CU PolicyPro Tutorial
How to Incorporate Model Policy Updates into your Working Manual

It is important to note that when updates are made to the Master Manual, these updates do not automatically go into your Working
Manual. We do not want to take the chance of overwriting your content, or putting in content that may not apply to your credit
union.

Using the “Overview” and the “Tracked Changes” information found in the online library, review the changes for each
policy, and for each policy decide if you want to:

1. Do nothing and leave your Working Manual as is (usually if this policy has not been previously included in your
Working Manual or if the update does not apply to your credit union).

2. Remove the policy from your Working Manual and bring in the updated policy in its entirety (usually if the Working
Manual version has little or no customization, or if the updates were very extensive and it would be easier to start
with the updated content and re-customize for your credit union)

3. Use the redlined version as a guide and manually incorporate the updates into the Working Manual version
(usually if the updates were very minor, or if the working manual version is heavily customized and it would be
less work to manually add the updates rather than re-customize the policy)

The following instructions demonstrate Option #2, which will remove the old
policy from the Working Manual, and completely replace it with the updated
model content from the Master Manual
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CU PolicyPro Tutorial

How to Incorporate Model Policy Updates into your Working Manual
There are three basic steps to bringing in the updated model policies in their entirety:

1. Archive (if necessary) the previous version of the policy

2. Remove (if necessary) the previous version of the policy from the Working Manual

3. Bring in the updated/new policy from the Master Manual to the Working Manual

All steps shown in this document occur in the MANUAL BUILDER area of CU PolicyPro.

(Note: If you are bringing in a policy that was not previously in your Working Manual, only Step #3 is necessary)
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Step 1. Archive the Previous Version of the Policy

Archive Tip: 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. If there is a model policy in your Working Manual that has not been customized and is not in use, the
policy does not need to be archived.

If an un-customized model policy is not in use, it is recommended to remove it from your Working Manual as it
can always be added back later from the Master 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. 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 Inform senior management of any legal matter that may impact the Credit Union. This includes senice
notice of bankruplcy. of notice of default and sale

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

C.__Keen lenal counsel anndsed of any new develanments nedaining ta any lenal matter which has heen

Editor Note: [
Archive

5. Once in the Archive, the archived version of the policy can be viewed, printed or restored back to the Working
Manual.
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Archive Multiple Policies at One Time
1. 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.

710 | Manuals || RI971#

Working | Master | Archive Multi-Archive Utility

Search Working Manual: E

=) _YMANUAL ADMINISTRATION

AL .
I ] _{MANUAL SECTION MANAGEMENT I Select/Deselect All Sections

Check the sections below and click the “Copy Section(s) To Archive* button to copy to archive sections from your manual

UMHM
DMthdetESecthﬂ!tv 1000: Administrative
1235: Training CU: Education & Volunteer Training Guidelines
240: Enterprise-Wide Risk Management
DAutoRemseManualSethg [ 2000: Operations
R 2110: Bank Secrecy Act/Anti-Money Laundering Program
[+] __|PUBLISHING TOOLS
+ _ |REPORTS 2120: Cash
(%) Update This Menu Tree 11 2125: Teller Over/Short

2195: Pandemic Influenza Preparedness & Response
3000: Accounting

3130: Fixed Assets
4000: Security

4120: Information Security

4310: Patch Management

4315 Firewals

4320: Computer Hardware And Software Acquisition
5000: Asset/Liabilty Management
6000: Investments
7000: Lending
7100: General Lending Policy
7101: Loans

7102: Performance Ratios

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

q | Copy Section(s) To Archive ] I
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Step 2. Remove the Previous Version of the Policy from the Working Manual

1. 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-Delete Section 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 remove.

Worling | Master | Archive Multi-Delete Section Utility
Search Working | k l Search I
[=] _YMANUAL ADMINISTRATION Check the sections below and click the “Delete Selected Secfions from Manual" button to delete the sections from
= o =
EQIT cE~TIANC A oD UAL your manua

(=] _{MANUAL SECTION MANAGEMENT
[E) Multi-Delete Section Utility

Select/Deselect All Sections

L] T ek 1000: Administrative
B 1235: Training CU: Education & Volunteer Training Guidelines
£32 nin Edu 10N & Volunieer Ir ing GuKielne:

[&) Multi-Add to Working From Master Utility . . “
[E) Auto Revise Manual Setting "} 1240: Enterprise-Wide Risk Management
[E) MultiKey Fields Update 2000: Operations

] _|PUBLISHING TOOLS [T 2110: Bank Secrecy Act/Anti-Money Laundering Program

+ __|REPORTS .

[E) Update This Menu Tree

S: Teller Over/Short
5: Pandemic Influenza Preparedness & Response
3000: Accounting

0: Fixed Assets

4120: Information Security

4310: Patch

nagement

4315: Firewalls

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

[11008: Crecit Repaort Alerts
[1100%: entity Thett Red Flag Guidelines

[J11010: Risk Based Pricing
D 11011: Disclosure of Credit Sc
O1ozo
[111013: Prevention Of Re
[11014: Reconciing Add
D 1M irinG and L Mediical Information
[J11016; Atfiiste Marketing Rules

12000 Board P
[12100: Meeting requuirements

I ! Delete Selected Sections from Manual ! I

ores

lagure Of Information To Wictims Of Identty Theft

ollution Of Consumer Reports:

ies

7. 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@cusolutionsgroup.com for assistance.
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Step 3. Bring in the Updated/New Policy
from the Master Manual to the Working Manual

Tip: Before adding policies from the Master Manual to the Working Manual, make sure any previous version of
the policy has been removed from the Working Manual, as the newly inserted policy will not overwrite the
previous policy. If you do not remove the previous version, you will end up with two different versions of the
same policy, which can be confusing. Remember — out with the old, then in with the new.

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. 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. 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.

4. Click the checkbox next to each model policy that you want to move from the Master Manual to your Working
Manual.

ge. Manuals

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

search Working tanuak [ earcn ]

= JMANUAL ADMINISTRATION

_\|EDlT SECTIONS OF WORKING MANUAL :

| = AMANUAL SECTION MANAGEMEN‘I‘] Select/Deselect All Sections
[=Add Sectons

Multi-Delete Section Utility

Multi-Do Not Publish Utility

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

1000: Administrative
1100: Leadership

ti-Arch tlity
Multi-Add to Working From Master Utility| 1110: Mission Statement

o ung 1120: Vision Statement
Multi-Key Fields Update 1
__|PUBLISHING TOOLS S
_‘|REPORT‘S 1140: Credit Union History
[E] Update This Menu Tree 1150: Field of Membership
1160: Strategic Planning

30: Credit Union Values

1170: Equal Opportunity Statement
1200: Organization
1210: Compensation, Reimbursement And Indemnification

1220: Bond and Insurance Coverage

1230: Regulatory Compliance

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.

Add to Working from Mester |
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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 left 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

SearchMaster |

_IMAMUAL ADMINISTRATION
= _4MASTER MAMNUAL
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 Counsel

[£11500 - Staffing

m

i m Copy to working manual

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 voluntee]
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 ability 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
have until July 27, 2011 to obtain them.

If you have any questions on the steps for bringing in an updated policy in its entirety, or any other technical or content
questions, please contact the CU PolicyPro Support Staff at hrsupport@cusolutionsgroup.com
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