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Policy Manager Notifications

We will provide an overview of available Policy Manager notifications.
Notifications are attached to Policy Manager permissions and there are some caveats which are explained below.
To find out more, check out our guide on Policy Manager permissions.

Templates for each language can be viewed and edited from Admin > System > Localisation > Edit templates > Policy Manager.

Notification not sending?

Remember: The type of notification received by users e.g. email, in-system, none etc will depend on their preferences as outlined here.

If a notification is not evident, check that the recipient's preferences are correct to receive this how they would expect.

Standard Notifications

To accept/deny a Policy

policy.distribution

Admin | System | Localisation | Edit notfications | Policy Manager (English) | policy.distribution

2, General Edit Notification

English
Template subject

® bateandTime 1 Please Read and Accept Policy:

 Background Services

"0 Localisation

= Mail

% Configuration

4 tabs

Integrations

This naotification will fire when a Policy has been put into 'Distribution’ status (it has been made live) and the recipients will be users with 'Target
Distribution’ permission so that they can read and accept the policy.
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« The assertion tested
+ The audit procedure
+ The reason for he procedure

Each of these poins i explained bolow.

Step 1 identity

Therelore,
asserton that needs 1o be tested.

Step 2: Identify the auit procedure
Chooss from Completeness, Valuation, and Allocation

Rai
RATRN  oisibution [, SotstatusexpiryDate 13
Test

Archive

Setreview Date

Owner*  Michael Christian xv Browse

Author*  Wichael Chistian xv Browse

Policy Manager

PDR-0003 - Audit Procedures

@summary  [ERelatedltems  O=Permissions

Policy Permisions Start typing to add. Browse

Role: Administrators
All registered

£ View Polic:

[ Consultation / Vetting
O Ratification

(O Edit Policy

O Edit Policy Content Only
(O Delete Policy

O test

View effective permissions.

Please note: The user that moves the policy into distribution status will NOT receive a notification even if they are in 'target distribution' permission.

Send reminder

This feature can be used by an administrator to send the distribution email template to any users who have not yet accepted the policy.

Policy Manager N oE E %

search, © All O Accepted O Not Vet Accepted fiter

Accepted
@ -
B Export to Csv send reminder

Name N Status. Assetversion Date

Target Distribution

Claromentis Adrminisrator -
sennifer Langdon -
Pippa Fraser -
Vonessa wright -
Stephanie Hunter -

Victor Mclean -

policy.new_version

Admin | System | Localisation | Edit notifcations | Policy Manager (English) | poiicy new_version

, General Edit Notification

Editing the notification templata ‘policy new_version
&% Administrators

Language
© lcense engiish J

Template subject

© pateandTime. 1 Please Read and Accept New Version of Policy: {{ ref_codelraw }} {{ titlelran })
Template Body
© Background Services 1 The policy {{ ref_codelraw }} [{ titlelrax }} has been replaced by new version. <br

he following link to read

2 =T =44 new_Link }3>{{ new.link }}<

o Mail

* Configuration

4 tabs

This notification will fire when a new Policy version has been uploaded (for an existing Policy) and the recipients will be users with 'Target Distribution’
permission so that they can read and accept the new version of the Policy.
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i o the syliabus,

s are an o s
often use inappropriate audit procedures to answ jons. The following

tips will help you to understand the concepts and writs appropriate audit

procedures.

answer questions. 9t
Every procedure must state:

+ The assertion tested

+ The audit procedure.

« The reason for the procedure

Each of these points is explained below,

Stop1 - Identity

Thersfore,

B = x

# Edit Properties

Acceptance Status

Policies and Procedures

8 INS-0001 - Induction Process
Instruction

Archived versions
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Please note: The user that creates the new policy version will NOT receive a notification even if they are in 'target distribution' permission.

To recall a Policy

policy.recall

Admin | system
, ceneral
&2 Administrators

B License

© Dateand Time

Localisation

Edit notifications | Policy Manager (English) | policy.recall
Edit Notification
Editing the notification template policy.recall”
Language

English v
Template subject
1 {0 ref_codelraw 1} {{ titlelran J} Stage: {{ stage titlelra }} reavires your attent

Template Body

 Background Services 1 The following policy has been withdrawn, and eventually the admin will delete it or
2 wr /s
3 {{ ref_code 1} {{ title Jbr />
0 Localisation 8 e
6
7
= Mail H
5
10 <
% configuration 1
2
3
4 labs 14 This enail is generated by Policy Manager Application.
Integrations
<> seripts

This natification will fire when a Policy is put into 'Recall’, a pop-up will appear to allow the administrator to choose whether to send a notification or not.

