EI 1100 - LEadEI’Ship 4000 Security b The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its responsibility to protect the assets of [[CUname]]
= - Miami [ Pt | Master Updated Date: 10/1/1 E (Credit Union). It is the policy of this Credit Union to regularly review the risks, analyze the patential for loss, and provide insurance coverage that appropriately
EI 1110 - Mission Statement S ¥ covers the risk of financial l0ss. Such insurance coverage will mest the minimum regulatory requirements applicable to the Credit Union

] 1120 - Vision Statement 5000: Asset/Liability Management

E e Model Policy 1220: Bond and Insurance Coverage Guidelines

[E] 1130 - Credit Union Value, .

|:| 1140 - Credit Union Histor 6000: Investments 1. RESPONSIBILITY. The Board of Directors is respansible for the following:

i - Lredit Union nis : .

== Model Policy Revised Date: 107172019

& 1150 - Field of Membershi EEn A Review and approve the insUrance coverage at least annually.

EI izl ember=g General Policy Statement: 7000: Lending ¥

E] 1160 - Strategic F‘Ianning The Board the ik e with doing b cday's & sal indhustey s mckomcrtd it o ¢ B. Review all applications for purchase or renewal of its fidelity bond coverage.

— | recogmuzes the nisks associated with domg business in today’s financ stry and acknowledges us responsibility to protect the assets o 8000 Other Real Estate Owned (OF

[E) 1170 - Equal Opportunity [[CUname]] (Credit Union). Tt is the policy of this Credit Union to regularly seview the risks, analyze the potential for loss, and provide insurance 8000: Other Real Estate Owned (ORE . ARE? reviews pass  reselution t spprove the purchase of renewel

EI 1200 Organizatinn coverage thar appropriately covers the risk of financial loss. Such msurance coverage will meet the regulatory 1 i 1o the - ) ) . )

=) : Credit Union. Eadaial gt

= . ! fed bR 9000: Federal Regulations D. Delegate one member of the Board (not an employee of the credit union) to sign the purchase or renewal agreement and all attachments,
[E) 1205 - Board of Director's . ines

] 1210 - Compensation, Re 10000: Records Retention ¥ "

B P a 1. RESPONSIBILITY. The Board of Directors is responsible for the following i e Model Policy Info

[E) 1220 - Bond and Insurang

= L A Review and approve the insurance coverage at least anmoally. 11000: Fair Credit Reporting Act » Muodel Policy Last Revised Date: 10/01/2019

[E) 1230 - Regulatory Compli D00 FARGIEdit Reportifig Act

[E) 1235 - Education and vall B. Review all applications for purchase or senewal of its fidelity bond coverage o Bondand insurance Coverage i a recommended poicy.

[=] 1240 - Enterprise Risk Mgﬂ| €. After review, pass a resolution to approve the purchase or renewal Model Policy Updates

D. Delegate one member of the Board (not an employee of the credit umion) to sign the purchase or renewal agreement and all anachments. 2019.3 (September 2019)

E Rotate signatories every vear so that no Board member 15 a signatory on consecutive purchase or renewal agreements for the same fidelity

Eond and Insurance Coverage - October 2019 Redlined Version
bond coverage policy. .

This policy was updated to reflect the changes to the NCUA rules Part 713 that impact the requirements for fidelity bonds. (Recommended)



Accessing CU Policies

CU polices are accessed in the Policies area

CU Policies Model Policies Archived Policies
Search CU Policies: H Search
= 4 MANUAL ADMINISTRATION

[=] '_4EDIT CU POLICIES

1 [ ]1000 -
1 [ 12000 -
& (13000 -
1 [ 14000 -
1 (15000 -
1 [ 16000 -
= 17000 -
1 [ 18000 -
1 19000 -

Administrative

Operations

Accounting

Security

Asset/Liability Management
Investments

Lending

Other Real Estate Owned (OREQ)
Federal Regulations

[+] ] 10000 - Records Retention
[+l 11000 - Fair Credit Reporting Act (FCRA)
[+ ] 12000 - New Chapter
[=] _4MANAGE POLICIES & SETTINGS
[£] Add Model Policies to CU Policies Manual

=) Add Unique Policies and Chapters

[E) Manage Date Settings
[E) Manage Publishing Setting

{ar Home

B Resources

(27 Administration
Policies

3 Files

& Modules
%2 Users
3 Settings
@ Reports

[> Log Out

CU Policies can be accessed through the Administration
link on the left navigation menu or from the Edit button on
the Home page
Dashboard allows users to create quick links to the
various areas under Administration and easily pick up
where they left off previously with the last ten policies

accessed
0
Home
T
(& Administration

A Quick Links
A Assignments
Name Due Date Mark Complete
Review Lending Chapter 4/30/2021 4
for MA 4/30/2021 4

CUPolicy

Access Level: Admin  Change Password

[l Recently Accessed Policies

& Coming Soon!

