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Getting Started

Before your Policy Manual can be printed and distributed, important information should be customized. In its
original form, the Manual is comprehensive and provides an excellent foundation for regulatory compliance.
However, each Credit Union is unique, and with this in mind, we have provided several tools to help you tailor
CU PolicyPro to fit your operation.

Editing, deleting or adding to the text of the Manual is a broader and more flexible area of customization. You
may easily modify the Manual to meet your needs. Some of our clients simplify the content while others add
policies. We hope you will utilize this powerful policy management tool to streamline the administration of
your policies and to save you time. An investment today in the initial customization of your Manual will pay big
dividends for you in the years ahead.

While significant effort has been made to address federal compliance issues in the Manual, laws and
regulations change frequently. Additionally, individual state and local laws have not been addressed here
and are very diverse. Therefore, you may want to have the Manual, or portions of it, reviewed by legal
counsel.

If you experience technical difficulties, call our toll-free hotline at 1-800-262-6285, ext 581 or
e-mail us at support@-cuhrsolutions.com.

Credit unions in Pennsylvania may contact 800-932-0661, Option #3 or policypro@pcua.coop.

Credit unions in Massachusetts, New Hampshire, or Rhode Island may contact 1-800-634-0612 or
email complianceconnection@cucenter.org.

Credit unions in North Carolina may contact Kim Bohannon at 800.822.8859, or
kbohannon@ncleague.org.

Good Luck!
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Getting Started - Logging In

The main login screen for CU PolicyPro can be accessed at http://policypro.cucorp.com/

Each user will need a User Name and Password to login.

If you have forgotten your password, you can use the “I Forgot My Password” link on the left side of the
screen.

@ product g Clcars®

MEMBER LOGIMN

Existing Members
I Forgot My Password _TRA|NEDDQ1
B |

support@cubrsolutions. corm
(B00Y 262-6285

CU Policy Pro requires the following:

G @ [y

Click here to download Click here to download Click hers to download
Internet Explorer Firefox Acrobat Reader

Copyright @ 2009 by CUcarp
All rights reserved | Dizclaimer
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Getting Started - The Home Page

The Home Page of CU PolicyPro provides the user with information, navigation resources, and other
resources as provided by the credit union’s administrator.

The left side of the screen will provide information on any updates to the system, new documentation
updates, upcoming training information, and the release of the monthly newsletter, OPS Notes.

Information on who to contact for technical support is also located in this area.

The center area of the screen provides a welcome message to the user, and any resources that have been
posted by the credit union’s administrator. Access to resources is determined by the user’s login.
“Manager Resources” and “Manager Manuals” are available to users with full administrative rights, or
to users who have been granted access to these resources. “Employee Resources” and “Employee
Manuals” are available to all users.

The right side of the screen has the navigation menu to access the various areas of the site. Again,
depending on the user’s access rights, they may or may not see all of the navigation items on the right
side. A user with full administrative access would see all four navigation buttons.

LEFT

Wednesday, August 19, 2009
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E Libr ary
m SEorape

Administration

L
RIGHT
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Manual Builder - Opening Your Manual

Click on “Manual Builder” in the right hand navigation to access your CU PolicyPro Operations

| Wednesday, August 19, 2009

‘Welcone to CLI FolicyFro Online Policy
Manual, We'te dedicated to the
owcers of this site For both you and
your credit urion, snd continuslly
wacric b imnprone this site with
ernancements and updates,

POSTED 8/3/00

The monthiy OFS NOTES edibion for
July s avalable inthe lbrary. Ths
mmenth’s Lok | Regulstion £ — Credt
Card Ack Implamantstisn ™ snd covers
the first round of R z
hanges as 3 result of the Creds Card
AL

- @
Fezl.
s Libray

m HManager Manuals E Skorage

e
u HManager Resouroes Administration

E Logalf
m Employes Manuals
- ABC CU Policy Manual (Date Published: 2009-07-28)

a Employes Resources

- Section 2211 - Business Looounts (with
revisions.doc

to dizcuss the
updates - corng Agust 4 snd
Augurst 121

Bl & Achvanced Liser Training

Bl Liser Training is stheduled for
Wednesday, August 19 and Advanced
Lissr Traniny is schedusd for
Tussday, August 25,

You will be brought to a screen that allows you to choose your manual. Note: Only in a rare instance
will a credit union have more than one manual. For most credit unions, there is no selection process.

On this screen you can also rename your manual, if desired.

Click the Open button to access your manual.

- ol

Storage. Manuals ibrary. Homna

R\; MANUALS — _ -
2*
[
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Manual Builder - The Working Manual

Opening your manual brings you to the Working Manual.

On the left side of the screen is a folder called Manual Administration. This folder contains the entire
Working Manual and all the tools you need to customize your manual.

Directly above the Manual Administration folder are three links — Working, Master and Archive.
These links allow you to move between your Working Manual, the Master Manual and any Archived
sections. The Master Manual and Archive are discussed on pages 40 and 41.

The right hand side of the screen will display any information related to the folder you are working with.
When you first enter the Manual Administration area, some resources for Getting Started are available.
As you move through the folders contained within Manual Administration, the information on the right
side will change.

Navigation to other areas of CU PolicyPro is available at the top of the screen. Clicking on the “Home”
button will return you to the Home Page.

Working | Master | Archive 11:09:00 AM on Wednesday, 19th August 2009

| + __|MANLAL ADMINISTRATION

Getting Staned:

Key Fields Guide
* Suggested Steps
* Systern Features
o User's Manual
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Manual Builder - The Working Manual

Expand the Manual Administration folder either by clicking on the name of the folder, or clicking on the
plus sign to the left of the folder. Once the folder is expanded, you can contract the folder by either
clicking on the name of the folder or the minus sign to the left of the folder.

Tip: clicking on the folder icon itself will not expand or contract the folder — you must click on the folder name or the
plus/minus sign next to it.

Once the Manual Administration folder is expanded, you can see the tools available within it.
The first available section is EDIT SECTIONS OF WORKING MANUAL. The Working Manual is
your customized version of CU PolicyPro. When you first get your manual, the Working Manual is pre-

loaded with the Master Manual content. Over time, as you customize your Working Manual, it will
become the customized manual for your credit union.

PR

Working | Master | Archive
= _yMANUAL ADMIMISTRATION
#__|EDIT SECTIONS OF WORKING MANUAL
|+ |MANUAL SECTI NI

i+ __IMANUAL TOOLS
[E Update This Menu Tree

As you open each folder, the additional options within that folder expand.

PR

Working | Master | Auchive A

= _{MANUAL ADMINISTRATION
= _{EDIT SECTIGHS OF WORKING MANUAL

RKIH
= _41000 - Acministratve

T TT00~ CE50erEp

0 - Mission Stazement

0 - Vision Stakemant

1130 - Credt Lhion Valuss

1140 - Credi: Linion History

21150 - Field of Meinbership

2| 1160 - Stratzgi: Planning

0 - Equal Opportunity Statement

1200 - Organization

%1210 - Compensation, Reimbursement And
Incermification

21220 - Bond and Inswrance Coverage

1230 - Reguiatory Compliance

S - Education & Yolunteer Training Guidslires

- Audits

1400 - Legal Counsel

Z]1500 - Staffng

311510 - Nepatism

%] 1520 - Succession Planning

1] 1600 - Code of Ethics

| 1610 - Confidential Information

E|16!5 - Privacy

| 1616 - Anti-Phishing

2 1620 - Conflck of Inkerest
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Manual Builder - The Working Manual

The Working Manual is divided into Chapters, represented by folders. Expand each Chapter folder to
view the policies found within that Chapter.

Each Chapter and the policies within each chapter can be thought of an individual document.

When you click on any item within the Working Manual, the right side of the screen will show you the
content for that item. For the main page of each Chapter, a Table of Contents for that chapter is listed;
for each policy, it is the full text of the policy.

Tip: On the main chapter page, the Table of Contents may need to be updated as you add or remove sections while
customizing your manual. Some credit unions choose to remove the Table of Contents and add an introductory
paragraph for that section to avoid the task of updating the TOC.

P [
V] Wamcats |H05Y

working | e | ctes -~ -
Page Name [Aliministr tive Section 1D ] Do Not Publish Section [____InsenEdr/Add Key Feeld
) ;Mj;ﬁ;n;&m;'mgmm i Revised Date |_selecd removede | [ auto update Revised Date [ Capy Section To Aichne

q =1 1000 - Admiristrative [E] Souce [ =

ém?:::-\“lmsrm B I U ahix x[i=iz = i

[ 1120 - Vidon Retement o Fonk - See . iy - e |

[/ 1130 - Credit Uinkon Vahes Dy & by Credi U —

[ 1140 - Credit inion Hist: uly Approwed by Credit thion

énm-r,uﬁmz BOARD OF DIRECTORS

51160 - Strategc Plaring Approval Data:

(51170 - Ecual Opportunty Stakernent

[/ 1200 - Oacianication SECTION BoLICY .

{1210 - Compensation, Reimbursenent And c t ll
indeneican hap ers wi

[] 1220 - Bond and Irsurance Coverage 1000 ADMINISTRATIVE

(55 1230 - Regulatory Comlisncs

{123 - Eucabon & ¥oknbee Tranng Guidenes 1100 Leader ship contain the Table

E :ﬁ :.:: 1110 Missicn Statement

-
[ 1500 - Staffing 1120 Vision Stalement f c bt h

él 1510 Nepotizm 1130 CreditUnion Values o ontents t ls
[5/1520 - Succession Plancing 1140 CreditUnion Histoy H

B ot romasn v rsdwmns should be edited as
51615 - Pryacy 1160 Shategic Flanring

s S dainnt you add or remove

[/ 1640 - Credit Union Assets

1200 Orgarization o o l l
1645 - Fraud
msra policies. It can also
[ 1680 - Pektica Contribulions 1720 Bend and hswance Coverage
5] 1685 - Scftware Licensing 1230 Re b d l t d
gulatory Compliance
i Dk 1235 Education & Velurter Training Guidelines e e e e °

+ 13000 - Accounting
LS00 2 ek, [ SeveSecton | [ Prevew3edion |
%1 IS - Accatfl inblity Managemant
+) _|6000 - Investmert:

0 jmlm ¥ Key Fiells

&) _|8000 - Dthes Red Estate Owned (OFEQ) Key Field Contents Description
+ 19000 - Fedesal Reguiatons:

f+) | 10000 - Receds Retention

+ 111000 - Fair Crect nmm(m:ml

FER weret= |IAITES -

Working | tser | Arctive

Page Name [Audits section 10 [1300 ][] Do nat Publish Section Insen/EdiyAdd Key Fisid
L AT, [ selectdate ][ remove date | | CopwBecion To Aichive
5 _SEDIT SECTIONS OF WORKING MANUAL Revised Date Lsetactainies ) | [ auto update Revised Date Py
=] 41000 - Admiristrative [E] souce ko

B I U s X ox

1 1130 - <red Urion Values =
) 1140 - Credt Urion Hetory Revised: 0608

511150 - Fieid of Membershp
5] 1360 - Stratege Planning

5 1210 - Compensation, Reimbursament And
indemndcation

I —— Each policy
e contains the full

A AWARINg Standar ds, The pErSOn of persens who perionm the annual audil must

-
Have adequate raining and experiente as an audior, taking into account the size and complesity of the Credit Union. text for that pollcy

il Exencise reasonable care in perdfonming the audit and preparing the audi report

[3) 1610 - Conficdential Information
[ 1615 - Privacy
[5) 1616 - Ant-Phishing
[ 1620 - Confiet of Interest
E:::::::W”WS -5 Theperson or fhe annual audit should
[5] 1650 - Gits, Bribes, or Kickbacks
51 1680 - Poltical Contributicns:
5] 1685 - Softreare Licensing . The Cradit inion's Intemal control Sinucture Includes 15 COATTD] nvionmEnt, 4CCOUNtIng System, and control
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E1L_ MO0 acns [ savesection | [ PreviewSection |
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<1 __|7000- Lending Hey Fields
+] __|8000: - Other Real Estate Owned (OREO) Key Fleld Contents. Description
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Manual Builder - Editing the Working Manual

The Toolbar

To edit policies within the Working Manual, click on the particular policy you want to edit. The full text
at the right is contained within a content editor.

