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Getting Started

Before your Policy Manual can be printed and distributed, important information should be customized. In its
original form, the Manual is comprehensive and provides 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
CU PolicyPro to fit your operation.

Editing, deleting or adding to the text of the Manual is a broader and more flexible area of customization. You
may easily modify the Manual to meet your needs. Some of our clients simplify the content while others add
policies. We hope you will utilize this powerful policy management tool to streamline the administration of
your policies and to save you time. An investment today in the initial customization of your Manual will pay big
dividends for you in the years ahead.

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.

If you experience technical difficulties, call our toll-free hotline at 800-262-6285, ext 581 or
e-mail us at support@cuhrsolutions.com.

Credit unions in Pennsylvania or Delaware may contact 800-932-0661, Option #3 or
policypro@pcua.coop.

Credit unions in North Carolina may contact the Compliance Department at 800.822.8859, or email
compliance@ncleague.org.

Good Luck!
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Getting Started - Logging In

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

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

If you have forgotten your password, you can use the “I Forgot My Password” link on the left side of the
screen.

@ product g Clcars®

MEMBER LOGIMN

Existing Members
I Forgot My Password _TRA|NEDDQ1
B |

support@cubrsolutions. corm
(B00Y 262-6285

CU Policy Pro requires the following:

G @ [y

Click here to download Click here to download Click hers to download
Internet Explorer Firefox Acrobat Reader

Copyright @ 2009 by CUcarp
All rights reserved | Dizclaimer
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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 credit union’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, OPS Notes.
Information on 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 resources that have been
posted by the credit union’s administrator. Access to 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 right side of the screen has the navigation menu to access the various areas of the site. Again,
depending on the user’s access rights, they may or may not see all of the navigation items on the right
side. A user with full administrative access would see all available navigation buttons.

| Wednesday, December 29, 2010

Wielcome: to O PolicyPro Online Policy
al, We're dedicated fo the

1 il oy il L idurz
LEFT b 1 m Manager Manuals - —

|::"':_‘| Storage

Welcome back, Mary Ann
. v m Maiial Bullder

H Manager Ressurces

POSTED 12/14/10 Administration
mmm[;sw ther for m Employes Manuals B hange Password

December b5 now avadable in the

brary, This month's edition ts on the B cmpioyee Resources Lagoff RIGHT
FALCT Act = Risk-Based Pridng
Nobces® nule that iskes effect on

Moy 1 211 CENTER

POSTED 12/14/10

Technical System Updates
Clcorp is pleased 'to announce
several technical updates o the OU
PolbcyPro system, Thess DD NOT
affect the content. For a full st of the
updates, . For a video
demanstration on how to we all of the

new featuers, visit
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Manual Builder - Opening Your Manual

Click on “Manual Builder” in the right hand navigation to access your CU PolicyPro Operations
Manual.

Wednesday, December 29, 2010

Viekome to CU PobcyFro Orine Policy Weioome ek, Mary I [ 11anuet ouider I

Manual. We're dedicated to the

sucrees of thes site for both you and E Library
Wl oredil ureon, :U'Hcdﬂh.\.ﬂf m Manager Manuals

wor b improve this ste with [E storace
SR S - ﬂ Manager Resources

[ admicistration

POSTED 121410
OPS Notes for December m Employee Manuals ﬂ Change Password

The monthly OPS Notes nevesletter for

December is now avalsble in the -

lbrary. This month's edition is on the a Employee Resources Logofi
FACT Act — Risk-Hased Pricng

MNobices™ rule that takes effect on

January 1, 2011,

POSTED 12/14/10

Technical System Updates
Clicorp is pleased to anounce
several technical updates to the OU
PolicyPro system, These DO NOT
affect the content. For a full ist of the
updates, - For a video
demonstration on how to vee af of the
e featuers, vist
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Manual Builder - The Working Manual

Opening your manual brings you to the Working Manual.

On the left side of the screen is a folder called Manual Administration. This folder contains the entire
Working Manual and all the tools you need to customize your manual.

Directly above the Manual Administration folder are three links — Working, Master and Archive.
These links allow you to move between your Working Manual, the Master Manual and any Archived
sections. The Master Manual and Archive are discussed on pages 44 and 45.

The right hand side of the screen will display any information related to the folder you are working with.
When you first enter the Manual Administration area, some resources for Getting Started are available.
As you move through the folders contained within Manual Administration, the information on the right
side will change.

Navigation to other areas of CU PolicyPro is available at the top of the screen. Clicking on the “Home”
button will return you to the Home Page.

You can rename your Working Manual by clicking the “Rename” button. By default, the Working
Manual is titled “Operations Manual”.

Navigate the

Switch between S———— A
site

Working, Master
and Archive

Orage. s ikra
Working | Haster | Archive 1:07:48 PM on Wadnesday, 29th Decerber 201)
Search Working Mamiak ||
I I Cperations Manual [Renzme Rename your
= __|MANUAL ADMINESTRATION -
Getting Started: Worklng

Manual

+ Key Fields Guide T—
s Suggedted Steps
& System Features

o Usar's Waneal
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Manual Builder - The Working Manual

Expand the Manual Administration folder either by clicking on the name of the folder, or clicking on the
plus sign to the left of the folder. Once the folder is expanded, you can contract the folder by either
clicking on the name of the folder or the minus sign to the left of the folder.

Tip: clicking on the folder icon itself will not expand or contract the folder — you must click on the folder name or the
plus/minus sign next to it.

Once the Manual Administration folder is expanded, you can see the tools available within it.

The first available section is EDIT SECTIONS OF WORKING MANUAL. The Working Manual is
your customized version of CU PolicyPro. When you first get your manual, the Working Manual is pre-
loaded with the Master Manual content. Over time, as you customize your Working Manual, it will
become the customized manual for your credit union.

Working | Master | Archive
Search Working Hanual:l ” Search I

= TION
I [+ :EDIT SECTIONS OF WORKING MANUAL I

(+] __JMANUAL SECTION MANAGEMENT
[+] __IMANUAL TOOLS
(+] __|REPORTS

Update This Menu Tree

As you open each folder, the additional options within that folder expand.

PR

Working | Master | Achve A
= _AMANUAL ADMINISTRATION
QILSECTICNE CF oD

TG Mau
= 41000 - Acminist-ative

) 1100 - Leadership

) 1110 - Migsion Sta:amant
Z) 1120 - Vision Statement
1130 - Credk Lnion Yaluss
11140 - Credt Union Hstory

Z}1150 - Field of Membership
£ 1160 - Strat=gi: Planning
E11170 - Equa Oppartunity Statement

%]12:0 - Compersation, Reimbursement And

Incenmification
E)1220 - Bond and Insurance Coverage
1230 - Regulatory Compliance
21235 - Education & Yoluntesr Traning Guidslines

%1610 - Confidential Information
E|16:5 - Privacy
E| 1616 - Anti-Phishing

] 1620 - Conflck of Inkerest
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Manual Builder - The Working Manual

The Working Manual is divided into Chapters, represented by folders. Expand each Chapter folder to
view the policies found within that Chapter.

Each Chapter and the policies within each chapter can be thought of an individual document.

When you click on any item within the Working Manual, the right side of the screen will show you the
content for that item. For the main page of each Chapter, a Table of Contents for that chapter is listed;
for each policy, it is the full text of the policy.

Tip: On the main chapter page, for manual created prior to January 2011, the Table of Contents is simply text that
may need to be updated as you add or remove sections while customizing your manual. Some credit unions choose to
remove the Table of Contents and add an introductory paragraph for that section to avoid the task of updating the
TOC, or choose to insert Chapter List Code. For help on inserting a Chapter Code List, contact
support@cuhrsolutions.com.

Chapter containing

Chapter containing

TOC

Chapter List Cost

Page Name [Legal Counsel | section 1D [1400_| [ Do Not Publish Section
Revised Date &) [ Auto Update Revised Date  Reviewed Date ) Board Approved Date (X
 [5] Source [ el 3 % 7
B I U ae x X' [ii= i= 5E 66| EEE| Q3
|} Font + Size B R TR = W
General Policy Statement:
-

The Credit Union has established a relationship with outside legal counsel who advises the Credit Union when legal questions arise Each pOIlcy

for reviewing all legal matters and keeping the Board of Directors fully informed of the Credit Union's position and potential litigation rig contains the iull
e text for that policy

1. SENIOR MANAGEMENT. "Senior Management” includes the President and Vice Presidents of the Credit Union and any other of

2. APPROVAL. All requests for legal assistance must be communicated to senior management, who will determine whether to retain counsel. Senior management will thoroughly
review the facts and circumstances of each matter, evaluate claims and assess potential risk exposure. All matters involing substantial litigation risk will be reported to the
Board immediately.

3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.

A Inform senior management of any legal matter that may impact the Credit Union, This includes service of process, summons, complaints, subpoenas, depositions,
notice of bankruptcy, or notice of default and sale.

B. Follow-up promptly on any request made by legal counsel

 _Keenlenal counsel annrised of any new develanments nedaininn ta anv lenal matter which has heen referred tn lenal counsel
Editor Note:
l Save ] [ Preview ] [ Archive J
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Manual Builder - Editing the Working Manual

The Toolbar

To edit policies within the Working Manual, click on the particular policy you want to edit. The full text
at the right is contained within a content editor.

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

Page Name |Legal Counsel | section I [] Do Not Publish Section
Revised Date % [ Auto Update Revised Date  Reviewed Date % Board Approved Date (X )

[E] Source | e 4 Wl [

B I Ul X, XIS ERu|Esam@Egm=n =

Font | Size ~|I: 44~ ¥~ & [& [
= : The Toolbar

The following section outlines the functions of each item in the Toolbar.

The Page Name field is the title of the Policy. This can be
updated at any time. This will update the main Table of
Contents in a published manual, but any changes made here
will need to be manually update on the Chapter page Table
of Contents

Page Name [Bond and Insurance Coverage

Section ID The Section ID determines the order in which the policy
appears within the Chapter. While the system does not
prevent you from changing the Section ID if you want to
reorder the policies within a chapter (or even move a policy
between Chapters), the Master Manual and all updates will
be published using the original policy number that was
assigned.

Checking the “Do Not Publish Section” box will omit this
section from any manuals published from this point forward
(until the box is unchecked).

To set multiple sections to “Do Not Publish” at one time, see
page 30.

Tip: “Do not Publish” is useful for omitting sections that are not
ready at the point of publishing, but if this section is simply not a
section you want in your manual, we recommend removing it
entirely. See page 29 for more information on removing policies.

[] Do Not Publish Section
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Manual Builder - Editing the Working Manual

Click into the “Revised Date” field to open a calendar

Revised Date L | that allows you to select the Revised Date for that policy.
The Revised Date will appear below the title of the policy
in the published manual.

Click the to remove the Revised Date.

[ Auto Update Revised Date Checking the “Auto Update Revised Date” button will

automatically place the current date in the “Revised
Date” field each time the policy is saved. See page 33 for
information on how to automatically check or uncheck
this box on all policies in your manual.

Click into the “Reviewed Date” field to open a calendar
that allows you to select the Reviewed Date for that
policy. The Reviewed Date will appear below the title of
the policy in the published manual.

Reviewed Date (X

Click the to remove the Reviewed Date.

) Click into the “Board Approved Date” field to open a
NG AP TERS @ calendar that allows you to select the Board Approved
Date for that policy. The Board Approved Date will

appear below the title of the policy in the published
manual.

Click the to remove the Board Approved Date.