Dashboard improvements coming soon!

A\ CU Policies

CU Policies include the credit union's customized
policies that are maintained within the CU PolicyPro
system. Users with sufficient access rights can edit
the credit union's policies and include published
policies for viewing by authorized staff. If you have
any questions about the published policy content
or availability, please contact your system admin.

View Edit




Editing CU Policies

» Date policy was added to manual is found below Date policy was added to manual is above policy content
policy content » Associated model policy allows users to change the
e Policy number alone associated the model policies name and/or number of the CU policy while maintaining
to the CU Policies. Changing a policy number association with the original model policy, or to add model
disrupted this association. policy association to a unique policy
» Users can be assigned rights to view all polices or Viewing and/or editing rights for CU policies can be
to edit all policies assigned down the policy level
 Shows who made the last update to the policy and when
» Activity Log allows users to view the history of activity on
each policy and view/restore previous policy versions

Palicies » Administrative > Bond and Insurance Coverage

Policy Name|BUnd and Insurance Coverage | Policy Number |1220 Publishing | Include v‘ General P0|iC\f Information -
Revised Date Reviewed Date Board Approved Date l:l i Last Updated By-
w w U Policy Name: |Bond and Insurance Coverage Nu::::: 1220 pd By-
(G i By oW Y- ® BB E = Q= «| 3 2| osource || Zoom - &3 a3 Ax aa ‘Associated Model . Actior: Policy Imported
Policy: Bond and Insurance Coverage {1220) ~ Date- 3-24-2021 10:12:07 AM
B I U & X x* @ == = 1T E E E E Styles - Format - Font - Line Hei... - Size ~ .
Revised Date: Reviewed Date:  04/30/2021 Board Approved Date: Policy Added to Manual: 3-24-202
- @ 2 view Log
. . 5 z [ U 8 X,
Model Policy Revised Date: 10/1/2019 #x] Souree | | 2o v- @B 1 U 5 x @

(TR

@ - B BE=0=

General Policy Statement:

]g | = . {0
The Board recognizes the risks associated with doing business in today’s financial industry and acknowledges its responsibility to protect the assets of 1 REVISIOH LOg For' Bond and Insurance Coverage

[[CUname]] (Credit Union). It is the policy of this Credit Union to regularly review the risks, analyze the potential for loss, and provide insurance coverage that Mode & Pel .
appropriately covers the risk of financial loss. Such insurance coverage will meet the minimum regulatory requirements applicable to the Credit Union. ] el e

Genel
Guidelines Revision Number User Date Action

TheB _ - . ) =

policy 2 B 4/25/2021 12:56 pm Policy Saved < =
Added to CU Policies from Model Policies: 04!26!21 e 3/24/2021 10:12 am Palicy Importad 1|
Model Policy Last Revised: 10/01/19

Legend
J, Preview

2 Restore



Additional Information in CU Policies

« Editor Notes can be deleted
 Key Fields can be viewed, defined, and edited in a
pop-up box
Added to CU Policies from Model Policies: 04/25/21
Model Policy Last Revised: 10/01/19
Editor Note: |
Save Preview/Print Archive Preview Last Published Delete
Key Fields
Key Field Contents Description
[[Cuname]] The Credit Union The name of your credit union
Notes
Date Note By Note
04/25/21 13:03 Added additional information on bond coverage Delete Mote

Auditor Notes can be deleted and edited

Key Fields can be viewed, d
screen

efined, and edited directly on the

Includes information about associated model policy, including
whether it is recommended/required/etc., helpful links/forms,

and redlined versions of the
Users can subscribe to rece
the CU policy is saved

Model Policy Info = l

policy from each update
ive emall notifications each time

Model Policy Last Revised Date: 10/01/2019
Bond and Insurance Coverage is a recommended policy.

View Model Policy Import Model Palicy

Model Policy Updates ~

20193 (September 2019)
Bond and Insurance Coverage - October 2019 Redlined Version

This policy was updated to reflect the changes to the NCUA rules Part 713 that impact

Auditing Notes ~

the requirements for fidelity bonds. (Recommended)

Add Note:
Note

Added additional information on bond coverage

Expand All Notes

Notifications »

4/25/2021 1:03 pm & =]

Notifiations:  Select options

Key Field Information -

Value

Keyword
CUname ABC Credit Union

Save and Keep Editng Save and Return to Policy Listing

Preview/Pri

The name of your credit union

int



Searching Policies

Each manual must be searched separately « The Search option in the Administration area allows users to
Users can search the policy text search both model policies and CU policies at once
 The Search option on the Home page allows users to search
model policies only (restricting access to view CU policies)
e Users can search the policy number and the text

