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PolicyStat Training

Use the test environment for this training: https://und.pstattraining.com/. Log in using your UND SSO.

To view the recorded training conducted by PolicyStat during the software implementation in 2018,
please visit: https://recordings.join.me/dwu_Qa4hVOiMRfwUL4r4bQ. That training has been outlined
below with corresponding, updated screen shots.

Administrative Housekeeping

Permission Levels

UND Employees (Can View Restricted Policies)
This level allows users to view policies that are marked as restricted. Normal users can not view these
policies. This level also provides users with Creation and Editing permissions.

Area Editor (Can Create and Edit Policies)
Area Editors can create new policies and edit existing policies.
e Can view policies that are marked as restricted
e Can download reports of active and pending documents.

Area Managers (Can Create, Edit and Manage Policies)
Area Managers have the same abilities as Area Editors, but with the following additions:

e A subscription to receive all notifications for the policies in Areas where they have this
permission. These notifications include comments, approval notifications, due for review
notifications, etc.

e Can assign and report on policy acknowledgments

e Can create, edit and view user groups

e During the PolicyStat implementation phase, the ability to review uploaded and imported
policies and mark them as accepted

Site Administrator (Can Administer Site)

In addition to the abilities provided by Can Create, Edit and Manage Policies, site administrators have
full access to all PolicyStat functionality. This includes many powerful tools whose access should be
limited to only those users with a good understanding of the goals you have for PolicyStat. In general,
only a few users should have this level of permission. Their additional capabilities include:

e Ability to retire a policy

e Ability to completely delete an active or pending policy

e Ability to modify an approved policy without triggering the approval process via the Override
tool. They can also perform these modifications in bulk via Bulk Admin-Override

e Ability to manage users, permissions, approval workflows

e During the PolicyStat implementation phase, access to the Implementation Dashboard and
the ability to upload files for import into PolicyStat

e Access to various other site-wide configuration options, tools and reports accessible via the
Admin Tab
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UND’s site administrator is Jen Rogers (jen.rogers@UND.edu or 701-777-4392).

PolicyStat Landing Page: Help and Support

Anytime you need to contact the Policy Office for help or support, select “University of North Dakota”
in the upper left corner of the screen. This will take you to the PolicyStat landing page where you can
email UND’s policy administrators.

Home Policies  Reports On @ New PolicyStat 2 Help Login

University of North Dakota

New and Recently Search Policies Manage Policies
Revised Policies

Help and Support

Search for any policy directly ~ Get started on acknowledging,
Toview a listof all new and  Using the search bar first. Then,  editing and approving policies
recently revised policies please optionally filter policies by title, by logging in (if you are not
click here. owner, department or tag. already).

Get help via the Help link
above, attend an education
session or contact your
administrators Jen Rogers ang
Bob Frasier.

Read Less ~

Search Features

Home

PolicyStat offers a full text-based search of all policies. Policies are searchable by keyword in either the
title or within the policy itself. Results are shown in a quick dropdown menu or in full search page by
order of relevance upon clicking the Search “magnify glass” button.

Home Policies  Reports Manage On @ New PolicyStat @ Help  Jennifer Rogers

University of North Dakota

Meals

U N iy Finance
LND NORTI’ . for higher prices on any meals costing over 125 percent

NDUS Procedure Manual
SBHE/NDUS
. expenses, including transportation, lodging and meals, for non-NDUS employees

New and Recently Search Policies Manage P SBHE Policy Manual
SBHE/NDUS

. number or dollar value of meals; A refund on a
Read Al

Meal Passes for Business Use
Finance

Policies Requiring Your Approval 3 .. 1-Payment or Reimbursement of Meals and Other Travel o ..

Title Area A

Travel
) - L Finance
Political Activities Marketing & Communications U . business. Allowable reimbursements include mileage, meals, lodging, and airfare/rail
IT Asset Management Information Technology L
5 shown. See all results for 'meals”
Agreement and Contract Authorization  Finance L

Policies Due for Review (13

Past Due <30 Days <60 Days <90 Days > 90 Days v

Note: Users may identify their default area (see My Account) which will prioritize their policy searches
(e.g., if the area is Finance, policies under Finance will appear first in the search).
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Title
Search each policy listed alphabetically by title using the Policies > Policies by Title tab in the menu bar.
Type in the keyword/title in the search bar and select the Search “magnify glass” button.

Home Policies  Reports Manage On @ New PolicyStat @ Help  Jennifer Rogers

Universi

Policies by Owner

Policies by References

Drafts

My Policies
Ne rch Policies Manage Policies Help and Support
New Draft from Template
UND Policy Impact Statement Read All v/
. UND Policy Template
Policies 3
UND Procedure Template
Title ea Applicability Effective
I rt a Poli
Politice PO @ oSy arketing & Communications University of North Dakota (Rt Upon Approval
IT Asset Management Information Technology University of North Dakota (R} Upon Approval
Agreement and Contract Authorization ~ Finance University of North Dakota (R} Upon Approval
Policies Due for Review (13
Past Due <30 Days <60 Days <90 Days > 90 Days v

Home Policies Reports Manage on @ New PolicyStat # Help Jennifer Rogers

University of North Dakota _
Search Policies 21zresutts in | Titlesonly | | All Areas | | AllOwners | | All References S Export 99 Share
Title & Preview Area Applicability Last Revised Effective Last Approved
Academic Integrity Procedure for Academic Office of Student Rights & University of North ot June7,2022  June7,2022 June 7, 2022
Concern Response & Integrity Plan REASON FOR Responsibilities Dakota
Procedure PROCEDURE The purpose of
this procedure is provide
Office of Student Rights and

Responsibilities (OSRR) staff
guidance for ...