If this is chosen the notification will be sent to all users in the 'Target Distribution' permission.
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‘Step 2: Identity the audit procedure
Ghoose from Completensss, Valuation, and Allocation

STATUS  Distrbution - Setstatusexpirybate [
Do not send notification
setreviewbate [
Owner®  Michael Christion - Browse
Author  Michael Chistian - Browse

policy.unrecal

Recall

Vou are about to recall this policy.

Send notification to users?

cancel




Admin | System | Locaiisation | Edit nofifications | Policy Manager (English) | policy.unrecall

£, General Edit Notification

Editing the notification template “policy unrecalr
22 Administrators
Language
@ License English
Template subject
© DpateandTime £ ref_codelran }} {{ titlelraw }} Stage: {{ stoge_titlelran }} require

* Background Services

" Localisation

= Mail

% Configuration

A tabs

This natification will fire when a Policy is reactivated (when it was previously recalled), and a pop-up will appear to allow the administrator to choose
whether to send a notification about this or not.

If this is chosen the notification will be sent to all users in the 'Target Distribution' permission.

Recall

Caveats for acceptance notifications

If you were expecting acceptance (distribution, new version templates above) notification from the Policy Manager that was not received this is due to
either:

1. The action being performed was expected to trigger an email that doesn't in reality
2. User notification preferences are set so these are not being generated in the format they expect e.g. they have preferences set to send
notifications to the in-system messenger only and not email (either by default or for Policy Manager as a whole)

Use the below criteria to check the action you are performing is expected to trigger a notification, and separately to confirm that the user expected to
receive this has their preferences set correctly.

Policy acceptance notifications will be sent to users in the target distribution:

e In the format chosen in user notification preferences e.g. in system, email, both

e When a policy is put into 'distribution’ status

e When a new policy version is created

e When the 'send reminder' feature is used for users who have not yet accepted the policy

Policy acceptance notifications will not be sent:

e To users added to the target distribution in a policy that is already live (in 'Distribution’)

e To the user who makes a policy live (whether for a new policy overall or a new version of an existing policy) even if they are in the 'Target
Distribution’

e To the user who sends a reminder, even if they have not yet accepted the policy they send the reminder for

If a review date has been set on a Policy

policy.review_reminder
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Admin | System | Localisation | Edit notifications | Policy Manager (English) | policy.re

%, General Edit Notification
it template “policy
&% Administrators.
Language
@ License English N
Template subject
© DateandTime {0 ref_codelron 1), { titlelron }} Stage: ({ stagetitlelron }} requires your atter
Template Body
1 date for the folloning policy is going to expire tn {{ days._teft 1} doys

# Background Services.

}. {1 title_safe J3<b

" Localisation

= mail

% Configuration

4 tabs 1 cy Manager Application

Integrations

This natification will fire 15 days before the entered review date and will be received by users with the 'Edit Policy' permission to the Policy so they can
action this.

performed in Theretore, the
assertion that needs to be tested.

‘Step 2: dentity the audit procedure
Ghoose from Completeness, Valuation, and Alocation

Step3:

STATUS | Distribution v setstatusexpirybate [

Do not send notification

Owner*  Michael Christian x+ Browse

Author*  Michael Christian xv Browse
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K
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polcy Manager ]
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@summary  @Relatedltoms  o=permissions

Policy Permisions | Siort typig o

Allregistered
Role: Administrators

Consultation | Vetting

View effective permissions

policy.review_due

This natification will fire on the day the Policy expires and will be received by users with the 'Edit Policy' permission to the Policy so they can action this.

Admin | System | Localisation | Edit notifications | Policy Manager (English) | policy.review_due

#, ceneral Edit Notification

Editing the notification template policy.review_dus’
&2 Administrators

Language
@ License english .