CUPOIICY ABC Credit Union MY ACCOUNT || SEARCH

Find Content

{at Home
CU Policies Model Policies Archived Policies
[E resources
& support Content Type:| Al | Search Text |security program Submit
Search Model Policies: Search @ Administration CU Policies
& Policies Policy No Policy Name
= _MANUAL ADMINISTRATION: [ Files 4100 B T e s -
= JSE.'!'-R':H RESULTS £ Modules 4120 Information Security ]
[E] CLEAR. SEARCH RESLLTS 208 sers (0 0ut of 2 itzms selected)
[E] 2620 - Remote Deposit Capture @ settings Levend
[E] 4100 - General securitg.r Erncedures @ Reports eggwew
[£) 4120 - Information Security - PET

[E] 4305 - Configuration Management

Model Policies

Policy No = Policy Name

2620 Remote Deposit Capture d
4100 General Security Procedures d
4120 Information Security d
4305 Configuration Management ﬁ

{0 out of 4items selected)



Adding Model Policies to the CU Policies Manual

e Users can add a single policy when viewing
individual model polices

» Users can add multiple policies at once in the CU
Policies settings

CU Policies

Model Policies Archived Policies

Search CU P0|iCiES=|:| Search Add Model Policies to CU Policies

= JMANUAL ADMINISTRATION Check the policies below and click the "SAVE" butt
_IEDIT CU POLICIES
= JMANAGE POLICIES & SETTINGS

[E) Add Model Polidies to CU Polidies Manual
[E) Add Unigue Policies and Chapters

Select/Deselect All

[E) Manage Date Settings

[E| Manage Publishing Setting [J1000: Administrative
[&] Archive Policies. b [J1100: Leadership ke
|:—_|-:|Man| Print - Copy to ClU Policies Manual Master Updated Date: 6/27/14
[E) Dele
[1puBLIS _ _ _
 _IREPOR Model Policy 1200: Organization
[E| Update

Model Policy Revised Date: 06/27/2014

General Policy Statement:

e |
[[CUname]] (Credit Union) is managed by a Board of Directors assisted by committees as set forth in the Credit Union's bylaws.

Guidelines:
1. BOARD OF DIRECTORS.

A The Board of Directors consists of an odd number of directors. at least five in number. who are elected by the Credit Union
members.

B. The Board is ultimately responsible for all the operations of the Credit Union.

Users can add a single policy when viewing individual
model policies

Users can add multiple policies at once under the “Import
Model Policies” tab

CU Policies

Manage CU Polides Import Model Policies

Import Model Policy

Select one or more model policies to import to your CU Policies manual, then click the SAVE button at the bottomn of the policy listing.
Administrative (1000) [Select Sub-Paolicies] [Deselect Sub-Policies]
[ Leadership [1100)

[ mission Statement (1110) k

Ovisi
D Cre

Manage Model Paolicies Import Model Policies

Oce Viewing Model Policy: "Fixed Assets" (Policy Number: 3130)
D Fiél Rewrn o Full Pol cy Listing

s
eqt

Eﬁ Print =$ Import Policy

|:|Or§
(eat

Ocat
k| Policy 3130: Fixed Assets

Revised Date: 7/1/2009
Model Policy Revised Date: 07/01/2009

General Policy Statement:
[[CUname]] (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.




Adding Unique Policies to the CU Policies Manual

 New policies and chapters are added in the “Add * New policies and chapters are added using the link at the
Unique Policies and Chapters” utility. end of the respective listing
e Policy number required upon creation of policy » Policy or chapter number can be added when editing
e Policy placement is determined by the policy  Number does not have to determine the order or
number placement of a policy or chapter
» Unique policies can be associated with a corresponding
model policy to link additional model policy information to
the unique policy
] Affiliate Marketing Rules (11016) |
o T rces e « Add New Policy to "Fair Credit Reporting Act"
Search CUPolicies:| || Search
| SYMANUAL ADMINISTRATION Add Unique Policies and Chapters to CU Policies Manual & Add Chapter
) IMANAGE POLICIES & SETTNGS e i son 3 b el by Sos (Tasas, oot " T
[E) Add Model Policies to CU Polcies Manual
@Eﬂd“gqgﬁtssg;?”* policy Number | policy Name Editing Policy: "Test Policy Uno" (Policy Number: 0)
Bf{m";&iﬂfiﬂd Click to Add Multiple Policies Policies > Test Chapter > Test Policy Uno
j@%ﬁ“ﬂﬁs save General Policy Information ~

Associated
Model || Unlinked (No Model Policy Association) v
Policy:



Moving CU Policies

* CU policies can only be moved between chapters * CU policies can be moved between chapters in the
by changing the policy number, which can break “Move Policies” tab
the association with the original model policy * Moving a policy does not require a change to the policy

number (although the number can be changed when
editing, if desired, and the system will maintain the
association with the original model policy)

