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Policy Manager: Front end overview

The front end of Policy Manager is how the majority of users will interact with its content.
Users can browse all policies they have permissions to see and can accept those they have been asked to.
Filters on the left and a search bar assist with browsing for specific content.

The corresponding Pages component can be used to give a snapshot of the same content and allow users to accept policies from pages rather than
always in the application itself.

This guide will cover all the options and controls available to users on the front end of the application.

The Front End

Open Applications > Policy Manager to see all the areas detailed below.

- Default view

There are two views available in Policy Manager - All Policies & My Policies.

One is chosen as the default by administrators on the admin side, which determines the tab that is automatically opened by all users when accessing the
front end:
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The most popular view is 'All Policies' as this lists all content a user has permission to view for them to browse.
‘My policies' will instead list only the policies a user has been set to accept.

Your administrators can choose the best default view to fit your needs.

- Filters

The filters on the left side of the screen can be clicked on to apply to the policies currently listed.

Policy Types and categories are managed by administrators on the admin side of the application.
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Users will only see the categories for which they have permissions.
Select different categories and/or types to see how this changes the policies listed.

Users who can create policies will be able to save them under categories for which they have permissions and attribute a type if applicable.
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- Tags

Tags can be attributed to policies when creating or editing them.

A tag cloud will build over time and be offered to users to click on to assist their searching.
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Click on a tag to be taken to view all policies with that tag (that you have permissions for)

E Policy Manager Policy Manager (] ®
POLICY VIEWS Search... n 88 =
My Policies
All Policies
POLICY TYPES
All Types
Policies
Procedures Equal Opportunities

Policy
Instruction
CATEGORIES

All Categories
General

Health and Safety
HR

Operations

TAGS

employee

17 1T audit
claromentis  complaint
employee  health  hr
induction internal
intranet  remote working
safety  security

sustainability  travel



https://discover.claromentis.com/knowledgebase/articles/603/managing-btags-b

- Search bar

Users can enter search terms to return policies.

Policy titles, body and tags will be included in the search.
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- Policies

This main area hwere the polices will be Isited that a user has permission to see and base don wich view has been chosen.

A user can change their view to browse too, but on next opening the application the defatul view iwll be set
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Clicking into a policy opens it in full, and a user can read this (& accept it if required)
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Bean & Brew Coffee Co. Franchise Operations Manual
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This Operations Manual provides essential guidance for successfully running a
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The procedures outlined here must be followed at all times to ensure

consistent service, safety, and brand representation.

Franchisees should use this manual as their primary reference point for day-to-

day operations and staff training.

« Unlock all doors and disarm the security alarm system.

« Activate coffee machines, grinders, and warming ovens.
« Conduct equipment checks (water pressure, espresso machine calibration, refrigerator temps).

« Restock front-of-house display with pastries and baked goods.
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brand representation. Franchisees should use this manual as their primary reference point for day-to-day operations and staff
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Created: 5 June 2025

- View

There are 2 view options available - Icon or List

Each user can set their own view style using the buttons.
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- Create new policy button

The cross button will appear to users with permissions to create a new policy.

Administrators can set permissions per category (on the admin side of the application) to give users this ability.

Our guide here details the policy creation process.
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Users can click the 3-line menu to see more options that they have permissions for.
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Audit procedures are an important area of the syllabus, though candidates often use inappropriate audit procedures to answer questions. The following tips will help you to

understand the concepts and write appropriate audit procedures.

e The 'Manage policies' area will list all policies a user can see. If they have 'edit policy' and or 'edit policy contentpermissions, they will see icons in

the "action' column to make edits or delete policies:
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e The Policy Users report option will only appear to users who have been givenreport access by administrators on the admin side:
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Claromentis Administrator ~ System Administrator OPS-001 Bean & Brew Coffee Co. Franchise Operations @
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e The Policy manager admin shortcut will only appear to application administrators of Policy Manager.

Pages component

The Policy Manager page component can be used to display policy content across the site in useful areas.

Edit a page and find the component in the list


https://discover.claromentis.com/knowledgebase/articles/846/policy-manager-reports
https://discover.claromentis.com/knowledgebase/articles/492/policy-manager-admin-overview

All Categories Q_ polic 88 =
Badges

Calendar,

Occasions & Policy Manager

Events

Documents &
Policies

Embed & Custom
Infocapture

Learning &
Knowledge Base

Check out its options to set up what you would like it to pull through
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Action required is the most commonly used setting, as it will list the policies a user has yet to accept.

Users can click through to these from the page the component is on rather than needing to open the application front-end directly.
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