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Policy Manager Two Tutorials
These tutorials will walk you through a few common tasks in Policy Manager Two. The easiest way to
learn it is to follow along and try these steps on your computer. These tutorials will probably take you 10
to 20 minutes to finish.

Tutorial 1. Find a Regulation

Tutorial 2. Find a Policy

Tutorial 3. Print a Policy Worksheet

Tutorial 4. Edit Details of a Policy (tabs)

Tutorial 5. Link a Policy to a Regulation

Tutorial 1: Find a Regulation

Al Performance Standards

Search: I j '?_{:l

I Feview I

Cocuments

Type IF'erfn:nrmann::e Standardz jl

Policy Manager Two comes with 3,485 Performance Standards and 5,552 Federal regulations already
entered into the system. This tutorial will walk you through the steps of locating regulations.

With Policy Manager Two software running:
1. Click on the Regulations tab.
2. Inthe Type: field, select Performance Standards.

3. To search for a key word or phrase in the Performance Standards, type in the search term in the
Search box, then press the Enter key.


http://www.cencomfut.com/
mailto:teresa@cencomfut.com

Example: Let's say you want to find all of the Performance Standards with the word "supplies" in
them. Type supplies in the Search field and press the Enter key. You will get results like this:
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Liritation on costs of development and administration of a Head Start program.
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Developrent and administrative costs.

Development and administrative costs include expenszes related to bookkeeping and payroll zervices,
audits, and bonding; and, to the extent they support deseloprnent and administrative functions and
activities, the costs of insurance, supphes, copy machines, postage, and utilities, and ocoupying.
operating and maintaining space.
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Each occurrence of your search term appears in bold text on the right-hand side of the screen.

Click on the CFR numbers on the left-hand side of the screen to view additional occurrences of

the search term.

Before moving on to the next step, click on the Clear All Search Results button (('l':'l'l ) at the upper
left-hand side of the screen. This action refreshes the complete list (of Performance Standards, in
this case).

Next we will search for “supplies” in the Reference Library. After clearing all search results, click
on the Requlations tab and select Reference Library. Allow a few moments for the regulations to

load.
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In the Search field, type in supplies and press the Enter key. You will get results like these:

Policy Manager Two (local data)
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Waluation of third party donated supphes and loaned equipment or space.
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Before moving on to the next step, click on the Clear All Search Results button (('l':'l'l
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) at the upper

left-hand side of the screen. This refreshes the complete list (Reference Library, in this case).
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Tutorial 2: Find a Policy

Search: ||

Al Program Policies

Policy Manager Two comes with 355 draft policies and

Documents |Fiegulati|:|ns| Freview |

] 2]

procedures already in the system, ready for your
program’s review, editing, and approval process. This
tutorial will walk you through the steps of locating
policies.

Type IF'ru:ugram Policies

|

press the Enter key.

Click on the Documents tab.
In the Type field, select Program Policies from the drop-down list.

To search for a key word or phrase in the policies, type in the search term in the Search box, then

Example: Let's say you want to find all of your program's policies on screening. Type screening
in the Search field, and press the Enter key. You will get results like this:

Policy Manager Two (local data)
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[=- Dizabilties Services [4)

of Childran
- DS1009; Individualization of the Program

- 051007 Parent Participation and Transition

-+ 051009: ~Dizabilities Service Plan

ducation and ECD 1]

ECD1026: Ongoing Aszessment for Each Child

EI Health Services [4)

- HL1002: Determining Child Health Status

- HL1003: Screening for Developmental, Senson
- HL100E: Irvvalving Parents

- HL1007: Individualization of the Pragram

- Mental Health Services [1]

MH1003: Mental Health Professional

E| Frogram Design and Management [5]
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Cocument:

Subject |"Assessment of Children

D D0S1004a

Objective [all children enrolled in Head Start are screened as the first step in the assessment process,

fuea  |Disabilities Services

1. The program, in partnership with the LEA or Part C Agency, works to inform and engage parents in all plans for screenings and
referrals for evaluation, including obtaining conzents prior to evaluation procedures and ensuning confidentiality of information.