When adding or editing content, you will be in an editing environment that is very similar to MS Word.
The Toolbar has many of the same tools that are used in Word.

Page Name [Bond and Insurance Coverage | Section ID [] Do Not Publish Section |____InseryEditisdd Key Field |
Revised Date [ select date ] [ remove date l O auto Update Revised Date [ Copy Section Ta Archive ]
=] Source =t £ i B &
B 7 U e x x| == Euff=s===sl@dd=as
= ] e i 4 @) R The Toolbar

The following section outlines the functions of each item in the Toolbar.

The Page Name field is the title of the Policy. This can be
updated at any time. This will update the main Table of
Contents in a published manual, but any changes made here
will need to be manually update on the Chapter page Table
of Contents

Page Name |Bond and Insurance Coverage

Section ID The Section ID determines the order in which the policy
appears within the Chapter. While the system does not
prevent you from changing the Section ID if you want to
reorder the policies within a chapter (or even move a policy
between Chapters), the Master Manual and all updates will
be published using the original policy number that was
assigned.

Checking the “Do Not Publish Section” box will omit this
section from any manuals published from this point forward
(until the box is unchecked).

To set multiple sections to “Do Not Publish” at one time, see
page 30.

Tip: “Do not Publish” is useful for omitting sections that are not
ready at the point of publishing, but if this section is simply not a
section you want in your manual, we recommend removing it
entirely. See pages 28-29 for more information on removing
policies.

] Do Mot Publish Section

Page | 11



Manual Builder - Editing the Working Manual
[ 6 | Fundion |

[ InseryEditiAdd Key Field ] This button allows you to edit any Key Field within the
manual. See pages 23-24 for more information on Key
Fields.

Revised Date H select date H remaove date Use the “Select Date” button to add a date to the

“Revised Date” field. The Revised Date will appear below
the title of the policy in the published manual.

The “remove date” button removes the date from the
field.

Checking the “Auto Update Revised Date” button will
automatically place the current date in the “Revised
Date” field each time the policy is saved. See page 33 for
information on how to automatically check or uncheck
this box on all policies in your manual.

[] Auto Update Revised Date

[ Copy Section Ta Archive | “Copy Section to Archive” will place a copy of the
current version of the policy into the Archive. A pop up
box will appear with to confirm the section has been
archived. See page 31 for information on Archiving multiple
policies at once.

The Source icon allows a user to view the HTML code

Source behind the page, and modify it directly, if desired. Itis
not recommended to edit the HTML code unless you
have prior HTML experience.

Common editing icons for Cut, Copy and Paste

% Paste Text — Pastes text into the content as Plain Text.
All formatting is removed from the text being pasted .

% Paste from Word — Pastes text into the editor while
stripping out the code used in MS Word, which can
interfere with formatting in the CU PolicyPro editor. This
is recommended when pasting from Word. See page 15
for more information on this tool.
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Manual Builder - Editing the Working Manual
[ 6 | Fundion |

E; Spell Check. A small java applet may need to be
downloaded in order for the spell check to work.

| Standard “Undo” and “Redo” icons. Users can “undo” or
“redo” multiple steps.

ﬁ Find — Allows you to search the current policy for specific
text.
A3 Replace - Allows you to search the current policy for
ek specific text and replace it with new text.
Select All — This icon will select all of the text in the
editor. The shortcut for this action is CTRL+A.

ri? Remove Formatting — removes all formatting from any
highlighted text

. Common editing icons for Bold, Italic, Underline,
B I U #£| % x Strikethrough, Subscript and Superscript

Numbering and Bullets — standard icons for applying
"— numbering and bullet formats. See pages 16- 17 for
more information on applying these styles.

Block Indentation. Allows blocks of text to be indented
to the right (or moved back to the left). Often used in
conjunction with bullets and numbering formatting.

I
]

Block Quote. Creates indention to the left and right of a
block of text. Often used to offset text within a
document.

Justify Tools. Standard formatting tools to justify text to
the left, center, right or block justify.
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Manual Builder - Editing the Working Manual
I "

Insert/Edit Graphics. Inserts a graphic image into the
._“jJ content. See pages 18-19 for more information on
inserting graphics.

Insert/Edit Table. Inserts a table into a table or allows
D editing of an existing table. See pages 20 - 21 for more
information on Tables.

Horizontal Rule — places a horizontal line across the
screen.

Character Map — allows the placement of special
ag characters within the text.

Page Break — Allows the user to manually insert a page
1 break when this page is printed (single policy print or
published manual print).

. Font — Standard tool to allow changes to font type face.
ot <

Size — Standard tool to allow changes font size.
Size |

Text Color — allows color changes to highlighted text.

Background Highlighting — Highlights behind text.

o

_-_|| Maximize Editor. Increases the editor size — some
— toolbar icons and tools below the editor are hidden when
this icon is used. Click on the icon again to restore these
hidden tools.

Show Blocks. Shows individual blocks of text throughout
[,
the document.
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Manual Builder - Editing the Working Manual

Adding and Editing Text

To edit existing text, simply place your cursor within the text and begin typing, deleting, or using the
formatting tools in the Toolbar.

Text can also be copied/pasted from other sources, such as MS Word, or Excel.

Tip: When pasting from Word or other Microsoft documents, it is recommended to use the “Paste from Word” icon
in the Toolbar (see below). Microsoft products often have code behind the scenes that is used to format text within the
Microsoft environment, but which will not work well in other editors, such as the CU PolicyPro editor. The “Paste
from Word” function will strip out the extraneous code, allowing you to format the text easily.

Paste From Word

Page Name [Bond and Insurance Coverage | section 10 [1220 | [ Do Not Publish Section [ Insed/EditiAdd Key Field ]

Revised Date [ select date H remove date ] [ Auto Update Revised Date [ Copy Section To Archive
¢ [E] Source : 2 P &
:B 7 U s FulE=s==imsas The Toolbar

[ Font Ta- - 13 R S

When the “Paste from Word” icon is clicked, a pop up dialog box opens to allow you to paste in the
content and make some additional selections. Use CTRL+V to paste the content into the dialog box.

We recommend checking both the “Ignore Font Face definitions” and the “Remove Styles Definitions”
boxes.

Paste from Word

Fleaze paste inside the following box using the keyboard [Crl+Y¥] and hit
oK.

lgnare Fant Face definitions
Remove Styles definitions

(0] 4 | | Cancel |
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Manual Builder - Editing the Working Manual

Formatting Numbered Lists

Most of the policies within CU PolicyPro use extensive numbering and sub-numbering.

To use the numbering function, highlight the text to be put into a list and click the numbering icon.

1—

3 — 7
age Name [Bo. rance Coverage Section ID[1220_| [] Do Not Publish Section [___Inser/EdiyAdd Kay Fisld |
r B
zevised Date selectdate ][ removedate | [ auto Update Revised Date [____Copy Section To Archive |

= Source = %

[B]7 u a:|x

The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its responsibility to protect the assets ofthe
Gredit Union. Itis the policy of this Gredit Union to regularly review the risks, analyze the potential for l0ss, and provide insurance coverage that appropriately
covers the risk of financial 1oss. Such insurance coverage will meetthe minimurn regulatory reguirements applicable to the Credit Union,

+=

Page Name [Bond al
Revised Date

= Source & $ =

“ance Coverage | Section ID [ Do Not Publish Section [___InserEditAdd Key Field |
=lect date I [ remave date ] [ Auto Update Revised Date [ Copy Section To Archive ]
: lda kB o

Hi= &S

The Board recognizes the risks associated with doing business in today's financial industry and acknowledaes its responsibility to protect the assets ofthe
Credit Union. Itis the policy of this Credit Union to regularly review the risks, analyze the potential for [oss, and provide insurance coverage that appropriately
covers the risk of financial loss. Buch insurance coverage will meet the minimum regulatory requirements applicable to the Credit Union

Guidelines

1. RESPONSIBILITY. The Board of Directors is responsible to review and approve the insurance coverage of the Credit Union at least annually. The
President is respaonsible to canduct an annual review of insurance coverage and deliver a report to the Board as part on the annual review,

2. COVERAGES. The type and amount of specific coverage will be determined by the Board as a result of its annual insurance review and will meet the
minimurm regulatory requirements applicable to the Credit Union. While addiional coverage may be approved by the Board, itis the policy of the
Credit Union to provide coverage in at least the following areas:

ll
FAirector, Volunteer & Empl,
e of their
3
- asualty Coverage. '\
protect th 1 th
equipment are ost. Itwill obtain insurance to cover these expenses.
3. Workers" Compensation Insurance. The Credit Union will provide workers' compensation insurance in accordance with the law.
4.

DOCUMENTATION. The Credit Union will estahlish a method for recording the content and result of its insurance review. All documentation will be
retained until all audits and regulatory examinations have heen completed for the period in which the insurance revievrwas valid, or longer if
deemed appropriate by management.

REGULATORY COMPLIANCE. The Credit Union will wark with all appropriate regulatory agencies to ensure that the bond insurance coverages
provided meetthe minimum regulatory requirements.
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Manual Builder - Editing the Working Manual

Formatting Numbered Lists (continued)

By default, the sub-list will have the same numbering structure as its parent list. To change the style of
the numbered list, right click on the highlighted text, and choose “Numbered List Properties”

;wifl] be determined annually hased '|:| N currer
, Volunteer & Employee Coverage. The Cred
ance oftheir Credit Unian duties.

| audits and requlatory examinations have bee

A dialog box will pop up with several different numbering styles to choose from (in a dropdown list).
Choose the style you prefer and click OK. You can also use this dialog box to start the numbering or
sub-numbering at a particular number.

Note: Bulleted lists work similarly, in using the block indentation for sub-lists and right clicking for
Bulleted List Properties, which give several bullet styles to choose from.

the risks associated with doing business in today's financial industry and acknowledges its respar
i the policy ofthis Credit Union to regularly review the risks, analyze the potential far loss, and provic
e risk of financial loss. Such insurance coverage will meet the minimum regulatory requirerments a

¥ The Board of Directors i Numbered List FTOPEﬂiES the Cred
sponsible to conduct an ani ard as
hetype and amount of spe annual ir
:yulatory requirements app Start Type pproved
110 provide coverage in at | e

werage. The Credit Union where s
‘he bond will cover the perft Mumbers [1. 2, 3] andling ¢
coverage and amounts wil 'EIDW:[EZEE tg::g[i EE 'E f:]] Cargel | =
Wolunteer & Emplovee Coorago voe o Qan Sn'i';”HDman Numere;ls fi i il roigr e |OYEES 5
armance of their Credit Union duties. Large Raman Mumerals (1 11 11

nent Practices Liability Coverage. The Credit O Wl Provide Coverage a t claims arising ©

.

v Coverage Where the cost of the premium is appropriate for the coverage provided, the Credit Lini
he assets ofthe Credit Union. Such assets will include loan collateral, physical facilities, equipmer
s Continuity Coveraae. The Credit Union will estimate the expenses of continuing anerations in the

Tip: By default, the system will keep each item in a numbered list together with no spacing between each item. To
create a line break of space, place your cursor at the end of the first item, and hold the SHIFT key as you press enter
(SHIFT+ENTER). Then press the space bar to add a “space” in the newly created line break. The “space” character
acts as a place holder during the publishing process, making your line breaks appear as you expect.
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Inserting and Editing Graphics

To insert a graphic:

1. Make sure your cursor is in the exact position where you want the grphic inserted.

2. Click the “Insert/Edit Graphic” icon. -—ﬂ

3. A form will pop up giving you some options for your picture.

4. To upload your own image or access existing images in the image library, click the “Browse Server”

button.

2 Image Properties -- Web Page Dialog
Image Properties

Image Info | Link I Advanced

URL

Alternative Text

Browse Server

Fresiew

Width
y | Height

Border

4 HSpace

VSpace

Align -

Lorem ipsum dolor sit amet, consectetuer adipiscing
elit. Maecenas feugiat consequat diam. Maecenas
metus, Vivamus diam punss, cursus a, commodao
non, facilisis vitae, nulla. denean dictum lacinia

tortor, Hunc iaculis. nibh non iaculis aliquam, orci
felis evismod neque, sed oimare massa mauwns sed
welit. Mulla pretium i et risus. Fusce mi pede, tempar
id, cursus ac, ullamcorper nec, enim. Sed tortor,
Curabitur molestie. Duis velit sugue, condimentumn at,
ultrices a, luctus ut, orci. Donec pellentesque
egestas eros. INteger cursus, augue in cursus
faucibug, eros peds bibendum sem, in tempus tellus

re
dr

A new window will open showing a directory of all the images in the image library. To choose an
image already in the library, click on the linked name of the image.

