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Policy and Procedure Management

Policies and procedures represent the underpinning of an orderly, efficient, and regulatory-
compliant business. Although important across many areas of business, they are imperative when
regulatory controls and compliance are a concern.

The complexities of managing policies and procedures have long burdened business managers.
Oversight, change, communication, and the many other operational tasks involved with policy and
procedure management are made even more complicated by the need to record every action, save
every amendment, and inform every stakeholder and person affected. When managing this process
manually using paper files, shared folders, and email, the chaos of a fluid situation can quickly
swamp all efforts of maintaining control.

Electronic document control replaces manual tasks with automated actions. Everything is managed

electronically in a controlled system governed by security. This simplifies program administration,
and allows more time for insightful policy management while minimizing time spent on paperwork.

Electronic Document Control

Centralize policies and procedures ~%  Control supporting information

% Policies and procedures are managed in a Manage supporting documentation including
controlled information management system. test results and certifications.

/~" Correlate with objectives Manage Exceptions

&~ Associate policies and procedures with A Automate exception procedures with
regulatory requirements, polices, and workflow and notifications.
corporate objectives.

. o Reeett .

Record and Communicate =| Use reporting tools to roll up oversight and

Notify and record acceptance of policy and ensure compliance.

procedure actions and changes.
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Getting it right, from the start.

Templates bring uniformity and consistency to policies and procedures.

Creating templates in Document Locator establishes consistency with policies and
procedures right from the start. Existing policies and procedures are easily imported into
the system as well. Document Locator provides security, version control, views, status,
approvals, auditing, and overall document control throughout the entire lifecycle of
policies and procedures.

il ¥ < | _Polices & Procedures
Home Share View
& v 4 _ > Documentlocator > Managed Documents » Documents > 30Resources » _Polices & Proc|
D ICoIumbiaSoft\Documents\Marketing\New Customer Stories v I
£ Managed Documents " | Name ~ Version  Description
=| Documents o _Employee Manual.docx 3 Employment Manu| Microsoft Windows
_ Instructions -] Allowance Request.vsd 1 Auto Allowance Dig integration makes Document
[*] Education Assistance.pdf g Educational Assista
. 00 Human Resources . . i s Locator easy to use.
@ Email Usage Policy.docx 1 Employee Email Po
10 Sales [%) Employee Handbook.pdf 6 Employee Handbod
. 20 Accounting @ Evaluation Procedure.docx 1 Performance Evalu.
BhResources ¥ Interview Procedure.doc 1 Hiring Interview Prd
@) Leaves of Absences.docx 1 Leaves of Abscence
Polices & Proced!
L rolices A rrocecures # Performance Policy.doc 1 Performance Mana
. _Templates & Forms @ Safety Program.docx 1 Safety Program Pol
I Employees . < A A . . . . . -~ . . -
il & = | _Polices & Procedures - | XJ
Home Share View
&« v 4 . > DocumentLocator > Managed Documents > Documents > 30 Resources » _Polices & Procedures v el
D IColumbiaSoft\Documents\Marketing\New Customer Stories S I I Q ~ | Adv. Search Collections Preview
= Managed Documents A | Name ~ Version  Description A A
=| Documents @) _Employee Manual.docx 3 Employment Manual Page 1of1
_Instructions @ Allowance Request.vsd 1 Auto Allowance Diagram Educational Assistance Policy
[*] Education Assistance.pdf S Educational Assistance Policy Program Overview
00 Human Resources . - ~ s o
@ Email Usage Policy.docx 1 Employee Email Policy m o ik S P B oA o
10 Sal h . oppontunty v-nd--rr::mt X ¥ couries. Thase
mes m Employee Handbook.pdf 6 Employee Handbook Overvie e o g e el s My i g e, T
. 20 Accounting " O Evaluation Procedure.docx 1 Performance Evaluation SR LS FRgUNNd CL ORI K RONK,
30 Resources E% Interview Procedure.doc 1 Hiring Interview Procedure i b i escoprs i e ser i pikss ozt V)
E———— @ Leaves of Absences.docx 1 Leaves of Abscence Policy < >
Zibibdahibbvisidetdsad & Performance Policy.doc 1 Performance Management
Templates & Forms - " —
-lemp ?i ?aflet.y ng‘r.lam‘do.cx 1 faflet?( Prog‘r..am P?.hc.?, s | o E -lalle!lw
. Employees v |« >
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A secure environment.
Manage and control access with intelligent security.