Acceptable Academic Regalia POLICY STATEMENT In Marketing & University of North Iy July 30,2021 July 30,2021 July 30,2021
for Commencement recognition of the Communications Dakota
Ceremonies significance of

commencement, all
University of North Dakota

) commencement
ceremony participants must
wear full academic regalia —
gown, ..

Area

Search by the policy area by using the Policies > Policies by Area tab in the menu bar. Select one or
more available areas from the list provided and select Search.
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Home Reports

Policies

Search

Manage

reas | | All Owners

Policies by References

Title
Drafts
Faculty b esponsibilities and
My Policies . Responsibilities of
| Administrators
'y Responsibilities
academic freedom
New Draft from Template all faculty members
UND Policy Impact Statement
Manager ATEMENT University
Collectio UND Policy Template kota
arsity) has
UND Procedure Template | official practices for
ment, care,
andde-
Import a Policy g of the University's

Policy Impact Statement - Care
and Stewardship of Indigenous
Artifacts, Art, Archives, and
Other Related Collections

State Authorization and State
Licensure/Certification
Disclosure Procedure

_This impact statement was
endorsed for formal policy
development by President's
Cabinet on April 11, 2022. This
is only the policy impact
statement; the official ...

REASON FOR PROCEDURE
University of North Dakota
UND) is required by U.S.

All References

Area o

Academic Affairs

Academic Affairs

Academic Affairs

Academic Affairs

Applicability

University of North
Dakota G

University of North
Dakota ot

University of North
Dakota N

University of North
Dakota @t

July 29,20

April 18, 20

Last Revised

May 24, 2021

Search Filters

Only search titles

(=) Areas (al)

Select all/none
Academic Affairs

Equal Opportunity/Title X

Human Resources
Information Technology
Marketing & Communications
Memorial Union

Northern Prairie Community Clinic

Office of Student Rights & Responsibilities

Public Safety

Owners (All)

References (All)

s & Contracts Accounting

January
2022 Clear

V('\nnﬂrvmnnr nf Fruratian (ENY

Owner
Search by the policy area by using the Policies > Policies by Owner tab in the menu bar. Select one or
more available names from the list provided and select Search.

Search Filters x

Home Policies

Reports

Manage

Only search titles

CUNEEN  pojicies by Title

reas (All)

reas | | All Owners | | All References (=) Owners (All)

Policies by References Select all/none

Area Applicability Last Revised Bean, Julie: Student Services & Programs Coordinator

Drafts Bergee, Becca
Academi Academic Office of Student Rights & University of North ﬁ June 7,202
Concern My Policies REASON FOR Responsibilities Dakota
Proceduy The purose of Bohlman, Trinity: Dir Strategic Fin, Ops & Rprt/VPRED PAG

it Rights and iai
New Draft from Template :S (O‘Sgkkﬁ :{; ff Liaison
UND Policy Impact Statement

Acceptal EMENT In Marketing & University of North July 30,
for Comr NP Policy Template “the Communications Dakota N}

Ceremor i
UND Procedure Template znt, all

\orth Dakota

ancement

Carper, Chris: Records Manager

: ticipants must Clark, Anna
Import a Policy lemic regalia — X ‘ X
yowi Clark, Rodney: AVP for Public Safety/Chief of Police
Doty, Jessica: Director, SHS
Access to and Security of POLICY STATEMENT The Public Safety University of North m July 24, 202 ’ N
Campus Facilities University of North Dakota is Dakota Dougherty, Emily: Education Abroad Prgm Mgr
a public institution and, with
the exception of restricted Duffy, Jennifer: Director of Auxiliary Services
and high security areas, is
accessible to the .. eferences (All)
Accurate and Timely POLICY STATEMENT Public Safety University of North ot Clear
i e | Dakota

Cummum‘:y members,

https:;//und.policystat. stidante farlty ctaff and

Reference Tags
Custom reference tags may be assigned to policies. These reference tags are user controlled. Please
contact the Policy Office to implement a new reference tag.