Policy Name |Tr0ub|ed Debt Restructure | Policy Number |3170 Publishing | Do Mot Include |

Revised Date w Reviewed Date w Board Approved [}atel:|w CU P0||c|es
D = O o V| % RIEE=Q =« |8 & el
_ i o Manage CU Policies Import Model Policies Maove Policies
Zoom ~ (A3 aa aa Ama B 7 U & X x* [@ = = E 39 E E E E & >
Styles - Format - Font - Line Hei... - Size ~ || .- - || [ % MOVE POIICy
Policy To Move: Board of Director's Duties (1205) ~
Model Policy Revised Date: 2/26/2021
Maove Under: QOperations (2000) w
General Policy Statement:
Move Palicy . -No Access

Troubled debt restructuring (TDR) is a type of loan workout. In a TDR, [[CUname]] (Credit Union) grants the borrower a cor
Credit Union would not otherwise consider, due to economic or legal reasons related to the borrower's financial difficulties.
be either in the form of an agreement between the borrower and the Credit Union or required by law or a court.



Reordering CU Policies

 CU policies can only be reordered by changing the » CU policies and chapters can be reordered in the
policy number, which can break the association “Reorder Policies” tab
with the original model policy » Policies and chapters can be ordered numerically,
alphabetically, or in a specific order chosen by the user

Manage CU Policies Import Model Policies Move Palicies Reorder Policies Manage Policy Dates

Reorder Policies

To reorder to policies in a particular chapter, click on the chapter title below, or select "Reorder Chapters” to change the order of the chapters.

Reorder Chapters
Policy Name |Truub|ed Debt Restructure | Policy Number Publishing | Do Not Include ] T e ;th;,:n Statement
Revised Date () Reviewed Date () BoardApprovedbate| () ? Vison Sttement
D = £ by W Y- ® BB E = Q= «| 8 ]| es
zoom -||Ay aa aa Aa| B I U & X x M| = = T Reorder Policies
Styles - Format - Font - Line Hei... - Size - bR - 4 % Drag and drop pages o reorder. You can also choose to alphabetize the list. Click

General Investrment Policy (6100)

Model Policy Revised Date: 2/26/2021 ASC 320 Compliance (6105)

General Policy Statement: Broker-Dealer Relations (6110)

Troubled debt restructuring (TOR} is a type of loan workout. In a TDR, [[CUname]] (Credit Union) grants the borrower a cor

Credit Union would not otherwise consider, due to economic or legal reasons related to the borrower's financial difficulties. Investment Accounting (6120)

be either in the farm of an agreement between the borrower and the Credit Union or required by law or a court. Non-Deposit Investment Products (6220)

Derivative Investrnents (6215)

| Concentration Risk (6115) |

Charitable Donation Accounts (6300)

%:_ Alphabetize %:_ Sort by Policy Number

58 Save 3 Cancel



Archived Policies and Restoring Active and Deleted Policies

e Users must choose to archive a policy in order to » Policy revisions are captured automatically in the Archive
store it in the Archive » Archived policies can be viewed and restored
» Archived policies can be viewed and restored » Users can restore deleted policies and view who deleted
e Users must contact support to restore a deleted the policy and when
policy or get information on who deleted a policy

T Archived Policies

Restore Active Policies Restore Deleted Policies

Restore Active Policies

Select a revision date and time from the drop-down then preview dick the "Preview” button to view it. If it is the revision you want, click Restore Revision button.
The Edit button will return you to the current version of the policy in the CU Policies manual.