Managers of policy and procedure programs use built-in security tools based on the
familiar Microsoft NT security model to maintain program integrity. Fully customizable
role-based security establishes privileges for each person, and limits access or ability to
affect changes as necessary.

Authors and editors are granted rights to create and edit document versions through
managed check-in/check-out procedures. Editors can also review, edit, compare,
promote, and secure document versions from a version history view.

J. « Document Control » Documents » Document Control Department » 1 MASTER DOCUMENTS » QSR » QSR-0000 v |4 »
. File Edit View Tools Help . .
DX [Document Control ~l&| Qv | Adv.Search Collections Preview All prior versions
Organize v Adv.Search v Collections  Preview =- A @ are retained in
W Document Control * | Name 7 Version  Title Revision Level ~ Change Control No  Date Effective Revision Author th e Sys‘[‘e m.
2 Documents 1] QSR-0000100.docx 23 QUALITY MANAGEMENT PROCEDURE B DCR-0000109 4/19/2013 rday
). Document Control De ] QSR-0000101.docx 23 Documentation Development B DCR-0000110 4/24/2013 rday
Ji 1 MASTER DOCUME @) QSR-0000102.docx 12 Control of Documents A DCR-0000104 4/3/2013 rday
)\ DCR 1] QSR-0000103.docx 12 Control of Quality Records A DCR-0000107 4/3/2013 rday
I QSR ] QSR-0000104.docx 12 Management Review A DCR-0000108 4/6/2013 rday
11 QSR-0000 QSR-0000105.pdf 9 Training A DCR-0000111 5/11/2013 rday
| sop ] QSR-0000106.docx 1 Generated by Program A DCR-0000113 1/1/1901 rday
)owr
J 2 RELEASED DOCUM
J/ 3 ARCHIVED DOCUP
)\ 4 OBSOLETE DOCUP X|ER @
| Templates
& Searches [ FileName / VersionID_|Revision Level _|Date Effective Revision Author__|Change Control No |Version Notes
2, Workflow I 1) QsR-0000100.docx 1 A 1901-01-0100:00:00  rday DCR-0000100
5 Repository Configuratio @) QsR-0000100.docx 2 A 1901-01-0100:00:00  rday DCR-0000100 QSR-100 Quality Management Procedure s ready for review ¢
{8 Recycle Bin @) QsR-0000100.docx 3 A 1901-01-0100:00:00  rday DCR-0000100
& Projects dr= E QSR-0000100.pdf 4 A 1901-01-0100:00:00  rday DCR-0000100
—li %] QSR-0000100.docx 5 A 1901-01-0100:00:00  rday DCR-0000100 This version follows the Supervisor Training and resets the do
QSR-0000 Name: QSR-0000  fll @) osr-0000100.docx 6 A 2013-03-1800:00:00  rday DCR-0000100  The effective date has been set for March 18 to allow for the
| I REsiio @) QsR-0000100. docx 7 A 2013-03-18 00:00:00  rday DCR-0000100
7 items(s) T Qsr-0000100.pdf 8 A 2013-03-18 00:00:00  rday DCR-0000100
P QsR-0000100.pdf 9 A 2013-03-18 00:00:00  rday DCR-0000100 Thave approved and signed the document.
T QsR-0000100.pdf 10 A 2013-03-18 00:00:00  rday DCR-0000100 Thave approved and digitally signed this document as the pro
i Qsr-0000100.pdf 1 A 2013-03-18 00:00:00  rday DCR-0000100 Ihave approved and signed this document as the Managemer
@) QsR-0000100.docx 12 8 1901-01-0100:00:00  rday DCR-0000109 Revision A of this document became effective on 3/18/2013a
@) QsR-0000100.docx 13 8 1901-01-0100:00:00  rday DCR-0000109 Modified section 4.3 to add text to allow QA Mgr to assign tas
@) QsR-0000100.docx 14 B 1901-01-0100:00:00  rday DCR-0000109
T Qsr-0000100.pdf 15 B 1901-01-0100:00:00  rday DCR-0000109
Ve rs I on h I S to ry @ QSR-0000100.docx 16 B 2013-04-19 00:00:00  rday DCR-0000109 This version follows the Supervisor Training and resets the do
@_] QSR-0000100.docx 17 B 2013-04-19 00:00:00  rday DCR-0000109 The effective date has been set for 4/19/2013
a ISO trac I(S @] QsR-0000100.docx 18 B 2013-04-19 00:00:00  rday DCR-0000109
Revision Leve IS T Qsr-0000100.pdf 19 B 2013-04-19 00:00:00  rday DCR-0000109
. T Qsr-0000100.pdf 2 B 2013-04-19 00:00:00  rday DCR-0000109 Digitally signed for approval.
i Qsr-0000100.pdf 21 B 2013-04-19 00:00:00  rday DCR-0000109 Approved and signed by the Process Owner
i Qsr-0000100.pdf 2 B 2013-04-19 00:00:00  rday DCR-0000109 Approved and signed by the Management Representative
@) QsR-0000100.docx 23 8 2013-04-19 00:00:00  rday DCR-0000109 Revision B of this document became effective on 4/19/2013
o | ol
23Files [
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Facts about the files.
Create a smart catalogue with metadata values.