Search by the policy area by using the Policies > Policies by References tab in the menu bar. Select one
or more available reference tags from the list provided and select Search.
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Home  Policies  Reports  Manage Y s Search Filters x

Only search titles

Universit) Policies by Title

Policies by Area Areas (All)

reas | | All Owners | | All References Owners (All)

Search Policie

Policies by References NIH
Title & e Area Applicability Last Revised NSF/ANSI
Drafts OMB
Academi Academic Office of Student Rights & University of North ﬁ June 7,202
Concern My Policies REASON FOR Responsibilities Dakota OSHA
Procedul The purpose of
2 is provide
ent Rights and PHMSA
New Draft from Template es (OSRR) staff _
UND Policy Impact Statement SBHE Policy
Acceptal EMENT In Marketing & University of North July 30, 20
for Comr UND Policy Template ‘the Communications Dakota @t “
Ceremor if
UND Procedure Template znt, all Title IX
\orth Dakota
meement Title VII
icipants mu:
Import a Policy lemic regalia — UND Policy
yown,
UND Procedure
Access to and Security of POLICY STATEMENT The Public Safety University of North o July 24, 202 uUsc
Campus Facilities University of North Dakota is Dakota
a public institution and, with
the exception of restricted
and high security areas, is
accessible to the ... S
Accurate and Timely POLICY STATEMENT Public Safety University of North @ Clear
= . 7 9 o nal Community members, akota
ttps://und.policystat.com/search/Texpanded=tagséisort=name T e et

Note: Reference tags in the policy document also work as a hot link. Selecting a reference tag in a policy
will display all policies with related tags.

Status Active  PolicyStat|D 11848378 £3 All Versions  Sh Print o Share
Origination  10/2009 Owner  Clark, Rodney:
AVP for Public
Last Approved 07/2022 Safety/Chief of
Police

Effective 07/2022
Last Revised 07/2022
Next Review 07/2023

Area

Reference

FERFA, FMLA,
GF City Code,
NDCC,

NDUS HR
Manual,

NDUS
Procedure,

NIDA,
SBHE Policy,
UND Policy, USC

Search Pol eas | | All Owners | | 1Reference & Export
Title o Preview Area Applicability LastRevised  Effective Last Approved
Access to and Security of Campus ~ POLICY STATEMENT The Public Safety University of Nerth € July 24,2022 July 24,2022 July 24,2022
Facilities University of North Dakotais a Dakota

public institution and, with the
exception of restricted and high
security areas, is accessible to the

Accurate and Timely Reporting of ~ POLICY STATEMENT Communilg Public Safety University of North o August 8, August 8, August 8,
Criminal Offenses members, students, faculty, staff, Dakota 2022 2022 2022
and guests are encouraged to
leimn all crimes and public safety
related incidents in an accurate

and timely ...
Addressing Criminal Activity Off- POLICY STATEMENT The Public Safety University of North ﬂ July 24,2022 July 24,2022 July 24,2022
Campus University of North Dakota Police Dakota

De;)anmsm provides law
enforcement services to
fraternities and sororities situated
on non-campus locations, as all
these recognized ...
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Starting a New Policy

To request access to create or edit policies, complete the PolicyStat access request form. Contact Jen
Rogers (jen.rogers@UND.edu or 701-777-4392) if you have questions or have difficulty completing the
form.

UND NORTH DAKOTA je

Request PolicyStat Access

Policies are accessible by anyone, internal or external to the University, without special permission. Simply access the
policy library and search for the policy in question.

Employees who need to create or edit policy documents must have special permission within PolicyStat to do so. Submit
the form below to request access. Contact the Policy Office if you have questions.

Name: Last, First'

Username”

UND dotted identifer (e.g., mary.smith)

Email Address

UND Employment
I:l Administration (president, VP, AVP, dean)

"1 evartment headrchair/director

Log in to PolicyStat online by using your UND SSO.

Home Policies Reports on @ New Policystat 2 Help Login

University of North Dakota

New and Recently Search Policies Manage Policies Help and Support

Read All v

Start a new draft by using the Policies > New Draft from Template tab in the menu bar. Select the
appropriate template to use. Templates can also be downloaded from the Policy Office website and
uploaded to PolicyStat upon completion. Contact the Policy Office for additional guidance and
instructions when using the upload option.
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Home  Policies  Reports Manage on @ New PolicyStat @ Help Jennifer Rogers

Universit) Policies by Title
Policies by Area
Policies by Owner

Policies by References

Drafts
(¢
My Policies
Manage Policies Help and Support
New Draft from Template
UND Policy Impact Statement Read All ~
UND Policy Template
UND Procedure Template
Applicability Effective
Politice Import a Policy arketing & Communications University of North Dakota {np} Upon Approval
IT Asset Management Information Technology University of North Dakota fat Upon Approval
Agreement and Contract Authorization  Finance University of North Dakota Q] Upon Approval

Policy Properties
A policy title, area and approval workflow must be completed before the document will autosave.

Identify the following
e Owner (your name)
e Area (your department/area)
o  Workflow (Use 2. New Document or Major Modifications unless otherwise directed)
e Expiration date (i.e., when you want the policy next reviewed/revised) standard is three years or
1095 days. The expiration can be shorter, but not any longer than three years.

© No changes to autosave. Disable autosave Delete
New Policy Properties
*Required
Properties
Title*
Editor
Attachments |

¥ Check for duplicate policies
Effective Date i plester

Owner*
Advanced
Rogers, Jennifer: Policy Office

Area*

[ |

Approval Workflow*

[ |

Review Date*

o S days after the last approval

Creating Initial Content

Follow the guidance provided in the template. When complete, delete all highlighted information before
starting the approval process.