The Source icon allows a user to view the HTML code

Zl Source behind the page, and modify it directly, if desired. Itis
not recommended to edit the HTML code unless you
have prior HTML experience.

Common editing icons for Cut, and Copy

% Paste Text — Pastes text into the content as Plain Text.
All formatting is removed from the text being pasted .
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Manual Builder - Editing the Working Manual
[ 6 | Fundion |

% Paste from Word — Pastes text into the editor while
stripping out the code used in MS Word, which can
interfere with formatting in the CU PolicyPro editor. This
is recommended when pasting from Word. See page 15
for more information on this tool.

E; Spell Check. A small java applet may need to be
downloaded in order for the spell check to work.

| Standard “Undo” and “Redo” icons. Users can “undo” or
“redo” multiple steps.

ﬁ Find — Allows you to search the current policy for specific
text.
A3 Replace — Allows you to search the current policy for
b specific text and replace it with new text.
Select All — This icon will select all of the text in the
editor. The shortcut for this action is CTRL+A.

ri? Remove Formatting — removes all formatting from any
highlighted text

Common editing icons for Bold, Italic, Underline,
u Strikethrough, Subscript and Superscript

N Numbering and Bullets — standard icons for applying
 J-j— numbering and bullet formats. See pages 16- 17 for

more information on applying these styles.

Block 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.

I
]
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Manual Builder - Editing the Working Manual
[ 6 | Fuon |

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

Justify Tools. Standard formatting tools to justify text to
the left, center, right or block justify.

Insert/Edit Graphics. Inserts a graphic image into the
content. See pages 18-19 for more information on
inserting graphics.

Insert/Edit Table. Inserts a table into a table or allows
editing of an existing table. See pages 20 - 21 for more
information on Tables.

O E

Horizontal Rule — places a horizontal line across the
screen.

Character Map — allows the placement of special
Al characters within the text.

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

I Font — Standard tool to allow changes to font type face.
ulyly >

i | Size — Standard tool to allow changes font size.
ize -

Text Color — allows color changes to highlighted text.

Background Highlighting — Highlights behind text.

o

Maximize Editor. Increases the editor size — some

_-_|| toolbar icons and tools below the editor are hidden when
S this icon is used. Click on the icon again to restore these
hidden tools.
jl Sow Blocks. Shows individual blocks of text throughout

the hdocument.
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Manual Builder - Editing the Working Manual

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.

Tip: Using CTRL+V or Right Clicking to Paste Text will paste in as plain text. To keep formatting such as bold,
italics and underlining from Word or other Microsoft documents, use the “Paste from Word” icon in the Toolbar (see
below). Not all formatting will be retained as some formatting codes used in MS Word do not convert to HTML (such
as bullets and numbered lists).

Paste From Word

[=] Source b ¥ 4.
B|J7 U e X, X | KEEE=E=EEdE=E QS
Fant ~| Size A~ - [
Y/ The Toolbar

When the “Paste from Word” icon is clicked, a pop up dialog box opens to allow you to paste in the
content and make some additional selections. Use CTRL+V to paste the content into the dialog box.

We recommend checking both the “Ignore Font Face definitions” and the “Remove Styles Definitions”
boxes.

Paste from Word
Fleaze paste inzide the following box using the keyboard [Crl+¥] and hit
oK.

Ighiore Font Face definitions
Femove Styles definitions

Ok | | Cancel |
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Manual Builder - Editing the Working Manual

Formatting Numbered Lists

Most of the policies within CU PolicyPro use extensive numbering and sub-numbering.

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

ol Saction 10 [1300 | (] Do Mot Publish Section
= v v
Revised Date | ) [ Auto upd ised Date  Reviewed Date | &) Board Approved Date (%]
= |: g ML E e
rF | EEsEsans=Eas
- - w-EE R

The Credit Union has established a relationship with outside legal counsel who advises the Credit Union when legal questions arise. Senior management has primary responsibility
for reviewing all legal matters and keeping the Board of Directars fully informed of the Credit Union's position and potential litigation risk.

Guidelinas:

SENIOR MANAGEMENT. "Senior Management” includes the President and Vice Presidents of the: Credit Union and any other officer so desiagnated.

APPROVAL. All requests for legal assistance must be communicated to senior management, who will determine whether fo retain counsel. Senior management will thoroughly review
the fads and circummsiances of each malier, evaluale daims and assess polential risk exposure. All maliers involving subsiantial litigation risk will be reported fo the Board

RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.

nform senior management of any legal matter that
Ibankruplcy. or nofice of default and sale

[Foliow-up promplly on any request made by legal counsel.

W RELERSTRETI anp fised of any naw devalopments partaining ta any legal matter, which has been referrad ta legal counsel

Editor Note: |
‘ Save || Preview i[ Archive ]

To create a sub-list, highlight the text that should be indented, and use the “Block Indentation” icon.

2{orane Manua

Page Name ‘Leqal Col
Revised Date

e ET

©)  Board Approved Date (%]

: Fory »| Siza

Generzal Policy Statement:

The CreditUnion has established a relationship with outside legal counselwho advises the Credit Unicn when legal questions arise. Senior management has primary responsibility
for reviewing all legal matters and keeping the Board of Directors fuly informed of he Credit Union's position and potential litigation risk.

Guidelines:

1. SEMIOR MANAGEMENT. *Senior Managemant inciudes the President and Viea Presidents ofthe Cradit Linion and any other officar o designated

2. APPROVAL. 4| requests for legal assistance must be communicated to senior manajemen: wha will determine whether to retain counsel Senior management will theroughly
review the facts and circumstances of each matter, evaluate daims and assess potertial isk exposure. All matters involving substantial Iitigation risk will e reported to the
Board immediately

3. RESPONSIBILITIES OF CRECIT UNION OFFICERS AND EMPLOYEES.

Inform serilor managemant of any lzgal matter thet may impact ihe Credit Unian. This incudes senice of plocess, SUMIMONS, compal

jnotice of bankrup notice of default and sale

Follow-up promplly 0 any request made by legal counsel,

gl Eljcounsel appnsed oTany new developmenis perzining te any 18Jal maner, Wnich has Deen retemedto legal counsel.

. subpoenas, depositions,

Editor Note: I I

Save [ Preview | [ Archive |
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Manual Builder - Editing the Working Manual

Formatting Numbered Lists (continued)

By default, the sub-list will have the same numbering structure as its parent list. To change the style of
the numbered list, right click on the highlighted text, and choose “Numbered List Properties”

3 ----III tu-' dwtwrrnlrwd annu -4|I-- h' 'F'd arn currer
, Volunteer & Employee Coverage. The Cred

| audits and reuulatnr‘-.f E}{ammatmns hawe bee

A dialog box will pop up with several different numbering styles to choose from (in a dropdown list).
Choose the style you prefer and click OK. You can also use this dialog box to start the numbering or
sub-numbering at a particular number.

Note: Bulleted lists work similarly, in using the block indentation for sub-lists and right clicking for
Bulleted List Properties, which give several bullet styles to choose from.

the risks associated with doing business in today's financial industry and acknowledges its respar
i the policy ofthis Credit Union to regularly review the risks, analyze the potential far loss, and provic
e risk of financial loss. Such insurance coverage will meet the minimum regulatory requirerments a

¥ The Board of Directors i Numbered List FTOPEﬂiES the Cred
sponsible to conduct an ani ard as
hetype and amount of spe annual ir
:yulatory requirements app Start Type pproved

110 provide coverage in at |

werage. The Credit Union where s
‘he bond will cover the perft Mumbers [1. 2, 3] andling ¢
coverage and amounts wil 'EIDW:[EZEE tg::g[i EE 'E f:]] Cancel | =

» Volunteer & Employee Céve v wro} | Sl Roman Numeras b i i el 0Yees &
armance of their Credit Union dutles Large Rarman Mumerals (1 11 11

nent Practices Liability Coverage. The Cred
.

v Coverage Where the cost of the premium is appropriate for the coverage provided, the Credit Lini
he assets ofthe Credit Union. Such assets will include loan collateral, physical facilities, equipmer
s Continuity Coveraae. The Credit Union will estimate the expenses of continuing anerations in the

=1 claims arising ©

Tip: By default, the system will keep each item in a numbered list together with no spacing between each item. To
create a line break of space, place your cursor at the end of the first item, and hold the SHIFT key as you press enter
(SHIFT+ENTER). Then press the space bar to add a “space” in the newly created line break. The “space” character
acts as a place holder during the publishing process, making your line breaks appear as you expect.
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Manual Builder - Editing the Working Manual

Inserting and Editing Graphics

To insert a graphic:

1.

Click the “Insert/Edit Graphic” icon. -—"ﬁl

A form will pop up giving you some options for your picture.

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

2 Image Properties -- Web Page Dialog

L
Image Properties

Image Info | Link I Advanced

URL

Alternative Text

Browse Server

)l Fresiew
Width . A
aQ Lorem ipsum dolor sit amet, consectetuer adipiscing
y | Height elit. Maecenas feugiat consequat diam. Maecenas
. metus, Vivamus diam punss, cursus a, commodao 5
? non, facilisis vitae, nulla. denean dictum lacinia
] Border tortor, Munc iaculis, nibh non iaculis aliquam, orci k
1 HSpace felis evismod neque, sed oimare massa mauwns sed
welit. Mulla pretium i et risus. Fusce mi pede, tempar
VSpace id, cursus ac, ullamcorper nec, enim. Sed tortor,
1t Al Curabitur molestie. Duis velit sugue, condimentumn at,
ign -
Wi ultrices a, luctus ut, orci. Donec pellentesque
: egestas eros. INteger cursus, augue in cursus
faucibug, eros peds bibendum sem, in tempus tellus
v
0 o] [Careel] pre
i T ™ - dr

To upload your own image or access existing images in the image library, click the “Browse Server”

A new window will open showing a directory of all the images in the image library. To choose an
image already in the library, click on the linked name of the image.

To upload a new image, use the “browse” button to find your image, then click the Upload button to add
the image into the library. You can create new folders for ease of organizing and finding images.

Resource Type
i I v
| Image e ‘Jj‘r
B CU-policworotghipg 27 KB
— Upload a new filein ths foffer
)
&] Done 2 @ Internet
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Manual Builder - Editing the Working Manual

Inserting and Editing Graphics (continued)

7. Once you have clicked on the image to be inserted, you will be shown the image properties, as well as a
preview box so you can see how the image will interact with your text based on the assigned properties.

8. When you have set your image properties, click OK to insert your image.

Image Properties
“J Image Info I Link | Upload I Advanced

a0 i
- URL

1 3

rir AOPS /mem/client/TRAIN 20032/ stor age/ opsfiles Aimage/CL Browee Server X

Alternative Text

Preview
Wwidth | 177
aQ : Loretn
Height | 87 Y1 nafiry Ipsum
LS UL dolor it
i amet,
y Barder PR’{' conzectet )
HSpace o precuct af GUcorp® adipizcing
elit,
T VSpace Maecenas feugiat consequat diam. Maecenas
Ig 8 4 metuz. Wivamus diam puris, cursus a !
0 calioh) i commada noh, facilisis vitae. nulla. Aenean
dicturn lacinia tartar. Munc iaculis, nibh non b
i < > 4
T ]

. Ok | Cancel | i

Image Properties
You can change image properties prior to inserting the image or after an image has been inserted. To change properties after
the image in inserted, right click on the image and choose “Image Properties”.

Alternate Text: Used commonly on Web sites, this is descriptive text that is displayed by Web browsers when the picture
has not yet been downloaded. Also, the description is recommended to assist those with sight disabilities.

