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Introduction 

Audience and Purpose 
The audience for this document are the users who will use the Integrity Policy Management 
application to manage, disseminate, track and consume documents within your 
organization. This includes: users who will upload documents and assign reading tasks 
based on those documents; users who will be assigned reading tasks for documents 
uploaded by others; users who will track the progress of their team members on reading 
tasks; and users who combine some or all of the roles above. 

The audience for this document does not include users whose role will be to assign 
permissions and roles, or to perform other administration of the application. This 
functionality is covered in a separate document. 

Overview 
The core functionality of Integrity Policy Management gives users the ability to upload 
documents and make them available to other users, as well as to explicitly assign tasks to 
other users to read certain documents. Built around this core functionality is finer grain 
control for the versioning, approval, and publishing of these documents, as well as task 
tracking and reporting both on a team level and a per-document level. These features are 
split into four sections of the application: Search, Drafts, My Tasks, and My Team. These 
sections are accessed through the navigation menu that appears on every page of the 
application; however, the Drafts and My Team sections are only available to certain user 
roles. 

The remainder of this document will explain the features available through each section 
and how to access and use them. 
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The Search Screen 
The Search screen allows users to search and filter down to policies and procedures that 
have been published. This screen will give visitors and admins the ability to find 
published/active documents in the system. Most of the screen should be very similar to 
other search layouts with the search box in the top/center of the screen and the 
refinement panel on the left-hand side. 

Browsing and Refining Documents 

 

1. The Search option in the left hand menu will bring up the search screen displayed 
above. This menu option is available to all user roles. 

2. The Bookmarked quick filter is used to filter the master list of published documents 
down to the bookmarked documents for the current user (the ability to bookmark 
documents is in the document toolbar, accessed by clicking the ellipsis next to each 
document title). Clicking this once activates the filter changing the detail pane to 
only include the current user’s bookmarked documents. Clicking again will 
deactivate the filter and display search results for all published documents. 

3. The category filters are broken down into 2 types: document type and document 
keywords. When clicking ‘Policy’ or ‘Procedure’ the search results will be updated to 
filter on that document type. Similarly, clicking any of the keywords will do the same 
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for the keyword clicked. The refinement panel is dynamic in the sense that the 
available refiners will only allow users to filter on document type or keywords that 
will produce results. As a user starts refining the search result, the expected 
behavior would be to see the number of refiners available to them go down as there 
are less and less search results. Note: clicking a tag next to a document title will 
apply the filter for that keyword, just as if that filter had been clicked in the left 
hand menu filter list. 

4. The search bar allows users to search based on keyword queries. The ‘Search’ page 
search bar (as opposed to search on the draft screen) is more advanced and will 
return results based on the title, keywords, document content, etc. At the time of 
writing this document the backend search functionality is provided by SharePoint 
search; details on the operators available through SharePoint search can be found 
here. Note: search results are sorted by last modified date and are trimmed based 
on the level of access a user has, i.e., a user will not see a document in the search 
results that they do not have access to. By the same token, a document owner will 
not see draft or unpublished documents in this screen. (See drafts screen). 

5. The search results pane is updated based on the aggregation of the search bar and 
refinement options selected and will update dynamically any time any option is 
modified. On first page load the result pane will show all documents (sorted by last 
modified date). Similarly, if all refinement options are deselected and all query text 
is removed, the search results pane will show all documents. Each row item 
presents several options and actions: 

i. Clicking the title will navigate the user to the document if the browser 
supports or may prompt the user to download the document. 

ii. Clicking the category tags (dark and light blue tiles) to the right of the 
document title will refine the search results as if the user clicked them in the 
refinement panel. 

The Document Toolbar 
Clicking the vertical ellipsis next to each document title will expand the document actions 
for that document. The document actions are trimmed based on the permissions and 
security level for the current user. 