Last revised as of 11/16/2022 10



O No changes to autosave. Disable autosave

Delete

New Palicy Editor Export  Import
Properties _
Formatting Mumbering - @@ ™ W= Q=
Attachments Before completing the rest of this document, please go to the “Policy Properties” tab and populate the following:

Effective Date

Advanced

« Title (start with "Policy Impact Statement - " followed by policy name)

« Owner (your name)

« Area (your department/area)
«» Approval Workflow (3. Impact Statement - appropriate VP division)

« Review date: Enter "365"

Please delete this highlighted section when completed.

'POLICY STATEMENT

« Summarize the Policy's Purpose.
« What are the core provisions/requirements?
+ 2-4 sentences

« Please delete this highlighted section when completed.

Drafts
Should the power go out, computer lock up or you’ve simply finished working on a document for the
day, the document is automatically stored in Drafts until it is routed for approval.

Help Jennifer Rogers

on @ New PolicyStat @

Home Policies Reports Manage

Universit) Policies by Title

Policies by Area
Policies by Owner

Policies by References

ies

Ne rch Policies Manage Policies Help and Support
New Draft from Template
UND Policy Impact Statement Read All
. UND Policy Template
Policies 3
UND Procedure Template
Title ea Applicability Effective
Politice Import a Policy arketing & Communications University of North Dakota (pt Upon Approval
Agreement and Contract Authorization  Finance University of North Dakota Qj Upon Approval
IT Asset Management Information Technology University of North Dakota fat Upon Approval

Editing a Draft
To make changes as the owner or prior to sending it to the owner for further review/revision, select the
policy title to bring the document into view. Select Edit to begin making changes.

Approve erride Delete

PolicyStat ID 12363126

Show Changes

Status Pending Approvers. s———— | Effective | Upon Approval gAHVersmns E:F‘rim «gShave

Policy Properties
This information should have been set up when the document was input into PolicyStat. It includes title,
owner, area, approval workflow, review date and references. Contact the Policy Office before making

changes to this section.

Last revised as of 11/16/2022 11



Start Approvals. O ne changes to autosave. Disable autosave View  Override Delete Approve

Edit Draft

Editor Title*
Attachments Agreement and Contract Authorization X
Effective Date Owner*
Advanced Scrivener, Tom: Chief Procurement Officer
Area*
Finance

Approval Workflow*

2. New Policy or Major Modifications
Workflow Details

Review Date*

° 1095 ¢ days after the last approval

0On a specific date: mm/ dd / yyyy

References .

Editor
This section contains the content for the policy document that is published through PolicyStat.
PolicyStat’s editor mirrors MS Word (formatting options, links, find/replace, etc.).

Note: Ordered lists must be selected from the menu bar. Indenting must also be selected from the menu

bar.

Autosave runs every few seconds.

Start Approvals © No changes to autosave. Disable autosave View  Override Delete Approve
Edit Draft
Export Import
Pro)
Formating ~ Numpering - = ™ WM = QO E
B I U® x x T, == E(mE Qly E R
Attachments "
POLICY STATEMENT

Effective Date
P 4 ‘Agreements or contracts binding the University of North Dakota (UND) require review per North Dakota State Board of Higher Education
aios (SBHE) policy and North Daketa University System (NDUS) procedure. Review of agreements or contracts will be conducted by legal
counsel or qualified persons and signed by the president unless otherwise delegated.

This policy does not apply to faculty appointments, which are not considered 'contractual agreements” and as such are exempt from this

policy pursuant to SBHE policy 605.1. Staff appointments are also exempt from this policy. Hiring authority is delegated to appropriate
managers and supervisors via Human Resources & Payroll Services.

REASON FOR POLICY

Pursuant to SBHE policy 840 and NDUS procedure 840, UND must ensure agreements or contracts involving UND, not otherwise exempt
from review, are reviewed by legal counsel or another qualified person. Moreover, all contracts or agreements must be signed by the proper
authority. To assist with compliance, responsibilities for reviewers and authorized signers are defined in this document.

Pursuant to SBHE procedure 803.1, procurement contracts must be reviewed for performance if term is more than three years and must
be reviewed once every two years.

'SCOPE OF POLICY

This policy applies to:

Attachments

The use of attachments is not a requirement but may be useful in some instances. Upload an
attachment to a document by following the instructions found in Attachments. It can be
renamed/replaced at any time. If attachments are referenced in the document as appendices, ensure
they are named accordingly.

Last revised as of 11/16/2022 12



Start Approvals ONo changes to autosave. Disable autosave View  Override Delete Approve

Edit Draft

Properties

Add Attachment
Editg
R — Chaoose  No file chosen
‘ Attachments ’
———

Effective Date
Advanced Effective Date®
Policy Made Active
° Upon Approval

e days after the last approval

0On a specific date: mm/ dd / yyyy

Advanced

Effective Date
Policies may be set to take effect upon approval, on a specific date, or upon a certain number of days
after the last approval. The standard is upon approval. Contact the Policy Office before making changes

to this section.

Start Approvals. lo changes to autosave. Disable autosave View  Override Delete Approve
Edit Draft Effective Date(®

Palicy Made Active
Properties

° Upon Approval
Editor

2 | days after the last approval
Attachmen
‘ Effective Date ’ On a specific date: ~ mm/ dd/yyyy

E—
Advanced

B Advanced

Hide PDF Watermark
Yes ° No

Visibility Restrictions

° Viewable by all users Only users with permissions

Advanced
These settings are managed by the Policy Office and are applicable only in certain instances. Contact the

Policy Office before making changes to this section.

