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Working with Policies: Accessing Manual Builder

,

Getting Started
Information

Indicates the current manual being worked with

Switch
between
Working,
Master and
Archive.
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Important Definitions & Information

Working Manual

o Custom Policies

Master Manual

o Model Policies
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Working with Policies: Navigating Manual Builder

                                    

To switch between the Employee Handbook and the HR Manual, click the “Manual Builder” link on the top 
navigation, then select a manual from the dropdown list. 

Click the plus sign to
expand the options.

Click the minus sign to
contract the options.
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Working with Policies: Viewing & Printing Model Policies

Model Policy
Listing
(Master
Manual)
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Working with Policies: Viewing & Printing Custom Policies

                          

Custom Policy
Listing

(Working Manual)

Editing Screen

Preview Window
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Working with Policies: Adding Policies to theWorking Manual

Adding Model Policies from the Master Manual to the Working Manual

Model Policy Listing – click
the checkbox next to each
policy you want included in
your Working Manual.



Page | 13

Adding Model Policies from the Master Manual to the Working Manual (continued)

.
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Adding Unique Policies to the Working Manual