To upload a new image, use the “browse” button to find your image, then click the Upload button to add
the image into the library. You can create new folders for ease of organizing and finding images.

e =
| Image > ﬂ 1’

B CU-policworotghipg

= Upload & new file irfihis folder
[ Create NewFolder | j

&] Done

Internet ‘
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Inserting and Editing Graphics (continued)

7. Once you have clicked on the image to be inserted, you will be shown the image properties, as well as a
preview box so you can see how the image will interact with your text based on the assigned properties.

8. When you have set your image properties, click OK to insert your image.

Image Properties
“J Image Info I Link | Upload I Advanced

a0 i
- URL

1 3

rir AOPS /mem/client/TRAIN 20032/ stor age/ opsfiles Aimage/CL Browee Server X

Alternative Text

Preview
Wwidth | 177
ac —— Lotem
Height | 87 Y1 nafiry Ipsum
LS UL dolor it
i amet,
Ny EBorder PR'{' congectet )
HSpace o precuct af GUcorp® adipizcing
elit,
T VSpace Maecenas feugiat consequat diam. Mascenas
Ig 8 4 metus, Vivamus diam purus, cursus a !
0 calioh) i commada noh, facilisis vitae. nulla. Aenean
dicturn lacinia tartar. Munc iaculis, nibh non b
i < > 4
T ]

. Ok | | Cancel | i

Image Properties
You can change image properties prior to inserting the image or after an image has been inserted. To change properties after
the image in inserted, right click on the image and choose “Image Properties”.

Alternate Text: Used commonly on Web sites, this is descriptive text that is displayed by Web browsers when the picture
has not yet been downloaded. Also, the description is recommended to assist those with sight disabilities.

Width: the width (in pixels) of the image. The width can be changed, however, the recommended method for changing an
image size is to resize it using a photo program then re-uploading the image.

Height: the height (in pixels) of the image. The height can be changed, however, the recommended method for changing an
image size is to resize it using a photo program then re-uploading the image.

Border: Creates a box around the picture. The default is 0 (no border). The larger the number, the thicker the border
appears.

HSpace: Horizontal padding (in pixles) to the left and right of the picture. The larger the number, the larger the space.
VSpace: Vertical padding (in pixles) to the left and right of the picture. The larger the number, the larger the space.
Align: This aligns the photo relative to the text. Generally “Left” or “Right” create the best look on a Web page.

Note: Your uploaded images will be stored (and are visible) in the Storage Area (file Opsfiles > Image). Do Not Delete

these files from the Storage area or they will not be available for your manual! Images uploaded to this folder through
the Storage area are also available when adding images to a page.
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Inserting and Editing Tables

While tables are not used extensively in CU PolicyPro, they are a good tool to use for offsetting
information, or displaying several text items side-by-side.

To insert a table:
1. Make sure your cursor is in the exact position where you want the table inserted.

2. Click the “Insert/Edit Table” icon.
3. A form will pop up giving you some options to customize your table.

4. When you have set your table options, click OK to insert your table.

B

Revised 0608
General Policy Staterment:

The Board recognizes the risks associated with doing business intoday's financial industry and acknowledges its responsibility to protect the assets
ofthe Credit Union. It is the policy of this Credit Union to regularly review the risks, analze the potential for loss, and provide insurance coverage that
appropriately covers the risk of financial Inss_Such insurance coverane will meest the minimim reaulatore reonirements anplicable to the Credit Unian.

o Table Properties
Guidelines
Rowe; 3 Width: a0 percent W
Columnz: |2 Height:
Border size: | 1 Cell spacing: |1
Alignment: | <Mat zet> W Cell padding: |1
Caption:
Summary:

There are a number of properties that can be set in the Table Properties dialog box — the following is a
list of those most commonly used.

Rows: The number of rows for your table

Columns: The number of columns for your table

Border Size: the size of the border around your table. The larger the number, the thicker the border. A size of “1”
is most common. A border of “0” will remove the gridlines, essentially creating a hidden table on the page. This is
useful to create columns on a page.

Alignment: Aligns the table the left, right or center of the page. If nothing is selected, default is “left”

Width: The width of the entire table. While the default is in pixels, we recommend changing this to percentage and
setting the percentage to 100 or less.
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Inserting and Editing Tables (continued)

Once the table is inserted, place your mouse in any cell and type or copy/paste in your content. Any
formatting that can be done on text can be done on text within the table.

SR I U s x xS}

S T E e H=
: Fort ~ | Size - Ty~ -l [l
Revised 06/08

ific:

General Palicy Statement

The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its respi
ofthe Credit Union. Itis the policy of this Credit Union to regularly review the risks, anahze the potential for loss, and prod
appropriately covers the risk of financial loss. Buch insurance coverage will meet the minimurm regulatory reguirements

Note: the content within this table is made up
for illustrative purposes only, and is not part

Guidelines of CU PolicyPro, and should not be considered
valid content for the product
—]
Company Coverage
¥YZ Bond Company Covers general staff for theft, efc... to §1,000,000
ABC Bond Company Covers management for theft, ete... to 10,000,000

Once your table has been inserted, you can modify the entire table or just one of the table’s cells.
Use a right click of the mouse on your table to view the available options.
* Rows and Columns can be deleted (use Row or Column options).

» Cells can be merged or split (use Cell options).
* You view/modify properties of the entire table (use Table Properties).

Company Coverage
#¥Z Bond Company Covers general stafffor theft, etc... to $1,000,000
ABC Bond Company Covare maanasarment for theft, etc... to 10,000,000
[, Paste

Cel 3

Fiow 3

Calumn 3

Drelete Table

Tip: The columns will automatically adjust based on the amount of text in each. While there is no “set
column width” option per se, you can use “Cell Properties’ under the Cell Options area to set the width of the
first cell in each column. This essentially sets column width. We recommend setting the cell width in
percentages. This sets the cell (column) width as a percentage of the entire table.

Make sure you only set the width for one cell in each column, or you may get an unexpected result. Also, if
setting widths for cells in multiple columns make sure the sum does not exceed 100%6!
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Previewing and Saving Your Work

Once you have completed the edits and formatting for your policy and are happy with your changes, use
the “Save” button to save your work.

Use the “Preview Section” Button directly below the content editor to view how the policy will look
when printed. You can also print this single policy from the “Preview”.

Tip: The preview will only show you the content that has been saved.

itorage. Manuals B

Page Name [Bond and Insurance Coverage | section o |1220 | [] Do Not Publish Section [ Inser/EdittAdd Key Field ]

Revised Date | | [ select date ] [ remowve date ] [] Auto Update Revised Date [ Copy Section To Archive ]
= [=] Source : e
IB 7 U s|x% £ iE0S 5 =
‘= Fant - | Size bl
Revised 06/08 2o

General Policy Statement:

The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its responsihility to protect the assets
;| ofthe Credit Union. Itis the policy ofthis Credit Union to regularly review the risks, analyze the potential for loss, and provide insurance coverage that
appropriately cavers the risk of financial loss. Such insurance coverage will meet the minimum regulatary requirements applicahle to the Credit Union.

Guidelines

1. RESPONSIBILITY. The Board of Directors is responsible to review and apprave the insurance coverage ofthe Credit Union at least annually. The
Fresident is responsible to conduct an annual review of insurance coverage and deliver a report to the Board as part on the annual review,

2. COVERAGES. The type and amount of specific coverage will be determined by the Board as a result of its annual insurance review and will meetthe
minimum regulatory requirerments applicable to the Credit Union. Yhile additional coverage may be approved by the Board, itis the policy of the
Credit Union to provide coverage in at least the following areas:

A Bond Coverage. The Credit Union will provide band coverage, if availahle, for all operational areas where significant loss potential exists. The
bond will cover the performance of all employees and all officers having custody of ar handling Credit Union funds. The specific coverage and
amounts will be determined annually based on current operations and risks.

B. Director, Volunteer & Employee Coverage. The Cradit Union will provide insurance to protect employees and volunteers fraom liahility in the
performance of their Credit Union duties.

. Employment Practices Liability Coverage. The Credit Union will provide coverage against claims arising form its employment practices.

0. Casualty Coverage. Where the cost ofthe premium is appropriate for the coverage pravided, the Credit Union will provide insurance to

Credit Union. Such assets will include loan collateral, physical facilities, equipment, etc.
v

[ Save Section H Preview Section ]

Key Fields
Contents Description

Note: You will be notified if the system detects content that has not been saved. If you click into the content area,
even if you do not make a change, the system may assume you’ve made changes and will ask if you want to save. If
you do need to save the content, click “OK”. If you know that no actual changes were made, click “Cancel” to move
on. Also, some Internet browsers will place the cursor back into the content area after clicking the “Save” button,
which will cause the “Save” notification to appear again even though you just saved the content. Click “Cancel” to
move on to the next section.
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Key Fields

We have developed a series of Key Fields to assist you in inserting Credit Union specific information in
the Manual. Key Fields are bits of information which are important to completing the policy, but will
vary from credit union to credit union. An example of a Key Field would be the amount of cash each
teller may have in their drawer.

Not every policy has Key Fields, and some policies have many Key Fields. A full list of the Key Fields,
which includes the location of each Key Field, the Key Field number, and a brief description of the Key
Field can be found by clicking on the Manual Administration folder, and clicking on the right side link
titled Key Fields Guide.

The Key Fields are numbered and enclosed in brackets (e.g., [[2400-1]]). The first number of the Key
Field correlates to specific policy numbers, making them easy to find throughout the Manual.

For each policy that contains a Key Field, all Key Fields are listed directly below the content area in a
yellow highlighted area. There is a link to the Key Field database editing window, a listing of the
content entered for the Key Field (by default, the content is the Key Field number), and a description of
the Key Field.

Clicking on the Key Field link opens the “Edit Key Fields” dialog box.

Edit the Key Field in the box labeled “Enter Your Key Field Content Here” area of the dialog box.

Click the “Update Key Field” button when all done, and close the dialog box.

ige Name |Te||e|' Over/Short |SE(til:ll‘l is) ] Do Not Publish Section [ Inser/Edithad Key Field
avised Date |2008-01-20 select date I [ remove date I [] Auto Update Revised Date Copy Section To Archiv

A hilps:/lsecuresite.cusiteonline.com - Insert Internal Links - Microsoft Internet Explorer glil@

| Edit Key Fields

W Hame (2125

nter Your Key Field Content

KEY FIELDS CONTENT BOX

Update Key Field Cancel

Description nd co

Insert howe often the

accounting departmert swil
provide management with &
spreadsheet of all overages agels

Wl forve

Repor

cludir

KEY FIELDS LINK & oore B @ ineret

Key Contents  Description
[2125-17 [2125-1] Inzert how often the accounting departrnent will provide management with a spreadsheet of all overages.
[2125-21 [2125-2] Inzert the amount that must be reported to management,
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Key Fields (Continued)

Once you have updated the Content of the Key Fields, you will need to save the policy in order for your
content to appear in the highlighted Key Fields area.

You will notice that once you save, the “Contents” field of the highlighted area is updated, but the actual
text within the editor still shows the bracketed key field number. This is because within the text the
bracketed number is a piece of code that will be replaced with the Key Field “Contents” once it is
printed. Use the “Preview Section” button to see the Key Field replacement. Publishing the manual will
also insert the correct text into the Key Field code area.