Width: the width (in pixels) of the image. The width can be changed, however, the recommended method for changing an
image size is to resize it using a photo program then re-uploading the image.

Height: the height (in pixels) of the image. The height can be changed, however, the recommended method for changing an
image size is to resize it using a photo program then re-uploading the image.

Border: Creates a box around the picture. The default is 0 (no border). The larger the number, the thicker the border
appears.

HSpace: Horizontal padding (in pixles) to the left and right of the picture. The larger the number, the larger the space.
VSpace: Vertical padding (in pixles) to the left and right of the picture. The larger the number, the larger the space.
Align: This aligns the photo relative to the text. Generally “Left” or “Right” create the best look on a Web page.

Note: Your uploaded images will be stored (and are visible) in the Storage Area (file Opsfiles > Image). Do Not Delete

these files from the Storage area or they will not be available for your manual! Images uploaded to this folder through
the Storage area are also available when adding images to a page.
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Inserting and Editing Tables

While tables are not used extensively in CU PolicyPro, they are a good tool to use for offsetting
information, or displaying several text items side-by-side.

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

2. Click the “Insert/Edit Table” icon.
3. A form will pop up giving you some options to customize your table.

4. When you have set your table options, click OK to insert your table.

B

Revised 0608
General Policy Staterment:

The Board recognizes the risks associated with doing business intoday's financial industry and acknowledges its responsibility to protect the assets
ofthe Credit Union. It is the policy of this Credit Union to regularly review the risks, analze the potential for loss, and provide insurance coverage that
appropriately covers the risk of financial Inss_Such insurance coverane will meest the minimim reaulatore reonirements anplicable to the Credit Unian.

o Table Properties
Guidelines
Rowe; 3 Width: a0 percent W
Columnz: |2 Height:
Border size: | 1 Cell spacing: |1
Alignment: | <Mat zet> W Cell padding: |1
Caption:
Summary:

There are a number of properties that can be set in the Table Properties dialog box — the following is a
list of those most commonly used.

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 the left, right or center of the page. If nothing is selected, default is “left”

Width: The width of the entire table. While the default is in pixels, we recommend changing this to percentage and
setting the percentage to 100 or less.
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Inserting and Editing Tables (continued)

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

SR I U s x xS}

S T E e H=
: Fort ~ | Size - Ty~ -l [l
Revised 06/08

ific:

General Palicy Statement

The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its respi
ofthe Credit Union. Itis the policy of this Credit Union to regularly review the risks, anahze the potential for loss, and prod
appropriately covers the risk of financial loss. Buch insurance coverage will meet the minimurm regulatory reguirements

Note: the content within this table is made up
for illustrative purposes only, and is not part

Guidelines of CU PolicyPro, and should not be considered
valid content for the product
—
Company Coverage
¥YZ Bond Company Covers general staff for theft, efc... to §1,000,000
ABC Bond Company Covers management for theft, ete... to 10,000,000

Once your table has been inserted, you can modify the entire table or just one of the table’s cells.
Use a right click of the mouse on your table to view the available options.
* Rows and Columns can be deleted (use Row or Column options).

» Cells can be merged or split (use Cell options).
* You view/modify properties of the entire table (use Table Properties).

Company Coverage
#¥Z Bond Company Covers general stafffor theft, etc... to $1,000,000
ABC Bond Company Covare maanasarment for theft, etc... to 10,000,000
[, Paste

Cel 3

Fiow 3

Calumn 3

Drelete Table

Tip: The columns will automatically adjust based on the amount of text in each. While there is no “set
column width” option per se, you can use “Cell Properties’ under the Cell Options area to set the width of the
first cell in each column. This essentially sets column width. We recommend setting the cell width in
percentages. This sets the cell (column) 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%6!
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Previewing and Saving Your Work

Once you have completed the edits and formatting for your policy and are happy with your changes, use

the “Save” button to save your work.

Use the “Preview Section” Button directly below the content editor to view how the policy will look

when printed. You can also print this single policy from the “Preview”.

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

~
Page Name [Legal Counsel | section 1 [T] Do Not Publish Section
Revised Date ¥ [ Auto Update Revised Date  Reviewed Date )  Board Approved Date LX)
2 Souce |: nL W e
B I U she|x x| i=i= = i i R
_[f Font ize 1 Il 8,
| General Policy Statement: &
The Credit Union has established a relationship with outside legal counsel who advises the Credit Union when legal arige, Senior has primary
responsibility for reviewing all lagal matiers and keeping the Board of Directors fully informed of the Credit Union's position and potential Itigation risk.
‘ Guidelines:
1. SENIOR IT. “Senior includes the President and Vice Presidents of the Credit Union and any other officer 5o designated
2 APPROVAL. All requests for legal e must be o ated to senior . who will whether to rétain counsel. Senior management will
thoroughly review the facts and circumstances of each matter, evaluate daims and assess potential risk exposure, All matters involving substantial litigation risk will be
| reported to the Board immediately
3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.
A Inform senior managemeant of any legal matter that may impact the Credit Union. This includes senice of process,
notice of banknupicy, or notice of default and sale
|
B. Follow-up promplly on any reques! made by legal counsel
£ _Keenlenalcounsel snansed of ane new develanments nedzining to any lensl matter which has heen refenred to lenal counsel =
Save || Preview B Aschive

The Archive Button is also available underneath the Content Area. For more information on Archiving,

see pages 26 and 31.
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Editor’s Notes

Each policy has Editor’s 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 43 for more
information n the Policy Notes Report.

As content is customized, these editing notes can help users know what has been customized for each
policy, so that if the master content is updated, it is easier to determine how much custom content is
included in any given policy.

Simply type in your comment, and 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).

e
Page Name |L91Jﬂ| Counsel | Section ID [l Do Not Publish Section

Revised Date &) [ Auto Update Revised Date  Reviewed Date ko' Board Approved Date (X ]
|: [E] Source | v 9 2 25 & |
B Z U e x % [[IE]i= | E «f[EE D] ] e
: Fort | Size | - e 7. = | |

Guidelines:

1. SENIOR MANAGEMENT. "Senior Management™ includes the President and Vice Presidents of the Credit Union and any other officer so designated

2. APPROVAL. All requests for legal assistance must be communicated to senior management, who will determine whether to retain counsel, Senior management will
thoroughly review the facts and circumstances of each matter, evaluate claims and assess potential risk exposure. All matters involving substantial litigation risk will be
reported to the Board immediately.

3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.

A Inform senior management of any legal matter that may impact the Credit Union. This includes senvice of process, summons, complaints, subpoenas, depositions,
notice of bankruptcy, or notice of default and sale.

B. Follow-up promptly on any request made by legal counsel.
C. Keep legal counsel apprised of any new developments pertaining to any legal matter, which has been referred to legal counsel

4. The legal office retained by our credit union is Legal Eagles, located at 123 Main Street, Mytown, MI. 800-555-1212

ditor Note: i.ﬂdded new Paragraph 4 to name our legal orﬁceJ
Save || Preview || Archive |

Once the note is saved, the most recent notes will show below the content (up to five will show).

The Credit Union has established a relationship with eulside legal counsel who advises the Credit Union when legal questions arise. Senior management has primary
responsibility for reviewing all legal matters and keeping the Board of Directors fully informed of the Credit Union's position and potential litigation risk.

Guidelines:

1. SENIOR MANAGEMENT. “Senior Management” includes the President and Vice Presidents of the Credit Union and any other officer so designated.

2. APPROVAL. All requesls lor legal assislance mus| be communicaled lo senion managemenl, who will delenmine whelher o relain counsel. Senion manage ment will
thoroughly review the facts and circumstances of each matter, evaluate claims and assess potential risk exposure. All matters involving substantial litigation riskwill be
reported to the Board immnediately.

3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.

A Inform senior management of any legal matter that may impact the Credit Union. This include s service of precess, summons, complaints, subpoenas, depositions,
notice of DaNKrUpICy, Or NONCE of Cefault and sale

B. Follow-up promptly on any request made by legal counsel.

L _Keenleoalcounsel anndeed of any new develanments nedalninn to anvlensl matter which has heen refened to lenal counael
Editor Note:

Preview Archive

Notes
—— — m—
Date HNote: By Note

12/20/10 13:47 Mary Ann Koelker ‘Added new Paragraph 4 to name our legal office.
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Key Fields

We have developed a series of Key Fields to assist you in inserting Credit Union specific information in
the Manual. Key Fields are bits of information which are important to completing the policy, but will
vary from credit union to credit union. An example of a Key Field would be the maximum amount to be
considered an expense.

Not every policy has Key Fields, and some policies have many Key Fields. A full list of the Key Fields,
which includes the location of each Key Field, the Key Field number, and a brief description of the Key
Field can be found by clicking on the Manual Administration folder, and clicking on the right side link
titled Key Fields Guide.

The Key Fields are numbered and enclosed in brackets (e.g., [[2400-1]]). The first number of the Key
Field correlates to specific policy numbers, making them easy to find throughout the Manual.

For each policy that contains a Key Field, all Key Fields are listed directly below the content area in a
blue highlighted area. There is a link to the Key Field database editing window, a listing of the content
entered for the Key Field (by default, the content is the Key Field number), and a description of the Key
Field.

Clicking on the Key Field link opens the “Edit Key Fields” dialog box.

Edit the Key Field in the box labeled “Enter Your Key Field Content Here” area of the dialog box.

Click the “Update Key Field” button when all done.

= = Insert Internal Links - Windows Internet Exp... Ei =] g]
kh W - o @srweé. , e fope. | dmp | £k
) Edit Key Fields
Name |3130-1 _
...... M | |_
Enter Your Key Field Content Here
B I U s %
A KEY FIELDS CONTENT BOX
The Credit Union will proper|
Guidelines:
1. HISTORICAL COST. 4 By required to place he assel
price, shipping charg)
2 EXPENDITURES. All Description eciated
nsert the amount of expenditures that wil be expensed
3. DEPRECIATION SCHE Assets will remain on the
the asset Depreciatig Iposes of an asset, the cosl
removed from the bo sales price will be recorde)
4. DEPRECIATION METH d 35sets. The Board may
departmentto use a | be noted in the Board min|
Editor Note: ]
Save J [ Praview || Arc
& Internet H 0 -
KEY FlELDS Contents Description
55000 Insert the amount of expenditures that wil be expensed.
DATABASE I_I N K straight Ine Define the depraciation method the Credit Union will use for depreciating fixed assq
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Key Fields (Continued)

Once you have updated the Content of the Key Fields, you will need to save the policy in order for your
content to appear in the highlighted Key Fields area.

You will notice that once you save, the “Contents” field of the highlighted area is updated, but the actual
text within the editor still shows the bracketed key field number. This is because within the text the
bracketed number is a piece of code that will be replaced with the Key Field “Contents” once it is
printed. Use the “Preview Section” button to see the Key Field replacement. Publishing the manual will
also insert the correct text into the Key Field code area.

= B 7 U el x x[JiE]i= i = ||E== =
_[ Font - | Sie = 4~ o7~ &

1

2

3

Tae Credit Union will properly account for fioed assels

L =
Editor Note: |

| F’revew_J[ Archive

Key Fiekds “ ”

Ky Field Contents Contents

[[2130-111 £5000 field is that wil be expensad.