Metadata are the descriptive values that define characteristics of files and make them
easier to locate and correlate. Fully-customizable, these values conform to regulatory
and policy needs. Free-form text, dates, numbers, drop-down lists... all property value
types are possible. Even nested dynamic properties, and dynamic list values associated
with external database tables are possible.

BEST Company Policy/Procedure
Title: Document Control Doc No: QPR-00001

Type: Quality Systems Procedure Version: 6

Author: Sheila Ramerman Rel Status: | Production

Header -Section 1-

1.0 Purposes

2.0 Scope

3.0 References
ESS-00007
21 CFR 820.40
21 CFR 11

4.0 Responsibility
All Employees

Originator

Documant Conds

Electronic Records}
FDA Quality Systel
Electronic Records

Responsible for usl
System documents]

Responsible for col

Engineering Changli

Review Board will §

Document Profile:

To establish a consistent process for the creation, review, approval, distribution, revision, and
maintenance of Quality System documents.

Applies to all Quality System documents required per 21 CFR 820, Quality System Regulations.

[orr

Property

Release Prefix
Item Type

Prefix

QPR Doc #

Release Status

Document Type

Value

PRO

Regulatory-Qualty

Quality Systems Procedure
QPR

QPR-00001

Profiling documents with
metadata values organizes
and correlates information.
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Automate, everything.
File naming is one of many ways automation reduces errors.

Automating any business procedure is a sure way to increase efficiency and reduce the
risk of error. For instance, the use of document properties (metadata values discussed
in #3) to determine file naming is one automation procedure that eliminates chaotic,
manual naming practices. In another example, in quality, quality procedures can
automatically acquire the next available QCP number and append that value to the
document’s name.

File Edit View Help Electronic workflow

DHE| X« &A@ automates notifications,
Workflow Routes 7 ‘ routing, review procedures,
2105 Document Change Request Route Name: |2120 Approve Document and appra oval steps for

SERE R St Instructions:  |This workflow is used to route a Reviewed document for P olicies and P rocedures in

e i e final digital signature. Document Locator.
Training - Employee Review

Training - Supervisor Training
Training - Under Development

Manager: IDCC Workflow Admin i‘
Workflow Steps:

Step Name Step Type =~
Override Route Instance Name Custom A -|:|
Assign Users to Workflow Step Custom Act

: &

2

3 WF Status: Approval Requested Custom Act
- Approval by Approver Group Approval 5t
5
6
7
8

¥

Approval by Process Owner Approval St
Determine if Mgmt Rep Approval is Required Custom Act
Switchable Goto For Step 7 Goto Route -

n 3

WF Status: Approval Requested Custom Act J

User Security Add | Edit I &emovel

| workflow Routes |
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Keep people informed.
Publishing and notifications spread the word.

Final approved policies and procedures are secured and published for people with
read-only access. Prior versions and work-in-progress remains safeguarded against
unauthorized access. Final documents are locked and branded with an approved
indicator. PDF conversion offers additional security options. Notifications inform people

as needed, for example when new procedures are approved.