1. RESPONSIBILITIES
A Tellers
i. Eachtelleris solely responsible for histher own cash drawer and will be held accountable forits care, custody and control

il. Tellers are expected to balance their cash drawers atthe end of each workday

iii. Ifacash draweris out of balance, tellers must report the overagelshortag Text in the editor

discovered. All overfshort amounts must be recorded ondhedeller's Over®

B Accounting. The sccourting dspartmentwl be respondfue ormesindyasn e FEMAINS bracketed

spreadsheet of all overages/shotages to managemeni on a [[2125-1]] basis.
code

2. BALANCING STANDARDS

A, Evetyteller is expected to balance on a daily basis. All overfshont amounts must be recorded on the teller's Over'Short Repont

Save Section ] [ Prewiew Section

“Contents” Key Fields

. - Key Field Contents \Description
fleld IS - daily Ihsert how often the accounting department will provide management with a spreadsheet of all overages.
-2, [2125-2] sert the amount that must be reported to management,
updated

<2 https://securesite.cusiteonline.com - Section Preview: SECTION - Microsoft Internet Explorer, E@g

s

Revised: 01/08
General Policy Statement:

An essential responsibility of a teller is to maintain a balanced cash drawer. While the ultimate goal is to achieve 100%
accuracy with respect to balancing each teller cash drawer, the Credit Union is aware that this is not always possible.

The purpose of this policy is to set the balancing parameters, reduce losses, and ensure that members receive accurate
SerViCe.

Guidelines:
1. RESPONSIBILITIES

&, Tellers

i, Each teller is solely responsible for hisfher own cash drawer and will be held accountable for its care,
custody and control

ii. Tellers are expected to balance their cash drawers at the end of each workday.

i, If a cagh drawer iz out of halance, tellers must report the overage/shortage to management as soi
the overage/shortage is discovered All overfshort amounts must be recorded on the te

Owet/Short Report. ”PreVieW Section"

B. Accounting.The accounting depattment will be responsible for tracking cash e¥erages/shiostages Shows the Key Fleld
tellers, and will forerard a spreadsheet of all overages/shortages to management An a daily basia. .
content inserted

2. BALANCING STANDARDS
&] Done =K
Note: See pages 34-35 for more information on the Key Fields Database and Reviewing a report of all your defined key fields

Inkternet
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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.

To archive a policy, click the “Copy Section to Archive” button in the Toolbar.

itorage. Manuals :

Page Name [Bond and Insurance Coverage | section 11220 | [ Do Not Publish Section [ Wﬂu\l

Revised Date | ’ selectdate ‘ ’ remove date ] [ Auto Update Revised Dage | Copy Section To Archive |
: [=] Source : [of== (¢4 2L | EH &

EB 7 U s x & 3T IS x| i~
: Font = | Size
Revised 06/08 A

General Policy Statement:

The Board recognizes the risks associated with doing business in today's financial industry and acknowledges its responsihility to protect the assets
ofthe Credit Union. Itis the policy of this Credit Union to regularly review the risks, analyze the potential for loss, and provide insurance coverage that
appropriately covers the risk of financial loss. Such insurance coverage will meet the minimum regulatory reguirements applicable to the Credit Union.

Guidelines

1. RESPONSIBILITY. The Board of Directors is responsible to review and approve the insurance coverage of the Credit Union at least annually. The
President is responsible to conduct an annual review of insurance coverage and deliver a reportto the Board as part on the annual review.

2. COVERAGES. The type and amount of specific coverage will be determined by the Board as a result of its annual insurance review and will meet the
minimurm regulatory requirements applicable to the Credit Union. While additional caoverage may be approved by the Board, it is the policy of the
Credit Union to provide coverage in atleastthe following areas:

A Bond Coverage. The Credit Union will provide hond coverage, if available, for all aperational areas where significant loss patential exists. The
bond will cover the performance of all employees and all officers having custody of or handling Credit Union funds. The specific covarage and
amounts will be determined annually based on current operations and risks.

B. Director, Volunteer & Employee Coverage. The Credit Union will provide insurance to protect employees and volunteers from liability in the
performance of their Credit Union duties.

. Employment Practices Liability Coverage. The Credit Union will provide coverage against claims arising form its employment practices.

D. Casualty Coverage. Where the cost ofthe premium is appropriate for the coverage provided, the Credit Union will prowide insurance to
protect the assets ofthe Credit Linion. Such assets will include loan collateral, physical facilities, equipment, etc.

Sawve Section ] I Prewview Section

Key Fields
Key Field Contents Description

This will make a “point in time’ copy of this policy. Once in the Archive, the archived version of the
policy can be viewed, printed or restored back to the Working Manual.

Tip: Use the archive to save copies of policies that you have customized for the credit union. Policies with Master
content only, that have not been customized at all, can always be restored from the Master. This will help keep your
Archive area easier to maintain.

Note: See page 31 for instructions on archiving multiple policies at one time
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Below the Edit Section of Working Manual is a folder called Manual Section Management.

This area allows you to Add or Remove Sections, delete multiple sections at once from the Working
Manual, Set multiple sections of the Working Manual to “Do Not Publish”, Archive Multiple
Sections”, move multiple sections from the Master Manual to the Working Manual, check the “auto
revise date” across all sections of the Working Manual, work with Key Fields, and view the Key Fields
Report.

PR

Working | Master | Archive

=l _AMANUAL ADMINISTRATION

[+ __|EDIT SECTIONS OF WORKING MANUAL
= TANUAL SECTION MANAGEMENT
[Z) Add | Remove Sections

[Z Multi-Delete Section Utility
Multi-Do Mot Publish Utility

[E) Multi-trchive Utility

[} Multi-Add to Working From Master Litility
[E] Auto Revise Manual Setting
[E| Key Fields

Z| Key Fields Report

[£ Update This Menu Tree
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Adding a Section

Click the “Add/Remove Sections” link in the Manual Section Management folder.

This brings up a form which allows you to add a section, and a dropdown list which allows you to
remove a section to your Working Manual.

s ol |

3 [ manvats | KBTS

Warking | Haster | Aechive

al Administration : Add Section Module
<) _4MANLUAL ADMINISTRATION

+ __|EDIT SECTIONS OF WORKING MANUAL
= _{MANUIAL SECTION MANAGEMENT
[ Add | Remave Sections
[E) Multi-Dedate Section Uity
[ Multi-Do Not Fublish Utility
[ Multi-Archive Litlity
%) Multi-Add to Working From Master Lty
[E) Auto Revise Manual Setting

Add Section

Section ID Section Name [Security Camera Tapes|

] [add Section_]

Remove A Section

Ky Select Section To R 1000 - inistrative b
%) Key Fiskds =
%jkﬂ"ﬁ!‘d!ﬂ!“ t Remove Section

To add a section, type in the section number and the section name, and click the “Add Section” button.
The new section will appear in the Working Manual in numeric order.

Tip: If you accidently give your new section the same number as an existing section, don’t worry! You won’t
overwrite your existing content. You will simply have two policies with the same number. This is not recommended,
however, so if you notice that you have duplicate numbered a policy, we recommend changing the number on the new
section you created.

Tip: All sections must be numbered 1001 or greater. Section numbers below 1000 have no associated Chapter folder
and will not be accessible for editing in the Working Manual. For policy numbers above 11999, you will first need to
create a corresponding Chapter Folder (12000, 13000, etc) or the policy will not be accessible for editing in the
Working Manual.
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Removing a Section

Click the “Add/Remove Sections” link in the Manual Section Management folder.

This brings up a form which allows you to add a section, and a dropdown list which allows you to

remove a section to your Working Manual.

To remove a section, find the section you want to remove in the dropdown list under “Remove A

Section”, then click the “Remove Section” button.

I“Manunl!] ibrany.

e ~

Working | Master | Archive
Manual Administration : Add Section Module
<] _{MANUAL ADMINISTRATION
+ __EDIT SECTIONS OF WORKING MANUAL —
= _{MANLIAL SECTION MANGGEMENT Add Section
™ B Add | Remove Sections Section ID[___] Section Name [ ][ _Add Section |

- Administrative

1100 - Leadership

1110 - Mission Statement
0 -

| Remove Section ’

[%] Update This Menu Tree

- 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 - Requlatory Compliance

1235 - Education & Vol Training Guideli
1300 - Audits

1400 - Legal Counsel

1500 - Staffing

1510 - Nepotism

1520 - Succession Planning

1600 - Code of Ethics

1610 - Confidential Information

1615 - Privacy

1616 - Anti-Phishing

1620 - Conflict of Interest

1640 - Credit Union Assets

- Fraud

- Gifts, Bribes, or Kickbacks

- Political Contributions

2000 - Operations

2|€

Sections that are removed are permanently deleted! If you wish to keep a copy of a particular section,

Copy the section to Archive (see pages 25 or 31) BEFORE you delete it.

Tip: Sometimes people will click on the “Remove Section” button without first selecting the section they would like to
delete. This will then delete the first section listed on the dropdown box, which is usually the 12000 Administration
folder. If a Chapter folder is deleted, any policies within that chapter will no longer be accessible for editing in the

Working Manual.

To restore a missing chapter folder, you can either create a new chapter folder using the “Add Section” area (this will
create a blank page for this Chapter page), or you can go to the Master Manual and restore it from the Master (see
page 40 or 32). Restoring from the Master will restore Table of Contents on the Chapter page. Once the folder is

restored using either method, the policies that were within that chapter will again be accessible for editing.

Note: See page 29 for information on removing multiple sections at one time
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Removing Multiple Sections at one Time

Click the “Multi-Delete Section Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each
section.

Click on all the sections you want to delete.

- ]

1? | Manuais
Working | Master | Archive Multi-Delete Section Utility

= _4MANUAL ADMINISTRATION
[+ _JEDIT SECTIONS OF WORKING MANUAL
= _JMANUAL SECTION MANAGEMENT

wand click the "Defete Sefected Sections fram Manuai”button to delete the sections from your manusl,

uiti-Delete Section Uity
. Oy

Ttr-Brerhiot-Foty

Multi-Archive Litiity
[E) Multi-Add ko Working From Master Lility
[Z Auto Revise Manual Setting
[E Key Fields
[ Key Fields Report

+_IMANUAL TOOLS

[E Update This Menu Tree

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

The selected policies will be removed from your Working Manual.

|
O ooooooooood

I Deleia Selected Sections from Manual j |

Sections that are removed are permanently deleted! 1f you wish to keep a copy of a particular section,
Copy the section to Archive (see page 25 or 31) BEFORE you delete it.

Note: To delete an entire chapter, you must check all the policies within that chapter. Deleting just the chapter folder
(1000, 2000 etc) will only delete that page, not all the policies within the chapter. However, if a top level chapter page
is deleted, any policies within that chapter will no longer be accessible for editing in the Working Manual. They will,
however, appear in the published manual.
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Setting Multiple Sections to “‘Do Not Publish™

Click the “Multi-Do Not Publish Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each
section.

Click on all the sections you want to set to “ Do Not Publish”

Warking | Master | fechive i ublish Utility

=] _MANUAL ADMINISTRATION
[+ __|EDIT SECTHONS OF WORKING MANUAL
= _MANLAL SECTION MANAGEMENT
[E) Add | Remove Sections
() Mot v

L Mudti-Dey Nok: Pubskch Lty

(5 Auto Revise Marual Setting
5 Eigy Fiskds
(%) Kay Fiedds Repart
[+ _IMANUAL TOOLS
5] Updaste: This Mesni Tres

Scroll to the end of the page and click the “Mark Selected as Do Not Publish” button.

The selected policies will be marked as “Do Not Publish” in your Working Manual.

101
12000 Board P

012

Mark Selected as Do Not Publish
— —

Note: Setting the Chapter Folder (1000, 2000 etc) to “Do Not Publish” will suppress all policies within that chapter
from publishing.

Note: This section will always retain the checkbox for any section that has been set to “Do Not Publish™. You can use
this area as a report to view which sections will be suppressed from publishing at any given time.
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Archiving Multiple Sections at one time

Click the “Multi-Archive Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in your Working Manual, with a checkbox next to each
section.

Click on all the sections you want to place a copy to Archive

pr — I

Waorking | Master | Archive

=l _AMANUAL ADMINISTRATION
+ __|EDIT SECTIONS OF WORKING MANUAL
= _{MANUAL SECTION MANAGEMENT

(31 Add | Remove Secticns

() Multi-Dedete Section Uity

i Mt D Fublish Uity

mooooong &

T M dbi-Dics Bl
4 Multi-Archive Lty
T erkngrTTom Master LRty
[ Auto Revise Marual Setting
[ ey Fiekds
%) Kery Fiekds Repart

+ __[MANUIAL TOOLS

[ Updake This Merw Tres

OEE0008E

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

A point in time copy of the current version of each section will be added to the Archive.

p 0000000000000

< | Copy Section(z) To Archive |

See page 41 for information on viewing and restoring policies placed in Archive.
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Adding Multiple Sections to the Working Manual from the Master at one time

Click the “Multi-Add to Working from Master Utility” link in the Manual Section Management folder.