2. The dizabilitiez coordinator must be involved with other program staff throughout the full process of azzessment of children,
which has three steps:

a) All children enralled in Head Start are screened as the first step in the aszessment process;

b Staff alzo camy out on-going developmental azsessment for all enrolled children throughout the pear to determine progress
and ta plan program activities:

¢ Only thoze children who need further specialized azzessment ta determine whether they have a dizability and may require
special education and related services proceed to the nest step, evaluation. The disabilities coordinator has primary rezpongibility
far thiz third step, evaluation, only.

3. Screening, the first step in the assessment process, consists of standardized health screening and developmental
screening which includes speech, hearing and vision. [tis a brief pracess, which can be repeated, and iz never uzed to
determine that a child has a dizability (or emotional/behavioral dizorder). [t only indicates that a child may need further evaluation
to determinge whether the child haz a disability. Rezcreening iz provided az needed.

4. The grantee provides for developmental, hearing and vision screenings of all Early Head Start and Head Start children within
45 daps of the child's entry inta the program. This does not preclude starting screening in the spring, befare program services
begin in the fall.

Mates lHistoly] Details] Related Regulations | Related Reviews | Related Documents]

Done

15 Program Policies selected




Tutorial 3: Print a Policy Worksheet

This Tutorial shows you how to print a report in Policy Manager Two. Following these steps, you will print
a Policy Worksheet and preview the report.

1. Click on the Documents tab and select Type: Policies.

Policy Manager Two (local data)

File Edit Reports Help
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Search: I j "_{:I Subject I
Documents | Hegulationsl Heviewl D I Area I :I
Type |SEErda :Il Objective

| - DilF‘rogram Area Plan: -
H-F -

2. Click the Reports menu and choose Policy Worksheet.
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3. When the software finishes processing, you will see a print preview of the report which looks like this:

" ~
& Preview - Policy Manager Two Elﬂlg
T EEHE #ér? X

Policy Worksheet 1

Eligibility, Recruitment, Selection, Enroliment, A

Policy ID: ER1000
Subject:  Eligibility

Performance Objective:
The program establizhes and implements theze eligibility criteria, in accordance with the Performance Standards.
Operational Procedure: ;I

1. Based on the results of the Agefincome Eligibility Review the Head Start program serves only children who are_2
for public school in the community in which the program is located, except in cases where the program's approved =

FPage 1/563 [« 1 LI




From this print preview window, you can save the report, change zoom levels, save the report,
print all or specified pages of the report, and find text in the report by clicking:

=100z = EH & 8 N X

Scale; change |Open a| Save | Print | Find | Show Close
zoom level report | this text | help preview
report

Click on the Close preview button (X).



Tutorial 4: Edit Details of a Policy

Each policy can have:

Notes

History

Details

Related Regulations
Related Reviews

Related Documents (Policies and Plans)

This tutorial will show you how to work with each of these.

1. Click on the Documents tab.

2. Select Program Policies.

All Program Folicies

Search: ||

Documents | Regulations | Review |

1 [

Type IF'ru:ugram Policies

=

3. Expand the list of policies under Disabilities Services by clicking on the plus button.

Policy Manager Two (local data)
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4. Click on the first policy in the list, which is DS1000.

Policy Manager Two (local data)
File Edit Reports Help
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- 57001 Dizabilties Coordinatar and Educatior

- D571002: Dizabilities Coordinator, Teachers, am

- D51003; Dizabilities Coordinator and Mental He

- 051003 a; ~Dizabilities Coordinator and Mutritio

- D51004: Recruitment and Enroliment of Childre

- D571004a; ~Assessment of Children

- D57005; Individualization of the Program

- D51006: Developing Individualized E ducation |

- D51007: Parent Participation and Tranzition

- 51008 Interagency Agreements

- 051003 ~Dizabiliies Service Plan

- D57003a; ~The Budget Addreszes Implementz
- 051010 Ongaing Monitaring of Dizabilities Ser
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Document; 4 b =

Subject |"D ualifications of Content Area Experts: Dizabilities Services Staff

D 51000 Area |Dizabilities Services ﬂ

Dbjective |The program ensures that the program management functions for disabilities
zervices are farmally azzigned to and adopted by staff within the program.

