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Policy & Procedure Manager( Enhancements

What's new in version 4.0

The release of Policy & Procedure Manager 4.0 includes improvements and new features in the following areas:
Ease of Use

Arrange by and Default Sort: Arrange by and Default Sort are options that let you determine how a list of documents will be seen on the Home screen when a user logs into Policy & Procedure Manager. Options include: listing by Departments, Approvers, Reviewers, Document Owners or Categories.
The Default Sort is set for an entire site by the Document Control Administrator.  Users can set a preferred arrangement for their own login. The type of sort is shown in a drop-down box under the words, Arrange by.  There is also a Filter option for the arrangement.  A user can temporarily change the arrangement at any time by clicking on Arrange by and the sort option of their choice.

Display Table/Filter Features: In addition to the basic display options offered by Default Sort and Arrange by, there are two more filtering capabilities.  
The Document Display Table can show other information relating to the document including: Allowed Readers, Document Reference Number, Document Title, Document Version Number, Date Created, Date Submitted, Effective Date, Date Approved and, the next Review Date.  
The Filter option allows a more specific filtering of the areas that are a part of Arrange by. This will let you see documents that apply to specific document owners, specific categories or specific departments instead of the entire lists for these areas. 

Properties Wizard Update: The Document Properties wizard has been refined even further. There is now more detailed information available to the document owner so that they can better determine how a specific step fits into the creation of a document.

Document Setup: You can now indicate whether Access to Reader Comments should be Private (viewed by DCA and document owner) or Public (viewed by anyone who has access to the document).  An E-mail/Task Warning can be set for the number of months before a document is due to be reviewed.
Logging Off:  You can now log out just by closing the window. This avoids tying up a user license when logout is done incorrectly.
Date and Time Format, Time Zones: A Document Control Administrator can designate new settings including selecting a specific Time Zone. 
Administration

Bulk Edit Filter: The bulk edit process is greatly enhanced by a Filter option to only show selected documents.
International Language Formatting:  Document Control Administrators can now change the display text labels in Policy & Procedure Manager so that those labels will now display in a language other than English.  Also, users can individually select the language of their choice, providing that the settings for that language have been set up by the DCA or by IT personnel.
Text labels and common computer error messages can now be translated into your specific language, so that when the software is opened in your computer, those terms, such as Home, Reports and Preferences are displayed in the language of your choice.  Once the other language information has been put into Policy & Procedure Manager, individual users can select the language that they want to use when working in the software.
Security

Passwords and Other Security Options:  There is an added lockout option that locks out all users except DCA’s, once those users have logged off of the system.  This is designed to let DCA’s  perform their responsibilities within Policy & Procedure Manager  without having other users in the software at the same time.

Active Directory Settings: Policy & Procedure Manager now synchronizes additional data including site name, department name, e-mail address, and job title.  There is also a provision for nightly synchronization of data.  
Regulatory compliance

Quiz question randomization: Quizzes randomize per objective, asking one question from each objective.  As always, readers are required to pass the quiz in order to mark the document as read.  

Reports
Printing the main Document Display Table: The Document Display Table on the Home screen can be easily printed by right clicking on the table and selecting print.  This prints information about all documents in a specific stage, under a document owner’s name or under a particular category.  It can include: Allowed Readers, Document Reference Number, Document Title, Document Version Number, Date Created, Date Submitted, Effective Date, Date Approved and, the next Review Date.  
User Login frequency: Reports have also been added to let  a DCA determine when user’s last login date occurred, during the previous six month period and determine which users are currently logged into Policy & Procedure Manager.
Documentation

Updated Graphic-Enhanced Online Help System:  The online Help system can be accessed by clicking Help in the banner. After clicking on Help, you will see Graphics-enhanced Help.  

For Graphic-enhanced Help, the screen resolution of your computer monitor must be set to no less than 1024x768 to see the graphics correctly. 


If you are using a resolution of 800x600, the Help system will work, but you may be required to scroll across or up and down the screen.  Some of the graphics are large, though every effort has been made to reduce screen sizes and still make text readable.

Help is divided into three areas:  Getting Started, Administrator and User topics.

If you have any questions regarding these or other requested features, please contact us.  We appreciate your feedback as we seek to continually improve our product.
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