This brings up a form listing all the sections in the Master Manual, with a checkbox next to each
section.

Click on all the sections you want to move from the Master Manual to your Working Manual.

[
e .

ilormp Manuals | L

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

5 _{MANUAL ADMINISTRATION
+ _|EDIT SECTIONS OF WORKING MANUAL
= _{MANUAL SECTION MANAGEMENT

[} Add | Femove Section:
[ Mudti-Delete Section Ly
[5) Mudti-Do Nok Pubish Lty
e
B4 o Wineking Froen Maser | bl

; [5] Update This Menu Tiee

Scroll to the end of the page and click the “Add to Working from Master” button.

The current Master version of each selected policy will be added to your Working Manual.

DoODOODOoC

< I Add to Warking from Mastar ]

Tip: If you are adding a new policies to your working manual, this is the only step necessary. If you are replacing any old policies in your Working
Manual with updated policies in the Master Manual, first remove all the old policies from your Working Manual (see pages 28 to remove a single
policy or page 29 to remove multiple policies at once), then bring in the updated policies. Bringing in an updated policy will not overwrite the old
policy, but you will then have two policies (the old and the new) in your Working Manual.
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Auto Revise Manual Setting

The “Auto Revise Manual Settings” tool allows you to automatically check or uncheck the “Auto Update
Revised Date” button across all sections of the working manual.

This is the button found in the Toolbar when you are editing a policy: [] Auto Update Revised Date

When this button is checked, clicking the “Save” buton for that policy will insert the current date into
the “Revised” field. If the button is not checked, you will need to manually insert a date if you want one
in the “Revised” field.

To check the box in every policy in your working manual, change the dropdown under “Auto Revise
Manual Settings” to “Yes” and click “Update”.

To un-check the box in every policy in your working manual, change the dropdown under “Auto Revise
Manual Settings” to “No” and click “Update”.

PR
TS Waruste [V
Warking | Muste | At
Automatically Update Revision Dates fof Whole Manual? (te v | Upcate) |
- _YMANLOL ADMINISTRATION
+__|EDIT SECTIONS OF WORKING MANJAL e |
= _YMANLAL SECTION MANAGEMENT

B Add | Remorve Sections

I MuUti-Delate Sechbn Ly
£ Muti-Do Mok Publsh Uiy
[ MUti-Ruchive Uity

S o rFresaddaster Liiity
& Auto Revise Marual Setting

() Ky Fisds
() Ky Fisds Rizpast
+__IMANUAL TOOLS
[5] Lipdate This Menu Tree
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Key Field Database

The “Key Fields” database is a quick link to access and update all of the Key Fields in the system.
Clicking this link will bring up a list of all the Key Fields for your manual. Scrolling your mouse
through the list will show you the description for the Key Field and any text you may have entered to
define that Key Field.

s — I

Working | Mater | Archive

=1 _AMANUAL ADMINISTRATION B oy -':-:r Fiid from your sle from those shown beiow and choi on itz insert ink to add & to your contert
R i ol oo |
= _{MANUAL SECTION MANAGEMENT
{1 Add | Remove Sections
(%) Multi-Delate Section Uity
[ Multi-Do ok Pubkish Lty
[ Multi-Archive Litlity
53 Multi-Add o Working From Master Lty
B feeuien M Setting

=
g
3
3

[ Updake This Merw Tres

ERERREEEREREREERERE 3

leseeee
§

Clicking “Edit” will allow you to edit the content of the Key Field (this is the same tool found within the
individual policies of the Working Manual, see pages 23-24). You can also delete a Key Field, although
this is not recommended.
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Key Field Report

The “Key Fields Report” is a quick view all of how all the Key Fields in the system have been defined.
Clicking this link will bring up a list of all the Key Fields for your manual. Scrolling your mouse
through the list will show you the description for the Key Field and any text you may have entered to

define that Key Field.

Click on “Print Report” for a printed copy.

PR

[ Manuats |

Working | acter | frchive

=l _AMANUAL ADMINISTRATION

+ __|EDIT SECTIONS OF WORKING MANUAL

= _{MANUAL SECTION MANAGEMENT
(31 Add | Remove Sections
) Multi-Delete Section Litility
i Multi-Do Nok Publich Lty
[ Multi-Archive Litity
[E] Multi-Add to Working Froem Master Litiity
[ Auto Revise Manual Setting
BSi ey Fields
[ Key Fiedds Report

+ __[MANUAL TOOLS

[%] Update: This Menu Tres

Key Fields Report

are the st of o key fislds associated with your manul

Key Fleld
Hame

Dese on

- Not yet defined

by CU

Defined by CU |

Note: Key Fields can NOT be edited from this screen. This report is read-only.

Note: Any Key Field that is not yet defined by the credit union will show in the “Current VValue” column as
the Key Field name (i.e. [1110-1])
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Manual Tools
Below the Working Manual is a folder called Manual Tools.

This area allows you to Publish your manual and Manage your previously published manuals.

Publishing the Manual

Clicking the Publish Manual link will begin a process in which all the individual policies of the Working Manual
are combined into one large, printable document. This process can take one to five minutes to complete.

BIFEEY || Manuals |

Working | fater | Achie

-] _{MANUIAL ADMINISTRATION
+ __|EDIT SECTIONS OF WiORKTNG MANLIAL
[+ __|MANUAL SECTION MANAGEMENT

Publishing Manual
wPlease Wait

-

Powered By Clcorp

Microsofit Internet Explorer

ﬂ You are about to publich your manual. This may take several minubes. Please walt untll the process is over,

Once the manual is published, you will receive a message that the manual is successfully published, with
a link to manage your manuals. The link in the confirmation message will take you to the same spot as
the “Manage Published Manual” link with the Manual Tools in the navigation menu.

PR
SrAQD. | M;n‘uzis | LIGra
Working | [taster | frctive Manual Published...

= _{MANLML ADMINISTRATION
+ __|EDIT SECTIONS OF WORKING MANUAL
+__JMANUAL SECTION MANAGEMENT

Both Links will take you
to the same place....
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Manage Published Manuals

Managing your manuals allows you to print your manual, make it available for viewing on the Home

Page for in the Manager Manual and/or Employees Manuals folder, or delete a manual.

PR

T [ Manuats | brary

Woarking | Haster | chie

=) _4MANUAL ADHIMISTRATION
¥ _JEDIT SECTIONS OF WORKING MANUAL
5 MANUAL SECTION MANAGEMENT
= _{MANUAL TOOLS

%) Manage Published Manuals
[%) Update This Menu Tree

Manage Published Applications: CU PolicyPro Training CU

Below are all published manuals. Please change the preferences for any manual and select update. To delete a manual, please select delete.

Operations: Manual (Date Published: August 19th, 2009 12:22:46 PM (EST))
[0 adow Employess to View

O adow Managers To View
[vpdate ][ pelete Published Manual |

ABC CL Policy Manual (Date Published: July 26th, 2009 04:10:21 PM (EST))
O] Asow Employees to View

[ adow Managers To View

[vpdate |[ pelete Pubtished Manuat |

ABC CLi Policy Manual (Date Published: July 28th, 2000 04:06:55 PM (EST))
]l aow Employess to View

[ adow Managers To View

[ vpdate |[ petete Published Manual |

Viewing and Printing a Published Manual

To view or print a published manual, click on the link (the name of the manual). This will open a new
window with the HTML document.

B mipsifisecuresite. cusieontine com - Published Manual: Training Greund 2008, 2 - Microsoft Internet Dxplorer

Operations Manual
Training Ground 2008.2

Table of Contents

Sadebnes

A new window opens
with the complete
Working Manual in
printable form

110 cupseyprs e,

[ 20 Ml - O,

S Lnknown Zore
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Viewing and Printing a Published Manual (continued)

The Table of Contents contains clickable links that allow you to go directly to a particular policy within
the manual.

Click on the “Print” button to print the entire manual.

Posting Published Manuals on the Home Page

Links to the Published manual can be made available on the Home Page, within the “Manager Manuals
and/or the “Employee Manuals” folders.

Use the check boxes directly underneath a specific published manual to determine if the link will appear
in the “Manager Manuals” (Allow Managers to View checkbox) the “Employee Manuals” (Allow
Employees to View checkbox) or both. Click the “Update” button when finished.

Removing Published Manuals on the Home Page

To remove a manual from the home page, unclick the Allow Managers to View and/or the Allow
Employees to View checkbox.

Click the “Update” button when finished.

torage. Manuals fbrary

Manage Published Applications: zTraining CU PolicyPro 2
Below are all published manuals. Please change the preferences for any manual and select update. To delete a manual, please select delete.

Operations Manual {Date Published: 2008-08-14 13:09:52)
[ allow Erployees to Wiew

[0 allow Managers To Wiew

| Update ” Delete Published Manual |

] Viewable on home page
llowe Emnployees to View for Employees and
lloree Managers To Wiew Managers

Delete Published M:

i {D: . 17:40)
low Emplovees . NOt viewable on

liow Managers Too. Home page
€ ” Delete F

El
| Upty‘t

Operations Manual {Date Published: 2008-08-07 10:34:38)
Allow Employees to View

Allow Managers To View

| Upiate ” Delete Published Manual |
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Deleting Published Manuals

To delete a published manual, click the “Delete Published Manual” button directly beneath the manual
you want to delete. Deleted manuals cannot be recovered.

Printing Tips

Tip #1: Header and Footer

Because this is an HTML document printing from a Web site, your Internet Page Set Up options will
apply when you print the manual. Many Internet Page Set Up options call for the URL to print on the
header and/or the footer of the page, which can make the page look cluttered and unprofessional.

To suppress the URL, go to the “File” menu on your Internet Browser navigation bar, and choose “Page
Set Up”

A pop up box will open with the Page Set Up options. We recommend removing everything from the
“Header” field, and either removing everything from the “Footer” field, or, if you want the page
numbers to print, enter the code “&p of &P”.  This will print in the footer the format “Page X of Y”.

Note: These settings will apply to all documents printed off the internet from your computer. You may want to copy the
current header and footer settings to a Word document so you can add them back in later. You may not want the URL to
print on your manual, but you might want it for printing from other web sites.

‘A Manual - Operational - Microsoft Internet Explorer
3 et view Favorites Tooks  Hep

New » h- . :
Open... cHo l, E2 Page Setup @@
Edit with Micrasoft Offics Ward I =
0/ OPS/me Paper v

Size:

v
Page Setup... z
paic) Ctri+P Source:
Frint Freview... i Automatically Select v

Send

v
Eo A m
: Header
Froperties o
Work Offine
Cose Footer
[E/Manage Published Ma spofep
[ Preview Manual
Update This Menu Tree: \HM_/
Orientation

@ Fortrait Left: 0.75 Right: | 0.75

O Landscape Top: 0.75 Bottom: | 0.75

[ ok [ cancel | [ printer...

Tip #2: Printing a Page Range
Because this is an HTML document, the page numbers will not display until you have printed. To print
a specific page range, use the “Print Preview” function to determine the page range you want to print.

To do this:

1. Open your published manual.

2. From the File Navigation menu, choose “File”, then “Print Preview” The “Print Preview” will allow
you to view all the pages

Page | 39



Manual Builder - The Master Manual

Accessing the Master Manual

To access the Master Manual, click on the “Master” link at the top of the Manual Builder area.

From .

19401 [ Manuals Library,

siorking | Master | Brchive 12:26:59 PM on Wednesday, 19th August 2009

[+ __IMANUAL ADMINISTRATION
Getting Started:

Key Fields Guide
Sugnested Steps
System Features

.
.
.
+ User's Manual

As with the Working Manual, you will need to expand the “Manual Administration” folder.

Within the “Manual Administration” is the Master Manual. Open the Master Manual folder and all of
the sections of the Master Manual are available. (Note: the working manual simply lists all of the
policies and chapter headings. There are no folders separating the chapters as in the Working Manual)

Click on any section within the Master Manual and the full master text of that policy will appear on the
right hand side of the screen. You can view and print the text, as well as copy this entire policy into
your Working Manual.