Start Approvals &) No changes to autosave. Disable autosave View  Override Delete Approve
Edit Draft B Advanced
Properties Hide PDF Watermark
Yes @) No

Editor

Visibility Restrictions
Attachments

° Viewable by all users Only users with permissions

Effectie Date

‘ Advanced ’

Start Approvals/Save/Preview
These buttons at the top of the document are self-explanatory.

—————
< Start Approvals D No changes to autosave. Disable autosave View  Edit Delete

Last revised as of 11/16/2022
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Approve Edit Overide Delete (B show Changes

Approve Policy
Status Pending  PolicyStat ID | tAll Versions @an <€ Share

Comments

Owner  Scrivener, Tom:

Procurement
Officer

Area Finance

ference  NDUS
Procedure

SBHE Policy,

UND Palicy
‘ Approve ’ Cancel

Comments are required when Start Approvals or Approve is selected. Briefly explain what has been
modified in the document prior to routing it for approval.

Example:
Policy Properties: Changed revision to 365 days; Policy Content: Updated links throughout
document and modified contacts; made other minor revisions throughout

Select Approve

Comments

Route the document for additional input to staff or subject matter experts without giving them access to
edit the document by inviting a user to review and respond in the comments section. PolicyStat it tied to
active directory. Type “@” and then the name of the employee from which you want to solicit input and
pick their name from the list. Then type your comment, question or directions in the comment box. The
individual(s) will receive email notification that a comment has been made. They can then respond to by
logging in to PolicyStat. Again, these individuals are not able to edit the document, only provide
feedback.

Comments Subscribed to comments netifications

Add Comment

Policies Requiring Your Approval

Policies in this section require your action. To access one policy at a time, select the title of the policy
from the list. To access the list of all policies that require your approval, select the circled number next
to Policies Requiring Your Approval.
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Home Policies  Reports Manage on @ New PolicyStat @ Help Jennifer Rogers

University of North Dakota

New and Recently Search Policies Manage Policies Help and Support
Read All v
Policies Requiring Your Approf @
Title Ared Applicability Effective
Political Activities Marketing & Communications University of North Dakota fp} Upon Approval
IT Asset Management Information Technology University of North Dakota {p} Upon Approval
Agreement and Contract Authorization  Finance University of North Dakota Q] Upon Approval

Selecting the circled number next to Policies Requiring Your Approval will provide access to a report of
policies that includes title, area/category, who needs to approve it, step description, how long policy has
been waiting on this particular step and the revision category (new, revised or unchanged).

Policies Pending Approval & Export

Just Mine Everyone's Showing 3 of 3 results

Approver Applicability

Title Category Applicability Needed Approver  Step Description Wait time © Revised? Effective

. Rogers ’
Agreement and Finance University of North Banmfer Executive Council 9 days Revised Upon Approval
Contract Dakota p} (2nd Reading)

Authorization

Rogers
IT Asset Information University of North EJ 9 i Executive Council 16 days Revised Upon Approval
Management enniter
g Technology Dakota fp} (1st Reading)
. ) Rogers
Political Activities Marketing & University of North EJennifer Executive Council about 1 month Revised Upon Approval
Communications  Dakota fa} (1st Reading)

Bulk Review and Approval

If the policies have been reviewed for compliance purposes and are unchanged, they may be bulk
approved. Select the check box in front of the appropriate policies and then select Bulk Approve.

Policies Pending Approval & Export

3 policies selected Bulk Approve

Approver Applicability

Title Category Applicability Needed Approver  Step Description  Wait time Revised? Effective

Rogers
Accurate and Public Safety University of North U d i Policy Office about 1 hour Unchanged Upon Approval
Timely Reporting Dakota (3} enniier
bf Criminal
pfenses
. Rogers .
fgcess to and Public Safety University of North EJennifel Policy Office about 1 hour Unchanged Upon Approval
geurity of Dakota (Rt
(kmpus Facilities
. . Rogers )
cceptable Marketing & University of North & "o Policy Office about 1 hour Unchanged Upon Approval
hcademic Communications  Dakota
Regalia for
Commencement
Ceremonies
Rogers ;
Agreement and Finance University of North Jennifer Executive Council 16 days Revised Upon Approval
Contract Dakota {Rt (2nd Reading)

Authorization
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If there is a revision, the policy must be reviewed and cannot be approved in bulk.

Individual Review and Approval
Select the policy title to bring the document into view.

Policies Pending Approval & Bxpert

Just Mine Everyone's Showing 6 of 6 results

Approver Applicability

a

Title Category Applicability Needed Approver  Step Description Wait time Revised? Effective

. . Rogers . N
Accurate and ublic Safety University of North EJenmfev Policy Office 38 minutes Unchanged Upen Approval
Timely Reporting Dakota £t

of Criminal
Offenses

Page Components

Menu Bar

A menu bar is located at the top of the page and includes buttons to Approve or Reject policy changes.
You can also choose to Edit the document, see All Versions, see the Approvers and workflow associated
with the document, Print the document via PDF or Share it, and Show Changes recently made.