Legend
_J, Preview
U Policies Model Policies Archived Policies
2, Restore
Sort Archived Items By: Name | Number | Date 7 Edit Conttent
Archive Date: April 24, 2021
Search Archive:l:l Search
1 '_4ARCHIVE ADMINISTRATION R H - H . Name Policy Number Revision
o 81 ARGHIED POLICIES Archive Policy 2100: General Operations Policies
[E) 2113: Bank Secrecy Act: Not Servidng Marijuana-Related Administrative 1000 Select Revision ~ = J} o
Accounts (April 24, 2021) . -
[E) 2112: Bank Secrecy Act: Servidng Marijuana-Related Accounts Model Policy Revised Date: 09/30/2014 .
(April 24, 2021) Mission Statement 1110 | Select Revision S e
= (ZAlFﬁ ;:n;DSZESEEy Act: Servicing Marijuana-Related Accounts General Policy Statement:
E21 12: Bank Secrecy Act: Serviding Marijuana-Related Accounts ) . . V'] Restore Active Policies Restore Deleted Policies e
_ g’-;%fn". 2[;1, 292‘1%) o Plicies (Aor 24. 2021 The Board of Directors delegates responsibility to mat 1t for developing sound procedures for compliance
% ZIUEI: G:::::‘ oE:;:nZ:Z P;E:: EAE:I 24’ 2021; with the various laws and regulations that govern credit union operations including, but not limited to, the Bank c Restore Deleted Policies | ¢
[E) 2100: General Operations Polices (Aprl 24, 2021) Secrecy Act, the Right to Financial Privacy Act, the Gramm-Leach-Bliley Act, the Children's Online Privacy .
[E) 2100: General Operations Policies (April 24, 2021) Act, the Customer Idmtl!icatlon ngrm and the USA PATRIQT Act zrjsrwell as for the control of cash, dual d | ”
[E] 1150: Field of Membership (April 24, 2021) control, purchasing, signing authority, and other general operations policies. Deleted policies that are restored will be added to the channel where the policy originally resided. If the chapter no longer exists, the policy will be restored at the k
[E] 1150: Field of Membership (april 24, 2021) chapter level. |
[E] 1205: Board of Director's Duties (January 22, 2021} i | &
[E] 14900: Legal Counsel (June 24, 2020) .| Legend |—
E| 1205: Board of DIV.'ECtOTS Duties (August 13, 2019? ) This would be the custom version of this policy ‘i’g Restore Page
[E) 1210: Compensation, Reimbursement And Indemnification
(August 13, 2019)
Name Policy Number Deleted Date By User
Remeote Deposit Capture 2620 4/25/2021 1:16 pm é
Credit Union-Owned Credit Cards 3115 4/16/2021 10:51 am é
Payral 3145 3/29/2021 2:05 pm 2



Key Fields

» Key fields can be managed at the policy level, and » Key fields can be managed at the policy level, and at
at the policy level only the key fields present in the the policy level only the key fields present in the policy

policy will show will show
e Users can access the Key Fields database to » Users can access the Key Fields area to view/edit all

view/edit all key fields in one place key fields in one place
 The Key Fields database displays all key fields  The Key Fields area only displays those key fields in
available for any model policy use in the current CU Policies manual

Key Fialds
Search CU Polces: Search
- - Key Field
LRI

=) CHMANUAL ADMINISTRATION
HEDIT CU POLICIES [10100-1]
% _| 2000 - Administratere 3 ; ;
o 30 ke View/Edit Key Fields
+ __| 2000 - Operations
¥ ] 3000 - Accounting
F ] 4000 - Seaumity
5 :Z;;; ; f‘“""""“é"”""m s 11181 insert entire Credit Union Mission Statement.  [ys astor
> = nvesimen| el
¥ __| 7000 - Lending
% 18000 - Other Real Estate Owned (ORE)
T 9000 - Federal Regulabors Keyword = Value Lk
) ] 10000 - Reconds fletenbon
& 11000 - Far Cracit Reportng Act [FCRA)

= EMANAGE POLICTRS B SETTINGS 1120-1 Ingert Credit Unicn Vision Statement,
[ER) Aacked Mcecied Prolicies: b CL Prosicied. Manusal

&3 Key Fields

10100-1 Insart State.

& 3l Changes using the SAVE butmon a1 the bomom of the soréen. Please note - ir

Input the person responsibie for managing and developing the
11601 sirategic planning process.
[ Add Unigue: Poboes and Chapters Input the numiber of years in the future that the strategic plan i
| Manage Dwie Settros 160-2 cover.
i Manage Publishing Seting

i) A chive Pobcies 11603 Input the month in which the strategic plan will be reviewed each year.
[ Manage ey Feids
[y Delete Poboes 1130-1 Insart Credit Union valses Taluea 11604 Insert the party responsible for establishing the measurerment of goals.
= _JPUBLISHING TOOLS }
EPORTS
4 _IREPORTS the quartesly repart to the Board on progress

B Update This Senu Tres

1148-1 Inzert summary of the Credit Union history.



Managing Dates

« Dates can be managed for multiple policies at once « Dates can be managed for multiple policies at once
in the “Manage Date Settings” utility under the “Manage Policy Settings” tab
» All policies can be selected at once » All policies can be selected at once and all policies in a
single chapter can be selected at once

U Policies Model Policies Archived Policies CU POl ICles
Search CU Policies: l:l Search Manage Date Settings Manage CU Palicies Import Model Palicies Move Policies Reorder Palicies Manage Policy Dates
2] JM:QNUAL ADMINISTRATION Use the options below to determine which date field will be updated and what « Manage POllcy Dates
[= {_4EDIT CU POLICIES date update should be applied. Please note: once dates are updated or remov
11000 - Administrative Select a date field to modify:

(11000 - Lending

(112000 - Operations Choose the date field to update: | Revised Date ~ Revised Date hs

