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Getting Started: General Information & Support

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

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.

Technical support is provided by the staff at CU Solutions Group. If you have questions or need assistance,
please email hrsupport@cusolutionsgroup.com or call 800-262-6285 x527.

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

Good Luck!
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Getting Started: Logging In

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

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

MEMBERS

MEMBER LOGIN

If you have forgotten Py el A -
your password, you can Privacy Palicy _ [Eeasasnens

hrsupport@cusolutionsgroup.com

use the “l Forgot My (800) 262-6285, ext. 527

Password” link on the
left side of the screen.

CU Policy Pro requires the following:

72 FaYea
Adobe
Click here to download Click here to downlosd Click here to download
Internet Explorer Firefox Acrobat Reader

Copyright © 2012 by Leagque InfoSight
All rights reserved | Disclaimer
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Getting Started: The Home Page

LEFT

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, August 22, 2012

Welcome o CLl PolcyPro Online Policy

Manual, We'e dedicated to the success
5 site for bath you and your credit E Library
I, and coninualy work to mprove m Manager Manuals

dte with prhanrameni and sndates 1] .
e ’ This tolder is currently emply Storage

Wealcose hadk, Maiy Aok m HManual Buslder

POSTED 7/31/12 B Mansger Ressoroes E Administratisn

mrﬁmm.ﬁ-km This folder is currently empty H Change Password

s "Multi-Featred Lending Programs.,
= m Employee Manualk Logofi

Training
SRR T oder s comenty ety
avalable for CU PolicyProl o
aoress: the new user online traiing or ﬂ Employee Resources

io access Advanced User
Traireng,

F'tg’:rmhf training? for

n ion on upcoming traring

sessions., New and Advanced User CENTER
fraining is avalable guarterfy.

Uiser Quisstions?
Contact Mary Ann Koelzer at
B00. 2626285 ext. 527, or

This folder is currently emply
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Working with Policies: Accessing & Navigating Manual Builder

All policies are housed in the MANUAL BUILDER area of CU PolicyPro. Manual Builder can be opened by
clicking on the “MANUAL BUILDER?” link on the right side of the screen when you first login.

Tuesday, August 21, 2012

Welcome back, Mary Ann
Welcome to CU PolicyPro Online Policy Sy Manual Builder

Manual. WeTe dedicated to the success hello. how are you. Call Joe for help,

of this site for both you and your credit E Library
union, and continually work to improve

this site with enhancements and updates. Manager Manuals Storage

This folder is currently empty

Administration

POSTED 7/31/12

The OPS Notes newsletter is now E Manager Resources
available in the online library. July’s topic . 4
is "MultiFeatured Lending Programs. ” This folder is currently empty

Change Password

Logoff
Online Training is Available! Employee Manuals
On-demand video training is now i E
available for CU PolicyPro! o This folder is currently empty
access the new user online training or
to access Advanced User E Employee Resources
Training.

This folder is currently empty

Near the top left of the screen, there are links to access the Working Manual, Master Manual and Archive. When
you access MANUAL BUILDER, by default you will be in the Working Manual. Click on the links to switch
between the Working Manual, Master Manual and Archive.

When you first enter the MANUAL BUILDER area, some resources for Getting Started are available on the right
side of the screen. As you move through the navigation found in the Working Manual, Master Manual and
Archive, 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.

Switch between '
Working, Master and

[ 550 | Manuais | 807 0 Navigate the site

Archive l Working | Master | Archive
Sea =] h c
reh = I Operations Manual |Rename

__IMANUAL ADMINISTRATION Getting Started:

Getting Started
s Key Fields Guide Information
Suggested Steps

s System Features
o Users Manual
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Whether you are in the Working Manual, Master Manual or Archive, the navigation will be along the left side of the
screen, starting with a folder titled “Manual Administration”. Additional folders of navigation are contained within
the “Manual Administration” folder.

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

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

Click the minus sign to Working | Master | Archive
contract the options Search Working Mamlah| |I Search I

. . Working | Master | Archive EJMANUN‘ ikt

Click the plus sign to T _|EDIT SECTIONS OF WORKING MAMUAL
expand the options h Working Hanual:| || Search | " IMANUAL SECTION MANAGEMENT
__|PUBLISHIMG TOOLS

MANUAL ADMIMISTRATION __|REPORTS

[ Update This Menu Tree

Working with Policies: Important Definitions

e The Working Manual is used to maintain and customize the policies for your credit union. Your CU PolicyPro manual
was set up one of two ways, depending on when it was set up. For more information on how to access your Working
Manual to see which way your manual has been set up, see pages 15-16.

Method 1: The Working Manual was pre-filled with all 200+ model policies from the Master Manual. Many
credit unions set up with this method have chosen to remove all policies except for the select set of policies
they want to start working with. This can make customizing and updating policies much less overwhelming.
Any model policy that is removed from your Working Manual can be added back at any time.

Method 2: The Working Manual was set up with the chapter folder structure, but no model policies were
added.

e The Master Manual contains all available model policies. Any model policy can be copied from the Master Manual
and placed into the Working Manual.

e The Archive allows you archive policies from the Working Manual. Policies are typically archived when they policy
has been in use by the credit union and is about to be changed in some way.
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Working with Policies: Viewing & Printing Model Policies

Model Policy (2] 1140 - Credit Uinion Histary

Listing

Click on the “Master” link at the top left of the screen to make sure you are in the Master Manual.

Click the plus sign next to the “Manual Administration” folder and the “Master Manual” folders to expand both
folders.

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

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

To Print a model policy, click the “Print” button at the top of the model content.

B

storage; Manuals

SearchMaster| [ Searcn |

1235: Education & Volunteer Training Guidelines

[= _AMANUAL ADMINISTRATION
[ _4MASTER MANUAL
[E] 1000 - Administrative
[E] 1100 - Leadership
[E) 1110 - Mission Statement

m

Revised: 01/11

[E] 1120 - Vision Statement

[E] 1130 - Credit Union Values General Policy Statement:

The Credit Union recognizes the importance of obtaining ongoing education in order to more effectively serve the membership. T

] 1150 - Field of Membership staff and Board attendance at education sessions aimed to assist in this endeavor,
[E) 1160 - Strategic Planning
[£] 1170 - Equal Opportunity Statement The following conferences, seminars and courses have been identified as valuable opportunities for volunteers and employees. At
) 1200 - Organization be authorized through the regular budgeting process or through separate Board approval.
[E] 1210 - Compensation, Reimbursement And

Indemnification 1. VOLUNTEERS.
[E] 1220 - Bond and Insurance Coverage
[E] 1230 - Regulatory Compliance A. Board members, at the time of election or appointment, or within a reasonable time thereafter (not to exceed six
[E] 1235 - Education & Volunteer Training Guidelines working familiarity with basic finance and accounting practices, including the ability to read and understand the Crec
| 1240 - Enterprisa-Wide Risk Management income statement and to ask, as appropriate, substantive questions of management and the internal and external
[E] 1300 - Audits

i. Board members who were elected or appointed either before or after January 27, 2011 who do not posse:

e R A L L P

Working with Policies: Adding Policies to the Working Manual

Model policies from the Master Manual, or your own unique policies, can be added to your Working Manual.

Adding Model Policies from the Master Manual to the Working Manual

Adding model policies from the Master Manual to the Working Manual can be done one of two ways.

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

1.

2.

Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

Under the “Manual Section Management” folder, click the “Multi-Add to Working from Master Utility” link. On the
right side of the screen, a form will appear listing all model policies available from the Master Manual, with a
checkbox next to each policy.

Click the checkbox next to each model policy that you want to move from the Master Manual to your Working
Manual.
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AL901 | Manuals Libr,

Working | Master | Archive

Search Working Manuak| [ earcn ]

[ _4MANUAL ADMINISTRATION
_|EDIT SECTIONS OF WORKING MANUAL
| = _MANUAL SECTION MANAGEMiI.ur
Add Sections

Multi-Delete Section Utility
Multi-Do Mot Publish Utility

I
Multi-Add to Working From Master Utility

Auto Revise Manual Setting
Multi-Key Fields Update
_|PUBLISHING TOOLS
_ |REPORTS
Update This Menu Tree

L[y

Multi-Add to Working From Master Utility

Check the sections below and click the “Add to Werking from Master” button to copy to your working manual from master.

[ SelectiDeselect All Sections

[T 1000: Administrative
[T 1100: Leadership
[ 1110: Mission Statement
[C11120: Vision Statement
D 1130: Credit Union Values
[T 1140: Credit Union History
[T 1150: Field of Membership
D 1160: Strategic Planning

Model Policy Listing — click

the checkbox next to each

policy you want included in
your Working Manual

D11T-G: Equal Opportunity Stats

D1ZGG: Organization

D 1210: Compensation, Reimbursement And Indemnification

D 1220: Bond and Insurance Coverage

D 1230: Regulatory Compliance

| PP

5. Scroll to the end of the page and click the “Add to Working from Master” button. The current model policy version
from the Master Manual for each selected policy will be added to your Working Manual.

ity Themt Red Flag Guidelines

ogaoooooo

100 6 Affilabe Marketing Rules

Add to Working fram Master |

Tip#1: the model content is divided into eleven chapters. The chapters are numbered from 1000 — 11000.
Each chapter page is divisible by 1000 (1000, 2000, etc). Chapter pages include a table of contents for what
is included in the chapter, but do not include policy content. The chapter pages have been already included
in the Working Manual, and unless they were intentionally removed by the credit union, chapter pages do not

need to be added into the Working Manual.

Tip#2: If you are adding 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 42 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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Adding Model Policies from the Master Manual to the Working Manual (continued)

Option 2: Add one policy at a time. This option works best if you want to review the content of a model policy before
bringing the policy from the Master Manual to the Working Manual.

1.

2.

Click on the “Master” link at the top right of the screen to make sure you are in the Master Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Master Manual”

folders.

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

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

screen.

Click the “Copy to Working Manual” button to move a copy of this model policy to the Working Manual.

Working | Master | Archive

searchtraster |

_IMAMUAL ADMINISTRATION
=] _4MASTER. MANUAL
1000 - Administrative
1100 - Leadership
1110 - Mission Statement
1120 - Vision Statement
1130 - Credit Union Values
1140 - Credit Union History
1150 - Field of Membership
1160 - Strategic Planning
1170 - Equal Opportunity Statement
1200 - Organization
1210 - Compensation, Reimbursement And

Indemnification
1220 - Bond and Insurance Coverage

1230 - Regulatory Compliance

1235 - Education & Volunteer Training Guidelines
1240 - Enterprise-\Wide Risk Management

1300 - Audits

1400 - Legal Counszel

11500 - Siaffing

i m Copy to working manual

m

1235: Education & Volunteer Training

Revised: 01/11

General Policy Statement:

The Credit Union recognizes the importance of obtaining ongoing education in order to more effectively sen
staff and Board attendance at education sessions aimed to assist in this endeavor.

