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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.

Admin | System | Localisation | Edit notfications | Policy Manager (Engish)

%, General Edit English Notifications for "Policy Manager”
Select a template to localise

22 Administrators
policy.comment

policyrecall
policy.consultation

policyreview_due

© ticonso policydistibution polcy review_reminder
policynow_version policy unrecall

© pateandtime policyatiication

 Background services.

0 Localisation

= Mail

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 (englsh)

#, General Edit Notification

Editing the notification template ‘policy.distribution’
22 Administrators

Language
© Lcense Engish ]
Template subject
© DateandTime 1 Please Read and Accept Policy: {{ ref_codelran 3} {{ titlelran 3} Stoge: 4 stage_ti
Template Body
© Background services 1 The following policy has been (¥ if is.new_policy 8} created {% else %} noved to st
2
3
7
@ Localisation : oo
6 description 1}
7 Creoted by {f creo
o mail 5 Omer {( cwner 1}
9 Category: {{ caten
1 @/
% Configuration 11 Click the folloving Tink to read and accept:<br />
2
B
4 tabs 1

Integrations 1

inks

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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« The assertion tested
« The audt procedure.
+ The reason for the procedure

Each of these poin i explained below.

Step 1 Identiy

i Theretore,
asserton that noods fo ba tested,

Step 2: Identity the aut procedure
Choose from Completeness, Valuation, and Alocation

sTaTUS. setstatus expirybate [

Setreview Date

Ownert  Michael Chistian xv Browse

Author*  Michael Christian xv Browse

Policy Manager

PDR-0003 - Audit Procedures

@summary  [ERelateditems  O=Permissions

Policy Permisions start typing to add Browse

Role: Administrators
All registered

O Consultation / Vetting
O Ratification

O Edit Policy

O Edit Policy Content Only
() 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.

it
K

Policy Manager o *

Search. ® Al O Accepted O Not vet Accepted | filter

A Not Vet Accepted Target Distribution
0 65 65
—

Name Status. Assetversion Date

Glaromentis Administrator -
Jennifer Langdon -
Pippa Fraser -
Vanessa Wright -
Stephanie Hunter -

Victor Mctean -

policy.new_version

Admin | System | Localisation | Edit notiications | Policy Manager (English) | policy-new_version

2, General Edit Notification
Editing the notification templata “policy new_version
2t Administrators
Language
B License Engiish J
Template subjoct
© DateandTime 1 Please Read and Accept New Version of Policy: {{ ref_codelran 3} {{ titlelron })
Template Body
 Background Services 1 The policy [{ ref_codelran }} ({ tilelraw ) has been replaced by nen version. <or
2 wr i
3 e following Link to read and accept: b />
ot 3
s s nen_Link 1> nen_link }}</as<br />
H
7
= wail i N
9 by Policy Manager Application. <r />
10
% Cconfiguration 1

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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PROCEDURES

PDR-0003 - Audit Procedures

# kit Properties

Q ) D @ cut ool
aa of the syllabus,tho Acceptance Status

often use inappropriate audit procedures to answer questions. The following
tips will help " Policies and Procedures

Instruction

the syllab Archived versions

answer questions. The g i Ipyou
Every procedure must state: WPDR-0003 - Audit Procedures

+ The assertion tested

+ The audit procedure.

+ The reason for the procedure
Each of these points is explained below.
Step1- identiy

in Thersfore,

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 | Localisation | Editnotiications | Policy Manager (English) | policy.recail

#, ceneral Edit Notification
Editing the notification template “policy.recall
&% Administrators
Language
© license English v
Template subject
© DateandTime 1 (( ref_codelron J} {{ titlelraw }} Stage: {{ stage_titlelraw }} requires your attent
Template Body
O CEETEEERTES 1 The following policy has been withdrawn, and eventually the adnin will delete it or
2 ar /
3 {{ ref_code 3} {{ title Jbr />
W Localisation 8 e
6
7
= Mail 8
5
0 -
% Configuration 1
2
o) />
4 tabs 14 This enail is generated by Policy Manager Application.

Integrations

<> seripts

This notification 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.

(=)0

claromentis

Home  Companyv  Dep Forms v Learning

assortion that neads 1o bo tested.

‘Step 2: Identify the audit procedure.
‘Ghoose from Completensss, Valuation, and Allocation

‘Stop 3: Note the following while writing down the audit procedure
Auit procedures should be witen n such a way that even a junior audtor ill be able o understand what s o be done.

STATUS  Distribution v SetstatusexpiryDate [
(Jbonot send notification

Setreviewbate [

Owner®  Michael Christion x| Browse

Author  Michael Christian x+ Browse

Recall

You are about to recal this policy.

Send notification to users?

policy.unrecall



Admin | System | Localisation | Edit notificat iger (English)

3, General Edit Notification

diting the notification template “policy.unrecalr
Administrators
= Language
@ License English v
Template subject

© Dateand Time. 1 {{ ref_codelraw }} {{ titlelran J} Stage: {{ stage_titlelran }} requires your attent

Template Body

© Background services The folloving policy has been reactivated. <r />
br />

de 13 {

L re Yeor />

1
2
3

i 4 {{ descriptio

B 5 Created by {{ creator er {{ ower }}<br />
6 Category: {{ category }}<br /-
7
8
9

= Mail Click the following link to view:<br />
<r /
1 L Link 33> {{ lnk J</abr />
% Configuration 1
12 <or />
3 olicy Manager Application. <br />
L Labs 1

This notification 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 ths policy

Send notfication to users?