(13000 - Accounting

_:I4UUU - Security Choose the action to perform: ® Update the dates for selected policies

15000 - AssetLiability Management b Hext

16000 - Investments Enter date to update Revised Date : I:I e | H F
17000 Lo Manage Policy Dates

(18000 - Other Real Estate Owned (ORED)

(119000 - Federal Reguiations Choose the polices to apply the date updates Select one or more policies to update field: "Revised Date™

110000 - Records Retention
(1111000 -Fair Credit Reporting Act (FCRA) ——— Select All Polices | Unselect All Policies
[l _4MANAGE POLICIES & SETTINGS

[ Add Model Policies to CU Palicies Manual [ 1000: Administrative (Revised Date: NONE)

[E) Add Unique Policies and Chapters [J1150: Field of Membership (Revised Date: NONE) R i‘_ e o o I I
[E) Manage Date Settings [J1150: Field of Membership (Revised Date: NONE) DAdmlnls.rat'.r Select Sub-Folicies] [Deselect Sub-Palicies]
[E| Manage Publishing Setting [J1160: strategic Planning (Revised Date: NONE) [ stratesic Plannin
[E) Archive Policies - p " £ g
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Publishing

» Publishing a manual creates a printable point-in- .

time document of selected policies

e Users must go to a separate “Publishing Settings” .

area to choose policies to be included

Publishing a manual creates a printable point-in-time
document of selected policies

Policies to be included in a published manual are chosen
at the time of publishing

SearchCUPoliciess| || Search

7 {_{MANUAL ADMINISTRATION
= JED]T CU POLICIES

11000 - Administrative
(11000 - Lending
(12000 - Operations
(13000 - Accounting
(14000 - Security
(15000 - AseatLiability Management
16000 - Investments
(17000 - Lending

Publish Policies: 123 Training CU

It is recommended to review the Publishing Settings before publishing. Please note that the default for
the Administration area of CU PolicyPro.

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

Published Document Name |123 Training CU Policies

[ 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

{at Home
[El Resources
@5 Support

[ Administration

& Publishing

Publish New Manual

Please note: Published Manuals assigned to one or more User Groups will automatically

Published Document Name: *

(18000 - Other Real Estate Owned (ORED)
| 13000 - Federal Regulations
(110000 - Records Retention
1111000 - Fair Credit Reporting Act (FCRA)
' “MANAGE POLICIES & SETTINGS
[E) Add Model Policies to CU Palicies Manual
[E) Add Unigue Policies and Chapters
[E)Manage Date Settings
[ Manage Publishing Setting
[E) Archive Polides
[E)Manage Key Fields
[E) Delete Policies
= JPLIBLISHING TOOLS
[E) Publish Polides
[E) view and Post Published Documents
[E) Delete Published Documents
[CJREPORTS
[E) Update This Menu Tree

Order all policies in each chapter by: ® Folicy Number @] Policy Name

Include Chapter/Policy Numbers on Publish
In Table of Contents and Chapter/FPolicy Titles: ® ves O no

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

Manage Publishing Settings

Check the Chapter Box to suppress all policies from a particular chapter Include Do Not Include

| (J 1000: Administrative
1160: Strategic Planning
1170: Equal Opportunity Statement
1220: Bond and Insurance Coverage

1235: Education & Volunteer Training Guidelines

1600: Code of Ethics and Diversity

® ®@ ®@® O @®
0000 ®O0

1615: Privacy
2000: Operations

3000: Accounting

&) Policies | ke

- Select Policies

Add Organization |

Yes ‘Select one or more policies to include in published manual.

E U Policies
Model Policies

& Archived Policies

Select All Policies Unselect All Policies

& Publishing Add Logo to the i
$3 Key Fields No :
(O Administrative
Files _
& modules R | (U strategic Planning
Yes )
522 Users | O Equal Opportunity Statement
@ Settings Include Policy Nun (J Organization
B Reports ves | (J Board of Director's Duties
-

[ Log Out

User Groups Authorized to View Manuak

Select options

Policies Included in Manual: *

£| Review/Update Selected Policies



Posting Published Manuals

Access to view published manuals is determined by
the user’s access level — there are two pre-defined

access levels

Published manuals can be viewed from the Home

page and users can see all published manuals

under “Employee Access,” as well as those under

“Manager Access,” if they have access

View and Post Published Policy Documents

Click on the Published Document name link to view and print any published document. Use the check
"SAVE" button to change the viewing rights. If selected, the Published Document will appear in the ho

Jolt CU (FDF Version) (published: April 21st, 2021 01:56:10 PM)
O allow Employees to View
O] allow Managers To View

Star of Texas (FOF Version) (published: fApril 15th, 2021 04:36:38 PM)
O] allow Employees to View