[[2130-211 ctraight ine 8 Crade Union wil wea for dapraciating ficad aecate

General Policy Statemant:

Text in the editor |

.
remains bracketed

HSTORICAL COST. Alificed assets shall be recorded at ¢ the asset in semvice inclu ﬂlng butnot limised to the purchase

price, shipping charges, insurance. i3 ax. dn e || code

Guidelines:

EXPENDITURES. All expenditures unfler [3130-1]] will

DEPRECIATION SCHELULE. Fixed assets will be dearecialed overthe serice life of the assel Assets will remain onthe bocks at costfor as long as the Credit Union oans
the assel Depreciation will accumulate in 3 tontra asset azcount When lhe Credit Unicn dispeses ol an assel the cost and applicable daprécistion actounts will be
ramovec from the books. Any difference between the net book value of the assetsold ard the sales pice will be recorded as a gain or loss

DEPRECIATIONMETHOD. The Credit Linion will usethe [[3730-2]] method for depreciating fived assets. The Eoard may empower management to instrud the accounting
depanment to use 3 diterent method as it deems necessary. Any such change i1 method will be noted in the Board minutes

updated

/= Section Preview: SECTION - Windows Internet Explorer g@]@ :
£ h Com/OF fops.1 fad bl v &
Policy 3130: Fixed Assets i

Revised: 07/09 l

General Policy Statement:
The Credit Union will properly account for fived assets
Guidelines:

1. HISTORICAL COST. All fixed assets shall be recorded at cost (
required to place the asset in service, mchdin

insurance, sales tax, and installation chaflzes shows the Key Field
2. EXPENDITURES. All expenditures uder SEitwill bt expensed and content inserted

3. DEPRECIATION SCHEDULE. Fixed assets wall be depreciated waee
asset. Assets will reman 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 u
between the net book value of the asset sold and the sales price will be recorded as a gain or loss. v

“Preview Section”

g but not kimited to the pu

& Internet *100% -

Note: See pages 34 and 41 for more information on the Key Fields Database and Reviewing a report of all your defined key

felds
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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.

To archive a policy, click the “Archive” button below the content.

~
Page Name [Legal Counsel | section 1 [T] Do Not Publish Section
Revised Date ¥ [ Auto Update Revised Date  Reviewed Date )  Board Approved Date LX)
2 Souce |: N L 5
IB LU e % xS S 1Y HigE3d i
Font | Size - A o7
| General Policy Statement:
The Credit Union has established a relationship with outside legal counsel who advises the Credit Union when legal arige, Senior has primary

responsibility for reviewing all lagal matiers and keeping the Board of Directors fully informed of the Credit Union's position and potential Itigation risk.

| reported to the Board immediately

3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEES.

‘ Guidelines:
1. SENIOR IT. “Senior includes the President and Vice Presidents of the Credit Union and any other officer 5o designated
2 APPROVAL. All requests for legal & must be o ated to senior . whao will whether to retain counsel. Senior management will

thoroughly review the facts and circumstances of each matter, evaluate daims and assess potential risk exposure, All matters involving substantial litigation risk will be

A Inform senior management of any legal mafter that may impact the Credit Union. This includes serice of process, , G
notice of banknuplcy, or notice of default and sale.

B. Follow-up promplly on any reques! made by legal counsel

L - _Keenlenal counsel anndsed of any new devslonments nadaining to any leasl matter which has hean refared to lenal counsel
Editor Note:

Save || Previe Aschive

This will make a “point in time” copy of this policy. Once in the Archive, the archived version of the

policy can be viewed, printed or restored back to the Working Manual.

Tip: Use the archive to save copies of policies that you have customized for the credit union. Policies with Master
content only, that have not been customized at all, can always be restored from the Master. This will help keep your

Archive area easier to maintain.

Note: See page 31 for instructions on archiving multiple policies at one time
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Below the Edit Section of Working Manual is a folder called Manual Section Management.

This area allows you to Add policies, Delete policies, set multiple policies of the Working Manual to
“Do Not Publish”, Archive policies, move policies from the Master Manual to the Working Manual,
check the “auto revise date” across all sections of the Working Manual, and edit Key Fields.

Working | Master | Archive

Search Workingamuat | S ]

=] _{MANUAL ADMINISTRATION

[+] __|EDIT SECTIONS OF WORKING MANUAL

=] _AMANUAL SECTION MANAGEMENT
[Z) Add Sections
Multi-Delete Section Utility
[E] Multi-Do Not Publish Utility
[E) Multi-Archive Utility
Multi-Add to Working From Master Utility
[E) Auto Revise Manual Setting
=) Multi-Key Fields te

[#] __|MANUAL TOOLS

[# __|REPORTS

Update This Menu Tree
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Adding a new Chapter or Policy

Click the “Add Sections” link in the Manual Section Management folder.

Working | Master | Archive -
Search Working Manual: |[ Search Manual Administration : Add Section Module
(=] _4MANUAL ADMINISTRATION Add Section

[+ __JEDIT SECTIONS OF WORKING MANUAL
ST MANAGEMENT

————— tion Utility
[E) Multi-Do Not Publish Utility
Multi-Archive Utiity Add Another Section
[E) Multi-Add to Working From Master Utility
[E) Auto Revise Manual Setting | Add Section(s) |
[E) Multi-Key Fields Update
+ __|MANUAL TOOLS
[+ __|REPORTS
[E) Update This Menu Tree

Section ID Section Name

To add a policy, type in the policy number and the policy name, and click the “Add Section” button.

The new policy will appear in the Working Manual in numeric order.

To add a new chapter, type in the Chapter number and Chapter name — Chapters must be divisible by
1000 (ie. 12000, 13000, etc). Policies will not be available for editing in the Working Manual if they do

not have an associated Chapter.

Tip: If you accidently give your new section the same number as an existing section, don’t worry! You won’t
overwrite your existing content. You will simply have two policies with the same number. This is not recommended,
however, so if you notice that you have duplicate numbered a policy, we recommend changing the number on the new

section you created.

Tip: All sections must be numbered 1001 or greater. Section numbers below 1000 have no associated Chapter folder

and will not be accessible for editing in the Working Manual.
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Removing Policies

Click the “Multi-Delete Section Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each
section.

Click on all the sections you want to delete.

Working | Master | Archive ~ Multi-Delete Section Utility

Search Working Manualk :l

= _YMANUAL ADMINISTRATION
[+ __|EDIT SECTIONS OF WORKING MANUAL - -
(] _4MANUAL SECTION MANAGEMENT [ Select/Deselect All Sections ]
==

I [E] Multi-Delete Section Uuhwl

[ Multi-Archive Utlity
£ Multi-Add to Working From Master Utility

O

I0008008000000s%

0: Administrative

[=) Auto Revise Manual Setting
=) Multi-Key Fields Update
[ __|MANUAL TOOLS
+ __|REPORTS
5] Update This Menu Tree

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

The selected policies will be removed from your Working Manual.

1005 Adverse Action Based On information Cordained In Consumer Report

j.
Clrto
O
]
O

|
0§ 000000

—_

Delete Selected Sections from Manual J

Sections that are removed are permanently deleted! If you wish to keep a copy of a particular section,
Copy the section to Archive (see page 26 or 31) BEFORE you delete it.

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 Working Manual. They will,
however, appear in the published manual.
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Setting Multiple Sections to “‘Do Not Publish™

Click the “Multi-Do Not Publish Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each
section.

Click on all the sections you want to set to “ Do Not Publish”

Working | taster | Archive ~  Multi-Do Not Publish Utility

Search workimg Monuat___|[Sewor |

=1 _AMANUAL ADMINISTRATEON
+) __|EDIT SECTIONS OF WORKING MANLIAL MOTE. 1 8 fam el haster (e 4000 2000 e1e) i aet 1o Do Mot Fubiah o
= M MANLIAL SECTION MANAGEMEMT

i Sascteunis [ SelectDeselact All Sections ]

ulti-00 Mot Publish Uitikty
e T LR H
() Mudti-Add to- Working From Master Utlity

r‘..
% Auto Revise Manual Setting =1
5] Multi+omy Fiskds Update :
1 |MANUIAL TOOLS O
¥ |REPORTS =
[Bl Update This Menu Tnee .
Cus
':‘.._
020
(= nd
EI.
(my
Cs w
O 10

Scroll to the end of the page and click the “Mark Selected as Do Not Publish” button.

The selected policies will be marked as “Do Not Publish” in your Working Manual.

[ ek Selected as Do Nut Pubilish ]

Note: Setting the Chapter Folder (1000, 2000 etc) to “Do Not Publish” will suppress all policies within that chapter
from publishing, regardless of the individual policy setting.

Note: This section will always retain the checkbox for any section that has been set to “Do Not Publish™. You can use
this area as a report to view which sections will be suppressed from publishing at any given time.
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Archiving Multiple Sections at one time

Click the “Multi-Archive Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each

section.

Click on all the sections you want to place a copy to Archive

Working | Master | Archive ~ Multi-Archive Utility

Search working ek | Searo |

=] _YMANUAL ADMINISTRATION Check the sections below and click the “Copy Sections) To Archive® button to copy to archive sections from your manua

[#] __|EDIT SECTIONS OF WORKING MANUAL

= _{MANUAL SECTION MANAGEMENT [
Add Sections

[E} Multi-Delete Section Utility 0

J

%) Multi-Add to Workang From Master Utility
[E] Auto Revise Manual Setting
Multi-Key Fields Update

# __|MANUAL TOOLS

+ __|REPORTS

[E] Update This Menu Tree

<

JelclalafalalalalofcloR

Scroll to the end of the page and click the “Copy Section(s) To Archive” button.

A point in time copy of the current version of each section will be added to the Archive.

; DO0o0o0ooooooon

| Copy Sechon(s) To Archive I

See page 46 for information on viewing and restoring policies placed in Archive.
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Adding Multiple Sections to the Working Manual from the Master at one time

Click the “Multi-Add to Working from Master Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in the Master Manual, with a checkbox next to each
section.

Click on all the sections you want to move from the Master Manual to your Working Manual.

Working | Master | Archive # Multi-Add to Working From Master Utility

SR —

(=] _§MANUAL ADMINISTRATION
[#] __|EDIT SECTIONS OF WORKING MANUAL
= _{MANUAL SECTION MANAGEMENT I_
[E} Add Sections
[} Multi-Delete Section Utility 1 1000: Adr
[E} Multi-Do Mot Publish Utility
PRI

YT

aster” button te copy to your working manual from master

J

ulti-Add to Working From Master Utility
D Fevise Manual Settng
=| Multi-+ey Fields Update
[ __|MANLUAL TOOLS
[+ _|REPORTS
Update This Menu Tree

Scroll to the end of the page and click the “Add to Working from Master” button.

The current Master version of each selected policy will be added to your Working Manual.

100000000C

O
-
B

I Add to Warking from Mastar ]

Tip: If you are adding a new policies to your working manual, this is the only step necessary. If you are replacing any old policies in your Working
Manual with updated policies in the Master Manual, first remove all the old policies from your Working Manual (see page 29 to remove policies),
then bring in the updated policies. Bringing in an updated policy will not overwrite the old policy, but you will then have two policies (the old and
the new) in your Working Manual.
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Auto Revise Manual Setting

The “Auto Revise Manual Settings” tool allows you to automatically check or uncheck the “Auto Update
Revised Date” button across all sections of the working manual.

This is the button found in the Toolbar when you are editing a policy: [] Auto Update Revised Date

When this button is checked, clicking the “Save” buton for that policy will insert the current date into
the “Revised” field. If the button is not checked, you will need to manually insert a date if you want one
in the “Revised” field.

To check the box in every policy in your working manual, change the dropdown under “Auto Revise
Manual Settings” to “Yes” and click “Update”.