PR

Ygrking | Master | Arhive

Capy Lo wotking manul

= _AMANUAL ACMINISTRATION
= _MASTER MANLIA

5] 1000- Adminstrative Strategic Planning
[ 1100- Leadeship
8] 1110- Mision Stokement

[ 1120- Vision Statement _
[ 1130 Crdit Linion vakses Ravised: 07/03
[&) 1140~ Cradit Uinson Hstory
i1 Maimbership
B

General Policy Statement:

faniry
Opportunky Statement
[ 1200~ Organzation
2] I[ZIII- Compensstion, Rambursaman: Ard
ation

The Boswd recognizes that planring for the uture & impsrstive, Understanding past performance, current eonditions and future trends provide a rational
aoproach 10 effective blsiness I

The Credst Union wil participate in an annual planning process designed 1o identify and prioritice vital stratege cbjectives. The results of the annual process wil be

ndeniific.

) 1220+ Bond and Insurance Coverage summanied and adopted as the Strategc Pln for the Credit Unicn, Manegement business plans and budgers shoud be formulatad within the scope and intent
] 1230+ Reguitory G . of the Strategic Plan. The planning process should nvotve al drectors, key mansgement staff and volunteers, as sppropriate.

[) 1255 - Educasion & Veuntesr Training Guideines .

Wi A Guidelines:

] 1400- Legal Counsed

[&] 1500~ Staffing 1. RESPONSIBILITY. The Board of Directors & responsible for reviewing and approving the Strategic Flan, The [[1160-1]] b responsbie for managing the
[ 1510 Hepotsm planning proces: and developing the plan,

RS emon ik 2. PREPARATION, Effective strategic plarning reguirss both reseanch and informed discussion, The Credit Union will design the planning process to include
[} 1600- Cods of Ethics adequate reseach in oitical yeas, Research results wil be summaized a9 disseminated price 10 the planning $255ion,

] 1610~ Conficential Irformation

[E) 1615 - Privacy 3. STRUCTURE. The Credt Linion will conduct a Strategic Planning Sessior each year. The length and structure of the sesson will oe based on the

[l 1616~ Arti-Prishing anticipated plarning issues. The Credt Uricn may hold the plarning session in an outside facility to minimize internuntion and promote ceative thinking
B0l 1620- Confiet of Intarast When posstie, the Credit Unon wil abtain 4 facitetor to conduct the strategic planning sesson,

I ——

Copying a Policy from the Master to the Working Manual

To copy a policy in its entirety to the Working Manual, simply open the policy within the Master
Manual. Click the “Copy to Working Manual” button, and the policy is now added to your Working
Manual.

Tip: If you are adding a new policy to your working manual, this is the only step necessary. If you are replacing an old policy in your Working
Manual with an updated policy in the Master Manual, first remove the old policy from your Working Manual (see pages 28 - 29), then bring in the
updated policy. Bringing in the updated policy will not overwrite the old policy, but you will then have two policies (the old and the new) in your
Working Manual.
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Accessing the Archive

To access the Archive, click on the “Archive” link at the top of the Manual Builder area.

o I

e Manuals

Working | % 12:28:47 PM an Wednesday, 19th August 2002

[+ JMANUAL ADMINISTRATION
Getting Started:

« Key Fields Guide
« Sugnested Steps
« Systern Features
e User's Manual

As with the Working Manual and Master Manual, you will need to expand the “Manual Administration”
folder.

Within the “Manual Administration” is the Archived Sections folder. Open the Archived Sections folder
and all archived policies are available. (Note: the archive list all policies will appear in order of the date
the policy was archived. The items most recently archived are at the top of the list. For more
information on how to add a policy to the Archive from the Working Manual, see pages 25 and 31.)

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. You can view and print the text, as well as delete the archived policy, or copy
this entire policy back into your Working Manual.

PR

Wotking | Master | Archive

zm
= _YMANLIAL ADMINISTRATION Archive Date: Avoust 19, 2009
= _YARCHIVED SECTIONS
[} 10100: Racords Ratention (August 19, 2009) F
[E] 1510: Nepetiem (fuguet 19, 2009) Nepotlsm
[ 1500: Staffing (August 19, 2009)
[] 1400: Legal Counsel (August 19, 2009)

[} 3130 Fioed Assets 28, 2008, n
gjﬁgldgg This Mara "ee(.\l-' ’ General Policy Statement:

The Credit Unaon adopts this nepotism policy i an effort to mmirmize potental problems associated with hinng related mdinduals. For the most part, the
policy applies to diate famaly it I diate family member means a spouse, sibling, grandparent, grandchild, parent, and children whether
by blood, mamage, or adoption, in-laws, and any other member of the employee's household

Gundelines:

1. HIRING OF FAMILY MEMEERS

4 Family Members of Officials. The Credst Union may MOT hure an wnmedsate faruly member of a Credit Union official An official 1= the

Un-Archiving a Policy

To un-archive a policy, simply open the policy within the Archive. Click the “Add This Archive to
Working Manual” button, and the policy is now added back to your Working Manual.

Tip: When un-archving, be sure to first remove the unwanted policy version from your Working Manual (see pages
28 - 29), then un-archive the proper version of the policy. Un-archving a policy will not overwrite the policy in the
Working Manual, but you will then have two policies (the correct and the incorrect) in your Working Manual.
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Library

Click on “Library” in the right hand navigation of the Home Page to access the CU PolicyPro Library.
This is a “read only” area where you can find information and tools.

| Wednesday, August 19, 2009

Weloome bo L1 PolicyFro Online Policy:
Manial, Wate dedisted to the
success of this site for both yeu and
i credt urson, shd o

mork b inpeonee this sibe with
erhancestents and updates,

POSTED 3/3/09

The manthly OPS NOTES editien for
July b avadable in the Bbrany . Thes
months topic 5 “Reguistion Z - Credit
Card Act Implement stion ™ and covers
the First reund of Reguiation 2
charges a5 a resulk of the Credit Card
Act.

to disouss the
updabes -coming August 4 and
Pugrest 130

M B Acbvanged Liser Traiing

New Liser Training is schaduled for
Wadnesday, August 19 and Advanced
Uzer Trarng i scheduled For
Tuesday, Ausgust 25,

Welcome back, Mary Ann

Fuslio.

[1] ~1enual Builder

B uibrary

] Storage

m Manaqger Manuals

o
u Manager Resources Administration

Lagalf
m Employee Manusals
- ABC (U Policy Manual (Date Published: 2009-07-28)

B eolovee Rescurces

- Sectipn 2211 - Business Accounts (with
revisions).doc

The Library is divided into three sections:

1. Notes. All of the past monthly OPS Notes newsletters are stored in this tab. As part of your
annual fee, you have unrestricted access to each of them.

2. Updates. CU PolicyPro is updated semi-annually. New policies are added and revisions to
existing text are made. Past Updates are stored in this tab for your review. Older updates are
periodically purged from the Updates tab.

3. Tools. The Tools area provides additional resources such as sample forms and definitions.

To access any of the items in the Library, simply click on the name of the folder (or the plus/minus sign
to the left of the folder), and click on the item you want to view. The item will open in a new window.

Tip: clicking on the folder icon itself will not expand or contract the folder — you must click on the folder name or the

plus/minus sign next to it.

S race B a0 2tz B T

Welcome to the Librany!

3 Updates CU

Many of the Lisrary rese:

The Library stores important inlarmatior such as monthly newsletters, CU PalicyPro manual updales, maragement tocks and other resources. Use the rasigation to he kft ta
access these 'eSoUICES

The Lisrary i devicked indo e swctions,

aus stered in this tab. As part of your membership, you Fave uncestricted access ‘o sach of them

ly. Mew policies are acded and revisions 1o existing text are made. Past Updates are stored in this tab for your review

rees are previded in NDF farmet. This requires Adobe Acrobt Bagder to view anc print

Copyright € 2009 by LoD
A rights ressrved | Qiadunge
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Storage

Click on “Storage” in the right hand navigation of the Home Page to access the Storage Area.

Wednesday, Avgust 19, 2009

‘Whelcares bo CLIPolicyPro Onlne Pokcy
Manual, Wa're dedicated to the
success of this ate for both you and
your sredi urion, snd continusly
wiorkba impnorve this se mith
enhancements and updistes,

POSTED 8/3/049

The monthly OFS NOTES adition for
July & avadable in the lbrsry . This
monkh’s topic s Feguiatien Z — Credit
Cand Act Implenentation” and covers
the first round of Reegulation Z
changes as a result of the Credt Card
At

todisouss the
wpdabes - comang Ausgust 4 and
August 121

ol Lis i
Bl User Trainng i scheduled for

Wadnesday, August 19 and Advanced

Liser Trasrng 5 scheduled For
Tueslyy, fuspet 75,

Welcoms back, Mary Ann
helo.

*anual Builder

m MManager Manuals

ﬁ Admindstration

LT

B renacer Resources

B Eroloyee Manuals

- ABC CU Policy Manual (Date Published: 2009-07-28)

B iiricrisomcis

- Section 2211 - Business Accounts (with
revigions).doc

The Storage area allows you to upload and store documents. Once in storage, document can be posted

to the Home Page, either in the “Manager Resources” or “Employee Resources” folder.

Many credit unions also upload working documents so they can continue to work on their manual from
remote locations, such as their home, or another branch location, where the documents on their computer

or network will not be available.
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Storage File Structure

By default, the Storage area contains three folders: “Root”, “Employee Resources”, and “Manager
Resources”.

— 7

Storage [IITTAN

Welcome to Storage!

Storage ts e having your own ordne hard drive, Upload files from your system and store them online, Use the avallsble foldsrs or create your own bo keep your files organized.

To Begin Select the folder in which you wish to place the file and dick Browss to begn the upload process.

Mote: All documents placed in the "Manager Resources” folder will be avalable on the home page to users with to "Manager Al placed in the "Employ * Folders will be avalable on the home page to ol users,

File to Upload Biowse lI

(large Fles may take several minutes to upload)

Last Modified

Copyright & 2009 by Clicorm
Al rights reserved | [ischames

Clicking on the folder name and the contents of that folder will be displayed in the center section of the
screen.

— 7

Storage || [T

welcome to Storage!

Storage ts e having your own ordne hard drive, Upload files from your system and store them online, Use the avallsble foldsrs or create your own bo keep your files organized.
To Begin Select the folder in which you wish to place the file and dick Browss to begn the upload process.

Mote: All documents placed in the "Manager Resources” folder will be avalable on the home page to users with to "Manager Al placed in the "Employ * Folders will be avalable on the home page to ol users,

File to Upload Biowse lI

(large files may take several minutes ko

New  /Employes Resources Size Last Modified

se zsz009mefm G Bp DS X

Copyright & 2009 by Clicorm
Al rights reserved | [ischames

The “Employee Resources” and “Manager Resources” folders serve a special function. Any documents
placed in these folder will be posted to the corresponding folders on the Home page.

Additonal folders can be created by clicking the “New” button next to the Folder listing. You can create
subfolders to existing folders. Subfolders and their contents are available from the Storage area, but will
not be posted on the home page, even if the subfolders are created within the Employee Resources” or
“Manager Resources” folders

Folders

Page | 44



Storage

Uploading Files to Storage

Choose the folder to which you want to upload your document.

To upload a document, click the “Browse” button next to the File Upload field. This will allow you to
browse your computer hard drive or network to choose a file.

Once you’ve found the file, to upload, click on the file name, then click the “Open” button on the
dialogue box.

|"s'._m1 Tty i Choose file
Look i [ 23 2009 x| =B @
Welcome to Storage!
; 209 _Currency Trarsaction Reports_.pdf
Storage is le having your own online haed drive. Upload files from your sysbem and store them online, Use| _‘) @Z-D?_cmerq_hm_newts.rtf
MyRecent  "T'3.00 NCUA Part 740_pdf
To Begin: Select the Folder in which you wish to place the fle and ciick Browss to begin the uplosd proces] Documents tﬂz-m MCLIA Part 740,04F
Mote: All documerts placed in the Manager Resources™ folder wil be svalsble on the home pags to users E_._.i 409 _Pandenic_nfluenza. pdf home page to all users,
e 509 _Reg_2.pdf
il "L 709 _Regulation_2_Credk_Card_fct_Implement ation, pdf
et b e
(large files may take several minites to upload) ___J
My Documents
New  [Employee Resources
i - Busi revisi 3}5 Leooazierm B ERDS X
My Compaster

.
MyNetwork  Fils name | | Open
Flesolype:  [ANFaes [ =~ |

The name of the file will now appear in the file upload field. Click the “Upload” button, and the file
will be uploaded.