 

1. Download: Download a copy of the document or display the document in a new 
browser window (based on browser defaults for the document file type). Clicking the 
document title will have the same effect as clicking this button. 

https://msdn.microsoft.com/en-us/library/office/ee872310(v=office.14).aspx
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2. Edit Properties: Edit the document properties and metadata. This option will be 
covered in detail in the Uploading, Editing, and Publishing Documents section of this 
manual. This option appears only for the document owner. 

3. View Properties: View a subset of the properties and metadata of the document. 
4. Bookmark/Unbookmark: Toggles the bookmark state of the document; this button 

will appear as ‘bookmark’ if the document is not currently bookmarked, and 
‘unbookmark’ if the document is currently bookmarked. 

5. Email: Email a link to the document (not the document file itself) to one or more 
users. The users receiving the email will be able to view or download the document 
only if they have the required permissions to view the document through the 
Integrity app. 

6. Report: View a report on which users have completed their reading tasks for this 
document. This option appears only for document owners. 

7. Unpublish: Remove the document from the publicly available set of documents by 
sending it back to draft status. This will remove the document from the search 
screen until it is republished by a document owner. 
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The Drafts Screen 
The drafts screen is where documents that have not yet been published appear. This 
includes draft documents as well as documents in all stages of the approval process. 
Document state is discussed in detail in the next section; this section will focus on 
navigating the drafts screen and how it compares to the search screen. 

The drafts option will appear in the left hand menu only for contributor, owner, and 
manager users. 

 

1. The Drafts option in the left hand menu will bring up the drafts screen displayed 
above. As stated above, this menu option is available only to contributor, owner, and 
manager users. 

2. The document status quick filters are used to filter the documents in the main view 
by status; these filters can only be selected one at a time (because documents can 
only be in one of these states at any given time). 

3. The document type and document category filters in the drafts screen function 
identically to the document type and document category filters on the search 
screen; see the search screen entry for details. 

4. The search bar on the drafts screen allows the user to search based on keyword 
queries. Unlike the keyword search on the search screen, it matches against only 
document title. Results will be sorted by last modified date (most recent first). 
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5. As with the search screen, the main/results pane is updated based on the 
aggregation of the search bar and refinement options selected and will updated 
dynamically any time any option is modified.  

Also as on the search screen, clicking the ellipsis next to the document title will open the 
document toolbar. The document toolbar for documents on the draft screen contains the 
Download, Edit Properties, View Properties, and Email options; these options have the 
same functionality as their counterparts from the search screen. The publish button takes 
the place of the unpublish button from the search screen document toolbar and will either 
start the approval workflow or publish the document to the search screen. See the 
following section for details. 
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Uploading, Editing, and Publishing 
Documents 
Document Status (Published and In Draft) 
There are two basic document states: published (available to all permissioned users 
through search) and in draft (only visible to the owner). Usually documents are in only one 
of these states, but there are cases where a document can be published but also have an 
updated version in draft waiting to be published (at which point it will overwrite the 
currently published version). The three possible basic document states (published, in draft, 
published with draft version) are listed below, along with the use cases which will result in 
that document state. 

Published (no version in draft) 
• Document was published directly from the upload screen 
• Document on the drafts screen was published using the document action toolbar 
• Published document was edited through the Edit Properties document toolbar 

action and published from the final edit screen 

In Draft (no published version) 
• Document was saved as draft (‘submit’ option) from the upload screen 
• Published document was unpublished via the document actions toolbar 

Published (with a version in draft) 
• Newer version of the document was uploaded but not published 
• Published document was edited through the Edit Properties but not published from 

that screen 

Document Approval 
During installation the app administrator can choose to make approval a required, 
optional, or disabled part of the document upload process. When approval is required or 
selected for a document, that document will go through an approval workflow before being 
published (details on that workflow below, alongside the approval screen example). When 
approval is enabled, there are three additional states a document can be in: under review, 
approved, and rejected. 
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1. Approved documents have successfully completed their approval workflow and will 
be published on their policy/procedure start date. 