1. The agrantee and delegate agencies ensure that staff and conzultants have the
knowledge, skills, and expenence they need to perform their assigned functions
respansibly.

»

m

2. when the program azsigns content area experts to oversee disabiliies services, only
thoge with the appropriate training and experience in gecuring and individualizing
needed zervices far children with dizabilities are 20 aszigned.

-

Mates lHistUl_l,l] Details] Related Hegulations] Related Reviews | Related Do, 4 | ¥

Was Policy ID D52009_4, Qualifications of Content Area Experts: Dizabilties Services
Staff [Dizabilities Services]

Mate: Tildes [~] ndicate policy content changes from PODZ010 to POD2071.

Done All Program Policies (355) selected

5. Look at tabs towards the middle of the screen:

Jm—
Miotes |Hist|:|r_l,ll Detailsl Felated Requlations | Related Reviews | Related Du:u:umentsl
|

Notes Tab

5a. Click on the Notes tab.




Histnry] Details] Related Regulations | Related Reviews | Related Doc, 4 | *

Wiaz Policy [0 DS 20034, Qualifications of Content Area Experts: Dizabilities Services
Staff [Dizabilities S ervices]

Mate: Tildes [7] indicate policy content changes from POD20010 ta POD2011.

i) selected

Use the Notes record tab to keep notes about that record. It is a text field for typing in comments,
communications, etc. A few of the records have Notes from us in them.

History Tab

5b. Click on the History tab.

Motez  History | Details I Related Hegulatiunsl Related Reviews I Related Documents
= v X

Who | Type Completed \ﬂ
Head Start Director | ERSiame |

| *

Edited/Modified

Deficiency ¢ Corrective Action J
Propozed Effective

= I I Effective

Digapproval ;I—
| 4

The History tab is useful for keeping track of changes, approvals, proposed effective dates, etc. --
especially for policies and procedures.

Use the History tab to indicate who (Who) performed the action (Type) and when (Completed). On the
right side is a text area where you can enter notes about each history item.

The drop-down list of Who can be edited through Edit/Types/People.

The drop-down list of Type can be edited through Edit/Types/History.

Details tab

5c. Click on the Details tab.



Mates I Hiztary I Related Hegulatinnsl Related Reviews | Related Du:u:umentsl
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who \il
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This tab lets you to keep more details about a document. It is designed to allow you to create program
plans. You enter individual "line items" including What, Where, When and How.

When you are entering details, you will notice that only one detail item is displayed at a time. It will say,

for example, "(of 2)" to help you see how many detail items have been entered. When you print a
Program Plan report you will be able to see all of the details in a nice format on the printed page.

Related Regulations

5d. Click on the Related Regulations tab.

Motes ] Histnry] Details  Aelated Regulations lHeIated Reviews | Related Do, 4 | *

+ - Human Resources
Fegulation 1D |T_l,l|:|e | < [Organizatiohal
4 w | Performance Standards structure.
13045242 Performance Standards
130452 a2 Performance Standards:
130452 b Performance Standards
13045201 Performance Standardz
130452 d Performance Standards
13045247 Performance Standardz
5) selected

The Related Regulations record tab shows which regulation(s) the record (policy, plan, or review item)
applies to.

To go to the related regulation, right-click the CFR number and click Open (or press <Ctrl> <O>).