To un-check the box in every policy in your working manual, change the dropdown under “Auto Revise
Manual Settings” to “No” and click “Update”.

Working | Master | Archive
Search Working Manuat: |[ search

-~
Automatically Update Revision Dates for Whole Manual? No v | Update

No

=] _MANUAL ADMINISTRATION

+ __|EDIT SECTIONS OF WORKING MANUAL

=1 _YMANUAL SECTION MANAGEMENT
[E] Add Sections
[E) Multi-Delete Section Utility
[E) Multi-Do Not Publish Utility
Multi-Archive Utility
ELLIH_add o wockic

] Auto Revise Manual Setting
[ MultiKey Fields Update
+ __|MANUAL TOOLS
[+] __|REPORTS
[E) Update This Menu Tree
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Multi-Key Fields Update

Click the “Multi-Key Fields Update” link in the Manual Section Management folder.

This brings up a form listing all of the Key Fields in the system and their current content. The Key Field
content can be edited for any of the Key Fields, making it easy to review and update multiple Key Fields
at one time. Click into the content area and make any necessary changes.

Working | Haster | Archive A

SearchWorking Hanusk ||| Search |

= _JMANLUAL ADMINISTRATION
+ _|EDIT SECTIONS OF WORKTNG MANLUAL
_MAHUAL SECT-OM MANACEMENT

When you are finished editing, scroll all the way to the bottom and click the “Update” button to save
your changes.

ify the time in which deposits will be considered to be made on the next business
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Manual Builder ~-Working Manual Tools

Manual Tools

Below the Working Manual is a folder called Manual Tools.

Working | Master | Archive
Search Working Manualk: | |[ Searcn |

(=] _YMANUAL ADMINISTRATION
(+] __|EDIT SECTIONS OF WORKING MANUAL
i or MANAGEMENT
[+] __|MANUAL TOOLS
+ __IREPORTS

[ Update This Menu Tree

This area allows you to Publish your manual and Manage your previously published manuals.
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Publishing the Manual

Clicking the Publish Manual link will begin a process in which all the individual policies of the Working Manual
are combined into one printable document. Publishing does not remove any content from your Working Manual,
but simply outputs the content to a printable source. 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.

Before publishing, you should ensure that all sections to be excluded have been set to DO NOT PUBLISH. See
page 30.

On the right side of the screen, a series of options are presented to customize your published manual. See next
page for a screen shot of the options presented.

Published Manual Name: This will be the title of the published document. By default, the name of the Working
Manual will be prefilled in this field. Be specific when titling your manual (i.e. Security & ALM Policies,
Policies for Board Review on 11-15-10, Entire Policy Manual, etc). This will help all users viewing published
manuals know what content to find in each published document.

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 credit unions 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 64 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.
Example: These policies are for review only and are not yet board approved.

Select the Chapter Pages to Suppress in Publishing: This setting allows any or all Chapter pages included in
the publish to be excluded from the document. This is not the same thing as DO NOT PUBLISH. A top level
Chapter page must be included in the publish in order for any policies within that chapter to appear, however, you
may not want that top level Chapter page itself to show in the publish. This allows you to determine if the top
level Chapter page will appear or not.

Once you have chosen all your options, click the “Publish Manual” button. See screen shot on following page.
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Publishing the Manual (continued)

Working | HMaster | Archive 8 publish Manual: CU PolicyPro Training CU

m nuak Search -
e W e :l You may change the name of your manual before you publish.
= _YMANUAL ADMINISTRATION -
] _|EDIT SECTIONS 'OF WORKING MANLIAL Published Manual iame | Operations Manual
Policy Order By Chapter
Order al policies in each chapter by: (¥ Polcy Humber () Policy Hame

2] Views 8nd Pos t Published Marsssls
[ Mult-Dediate Publshed Manuals Utlity
% |mEpoATS
&l Update This Menu Tree

Include Chapter/Policy Numbers on Publish
in Table of Contents and Chapter/Pobcy Titles: & Yes O No

Incude Corporate Logo
incude your lago on the tele page: [] Include Logo

Additional text on Tithe Page
To be placed just below the Manual Tele and Organization Nama:

Select the Chapter Pages to Suppress in this Publish:

[]4000: Securtty
[ 5000 Asset/Lsbity Managenment

Publsh Manual

Note: This will smply suppress the selected top level chapter page from this publshed manual. It will not suppress any polces within the selected chapters.

Note: When you publish, a confirmation message will appear. Click OK.

When you manual is published, a link “Please click here to manage your published manual” will appear.

This will take you to the same place as the “View and Post Published Manuals” Link on the left

navigation.
Working | Master | Archive ~ Manual Published...
Search Working Hanuakl ” Search |
I Please click here to manage your published manuals I
(=] _YMANUAL ADMINISTRATION
[+] __|EDIT SECTIONS OF WORKING MANUAL
(+) _|MANUAL SECTION MANAGEMENT Both Links will take you
= _AMANUAL TOOLS

B D bich Morsul to the same place....

iew and Post Published Manuals |
Multi-Delete Published Manuals Utility
(+] _|REPORTS
Update This Menu Tree
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View and Post Published Manuals

In the “View and Post Published Manuals” area, you to view and print any of your published manuals, ,
or make any published manual available for viewing on the Home Page for in the Manager Manual

and/or Employees Manuals folder.

o

Working | Master | Archive

Seoch Workig et ][555

=l _AMANUAL ADMINISTRATION
+ __|EDIT SECTIONS OF WORKING MANLUAL
+ __|MANUAL SECTION MANAGEMENT
= _{MANUAL TOOLS
[} Puiblish Marual
and Post Published Manuals

[ Update Access |

~ View & Post Published Manuals Utility

Viewing and Printing a Published Manual

To view or print a published manual, click on the link (the name of the manual). This will open a new
window with the HTML document. Click on the “Print” button in the top left to print the published

manual.

Security and ALM policies
CU PolicyPro Training CU

These policies are not yet board approved. They are going to be approved at the January 2011
meeting.

Table of Contents

A new window opens
with the published
manual in printable form

« Policy 4100: General Security Procedures
¢ Policy 4110: Burglary Procedures
nformation Security

lent Response
0: Kidnap Hostage Procedures
0: Robberv Procedures
4150: Workplace Violence
0: Security Devices
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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.

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. Click the “Update Access” button when finished.

o R

[ warunts DRI
Working | Master | Archive “ View & Post Published Manuals Utility

Search ok amnt (505 ] s

=1 _{MANUAL ADMINISTRATION
#) __|EDIT SECTIONS OF WORKING MANUAL
+ __|MANUIAL SECTION MANAGEMENT
= _{MANUAL TOOLS
[5) Publish Manual i
[Ei View and Post Publshed Manuals [ Buiow Employees to View
[E) Multi-Delate Publshad Manyals Utity
# _|REPORTS
[8] Update This Menu Tree

[0 atiow Managers To View

l Update Access I

Removing Published Manuals on the Home Page

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

Click the “Update” button when finished.
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Deleting Published Manuals

To delete a published manual, click the “Multi-Delete Published Manuals Utility” link under Manual

Tools.

A list of all published manuals will show on the right side of the screen.

Choose the checkboxes next to any manual you wish to delete.

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

Working | Master | Archive

Search Working Manual: | |[ Search

= _4MANUAL ADMINISTRATION
[+ __|EDIT SECTIONS OF WORKING MANUAL
[+ __|MANUAL SECTION MANAGEMENT
=] _YMANUAL TOOLS
Publish Manual

[E)] Multi-Delete Published Manuals Utility
# __|REPORTS
Update This Menu Tree

~ Multi-Delete Published Manuals Utility

Check the Manuals below and click the *Delete Selected Manvals® button to

[j Security and ALM policies (p

gchc.e-:- for board to review (published: December &

Policies for Board Revies
O Lending Section (publ

I | Delete Selected Manuals |

iblished: December

ath

0030
0 0

Printing Tips

See Appendix A and Appendix B for printing tips.
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Reports

A series of reports are available to help you better manage your policies. To access reports, expand the
REPORTS folder in the left hand navigation.

Working | Master | Archive
Search Working Manual: | |[ search |

= _§MANUAL ADMINISTRATION
[+ __|EDIT SECTIONS OF WORKING MANUAL
[# _IMANUAL SECTION MANAGEMENT

ru AR A rala s

[Z| Key Fields Report
[Z) Working Manual Report
[£] Working Policy to MASTER Policy Comparison Report
[E) Policy Notes Report
[Z] Update This Menu Tree

Key Fields Report

The “Key Fields Report” is a quick view all of how all the Key Fields in the system have been defined.
Clicking this link will bring up a list of all the Key Fields for your manual. Scrolling your mouse
through the list will show you the description for the Key Field and any text you may have entered to
define that Key Field.

Click on “Print Report” for a printed copy.

Key Field

Deseription Curent Value I
Hariie ’ o

. Notyet defined
' by CU

. Defined by CU |

e [1150.6]
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Working Manual Report
The Working Manual Report will show key dates for all of the policies in the Working Manual,

including the “Last Saved”, “Revised”, “Reviewed”. “Board Approved”, and “Added to Working from
Master” dates.

Clicking on any column heading will re-sort the list by the information in the selected column.

Note: "Last Saved" and "Added to Working from Master" dates are not available for any activity prior to
November 24, 2010

Working | Master | Archive Working Manual Report

search workng a9

al Brint report

= _JMANUAL ADMINISTRATION
+ __|E0IT SECTIONS OF WORKING MANUAL
+ __IMANUAL SECTION MANAGEMENT

(ChapterPolicy

LastSaved fRevised Bevdewed EoardApproved  Added toWorking from haster

Working Policy to MASTER Policy Comparison Report

This report will compare the content in all Working Manual policies to the content in the Master
Manual. It will simply display if the content matches or not. Content that does not match could be the
result of customization by the credit union, updates to the master that have not been incorporated into
the Working Manual, or a combination of both.

Working | Master | Archive Policy Comparison Report
e, m““k!:! Search Beiow ane the st of sl chaplersipolcies with e and conlent compared to MASTEF
i e l_. ._ aié i riot AvAMBE Tor Any acthity prior i Hevaner 24, 2
+ __JEDIT SECTIONS OF WORKING MANUAL

Policy Number Comparison Results Exists in Master Laat Saved
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Policy Notes Report
The Policy Notes Report will show all notes for all policies in the Working Manual.

Clicking on any column heading will re-sort the list by the information in the selected column.

Working | Master | Archive Policy Notes Report
Search Worldng Manuak| || Search | Beigw are the kst of al chagtersipalcies wih associsted notes n your manual Panl cegeet
=1 _JMANUAL ADMINISTRATION

+ _|EDIT SECTIONS OF WORKING MANLAL
+ _|MANUAL SECTION MANAGEMENT
¥ |MANUAL TOOLS
-1 _{REPORTS
[5] Key Fields Report
[} Working Manual Report

liotoOste  liote Entered By

[} Working Pobcy to MASTER Polcy Companson fleport
[) Polcy Motes Report
[5] Update This Menu Tree
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Manual Builder - The Master Manual

Accessing the Master Manual

To access the Master Manual, click on the “Master” link at the top of the Manual Builder area.

- I

¥ Manuats [LUSETE)

¥ | Master | Archive 9:29:00 AM on Monday, 3rd January 2011
Search Master:

Operations Manual | Rename

+ _IMANUAL ADMINISTRATION E
Getting Started:

o Key Fields Guide
e Suggested Steps

e System Features
e User's Manual

As with the Working Manual, you will need to expand the “Manual Administration” folder.

