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1. Navigate to the Policy and Procedures Library
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2. Drag and drop your document into the library. Your document will land in Policy Area: Unassigned

Policy Document Library [t -
> B Name v
-olicy Area : Unassigned (8)
> Policy Area : A. Governance and organisation (100)
> Policy Area : B. Privacy (5)
> Policy Area : C. Risk and Compliance (131)

> Policy Area : D. Work health and safety (62)
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Copy link
Policy Document Library [t -

Manage access

> B Name ~ Delete
Automate )
5l A4711G-1.PDF
. Favorite
3. Locate your document within (v I5l  “How to Update your Email Signature.pdf ‘
Add shortcut >
the Unassigned policy area. [ Test review datepdf N
Right click and open the Details panel.
Rename
Pin to top
Move to
Copy to
> Policy Area : A. Governance and organisation (100) Version history
Alert me
> Df\li(‘\l AV‘Q: o] R Dl"i\lﬂf‘\l {l:\
More >
Details _
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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.

@ How to Update your Email Signat... *** X

2

Policy Document Library [t v

9 Name - Policy Area = Policy Sub-

&l A4711G-1.PDF

s
(] @ “How to Update your Email Signature.pdf G &

@ Test review date.pdf

Has access

07830 -

Manage access

) o Properties Edit all
> Policy Area : A. Governance and organisation (100)
O This file is missing required information
DAalirvs Araa © R Driviams (R) .
How to Update your Email

[ o PRI TR Y 4

» More details -
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Il How to Update your Email Signat... *** X

How to Update your Email Signature.pdf

(] Title

Enter value here
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.

7 Policy Area

J: Other Resources

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. & Policy Sub-Area 3

& Policy Sub-Area 2

= Document Type

Enter value here

More details
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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.

Policy Document Library [t -
> fj Name v
> Policy Area : E. People and culture (69)
> Policy Area : F. Business enterprise management (11)
> Policy Area : G. Financial management (12)

> Policy Area : H. Information management (17)

v

Policy Area : |. Uniting Early Learning (384)

— Policy Area : J: Other Resources (498)
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@ How to Update your Email Signat... **° X

& Policy Contact *

Enter a name or email address

B3 Hub Link

J Category

7. Once you have found your file, open Select an option
the Details Pane again and scroll down to
Policy Contact. Add the relevant

responsible person/document owner for
the document. & Sub-Group

Select an option

J Group

Select an option

] Review Date *

30/06/2025

[/ Review Reminder (Read only)

More details
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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.

loh How to Update your Email Signat... """
& Policy Contact *

Michael Mann

B Hub Link

Yes

Yes / No whether the document should be published on
the UCAQLD Website

(J Category

Select an option

&J Group
Select an option

J Sub-Group

Select an option

] Review Date *

30/06/2025

The Uniting Church in Australia
QUEENSLAND SYNOD

G



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

®

Q

Search

@

Welcome

N4

Planner

|_?—g - WELCOME TO THE
== Queensland Synod Hub

D

Church Life 1. Welcome to the Hub

S 2. What is the Hub?

Synod

3. Navigating the Hub

B
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@ Resources
Q
Search Ministries _
Learning/Educate —
@
Welcome payro” _
N4 Finance -
10. Group relates to the sections under each Category. Planner
Property -
a
Insurance e
Resources
Safe Church B
@D
Church Life Workplace Health and Safety [
& Wellbeing -
Synod
Fund Raising -
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11. Sub-group relates to the tabs.

®

Q

Search

@

Welcome

N4

Planner

“Q

Resources

(D

Church Life

&

Synod

@ > Resources > Property

Property

The Property library contains forms, policies and guidelines relating to the whole property lifecycle: acquiring, leasing, building, renovating,

maintaining or disposing of property.

s == -y = ==

About  Planning and Development (MDF)  Funding Building and Renovating Leasing  Buying, Selling, Transferring  Occupying

About Property

The Property library contains forms, policies and guidelines relating to the whole property lifecycle.

You can find guidance and forms to help you, whether you are acquiring, leasing, building, renovating, maintaining or disposing of property.
Sections in this resource library include:

e Planning and Development (MDF)

¢ Funding

¢ Building and Renovating

e Leasing

e Buying, Selling, Transferring

>
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