4, AEC-Demo-03

File Edit View Help

DHIX = 8@

| _Procedures

Workflow Routes #

File Routing & Tracking

Hire Request

HLD Document Approval

HR Manager Approval
Move-Rename & Update Invoic
New Procedure Review
Overwatch Inspection Process
Project Invoice Multiple Approv
Project Manager Approval

Purchase Requisition Approval | _
Purchasing Manager Approval |~

Record Manager Assignment
Request for Change

Route Assigned by Value
Sales Order Process
Tape-Out Vaildation

Test Report Declined

Test Report Processing

Route Name: INew Procedure Review I Templates

| . Approval Requests

Instructions:  |New quality assurance procedurg

_In Process
approval and release.

)

| Approved
| Executed
). On Hold

i

Rejected

B

Name & Description

}. _InProcess Approval Requests
| Approved Approval Requests
| Executed Approval Requests
}. On Hold Approval Requests
). Rejected Approval Requests

Manager:  [Dave Howel

Workflow Steps:
Step Name
1  Review & Edit Procedure
2 Approve Procedure
3  Convert to PDF
4 Release Procedure

| Step Type Conditional
Edit Step u
Approval Step O
Custom Action Step O
Custom Action Step O

| o

Row 14 of 29.

| New Procedure Review
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Find the document, fast.
Full-text searching streamlines document retrieval.

Full-text searching on the content of documents is a significant advantage over paper-
based or non-searchable electronic files. Even legacy documents originating on paper can
be scanned and made full-text searchable.

Search on any selection of metadata value to narrow down results and find information
even faster. Search criteria can include everything from profile property information to
document version number. Document searches are fast and results are returned instantly.

Locator Search Bar

£ New &30pen B Save @ Search

Repository Path to Search:
IManaged Documents\Documentsy %

All or part of the fie name:

|.pdf ILike LI
Words or phrase in the file:

Icompensaﬁon IAI LI
Profile:

IDepartmentaI Files Ll
Property Operator | Value(s)

Department = Human Resources

Document Type = Policy Advanced search features make
it a breeze to find any file,
instantly. Custom searches can
also be saved and shared with
others so they are easily re-used.

o’/

Search On File Dates

<<

<
v

Document Notes ()

User File Activity
Record Management

1<) <<
s

—

Search on Size

[«

s

Workflow Information

(k2]
N

Route Name:
Felease Approval _I
v

© 2020 ColumbiaSoft. All Rights Reserved | 800.298.1172 | www.DocumentLocator.com




ColumbiaSoft

Policies and Procedures
White Paper

Define and manage records policies.

Enforce records management and retention policies according
to the needs of your company.

Records policy management minimizes risk in everything from regulatory compliance,
to legal actions, to e-discovery. Policies enforce the necessary procedures for capture,
identification, storage, and disposition of files according to business requirements.

[©] Managed Documents - Record Policy Manages

Eile Edit View Help
DH(X Q@
Record Poicis /: e =
Accounting Policies & Procedures -
Archive Records - 10 Years |Accounung & Procedures
Employee Records - 20 Years Description: 7
T"?' R‘icoms - 1&5:95’; |Account|ng Policies & Procedures Records Policy (SOX Compiance) DOCUm ent Loca tor’s reco I"ds
Investment Policies rocedures
Legal et Records -8 Years | Cateqory: retention feature in the Records
Medical Records - 25 Years |Lega| . .
Personne olce & Procedures | [ Policy manager tool protects files
Portfolio Records - 15 Years = . .
Project Records - 12 Years [system Admin 8 from accidental or unauthorized
Property Records - 30 Years . .
Qualty Polces & Procedures Genera| Expraton Acton alteration or destruction.
Xpired Records I
Record Expiration Period: Expiration Notification Message:
IlS IYeavs z‘ \Accounting Policies & -
Procedure records have
Record Cyde Period: been retained for 15-years
1 Year = per the legal record
I I y J retention policy and are
Record Cyde Start Date: now ready for review by |
— the records manager prior
I 1/20/2011 J to final archive.
Record ([ Tuser TFile Name [Event [Event Date [Version _|Message
| cssadmin Employee Handbook.docx  Check In 12/15/2010 09:44:51 AM 5 Final Legal Approval
|
[~ Lock | |cssadmin Employee Handbook.docx  Check Out 12/15/2010 09:45:01 AM 5
|
|| cssadmin Employee Handbook.docx  Check In 12/15/2010 09:45:02 AM 5
Row 1 0f13 |
cssadmin o EMPlOYeE Handbook pdf  PDF Version Created 12/15/2010 09:45:06 AM 6 PDF Rendered from version 5.0
|| cssadmin o EMPlOYee Handbook.pdf  Copy Source 12/15/2010 09:45:33 AM 6 Copied fie to Managed Dx )
|| cssadmin o EMPlOYeE Handbook pdf  Record Polcy Assigned 01/20/2011 02:08:15 PM 6 Retention polcy was changed from to Personnel Polices & Procedures with statu]
z Assigned
|| cssadmin . EMPlOYeE Handbook.pdf  View Document 03/29/2011 10:10:01 AM 6
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Report on the facts.
Accountability and proof of compliance benefit with
accurate reporting