Related Reviews

5e. Click on the Related Reviews tab.
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Mates ] Histar_l,l] Details] Related Regulations  Related Reviews ] Related oo, 4 | *

+ - Dizabilities Services

Review D |T_l,lpe +  Staff Qualifications
MP2010 D514 Monitoring Protacol 2010 - Disabilities =
n mMP2011 Dizabiliies 1 1 tonitoring Protocol 2011 Has the program
FMP2011 Dizabilities 1.3 tonitoring Pratocaol 20011 hired staff or
— cohzultants as
content area
experts to oversee
dizabilities
services who
hawe training and
-  EXpEfEnce in -

w

The Related Reviews record tab shows which Federal review question the record (policy, plan, or
regulation) applies to, if any.

By looking at this Related Review, we can tell that the FY2011 Monitoring Protocol has two review
questions relating to this policy.

To go to the related review question, right-click the Review ID number and click Open (or press <Ctrl>
<0>).

Related Documents

5f. Click on the Related Documents tab.

Hi$tor_l,l] Detail$] Related F!egulatiu:m] Fielated Reviews Felated Documents ] il
+
Document 1D |T_l,lpe -
L4
¥ b

In some cases -- but not all -- a record relates to other documents (policies or plans). The Related
Documents tab shows you which policies or plans relate to the record shown.

For Policy #DS1000, there are no related documents.

To enter a related document for a policy or plan, click in the white space underneath Document ID. A
drop-down list of all Document IDs is available; type in the desired Document ID, press the tab key, then
save by clicking on the check mark.
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Tutorial 5: Link a Policy to a Regulation

Policy Manager Two comes with 355 draft policies already linked to their related regulations/performance

standards.

This tutorial tells you how to link a policy to a regulation.

1. Click the Documents tab and select Program Policies from the Type drop-down list.

All Program Policies

Documents |F|egu|atiu:uns| Heviewl

Search: || j il

Type IF'ru:ugram Pualicies

|

2. Locate (or create) the policy to be linked to a regulation.

For this tutorial, we will use Policy #DS1000. Click Disabilities Services then click the first policy

listed.

Policy Manager Two (local data)
File Edit Reports Help

n = v = v
All Frogram Policies

Search: | ﬂ ﬂ

Documents IHeguIatinnsl Heview]

Type |F'n:nglam Policies ﬂ

- Dizabilities Services [14)
S1000; ~Qual Content Area Expe
D51007: Dizabilities Coordinator and Educatior

ol x|

Document; - > -

Subject |"D ualifications of Content Area Experts: Dizabiliies Services Staff

ID 051000 frea |Disabilities Services |

Objgctive |The program ensures that the program managsment functions for disabilities
zervices are farmally assigned to and adopted by staff within the program.

3. From the record tabs (lower right-hand side), click on Related Regulations.

4. Click the plus button under the Related Regulations tab and type in the CFR number that the policy

relates to (example: 1304.52).

5. Press the tab button on your keyboard and/or click the check mark to save.

- Family and Community Services [17]
+)- Fizzal Management [33)

* = v | X  HumanResources

Health Services [15) (et Bl 1) Type # Human resaurces
+- Mental Health Services [5) Performance Standards MR
- Mutritional S ervices (6] 130452 a Performance Standards
- Program Design and Management [142) 130452a2 Performance Standards
+]- Safe Environments (7] 130452 a2 Performance Standards
+|- Transportation Services [14] 1304521 Perfarmance Standards
13045261 Performance Standards
1304524 Performance Standards
q = v 130452d7 Performance Standards -
Done All Program Policies (355) selected

If the policy applies to more than one regulation, repeat the process until all related regulations appear in

the Related Regulations tab for that policy.
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Similarly, you can link:

Policies to Regulations
Policies to Review Questions
Policies to Plans

Regulations to Policies
Regulations to Plans
Regulations to Review Questions

Review Questions to Regulations
Review Questions to Policies
Review Questions to Plans

Policy to Policy
Plan to Plan
Regulation to Regulation

If you have any questions or comments about Policy Manager Two, please contact:

Teresa Wickstrom
Center for Community Futures
E-mail: teresa@cencomfut.com

Phone: 909-790-0670

Web site: www.cencomfut.com

Policy Manager web page: http://www.cencomfut.com/polmngr.htm
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