The following conferences, seminars and courses have been identified as valuable opportunities for volunted
be authorized through the regular budgeting process or through separate Board approval.

1. VOLUNTEERS.

A. Board members, at the time of election or appointment, or within a reasonable time thereaft]
working familiarity with basic finance and accounting practices, including the abilty to read an
income statement and to ask, as appropriate, substantive questions of management and the

i. Board members who were elected or appointed either before or after January 27, 20
hawve until July 27, 2011 to obtain them.
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Adding Unigue Policies to the Working Manual

1.

2.

7.

Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

Click the “Add Sections” link

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

Tip: The policy number must be greater than 1000. Section numbers below 1000 have no associated
Chapter folder and will not be accessible for editing in the Working Manual.

To add more than one policy at one time, click the “Add Another Section” link.

Click the “Add Section” button. This creates a blank policy in your Working Manual. The new policy will appear in
the Working Manual in numeric order.

Working | Master | Archive -
Senrch Working Masst | [ Searcnh Manual Administration : Add Section Module
5 _YMANUAL ADMINISTRATION Add Section
[+]_|EDIT SECTIONS OF WORKING MANUAL
= ' ; PSS Section ID Section Name
=== sdction Utility
[E Multi-Do Not Publish Utility
[ Multi-Archive Utlity Add Another Section
[E) Multi-Add to Working From Master Utility
[E) Auto Revise Manual Setting Add Section(s)
[E) MultiKey Fields Update
+ __IMANUAL TOOLS
[+] __|REPORTS
[E) Update This Menu Tree

To add a new chapter, type in the Chapter number in the “Section ID” field and Chapter name the “Section Name”
field. Chapters must be divisible by 1000 (i.e. 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 policy the same number as an existing policy, don't worry! You
won't overwrite the existing content. You will simply have two policies with the same number. However,
this is not recommended, so if you notice that you have duplicated a policy number, we recommend
changing the number on the new policy you created.

Page | 14



Working with Policies: Finding a Specific Policy
If you're looking for a specific policy, you can use the “Search” function, found in the upper left side of the navigation.

Either the Working Manual or Master Manual content can be searched; however, for a complete search of the model
content, we recommend you search from the Master Manual.

Working | Master | Archive

ISear(:h I'-'Iaste|:| || Search I I

] JI’“‘I#\NU#\L ADMINISTRATION
1 _{MASTER MANUAL

1000 - Administrative
1100 - Leadership
1110 - Mission Statement
1120 - Vision Statement
1130 - Credit Union Values
1140 - Credit Union History
1150 - Field of Membership
1160 - Strategic Planning
11170 - Faval Onnorhunity Statement

Also, the Alphabetical Policy List is a great tool to find a specific policy. To view the Alphabetical Policy listing, follow
this link: http://www.cusolutionsgroup.com/files/cusg/15/file/Pro%20Products/Alphabetical%20Policy%20L ist.pdf

Working with Policies: Navigating the Working Manual

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Edit Sections of the
Working Manual” folders.

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

) __3000 - Accounting
[+] __|4000 - Security
[+] __|5000 - Asset/Liability Management
[+ __]6000 - Investments
[+] __|7000 - Lending
[+] __|B000 - Other Real Estate Owned (OREO)
[+] __|9000 - Federal Regulations
[+] __|10000 - Records Retention
& __] 11000 - Fair Credit Reporting Act (FCRA)
[+ __|MANUAL SECTION MANAGEMENT
[+ __|PUBLISHING TOOLS
[+ __|REPORTS
[Z) Update This Menu Tree

Page | 15



3. The Working Manual is divided into Chapters, covering different operational topics. Expand each chapter folder to
view the policies found within that chapter. Note: if you haven't added any policies to a particular chapter, you will
get the message “Currently No Subsections” when you expand the chapter folder.

Remember that the Working Manual may not contain all of the available model policies, but model policy content

can be added at any time from the Master Manual. See pages 11-14 to add additional policies to the Working
Manual.

Working | Master | Archive

Search Working Hanual:| || Search I

= _{MANUAL ADMINISTRATION
= _{EDIT SECTIONS OF WORKING MANLIAL
11000 - Administrative
_ 12000 - Operations
_ 13000 - Accounting
= _{4000 - Security

4120 - Information Security Policies in the “Security”
4310 - Patch Management chapter of the Working
Manual

4315 - Firewalls
4320 - Computer Hardware And Software
A

uisition
[=] 45000 - Asset/Liability Management
CLURRENTLY MO SUBSECTIONS The “Asset/Liability Management”
000 - Investnents Chapter currently has no policies added

17000 - Lending

__|B8000 - Other Real Estate Owned (ORED)

__ 19000 - Federal Regulations

__ 110000 - Records Retention

111000 - Fair Credit Reporting Act (FCRA)
;lM.ﬂJﬂL.lAL SECTION MAMAGEMENT
;lPL.IELISHING TOOLS
__|REPORTS

Update This Menu Tree

4. Click on the selected policy within the Working Manual, and on the right side of the screen the full text for that
policy will show. Note: Chapter pages can also be selected and edited. However chapter pages contain a piece
of code that will generate a Table of Contents for that particular chapter and do not contain policy content.

Note: On the chapter pages, for manuals created prior to January 2011, the Table of Contents is not code,
but simple text that may need to be updated as you add or remove policies 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 hrsupport@cusolutionsgroup.com.
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Editing Policies: General Information
When you open a specific policy, the full text of the policy is available on the right side of the screen. It opens within a
content editor, allowing full customization of the text.

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

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

Below the content area are editor notes, date information specific to the policy, and action buttons to save, preview or
archive the content.

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

Page Name [Information Security | section 1D Do Not Publish Section I
Revised Date \';’ Auto Update Revised Date L d Date U Board Approved Date U The Toolba r
[ & Source | B i P & | Font ~| Size Al M- 5 [

B I U she|x x| = iS = @ B = &)

Revised: 02112 2

General Policy Statement:

The Credit Union recognizes its responsibility to safeguard member information and will treat the private financial information of Credit Union's members ("member

information™) with appropriate care in order to maintain the confidentiality, integrity and security of member information. The purpose of this policy is to set forth the
guidelines for management and staffto use in establishing and maintaining policies and procedures to safeguard member information. The Credit Union will comply The content
with all applicable laws and regulations governing the safeguarding of member information including NCUA Guidelines for Safeguarding Member Information (Part
748) (the "Guidelines”) and all other applicable laws and regulations regarding the safeguarding of member information.

Area

Guidelines:

1. POLICY AND PROGRAM RESPONSIBILITY.

A Board Responsibility. This Information Security Policy ("Policy”) and any recommended changes shall be approved by the Board of Directors ("Board”).
The Board may delegate its oversight responsibility to a Board Committee. The Board will appoint a [[4120-1] for the Credit Union on an ([4120-2]] basis.

B. Management Responsibility. Credit Union Management ("Management’) through an Information Security Committee ("Committee”) will be responsible
forthe develonment imnlementation and maintenance of the Credit LInion's Information Security Proaram (Proaram™ and may assion these

- : Added to Working from Master Date: 08/21/12

Editor Note: Editor Notes Last Master Revised Date: 02/01/12

[ Save | [ Preview J [ Archive ] Action Date
buttons information
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Editing Policies: The Toolbar

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

| section 10 Do Not Publish Section

Page Name Ilulo rmation Security

Revised Date LA Auto Update Revised Date  Reviewed Date &) Board Approved Date W
: =] Sourze |: o AL E | - | Size B3R SR A =TT Y
B U oabe| 2 xS i iE | ENE NG O Q=

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

Page Name [Information Security

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

Section ID [4120

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), this is not recommended as many of the
model policies refer to each other by the original ID assigned.

] Do Mot Publish Section

Checking the “Do Not Publish Section” box will omit this
section from any manuals published from this point forward
(until the box is unchecked). For more information on
publishing, see pages 44-50.

Revised Date W I

Click in the “Revised Date” field to open a calendar 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 43 for
information on how to automatically check or uncheck this
box on all policies in your manual.
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I—l Click into the “Reviewed Date” field to open a calendar

Reviewed Date it 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.

Click the to remove the Reviewed Date.

Click into the “Board Approved Date” field to open a
Board Approved Date N 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

[=] Source behind the page, and modify it directly, if desired. It is 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 pasted text.

Paste from Word — Pastes text into the editor while

ﬁ 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 22
for more information on this tool.

—
-

v Spell Check. Use the dropdown and click “Enable

i1 Enable SCAYT SCAYT" to turn on the spell check. Spell check is

- : - disabled by default because running spell check on some
Cptions of the longer policies can cause the system to run slowly.
Languages Spell check does not open a pop up for misspelled words,
About but will show a red squiggly underline in the content area

for any words the system does not recognize. Right click
on the underlined word for spelling suggestions.

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

ﬂ Find — Allows you to search the current policy for specific
text.
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Icon Function

Replace — Allows you to search the current policy for
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.

Remove Formatting — removes all formatting from any
highlighted text

Fant

Font — Standard tool to allow changes to font type face.

Size =

Size — Standard tool to allow changes font size.

Text Color — allows color changes to highlighted text.

Background Highlighting — Highlights behind text.

Maximize Editor. Increases the editor size — some
toolbar icons and tools below the editor are hidden when
this icon is used. Click on the icon again to restore these
hidden tools.

Show Blocks. Shows individual blocks of text throughout
the document.

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

Numbering and Bullets — standard icons for applying
numbering and bullet formats. See pages 23-36 for more
information on applying these styles.

T
]

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.

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

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 26-27 for more information on
inserting graphics.

Insert/Edit Table. Inserts a table into a table or allows
editing of an existing table. See pages 28-29 for more
information on Tables.

0| E

Horizontal Rule — places a horizontal line across the
| — screen.

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

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

Editing Policies: Adding and Editing Text

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

Text can also be copied/pasted from other sources, such as MS Word, or Excel. When pasting from another source,

itis recommended to use either the “Paste from Word” icon or the “Paste as Plain Text” icon, rather than
using CTRL+V or aright click to paste in the text. See below for more information on using these icons.
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Editing Policies: Paste from Word

Page Name [Information Security | section 1 Do Mot Publish Section

Revised Date ! Auto Update Revised Date  Reviewed Date % Board Approved Date L
: [=] Source | 33 £ &7 | Font ~ | Sire «li da- 71T B

B T U ke % Fau||FEIAE[LGD D = 03

1. Highlight and copy the text in the Word document.

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

from Word” will appear over the proper icon.

