User Guide
How to upload policies onto the UJ Intranet

1. Obtain a Word version of the Policy
2. Insert a file plan number (hnumbers available from Nicolette Olivier) onto the
document.
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4. Log onto the Intranet

5. Click on Corporate Governance
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7. Double click on the Division under which the policy should be uploaded (refer
to the policy grid for Divisions).
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9. On the drop-down list click on Upload existing file.
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11. Select the policy you wish to upload and click on open.
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12. Click on OK.
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