Within the “Manual Administration” is the Master Manual. Open the Master Manual folder and all of
the sections of the Master Manual are available. (Note: the working manual simply lists all of the
policies and chapter headings. There are no folders separating the chapters as in the Working Manual)

Click on any section within the Master Manual and the full master text of that policy will appear on the
right hand side of the screen. You can view and print the text, as well as copy this entire policy into
your Working Manual.

. el
torage, Manuals Library. 3

Working | Master | Archive ¥ Print Copy to working manual
Search Mashgr;l—”ml
S {MAMUAL ADMINISTRATION 1400: Legal Counsel
=] _{MASTER MANUAL

[E] 1000 - Adminis trative
[E] 1100 - Leadership
[Z} 1110 - Mission Statement

General Policy Statement:

130 - Credkt Union Values The Credit Union has established a relationship with outside begal counsel who advises the Credit Union when legal R
questions arise. Senior management has primary responsibiity for reviewing al legal matters and keeping the Board of

150 = Crecht Likn: History Drectors fully informed of the Credit Union's position and potentl tigation risk,

150 - Field of Membership

160 - Strategic Planning

70 - Equal Oppartunity Statement

E| 1200 - Organization

[Z] 1210 - Compensation, Reimbursement And
Indemnification

‘Guidelines:

1. SENIOR MANAGEMENT. "Senior Management”™ includes the President and Vice Presidents of the Credit Union
and any other officer so designatad.
[%) 1220 - Bond and Insurance Coverage

2. APPROVAL. Al requests for legal assistance must be communicated to senior management, who wil determine
[ 1230 - Regulatory Comphance alreg g must L 0 v i i

whether to retain counsel. Senior management wil thoroughly review the facts and circurnstances of each

[ 1235 - Education & Volunteer Training Guideines matter, evaluate claims and assess potentil risk exposure. All matters involving substantial kigation risk wil be
[E 1300 - Audits reported to the Board immedately.

[E) 1400 - Legal Counsel

[F) 1500 - Staffing 3. RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOVYEES.

Copying a Policy from the Master to the Working Manual

To copy a policy in its entirety to the Working Manual, simply open the policy within the Master
Manual. Click the “Copy to Working Manual” button, and the policy is now added to your Working
Manual.

Tip: If you are adding a new policy to your working manual, this is the only step necessary. If you are replacing an old policy in your Working
Manual with an updated policy in the Master Manual, first remove the old policy from your Working Manual (see page 29), then bring in the
updated policy. Bringing in the updated policy will not overwrite the old policy, but you will then have two policies (the old and the new) in your
Working Manual.
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Manual Builder - The Archive

Accessing the Archive

To access the Archive, click on the “Archive” link at the top of the Manual Builder area.

i I

Working | Master] Ardwe 9:34:48 AM on Monday, 3rd January 2011
Sort Archived Ttems

mummm Operations Manual [Rename

+ __|MANUAL ADMINISTRATION

Getting Started:

bd ELUULE L L
» Users Manual

As with the Working Manual and Master Manual, you will need to expand the “Manual Administration”
folder.

Within the “Manual Administration” is the Archived Sections folder. Open the Archived Sections folder
and all archived policies are available. By default, the sort order is by date, with the most recently
archived policies at the top of the list. You can change the sort order by clicking on the links directly
below the link to the Archive, which allows sorting by Policy Number, Policy Name or Date.

Click on any of the archived sections and the full text of that archived policy will appear on the right
hand side of the screen. You can view and print the text, as well as delete the archived policy, or copy
this entire policy back into your Working Manual.

frchive Date: December 29, 2010
= {MANUAL ADMINESTRATION
5 {ARCHIVED SECTIONS 3155: Travel Reimbursement

[5] 305 Accounts Payabe [Decerber 29, 2210)
[81 3135z Interest Income (Decembar 29, 20100
|:'I.vlt Loans [December 20, 2010) a
[ 43.40: Paitrh Managemant Macemhar 29, 2010) Revised: 12/03
Sec\m :kmr* Elb:om:f 3, 2';‘101

Ceneral Policy Statemant:

I v 11
5] 1190: Leade'ship Mhdunge: hovember 24, 2010)
(5] 1180: Laadershie (Moamber 34, 2080)

The Credi Union will reimburse representatives for legitinate business expense: mourred while engaged in Credit Union business. "Representatives” means Credit

100 Gerwersl Ascounying Paliey (Nevemder 30, E TR " : 3
._‘ 249) ! {members of Board of Directors. Credit Committee or Supenvisery Committes), employees. and volureers. Resmbursements will be issued by check or direct de The fu "
: i;iiwmw 2, 195} retubursements are prokubited .
Al e Sechons
1] Lielats This Mesu Tree o archived
Guidelines: .
textis

Al emploress et obtain prior spproval befors mcurrng business related travd expenies. All rembriable expenses must ba rubmited on the éxpense repodt fic

accompaned by proper documentation aad explaation when applicable. Expenses mus be submitted within siv moaths of ocomvence, Credi Unionrepreseatat ShOWn to

to be appropniate, vet prudent in ravel planning. Extravagant expenditirss will not be rembursed The Credit Undon wil comply with the Fasr Labor Standards A B

repulation: regasdng empiover expenses the rlght
__________________________________________________________________________________________________________________________________________________________
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Un-Archiving a Policy

To un-archive a policy, simply open the policy within the Archive.
Click the “Add This Archive to Working Manual” button, and the policy is now added back to your

Working Manual.

ety | Blasisn | Acchive
Sort Archved Items By: lume | Section | Date

seurch e |[5va ]
= {WAKBIAL AOWITNESTR ATION
= _JARCHNED SECTIONS

[E) T145: Aceounte Payabe (ucanbar 29, 2010}
8] 3135¢ Interest Income (Decesber 29, 2010

[&] 7191: Loans (December 13, 2000)

'Eu 4310: Patch Maragement [Decesber 29, 2010)
kuwl\- Drve @nwi-n I3, 2000}

1§
L b :hummmmge: _Nu'ambe'
1180: Leade-shin (Mowember 24, 2010)
J190: Leraersl ACCOURING FOBCY (Nesvemder S,
1999)

 Print | Deleie Archived Section I Add This Archive Section To Working Manual

Archien Date: Decomber 29, 2000

3155: Travel Reimbursement

Revised: 12/03
General Palicy Statement:

The Crede [mion will rermbirss representatives for legitmate hisness eepenses menrmred while engaged i Credit [lrion hosiness “Rensecentatioes” means Credit [Urion offi-ials
{members of Board of Directors, Credit Commitiee or Supervisery Committer), emplovees, and vohmeeers. Resmbursements will be :sued by check or direct depost. Cash

[E] 7258 Parwonal Loane Movembe 30, 1555}
1) Mut-Delete Archived Sectons
) Upsdate Thes Mesu Tree

retnbursements are probibited
Guidelines:

Al emploress st obtain prior spproval before meurrng business related rave expenies. All remburiable expenses must be submited on the expense report form
accomparied by proper documentation asd explaation when applicable. Expenses mut be submitted within sic months of ocourence. Credi Unionrepreseatatives are expected
to be appropaate, vet prident in ravel plnning Extravagant expenditures will not be rembursed The Credit Unson wil comgly with the Far Labor Standards Act pedelines and

regulation: regarding empoyer expenses

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

Deleting Archived Policies

Policies can be deleted from the archive in one of two ways.

1. When viewing an archived policy, use the “Delete Archived Section” button to delete that
particular section from the archive.

e S e
| Print | Dbl ATENIVSE SOCI0N ADG IS ATCRIVE SOCHON 10 VIOMKng Manusl

Working | Master | Archive
Sort Archved Items By: lume | Section | Date

seart ptme_[Sv00]
= _{MANUAL ADMINESTRATION
= _JAROHIVED SECTIONS
\ JW5; Accoints Paysbe [Diecerber 29, 2210}
[&1 3138 MH\G‘IHM‘GMZ‘F )

Archive vate,

wmais £, avw

3193: Travel Reimbursement

Kevised: 12003

General Folicy Statement:

il 1000; L:m:fmmhdww: Movember 24, 2010‘
8| 1100; Leade shio (Mowember 24, 2010)
_'-‘u Tl Carwenl Aremorvirs Pekey (esmber ¥,
1949
3] 7255: Personal Loans (November 30, 1953
16 Myt Delete Archived Sectons
) Lipdate This Mesu Tree

The Credi Union will reimburse representatives for legitmate business expense: mourred whie engaged in Credit Union business. “Resresentitives” means Credit Union offizials
(members of Board of Directors, Credit Commitiee or Supervisery Committes), emplovees, and volumeers. Reimbuorsements will be issued by check or direct deposit. Cash
remmbumsements are prohihited

Guidelines:

Al emplotess mt obtam prior spproval before meurrmg business related trave expenses. All remburiable expenses must be submitied on the expense report form
sccomparied by preper documentation nad explaation when spplicable. Evpences mt be mubmitted within sic moaths of e. Credi Ui i AR BTE SN
to be appropriate, yet prudent in wavel plning. Extravagant expenditurss will not be rembursed. The Credit Undon wil comply with the Faar Labor Standards Act pedelines and
requlation: regardng empioyee expenses
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Deleting Archived Policies (continued)

2. Delete multiple sections from the archive at one time by clicking on the “Multi-Delete
Archived Sections” link in the left navigation.

ety 1 Blasisn | Acchive

il i i Add This A To Working Manual
1t By: l | — o &'J\f cid This Archive Section To Wor Ma
srtarvedens oy une [ seton |06 [Derr et et
P — '

= _feBAIAL ATWITNESTR ATION
Y R 3155: Travel Reimbursement
[] T88: Accounte Payaba Macarbar 30, 210}
[8] 3115z Interest Income (Decesbar 29, 2010)
(B} 710 18 Losns {Dedesber 20, 2000}

Revised: 12/03

[ 4200 Socurty
& L] 3, 2010 General Palicy Statement:
(5] 1480: Lesde slip willid onges hluvembe 34, 2015)

[E) 1190: Leade-shin (Nowember 24, X110)

& !MB e o The Creds Union will rermburse representatives for legitmate busmess expense: menred whdle engaged i Credit Unicn business. “Representatives” means Credit Union offi-ials
¥

{members of Board of Diectors, Credit Commitiee or Supervisery Committer), emplovees, and vohmieers. Resmbursements will be issued by check or direct depost. Cash

1 etulng sewels e prolalbitod

Guidelines:

Al emploTess st obtain prior spproval before meurrng business related rave expenies. All remburiable expenses must be submited on the expense repornt form
accomparied by proper documentation asd explmarion when applicable. Expenses must be submirmed withn sic moarhs of occurrence. Credic Union represeratves are expected
to be appropriate, yet prudent in ravel plnning. Extravagant expenditur=s will not be rembursed. The Credit Unson wil comply with the Faxr Labor Standards Act pedelines and
regulation: regarding empoyer expenses

This will bring up a list of all sections within the archive.
Use the check boxes next to each archived policy to choose which policies should be deleted.
Click the “Delete Selected Sections from Archive” button.