— |

“stersge TN

Welcome to Storage!

Storage is ke having your own onine hard drive, Upload files from your system and store them online. Use the avallable folders or create your own bo keep your files crganized.
To Beginc Select the folder in which you wish to place the file and dick Browss to begn the upload process.

Note: Al documenis placed in the "Manager Resources” fokder vil be avalsble on the home pags tg users with to “Manager = Al placed in the Employ * Folders will be avalable on the home page to ol users,

File bo Upload  L:\CLicars\OPSI0FS NOTES|2009\5-09 _Reg Z.pdf  [(Biowse | @
(large Files may take several minutes to upload)

Last Modified

New

SEmployee Resources

Saction 2211 - Business Accounks (with sevisions).dog s s 2eniern M ERDYX

Copyright £) 2009 by Clicorp
Alrights reserved | Disclamer

Note: The Storage area supports the upload of multiple file types, such as Microsoft Office, Text, PDF, etc. However,
when opening files, the computer you are working on must have that program available in order to access the file.
This can sometimes be an issue when opening the file from a remote location.
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Opening files in Storage

Once afile is in the Storage area, it can be opened by clicking on the file name. This will open the file
in the whatever program the file was orginally created.

— 7

Storage ] Manuals)

Welcome to Storage!

Storage ts e having your own ordne hard drive, Upload files from your system and store them online, Use the avallsble foldsrs or create your own bo keep your files organized.
To Begin Select the folder in which you wish to place the file and dick Browss to begn the upload process.

Mobe: Al documents placed in the "Manager Resources” folder will be avalable on the home page to users with to TManager LAl placed in the "Employ " folders will be avalable on the home page to all users,
File to Upload Bowse | [ Upioad |

(large Fles may take several minutes to upload)

Last Modified

se zsz009mefm G Bp DS X

Copyright & 2009 by Clicorm
Al rights reserved | [ischames

Making Changes to Files in Storage

If any changes are made to the file after it is opened, the file must first be saved locally, then the updated
document re-uploaded to Storage.

Files within the Storage area can be renamed, copied, moved to a different folder or deleted.

Renaming Files in Storage

To rename a file, click on the “rename” icon to the far right of the file name.

Explorer User Prompt

Script Prompt
Enter the new name for "CUY_WorkOrder_20071113.doc™

Tip: At the end of the file name, you must add the file type extension (i.e. .pdf or .doc, etc).
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Copying files in Storage

To create a copy of a document within the Storage area, click the “Copy” icon to the far right of the file

name.

This will create a copy of the file, named “Copy of (file name)”. You can then rename or move this file,

if desired.

Moving files between folders in Storage

To move a document to a different folder in the the Storage area, click the “Move” icon to the far right

of the file name.

o 4 P o 3 i e s Ve B e s e

P oo Borsces " ket ol o g s

A dialogue box will open showing all available folders. Click the name of the folder where you want
the document to move. This will move the document to that folder. Remember, any documents placed
in the “Employee Resources” or the “Manager Resources” folders will be available on the Home Page.

Move to which Folder
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Deleting files in Storage

To delete a document from the Storage area, click the “Delete” icon to the far right of the file name.

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.
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Administration

Click on “Administration” in the right hand navigation of the Home Page to access the Admunistration

Area.

Welcoms back, Mary Ann

bz,
m MManager Manuals

B renacer Resources

B Eroloyee Manuals

C b Implamantation” snd covers - BBC CU Policy Manoal (Dste Published: 2009-07-28)
the first round of Regulstion Z

changes as a result of the Credt Card B ervloyee vesources

Act

- Section 2211 - Business Accounts (with
revigions).doc
todizouss the
wpdabes - comang Ausgust 4 and
August 121

ad Lis :
B User Trainng i scheduled for
Wadnesday, August 19 and Advanced
Liser Trasrng 5 scheduled For
Tueslyy, fuspet 75,

*anual Builder

ER vibrary

[ Storage

ﬁ Admindstration

554 Logoll

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, and viewing your

license and subscription information.

ilorage  Manuals S Library © Home

et ation WELCOME TO ADMINISTRATION!
Welcome Message

Vet St The Administration screen allows the Systems Administrator o manage importank functions such a5 assigning Security Levels, adding New Users, and ediing the Welcome Message. To access the indrvidual sdministration todl,

click on & topic Found in the navigation to the left.
Administration is divided into six sections:

Welcome Message. Edit the Welcoms Message text viswed by users of the system on the Homes Page screen,

Disclosure Statenment. Edit the Dedosurs Statement bext viswed in the Publohed Opsrations Marual, just after the Tith Page,
Users, Add, edit or delete indrvidual or group users or their passwards with thes funckion.

Security. View users and access bevels, and assign Access Levels to individual of group users From this screen.

Ll bt o o

Access Levels, Allows the creation of intermediate levels of access - between read-only and full admin. Rights can be assigned bo one or more indeidual area of the CU PobcyPro system.
Licensing Infio. This vl show your current number of users assigned and the total number of user koenses avalable, Thes also shows your subsoripbion ecxpiration date,

Page | 49



Administration

Adding a Welcome Message to the Home Page

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

Administration WELCOME TO ADMINISTRATION!
‘ Welcome Message

— The Administration screen allows the Systems Administrator to manage impartant Funckions such as assigning Security Levels, adding Mew Users, and editing the Welcome Message, To access the individual administration taal,
Siaven

click on a topic Found in the Table of Contents that runs dovn the left hand side of your screen,

Security Administration is divided inta five sections:

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

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

. Users, Add, edit ar delete individual or group users ar their passwords with this Function,

Security. Assign Access Levels to individual or aroup users From this screen,

Access Levels. Allows the creation of intermediate lewels of access —between read-only and Full admin. Rights can be assigned ko one or more individual area of the CU PolicyPro system.

Licensing Info

e

Type in the “Welcome Message” field any message you want to appear on the Home Page. Click
“Save” when done.

Administration WELCOME MESSAGE QED

Welcome Message

Disclosure Statement Message:

Users Call Joe IF you need help._)

Security

Access Levels

Licensing Info

This message will now appear on the Home Page

: Wednesday, August 19, 20049

Wekome to CU PolicyFro Grine P ¢ st [@ “tonal Buikder
Call Joe F you need hep.
o e E Library

u Manager Manuals m Stocage

B Hanaoer neswirens G Administration

Loanff

(1]
OPS NOTES edition for
July b5 avalable in the ibrary, T Emplayee Manuals
monih's bopic i Requistion Z n
Carc Act Impementation” and covers = ABL CU Policy Manual (Date Published: 2009-07-2€)

n Empleyes Resources

- Section 2211 - Business Accounts (with
revisions).do
ko discuss the
updabes - coring August 4 and

Page | 50



Administration

Adding a Disclosure to the Published Manual

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

Storage ! Manuals | Library " Home

Administration

rerT—
losure Statement
Users
Security
Access Levels

Licensing Info

WELCOME TO ADMINISTRATION!

The Administration screen allaws the Systems Administrater to manage imporkant functions such as assigning Security Levels, adding Mew Users, and editing the telcome Message. To access the individual administration teal,
click-on a topic found in the Table of Cantents that runs dowin the lsft hand side of your scresn.

Administration is divided inta five sections:

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

Disclosure Statement. Edit the Disclosure Stakement text viewed in the Published Operations Manual, just after the Title Page,

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

. Security. 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 assigned to one or more individual area of the CU PolicyPro system,

Rl

Type in the “Disclosure Statement” field the Disclosure you want to appear on the Published Manual.

Click “Save”

Administration

Welcome Message
Disclosure Statement
Users

Security

Access Levels
Licensing Info

when done.

Storage. Manuals S {brary Homs.

Thiz manual is

DISCLOSURE STATEMENT Ea

Mblished Manual Disclosure Statement:

| This manual is the property of ABC Credit Union and may not be reproduced without the written conselg of
|the CFO, Bard ar Directors or other cradt union designes.,

Disclosure has been Updated

This message will now appear on the in the Published Manual, on the
between the Title and the Table of Contents.

Training CU PolicyPro 2 - Microsoft Internet Explorer

Operations Manual

zTraining CU PolicyPro 2

e property of ABC Credit Union and may not be reproduced without the written consent of the CEOQ, Board or Directors or other credit union designeg,

Table of Contents

¢ Chapter 2000: Operations

Section 3100: General Operations Folicies

Section 3110: Bank Secrecy Act

Section 3120 Cash

Section 3125 Teller Owerf3hort,

Section 3125 Teller Owerf3hort,

Section 2130: Dual Control

Section 3140: Furchasing

Section 2145 Office of Foreign & sset Control
Section 3150: Signing A uthority

Section 2125 Third Party Due Diligence & Oversight
Section 3190: Disaster Contingency Flanning
Section 3191: Chain of Command

Section 2193 Emergency Fowers

Section 3193: Statement of Decision Criteria

Section 2195 Fandemic Influenza Freparedness & Response
Section 3200 Wember Services
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Administration

Adding New Users

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

Etarage . Manuals ' Library © (Home

Administration WELCOME TO ADMINISTRATION!

The Administration scresn allows the Systems Administrator to manage importank functions such as assigning Security Levels, adding New Users, and editing the Walcome Message. To access the indnddual administration tocl,
click on a topec found in the Tabde of Contents that runs down the left hand side of your screen.

Administration s divided inko five sections:

1. Welcome Message. Edi the Welcoms Messags text viewed by users of the system on the Home Page screen.,

2. Disclosure Statement. Edit the Disdosure Statement text viewed in the Published Operations Manual, just after the Titke Page.,

3. Users. Add, edt or delete individual or group users or ther passwords with this Furction,

4. Security. Assign Access Levels bo individusl or group users From this screen,

5. Access Levels. Allows the crestion of intermediste levels of access — between read-anly and full admin, Rights can be assigned to one or mare individual area of the CL PolicyPro system.

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

[ E——

Ay Farst: Fod ML

rodyariees

Y TATAR brary S Home
Administration New User E m
Welcome Message
Disclosure Statement (5) Create Individual User Login () Create Group User Login
Users
Security Last Namae: First: M1
Access Levels
User Mame:
Licensing Info
Password: | password
Access Level: admin hd

Individual User - This options allows you to assign each employee a unique user name and password. We recommend using their E-mail address as the user name.,

Group User - This option allows you to assign user name and password for use by multiple individuals. When selecting group user names, designate titles distinctive to your organization. For
example: If your company name were XYZ Corp, the User Name “employee”™ would be too generic, Entering “syzemp” would be more appropriate. Remember to update the password if there
are | changes or turnover.

Two types of users can be created: Individual or Group Users.
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)
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Adding New Users (continued)

For either an Individual or Group User, type in the First and Last Name (or Group Name for Group
Users), the User ID, and Password. From the dropdown list, choose the Access Level this user will
have.

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

Administration New User

Welcome Message
Disclosure Statement (&) create Individual User Login () Create Group User Login
Users
Security Last Mame: Johnson First: |Peagy MI:
Srcesslevels User Name: plohnidyz.org

Password: (Rlhicha@®0

Access Level: admin ~

Individual User - This mee you to assign each employee a unigue user name and password, We reconmmend using their E-mail address as the user name.

exgoutive

Group User - This optif to assign user name and password for use by multiple individuals. When selecting group user names, designate titles distinctive to your organization. For
example: If your company nanve were XY2 Corp, the User Name "employee” would be too generic. Entering “wyzemp” would be more appropriate. Remember to update the password if there
are il changes or enph turnover.

Tip: Anemail address must be entered in order for the user to utilize the “Forgotten Password” function from the
login screen. If the User Name is an email address, the system will automatically fill in the email address. If not, you
must first save the User, then go back into the User Profile to add in an email address under “Optional Information.”

There is no option for Group Users to have an email address as the Group is not associated with a single person.

Editing or Deleting Users

Click on the “Users” button on the left navigation.
This will bring up the list of current users. Use the dropdown list to view individual user information.

For any user, you can update the user’s first or last name, user name, password or access level. When
any changes are made, click the “Save” button.

