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UNTHSC Policies
Sharepoint Site Instructions
Uploading a New Policy
1. Go to https://hsc.untranet.unt.edu/policies/Pages/Default.aspx  to access the Sharepoint UNTHSC Policies site.
2. When prompted for username, enter “unthsc\EUID” and your network password

3. You will see this screen: 
[image: image1.png]StoActons Murphy, Sora ~ @ ( Searcn s i

I o

ILket  Tagsa

§if porcies »

s
Poicies  HSC
HEALTH
Final Policy Approval Tasks
e SCIENCE CENTER
Documents
UNTHSC Poices
Supporting Documents Welcome to the HSC Policies web site. If you have any questions
Ste Pages or suggestions please
- This site has been created to provide a workspace for universty personnel to view, review and collaborate on insttutional policies. email Jeanie Foster at
@ Recycle Bin Ljeanie foster@unthsc edu

& Auste Cortent





4. Click the link on the left to enter the UNTHSC Policies site.

5. Select Documents from the top left tabs.
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6. Select Upload Document.
7. Hit Browse to upload the policy you wrote in Microsoft Word using the approved policy template.  Select the file you wish to upload from your computer and hit Open.  
8. Click OK.
9. You will be asked to enter information about the policy to assist us in categorization and searching. 
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10. The Name box will automatically be filled in with the file name.  Please edit this field to be the Policy Title name.
11. In the Title box, enter the policy name again. (The name and title box need to match.  The title entered here will be the policy title on the website.)

12. Select the Responsible Party from the drop-down list.  The Responsible Party should be the Dean or Vice President of the department responsible for implementing the policy.
13. Select the UNTHSC Department in which the Responsible Party is located.

14. The UNTHSC Old Policy Type is set to N/A.  If this is an old policy that was never in SharePoint, please choose a different option from the dropdown.
15. Enter the UNTHSC Old Policy Number.  If you choose, N/A for UNTHSC Old Policy Type, leave this field blank.
16. In the Policy Type box, select a policy type from the dropdown.  The dropdown options are based on UNT System requirements.  There are 14 categories; if you don’t know which category your policy belongs under, please contact the Office of Strategy and Measurement (OSM) for assistance.
17. In the Policy Subtype box, indicate whether the policy can be further broken into a subcategory (school, department, etc.) to aid in cataloging and searching.  If no single subcategory applies, select N/A.

18. Leave the Policy Number blank.  OSM will assign policy numbers based on the Table of Contents when the policy is activated.
19. Leave the Approval Date blank.  OSM will fill in when the policy is activated.
20. Leave the Effective Date blank.  OSM will fill in when the policy is activated.
21. Leave the Revised Date blank.  OSM will fill in when the policy is activated.
22. Leave the Last Review Date blank.  This field will be used to facilitate the periodic review of policies as required by the Policy on Approving Policies.
23. Leave the Document Status field as “Pending”.  OSM will modify the status once the policy has been approved.
24. Leave the Comments field blank.

25. Leave the Comments Link field blank.

26. Click Save.
27. If you need to make changes to any of the above data, click on the down arrow next to the document, then choose Edit Properties.
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Reading or Editing a Policy in Sharepoint


28. Go to https://hsc.untranet.unt.edu/policies/Pages/Default.aspx to access the Sharepoint UNTHSC Policies site.

29. When prompted for username, enter “unthsc\EUID” and your network password

30. Enter the UNTHSC Policies workspace and find the policy you wish to edit.

31. Clicking on the policy name will give you the option to either open a read only version, or check-out and edit the policy.

Changing the Policy Status and Checking out the Policy
32. If you want to edit a document within Sharepoint, select the down arrow next to the document you want to edit and select Edit Properties.  You will see this message “You must check out this item before making changes.  Do you want to check out this item now?”  Choose OK.  Scroll down to Document Status and change the policy status to Under Review and save.  Placing a policy under review keeps the changes to the document from being posted to the policy website until the changes are final.  OSM will change the status once the changes are approved.  
 Making Changes in the Policy Document

33. After you change the document’s status and check it out, click on the policy name and hit OK.  You may be asked to enter your user name and password again to ensure you have rights to edit the file.  

34. Turn on “Track Changes” in the Word document you are editing.  This will allow the Office of General Counsel to see the changes that were made.

35. Make the desired edits to the file and save your changes.  
36. Close the file by clicking the “X” in the top right corner.  Do not close the file in another way.
Checking in a Policy

37. When you attempt to close the file, Sharepoint will ask you whether you want to check the file in so others can see your changes.  Select Yes to check the file in.
38. When you check in the document, you may add comments explaining the reason for the changes that are associated with this version that other users can see.  Adding comments is optional.  

Sending the Policy to the Office of General Counsel for Approval 
1. Make sure the policy document clearly identifies the substantive changes made through using the “Track Changes” function in Microsoft Word.  This will decrease time for legal review.
2. When your policy is ready for legal review, please let Sara Murphy know and follow the next steps to initiate the legal workflow.  OSM will send the policy to legal and help coordinate any revisions that are needed.

3. On the UNTHSC Policies page, click the arrow next to the policy you wish to send for legal approval.  
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4. Select Workflows.

5. On the right side of the screen, select Policy Legal Review.   
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6. Click Start.
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7. Once approved by the Office of General Counsel, OSM will send an email to the Executive Team with the policy and ensure that the policy is on the Executive Team agenda.  Once approved by the President and  Executive Team, OSM will note the final approval in Sharepoint. 
Checklist For Editing A Policy (detailed instructions are below):


Change the document status


Check out the policy


Make desired changes to policy


Check in the policy after changes are made


Contact OSM to see if changes require legal review
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