O] Allow Managers To View

Contingency Policies (PDF Version) (published: March 25th, 2021 04:54:04 PM)
O] Allow Employees to View

O allow Managers To View

Construction Loans Policy (PDF Wersion) (published: March 24th, 2021 04:22:27 PM)
O allow Employees to View

O] allow Managers To View

Sample CU PolicyPro Published Document (FDF Wersion) (published: July 2nd, 2020 01:15:34 PM)
O] allow Employees to View

O] Allow Managers To View

123 Training_CU Policies (POF Version) (published: July 2nd, 2020 01:11:46 PM)
O] Allow Employees to View

O allow Managers To View

Access to view published manuals is determined by the
user’s access level and/or associated security groups
defined by the credit union — there are four pre-defined
access levels and unlimited groups can be created.
Published manuals can be viewed from the Home page

and users can only see the published manuals listed that
they have access to (if any)

Published Document Name: *

For Examiner Review

User Groups Authorized to View Manual:

Board Members, Examiners

(JAccouting Editor

(JAdmin Only
[JAssignments Only
@Board Members

(JEditing Only



Uploading Documents

 Documents are uploaded in the “CU Documents” .
area and housed in the “Root” folder, which is only
available from CU Documents, or in the “Employee”
or “Manager Resources” folders, which are visible
from the Home page .

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.

Mote: 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.

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 No file selected.

Browse... Add Another File

Upload

(large files may take several minutes to upload)

Current Folder: fEmployee Resources

Last Modified

New Folder [FEEE

] Rroot Policies to Review.doo: 13k Apr2z, 2021 6:48 M B B S
Employee Resources . .
Policy 10004 - Table 4 - Electronic Funds . B [
D Manager Resources Transfer Records - REDLINED.docx 17.89k T 2l AL T AL @? 3%
D opsfiles
D _thumbs
D images

Documents are uploaded in the “Files” area and housed
in the “Files” folder, which is only available from the
Administration area, or in the “Resources” folder, which
is visible from the Resources page

Access to folders or files posted by the credit union in
Resources can be restricted to specific users by Security
Groups, either at the folder level or the document level

riFiIes

= When you are done managing your files, close this window to return to CU PolicyPro

@ Add Folder g Upload Files
(O Fiies Filename = Size Modified
I [Unsees D ﬂ Board-Mi October-2019.df A4 345 KB 42172021127
oard-Minutes-October-2019.Bdf 5 12021 1217 pm
2
D Escheat-Requirements-proposed-changes.doox :" 72 KB 47232021 11-36 am
O Qcrober-2020-Agenda.docx j 63 KB 41872021 9:30 am
[Z] Restricted-View O Planning-Document-1_docx j 31 KB 4/18/2021 930 am
[Z] Something-for-Even = ) R . .
J W] Planning-Document-2 docx (5 146 KB 418/2021 9:30 am
s i g 2) 202
P Select All [] select Hone (0 out of 5 items selected) =3 With Selected: j Secure = Move = Copy @ Delete]

Set User Groups:

Public Security Groups:

Board Members

5 Save & Close



 Posted documents are found on the Home page .
and system documents posted by CU PolicyPro
staff are available in the Resources area

CUPolicy

123 Training CU

Policies Resources CU Documents

lewsletters Tools Updates

2021 Newsletters

2020 Newsletters

e Di-lanuary-

01-SpecialEdition-
Content_Updates.pdf
02-February-2020-

Supervisory-Priorities

Resources

The Resources area contains important information such as monthly newsletters, policy n

The Resources area is divided into three sections:

Resources.pdf
03-March-2020
of-Agency-Reli
Publications-fal
Unions-COVIDE
04-April-2020-
of-Agency-Reli
Publications-fal
Unions-COVIDY
04-April-20204
Updates.pdf
05-May-2020-#
Content-Updat)
* 06-June-2020-)
Cantent-| Ind:\q

Viewing Resources

aCCess

Uploaded files and folders created under the
“Resources” folder in the Files area are visible on the
Resources page and available to users with appropriate

« System documents posted by CU PolicyPro staff are

Training/Support Ha

users

. 1. Newsletters. This iz an archive of our monthly newsletter.
Important_Effective_Dates.pdf 5 ; 4

- Loan Limit Chart.csv

- New Employee Signature Form.docx

- Update Overview for Board - December 2016.doox

‘ Published Palicies - Employee Access:

Mo policies have been posted.