3. A pop up dialog box opens to allow you to paste 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
Pleaze paste inzide the follwing box using the keyboard [Clrl+¥] and hit
oK.

lgnore Font Face definitions
Femove Styles definitions

OF | | Cancel |

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

in with no issue.

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

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

e Columns. If columns were set up in Word, the column structure will not be retained. Tables must be
used to recreate the columns. See pages 28-29 for more on how to build a table.

e Spacing. Extra space between paragraphs is common, and extra spaces often need to be removed.
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Editing Policies: Creating and Formatting Numbered & Bulleted Lists

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

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

Applying Numbered Lists to Paragraph Text

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

page Name [Information Security | section 10 [4120_]| 7] Do Hot Publish Section

evised Date e’ [[] Auto upd ised Date g d Date e’ Board Approved Date e’
ESuun:ejids By @ 5§ i 4% b 0] Fortt - | Size v]ifﬁ'a'—v'ji_]laj
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Guidelines:

POLICY AND PROGRAM RESPONSIH

75 [ IResponsibility. This Informatic. . - . Policy ("Policy”) and any recommended changes shall be approved by the Board of Directors ("Board”). The Board may
delegate its oversight responsibility to a Board Committee. The Board will appoint a [[4120-1]] for the Credit Union on an [[4120-2]] basis

Management Responsibility. Credit Union Management ("Management”) through an Information Security Committee ("Committee™) will be
development, implementation, and maintenance of the Credit Union's Information Security Program ("Program™ and may assign these responsibilities.

ASSESSMENT OF RISK. From time to time, but at least once every 12 months, Management will identify and assess the risks that may threaten the security,
confidentiality, or integrity of the Credit Union’s information systems, and determine the sensitivity of member information and the internal and external threats to its
integrity. Management will evaluate and adjust its risk assessment on a periodic basis and in light of any relevant changes in technology; changes in internal and
external threats, changes in the member base adopting electronic banking; changes in member functionality offered through electronic banking; and actual incidents of
security breaches, identity theft, or fraud experienced by the Credit Union or industry.

EEATTEEE AT RS, Management will conduct an initial and ongoing risk management analysis of its controls, , and procedures to proactively
prevent, detect and respond to all identified risks and intrusions that may occur. The scope of the risk management analysis will cover, physical facilities controls,

Creating a Sublist in an Existing Numbered List

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

2. To create a sub-list, highlight the text that should be indented, and use the “Block Indentation” icon.
Tip: when highlighting, only a portion of the text in the last line needs to be highlighted. If the entire last

line of text is highlighted and the block indentation is not working, try highlighting only a portion of the
last sentence.

Page Name [Information Security | section 1D [4120_| [7] Do Mot Publish Section
e’ [l Auto Update Revised Date  Reviewed Date u’ Board Approved Date a’
Vol 44 24 0]§Font - | Size ']"ﬂ'av']_m@t]
XZJEEE b —— El@EE=E QS
748) (the "Guidelines™) and all other applicable 139 regarding the safeguarding of member information.

Guidelines:

1. POLICY AND PROGRAM RESPONSIBILITY.
Board Responsibility. This Information Security Policy ("Policy”) and any recommended changes shall be approved by the Board of Directors ("Board”). The
Board may delegate its oversight responsibility to a Board Committee. The Board will appoint a [[4120-1]] for the Credit Union on an [4120-2]] basis.
Management Responsibility. Credit Union Management ("Management”) through an Information Security Committee ("Committee™) will be responsible for the
EETE D E sl A G EEr] and maintenance of the Credit Union's Information Security Program ("Program™) and may assign these responsibilities.

4. ASSESSMENT OF RISK. From time to time, but at least once every 12 months, Management will identify and assess the risks that may threaten the security,

confidentiality, or integrity of the Credit Union's information systemns, and determine the sensitivity of member information and the internal and external threats to
its integrity. Management will evaluate and adjustits risk assessment on a periodic basis and in light of any relevant changes in technology; changes in internal
and external threats; changes in the member base adopting electronic banking; changes in member functionality offered through electronic banking; and actual
incidents of security breaches, identity theft, or fraud experienced by the Credit Union or industry.

5. RISK MANAGEMENT AND CONTROLS. Management will conduct an initial and ongoing risk management analysis of its controls, policies, and procedures to
proactively prevent, detect and respond to all identified risks and intrusions that may occur. The scope ofthe risk management analysis will cover, physical
facilities controls, access controls, internal controls, ongoing monitoring of risk and controls, an intrusion response plan, and a disaster recovery plan.
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3. By default, the sublist will have the same numbering structure as its parent list.

Slorage. M"uﬂ‘l Library  Home

bage Name [Information Security | section 1 | Do Not Publish Section
Revised pate € [ Auto Update Revised Date  Reviewed Date €9  Board Approved Date (X
i ESource || % 42 v k9 - e @ | Fort | Size | -2 S [
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748) (the "Guidelines™) and all other applicable laws and regulations regarding the safeguarding of member information.

The sublist has
the same
formatting as
the parent list
style.

1. POLICY AND PROGRAM RESPONSIBILITY.

R R Tl Sl M El =y, and maintenance of the Credit Union's Inf tion Security Progi ("Program”) and may assign these
responsibilities.

2. ASSESSMENT OF RISK. From time to time, but at least once every 12 months, Management will identify and assess the risks that may threaten the security,

confidentiality, or integrity of the Credit Union’s information systems, and determine the sensitivity of member infl tion and the ints | and ext | threats to

its integrity. Management will evaluate and adjust its risk assessment on a periodic basis and in light of any relevant changes in technology; changes in internal
and external threats; changes in the member base adopting elecironic banking; changes in member functionality offered through electronic banking; and actual
incidents of security breaches, identity theft, or fraud experienced by the Credit Union or industry.

3. RISK MANAGEMENT AND CONTROLS. Management will conduct an initial and ongoing risk management analysis of its controls, policies, and procedures to
proactively prevent, detect and respond to all identified risks and intrusions that may occur. The scope of the risk management analysis will cover, physical

facilities controls, access controls, internal controls, ongoing monitoring of risk and controls, an intrusion response plan, and a disaster recovery plan.

4. To change the style of the numbered list, right click on the highlighted text, and choose “Numbered List
Properties”.

Guidelines:

1. POLICY AND PROGRAM RESPONSIBILITY.
i MBoard Responsibility. This Information Security Policy ("Pol
e Board may delegate its oversight responsibility to a Bo,

2 3 S * Union Management ("
fortheq 4 Cut n, and maintenance of {
respong -

2 ASSESSMENT| - =% but at least once every
confidentiality, ( .y Paste n's information systems
its integrity. Ma djustits risk assess
and external th r base adopting electr
incidents of security breaches, identity theft, or fraud experienced b

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

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

Numbered List Properties B

Start Type

Mumbers (1, 2, 3)
Lowercase Letters (3, b,
Uppercase Letters (4, B, C)

ud experienced 0yt Large Roman MNumerals {1, 11, 111)
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Double Spacing Items in a Numbered List
The model policies are double spaced to make reading the policies a bit easier. However, by default, the CU
PolicyPro system will single space each item in a numbered list.

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

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

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

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

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

While many methods can be used to create a numbered list, following the order of operations below to add a new item
into an existing numbered list will provide the best result.
4. Place your cursor at the end of the previous item within the existing numbered list.

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

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

7. If necessary, position the new numbered list item using the “Block Indentation” icons.

Tl
]

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

b. If the item should be in a parent position (needs to outdent to the left), use the “Block Indentation” icon with
the left arrow (decrease indent). The left “Block Indentation” icon can be used more than once if the item
needs to move to a farther left position.

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

8. Format the new item if necessary. If you have moved the new item as a sub item (moved it right), the system will
give it the same format as the parent. See page 23-24, items 3-6 for more information on how to format a sublist
item.

9. Add spacing as needed. See above for information on spacing items within a numbered list.
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Inserting Graphics into a Policy

To insert a graphic:

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

=
2. Click the “Insert/Edit Graphic” icon.

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

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

2 Image Properties -- Web Page Dialog

| Image Properties

Image Info | Link I Advanced

URL
| oz s |
Alternative Text
Fresiew
i ~

ety l:l aQ Lorem ipsum dolor sit amet, consectetuer adipiscing —
Height l:l elit. Maecenas feugiat consequat diam. Maecenas

metus, Vivamus diam punss, cursus a, commodao

non, facilisis vitae, nulla. denean dictum lacinia
Border tortor, Munc iaculis, nibh non iaculis aliquam, orci
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,
Align :l Curabitur molestie. Duis velit sugue, condimentumn at,

ultrices a, luctus ut, orci. Donec pellentesque

egestas eros. INteger cursus, augue in cursus

faucibug, eros peds bibendum sem, in tempus tellus

re
dr

5. 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.

6. 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.

B ‘

B CU-policyprotgh pg

2TKB

T Upload a new file in this foffer
(e | e (]

&] Dore

2 @ Internet
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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 | Link | Upload | Advanced

1 URL

] y
i [70PS fmem/cient/ TRAIN20082/storage/ opsfiles image/C1 [

Alternative Text

Presties
‘wiidth | 177
a o - !_DIEITI
Height | 87 1 nnfiry ipsum
s UL Y dolor sit
I amet,
y Bordsr PR’{' consecteh )
HSpace n precuct o Clcarp® adipizcing
efit.
T V5pace Maecenas feugiat conzequat diam. Maecenas
1 . metus, Vivamus diam puruz, cursus a H
eft b TP ‘
i aliot) commodo non, facilizis vitae, nulla. Aenean
dicturn lacinia tartor, Munc iaculiz, nith non bt
K £ > 4
|
1

t Ok, | Cancel |

9. Using 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 pixels) to the left and right of the picture. The larger the number, the larger the
space.

VSpace: Vertical padding (in pixels) 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 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 create your table.

