HR Suite Update 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
organization.

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 organization).

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 organization)

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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HR Suite 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 HR Suite.

(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
organization, 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.

2.

5.

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 you wish to archive.

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

Reasonable Accommodations

As required under the ADA, we will provide reasonable accommodations for qualified individuals with disabilities tg
essential functions of their jobs. unless providing an accommodation would create undue hardships on the Compa

Added to Working from Master: 10/06/14
Last Master Revised: 12/04/14

Editor Note: |

| Save || Preview Working || Archive | Preview Last Published

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.

Working Master Archive

Search Working Manuak: | Search Multi-Archive Utility

Bl _AMANUAL ADMINISTRATION

I =l '_4MANUAL SECTION MANAGEMENT I Check the sections below and click the "Copy Section(s) To Archive" b
T ———

=

| Select/Deselect All Sections

711000 Intreduction and Employee Acknowledgement

[E) Auto Revise Manual Setting

[E) Multi-Key Fields Update [ 1001: Employee Handbook Receipt and Acknowledgement
Bl __JPUBLISHING TOOLS " 1010: Introduction to the Handbook
B _JREPORTS ["11020: Message from Management

[El Undate This Menu Tree [Tl 1030: Mission Statement

[ 1040: Overview of the Company

eneral Management Practices

: Americans With Disabilities Act (ADA)
: Diversity

[ 2020: Employment-At-Will

[ 2030: Equal Employment Oppertunity (EEQ)
[Tl 2040: Harassment

[ z000: Employment Status And Human Resource Records

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

[C7o00: Time off
[C17010: Funeral Leave
[ 7020: Holidays
[ 7030: Jury, Witness, and Voting Leave
[ 7040: Leaves of Absence
[17041: Leave Folicy
[[l7045: Paid Time off
[C]7050: Sick Leave
[[7080: vacations
[ s000: Expenses And Reimbursement
[[l8010: control of Expenses and Reimbursement

I[ 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.

Working Master Archive

Search Working Manuak: | Search Multi-Delete Section Utility

= _AMANUAL ADMINISTRATION

{MANUAL SECTION MANAGEMENT Check the sections below and dlick the "Delste Selected Sectio

= Hiooo

| Select/Deselect All Sections

[E) Multi-Add to Working From Master Utility — .
[El Auto Revise Manual Setting I__11000: Introduction and Employee Acknowledgement

[E) MultiKey Fields Update [ 1001: Employee Handbook Receipt and Acknowledgemsg
[# __|PUBLISHING TOOLS "11010: Introduction to the Handbook
[# |_IREPORTS "l 1020: Message from Management

[E) Update This Menu Tree 7] 1030: Mission Statement

1 1040: Overview of the Company

0: General Management Practices

PO10: Americans With Disabilities Act (ADA)
pO15: Diversity

[ 2020: Employment-At-will

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

I 7UZ0y Tonmagy
[[70z0: Jury, Witness, and Voting Leave
[C17040: Leaves of Absence
[[I7041: Leave Palicy
[Cl704s: paid Time OFff
[Tl 7050: Sick Leave
[C17060: vacations
[T s000: Expenses And Reimbursement
[[I8010: Control of Expenses and Reimbursement

I Delete Selected Sections from Manual I

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 HR Suite support staff. Contact
policysupport@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.

Working Master Archive

SearchWorking Manuak| || Search Multi-Add to Working From Master Utility

=l '_4MANUAL ADMINISTRATION

i
I [= _4MANUAL SECTION MANAGEMENT I Check the sections below and click the "Add te Working from Ma|

TE Add Sechons
[E) Multi-Delete Section Utlity

[E) Set Publishing Settings Uil :
'@Memu 5 m, ;umngs s ‘ Select/Deselect All Sections

[E) Multi-Add to Working From Master Utility .
TS TIEvTes TIST et SETeng "11000: Introduction and Employee Acknowledgement

[E| MultiKey Fields Update "] 1001: Employee Handbook Receipt and Acknowledgemen
= _.jPUELISHINGTOOLS "l 1010: Intreduction to the Handbook
= _IREPORTS [T]1020: Message from Management
BUndat= Tiis Mo, Tree [T]1030: Mission Statement

[T 1040: Overview of the Company

g§: General Management Practices

1 Americans With Disabilities Act (ADA)
: Diversity

: Employment-At-will

: Equal Employment Opportunity (EEQ)

: Haracsment

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.

[T7000: Time Off
[T7010: Funeral Leave
[ 7020: Holidays
[[7030: Jury, Witness, and Voting Leave
[T 7040: Leaves of Absence
[[17041: Leave Folicy
[Tl 7045: Paid Time off
[T 7050: sick Leave
[[I7080: vacations
[[s000: Expenses And Reimbursement
[[8010: Control of Expenses and Reimbursement

I Add to Working from Master
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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.

[ Print | Master Updated Date: 12/4/14

Model Policy 2010: Americans With Disabilities Act (ADA)

Model Policy Revised Date: 12/4/14

Scope of the ADA

As part of our Equal Employment Opportunity commitment we will implement all applicable provisions of the Americans with Disabilities Act
(ADA). We do not discriminate against any qualified applicant or employee on the basis of disability in any employment practice including, but not
limited to, hiring, promotion, job assignment, compensation, discipline, training, and termination.

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 HR Suite Support Staff at policysupport@cusolutionsgroup.com
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