
Tutorials

How to incorporate the Master updates 
into your Working Manualy g
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Updating Your Working ManualUpdating Your Working Manual
There may be policies that you want to update, but you have already 
customized for your credit union.  For these policies, you need to make y p , y
a decision:

A.  Use the Tracked Changes documents from the library as a 
guide to incorporate the new changes into your existingguide to incorporate the new changes into your existing 
customized policies

B.  Archive your customized policies, bring in the revised policy in y p g p y
its entirety, then re-customize it with your credit union information

Which way you decide will depend on how many revisions the policy has, and how much 
customization you have already done.  If a large revision was made, it may be easier to 
bring in the revised policy in its entirety then re-customize it with your credit unionbring in the revised policy in its entirety, then re customize it with your credit union 
information than trying to incorporate all the changes to your existing policy

The following tutorial demonstrates how to remove an old policy, 
and completely replace it with the updated policy from the Master
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and completely replace it with the updated policy from the Master.



Updating Your Working ManualUpdating Your Working Manual
There are three basic steps to bringing in the updated policies in their entirety:

1. Archive (if necessary) the previous version of the policy

2. Remove the previous version of the policy from the Working manual

3. Bring in the updated/new policy from the Master manual to the Working manual

(Note: If you are bringing in a brand new policy, skip steps #1 and #2)
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Step 1. Archive (if necessary) the previous version of the policy

You can archive a single policy at a time, or multiple policies at once.

• To archive a single policy, open your Working manual, and go to the 
policy that you want to archive.

• Click on the Archive button located in directly beneath the content• Click on the Archive button located in directly beneath the content
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Step 1. Archive (if necessary) the previous version of the policy
• To archive multiple policies, open the Manual Section Management folder, then click 

on the “Multi-Archive Utility”  

• This brings up a form listing all the sections in your Working Manual, with a checkbox 
next to each section.

• Click on all the sections you want to place a copy to Archive

• Scroll to the end of the page and click the “Copy Section(s) To Archive” button.
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Step 2. Remove the previous version of 
the policy from the Working manualthe policy from the Working manual

• Whether you are removing one policy or multiple policies, open the Manual Section Management folder, then click 
on the “Multi-Delete Section Utility” link 

• This brings up a form listing all the sections in your Working Manual, with a checkbox next to each section.This brings up a form listing all the sections in your Working Manual, with a checkbox next to each section.

• Click on all the sections you want to delete.

• Scroll to the end of the page and click the “Delete Selected Sections from Manual” button.
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Step 3. Bring in the updated/new policy from the Master 
manual to the Working manualmanual to the Working manual

You bring in a single policy from the Master, or multiple policies at once.

• To bring in a single policy click on the “Master” link at the top of the• To bring in a single policy, click on the Master  link at the top of the 
Manual Builder area

• Locate the desired policy to add into your manual.  When you click on 
the section the content populates on the right side. Click on the Copy to p p g py
Working Manual button at the top of the content.

7



Step 3. Bring in the updated/new policy from the Master manual to the 
Working manual 

• To bring in multiple policies from the Master, open the Manual Section Management 
folder, then click on the “Multi-Add to Working from Master Utility” link  

• This brings up a form listing all the sections in the Master Manual, with a checkbox 
next to each section.

• Click on all the sections you want to move from the Master to your Working Manual.

• Scroll to the end of the page and click the “Add to Working from Master” button
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