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

Revised 06/08
General Policy Staterment

The Board recoghizes the risks associated with doing buginess in today's financial industry and acknowledges its responsibility to protect the assets
ofthe Credit Union. Itis the policy ofthis Credit Union to regularly review the risks, analyze the potential for loss, and provide insurance coverage that
appropriately covers the risk of financial Inss_Such insurance coverane will meet the minimom reoolatare reonirements anplicable to the Credit Union

Table Properties
Guidelines

Fows: 3 “width: a0 percent %

Columns: |2 Height:

Border size: |1 Cell zpacing: |1

Alignment: | <Mot sty w Cell padding: |1

Caption:

Summary:

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

EB 7 U | % ¢ i IS 1Y

| Font * | Size v i Ty Iy i

{=F¥ 1=

Revised 06/08
General Policy Statement
The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its resp(

iz | of the Credit Union. Itis the policy of this Credit Union to regularly review the risks, analze the potential for loss, and prot Note: the content within this table is made
appropriately covers the risk of financial loss. Such insurance coverage will meet the minimum regulatary requirements . N -
up for illustrative purposes only, and is not

Guidelines part of CU PolicyPro, and should not be
considered valid content for the product

Company Coverage
¥¥Z Bond Company Covers genaeral staff for theft, efc... to §1,000,000
ABC Bond Company Covers rmanagement for theft, etc.. to $10,000,000
|

Editing Tables

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

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

columns.

Company Coverage
HYZ Bond Company Covers neneral staff for theft, etc.. to 1,000,000
ABC Bond Company Covare rmananarggnt for thef, etc... to $10,000,000
[ Paste

Cell 3

Flow 3

Column »

Delete Table

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

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

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

Use the “Column” option to add or remove columns. Place your cursor in a current column, and columns can be
added left or right of the current column. The columns will automatically adjust based on the amount of text in each.
To adjust column width, use the “Cell” properties (see #1 above).
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Saving Policy Edits

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

A Imform senior managemant of any legal matter thiat may imp-act the Credit Unian. This includes Senvice
ntice of bankmuplcy, or notice of detault and sale

B. Fallow-up promplly on any request made by legal counsel

. Keenlenal counssl annised of an new develanments nedaining tn s leaal matter which has hesn

Editor Note: |

Save || Preview || Archive

Previewing Policy Edits

1. Click the “Preview” Button directly below the content editor a to open a new window with a preview of how the
policy will look when printed.

A Imform Senior managemant of any legal matter thiat may impact the Credit Unian. This includes Senice
natice of bankruplcy, or notice of detault and sale

B. Fallow-up promptly on any requiest made by legal counsel

Keen lenal counsel anndized of any new develanments nedaining tn any leaal mater which has heen

Editor Nobes
Save || Preview || Archive

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

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

Printing a Single Policy from the Working Manual

1. Click the “Preview” Button directly below the content editor
2. Ato open a new window with a preview of how the policy will look when printed

3. At the top of the preview window is a “Print” button that can be clicked to print this single policy.
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Using Editor Notes

Each policy has Editor Notes available directly beneath the content. These notes appear only on the editing screen of
the individual policy or in the “Policy Notes Report.” See page 55 for more information on the Policy Notes Report.

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

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

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

include this in the Note content.

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. Keeplegal 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

I_ Eﬂm‘ r Note: |.ndded new ParagraEh 4 to name our lﬂal orﬁceJ |
Save || Preview || Archive I

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

FEPUIEU W U DU U
3 RESPONSIBILITIES OF CREDIT UNION OFFICERS AND EMPLOYEE S.

A Inform senior management of any legal matter that may immpact the Credit Union. This include s 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

L € Keenlenalcounsel annrised of any new develonments nedaining to any lensl matter which has heen refered i lenal counsel

Editor Note: [

Praview Archive

Date Note: By Note

12/29/10 13:47 Mary Ann Koelzer Added new Paragraph 4 to name our legal office.
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Key Fields Content

CU PolicyPro model policy content includes a series of Key Fields to assist with customization of the model
policies. Key Fields are bits of information which are important to completing the policy, but will vary from credit
union to credit union. An example of a Key Field would be the maximum amount allowable in a teller's drawer.

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 in the Key Fields Guide document in the LIBRARY under “System Documentation”.

Within the content, a Key Field is a small piece of code. The Key Field code is typically a number enclosed in
double brackets (e.g., [[2400-1]]). The first number of the Key Field correlates to specific policy numbers, making
them easy to find throughout the Manual.

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

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

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

4. DEPRECIATION METHOD. The Credit Union will use the [[3130-2]] method for depreciating fixed assets. The Board may empower management to instruct the
accounting department to use a d ?xd'n change in method will be noted in the Board minutes.

Current Key Field Content.
If the content is the Key ¥

— Field rumber, the key ] e e o
Field has not yet been
Save | | Preview | | Archive | defined.

Link to Descr-iption.of what 'th_e
Key Field Key Fields Key Field will be defining
. Key Field Conten Description /

[[2130-1]] $1,500 Insert the amount of expenditures that wil be expensed.

[ [[3130-211 [3130-2] Define the depreciation method the Credit Union wil use for depreciating fixed assets
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Defining Key Fields

Key Fields can be defined one of two ways: At the individual policy level, which allows you to define the Key Fields for
a single policy, or using the Multi-Key Fields Update, which allows you to define Key Fields for multiple polices at once.

Define Key Fields at the Individual Policy Level

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Edit Sections of the
Working Manual” folders.

3. Open a policy that contains Key Fields.

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

Link t.o Key Fields
Key Field Key Field Contents Description
Database 3130-1 £1,500 Insert the amount of expenditures that wil be expensed.
— @ [3130-2] Define the depreciation method the Credit Union will use for depreciating fixed assets

5. A pop up box will open. Define the Key Field in the box labeled “Enter Your Key Field Content Here” area of the

dialog box. Remove the Key Field number as it is only an indicator that the Key Field has not yet been defined.
If the Key Field number not removed, it will print as part of the policy.

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

- :
W
(=2 Insert Internal Links - Windows Internet Explorer Elﬂlg

3 Iy - - i r I ]
% |§ https://secured.cusiteonline.com/OPS/mem/ops_manual/ac @ E|

| |

Edit Key Fields

Mame 3130-2 |
1 ]
Enter Your Key Field Content Here
n —
[3130-2] <
Define your Key Field here.
=== Remove the Key Field
number.
Irn
Click the “Update Key Field”
Cancel button to save changes.
Description [r—
Define the depreciation method the Credit Union will uze for  » Fi
depreciating fixed assets | a(
e
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7. Once you have updated the Content of the Key Fields, the content will not show up until the page is refreshed.
The easiest way to do this is to save the policy. Until the page is refreshed, you will not see your content in
the Key Fields area.

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

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

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

2. EXPENDITURES. All expenditures undej [[3130-1]] vill be expensed and all others will be depreciated. 5

3. DEPRECIATION SCHEDULE. Fixed assets will be deprecialo™®
Union owns the asset Depreciation will accumulate in a contra a:
depreciation accounts will be removed from the books. Any difference be

a piece of code

gain or loss.
4. DEPRECIATION METHOD. The Credit Union will use thg [[3130-2]] iethod for depreciating fixed 3assets The Board' may empower management to instruct the
accounting department to use a different method as it Tee BFressary. Any such change in method will be noted in the Board minutes.

2 Ihe senvice life of the as Text in the books at costfor as long as the Credit
gunt When the Py " sset, the cost and applicable
B policy remains e sales price will be recorded as a

& ) I I Added to Working from Master Date: 08/13/12
Editor Note: Last Master Revised Date: 07/01/09
| save [ Preview ] | Archive |

“Contents”
Key Fields i,
Key Field T Description updates in the
[[3130-11] £1,500 o shew®  Key Fields area  |; aypensed.
[[2130-211 straight ine Define the dep T ene-erearcunion will use for depreciating fixed assets

- =
7 & section Preview: SECTION - Windows Internet Explorer _ [ =
L

| & htips://secured.cusiteonline.com/OPS/mem/ops_manual/adm/section_preview.php?passedid=3589 a

3 File Edit View Favorites Tools Help

ql X %Conver‘t - @Select
< Policy 3130: Fixed Assets

Revised: 07/09

General Policy Statement:

Il The Credit Union will properly account for fixed assets.

il Guidelines:

1. HISTORICAL COST. All fixed assets shall be recorded at cost. Cost includes all expenditures required to

place the asset in service, including but not limited to the purchase price, shipping charges, insurance, sales tax,
and installation charges.

(=]

EXPENDITURES. All expenditures undeg $1.500

ill be expensed and all others will be depreciated.

3. DEPRECIATION SCHEDULE. Fixed assets will be depreci®™wdygver the service life of the asset. Assets
will remain on the books at cost for as long as the Credit Union owns the ®gf, Depreciation will accy
a contra asset account. When the Credit Union disposes of an asset, the cost Mggpplicable deg
accounts will be removed from the books. Any difference between the net book value of th™megg

sales price will be recorded as a gain or loss.
4. DEPRECIATION METHOD. The Credit Usion will use th hethod for deprecia
assets. The Board may empower management to instruct the acclemimg=seprrthent to use a different method ‘ Trr

In “Preview” (and published)
mode, the Key Field code is
replaced with the Key Field
definition.

as it deems necessary. Any such change in method will be noted in the Board minutes.
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Define Key Fields directly in the Key Fields Database

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

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

4. On the right side of the screen, a full list of all Key Fields in the Key Fields database will show. Note: There are
many Key Fields, so the Key Fields list is very lengthy. You will may to scroll to see all of the Key Fields.

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

Working | Master | Archive Key Field Name Description Current Value

- I
Search Working M | “ Search I 31251 ldentify and list Credit Union officers authorized to approve transfers between [3125-1]
correspondent financial institutions. B

=l _MANUAL ADMINISTRATION

LIAL
I _MAMUAL SECTION MAMAGEMENT I

TR =TT
Multi-Delete Section Utility
Multi-De Mot Publish Utility . " !
[ Multi-Archive Utiity Define Key Fields in the
Multi-Add to Working From Master Utility “Current Value” column
o a e O H B | =2

[E| Multi-Key Fields Update Define the depreciation method the Credit Union will use for depreciating foced straight ine
__|PUBLISHING TOOLS assets

Insert the amount of expenditures that will be expensed.

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

30-1 Specify whether the periodic statement will include an opt-in or out-out notice [9430-1]

Click the “Update” button at the end of the .
Multi-Key Fields update listing, or your

changes will not be saved.
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Archiving Policies

If you wish to make a copy of a policy before making changes to it, you can place a copy in the Archive. This section
describes how to add policies from the Working Manual into the Archive. See pages 38-39 for information on viewing
policies in the Archive and restoring policies from the Archive back into the Working Manual.

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

Archive a Single Policy at Individual Policy Level
1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Edit Sections of the
Working Manual” folders.

