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1. Navigate to the Policy and Procedures Library



2. Drag and drop your document into the library. Your document will land in Policy Area: Unassigned



3. Locate your document within 
the Unassigned policy area. 
Right click and open the Details panel. 



4. The Details panel should open on the right hand side. This contains all the relevant metadata you will 
need to change for files to be included in the Hub upload processes.



5. Policy Area J: Other Resources is the 
area of the policy library that has been 
dedicated to Hub files. 
Click under Policy Area and select J.

Note: depending how quickly you move 
through and change the rest of the 
metadata, your file may move from the 
Unassigned area to Policy Area J.



6. If your file moves to Policy Area J, go 
back to the main Policy Library and access 
that area to find your file. 
It should sort alphanumerically by default. 
Alternatively, you can search within Policy 
Area J.



7. Once you have found your file, open 
the Details Pane again and scroll down to 
Policy Contact. Add the relevant 
responsible person/document owner for 
the document. 



8. Once you have selected a Policy Contact, 
select your Category, Group and Sub-group. 
See next page for how these correspond to 
the Hub navigation. 



9. Category relates to the three sections in the main navigation.



10. Group relates to the sections under each Category.



11. Sub-group relates to the tabs.
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