Template subject
© DateandTime L ([ ref_codelraw }} [ titlelraw J} Stoge: {{ stage_titlelran J} requires your cttent
Tomplate Body

© Background Services

™ Localisation

% Configuration

4 labs 14
15 This enail is generated by Policy Manager Application.<br />
16

Integrations

If your team set up an approval process in Policy Manager

The labels of statuses Policies can move through can be renamed as well as one extra status (between 'Distribution' and 'Archive') included if required.
If renamed or made active, the label will update in the permissions box to the new title.
The notifications for each status work the same and will have the updated title showing in them when received (if changed from the default title)

The statuses can be edited from Admin > Policy Manager > Statuses:



Admin | Policy Manager | Status Detalls ]

Policy permissions status details
Categories Enabled Name * Duration (days)  Rights Label
Policy Types oraft 3 ola
ST Consultation [ Consunonn Consulation | Vetting
T TR Ratfication o= Fatfication
User Report Permissions Distribution == e
Configuration Test m tost
Archive = nla nla

This is an optional feature, as your team may not require an approval process, in which case the standard 'Draft' and 'Distribution’ statuses alone can be
used.

policy.consultation

Admin | System | Localisation | Edit notifications | Policy Manager (English) | policy.consultation

%, General Edit Notification

Editing the notification template ‘policy.consultation’
22 Administrators

Language

© Liconse

© pateandTime

@ Background Services

" Localisation

= Mail

% configuration

4 tabs

Integrations

This notification will fire when a Policy has been put into 'Consultation’ status and will be sent to user(s) with permission to that status of theapproval
process so they can approve/reject the policy.

This status can be renamed, and if it has the notification will reflect that title and not 'Consultation' which is the default.
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Step 1~ dentity
Theretore,

assorton that necds 1 be fested.

‘Stop 2: dentiy the audit procodure

(Choose fom Completeness, Valuaton, and Alocation

4
Draft

BTN Consiitation [ setstatus expiryDate [

SetreviewDate

Owner*  Michael Christian x| Browse

Author*  Michael Christian x| Browse

policy.comment

Admin | System | Localisation ger (ngish) | polic
£, ceneral Edit Notification
iting the notifcation template ‘policy.comment’
2t Administrators
Language
© ticense engish

Template subject

© pateandTime

9 Background Sorvices

5 Localisation

*

4 tabs

This notification will fire when a comment is added to a Policy that is in a status that requires approval.

Recipient(s) will be the user(s) with permission to that status of the approval process when approving/rejecting the policy.
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procedure s to identify the assertion that needs to be tested, .

Step 2:Identify the audit procedure.
Choose from Completeness, Valuation, and Allocation

be done.

Policy Detalls  Comments  AssetHistory  Policy History  Approval History

category  General Status Changedby  Claromentis Administrator

ReviewbDate 22 March 2024
LastModified by Claromentis Administrator Author  Michas Christian

Creator  Michosl Chiistion Owner  Michael Chistion

policy.ratification

Admin | System | Localisation | Editnotifications | Policy Manager (English) | policy.ratification

%, General Edit Notification

Editing the noltification template “policyatification”
&2 Administrators
Language

@ License English 5

Template subject

© DateandTime 1 {{ ref_codelraw }} {{ titlelraw }} Stage: {{ stage_titlelran J} requires your attent

Template Body

© Background services 1 The following policy has been (X if is_new_policy %} created {% else ¥} moved to st
<br />

2
{{ ref_code }} {{ tit]

3
4 {{ description }}<br
Rlocabaion) 5 Created by {{ creator }<br />
6 Ower {{ omer J}<br /5
i 7 Category: {{ category }<br />
9 Click the following link to view:<br />
10 <
% Configuration 1 £ Tink }3">{( Link 3}
12
13 ge will be expired on {{ expiry_date }}<or />
4 tabs 1 <
15 <br />
16 This enail is generated by Policy Manager Application.<br />
Integrations 17

This notification will fire when a Policy has been put into 'Ratification’ status and will be sent to user(s) with permission to that status of theapproval
process when approving/rejecting the policy.

This status can be renamed, and if it has the notification will reflect this title and not 'Ratification’ which is the default.

Home
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Each of theso points is explained below.

Step 1 - dentity
Therel the

asserton that noads fo be tested.

Step 2: dentity the audit procedure.
Ghooss from Completeness, Valuation, and Allocation

sTaTUS SetstatusexpiryDate 1%

Setreview Date

Owner  Michael Christian xv browse

Author' | Michae! Christian x| browse

Created on 15 March 2024 by Hannah Door. Last modified on 23 May 2024
Tags: natification, policy, policy manager
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