3. Open the policy you wish to archive.

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

A Imdorm senlor management of any legal matter thial may imp-act the Credit Unian. This includes senvice
notice of bankmuplcy, or notice of default and sale

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

C__Keen lenal counsel anndsed of any new develnnments nedzining tn any leeal matter which has heen
Editor Note:
| Save |

| Archive |

Praview

5. Once in the Archive, the archived version of the policy can be viewed, printed or restored back to the Working
Manual.

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

Archive Tip #2: Many credit unions choose archive a yearly (or semi-annual) copy of all policies for
historical purposes. Often the policies have not changed, but a full point in time copy of all polices is
required. If you are archiving the entire manual for historical purposes, it is recommend to Publish the
manual and retain the Published Manual as the historical archive. This will help keep your Archive area
easier to maintain. Keep in mind that a published manual version of a policy cannot be restored back to
the Working Manual, but often the historical archive is not meant for that purpose.
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Archive Multiple Policies at One Time
1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

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

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

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

Orage | Manuals | T

Working | Master | Archive Multi-Archive thility

seorch working Honuek[__|[Searen]

= _AMANUAL ADMINISTRATION

& the sectons below and chek Ehe "Copy Sectionys

SelecyDeselect All Sechons

O T T T

Delete Section Utiity
[ Sy

My
(% Mult-Aad b Waeking From Master bty
(4] Alato Rivise Marual Setting
(R Ml Key Falds Updata
# __|PUBLISHING TOOLS
+ __|REPORTS
[ Undate This Menu Tree

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

Choose
the sort
order to
view the
archived
policies

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

PR

Manuals

Working | Masterl] Archive
Sort Archived Ttems

: Date
Search Archive:

+ __|MANUAL ADMINISTRATION

9:34:48 AM on Monday, 3rd January 2011

Operations Manual |Rename

Getting Started:

» Key Figlds Guide

» Suggested Steps

» System Features
» Users Manual

Click on the “Archive” link at the top right of the screen to make sure you are in the Archive.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Archived Sections”
folders. A listing of all archived policies is available underneath the “Archived Sections” folder.

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.

Using the buttons above the content, you can view and print the text, as well as delete the archived policy, or
copy this entire policy back into your Working Manual.

Sort Archved Ttems By: | Section | Date

= _feEhAl RWTNEETRATION
= JAROHIED SECTIONS
[ 1195 Accounte Bayaba (Dacarber 0, 210}
[R] 3135 Interest Income (Decesber 29, 2010)
[E] 714 1n Loans (December 20, 3010}
[E] 4310z Patch Maragement (Decesber 29, 20101

(5] 1190: Leadeshio (Mowember 24, 2010)
[E1 2190 Germeryl Accouming Folcy (eovember 30,
199)
[ 7258 Peveoasl Lasns Nesember 30, 1553)
1| Mut-Delete Archived Sectons
) Uclats Thie Mam: Traa

| em Print, Delete, Add
FICIRAS UATE: LRCOmDeT £, SULY tO Working

3155: Travel Reimbursement

 —

Revised: 12/03
General Folicy Statement:

The Credit Union will reimburse representatives for legitmate business expense: mcurred while engaged in Credit Union business. "Representaves” 1
(members of Board of Directors, Credit Commitiee or Supervisery Committes), emplovees, and volueers. Reaimbursements will be issued by chech

et scwnls ae prolaliod
Guidelines:

Al emplotess mt obtam pror spproval before meurrng business related trave expenses. All remburiable expenses must be submutied on the expe
accomparied by proper documentation asd explanarion when applicable. Expenses must be submired within sit moaths of occurrence. Credi: Union
to be appropriate, yet prodent in ravel plaming. Extravagant expenditurss will not be remburssd. The Credit Unson wil comply with the Far Labor
regulation: regardng empoyes expenses

The full
archived
text is
shown to
the right

—
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Un-Archiving a Policy
Tip: When un-archiving, be sure to first remove the unwanted policy version from your Working Manual (see

page 42), 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.

1.

2.

Click on the “Archive” link at the top right of the screen to make sure you are in the Archive.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Archived Sections”
folders. A listing of all archived policies is available underneath the “Archived Sections” folder.

Click on the policy you wish to un-archive.

Click the “Add This Archive to Working Manual” button, and the policy is now added back to your Working

Manual.

Working | Haster | Archive
Sart Archved Items By: lume | Section | Date

A e )
= _ymAMUAL ALAINESTRATION
= _JARCHIED SECTIONS

&) 3193: Accounts Payate (Decerter 79, Z110)
[ 3125: Interest Income (Decesber 29, 2010)
[&] 7001: Loans (December 29, 2010)

[ 4310 Paich Management [Decesber 29, 2010)

el Riesmbuorsement (December X, 2010)
: ship with changes November 24, 2011)
(] 1100; Leade ship (Nowermber 24, 2010)
[ 3100: Garweyl Azcouning Polcy (November 30,
1999,
1] :z::?mmmms (hovember 30, 1w
) Mut-Delete Arceived Sectons

al

Deleis Archived Section |l Add This Archive Section To Working Matal

Archires Date; December 29, 2000

3155: Travel Reimbursement

Revised: 12/03
General Policy Statement:

The Credie Union will reimburse representative s for legitimate business expense: incurred while engaged in Credit Union business. “Representatives” means Credit Union offizials
(members of Board of Directors, Credit Commitiee or Supervisery Committes), emplovees, and volumeers. Reimbursements will be issued by check or direct deposit. Cash
rembursements are prohbited

Guidelines:

Al emplotess mt obtam pror spproval before meurrmg business related trave expenses. All remburiable expenses must be submitied on the expense report form
accompanied by proper documeriation asd explanation when applicable. Expenses mut be submitted withn sic moaths of oceurrence. Credi Umionsepreseatatives are expected
to be sppropriate, vet prudent in rovel planning. Extravagant expenditerss will not be reimbursed The Credit Undon wil comply with the Fosr [obor Standards Act pedeline: and
regulation: regardng empoyes expenses

Deleting Archived Policies

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

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

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Archived Sections”
folders. A listing of all archived policies is available underneath the “Archived Sections” folder.

3. Click on the archived policy that you want to delete.
4. The archived text will appear on the right side of the screen.
5. Click the “Delete Archived Section” button above the content.

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

Wierking | Mastar | Archiva
el hi Ard This A Ta Vork i
Ttems by: F | ? Deleie Archived Sectn il This Archive Section To Viorking Manua
A for wreaa i wrea wdam e s, mnrEAE
e I 2 :

= _{MANUAL ADMINISTRATION
= {ARCHNED SECTIONS 3155: Travel Reimbursement
[5) 45 Accourss Pavebe (Decenber 39, D10
[5) 3115 Interest Income (Decesber 29, 2010)
5] 700t Lean Descwenar 20, 2010

K] 43:0: Patch Management (Decenber 29, 2010) Revised: 12/03
4200: Sacuriby Deaces Diecamber 35, 2010}

d R eamburzement [December 55, 2010 General Palicy Statement:
1100z Lasdurehin with changae Mevember 34, 3018}
[] 1180: Leade-shn (Movember 24, 2050)

B e by s o The Creds Union will reimburse represeniatives for legitmate business expense: meurred while engaged m Credit Union business. “Reoresentitives” means Credit Union offizials
199

{members of Board of Diectors, Credit Commitiee or Supervisery Committer), emplovees, and vohmeeers. Resmbursements will be :sued by check or direct depost. Cash
131 7255: Personal Loans Noverbe 20, 19531 remmburzements ave prohibited

1) Muti-Delete Archived Secions

% Upcdsts This Mesu Tres i

Gudelmes:

Al emploress st obtain prior spproval before meurrmng business related rave expenies. All remburiable expenses must be submited on the expense report form

accompanied by proper documentation and explanation when applicable. Expenses mut be submitted within sic months of ocourence. Credi Unionrepreseatatives 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 gudelines and

regulation: regarding empoyes expenses

Deleting Multiple Archived Policy at one Time

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

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Archived Sections”
folders. A listing of all archived policies is available underneath the “Archived Sections” folder.

3. Click on the “Multi-Delete Archived Sections” link in the navigation.

Working | Master | Archive
Bt e i R 13 e, Daliis Archived Section Add This Archive Section To Viorking Manial

A2 l: Archive Date: Decomber 29, 2010
= _{ANUAL ADMINESTRATION
= JARCHIER SECTIONS 3155: Travel Reimbursement

[§] 305: Accounts Payabe [Decerber 29, 210)
[E 3115: Invimrant Incoma (Decamber 20, 2010)
[&} 7hi1: Loans (December 20, 2010

Revised: 12/03

General Policy Sttemeni:

: ship with changes |

(&) 1190: Leede ship Fareemiber 24, 2000)

[5i 3100 Garwersl Acenursing Poliey (Newvember 30,
1595}

The Credi Union will reimburse representatives for legitmate business expenses incurred while engaged in Credit Union business. "Reoresentatives” means Credit Union officials
{members of Board of Directors, Credit Commitiee or Supenisory Committes), emplovees, and volumeers. Remnbursements will be isued by check or direct depont. Cash
rembursements are profubited

Guidelines:

Al emploTees mut obtaln prior approval before incarming business related trave expences. All reimbunable expenses nust be submited on the expense report form
sccompaned by proper documentation aad explanation when applicable. Expenses must be submitted within sic moaths of ocowrrence. Credic Unionrepreseatatives are expected
to be appropriate, vet prudent in mavel planning. Extravagant expenditurss will not be reimbursed. The Credit Undon wil comply with the Fair Labor Standards Act geidelines and
remilation: regrrdng empinyes Fenses
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4. This will bring up a list of all policies currently in the Archive, with a checkbox next to each.
5. Check the checkbox next to each archived policy that should be deleted.
6. Click the “Delete Selected Sections from Archive” button.

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

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

P e |
| {MANUAL ADMINISTRATION Check the sections below and ciick the "Defele Selected Sechions fom Archive” by
= _JARCHIVED SECTIONS
[E1 3105: Accounts Payable (December 20, 2010)
(%1 313% Interest Income (December 25, 2010)
[Ei 7101: Loans (December 23, 2010)
[ 4310: Patch Management (December 29, 2010)
[E) 4200: Seawity Devices (Decermber 29, 2010)
[%3 3155 Travel Reimbursement (Decerber 29, 2010)
[ 1100 | sadarshin with rhanges. (November 24, 20 10)
[ 1100 Leadership (November 24, 2010)
it} ?é;!;} General Accounting Policy (November 30,
[Ei 7255: Personal Loans (Movember 30, 1999)
[ Muti Dedete A chived Sactons
[Bl Update This Menu Tree

—

SelectDeselect All Sections ]

3105 Accounts Payable (archived

DOoE0E0OE0O00

ongl Loans {archived: 0

1
| Dalete Selected Sections from Archive
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Removing Policies from the Working Manual

1.