Each policy is assigned an approval workflow. The current workflow step is highlighted in blue.

Approve Edit  Override  Delete (B show Changes

Status  Pending  PolicyStat ID 12363126  Approvers| s———— | Effective | Upon Approval £3 All Versions S Print - oS Share

Origination  03/2014 Owner Sﬁrlvfemer.‘rom'
je

Last Approved - g?cuvement
Effective Upon Approval eer

Last Revised 10/2022

Area  Finance

Reference NDUS
Next Review - Procedure,

SBHE Policy,
UND Policy

Agreement and Contract Authorization

POLICY STATEMENT

Agreements or contracts binding th
(QRHFY nalicy and Narth Nakata 1

ity of North Dakota (UND) require review per North Dakota State Board of Higher Education

Each time an edit is made to policy, it reverts to the first step in the approval workflow. Therefore, it is
important to have as many changes completed as possible prior to starting the policy through workflow.
Consequently, content editors are up front in the workflow whereas authoritative approvals are located
toward the end that would have the tendency to make fewer edits.

Note: Minor changes can be sent to the Policy Office to be made via Override. A policy owner should
never override a document unless the Policy Office approves doing so.

Editing and Reviewing Edits

PolicyStat is similar to MSWord in that it tracks changes (deletions are red; additions are green). To see
the change, select Show Changes on the right side of the document. This button changes to Changes:
Newest when edits are being shown.

—
Approve Edit  Override  Delete ShOWChaﬂQES
Status Pending  PolicyStat ID 12363126 = Approvers| a———— | Effective | Upon Approval £3 All Versions ¢ Print < Share
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Approve Edit  Override  Delete @Changes.Newest

Status Pending  PolicyStatID 12363126  Approvers =———— | Effective = Upon Approval gA\IVerswons %Prim c@Shave
Origination  03/2014 Owner  Scrivener, Tom:
Chief
Last Approved - Procurement
Officer

Effective  Upon Approval
Last Revised 10/2022
Reference  NDUS
Next Review - Procedure,
SBHE Policy,
UND Policy

Area  Finance

Agreement and Contract Authorization

POLICY STATEMENT =

Agreements or contracts binding the University of North Dakota (UND) require review per North Dakota State Board of Higher Education
(SBHE) policy and North Daketa University System (NDUS) procedure. Review of agreements or contracts will be conducted by legal

Standard form agreements or contracts that are substantially equivalent to documents previously reviewed by legal counsel or other
qualified person do not require review each time they are used or minimally altered. Departments must submit their contracts to legal
counsel for review at least once every two years. Standard form agreements or contracts should have the date of inception or first use and
date of most recent review in the footer of the document

=] This policy does not apply to faculty appointments, which are not considered "contractual agreements" and as such are exempt from this
policy pursuant to SBHE policy 605.1. Staff appointments are also exempt from this policy. Hiring authority is delegated to appropriate

managers and supervisors via Human Resources & Payroll Services. -

When reviewing a document prior to approval, pay special attention to the items in red and green. If all
modifications look to be in order, select Approve and key in your feedback (e.g., confirmed all changes).
If a pending version is not acceptable for any reason the policy can be rejected using the Reject button.
This option is available only after the first step in the workflow. If rejected, the step will start over.

A policy will not be available in the search feature until it has completed its workflow.

Approve m Edit  Overide Delete @D changes: Newest

Status Pending | Approval Workflow EhPrint o Share
2. New Policy or Major Modifications B Tom:
| it
1. Policy Owner 2. Policy Office 3. Policy Advisory Group .,g;em”
+ Scrivener, Tom +/ Rogers, Jennifer + Rogers, Jennifer Ee
Palicy Owner s
tedure,
4. Executive Council (1st 5. Campus Comment 6. Executive Council (2nd E Palicy,
Reading) Reading) {Policy
v Rogers, Jennifer
+ Rogers, Jennifer Rogers, Jennifer
7. President

Armacost, Andrew

To see where a policy is within the approval process, select Reports > Pending Approvals in the menu
bar. When a policy has been fully approved, a notification will be sent to the policy owner.
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Home  Policies  Reports  Manage

University of Nort! (iargyssvarm

Due Tor Review

Policies Penc  awaiting acknowledgments

on @ New PolicyStat Help

Jennifer Rogers

& Export

Just Mine el New & Recently Revised
Scheduled
Duplicates
Title Category Applicability Needed Approver
. Rogers
Agreement and Finance University of North &

Contract
Authorization

IT Asset
Management

Information
Technology

Political Activities Marketing &
Communications

Policies Due for Review

Jennifer
Dakota (R}t

Rogers

University of North & i

Dakota

Rogers

University of North &y v

Dakota

Showing 3 of 3 results

Approver Applicability
Step Description Wait time © Revised? Effective
Executive Council 9 days Revised Upen Approval
(2nd Reading)
Executive Council 16 days Revised Upon Approval
(1st Reading)
Executive Council about 1 month Revised Upon Approval

(1st Reading)

Policies in this section are coming up for review based on review dates assigned to documents within
the system. To access one policy at a time, select the title of the policy from the list. Select the circled

number next to Policies Due for Review to access the full list of all policies.