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

o 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

Admin | Systom | Localisation | Editnotifcations | Policy Manager (English) | policy review _rerminder

#, General Edit Notification

Editing the notification template “policy.review._reminder
22 Administrators

Language

@ Liconse English
Tomplate subject

33, 1 titlelron 1} Stoge: {{ stage_titlelran }} requi

© Dateand Time

9 Background Services.

"5 Localisation

= Mail

% Configuration

cy Manager Application.|

4 tabs

Integrations




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.

in order Theretore,
‘assertion that needs to be tested.

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

STATUS | Diswbution v setstatusexpirybate [

(Do not send notification

Owner*  Michael Christian x+ Browse

Author*  Michael Christian xe Browse

Policy Manager

PDR-0003 - Audit Procedures

@summary  @Related toms  o=Permissions

soteyuritos | s ypngia o e

Al registered
Role: Administrators.

Consutation / Vetting

View effective permissions.

policy.review_due
This notification 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

#, General Edit Notification
Eaiting the notification template “policy.review_clus’
22 Administrators
Language
B License Engiish y
Template subject
© Date and Time 1 {{ ref_codelraw }} {{ titleiraw }} Stage: {{ stage_titleiran }} requires your attent
Template Body
D 1 - for the folloning policy is going to expire today:<br />
© Background s T b
3
M Localisation i
s
3 oo 7
2 Mail g
5
10
% configuration 1
2
5
4 Labs 14

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 Detais [}
Policy permissions status details
Categories Enabled Name * Duration (days)  Rights Label =
T orat [>-] nla
G Consultation [ Consunotin | Consultation / Vetting
Policy Default Permissions Ratifcation [ coicoin Ratification
Use Reportermissons veion =z oo
Configuration Test = test
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

4, General

22 Administrators

Systom | Localisation ger (Eng! P

Edit Notification

Editing the notification template ‘policy.consultation”

Language
@ Liconse English N
Template subject

© DateandTime L {{ ref.codelraw 1} {{ titlelron 1} Stage: {{ stage_titlelran J} requires your attent
Template Body

9 Background Services. edited and/

The folloning policy hes been (% i is_nen_policy %) created (% else %}
<or /

"W Localisation

= mail
% Configuration n £ Link 1> link De/abr />
12
) ge Wil be expired on {{ expiry_date }}<br />
Labs P
& i
16 Policy Manager Application.<or />
Integrations 1

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 the approval
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.

claromentis
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looking for
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Stop 1~ dontity
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Drat

BTN 7 consiitation [§ setstatusexpiryDate 3
R

Setroview Date.

Michasl Christian

x| Browse

Michael Christian

x| Browse

policy.comment

Admin | system | Localisation ger (Engl

2, Goneral
22 Administrators
© ticense

© DateandTime

# Background services

Edit Notification
Editing the notiication template ‘policy.comment
Language

englsh .

Template subject

1 {{ comented_bylrow 1} made @ coment in Palicy: {{ ref_codelran }} - {{ titlelrow }

nted_bylraw }} made a coment in Policy: {{ ref_code J} - {{ title J}ebr: />

by comment: {{ approval_status 1}<br /.

L o a1
o oty s (st
="{{ Link }}">{{ link };
* & e -
4 labs

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.

claromentis Q v
procedure i to identify the assertion that nesds to be tested. .
ety hecuirocsure
be done. | |

Policy Dotails  Comments  AssetHistory  Policy History  Approval History

Consultation

@accept

Category  General Status Changedby  Claromentis Adminisrator
RoviowDate 22 March 2024
LastModified by Cloromenis Administrator Author  Nichasl Christian
Creator  Nichasl Christion Owner  Michael Christian

policy.ratification



Admin | System | Localisation | Edit ger (English)

%, General Edit Notification
Editing the notiication template “policy.ratification
&2 Administrators.
Language
@ License English bl
Template subject
© DateandTime AL (e Zeoda o 13 (L ELE e Fow 1} SEage:  ({/ Stage CETELE  Fow 1} FequiFes) your GEtemt
Template Body
© Background services 1 The following policy has been {% i is_new policy %} created (% else %} moved to st
2 <wr /o
3 {{ ref_code }} {{ title }}<br />
4 description }<br />
B Locallsation 5 Created by {{ creator
6 Omer {{ omner }<br
7 Category: {1 categor
= Mail 7 BErREE
9 he following Link to views<br />
10 <
% Configuration n < £ link 1">{{ link }}</a><br />
2
13 age will be expired on {{ expiry_date }<br />
A Labs 14
15 e
) 16 This enail is generated by Policy Manager Application.<br />
Integrations 7

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 the approval
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.

claromentis
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Each of these points is explained below.

Step 1 - identity

Therefore
‘assertion that neads {0 be testad.

‘Step 2: Identit the audit procedure.
Ghoose from Completeness, Valuation, and Allocation

Dratt
Consultation

BT ( Raiification setstatusexpiydate [

>

[—
Test

Archive.

Setreview Date

Owner | Michael Christian xv Browse

Author' | Michael Christian xv browse
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