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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.

Policy Manager

English U.S. International Russian

French German Portuguese (Brazil)
Spanish Dutch Czech

Polish Greek Arabic

Kurdish Hungarian Uzbek

Notification not sending?

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

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

Browse our guides on the Policy Manager application here

Standard Notifications

To accept/deny a Policy

policy.distribution

This notification 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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+ To minimise the impact on the sustainability of all office and transportation activities

+ To make clients and suppliers aware of our Sustainability Policy, and encourage them to adopt sound sustainable management practices
+ Continually strive to improve our sustainability performance
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POL-0003 - Sustainability Policy

@ Summary i= Related Items
Policy permissions Start typing to add... Browse

All registered
Role: Administrators

[[J Manager confirmation
(] Edit Policy

(J Edit Policy Content Only
[ Delete Policy

View effective permissions...

policy.new_version

This notification will fire when a new version has been created (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.

E Policy Manager > Policy Details

PROCEDURES
PDR-0003 - Audit Procedures

) Policy version 1 @ internal , audit
Audit procedures are an important area of the syllabus, though candidates
often use inappropriate audit procedures to answer questions. The following Acceptance Status

tips will help you to understand the concepts and write appropriate audit
procedures.
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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.

Every procedure must state:

* The assertion tested
« The audit procedure
« The reason for the procedure

Each of these points is explained below.

Step 1- Identify
Audit procedures are performed in order to test financial statement assertions. Therefore, the first step in explaining an audit

Caveats for acceptance notifications

If you were expecting an acceptance (distribution & new version templates) notification from the Policy Manager that was not received, this is due to
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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 criteria below to check that 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:

o 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

Send reminder

This feature can be used by an administrator (with ‘edit policy' rights) to send the distribution email template to any users who have not yet accepted the
policy.

E Policy Manager © O

Search.. @Al O Accepted O Not Yet Accepted  filter

@ Accepted Not Yet Accepted @ Target Distribution

0 61 61

) Export to CSV Send reminder

Name Status Asset Version Date

Claromentis Administrator
Pippa Fraser
Vanessa Wright

Stephanie Hunter

O 0 0 0 0

Victor McLean

Jason Reid

D

To recall a Policy

policy.recall
This notification will fire when a Policy is put into 'Recall’, status and if the editor chooses for it to be sent in the pop-up that appears when recalling.

If this is chosen, the notification will be sent to all users in the Target Distribution’ permission.
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STATUS Distribution v

() Do not send notification

Set status expiry Date
Set review Date 23-05-2027
v Recall this policy
Owner* Michael Christian X ¥  Browse
Author* Michael Christian x ¥ Browse

Recall

You are about to recall this policy

(Jsend notification to users?

policy.unrecall

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

You are about to reactivate this policy

[J send notification to users?

If a review date has been set on a Policy
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policy.review_reminder

This notification 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.

« To integrate sustainability considerations into all our business decisions

+ To ensure that all staff are fully aware of our Sustainability Policy and are committed to implementing and improving it
+ To minimise the impact on the sustainability of all office and transportation activities

« To make clients and suppliers aware of our Sustainability Policy, and encourage them to adopt sound i mar
+ Continually strive to improve our sustainability performance

STATUS

Set status expiry Date

Distribution e

[J Do not send notification

I Set review Date

23-05-2027 I

B Recall this policy

Owner* Michael Christian x v Browse
Author* Michael Christian % v  Browse
E Policy Manager © O

POL-0003 - Sustainability Policy
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@ Summary

Policy permissions

Browse GGV

All registered
Role: Administrators

View Policy
Target Distribution
Consultancy

2 Manager confirmation
[&] Edit Policy Content Only
Delete Policy
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policy.review_due

This notification will fire on the day the entered review date is met and will be received by users with the 'Edit Policy' permission to the Policy so they can
action this.

If your team sets up an approval process in Policy Manager

There will be extra statuses in use that make up the approval process (created in Admin > Policy Manager > Statuses)

Admin Policy Manager Status Details
Policy permissions status details
Categories Enabled Name* Duration (days) Rights Label *
Policy Types Draft [ orart | n/a
status Details Consultation Consultation | Vetting
Policy Default Permissions Ratification Ratification
User Report Permissions Distribution n/a
Configuration Test test
Archive m n/a nja
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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.

The notification template names will not update, but will correspond to the status order you have created and will pull through the custom phrasing.

policy.consultation

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

This status can be renamed, and if it has the notification and selection when editing policies will reflect your title and not 'Consultation’ which is the
default.
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Step 1 - Identify
Audit procedures are performed in order to test financial statement assertions. Therefore, the first step in explaining an audit procedure is to identify the
assertion that needs to be tested.

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

Step 3: Note the following while writing down the audit procedure

Draft

¥ Consultation [\
Ratification
Distribution
Test
Archive

B Recall this policy

Michael Christian xv

STATUS Set status expiry Date ]

ification

Setreview Date

owner* Browse

Author* Michael Christian x v

Browse

policy.comment
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.

hat are you looking for?

[13:38

claromentis aQ

Home Company ¥ Department ¥ Dashboards v Compliance Forms v Learning Projects ¥ Howdol T

Audit procedures are performed in order to test financial statement assertions. Therefore, the first step in explaining an audit
procedure is to identify the assertion that needs to be tested.

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

Step 3: Note the following while writing down the audit procedure
Audit procedures should be written in such a way that even a junior auditor will be able to understand what is to be done.

[3 bownload as POF

Policy Details Comments Asset History Policy History Approval History

Consultation

u intend to reject

Category

Review Date
Last Modified by

Creator

policy.ratification

This notification will fire when a Policy has been put into the third status space available and will be sent to the user(s) with permission to that status of

General

22 March 2024

Claromentis Administrator

Michael Christian

Status Changed by

Author

Owner

the approval process when approving/rejecting the policy.

Claromentis Administrator

Michael Christian

Michael Christian
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This status can be renamed, and if it has the notification will reflect this title and not 'Ratification’, which is the default.
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Each of these points is explained below.

Step 1 — Identity

Audit procedures are performed in order to test financial statement assertions. Therefore, the first step in explaining an audit procedure is to identify the

assertion that needs to be tested.

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

Step 3: Note the following while writing down the audit procedure

Draft

Consultation
STATUS v Ratification Set status expiry Date
Distribution "

ification
Test

Archive

Set review Date
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