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

| "N 1M L iaraly
Users @m

Uer Marmee! aodGyariees

Last Same: B Pest: Bod ML
Passeord: passeecrd

Access Levek manager -

Optaenad Farldy
[-Madk arodGyariees
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Adding/Editing Additional User Access L evels

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 Logoff) will be available to an Employee level user.

You may find it useful to have access levels between Admin and Employee. To create and define these

intermediate levels of access, click on the “Access Levels” button on the left navigation.

lerage. Manuals " Library & Home

Administration WELCOME TO ADMINISTRATION!
Welcome Message

The Administration screen alows the Systems Administrator to manage important functions such as assigning Sexcurity Levels, addng New Users, and editing the Welcome Message. To access the individual administration tool,
Disclosure Statement click on & topic Found in the Table of Contents that runs down the left hand side of your screen,

Users
Security
‘ | Access Levels

Administration s divided inko five sections:

‘Welcome Message. Edk the Welcoms Message text viewed by users of the system on the Home Page screen.

Disclosure Statement. Edit the Disdosure Statement text viewed in the Published Operations Manual, just after the Tite Page,

. Users. Add, edit or delete individusl or group users or ther passwords with this function,

. Security. Assign Access Levels to indwvidual or group users From this screen,

. Access Levels, Alows the crestion of intermediate levels of access - between read-arly and full admin, Rights can be assigned to one or mare individual area of the CLI PobcyPro system.

L nyay

This will bring up Access Levels Form.

Ty Manuals  Library, - P ]
Admiristration Access LEVELS w m

Welcome Message
Aceess Level: | manager ~

Disclosure Statement

[ Manager Resources

There are two default access leveks that are fully ntegrated and are not editable:

admin = The Administrator has access to al site func! HR Central, A Storage and all purchassd services.

employee - The Employee has access only to HR Central to view posted informaton that was placed in the HR Central “Emp” Felders found in the Storage Tab,

Click “New” to create a new access level. You will be asked to name the access level.
Then, use the checkboxes to determine what access these users will have.

e 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 resource found in the Library

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

o Manager Resources will allow this user to see the documents posted in the “Manager Resources” folder, as well as

manuals posted to the “Manager Manager” folder.

Choose one or more access rights for the user level, and click Save.

Page | 54



Administration

Adding/Editing Additional User Access Levels (continued)

You can also delete or rename existing access levels, using the buttons on the far right of the screen.

e e ———
Admiristration ACCESS LEVELS @

Welcome Message F

Disch : : -
Skt Access Lew manages

Users

DOperations Manieal
] manual suilder

Security

Access Levels

Licensing Info Library
[] storage
[] ™anager Resources

There are two default access levek that are fully ntegrated and are not editable:

admin - The Administrator has access to al site func uding HR Central, A: Storage and all purchasz=d services.

employee - The Employee has access only to HR Central to view posted informaton that was placed in the MR Central “Emp” Folders found in the Storage Tab,

Once a new access level has been created, you can apply this user level to existing users either through
the “Users” tab or using the “Security” tab.
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Viewing/Editing Multiple Users at Once

Use the “Security” tab to view all quickly user levels and user IDs, and to quickly change the user access
level for multiple users at one time.

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

Storage . Manuals  Library | Home

Administration WELCOME TO ADMINISTRATION!

Welcome Message
The: Administration scresn alows the Systems Administrator to manage important funchions such as assigning Sexurity Levels, adding Hew Users, and editing the Welcome Message, To access the indnvidual administration tocl,
Disclosure Statement chck on & topic Found in the Takde of Contents that runs down the left hand sids of your screen,

Administration s divided inko five sections:

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

Disclosure Statement. Edit the Disdosure Statement text viewed in the Published Operations Manual, just after the Tite Page,

Users. Add, edt or delete individusl or group users or ther passwards with this function,

. Security. Assign Access Levels to indwvidual or group users From this screen,

. Access Levels. Alows the crestion of intermediste kevels of access — between read-only and full admin, Rights can be assigned to one or more individual area of the CL PolicyPro system.

L nyay

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

Storage. Manuals S {brary Hoihe,

Administration | SECURITY

Welcome Message -
Disclosure Statement |

Users
Security
Access Levels
Licensing Info
_l.lseﬂ
|-Group-, test -
!%:%x All users with any
All users with g s other access level

this access

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.

AT—
SECURITY
Access Levels
ik |
engloyes
manager
Security
Access Levels
Licensing Info
e (121 Users
[ -Group-, test
Predey, 3 Alex, Rod
Bush, Gecrge

Tip: You will not see your own User Name. This prevents you from inadvertently removing yourself as an admin.
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Viewing License and Subscription Information

To view your licence and subscription information, click on the “Licensing Info ” button on the left
navigation.

Storage S Manuals BLIbrary S Hame

Administration WELCOME TO ADMINISTRATION!

Welcome Message
The: Administration scresn alows the Systems Administrator to manage important funchions such as assigning Sexurity Levels, adding Hew Users, and editing the Welcome Message, To access the indnvidual administration tocl,
Disclosure Statement chck on & topic Found in the Takde of Contents that runs down the left hand sids of your screen,

Administration s divided inko five sections:

‘Welcome Message. Edk the Welcoms Message text viewed by users of the system on the Home Page screen.

Disclosure Statement. Edit the Disdosure Statement text viewed in the Published Operations Manual, just after the Tite Page,

. Users. Add, edit or delete individusl or group users or ther passwords with this function,

Security, Assign Access Levels to indvvidusl or group users from this screen,

. Access Levels. Alows the crestion of intermediste kevels of access — between read-only and full admin, Rights can be assigned to one or more individual area of the CL PolicyPro system.

L nyay

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

This will also display your subscription expiration date.

Storage. Manuals ibrary . Home.
Administration LICENSING INFORMATION
Welcome Message
T R § T Total Number of Users: 7
Number of User Licenses: 50
Users
Security Storage Expiration Date: 2099-12-31
Access Levels Manuals Expiration Date: 2099-12-31
Licensing Info
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Additional Helptul Tips and Advanced User Functions

Excluding Entire Chapters from the Published Manuals

Many credit unions want to exclude one or more entire chapter from their manual as they focus in other
areas of the manual. Using the “Do Not Publish Section” checkbox for the main Chapter page (ie. 1000,
2000, etc) will also exclude from publishing any policy within that chapter. Remember you must save
in order for this setting to take effect.

orage | Manuals | EIT7T

Page Name |0|:e|.11ions

MANUAL ADMINISTRATION
= _JEDIT SECTIONS OF WORKING MANLIAL
cx inictrative

000 - Ad

- 12000 Operations _—>
L

Revised Date

B I U #|% x

] <10 &l Operations Policies
[ 2110 - Bank Secrecy Act/Anti-Money Laundering Font = | Size - g~
Program = «
[£12120 - Cash Duly Approved by Credit Union Use the “Do Not
[E) 2125 - Teller OverfShort BOARD OF DIRECTORS . A
[ 2130 - Dual Control | Approval Date: Publish Section”
[ 2130 - Dual Control
[E) 2140 - Purchasing 1 1
it N This will o function at the main
512150 - Signing Authorky IS WIll exciuae from
K i e ol T . Chapter page level
M 21%0 - Disastor Contnosrey publishing ALL other
[ 2191 - Chain of Cormmand
%) 2192 - Emergency P s e . A
B o policies in this chapter. Laundering Program
[E1 2195 - Pandemic Influenza Preparedness & YOU dO not need tO go into
[ 2200 - Member Services
) 2210 - Accounk: a A A
B e s each individual policy.
[ 2212 - Indrvidual Retirement Accounts ol
212215 - Account Ownesship S -
12220 - E-C = 2150 Signing Authority
%2221 - Web Ste 2185 Third Party Due Diligence & Oversight
[ 2222 - Electronic Communications 2190 Disaster Contingency Planning
[) 2225 - Home Banking 219 Chain Of Command
[H) 2226 - E-Statemenits
()22 - Loss Expulei 2192 EmergencyPowers.
) 2235 - Member Harassment Expub 193 Statement Of Decision Criteria
[ 2240 - Member in Good Standing 2195 Pandemic Influenza F s & Resp
[E21 2245 - Protecting the Eiderly and Vulnerable from
__ Finanaial Exploitation and Fraud L
L Eg;;g:x:xﬁrzm | Save Section ] l Preview Section
_

Publishing and Printing Mini Manuals

Many credit unions find it helpful to publish “mini-manuals” for just the Lending Section, or just the
FACTA Section, etc.

To do this, you will need to go into the main chapter page of all the other sections, and exclude each of
the other sections from publishing (see above). For a manual with all 11 Chapters, this would entail
going into the main Chapter page of the other 10 chapters to exclude and clicking the “Do Not Publish
Section” checkbox and saving each one. This takes only a few minutes and is much faster than having
to go into several hundred policies to exclude all but one specific chapter from publishing.

Once all the other chapters are excluded from publishing, publish your manual, and the published
manual will contain only the single chapter that you have left for publishing.
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Additional Helptul Tips and Advanced User Functions

Renaming Mini Manuals

The Published Manual document will be named whatever name is given to your Working Manual (by
default, this is called “Operations Manual”). If there are several published versions of your manual,
whether the full Working Manual, or a mini-manual, it can be difficult to determine what content is
included in each published version.

Renaming a manual prior to publishing can help you manage different published versions.

To rename a manual, go to the main Manual Builder page. This is where you “Open” your manual.

Before opening the manual, click the “Rename” button. In this example, a “Lending” manual will be
created.

A pop up box will allow you to rename the manual. Type a name for your manual, the click OK.

Starage. Manuals [ ibrary

d 1 MANUALS Select a manual:
Orperations Maoug bl
- ‘ Open m
¥y -
o Explorer User Prompt

Serpt Prompt:
Enter Mew Book Name for Operations Manual

( Lending Manual

MANUALS Select a manual:
Lending Manual

Rename

Copyright @ 2009 Clcorp
all rights reserved | Disclaimer

Note: This simply renames your current Working Manual. It does not create a “new” or second version of your
manual. There will still only be one manual selection for you to open.
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Additional Helptul Tips and Advanced User Functions

Renaming Mini Manuals (continued)

Once your manual is renamed, you can exclude from publishing all sections except Lending, then
Publish the manual (if the sections have already been excluded, you can go directly to publishing).

When the manual is published, the link for the Published Manual is now called “Lending Manual”

This does not change the name or affect in any way previously published manuals.

PR

I [ Manuals ] Library.

o 0| e At Manage Puhlished Applications: C11 PolicyPro Training

E ::'IJMEDTI mmwsuﬁfmmmm Below are all published manuals. Please change the preferences for any 1 The newly published manual iS
(a2 __ | PRGN LA SECTION MAKNAGEMENT - i
= jmrm ( Lazrmlireg rlarnal (D:l::::::uuj. Avgpust 191h, 200% 1.2:52:00 Pr1 (EST named Whatever you have
05 Publish Manual
i Publiched Manuals []  Alow Managers To View .
S I e ] named the Working Manual.

Operations Manual (Date Publiched: August 10th, 2000 12:22:46 PM (£

) low Empioyess to View Previously published manuals
Alow Managers To View
[wpame ][ vetete Pusisned manuar | are not affected.

If posted to the Home Page, it is easy for staff to distinguish the content for each manual.

e ool

Wednesday, August 19, 2009

Welcome back, Mary Ann

Welcome to CU PalicyPro Online Policy Manual Builder
IManual, We're dedicated to the Call Joe if you need help.
success of this site for both you and = 7 Library

your credit union, and continually
work bo improve this site with
enhancements and updates,

POSTED 8/3/09
The monthly OPS NOTES edition For

ger Manuals

Storage
Administration

Logoff

- Lending Manual {Date Published: 2009-08-19)
- Operations Manual {Date Published: 2009-08-19)

July is avalable in the library. This
month’s topic is "Regulation Z - Credit
Card Act Implementation” and covers
the first round of Regulation £ Employee Manuals
changes as a result of the Credit Card
Act,

E Employee Resources

- Section 2211 - Business Accounts (with
to discuss the revisions).doc

updates - coming August 4 and

Note: All manuals published from this point would be named “Lending Manual” until the name of the Working
Manual was changed back or changed to another name.
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