2. Rejected documents have been rejected during approval workflow, and the 
document owner must restart the workflow by uploading a new version of the 
document.  

3. Documents under review have their approval workflow in progress. 
4. These document states appear in the filters list and can be applied one at a time 

(the states are mutually exclusive). 

Documents that complete approval after their scheduled start date are immediately 
published. 

Uploading Documents 
Document upload can be accessed through both the search screen and the drafts screen, 
but only for contributor, owner, and manager users (all users with access to the drafts 
screen have access to document upload). Document upload consist of five screens in 
sequence: Upload, Categorize, Approval, Assign, and Schedule. At the end of this sequence, 
the uploader will have the option to Submit (save the document as a draft) or Publish. 
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Screen one: Upload 

 

1. Document type toggle: Sets the document type to Policy or Procedure. This will 
determine the document libraries available to save the file to. 

2. Policy/Procedure Name: This is the name for the document which will be displayed in 
the app. This is a required field. 

3. Save Location: The library (in SharePoint) where the file will be saved. This is a required 
field. 
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4. Primary document: The document file to upload. A file explorer window will be opened 
when this option is clicked that can be used to navigate the file system and select a file to 
upload. This is a required field. 

5. Related Documents: Any number of related documents can be selected here; clicking 
this option will open a list (populated with the documents available in search to the logged 
in user) where related documents can be selected. 

6. Is Quiz Required:  Select Yes to add a quiz to the document.  Click Create to being 
authoring the quiz. 

7. Next Button: After all required fields have been filled, proceeds to the Categorize screen. 

Screen One: Quiz Authoring 

 

1. Question Text Box: Enter the text of the question you would like to ask regarding this 
document. 
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2. Answers: To add an answer, click on the Add Answer text and begin typing your 
answer.  When you use up the available spaces, a new answer will appear below.  
Any answers fields left unpopulated will not be counted as part of the quiz. 

Click the checkbox next to an answer to mark it correct.  You may select one or 
more correct answers. 

To delete an answer, click on the answer and click the X to the right of the answer 

3. Add Question:  Click Add Question to add a new question. 

4. Action Buttons:  Click Done when done authoring the quiz.  To cancel quiz authoring, 
click Cancel. 

 

After clicking Done, a new button and a new field will appear on Screen 1 as seen 
below: 

 

 

1. Edit button:  Click the Edit button to edit the quiz 

2. Quiz Pass Rate: Enter the pass rate percentage required for this quiz. 
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Screen two: Categorize 

 

1. Add Categories: Set the document categories here, either by selecting from SharePoint 
category groups or by entering them manually (this field offers matching categories via 
typeahead). Adding at least one category is required. 

2. Categories List: Lists the document type and any document categories that have already 
been selected. 

3. Summary: Enter a summary for the document that can be viewed using the ‘view 
properties’ document toolbar option. This field is optional. 

Screen three: Approval 
Note: if approval is off, this screen will not appear in the sequence at all; if approval is 
optional, a toggle will appear on the screen allowing the uploader to choose approval or no 
approval; and if approval is required, the screen will appear as pictured below. 
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1. Approval type: Choose between parallel (shown above) and series. 
i. Parallel approval (pictured above): Approval tasks for each approver are sent out 

simultaneously; the document will be approved upon reaching the threshold 
entered, or rejected when it is no longer possible for the selected percentage of 
approvals (from approval percentage/field 2) to be reached.  

ii. Series (not pictured): Approval tasks are sent out in sequence. When series 
approval is selected, the field for approval percentage is removed, and the 
Approvers list (field 4) can be reordered (to select the order in which approvers 
will receive their tasks). In series approval, the document will be rejected as 
soon as one approver rejects the document, and approved once all approvers 
have accepted the document. 

2. Approval percentage (parallel only): The percentage of approvers that are required 
to approve the document for it to be published. 