Reporting provides a worry-free way for managers to validate compliance and improve
the efficiency of policy and procedure programs. For instance, by measuring policy
acceptance, reports can validate compliance with standards and regulations. Reports
can also track review and approval cycles for policies and procedures that are under
development or in revision, simplifying the management of program administration.

RouteType [ an-- ] Womowsens LA 5]
Revison Author [ Saiect Author =] E

Report Period  [This Year 7]

1 o1 b M e

DCR - Review / Approve Document Workflow Comments

FieName : Start : Revision : Route Name Comments. User oate.
Date Author

06012012

OSROI00 G012 steve_oa eng2

08012012

Mo osm012

e osnI2012

oso12012

os012012

wor 080172012

swp17 pcompeted. SystemAdmn 08012012
Step07 John  JonQAEngt  08M1Z012

s : o Over 25 standard reports are
: L - included in Document Locator
covering metrics, workflow

details, and other program

== E Bl [l intelligence. Custom reports are
(1 o1 N e®O SED R | 100% = e also possible, and are configured
[ using Microsoft SQL Server
gervices Reporting technology.

DCR - Chart of DCRs by Reason

Change Request Count by Reason (for Date Range)

Reasons Listed Below (Ciick to list of documents)

Number of DCRs

CostReducion New Procedure Reguistory
Change Procedure Design improvement NewProduct
L |

ChangeReason

Report: 2100-50 on 9/13/2012 1:38:36 PM Page 1of 1
DCR - Chart of DCRs by Reason
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Track acknowledgement.
Capture a record of receipt and acknowledgement

Capture a record that policies, procedures, SOPs, manuals and other important documents have
been received and read by employees. Policy managers can distribute files to groups of employees
or the entire organization.

Required Reading

Send policies as “required reading” for a select group of employees or the entire organization.
When a new document is published, a workflow is created that sends out a notification to
individuals that they are required to read the document. After reading the document they must
then click a checkbox to indicate that they have completed the task. The workflow will decline the
task if the user has not, at the very least, opened and viewed the document.

Read and Acknowledge

READ AND ACKNOWLEDGE
When a new policy is published, a workflow is _
e . . . Employee: Scott Zieg
created that sends out a notification informing Flle: Zieq, Scol(205.0SHA Training 2020.06.02
individuals that they are required to read the e e e e e e v
. contained within this document. Please include any comments you feel are appropriate and
document. After reading the document they e ena
must then click a checkbox to indicate that Commate

they have completed the task. With Read and _

Acknowledge, a new document is created with
a signed digital signature page and stored in
the employee’s personal folder.
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About ColumbiaSoft Document Locator

Information managers use Document Locator software to control and share paper and
electronic documents, e-mail, faxes, and other electronic files with accuracy and precision.
The software reduces costs, increases productivity, and automates business processes,

while helping to ensure continued compliance with regulations and policies. ColumbiaSoft

is a Microsoft Partner and an Adobe Solutions Network developer. Our products are fully
integrated into popular applications such as Microsoft Windows, Office, Outlook, SharePoint,
Adobe Acrobat, AutoCAD, and more. Founded in 1998, ColumbiaSoft is headquartered in
Portland, Oregon. For more information, visit www.DocumentLocator.com.

800.298.1172
www.DocumentlLocator.com

’i\"‘ F\\ Adobe Autodesk Iﬂ ill_JUT EBSQ;AED

= . Solutions Network
Micresoft Partner O et Authorized Developer » DEVELOPER

Commercial Developer
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