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Why Policy Express?
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Optional Support

Functionality

Platform

• One fixed fee includes a perpetual licence for all functionality
• Includes deployment, configuration & training

• Expert Success gives you on-going peace of mind
• Extend our service to cover your entire SharePoint Environment

• Automation drives data driven approval workflows
• Powerful search, acknowledgement & feedback components
• Management dashboards to track compliance 

• Sits within your existing Microsoft 365 environment
• All your data remains in your tenant



Policy Life Cycle
1. Creation
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Office Templates
Publish and start from templates 

in desktop Word, PowerPoint and 

Excel

Tag and Categorise
Configured taxonomy to reflect 

your organisation

Unique Reference
Automatic numbering for 

each document

1. Creation



2. Approve

Approval Process
Stage 1: Assign to SME* based on classification

Stage 2: Second level Quality approver

Stage 3: Convert to PDF & Publish to Hub

Audit 

Each action is logged by time & 

user

* SME = Subject Matter Expert



Navigation

Drill down journey

Search

Indexed for filters 

and free-text

Pages

For reference and in 

context

News

For urgency & 

visibility

3. Publish



4. Acknowledge

Assign
Define your audience by group or 

individual

Attest
Assignees acknowledge the 

document within the browser

Track
Report on signing status 



Clarifications

Drill down

Regulatory 

Changes

Indexed for filters 

and free-text

Non-conformities

For reference and in 

context 

Change

Updates to 

processes & 

procedures

5. Feedback



6. Review

Assign
Each controlled document has an 

assigned owner

Review Date
A period before the review date a 

notification is sent to the owner

Feedback
Consider consolidated 

feedback for the document in 

question



7. Monitor

Management view of key 

KPI’s in Power BI 

Dashboard
Identify Policies without 

owners, or those with 

owners that have left

Orphan Policies Admin View
Consider consolidated 

feedback for the 

document in question



Features
Stage Feature Included

Creation Templates: Policy Templates appear in Word/Excel/PowerPoint ✅

Classification: Department, Document Type and Keywords ✅

Policy Identification: Unique Numbering ✅

Approval 1st Stage: SME Validation + Approval ✅

2nd Stage: Executive Approval ✅

Audit Trail: Signing History ✅

Publishing PDF: Auto-Convert to PDF ✅

Policy Hub: Navigation, Text and Filtered Search ✅

Acknowledgement Policy Attestation: Employees to attest/acknowledge assigned polices ✅

Attestation Reporting: Acknowledged and outstanding ✅

Feedback Feedback Capture: Amends and Clarifications ✅

Review Review Reminder: Expiring Policy Owner Notification ✅

Administration Report: Expiring Policies View ✅

Aggregated Feedback: For Policy Owners ✅

Monitor Management Dashboard: Chart view * ✅

Orphan Policies: Ownership report mapped to Microsoft 365 licenced users ✅

* Requires Power BI Licence 



Expert Success Service
Express Standard

Work Confidently: Here to help

Guidance, minor modifications & solution support

• Policy Solution ✅ ✅

• Your SharePoint & Teams Platforms ✅

Keep on track: Timetabled Health-Checks

• Policy Solution Usage ✅ ✅

• Intranet usage, SharePoint Site activity and Site owners, External Users ✅

Learn and refresh: User Training

• 3 Sessions per year on Policy Solution ✅

• 6 Sessions per year to on any element of Microsoft 365 Productivity Suite ✅

Improve: Be future ready

• Plain-English updates on What’s New in Microsoft 365 ✅ ✅

You identify 2 Power Users

We’ll host unlimited joint 

30-minute support calls

Express covers this solution only | Standard covers your entire SharePoint & Teams environment



Financial investment

Solution Cost

Policy Express Packaged Solution 

• Deployment

• Configuration

• Training

• Lifetime Perpetual License 

£9,950 / US$12,000

Expert Success Investment (Monthly)

• Expert Success Service – Standard *

• Expert Success Service – Basic * 

£500 / $600

£250 / $300

• Additional Power Users (2 included) @ £50 / $60 per user per month

Solution Investment

Optional On-Going Investment

Expert Success runs on a 12 month contract 



The Approval Process



Approval Process

Stage 1: Define SME Approvers 

List

SME Approval - Stage 1

• User Assigns to an SME

• They are restricted selecting a members of the 

department based on policy classification

Dept A 

SMEs
Dept C 

SMEs

Dept B 

SMEs

Stage 2: Define Quality 

Approvers

Quality Person or Persons (must be named) 

Quality Approver – Stage 2
• All Quality Person(s) are notified for 2nd

Stage approval

• Once approved by one (on a first to approve 

basis) the policy is then published

Stage 0: Define Policy Classifications

Dept. A Dept. B Dept. C

Policy Classification
• User drafts the Policy

• Sets the Classification of the document in 

line with the department 
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The Deployment Process



Deployment Plan

Week Activity Detail

1 Kick Off Call
A planning call with our engagement lead to plan in the key dates and book in 

the Solution Workshop.

2
Solution 

Workshop
2- 3 hour workshop to walk through and agree the configuration options.

3 Deployment We deploy, configure and test the solution.

4 Training We train your Power Users.

5 - 8
Content 

Population

You add your content to the solution supported by our weekly calls. You may do 

this more quickly.

9 Launch You users can now easily find the policies they are looking for.



Solution Screenshots



1. Create

1

Your Policy Template Published 

within Word

Gain a head-start on 

driving consistency
3

2



Document numbers generated 

automatically by business rules

3
Keywords from a predefined list 

to help with search

4



Version history tracks both document changes 

and metadata changes

By using the date/time 

you can track which 

version of a policy was in 

force at a particular point-

in-time.

6

5



1

2

3

4

Custom 2-Step Workflow for 

Approving and Publishing a Policy

2. Approve



5

6

7

Email notifications which update 

their content automatically once 

completed



3. Publish

News articles – focused on significant 

changes and introductions

1

2



3

Navigation (3) takes users to a 

curated search results page (4)

4



Pages, such as this New 

Joiner page automatically 

refer to the current Policy in 

force



Pages, such as this New 

Joiner page automatically 

refer to the current Policy in 

force

5



Search experience uses filters 

(or refiners) to give an 

Amazon style user experience

6



Through a Power App – we 

can capture users 

acknowledging or attesting 

that they understand and 

accept a policy

1

4. Acknowledge



Through mobile friendly forms we can 

capture different types of feedback and 

invoke a review workflow

1

2

5. Feedback



3

Different views of Feedback allow reviewers to have an all up 

view and authors just to see their data



1 2

Trigger policy reviews based on time passed (1), or based on an 

event such as a “Non-Conformity” report (2)

6. Review



3

Alert policy owners where they work, by 

email (3) or in Microsoft Teams (4)

4



Management Power BI Dashboard

7. Monitor 
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Ready to take the next step?

ANY QUESTIONS, GET IN TOUCH WITH US…

0330 133 2434  |   hello@informationexp.com   |   Book a Meeting

tel:00443301332434
mailto:hello@informationexp.com
https://www.informationexp.com/book-a-call/
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