=
,ﬁj CU Documents - Employee Access:

- Policies to Review.docx

Resources Rocurents

Back to previous folder
e ] 2021

found on the Resources page and are available for all

Posted documents can be organized in sub-folders

. Tools. This section includes sample forms that can be used to supplement your pl f
3. Updates. The model plan is reviewed periodically, usually twice a year. New secti Resources
Updates area includes information about previous updates. E
Resources
-and-
| b
0.0) )
t Published Policies - Manager Access: Surp%on For everyone For the Board Newsletters Only for Admins
- Policies for Board Review April 2018 (PDF Version) (Date Published: 04/12/2018) 5
_ dministration
-5
T’%‘P CU Documents - Manager Access:
o ] ] ) mple Forms and Something for System
- Appendix to Policy 1542 - L oan Rates.xlsx Log Out )
Everyone Documentation

Resources

Back to previous folder

- Policy 10004 - Table 4 - Electronic Funds Transfer Records - REDLINED.docx

» T Board Minutes October 2019.pdf

» (@] Escheat Requirements proposed changes.docx
» [ October 2020 Agenda.docx

* [ Planning Document 1.docx

» [ Planning Document 2.docx



User Access

 Two default access levels (Admin and Employee) * Four default access levels (Admin, Editor, Reviewer,
 Custom access levels are created to assign user rights, Basic)
including access to CU Documents o Security Groups are used to give additional rights to
» Users either have access to all policies and policy non-Admin users, including access to:
functions or view-only access to all CU policies » Publish and/or use the Archive for all CU policies
* View/edit/delete CU policies (determined down to
= the individual policy level)
* View uploaded files on the Resources page

Administration

Welcome Message Users
Disclosure Statement User: [-Group-, Koelzers v
Users Groups
Users
User Name: |koelzers View/Edit Users
Security Group Description: |k0elzers

Mew users can be created as "Admin” or "Basic User" type. "Admin" users will have no rights restrictions. "Basic User" should be added to one or more groups, which will determine the user's access. The specific access rights for each group
are assigned under the "Groups" tab. Note users added to multiple groups will have all rights within all the selected groups.

Access Levels . . -
Password (if changing, please fill in): |l-ll""' © Add New User

|

|

|
Licensing Information .l | Re-Tvpe Password: |

i | ypted ant Fiiter: | All Groups v
Default Print Fon Access Levels §in the pl
| \nd includ) - .
| ] First Name LastName®  E-Mail = .. . .
¢\ Administration Rights For: Board Members
Corporate Logo/| 0 som — G
| Access Level: |board vl
(i Ea View/Edit Groups | Access
1 O 7 Mary A If all options are set to "Off", the Administration navigation link will not be visible to users added to this group. If one or more o
CU PaolicyPro @ Add Group options set below.
. O 78 Board
Policies (full access) o or on
O so Edi o Name -
- N CU Palicies O @ = Configure Per-Policy Access ]
.. . | ] Accouting Editor = 24
L] policies (wiew access - read only) 0 & Review ived Polic
O e sdmin Gy rchived Policies @] ® =
Resources Assignments @ e
1 1o Assignments Only L»]
Files
CU Documents o n Board Members ® O =
Messaging (O] ]
Home Fage Folders - Manager Access 0 e ESgEy Publichi =
- ublishing ) (O]

Save Changes

¢ 0o © 0 0



&Assignments

In the new system there is a new feature that allows users to be assigned policy reviews.

* An email notification is sent to the person assigned the review, and additional notifications can be set to send
notifications 2 days before and 3 days after the due date, and/or to send a notification when the assignment is
completed

 Auser’s own assignments are displayed on the Home page

Add Assignment

Assignment Name: *

Y= Assignments

@ 1Pending @ 1 Overdue

Palicy:
Select a policy... b Date Due Assignment Name Assignment Type Status Mark Complete
o | User Assigned: * r J
T Assigned: 4/20/2021 Review Accounting Chapter Policy Review @ Overdue ¥ Complete
A . Select User ~
{ar Home E SSlgn ments 5/31/2021 Review Lending Chapter Policy Review @ Pending v Complete
Task Due Date: *
E Resources
€3 Support i .
Policy Assignments
[ Administration £y g D Recurring Task
Assignment Notes:
@ Policies @ Add Assignmen t
I Files 1
1 Due Date Start: Due Date End 1 signed:
= Modules {
9 selected Up
& Assignments All active policy review assignments are shown below_
| 282 Users The default view shows all Pending and Past Due requests. Use the date fields and / of
Notification Settings
& Settings o Assignment Name Assigned User will receive an initial natification email upon the creation of the assignment. 4
Bl Reports u e S i s [ Remind Assigned User [2 days before due date, and 3 days overdue) g | v e
S Lug Out |:| Review Lending Chapter D Remind Assignment Creator (2 days before due date, and 3 days overdue) = Y 4 @
[ Moty Assi it Creator when ass} ti eted _
0O erim lotify Assignmen r assignment is compl 3 @ )
O Review Lending Chapter B G Bc = 4 @

aaaaa

®© Select All D Select None (0 out of 4itemns selected) =5 Wit
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