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	Standard Work Sheet

	purpose:  Instructions for how to complete acknowledgements in PoilcyTech
	process:  Policy Tech Acknowledgements


	Rev. #, Date      #1, 2023.03.02
	Document Owner:   AHC Transfusion, Apheresis and CTL Division



	Step
	Description: 


	Key Point / Image / Reason

	Note:  Team Members will receive emails which can be used to open PolicyTech and go to the Acknowledgement of an updated, revised or to review an AHC Policy, Process of Procedure

	1
	Team members will receive an email concerning an update for review in PolicyTech.
The email will be received from donotreply@navexglobal.com
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	Click on the name of the procedure to link to the policy/procedure/form or job aid 
	[image: image2.png]File

Paste

g
[

File ~ Message Help @ Tell me what you want to do

W~ 85 M | © € — | shaetoTeams | 53 Mark Unread

Mo O find | 5%~ | Q zoom | [ Replywith Meeting Poll | <& VivaInsights | [j Report Message v | ***
.

5 |~
Required to read or complete: "Printing Requisitions from Virtual Printer"
K
donotreply@navexglobal.com € Reply | € ReplyAl | > Foward | | S
To © Slayten, Jayanna K Mon 2/20/2023 12:13 PM

(@ Follow up. Start by Friday, February 24, 2023. Due by Friday, February 24, https://iuhealth.policytech.com/dotnet/
documents/?docid=72911

*=** EXTERNAL Message From donotreply@navexglobal.com. |Click or tap to follow link. nks from unknown senders or unexpected emails. ***
You are required to read or complete "Printing Requisitions from Virtual Printer."

Click the link above to view the item and complete your assignment.
Version change summary:

Instructions updated for Cemer upgrade.
Manage My Email Subscriptions

Page 1 of 1

sowords [}  TextPredictions:On @ W Accessibility: Unavailable O Focus B B —-—F——+ 1w00%






	3
	The link will take you to PolicyTech.  
Review the Policy/Procedure/Form or Job Aid.  

At the top of the page, click on “Mark as Read.”
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Printing Requisitions from Virtual Printer

Printed copies are for reference only. Please refer to the electronic copy for the latest version.

Please see the attached file Policy # BBCE-JAO19 Printing Requisitions from Virtual Printer.
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	A second box will open.  
To complete the acknowledgment in PolicyTech, click on the bloc “Mark as Read.”
	[image: image4.png]O | [ MyU Health - Team Portal X | [z Pprintir from Virtus ‘ +

& C @A O nhipsy/ivhealthp

o g
o m !_ ® 5 § ™ & 55°F Cloudy A~ = 1) 700







	5
	A final box will open, which confirms the acknowledgement is complete.
You may choose to Go To My Tasks for additional actions in PolicyTech, or close.  
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	If you don’t go to My Tasks or close, then the screen will timeout.  
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