2.

6.

7.

Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

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

On the right side of the screen, a full list of all policies in the Working Manual will appear, with a checkbox next to

each policy.

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

Working | Master | Archive Multi-Delete Section Utility

Search Working M I: " Search |
Check the sections below and click the “Delete Selected Sections from Manual” button to delete the sections from

= _YMANUAL ADMINISTRATION j
ez [T S NS OF WORKING MANI 7

our manual

Select/Deselect All Sections

2| Add Sections
%) Multi-Do Not Publish Utiity 1000: Adrinkstrative
[ Multi-Archive Utiity
[%) Multi-Add to Working From Master Utility
[E] Auto Revise Manual Setting
[ Multi-Key Fields Update

[+ __|PUBLISHING TOOLS

[+ __|REPORTS

[£] Update This Menu Tree

1235: Training CU: Education & Volunteer Training Guidelines

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

|
O Dooooooooog

—_

Delete Selected Sections from Manual J

A confirmation box will pop up, and once confirmed, the selected policies will be removed from your Working
Manual.

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

Note: To delete an entire chapter, you must check all the policies within that chapter. Deleting just the

chapter folder (1000, 2000 etc.) will only delete only that chapter page, not all the policies within the
chapter. If atop 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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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 | Haster | Archive

Automaticalty Update Revision Dates for Whole Manual? Mo |~

Search Working Man ual:i |'[ Search ] Yes

=] _AMANUAL ADMIMISTRATION

+ __|EDIT SECTHONS OF WORKING MANUAL

= _AMANUAL SECTION MANAGEMENT
15| Add Saclions
(%) Multi-Dellete Section Litiity
[ Muiti-Da Mot Puabish Litity
[ Madti-Archive U ity
[ Mult-Add o Werking From Master Linkty

+l__[PUBLTISHI
+ __|REPORTS
[35] Update This Menu Tree
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The Publishing Process

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

The recommended steps for publishing are:

1. Review and, if necessary, update the “Do Not Publish” settings
2. Publish the Manual.

The “Do Not Publish” Setting

For any given publish, the system will publish all policies in the Working Manual. Policies can be excluded from
the published version by using the “Do Not Publish” Setting. The “Do Not Publish” Setting is a checkbox found in
the Toolbar area of each policy.

Important Note! The “Do Not Publish” Setting works differently for policies and for chapter pages.

If the “Do Not Publish” Setting box is checked on a specific policy, the policy will be excluded from any
subsequent published versions until the setting is changed. Once checked, the “Do Not Publish” Setting will not
change unless manually unchecked.

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

The “Do Not Publish” Setting can be applied either to specific policies or chapter pages in one of two ways: At the
individual policy level, which allows you exclude a single policy or chapter page, or using the Multi-Do Not
Publish Utility, which allows you to exclude multiple polices and/or chapter pages at once.

Setting a Single Policy or Chapter Page to “Do Not Publish”

1.

2.

Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Edit Sections of the
Working Manual” folders.

Open the policy or chapter page you wish to set to “Do Not Publish”.

Page | 44



4. Check the “Do Not Publish Setting” checkbox, and the policy or chapter page will be excluded from publishing.

This setting will be retained until it is manually unchecked. Remember that if the chapter page is set to “Do Not
Publish”, it will exclude all of the policies in the chapter from publishing, regardless of the individual policy
settings.

Save the policy to save the setting.

Page Name [Information Security | section 1D 7| Do Not Publish Section
Revised Date %’ ] Auto Update Revised Date  Reviewed Date %' Board Approved Date (X

[=] Source v " | 3 % [ & | Fort » | Size -} 4~ .| 3 [§
B I U e x x| i= i -

Gk |: E

I
1]
Ml

J: o (7=

Setting Multiple Policies and/or Chapter Pages to “Do Not Publish”

1.

2.

Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Manual Section
Management” folders.

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

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

If any policy or chapter page has previously been set to “Do Not Publish”, the checkboxes next to those
policies/chapter pages will already be checked.

Review the current settings for each policy/chapter page, and make anything you want excluded from the publish
has been checked. Remember that if the chapter page is set to “Do Not Publish”, it will exclude all of the policies
in the chapter from publishing, regardless of the individual policy settings.

In the screen shot example (see next page), for chapters 1000-4000, the following settings have been applied:

e Chapter 1000 — The chapter page (1000) is unchecked, and all individual policies are unchecked.
Therefore, all policies from Chapter 1000 will be included in the publish.

e Chapter 2000 - The chapter page (2000) is unchecked, three of the four policies are checked.
Therefore, the three checked policies will be excluded from the publish, and policy 2125 will be included
in the publish.

e Chapter 3000 — The chapter page (3000) is unchecked, and all individual policies are unchecked.
Therefore, all policies from Chapter 3000 will be included in the publish.

e Chapter 4000 — The chapter page (4000) is checked, and all individual policies are unchecked.

Therefore, because the top level chapter page 4000 has been checked, it will override the individual
policy settings and all policies from Chapter 4000 will be excluded from the publish.
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Working | Master | Archive Multi-Do Not Publish Utility

Search Working M '| “ Sean‘:hl

= _YMANUAL ADMINISTRATION
[+ __|EDIT SECTIONS OF WORKING MANUAL
=] _{MANUAL SECTION MANAGEMENT NOTE
TSI

ctions below and click the "Mark Selected as Do Not Pubish” button to copy to mark sections as do not

top level chapter

suppressed from publishing, e

| Multi-Do Not Publish Ltk SelectDeselect All Sections

heell U tility
[E} Auto Revise Manual Setting
[E) Multi-Key Fields Update
[# __JPUBLISHING TOOLS
[+l __|REPORTS
[£] Update This Menu Tree

ndering Program

7. Once you have reviewed and adjusted the “Do Not Publish” setting for all policies/chapter pages, scroll to the end
of the page and click the “Mark Selected as Do Not Publish” button.

Note: if you change the setting for a policy in using the “Multi-Do Not Publish Utility”, that setting will be retained
until it is manually changed.

[ 12000 Board Policies
D 121100: Mesting réquuirsmeants

| | hark Selected as Do Mot Publish | |

Publishing the Working Manual

Before publishing, you should ensure that all “Do Not Publish” settings have been applied. See previous section for
more information.

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Publishing Tools”
folders.

3. Click on the “Publish Manual” link in the “Publishing Tools” folder.

4. On the right side of the screen, a series of options are presented to customize your published manual. See next
page for a screen shot of the options and an explanation of each.
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Publish Manual: Training CU

You may change the name of your manual before you publish.

Published Manual Name Operations Manual

Click here to supress the organizational name from the title page

Policy Order By Chapter
Order all policies in each chapter by: @ Policy Number Policy Name

Include Chapter/Policy Numbers on Publish
In Table of Contents and Chapter/Policy Titles: @ Yes MNao

Include Corporate Logo
Include your logo on the title page: Include Logo

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

Salect the Chapter Pages to Suppress in this Publish:

Each chapter level page included in the published manual generates a table of contents for that chapter
(this is in addition to the ful table of contents created at the beginning of the document).

To omit the table of contents (and any other content on that page) from this published manual, select
the chapter page below.

Mote: This is not the same as the "DO NOT PUBLISH" option. This wil simply suppress the content of
the selected top level chapter page from this published manual. It will not suppress any policies within
the selected chapters.

1000: Administrative
2000: QOperations
3000: Accounting

Publish Manual

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 titing your manual (i.e.
Security & ALM  Policies,
Policies for Board Review on
11-15-12, Complete Operations
Policy Manual, etc.). This will
help all users viewing published
manuals know what content to
find in each published
document.

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

page.

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 nhame.

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 page content 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
the content of the Chapter page itself to show in the publish. Typically the top level chapter content is a table of
contents for the chapter, and in certain instances, a table of contents at the beginning of each chapter may be

considered unnecessary.

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

5. Once you have chosen all your options, click the “Publish Manual” button.
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6. Once you have published, a message will appear that the publish may take several minutes. Click OK.

7. When the manual is published, a link titled “Please click here to manage your published manual” will appear.
Note: This will take you to the same place as the “View and Post Published Manuals” Link on the left navigation.
Click the link to access this published version, as well as any other previously published manuals.

Working | Master | Archive Manual Published...
Search Working Mannal:l “ Search I

Please click here to manage your published manuals

= _AMANUAL ADMINISTRATION
[+] __|EDIT SECTIONS OF WORKING MANUAL
[+ __|MANUAL SECTION MANAGEMENT

5 J@'Ep" ubﬁlish[ Ma” :;Ls Both Links will take you
g‘- View and Post Published Manuals | to the same place....
& — -
] __JREPOR
%) Update This Menu Tree

View, Print and Post Published Manuals

The “View and Post Published Manuals” area lists all published manual versions in date order, with the most recently
published version at the top of the list. Published manuals can be viewed, printed, and posted on the Home Page of
CU PolicyPro for staff to access.

View & Post Published Manuals Utility

Check the Manuals below and ciick the U change for the Published Manuals Delow

Allow Employees to View

Allow Managers To View

Operations Manual (published: August 25th, 2012 11:49:00 PM
Allow Employees to View

Allow Managers To View

[T Policies (published: August 215t, 2012 10:21:41 AM
] Allow Em ployees to View

Allow Managers To View

Board Policies for Review - August 2012 (pubkshed: August 14th, 2012 02:38:13 PM
Allow Employees to View
Allow Managers To View

Update Access
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Viewing and Printing a Published Manual

1. To view or print a published manual, click on the link (the name) of the published manual. This will open a new
window showing the content of that published manual.

2. To print the manual, click on the “Print” button in the top left to print the published manual.

-
Security and ALM policies
CU PolicyPro Training CU A new window opens
These policies are not yet board approved. They are going to be approved at the January 2011 with the publlshed

meeting.

manual in printable form

Table of Contents

s Chapter 4000: Security

» Policy 4100: General Security Procedures
¢ Policy 4110: Burglary Procedures

rmation Security
dent Response
Kidnap Hostage Procedures
Robberv Procedures
0: Workplace Violence
v 4200: Security Devices

Posting Published Manuals on the Home Page

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

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

Tip: it is recommended to check only one box. If a published manual is placed in the “Employee
Manuals” folder, it is viewable by all CU PolicyPro users from the credit union and does need to also be
placed in the “Manager Manuals” folder.