3. Assign approvers: Set the document approvers here, either by selecting from 
SharePoint groups or by entering them manually (this field offers matching 
approvers via typeahead). Adding approvers via SharePoint groups will add each 
user in the group individually, and the approver list can then be trimmed by 
removing individual users. Adding at least one approver is required. 

4. Approvers list: List of the assigned approvers; existing and added approvers will 
appear here. 
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Screen four: Assign 

 

1. Document owners: Add owners here. Contributor, owner, and manager users can be 
added as owners. Unlike other fields, entries cannot be added from SharePoint 
groups (only name entry with typeahead). The uploader is added to the document 
owners by default; the uploader can be removed from owners, but the document 
must have at least one owner before proceeding with the upload. 

2. Required audience: Add users or groups to the required audience here. Users can be 
added with typeahead; groups can be added from SharePoint. Unlike in the 
approval screen, adding groups from SharePoint does not add each user in the 
group individually, so groups must be added entirely or omitted. Users added to the 
required audience will receive a reading task for the document when the document 
is published, and will receive an additional reading task whenever the document is 
re-published (usually due to an update). 

3. Optional audience: Add users or groups to the optional audience here. Users and 
groups are added in the same ways as the required audience. Users added to the 
optional audience will receive an email alerting them that the document may be of 



Integrity Policy Management – User Documentation – Policy Owner Guide 8/30/2016 

Copyright  2016 Tallan    Page 17 of 29 
 

interest to them when the document is published, and will receive an additional 
email whenever the document is re-published (usually due to an update). 

Screen five: Schedule 

  

 

1. Time for task: Set the time that users in the required audience will have to complete 
their reading tasks. This can be set based on the document categories or set to a 
custom value between 1 day and 60 days. 

2. Procedure effective start and end: Set the start date and the end date of the 
document. Setting the effective start date will delay the publishing of approved 
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documents until that date (if approval workflow is not active, or optional and not 
selected for the document, Effective Start will have no effect on the publish date of 
the document). Effective end is cosmetic data only; it will not cause a document to 
be unpublished on the effective end date. 

3. Document Approval Frequency: (optional).  Set the number of months in which the 
policy should have to be reapproved. 

4. Publish toggle: If Yes (publish) is selected, the document will immediately be sent to 
approval workflow (if enabled) or immediately be published and become available 
to all sufficiently permissioned users through the search screen (after a brief delay). 
If No (do not publish) the document will be saved as a draft and become available to 
only the document owner on the drafts screen.  

Editing Existing Documents 
Most properties of a document can be edited by the owner (using the Edit Properties option 
in the document actions toolbar) after the document has been uploaded. The only things 
that cannot be changed through the Edit Properties action are the content of the document 
itself, and the location to which it is saved. 

After editing a document, the user will be prompted to either Submit or Publish the 
document (just as with a newly uploaded document). If the users chooses to submit the 
document, the edited version will remain in draft state and the original version will remain 
published and available through the search screen. If the user chooses to publish the 
document, the document will be sent to approval workflow and be published after it is 
approved (or be published immediately if approval workflow is not enabled or was disabled 
for the document); at this point the new, edited version will overwrite the original version 
and be available through search. 

Document Reports 
After a document is published, the document owners can view a report on the progress of 
the required audience in completing their reading tasks for the document. All counts and 
percentages in a document report are for that document’s reading tasks only. 
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1. Interactive Legend: Selecting a task state in the interactive legend will filter the 
required audience details pane (#3) down to entries with only the selected state. 
Only one filter can be applied at a time, and filters can be removed by clicking them 
again after they have been applied. 

2. Reading task completion gauge: this gauge displays the counts and percentages of 
complete and incomplete tasks, and the count of overdue tasks. 

3. Required audience details pane: Lists each member of the required audience, their 
manager (if the user has a manager), the due date of their reading task for the 
document being reported on, and their completion date for their reading task (if 
they have completed the task). 

The icon next to each member of the required audience indicates the 
status of their reading task; the green checkmark indicates a 
completed task, the red exclamation point indicates an overdue task, 
and the gray timer indicates an incomplete (but not yet overdue) task. 