Working | Master | Archive Multi-Delete Archive Utility
Sort Archived Items By: Name | Section | Date

B e )

= _JMANUAL ADMINIGTRATION
= _JARCHIVED SECTIONS
[ 3105: Accounts Payable (December 29, 2010)
[ 3135: Interest Income (December 29, 2010)
[E] 7101: Loans (December 29, 2010)
[E) 4310: Patch Management (December 25, 2010)
(31 4200: Secunty Devices (December 29, 2010}
(51 3155: Travel Resmbursement (December 259, 3010)
[X) 1100: Leadership with changes (Movembsr 24, 2010)
[ 1100: Leadership (November 24, 2010)
[E) 3100: Gansral Accounting Policy (Movember 30,
1

[E) 7255: Perional Loans (Movember 30, 1999)
[ Muti-Delate Archived Sactions
(7 Update This Menu Tree

mE
Ca

s

O
215
e
[#] 110
Oate
O

Delets Selactad Sectons fram Archive
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Library

Click on “Library” in the right hand navigation of the Home Page to access the CU PolicyPro Library.
This is a “read only” area where you can find information and tools.

Wednecday, December 29, 2010
Welcome Back, Mary Ann [@ a0 sl Buider

E ranager HManuaks

Storage
Admsinistration

Change Password

rees Logoff

POSTED 12/14/10
Technical

e faatuiers, wasit

The Library is divided into four sections:

1. Notes. All of the past monthly OPS Notes newsletters are stored in this tab. As part of your
annual fee, you have unrestricted access to each of them.

2. Updates. CU PolicyPro is updated semi-annually. 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.

3. Tools. The Tools area provides additional resources such as sample forms and definitions.

4. System Documentation. The User's Guide and other documentation to help you get the most out
of your manual.

To access any of the items in the Library, simply click on the name of the folder (or the plus/minus sign
to the left of the folder), and click on the item you want to view. The item will open in a new window.

Tip: clicking on the folder icon itself will not expand or contract the folder — you must click on the folder name or the
plus/minus sign next to it.
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Storage

Click on “Storage” in the right hand navigation of the Home Page to access the Storage Area.

=2 I

Wednesday, December 29, 2010

Welcome to CU PobcyPro Oriine Pobcy Wislomme o tany A [@ rranus Builder
Manual, We e dechcated to the

stration

.
m Employec Manuals Change Password
[ T T — Logolf

PolcyPro system. Thess: DO NOT
affect the content. For a ful kst of the
updates, .

s - For a video
demonstration on how to use all of the
new fieatuers, vsit

The Storage area allows you to upload and store documents. Once in storage, document can be posted
to the Home Page, either in the “Manager Resources” or “Employee Resources” folder.

Many credit unions also upload working documents so they can continue to work on their manual from
remote locations, such as their home, or another branch location, where the documents on their computer
or network will not be available.

Storage File Structure

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

o '

[Slorlul‘l Manuals ' Library . Home.

Welcome to Storage!

Storage is ke having your own online hard drive, Upload fles from your system and store them online, Use the available folders or create your own o keep your fles organized.

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

Notbe: All documents placed in the "Manager Resources” folder wil be avaiable on the home page to users with access to "Manager Resources”. All documents placed in the "Employes Resources” folders will be
avalsble on the home page to ol users.

Flle(s) to Upioad Add another Fie

(large fles may take several minutes to upload)

New  Current Folder: Root

Hame

Copyright £ 2011 by Clicorp
Ml rights reserved | Digclamer
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Storage File Structure (continued)

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

P |

['Slerwl] Manuals BRLIbEALY

Welcome to Storage!

Storage is ke having your own online hard drive, Upload files from your system and store them online, Use the avaiable folders or create your own to keep your fles organized.
To Begin: Select the folder in which you wish to place the file and didk Browse to begin the upload process.

Note: All documents placed in the Manager Resources” folder wil be avadable on the home page to users with access to "Manager Resources”. All documents placed in the Employes Resources” foiders will be
avaiable on the home page to all users,

Fie{s) tn tipdiad Add another Fie

(large files mary take several minutes to upload)

Current Folder: [Employee Resources

BN Name

74 3 ouessam Rl X

Copyright © 2011 by Clicorp
Al rights resarved | Disclamer

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.

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

Folders
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Uploading Files to Storage

Choose the folder to which you want to upload your document.

To upload a document, click the “Browse” button next to the File Upload field. 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. Click the “Add Another File”
link to add as many upload fields as you need.)

-l Welcome to Storage!

[ avaiable on the home page to all users,

Storage is ke having your own online hard drive. Upload files from your system and store them online. Use the &
||| To Begin: Select the folder in which you wish to place the file and dick Browse to begin the upload process.

[ || Note: All documents placed in the "Manager Resources™ folder will be available on the home page to users with 3

H| File(s) to Upload

(large files may take several minutes to upload)

((EBrowse... ] Add Another File
(Browse... ] 1
(Browse.. ] [1

Current Folder: [Employee Resources

“Browse” to choose
your file.

“Add another file” to
open an additional
upload field

loyee Resources” folders wil be

Last Modified
Jan 3, 20119:55 AM

Once you’ve found the file, to upload, click on the file name, then click the “Open” button on the

dialogue box.

P—

s & g cuCae: Complance Center - Storage

Lock i [ 23 Poboy Supplement | «BcFBE
PR ) Ex
=
| storage | T MyRecent %7250
Documerts = oon
Welcome to Storage! S
I . our's " Deskiop
torage i Boe having your own online hard drive. Upload files from your system and store th
o Begin: Select the folder in which you wish 1o place the fie and dick Browse to begn the
plote: Al documents placed in the Manager Resources” folder will be avaldable on the home
wadabile on the home page o al users, My Documents
File(s) to Upload . and Settings\mek My D \Work D| [ Browse__] 5
My Computes
i
- . C =
(large fles may take several mnutes to upload) Myp:lm“ Fie name: e —J
Flesoltype:  [AlFdesl =
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Uploading Files to Storage (continued)

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

will be uploaded.

Welcome to Storage!

Storage is lke having your own online hard drive. Upload fies from your system and store them online, Uss the avalable folders or create your own to keep your fles organized,

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

Note: All documents placed in the "Manager Resources” folder wil be avalable on the home page to users with access to Manager Resources”, Al documents placed in the Employee Resources” folders will be
avalable on the home page to all users.

File(s) to Upload  [C:\pocuments and Settings\mek My Documents work | [ Browss___| Add Another File
C:'\Doouments and Settingsimeky DocumentsWork D) | Browse.. | [-]
ic: \Documents and Settings\mek My Documents \Work O (Bowse. ) [:1

nay take several minutes to upload)

Current Folder: [Employee Resources

Last Modified

Note: The Storage 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.
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Opening files in Storage

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

o |

[Storage |IHR AT

Welcome to Storage!

Storage is ke having your own online hard drive. Upload fies from your system and store them online, Use the available folders or create your own to keep your fles organined.
To Begin: Select the folder in which you wish to place the file and didk Browse to begin the upload process.

Note: All documents placed in the Manager Resources” folder wil be avadable on the home page to users with access to "Manager Resources”. All documents placed in the Employes Resources” foiders will be
avadabie on the home page to all users,

Fie(3) toitipload Add another Fie

(large files may take several minutes to upload)

New  Current Folder: [Employee Resources

M oot Hame

Copyright £ 2011 by Clicorp
Al rights resarved | Disclamer

7%  Jan3 2uessam o BlS

Making Changes to Files in Storage

If any changes are made to the file after it is opened, the file must first be saved locally, then the updated
document re-uploaded to Storage.

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

Renaming Files in Storage

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

Explorer User Prompt

Script Prompt
Enter the new name far "CUY ‘wiorkOrder_20071113. doc'
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Copying files in Storage

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

B Bl XK

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 Storage

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

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.

Move to which Folder
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Deleting files in Storage

To delete a document from the Storage area, click the “Delete” icon to the far right of the file name.

This will permanently delete the document from the Storage 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 right hand navigation of the Home Page to access the Admunistration

Area.

Wednesday, December 29, 2010

Vihelcome to CU FoboyFro Onlne Fobcy
Manual, We'Te dechicated io the
mucress of this site for both you and

o Credit eeion, ond oonitimesly
work &0 improve this ste with
enhancements and updates,

POSTED 12/14/10
OPS Notes

The manthly OPS Motes newsl=tier fior
Decerrber is now avadable in the
library. This month's ediion is on the
TFACT Act — Risk-Based

MNobices” rule that takes effect on
January 1, 2011

PUSTED 13/ 14) 10
Technical System Updates

PolcyPro system. These DO NOT
affect the content. For a full kst of the

. For a video

Welcome back. Mary Ann

B +=rager tanual=
B ransger resources
B £mvtovee Manuals

E Employee Resounces

@ reavusi putlcier

B vbrary

TIE ge
AdminEstration

ll§] Change Password

Logofi

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, uploading your

logo, and viewing your license and subscription information.

Administration

Welcome Message
Disclosure Statement

Elorage

Manuals © Library - Home

Administrabion is devided into six sections:

PRl o

CU PolicyPro system,

WELCOME TO ADMINISTRATION!

The Adminstration screen allows the Systems Admnstrator to manage mportant funcbons such as assigning Security Levels, addng New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

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

Disclosure Statement. Edit the Disclosure Statemant text viewed in the Publshed Operatons Marual, just after the Title Page.

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

Security. View users and access levels, and assign Access Levels to individusl or group users from this sreen.

Access Levels. Alows the ceation of ntermediate levels of access = between read-only and full admin. Rights can be assigned to one or more individual area of the

Licensing Info. Thes will show your current number of usars assigned and the total number of user boenses avaliable. Ths also shows your subscripbon expration date.
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Adding a Welcome Message to the Home Page

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

Btocaos BRMA oAl DI 1bcary Bilkiome.

Adminstration | WELCOME TO ADMINISTRATION!

The Adminstration screen allows the Systems Admnstrator to manage mportant funcbons such as assigning Security Levels, addng New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

Administrabion is devided into six sections:

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

Disclosure Statement. Edit the Disclosure Statemant text viewed in the Publshed Operatons Marual, just after the Title Page.

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

Security. View users and access levels, and assign Access Levels to individusl or group users from this sreen.

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

. Licensing Info. Thes will show your current number of usars assigned and the total number of user boenses avalable. Ths also shows your subsriphon expration date.

PRl o

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

WELCOME MESSAGE

I Call o if you need help. I

This message will now appear on the Home Page

: Wednesday, August 19, 2009
Welcome bo €L PolicyPro Orline Pr’. ¢

Cal Joe i you need hep.
succees of this sits for both you ana o e

your credt urion, and continualy
wiorh o Enprgue this st with m Manager Manuals
enhancements and updates,

POSTED 61/3/08 n Manager Rescurces
The manthly 0PS NOTES aditionfor
July is avadable in the lhrary. Ths B erwiorer Manuals

Canc Ack Implsmentation” and covers = ABC CU Policy Manual {Date Published: 2009-07-28)
the first round of Requistion 2
i"rw a5 anesut of the Credt Card ﬂ Emploges Resources

- Section 2211 - Business Accounts (with

revigions ).doc
to disouss the

updahes - coning Augist 4 and

Bugust 121
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Adding a Disclosure to the Published Manual

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

itorage Manuals | Library.  Home

Administration WELCOME TO ADMINISTRATION!

R e

The Adminstration screen allows the Systems Admnstrator to manage mportant funcbons such as assigning Security Levels, addng New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

Administrabion is devided into six sections:

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

Disclosure Statement. Edit the Disclosure Statement text viswed in the Publshed Operatons Manual, just after the Tide Page.

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

Security. View users and sccess levels, and assign Access Levels to individual or group users from this sareen.

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

6. Licensing Infio. Thes will show your current number of users assgned and the total number of user lcenses avalable. Ths also shows your subsipbion expration date.