2. Click the “Update Access” button when finished.

View 8. Post Publishet_l Mar_luals_ Utility _

Allow Employees to View

¥| Allow Managers To View

4| Allow Employees to View
Allow Managers To View

cies (publizhed: August 21st, 2012 10:21:41 AL

i)} Allow Employees to View

Allow Managers To View

cies for Review - August 2012 (published: August 14th 2012 02:38:13 PM

Allow Employees to View

Allow Managers To View

| Updale Access |
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Removing Published Manuals on the Home Page

1. Toremove a manual from the home page, unclick the Allow Managers to View and/or the Allow Employees to

View checkbox.

2. Click the “Update” button when finished.

Deleting Published Manuals

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Publishing Tools”

folders.

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

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

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

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

Working | Master | Archive
Search Working Manuak| [ =earch |

Check the Maniaks helnw

Policies for Board to Review -

[=] _YMANUAL ADMINISTRATION

September 2012

and click the "Nelate Selactad M

Multi-Delete Published Manuals thlilty

Arnsl

meeting (published

erations Manua

[+ _JE[)IT SEC‘I'.[ONS OF WORKING MANUAL

ugust 21st, 2

published: August 25

w - August 201

12 (pubgs!

Delete Selected Manuals

lewelm Published Manuals Utiity I
L]

[,u:daue This Menu Tree

2012 11:49:00 PM

hed: August 14th, 2012 02

n

ielete

August 25th, 2012 11:55:38 P

the Pubhlizhed Manuals

off the Systam

&

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. All reports are read only.

To access reports:

1. Click on the “Working” link at the top right of the screen to make sure you are in the Working Manual.

2. Using the plus signs to the left of each folder, expand the “Manual Administration” and the “Reports” folders.

3. Click on report you want to review.

4. The report information will appear on the right side of the screen. Note: dates for policy activity in the Working
Manual are not available prior to November 2010. For clients who have been working with CU PolicyPro since

before November 2010, some report functionality may not be available.

5. Reports are described in detail in the following sections of the User’ Guide.

Working | Master | Archive
Search Working Hanual:l || Search ]

(=] _AMANUAL ADMINISTRATION
(+] __|EDIT SECTIONS OF WORKING MANUAL
(+ __|MANUAL SECTION MANAGEMENT
[+ __|PUBLISHING TOOLS

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

e The “Key Fields Report” is a quick view all of how all the Key Fields in the system have been defined.

e 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.

lerage. | Manuals lBrary.

Key Fields Report Print
Bslorw are the list of sl key fislds sssociabad with your ‘“Z‘l'-'\.l

Ky Fleld =
Description Cusrent Value
IHame .
104 001 Irizert State Taxns Defined
191101 Ingerl entire Credd Lirion Mission Stalement. As this Key Field  [1110-1]
i the antire policy, the OU misy decide 10 rémove thes Hey
Field and replace B with texd directly within the policy
112061 Irisedt Credf Lk Statement. A3 this Hey Fiedd isthe  [112001]
ariline oo decache bo remove this Hey Feald and
repiace & with ted ditectly wihin the policy
i
1130-1 Inzert Cradit Uindon values, A3 thes Hey Field is the entire [1130-1] i
policy, he CL may decide 10 remave this Hey Field and Not yet defined
replace & wih {exd direclly withe the policy
11404 Irmait surenaey of (he Cradl Union history, As this Key Fisld  [1140-1]
= 1he &htin - el 10 ramve Hhes ey
Fishl dannf resplace £ wi ¥ Wihin the policy
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Working Manual Report

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

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

e Last Saved. This is a date stamp from the last time someone clicked “Save” while in the policy. If this date =
NONE, then the policy has never been saved since being added to the Working Manual, which indicates that
no customization has been done. (Exception — if the policy was last saved prior to November 2010, the date
would indicate NONE)

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

e Added to Working from Master. This is the date the model policy was copied from the Master Manual into
the Working Manual. “Added to Working from Master” date is often reviewed in conjunction with the “Master
Revised Date” (see below). If this date = NONE, it indicates that either the policy was moved into the
Working prior to November 2010, or the policy was as a blank policy, and was not copied from the Master.

¢ Master Revised Date. This indicates the date of the last revision to the model policy content in the Master
Manual. “Master Revised Date” is often reviewed in conjunction with the “Added to Working from Master”
date. If the “Added to Working from Master” date is prior to the “Master Revised” date, it simply indicates that
an update was made to the model content after that model policy was copied to the Working Manual. Since
model content updates are not automatically added to the Working Manual, it would be up to the credit union
to incorporate applicable updates to their own policy. Using the dates can help identify specific policies that
may require revision. If this date = NONE, it indicates that either there is no Master Manual version for this
policy number, or the Master Manual version has not had a revision in 10+ years.

Note: if a credit union creates a unique policy with the same policy number as a Master Manual policy, the
“Master Revised Date” will still appear as it is based on the policy number, and not the title or the content of
the policy.

Working Manual Report

Below are the list of all chaplersipolicies associated with your manual. Print report

Note: "Last Saved” and "Added to Working from Master™ dates are not avaiable for any activity prier to November 24, 2010
Chapter/Policy
section MName Last Saved Revised Reviewed BoardApproved Added to Working from Master Master Revised Date
Adminisirative HOKE NOMNE NONE NONE 0823112 NONE
1235 Training CU: Education & Velunteer Training Guidelines 0&M3M2 08/0TH2 08/09/12 08M3/12 01/0
1240 Enterprise.WWide Risk Managament 0 MOME NONE oaM3an 0210
2000 Operations NOKE MNOME NONE HONE 0823112 HOME
Bank Secrecy Act/Anti-Money Laundering Procram N2 NOME NONE 081N 08 2
2120 Cash NOKE NOME NONE HONE 08/M3/12 NONE
Teller OvarfShor NONE NOME NONE NONE o8M3anz 01/01/08
2185 Pandemic influenza Preparedness & Response oaran NOMNE NONE NONE 01/01/08
Accouniing NONE NONE ONE {ONE pazan2 MO E
30 Fixed Assels 08723112 NOME ONE 0 07/01/09
=ECUrty el NO 0 N
4120 Informaton Securiy NOKE NONE NONE {ONE 02ninz2
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Working Policy to MASTER Policy Comparison Report

e This report compares the content in all Working Manual policies to the content in the Master Manual. This is
based on policy number — if the policy number exists in the Working Manual, the report will compare it to the
policy in the Master Manual with the same number. This report is generally used to indicate if the most current
version of a model policy is included in the Working Manual, but has not been customized at all.

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

e 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.

e Note: if a credit union creates a unique policy with the same policy number as a Master Manual policy, the report
will compare it with the Master Manual model policy as it is based on the policy humber, and not the title or the
content of the policy.

e Comparison Results. This will compare the title of the Working Manual policy to the title of the model policy
in the master, and compare the body of the content. The result will indicate if the policy title matches, and
whether or not the content matches. The comparison looks for an exact match, so even if there is one minor
difference in the content, the report will indicate that the content does not match.

e Exists in Master. This field indicates if the policy number exists and has been assigned to a model policy in
the Master Manual.

e Last Saved. This is a date stamp from the last time someone clicked “Save” while in the policy. If this date =
NONE, then the policy has never been saved since being added to the Working Manual, which indicates that
no customization has been done. (Exception — if the policy was last saved prior to November 2010, the date
would indicate NONE). If the “Last Saved” date = NONE and the content does not match, it generally
indicates that the model content version in the Working Manual is not the most current model content.

e Master Revised Date. This indicates the date of the last revision to the model policy content in the Master
Manual. If this date = NONE, it indicates that either there is no Master Manual version for this policy number,
or the Master Manual version has not had a revision in 10+ years. The “Master Revised Date” can be used in
conjunction to the “Last Saved” and “Added to Working from Master” dates to help determine if all updates are
included in the policy.

e Added to Working from Master. This is the date the model policy was copied from the Master Manual into
the Working Manual. “Added to Working from Master” date is often reviewed in conjunction with the “Master
Revised Date” and “Last Saved” date to help determine if the all updates have been added to the policy. If
this date = NONE, it indicates that either the policy was moved into the Working prior to November 2010, or
the policy was as a blank policy, and was not copied from the Master.

Policy Comparison Report

Below are the list of all chaplers/p and conlent compared to MASTER content. Print repart

Hote: "Last Saved™ dale is not available for any activity prior to November 24, 2010

ChapterfPolicy ‘

Administrative 1000 Content & = ONE
123 s 813/ 010111 08/13/12
1240 02/0 anz
2000 es ONE NONE 08723112
Bank Secrecy Act/Anti-Money Laundering 2110 S i13 3 1301
Program
Cash 2120

Fixed Assets 3130 Content & Title Match ves
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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

=1 _§MANUAL ADMINISTRATION
f+]_|EDIT SECTIONS OF WORKING MANLAL
+ _|MANUAL SECTION MANAGEMENT
¥ |MANUAL TOOLS
-1 _{REPORTS
[5) Koy Fiekds Report
[} Working Manual Report

[E) Polcy Motes Report
[5] Update This Menu Tree

nc wor ot [5e0 ]

Policy Notes Report

Hame

vorkisg Pokcy to MASTER Polcy Comparisan Report

Legal Coungal

Bank Secrecy Acy

Bank
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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.

Wednesday, December 29, 2010
| Weekcomes to CLI Poll:meOlilePainl

Priding
Hotices™ rule that takes effect on
3anuary 1, 2011,

POSTED 12/ 14/10
echnical

several iechriod updates o e OO
PollcyPro system. These DO NOT
aﬂect the content. Fnra Miﬂ of the:

damhahuunnlmhmdoflt
new featuers, visit

Welcoma back, Mary Anm

m Hanager Manuals
B 11znacer Resources
B £votovee Hanuals
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The Library is divided into four sections:

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

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

3. 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.

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.
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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.

Storage File Structure

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

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

o |

["s];,'“'." Manuals L Ibrary Bikicme.

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 fie and dick 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
avaisbis on the homs pages to all ussrs,

Fie(s)to Upload (e akd Another i

{large files may take several minutes to upload)

Contents of the
selected folder

Current Folder: [Employee Resources

Hame

Available
folders

I 74 a3 ouessad o B0S

Copyright £ 2011 by Clicorp
Al rights resarved | Disclamer
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3. The “Employee Resources” and “Manager Resources” folders serve a special function. Any documents placed in
these folder will be posted to the corresponding folders on the Home page.