4. Export button: Export the required audience details pane to a csv file. 
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The My Tasks Screen 
All of a user’s reading and approval tasks will appear on this screen. All user roles have 
access to My Tasks.  

 

1. Overdue tasks notification: this warning appears over the left hand menu on all 
screens (not just My Tasks) and contains the count of overdue tasks for the current 
user. If the user does not have overdue tasks, this warning is hidden. 

2. My Tasks menu option: the My Tasks option in the left hand menu will bring up the 
My Tasks screen displayed above. The total number of open tasks for the current 
user is displayed in parentheses. As stated above, this menu option/screen is 
available to all users.  

3. Task List: while in the My Tasks screen, a list of open tasks is displayed in the left 
hand menu underneath the My Tasks menu option. These tasks are sorted by due 
date. The icons next to each task are color coded based on the remaining time to 
complete the task; red icons indicated a task that is past due, yellow icons indicate 
a task that is approaching due (1 day remaining or due on the current date), and 
green icons indicate a task that has two or more days remaining until the due date. 

4. Task details pane: This is where the details for the currently selected task will 
appear. These details differ based on the task type; see below for details on each 
task type. 
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Reading Tasks 
Reading tasks require the assignee to read and acknowledge a document; the details pane 
for an example reading task is pictured below: 

 

1. Heading: document name, due date, and icon are shown here. 
2. Document summary: this is the summary that was entered during the Categorize 

step of document upload. If no summary was entered, this summary entry will be 
blank. 

3. Document: document name and tags are displayed here, along with the ellipsis that 
will allow the user to access its document toolbar. The elements in this document 
toolbar have the same functionality as their counterparts on the search page. 

4. Related Materials: for each related document, document name, tags are displayed 
here, along with the ellipsis that will allow the user to access its document toolbar. 
The elements here have the same functionality as their counterparts on the search 
page. 

5. Acknowledgement: checking the box here will indicate the user’s agreement with 
the statement of acknowledgement, and will activate the Complete Task button. 

6. Complete Task button: once the acknowledgement checkbox has been checked, 
this button will activate and clicking it will complete the task, removing it from the 
user’s list and recording the completion and completion date (owners of the 
document will see this information in the document report). 
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Reading Tasks w/ Quiz 
Reading tasks require the assignee to read and acknowledge a document; the details pane 
for an example reading task is pictured below: 

 

1. Heading: document name, due date, and icon are shown here. 
2. Document summary: this is the summary that was entered during the Categorize 

step of document upload. If no summary was entered, this summary entry will be 
blank. 

3. Document: document name and tags are displayed here, along with the ellipsis that 
will allow the user to access its document toolbar. The elements in this document 
toolbar have the same functionality as their counterparts on the search page. 

4. Related Materials: for each related document, document name, tags are displayed 
here, along with the ellipsis that will allow the user to access its document toolbar. 
The elements here have the same functionality as their counterparts on the search 
page. 

5. Quiz Details:  This section shows the details of the quiz required for 
acknowledgement.  In order to complete the quiz 
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Taking a Quiz 
After clicking Launch Quiz, you will be presented with the quiz interface. 

 

1. Question: This is the question to answer. 
2. Answer Block: Select the answer or answers that are correct by checking the boxes 

next to them. 
3. Progress Indicator: Shows the current question and the total number of questions. 
4. Action buttons: Click Next to continue or cancel to continue. 
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If your score is lower than the 
defined quiz pass rate, you will be 
presented with the following 
display: 
 
 
 
 
 
 

 
 
Additionally, the 
acknowledgement task 
screen will be updated 
to reflect your most 
recent quiz score. 
 