AWM

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

Storage. Manuals Library. -

—
DISCLOSURE STATEMENT H

Published Manual Disclosure Statement:

This manual is the property of ABC Credit Union and may not be reproduced without the written consent of
the CEQ, Board or Directors or ather credit union designee.

re has been Updated

This message will now appear on the in the Published Manual, on the
between the Title and the Table of Contents.

Published M Training CU PolicyPro 2 - Microsoft Internet Explorer

Operations Manual

zTraining CU PolicyPro 2

Thig manual is We property of ABC Credit Union and may not be reproduced without the wriitten consent of the CEO, Board or Directors or other credit union designee.

Table of Contents

* Chapter 2000: Operations

Section 3100: General Operations Policies

Section 3110: Bank Secrecy Act

Section 2120: Cash

Section 3125: Teller Over/Short

Section 3125: Teller Over/Short

Section 3130: Dual Control

Section 3140: Purchaging

Section 3145: Office of Foreign A sset Control
Section 3150: Signing Authosity

Section 3185: Third Party Due Diligence & Oversight
Section 3100: Disaster Contingency Planning
Section 3191: Chain of Conmand

Section 3103: Emergency Powers

Section 3103: Statement of Decision Criteria
Section 2195 Pandesic Influenza P it & Response
Section 3200: Member Services
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Adding New Users

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

o rage SN nuAlLs B Tb ra oy SHome.

Administration WELCOME TO ADMINISTRATION!

Welcome Message
[ R The Adminstration screen allows the Systems Adminstrator to manage mportant funcbons such as assigring Security Levels, adding New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

Administrabion is devided into six sections:

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

Disclosure Statement. Edit the Disclosure Statemant text viewed in the Publshed Operatons Marual, just after the Title Page.

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

Security. View users and access levels, and assign Access Levels to individusl or group users from this sreen.

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

6. Licensing Info. Ths wil show your current number of users assgned and the total number of user boenses avadable. Thes also shows your subscripbion expiration date.

AWM

Eloragn. Mankals L Ibrary. Home
Administration Users I_m Save

‘Welcome Message
Disclosure Statement User: | Smith, john »
Users x
Security User Hame: {johnsmith
Access Levels Last Name: | Smith First: xchn ML |
Licensing Info
Corporate Logo Password (if changing, please fill in):

Re-Type Password:

% 4 e, : ”
be updated by fling in the password feids and saving the form. Passwords must be at
Optional Fields
E-Maik
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Adding New Users (continued)

This will bring up the “New User” form.

1t Manuals L \brary .
New User | save | concel |

(%) Create Individual User Login O create Group User Login

Last Name: First: M.L:
User Hame:

Email Address:

Password:
Re-Type Password:

atieast 5
caprial letter and one rumber.
Access Levek admin ¥

Individual User - This options allows you to assign each employee 3 pnigue user name and password. We recommen d using their E-mail address as the
rrrrrrrrrr

Group User - This option allows you to assign user name and password for use by multiple individuals, When selecting group user names, designate
t tles distinctive to your organization. For example: If your company name were XYZ Corp, the User Hame "employee” would be IWGCH"K— Entering
“xyzemp” would be more to update the p if there are hanges or

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

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)

For either an Individual or Group User, type in the First and Last Name (or Group Name for Group
Users), the User ID, Email address, and Password. (Passwords are encrypted and must be entered in
twice for security reasons).

From the dropdown list, choose the Access Level this user will have.

When you’re finished, click the “Save” button.

@ Create Individual User Login O Create Group User Login

Last Hame: Jetsen First: George H.L:
User Name: george Eatnon. com
Email Address: george Ejetson. com
Password: Tl
Re-Type Password: sasssnn
m;'ukmm:eﬂwarmomww*—“m
fe el e one rumber.
By default, only “Admin” and
Access Levek lodmin  |») “ ” -
e — Employee” access levels are available.
Individual User - This options allows e smployee & e
wername. v “m . To add additional access levels as seen
5 P e i .o b it here, see page 62

“xyzemp” would be more appropriate. Remember to update thepa

Tips: 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.

Page | 60



Administration

Editing or Deleting Users

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

This will bring up the list of current users. Use the dropdown list to view individual user information.

For any user, you can update the user’s first or last name, user name, password or access level. When

any changes are made, click the “Save” button.

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

2{orage BEMAnbAls BLibrary B Home

Users

User: | Smith, john b

User Hame: johnemith
Last Name: Smith First: xchn ML

Password (if changing, please fill in):
Re-Type Password:

J

visdie, however, S
be updated by filing in the password feids and saving the form. Passwords must be at
inast & iy

Access Levek: employee I
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Adding/Editing Additional User Access L evels
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 Logoff) will be available to an Employee level user.

You may find it useful to have access levels between Admin and Employee. To create and define these
intermediate levels of access, click on the “Access Levels” button on the left navigation.

i1orags BMMAnUALS

WELCOME TO ADMINISTRATION!

The Adminstration screen allows the Systems Adminstrator to manage mportant funcbons such as assigring Security Levels, adding New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

Administration is dvided nto six sections:

Welcome Message. Edit the Welcoms Meszage text vewed
Disclosure Statement. Edit the Disdosure Statement tex
Users. Add, edit or delete individual or group users or their

y users of the system on the Home Page screen.

wed in the Publshed Operatons Manual, just after the Title Page.

swords with this function.

Security. View users and sccess levels, and assign Access Levels to individual or group users from this sareen.

. Access Levels. Alows the ceation of intermediate levels of access = between read-only and full admin, Rights can be assigned to one or mare individual area of the
€U PolicyPro system.

. Licensing Info. Thes will show your current number of usars assigned and the total number of user boenses avalable. Ths also shows your subsriphon expration date.

LT

This will bring up Access Levels Form.

vy T
Access LEVELS

Access Level: | manager ~

Operations Manual
] Manual Builder
Library

[ Storage

[] Manager Resources

There are twe default accesslevels that are fully d and are not editable:

#dmin - The Administrator has access to all site functions induding HR Central, Administration, Storsge and all purchased services.

employee - The Emplcyee has access only to HR Central ko view posted information that was placed in the HR Central “Emg” Folders found in the Storage Tab,

Click “New” to create a new access level. You will be asked to name the access level.

Then, use the checkboxes to determine what access these users will have.

Manual Builder allows this user to access the Manual Builder area, and the user will have full rights to edit the

Working Manual, including publishing, archiving, etc.

e Library allows the user to access the resource found in the Library

e Storage allows the user to full access to the Storage area, including uploading files and posting them to the
“Employee” and “Managers Resources” folders.

o Manager Resources will allow this user to see the documents posted in the “Manager Resources” folder, as well as

manuals posted to the “Manager Manager” folder.

Choose one or more access rights for the user level, and click Save.

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

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

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

Administration

Welcome Message

WELCOME TO ADMINISTRATION!

The Adminstration screen allows the Systems Admnstrator to manage mportant funcbons such as assigning Security Levels, addng New Users, and editing the Welcome
Massage, To access the indwvidual administration tool, dick on a topc found in the navigabion to the left.

Administration is dvided nto six sections:

. Welcome Message. Edit the Welcome Message text viewed by users of the system on the Home Page screen.
Disclosure Statement. Edit the Disclosure Statement text viswed in the Publshed Operatons Manual, just after the Tide Page.
Users. Add, edit or delete individusl or group users or their passwords with this function.
Security. View users and sccess levels, and assign Access Levels to individual or group users from this sareen.
Access Levels. Alows the ceation of ntermediate levels of access = between read-only and full admin. Rights can be assigned to one or more individual area of the
CU PolicyPro system,

. Licensing Info. Thes vl show your current number of users assigned and the total number of user bcenses avalable. This also shows your subscripbion expeation date.

PRl o

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

lapuals’ Library .

SECURITY

Access Levels

admin
employee
|manager
Users with N ACCESS Users
powds otk
All users with s George All users with any
this access e other access level

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.

N brary

SECURITY
Access L ryrds
C—
Smpaed
ITACSDer
Users with pdimin alcess Users
i -Groug-, best
i — e o
Bush, Gecege
Smith, Joe

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

To view your licence and subscription information, click on the “Licensing Info ” button on the left

navigation.

This will display the number of users you currently have set up, and the total number available. By

default, each credit union receives 50 user licenses.

This will also display your subscription expiration date.

Total Bumber of Users:
Number of User Licenses:

Storage Expiration Date:
Manuals Expiration Date:

LicensING INFORMATION

7
50

2012-12-31
2012-12-31

Corporate Logo

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” button n the left navigation.

Use the “Browse” button to upload your logo. Your current logo will show below the “browse” field.

To replace a current logo, simply use the “Browse” button to upload the updated logo, which will

replace any logo currently in the system.

Administration CorporaTe Loco
Welcome Message

Disclosure Statement Published Manual Corporate Logo:

Security

‘ | Corporate Logo

Current Logo:

¢

Chick the "Browse” button to choose your logo from your computer or network.
Users Chick the "Save" button to upload and save your logo to the system.

—
Licensing Info Uploaded Loges must be in Joey Tormat, no weoer and than 500 pixels. Best if in 300 dpi or better resolution.
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Appendix A — Printing Tips

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.
It is recommended to remove everything from the “Header” field, and either removing everything from the “Footer”

field, or, if you want the page numbers to print, enter the code “&p of &P”. This will print in the footer the format
“Page X of Y”.

See Appendix B for more header and footer codes.

_
FS’ ‘Published Manual: CLJ. Wind R
@convert - [5) Select G
_ e _man{ith 35
Google | 2 sesnch + b il - G-
WS | g Marual - Operational @iConvert ~ [ Select
1 Go gle
PR
T wand
Working | Master | Archive View & Pog
Search Working Hanuat ][ Sea10 | bk enh Operations Mar| *
LYt s e cani ) AlowEmso ] Er—
il [5] Ak s CU PolicyPro Trainin __
= _AMANUAL TOOLS Auomatically Select v
[ Publsh Manual
[ Views and Post Published Manuals
e e S Table of Contenti™ T oo
@) _|REPORTS > Heades
&) Update This Menu Tree oolicies for bonra 1ol * Chapter 4000: Security
[ Anow Empio:
] Atow Mansg » Policy 4100: General Security Procedures fonis
= 2 » Policy 4110; Burglary Procedures
Pobicies for Board § » Policy 4120 Information Security
[ anow Empioy » Policy 4125: Incident Response Oreniaon sk Incriot]
[ Astow Manag « Policy 4130: Kidnap Hostage Procedures () Potiad Left 07s
scv 4140: Robbery Procedures -
R ; T e L S O Land T 075
= on (5 SBev 4150: Workplace Violence s &
L) Allow Emplor 0 SECUHI‘_. Devices
[ ABow Manag . guard dog oK
uter Security & Control
r— « Pobicy 4310: Patch Management
L__Update Acc} ey 4320: Computer Hardware And Software Acquisition
« Pobey 4340: Remote Access
» Chapter 5000: AssetTiabitv M
» Policy 3100 General Asset Liability Management
n_e__. EARN. AT SO LT WL et ]
& Internet L
_

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.

Tip #2: Printing a Page Range
Because this is an HTML document, the page numbers will not display until you have printed. To print a specific
page range, use the “Print Preview” function to determine the page range you want to print.

To do this:
Open your published manual.

From the File Navigation menu, choose “File”, then “Print Preview” The “Print Preview” will allow you to view all
the pages
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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
Current page number and total

Example of what will print

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

&b Page &p of P

Current page number and total

pages in document (centered)

Page 1 of 22

Page | 66



