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.
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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 top navigation.

Manual Builder Library Forms Storage [§ Administration Change Password

[]

Administration

Welcome Message HRN Staff Manual: WELCOME TO ADMINISTRATION!

The Administration screen allows the HRN Staff Manual Systems Administrator to manage important functions such as assigning Security Levels, adding

Disclosure Statement : i it S
Mew Users, and editing the Welcome Message. To access the individual administration tool, click on a topic found in the navigation to the left.

Users Administration is divided into the following sections:
. 1. Welcome Message. Edit the Welcome Message text viewed by users of the system on the Home Page screen.
Security 2. Disclosure Statement. Edit the Disclosure Statement text viewed in the Published Operations Manual, just after the Title Page.
3. Users. Add, edit or delete individual or group users or their passwords with this function.
Access Levels 4, Security. View users and access levels, and assign Access Levels to individual or group users from this screen.
5. Access Levels. Allows the creation of intermediate levels of access - between read-only and full admin. Rights can be assigned to one or more

Licensing Information individual area of the CU PolicyPro HR Suite system.
. Licensing Info. This will show your current number of users assigned and the total number of user licenses available. This also shows your

@

subscription expiration date.

Corporate Logo/Name . Corporate Logo. This allows a logo to be uploaded for use on the Published Manual title page.

~

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.

Page | 56



Administration: Adding a Welcome Message to the Home Page

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

Administration

I Welcome Message I

Disclosure Statement

Users

Security

Access Levels
Licensing Information

Corporate Logo/Name

Manual Builder

Library Forms Storage  Administration Change Password

HRN Staff Manual: WELCOME TO ADMINISTRATION!

The Administration screen allows the HRM Staff Manual Systems Administrator to manage important functions such as assigning Security Levels, adding
Mew Users, and editing the Welcome Message. To access the individual administration tool, click on a topic found in the navigation to the left.

Administration is divided into the following sections:

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

2. Disclosure Statement. Edit the Disclosure Statement text viewed in the Published Qperations Manual, just after the Title Page.

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

4. Security. View users and access levels, and assign Access Levels to individual or group users from this screen.

. Access Levels. Allows the creation of intermediate levels of access - between read-only and full admin. Rights can be as=igned to one or more
individual area of the CU PolicyPro HR Suite system.

Licensing Info. This will show your current number of users assigned and the total number of user licenses available. This also shows your
subscription expiration date.

. Corporate Loge. This allows a loga to be uploaded for use on the Published Manual title page.

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

“Save” when done.

Wwelcome Message

L E

If you have any guestions about the Employee Manual,
Joanne in human resources.

please contact

Message has been Updated

—2HRsuite

Monday, May 19, 2014

HR Spotlight for April is now
available in the Library . The
monthly spatlight focuse:
Navigation Nimble Go:

on!
soon for the updated
nd Ne
Training video:

--ADA Requests

v: Refer to the Library/
EO and Other Employment
der for a g

Also refer to the Form:
Other Employment Law

modation request.

HR Suite > Home

HRN Staffflanual

Manual Builder

Logged in as: Mary Ann Koelzer

Access Level: admin

rary Forms Storage A Change

If you have any questions about the Employee Manual, please contact Joanne in human resources.

w Manager Manuals

This folder is currently empty

- Signature Form.docx

‘ Employee Manuals

- Time Off Policies (Date Published: 05/07/2014)
- Emplovee Handbook (Date Published: 01/27/2014)
%f Employee Resources

- Application for Emplovment.doc
- Application for Posted Positign.doc
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Administration: Adding a Disclosure to the Published Manual

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

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

3. This message will now appear in the Published Manual, on a separate page between the Title Page
and the Table of Contents.

Note: Some organizations choose to use the “Additional text on Title Page” field to keep disclosure
information on the Title Page. See page 37 for more information on publishing options and the “Additional
text on Title Page” field.

Welcome Message Disclosure Statement

Disclosure Statement

Eubhshed Manusl Disclesure Statement:

Users This manual is the property of ABC Credit Union and may not be
copied or distributed without the written permission of the ABC
2 Credit Union Board of Directors.
Security

Access Levels
Licensing Information

Corporate Logo/Name

Employee Handbook

HRN Staff Manual

This manual is the property of ABC Credit Union and may not be copied or distributed 'l'
without the written permission of the ABC Credit Union Board of Directors.

—

Table of Contents Wb

e Section 1000: Introduction and Employee Acknowledgement

* Policy 1030: Mission Statement i
& Policy 1040: Overview of the Company

e Section 2000: General Management Practices
s Section 3000: Emplovment Status And Human Resource Records

e Policy 3010: Emplovee Classification |
e Policy 3020: Initial Emplovment Period

® Policy 3030: Human Resources Files and Records
* Policv 3040: Reference Reauests
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Administration: Adding New Users

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

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

‘ Administration

Welcome Message Users MNew

Disclosure Statement user: Jetson, George -

User Name: george@jetson.com

Security Last Name: Jetson First: George M.1.:

Access Levels
Password (if changing, please fill in):

Licensing Information NESTYPR PasEwgd:

Passwords are encrypted and are not visible, however, passwords can
be updated by filling in the password fields and saving the form. Passwords must be at
least 6 characters and include one capital letter and one number.

