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 44-45 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 Manual” tab at the top left 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 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.

NOMEXEMPT employees receive overtime pay for work in excess of 40 hours in a workweek or otherwise as required by law. Their work and pay are
determined based on their actual hours worked.

EXEMPT employees hold positions which meet specific tests established by the Fair Labor Standards Act (FLSA) and applicable requlations. They
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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 organization, 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 be accessed at any time from the Master Manual. This will help keep your Archive area
easier to maintain.

Archive Tip #2: Many organizations want to 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 recommended that you
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.

Page | 42



Archive Multiple Policies at One Time

1. Click on the “Working Manual” tab at the top left 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 you want to archive.

Waorking Master Archive

Search Working Manuak Search

Multi- Archive Utility

=l '_§MANUAL ADMIMISTRATION

[=] ‘_MANUAL SECTION MANAGEMENT

[E) Auto Revise Manual Setting
Multi-Key Fields Update
__|PUBLISHING TOOLS
__|REPORTS
[E) Update This Menu Tree

’ Select/Deselect All Sections

7] 1000: Introduction
[ 1001: Manager's Acknowledgement of Receipt of Manual
[T 1010: Intreduction to the Manual
1020: Message from Management
[Tl 1030: Mission Statement
[[l1040: overview of the Company
[ 2000: General Management Practices
2010: Americans with Disabilities Act (ADA)
[[12015: Diversity
[¥] 2020: Employment-At-will
[ 2030: Equal Employment Opportunity (EEQ)
[Tl 2040: Harassment
[ 3000: Employment Status and Human Resource Records
[ 3010: Employee Classification

Check the sections below and click the "Copy Sectien(s) To Archive" button

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

[Tgo7o:
[l so80: vacations
] go00: Expenses and Reimbursement

[Tl s010:
[Cl 9020:
[T s030:
[l sp40:
[T s050:
[l sos0:

Sick Leave

Business Entertainment and Gifts

Business Travel

Car Expenses

Education and Training

Expense Control and Reimbursement

Participation in Professional and Other Organizations

[ Copy Section(s) To Archive ] I
| |
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Accessing the Archive

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

HR Suite > Manual > HRN Staff Manual: HR Policy Manual

—2HRsuite HRN Staff Manual

Manual Builder Library Forms Storage Administration Ch F d
Working Master

Search Working Manuak | Search

[# __IMANUAL ADMINISTRATION

HR Policy Manual Rename

Getting Started:

» Quick Start Guide

2. Using the plus signs to the left of each folder, expand the “ARCHIVE ADMINISTRATION” and the
“ARCHIVED SECTIONS” folders. A listing of all archived policies is available underneath the
“ARCHIVED SECTIONS” folder. Archived policies are in descending date order.

3. 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.

4. 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.

Working Master Archive

[Print | to Working
— Archive’jl Archive Date: December 28, 2012

[= {4 ARCHIVE ADMINISTRATION
Bl '_4ARCHIVED SECTIONS

[E]8010: Family and Medical Leave (December 28, 2012) 8070: S ick Leave

[ 8070: Sick Leave (December 28, 2012)

[E)8080: Vacations (December 28, 2012)

[E] 2010: Americans with Disabilities Act (ADA) (December 27, 2012)  Geperal Policy Statement:

[E|Muti-Delete Archived Sections B
[E]Update This Menu Tree

Print, Delete, or Add ﬁ

It 1s crrtical to our operations that every employee be dependable and on the job. However, Management
recognizes that an employee or immediate family member may occasionally be temporarily disabled

injury or illness. The sick leave policy is designed to provide protection to eligible employees against The fU” l
of mcome durmg unavoidable absences. archived
Guidelines: text is
shown to
1. Sick Leave Eligibility. Employees are eligible for paid sick leave if: the rlght

A_ They have completed their Initial Employment Period;

B. They have full-time status;
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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 32), then un-archive the proper version of the policy. Un-archiving a policy will not overwrite the policy
in the Working Manual. If you do not remove the unwanted policy first, you will then have two policies (the
correct and the incorrect) in your Working Manual.

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

2. Using the plus signs to the left of each folder, expand the “ARCHIVE ADMINISTRATION” and the
“ARCHIVED SECTIONS” folders. A listing of all archived policies is available underneath the
“ARCHIVED SECTIONS?” folder.

3. Click on the policy you wish to un-archive.

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

Working Master Archive

Delete Archived Section Add This Archive Section To Working Manual

Search Archive:| g m} Archive Date: December 28, 2012

[= ‘_4 ARCHIVE ADMINISTRATION
=1 _YARCHIVED SECTIONS b
[&)8010: Family and Medical Leave (December 28, 2012) 8070: S ick Leave
[E|8070: Sick Leave (December 28, 2017)
[ 8080: Vacations (December 28, 2012)
[E) 2010: Americans with Disabilities Act (ADA) (December 27, 2012)
[E|Mut-Delete Archived Sections
[E|Update This Menu Tree

General Policy Statement:
It is critical to our operations that every employee be dependable and on the job. However, Management
recognizes that an employee or immediate family member may occasionally be temporarily disabled by
injury or illness. The sick leave policy 1s designed to provide protection to eligible employees against loss
of income during unavoidable absences.
Guidelines:

1. Sick Leave Eligibility. Employees are eligible for paid sick leave if:

A They have completed their Initial Employment Period;

B. They have full-time status:

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 a Single Archived Policy at the Archived Policy Level

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

2. Using the plus signs to the left of each folder, expand the “ARCHIVE 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.

Working Master Archive

| [} Add This Archive Section To Working Manual

Search Archive: | Q Seach Archiv : Date: December 28. 2012

= JARCHIVE ADMINISTRATION
=1 JARCHIVED SECTIONS e
[ 8010: Family and Medical Leave (December 28, 2012) 8070: Sick Leave
[) 8070: Sick Leave (December 28, 2012)
[E) 8080: Vacations (December 28, 2012)
[E) 2010: Americans with Disabilities Act (ADA) (December 27, 2012)

General Policy Statement:
[E)Mut-Delete Archived Sections

[Ej Update This Menu Tree It is critical to our operations that every emplovee be dependable and on the job. However. Management

recognizes that an employee or immediate family member may occasionally be temporarily disabled by
injury or illness. The sick leave policy is designed to provide protection to eligible employvees against loss
of income during unavoidable absences.
Guidelines:
1. Sick Leave Eligibility. Employees are eligible for paid sick leave if:
A They have completed their Initial Employment Period:

B. They have full-time status:

Deleting Multiple Archived Policies at one Time

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

2. Using the plus signs to the left of each folder, expand the “ARCHIVE 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. This is found under the listing of the
archived sections (if your archive is very full, you may need to scroll to see this link).

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

Search Archive: Search Check the sections below and click the "Delete Selected Sections from Archive” button

= _MARCHIVE ADMINISTRATION
[ ‘4 ARCHIVED SECTIONS

[ 8010: Family and Medical Leave (December 28, 20132)

[=) 8070: Sick Leave (December 28, 2012) [ 2a10-

| 8080: Vacations (December 28, 20132) =

. SWESESg O A) (December 27, 2012) [Tl s070: Sick Leave (archived: 2012-12-28 18:06:17)

[ Select/Deselect All Sections I

Familty and Medical Leave (archived: 2012-12-28 18:06:17)

8080: Wacations (archived: 2012-12-28 18:06:17) Page | 46
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