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New CU PolicyPro Enhancement — Publishing

We have exciting news! The Publishing function in CU PolicyPro has been updated to include new features. A listing of
the new features is below, followed by a more detailed look at each one.

e A new publishing setting at the policy level allows users to choose the “Current” or “Last Published Version” of a
policy for their published manuals
e A new multi-policy selection option allows users to select the publishing setting for multiple policies at one time
e When publishing:
o Anindicator icon will show which policies are set to “Use Last Published Version”
o Additional text can be added to the title page
o The table of contents at the beginning of each chapter can be suppressed
e Deleted published manuals can now be restored

New Publishing Setting — Use Current Version or Use Last Published Version

e The new publishing setting allows users to set a policy to use the “Current” version (the content currently in the
editor) or the “Last Published Version,” which will use the policy content at the time that policy was last
published. The “Last Published Version” is especially helpful for a policy that is in-process — the user wants to
include the policy in the published manual but wants to use the previously published version of the content
instead of the in-process content.

e This new setting is found near the bottom of the screen when editing a policy. The setting will determine if the
current or previously published version should be used when publishing. The default setting is “Use Current
Version.” If the policy has never been published, the “Use Last Published Version” option cannot be selected.

e A new action button allows users to view the last published version of the policy. If the policy has never been
published, this action cannot be selected.

e The Current Version and Last Published version can be the same (if no edits have been made to the policy since
the last publish).

e The Preview/Print action button will continue to show the current version of the policy regardless of the
publishing setting.
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e When viewing a previously published version, the header at the top of screen will indicate that it is the last
published version and will also display the date the policy was last published.

| Close this tab to return to editing mode. |
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e The CU Policies manual will indicate with a yellow asterisk any policy set to use the last published version of the
content.
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New Multi-Policy Selection Option — Select the Publishing Setting for Multiple Policies at One Time

e |n addition to the ability to change the publishing setting at the individual policy level, users can also change this
setting for multiple policies at one time. This is found in the CU Policies manual under the Multi-Policy Functions
tab (this tab was previously titled Manage Policy Dates).

CU Policies

Manage CU Palicies Import Madel Palicies Maowve Palicies Reorder Policies Multi-Paolicy Functions

e Users can now choose which function they want to apply to multiple policies (managing the publishing setting or
managing the reviewed, revised or board approved date fields).

Multi-Policy Functions

Select an operation to perform:

Manage Publish Setting (Current or Last Published)

Manage Publish Setting (Current or Last Published)

Manage Revised Date
Manage Reviewed Date

Manage Board Approved Date

e Once “Manage Publishing Setting” is selected, a list of all policies in the CU Policies manual will be displayed.
Check the box next to each policy that will have its publishing setting updated, then scroll to the bottom of the
list and click “Next.”

Select one or more policies to update: "Publish Settings":
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e Once the policies have been selected, choose which publishing setting to apply to those policies and click the

“Update” button. This function will only update the selected policies. The publishing setting for all other policies
will remain unchanged.

Note: if a policy is selected that has never been published, the setting will remain as “Use Current Version,”
regardless of the setting chosen by the user.

Field: Content Publishing Mode
Palicies Affected: 3 (Show Policy List)

Note: Your selection will override the existing publishing setting for each policy that has been prey
published will remain set to "Use Current Version” regardless of your selection below.

Publishing Setting:

Set to: Use Current Version

Set to: Use Current Version

Set to: Use Last-Published Version

When Publishing — An Indicator Icon Will Show Which Policies are Set to “Use Last Published Version”

e When choosing which policies to include in a published manual, a yellow asterisk next to a policy will indicate it
is currently set to use the last published version.

Select Policies

Select one or more policies to include in published manual.

= Indicates the last published version will be used.
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When Publishing — Additional Text Can Be Added to the Title Page

e When choosing the settings for a published manual, a new field is available to allow custom text to be added to
the title page.

Additional Text on Title Page

To be placed just below the Published Document Title and Organization Name: mc C]‘Edi'[ I:]].iﬂ]] LE]].d]Ilg Pﬂ]j.(.i.ES
The policies contained in this document are confidential and the . S

property of ABC Credit Union. ABC Credit Union

Policiez Published: August 24, 2021

y: The policies contamad in this dooxment ars confidential and the proparty of ABC Credit Union.

When Publishing — The Table of Contents at the Beginning of Each Chapter Can Be Suppressed

e A published manual will include the full table of contents for all included policies. At the beginning of each
separate chapter, a table of contents for the individual chapter is also included. In some cases (for instance, a
manual with very few policies included), the chapter-level table of contents may be redundant. This setting
allows you to choose if the chapter-level table of content pages will be included or not included.
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Deleted Published Manuals Can Be Restored

e Anew tab is available in the Publishing area which will show deleted published manuals (note: this will not show
previously deleted published manuals, just those from this point forward). From this screen deleted manuals can
be viewed, downloaded, or restored.
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