 
 
 
 
If your quiz score meets or 
exceeds the quiz pass 
threshold, you will be presented 
with the following dialog: 
 
 
 
 

 
 
 
The acknowledgement 
task view will be 
updated indicating your 
passing score, and 
allowing you to 
complete 
acknowledgement of 
the policy of procedure. 
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Approval Tasks 
Approval tasks require the assignee (approver) to read the document under review and 
either approve (no comments required) or reject (requires comments) the document. The 
details for an example approval task are pictured below: 

 

1. Heading: Policy/procedure name, due date, and icon are shown here. 
2. Document summary: this is the summary that was entered during the Categorize 

step of document upload. If no summary was entered, as shown here, this summary 
entry will be blank. 

3. Document: document name, tags are displayed here, along with the ellipsis that will 
allow the user to access its document toolbar. The elements here have the same 
functionality as their counterparts on the search page. 

4. Related Materials: for each related document, document name, tags are displayed 
here, along with the ellipsis that will allow the user to access its document toolbar. 
The elements here have the same functionality as their counterparts on the search 
page. In this example, no related documents have been added to the primary 
document. 
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5. Accept/Reject buttons and comments: Comments can be entered in the comments 
field; they are required if the approver rejects the document (using the reject 
button), but optional if the approver approves the document (using the approve 
button). 
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The My Team Screen 
This screen allows manager users to track the progress of team members on their reading 
tasks (My Team does not track approval tasks). Details follow the example below: 

 

1. My Team menu option: the My Team option in the left hand menu will bring up the 
My Team screen displayed above. As stated above, this menu option/screen is 
available manager users only.  

2. My Team filters: the Open and Overdue filters will filter the team member list (#6 in 
the example) down to team members with tasks of the selected status. Selecting 
the Open filter will display only team members with open tasks; selecting the 
Overdue filter will display only team members with overdue tasks. 

3. Remind All button: Clicking this button will send a reminder email to all users with 
overdue tasks (users with open tasks that are not overdue will not receive a 
reminder email). 

4. Team Totals gauge: This gauge displays the total number of open tasks (15 in the 
example above) and the total number of overdue tasks (11 in the example above). 
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The red fill on the gauge represents the percentage of total tasks (within the team) 
that are overdue. 

5. Export button: This button will export and save the team details table into a csv file. 
6. Team details: This table lists each team member along with their total overdue and 

total open tasks (the number of open tasks includes a team member’s overdue 
tasks; a user with 5 open tasks and 3 overdue tasks has 5 total tasks). Team 
members with overdue tasks are marked with a red highlight at the beginning of 
their row. Clicking the ‘+’ next to the number of overdue tasks for a given team 
member will expand that team member’s overdue tasks entry into a list of their 
overdue tasks. 
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Updating Term Sets / Categories 
Note: In order to edit the managed metadata termsets you must be granted permissions 
by your tenant administrator.  Please contact your administrator for permissions. 

1. Log into the SharePoint site where Integrity Policy Management has been 
installed. 

2. Click the gear icon at the top right and click Site Settings. 

3. Under Site Administration, click Term store 
management.  

 

 

 

 

 

 

 

 

4. Expand the Integrity Policy Management folder.   

 

 

 

 

 

5. To add a term, right-click the Integrity Policy Management term set and click 
Create Term.   

6. To add a term as a child of an existing term, right click the term and click Create 
Term. 

 


	Table of Contents
	Introduction
	Audience and Purpose
	Overview

	The Search Screen
	Browsing and Refining Documents
	The Document Toolbar

	The Drafts Screen
	Uploading, Editing, and Publishing Documents
	Document Status (Published and In Draft)
	Published (no version in draft)
	In Draft (no published version)
	Published (with a version in draft)

	Document Approval
	Uploading Documents
	Screen one: Upload
	Screen One: Quiz Authoring

	Screen two: Categorize
	Screen three: Approval
	Screen four: Assign
	Screen five: Schedule

	Editing Existing Documents
	Document Reports

	The My Tasks Screen
	Reading Tasks
	Reading Tasks w/ Quiz
	Taking a Quiz

	Approval Tasks

	The My Team Screen
	Updating Term Sets / Categories