4. Additonal folders can be created by clicking the “New” 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

Uploading Files to Storage

1. Click into the folder to which you want to upload your document.

2. 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.

3. (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.)

' Welcome to Storage!

“Browse” to choose your

! Storage is ke having your own online hard drive. Upload files from your system and store them online. Use the & f| I e
||| 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 usars with a¢ ] yee Resources” folders will be
[ || 2vailable on the home page to al us;ers.a‘g i “Add another f||e" tO
1 open an additional
| File(s) to Upload [ Browse... ) Add Another File upload f|e|d
[ Browse... ][]

|(Browss... ] 1

!

(large files may take several minutes to upload)

" Current Folder: [Employee Resources

Hame Size Last Modified
Jan3 20119558 B Byl X

T G | @8 cucars: Complinnos Cankar - Sterags

PR

fueicame o staraget
rtorage = tice havimg your ouwn orine Brard drve. Upicadi fles from your system and store ty
Jro Begin: Select the folder in which you wish 1 place the e and didk Browse to begn the

peote: Al cocuments placed in the Manager Resources™ folder will be avalable on the home
feedable on the home page to o users.

My Documeris

Jrite(s) to Upload - =nd ek | (Browss )
My Comouter
=

(arge Flas may take seversl mautes s upioad)

MyNatwosk  Fil nome: [«300 ~
v [ =
Fies of type: [euFiesi 3|

Current Folder: fEmplayes S-—" 00

Last Modifiest

name
Deceased Depositor Form doc 7 Jan 3, 2011 9:55 AM 2 B Ry X
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5. 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 to 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.. | [-]
lc: ts and Settings\mek\y Documents\Work D} (Bowsa ) [-1

Current Folder: [Employee Resources
Last Modified
Deceased Depositor Form.doc 7%  Jan3onessam  pf EpYX

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.

Opening files in Storage

1. 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.

P |

[.Slerwl ] Manuals \brary E—

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)

“New Current Folder: [Employes Resources
Hame
Deceased Depostor Form doc 7% i ouessan Rl X

Copyright © 2011 by Clicorp
Al rights resarved | Disclamer

Making Changes to Files in Storage

1. 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.

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

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

Explorer User Prompt
Script Prampt:

Enter the new name for "CUY_WorkOrder_20071113.doc™
Cancel
[

Copying files in Storage

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

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

Moving files between folders in Storage

1. 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.

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

Move to which Folder

- Rook
E Em

BE Manag

Zancel
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Deleting files in Storage

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

2. 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.

Administration

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

P I
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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.

S1orage IManuals DL ibrary B iHome.

Administration WELCOME TO ADMINISTRATION!
Welcome Message

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 indnidusl or group users from this sor
Access Levels. Alows the ceation of ntermediate levels of access = between read-only and full admin, Rd’!ls can be assigned to ane 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 avaliable. Ths also shows your subscripbon expration date.

PRl o

Page | 61



Administration: Adding a Welcome Message to the Home Page

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

Administration |

Btocaos BRMA oAl DI 1bcary Bilkiome.

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:

AWM

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 avaliable. Ths also shows your subscripbon expration date.

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

done.

WELCOME MESSAGE

I Call Joe if you need help, I

This message will now appear on the Home Page

: Wednesday, Augusl 19, 2009
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Administration: Adding a Disclosure to the Published Manual

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

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.

itorage  Manuals Libracy

Administration WELCOME TO ADMINISTRATION!

[T R S,

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

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

Storage BManuals Library. -

DISCLOSURE STATEMENT

Published Manual Disclosure Statement:

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

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 Man 1ining CU PolicyPro 2 - Microsoft Internet Explorer,

Operations Manual

zTraining CU PolicyPro 2

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

Table of Contents

+ Chapter 2000: Operations

Bection 2100: General Operations Policies

Section 2110: Bank Secrecy Act

Bection 2120: Cash

Section 2125: Teller Over/Shoat

Section 2125: Teller Over/Shoat

Section 2130: Dual Contral

Bection 2140: Purchasing

Section 2145: Office of Foreign Asset Control
Bection 2150: Signing Authority

Section 2185: Third Party Due Diligence & Oversight
Section 2100: Disaster Contingency Planning
Bection 2101: Chain of Conumand

Section 2103: Emergency Powers

Section 2103: Btatement of Decision Criteria

Section 2105: Pandemic Influenza Preparsdness & Response
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Administration: Adding New Users

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

S1orage IManuals DL ibrary B iHome.

Afhemitstration WELCOME TO ADMINISTRATION!
Welcome Message
Picrlncure Statement
Users
Security Administration is devided into six sections:
Access Levels
Licensing Info
Corporate Logo

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 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

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

2torage. Manuals . Library.

Administration US[RS
‘Welcome Message
Disclosure Statement User: | Smith, john »
Users
Security User Hame: yohnsmith
Access Levels Last Name: | Smith First: {1ohn ML
Licensing Info
Corporate Logo Password (if changing, please fill in):
Re-Type Password:
% o . b , c
be updated by filing in the password feids and saving the form. Passwords must be at
least& J s
Access Levek employee I
Optional Fields
E-Maik

3. The “New User” form will appear.
2 orage Mankials L Ibrary.

Administration New User

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

Last Name: First: | ML
User Hame:
Email Address:
Password:
Re-Type Password: |
s be atleast & d inclide one
caprial letter and one rumber.
Access Levek | admin v

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

Group User - This option allows you to assign user name and password for use by multiple individuals. When selecting group user names, designate
hﬂcs distinctive to your For 1f your name were XYZ Corp, the User Hame “employee” would be too generic. Entering
“xyzemp” would be more i to update the p if there are changes or

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

5. 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)
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6. 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).

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

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

ey =

2 Ercate Individual User Login ) €rcate Group User Login

Last Mame: Jetson First: |George H.I:
User Name: george Bjetson.com

Email Address: george Sjetson. com

Password: sesnans

Re-Type Password: anann
Pacswords must be 3t Rast § ghmrmrrans sad innd s ama
R By default, only “Admin” and “Employee”
pross tevet o v access levels are available. To add additional
Indivicual User - This options allows YouEREoEEk mployee 2 access levels as seen here, see page 66
Ui+ name. e —

Group User - This eption allows you o assign user name and password for use by multiple individuals, When selecting group user names, designate
titles distinctive to your organization. For examphe: If your company name were XYZ Corp, the User Name “employee” would be too generic. Entering
“xyzemp” would be more appropriate. Remember to update the password if there are erganizational changes or employee turnaver.

Tip: An email address must be entered in order for the user to utilize the “Forgotten Password” function
from the login screen. Group users will not have an email address option.

Administration: Editing or Deleting Users

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

3. For any user, you can update the user’s first or last name, user name, password or access level. When any
changes are made, click the “Save” button.

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

iforage’ Manuals ' Library. ¥
Administration Users

User: | Smith, john »
User Hame: johrsmith
Last Name: Smith First: xchn ML:

Password (if changing, please fill in):

Re-Type Password:
encr J visdie, however,
be updated by filing in the password feids and saving the form. Passwords must be at
least& ik 2
Access Levek: employee v
Optional Fields
E-Maik
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Administration: Adding/Editing Additional User Access Levels

1.

2.

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.

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

Disclosure Statement. Edit the Disclosure Statement text viewed in the Published Operatons Manual, just after the Tite Page.

Users. Add, edit or delete individusl or group users or ther words 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 creation of intermediate levels of access = between read-only and full admin, Rights can be assigned to one or mare individual anea 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.

L

This will bring up Access Levels Form.

e T brary
Access LEVELS

Access Level: | manager ~

Operations Manual
] Manual Builder
[=] Litrary

[[] 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 Employce has access only to HR Central to view posted information that was placed in the HR Central "Emg” Folders foundin the Storage Tab,

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

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

e 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.

e 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.

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

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

1.

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

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

ilorage Manuals D Library.

Administration

WELCOME TO ADMINISTRATION!

Welcome Message

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,

PRl o

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.

3. 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.

Elorage. Manuals Library Home.

SECURITY
Access Levels

employes
manager

Users with admin Sccess Users
. e e = . .
All users with ek, Goorge All users with any
. Presley, Ehvis
this access Sroth, Joe other access level

4. Click on a user and use the “add” or “remove” buttons to move users in or out of any access level. This can also
be done by individual user in the Users tab.

TE—
:orage A Manuals’ brary . o,
SECURITY
Brcess Levels
ks
Fnager
Uisers wih admin access Users
-Groug-, best
i 7
Busn, George
Senith, Joe
-I

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

 iaran Manuals

LicensING INFORMATION

Total Bumber of Users: 7
Number of User Licenses: 50

Storage Expiration Date:  2012-12-31
Manuals Expiration Date: 2012-12-31

Administraion: 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:
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.

Security
Access Levels

Licensing Info i and than 600 pooels. Best if in 300 dpi or better resolution.

‘ | corporate Loge
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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. The Page Set up options pop up may look different
depending on your Internet Browser version. Two examples are below.

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

Depending on your browser, this may be a dropdown box selection, or you may have to delete code from
the Header and Footer fields.
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If your browser provide dropdown selections, you can choose to add in page numbers, date, or other
options. If your browser only provides a Header/Footer fields, Appendix B includes the code text that can
be entered to customize your header and footer.

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

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

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

To veiw an accurate representation of what the policy/published manual will look like when printed, follow
these steps:

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

For larger published manuals, the print preview may take a minute or two to load.
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Tip #3: Printing Background Highlighting
If background highlighting has been applied to policy text, but is not printing, there is a browser setting
that must be changed.

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

Try this first:

1. Goto FILE > PAGE SET UP.
2. The setting It is the “Print Background Colors and Images” setting.
3. This must be checked, otherwise background highlighting will not print.
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If the “Print Background Colors and Images” setting is not under FILE > PAGE SETUP, try this:

In Internet Explorer, go to TOOLS > INTERNET OPTIONS

Go to the ADVANCED tab

Find the PRINTING options

Make sure “Print background colors and images” option is checked
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‘ou should only use this if your browser is in an unusable state.
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Appendix B - Header and Footer Codes for Printing

Description of what will print Example of what will print

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

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

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

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

Separates preceding and following
text into different sections (one

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

Nothing - removes IE header and /
or footer completely.

Add

your

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

Code

Combination

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

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

Page &p Current Page number Page 1

Your Own Text

&b &b Page &p Your text left justified, page ABC CU Manual Page 1 of

of &P numbers right justified 22
Current page number and total

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