Policies Due for Revi

Past Due < 30 Days

9 1 2

Title Area

University Code of Conduct Human Resources

Sponsored Program Cost Share

Employee and Eligible Family Member ~ Human Resources

Tuition Waivers and Tuition Assistance

Surplus Property Facilities

Student Conduct Sanctioning

a Office of Student Rights &
Guidelines

Responsibilities

<60 Days

Research & Economic Development

<90 Days

Applicability

University of North Dakota (R}t
University of North Dakota R}

University of North Dakota (R}

University of North Dakota fat

University of North Dakota p}

>90 Days

182

Next Review

/N June 22,2013

/N November 26, 2020

£\ May 13,2022

A\ May 27,2022

/N June 8,2022

Selecting the circled number next to Policies Due for Review will provide access to a report of policies
that includes title, preview (traditional the first few words of the policy statement), area, policy owner

and next review date.

Policies Due for Review

NRSSFeed & Export

> 90 Days
185

Showing 20 of 27 results

[ n Approval Process  (3)  Area  Expiration

Past Due <30 Days < 60 Days <90 Days
22 1 3 1
Just Mine Everyone's
Title Preview Area Applicability Owner
GENERAL CONDUCT The Human Resources University of North

University Code of
Conduct University of North Dakota
(University/UND) is committed
to ethical and professional
conduct. The University's
leadership expects that each
individual performing any
activities .

Varberg, Peggy:

Next Review o

June 22,2013

Dakota {nt Associate VP for
HR/Payroll/PAG Liaison

Selecting the check box for In Approval Process and active policies due for review that are currently in

the approval process will be added to the list.
Last revised as of 11/16/2022



Managers will see all policies coming due for review within their area. This may include multiple owners.
However, policy owners will see only the policies that they are responsible for in this section.

Policy owners should initiate the review of documents. However, a manager may also do so similarly to
the bulk approval. Select the check box in front of the appropriate policies and then select Start
Approval Process. This sends the policy to the first person in the workflow process.

Policies Due for Review NRSS Feed & Export
Past Due <30 Days < 60 Days <90 Days >90 Days
3 0 0 0 185

2 policies selected l Start Approval Process .

In Approval Process @ Area Expiration

Title Preview Area o Applicability Owner Next Review

Employee and Eligible  POLICY STATEMENT Benefited Human Resources University of North Varberg, Peggy: May 13, 2022
Family Member Tuition  University of North Dakota Dakota fn} Associate VP for
Waivers and Tuition I I
Assistance (UND) employees and their HR/Payroll/PAG Liaison
family members who meet
specified requirements are
eligible for tuition waivers and/or
tuition assistance.

Lactation Supportfor  POLICY STATEMENT The Human Resources University of North Varberg, Peggy: July 24, 2022
Nursing Mothers University of North Dakota Dakota fnt Associate VP for

(UND) aims to provide a HR/Payroll/PAG Liaison

supportive and flexible

Acknowledgments

Require staff to review and acknowledge that they’ve read new/revised policies. To access
acknowledgements, select Manage > Acknowledgements in the menu bar. Then select Assign
Acknowledgements from the right menu options.

Home Policies  Reports Manage on @ New PolicyStat @ Help Jennifer Rogers

University of North Dakota L

Acknowledgments &

Recurring Acknowledgments

Committees

Review Sets (4

20 Admin Consele 7
New and Recently Search Policies Manage Policies Help and Support

Read All v

Admin Back To PolicyStat

+ Assign Acknowledgments | ¥ Search i User

Policies With Incomplete Acknowled

Assigning Acknowledgments

Managers can assign acknowledgements on an individual basis or via user group. (To establish a user
group, please contact the Policy Office.) Type in the name of the individual or user group, search for and
select the policy to be acknowledged. If you require acknowledgement upon any revision to the
document, check the box for Automatically Assign when new versions with changes are approved prior
to assigning the acknowledgement. Select Assign Acknowledgements.
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Admin Back To Policy Stat

Policies with Acknowledgments | Users with Acknowledgments

Assign Policy Acknowledgments

Select Users or User Groups Select Palicies to Assign
< x w PD\IE‘{ AUV\SOW Gmup > Formulation All Areas v All References v All Statuses v
Filter

[[E3) Acknowledgments have not yet been assigned. Clicking the bution below
will assign them 1 selected on this page only.

omatically assign When new versions with changes are Displaying & Policies matching *formulation”

4 Title Area Applicability status
‘W" prmulation and Issuance of University Policies and Procedures  Policy Office University of North Dakota #  Active
E—— ) Code of Student Life Qffice of Student Rights & Responsibilities  University of North Dakota #  Active
[J Faculty Handbook Academic Affairs University of North Dakota #  Active
[] Emergency Response and Evacuation Public Safety University of North Dakota #  Active
[0 SBHE Policy Manual a SBHE/NDUS University of North Dakota #  Active
[ NDUS Procedure Manual a% SBHE/NDUS University of North Dakota #  Active
op right 8 2022 RLDtix. All rights reserved

An initial email will be sent to the employee indicating a policy has been assigned to them for
acknowledgement. Additionally, weekly, employees will receive (if necessary) the Policies Requiring
Your Action This Week reminder which includes acknowledgements.