Corporate Logo/Name

Access Level: employee -

Optional Fields

E-Mail: george@ijetson.com

3. The “New User” form will appear (see below).
4. Two types of users can be created: Individual or Group Users.

An 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). 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.

5. For an Individual, type in the First and Last Name, the User Name, Email address, and Password.
(Passwords are encrypted and must be entered in twice for security reasons). Group Users will have a
Group Name (instead of First/Last) and will not have an option for email address.

6. From the dropdown list, choose the Access Level for this user.

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

New User Save Cancel
@ Create Individual User Login |/ Create Group User Login
Last Name: Smith First: Sandy M.L:
User Name: ssmith@abccu.org
Email Address: ssmith@abceu.org

Password: LLITTT LTI L T L
Re-Type Password: sssssssssetenes

Passwords must be at lsast & characters and include one
capital ietter and one number.

Access Level: .admin

I -
Indiiduat User - hiscptens slons volsaiore | emeiove By default, only “Admin” and “Employee” access w
levels are available. To add additional access
levels as seen here, see page 60. |
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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.
After any changes are made, click the “Save” button.

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

Administration

Welcome Message

Disclosure Statement

Users

Security
Access Levels
Licensing Information

Corporate Logo/Name

Users

User: .Jetson. Gearge -

User Name:

Last Name:

Password (if changing, please fill in):

Re-Type Password:

Access Level:

Optional Fields
E-Mail:

New Delete

george@jelson.com

Jetson First: George M.L:

Passwords are encrypited and are not visible, however, passwords can
be updated by filling in the password fields and saving the form. Passwords must be at
least 6 characters and include one capital letter and one number.

employee ¥

george@jetson.com

Administration: Creating Additional User Access Levels

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 Change Password) will be
available to an Employee level user.

You may find it useful to have access levels between Admin and Employee. Follow the steps below to
create and define custom levels of access.

1. Click on the “Access Levels” button on the left navigation.

2. Click “New” to create a new access level. You will be asked to name the access level. Name the
access level then click “OK”.

Enter the name of the new Access Level

managers

Cancel
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Administration: Creating Additional User Access Levels (continued)

3. Ablank “Access Levels” form will appear. Use the checkboxes to determine what areas this access
level can access.

Access Levels [ Mew H Rename ][ Delete [ Save ]

Access Level:  managers -

HR Suite

Manual Builder
Farms

Library

D Storage

Manager Resources

¢ 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 resources found in the Library.
¢ Forms allows the user access to the forms found in the Forms area.

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

Note: If all options are checked, this user can do everything except go into the
ADMINISTRATION area.

4. Once your options are selected for this user level, click “Save”.

5. 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

access level for multiple users at one time.

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

Use the “Security” tab to quickly view all user levels and user IDs, and to quickly change the user

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

Administration

Welcome Message
Disclosure Statement

Users

Security

Access Levels
Licensing Information

Corporate Logo/Name

Security

Accese Levels

ith admin access Users

Smith, Joyce
Tracy. Melanie J

All users with

A

Flintstone, Fred
Jetson, George
Jones, Lea Ann
MNelson, Nancy

-]

All users with any
other access level.

this access. Peters, Maurine M
Schmoe, Joe
Remove = | < Add |

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.

Security

Access Levels

employee

editors
managers

Users with admin access Users

Smith, Joyce -
Tracy, Melanie J

Flintstone, Fred -
Jetson, George
Jones, Lea Ann
MNelson, Nancy
Peters, Maurine M
Schmoe, Joe

I Remove > I

I < Add 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

1. To view your license and subscription information, click on the “Licensing Information ” button on the
left navigation.

2. This will display the number of users you currently have set up, and the total number available. By
default, each organization receives 50 user licenses.

3. This will also display your subscription expiration date.

Administration

Welcome Message
Licensing Information

Disclosure Statement

Total Mumber of Users: 9
Number of User Licenses: 50
Users
Security Storage Expiration Date: 2020-09-30

Manuals Expiration Date: 2020-09-30
Access Levels

Licensing Information

Corporate Logo/Name

Administration: Updating Corporate Logo and Organization Name

1. Alogo can be uploaded in the Administration area to be used on the title page of any published
manual.

2. Click on the “Corporate Logo/Name” button on the left navigation.

3. Use the “Browse” button to upload your logo. Your current logo will show below the “Browse” field.
Note: Depending on the internet browser you are using, this button may be titled something other than
“Browse.”

4. 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

Welcome Message Corporate Logo/Name Save

Disclosure Statement
Your logo has been updated successfully. |

Users 5
Published Manual Corporate Logo/Update Company Name:
Click the "Browse" button to choose your logo from your computer or network. You can also update your organizational name.

Security Click the "Save" button to upload and save your logo to the system.

Access Levels
Company Name: HRN Staff Manual

I oﬁle selected

Uploaded Cogos must be in RGB jpeg (IPG) format, no wider and than 600 pixels. Best if in 300 dpi or better resolution.

Licensing Information

Corporate Logo/Name

Current Logo:
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