Completing Acknowledgments

Policies in this section require acknowledgement. To access one policy at a time, select the title of the
policy from the list. To access the list of all policies that require approval, select the circled number next
to Policies Awaiting Acknowledgement.

Policies Awaiting Acknowledgem@

Title Area Applicability Effective
Special Assistant Attorney General Finance University of North Dakota fp} November 1, 2019
(SAAG) Appointments

Once an employee reads the policy (must scroll to the bottom of the document), the Acknowledge
button becomes available above the document.

Home Policies Reports Manage on @ New PolicyStat Help Jennifer Rogers

gnersity of orth Bajota _
Acknowledge Vier Review Clone Retire  Override  Delete m Show Changes

Viewing Acknowledgments
To view acknowledgement status, select Manage > Acknowledgements in the menu bar. Then select
Assign Acknowledgements from the right menu options.

Home Policies  Reports Manage on @ New PolicyStat @ Help Jennifer Rogers

University of North Dakota

Acknowledgments

Boedgments

Committees

Review Sets (7 N

20 Admin Consele
New and Recently Search Policies Manage Policies Help and Support

Read All v
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Select the area you want to view and select Show Incomplete Acknowledgements.

Filter Acknowledgments

References
Select Reference v

Areas
Available Selected:
Office of Student Rights & Responsibilities Student Health Senices ~
Policy Office
Public Safety
Research & Economic Development
Study Abroad
Filter
e —
‘ Show Incomplete Acknowledgments [y
e —

Also include completed acknowledgments?

Show both complete and incomplete acknowledgments.

A list showing those employees that have not yet acknowledge the policy are shown along with the date
assigned, date acknowledge and the capability to unassign the document. The list can also be
downloaded as a CSV file.

Admin Back To Policy Stat

Not seeing the acknowledgment you are looking for? r vicuing ai acknowiedgments
€D users

D User User's Home Site Date Assigned Date Acknowledged

[ Bohiman, Trinity: Dir Strategic Fin, Ops & RpriVPRED PAG Liaison University of North Dakota 11/9/2022 ® =
[] Eicholiz-Landis, Sheryl: Dir of Confracis & IPIEERC PAG Liaison University of North Dakota 11/9/2022 ® =
[] Harsell Dana Michael Assoc. Professor/University Senate PAG Liaison University of North Dakota 11/9/2022 % =m
[ Melicher, Ashley: Grants & Contracts Officer/VPRED PAG Liaison University of North Dakota 11/9/2022 ® =
[0  Neison, Laura: Director of Finance/Finance PAG Liaison University of North Dakota 111912022 = =
0] Novotny, Jill Asst to the VPMC/VPMC PAG Liaison University of North Dakota 11/9/2022 ® =
[J Olson. Linda: Risk Management Officer/Safely PAG Liaison University of North Dakota 11/9/2022 % ==
[0 Pokomowski, Alex: Dean of Studens/VPSA PAG Liaison University of North Dakota 11/9/2022 ® @
~ | Dnnare lannifar Drliry Nfina Vinuarsit Af Kinrth Nt im0 - —— v

Notifications

Home Policies  Reports Manage on @ New PolicyStat @ Help  Jennifer Rogers

University of North Dakota

Notifications (500)

UNIYERSITY OF
LIND NORTH DAKOTA. Logout
'/.:,*- 7 ‘ !
New and Recently Search Policies Manage Policies Help and Support
Read All v
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Internal Notifications

Accessible through PolicyStat. New notifications are highlighted. Once you click on the notifications
section, it will remove the highlighting; however, the notification will remain until you select the Clear

All Notifications button.

Home Policies Reports Manage

University of North Dakota

Jennifer Rogers

Clear all notifications

Notifications

Manage

November 14,2022
Policies Requiring Your Action This Week

- There are one or more policies that require your action

- View them here: https://und.policystat.com/home/?force_login_from_guest=18&utm_source=digest

3 policies are waiting on your approval

Changes made to policies can't be seen by staff until everyone in the approval workflow has marked their approval.

November 14, 2022

New Users Created This Week

Last week, there were 5 new PolicyStat user accounts created at University of North Dakota.

View all newly created user accounts at https://und.policystat.com/account/recent/?force_login_from_guest=1

November 14,2022

Managed Acknowledgments Report

External Notifications via Notification Settings

These notifications are tied to a user’s email address. Those with high impact (e.g., policies are
approved, retired, require your approval) are sent immediately; others are sent weekly or monthly.
Individual users can set their email notification preferences to either on or off.

Home Policies Reports Manage

University of North Dakota

S\ RSS Feed

Jennifer Rogers

Save

Notifications

‘ Manage

My notifications

Last revised as of 11/16/2022

Email me Immediately when:

A review set requires your attention

A document requires your approval

A document you control was approved

A comment was made on a collaboration you are involved in
A document you control was retired

You were mentioned in a discussion

A document was rejected

Email me First Monday of each month when:

An expiring document report is available

Email me First day of each month when:

There are inactive users still participating in approval flows
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