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  How to Add a New Node (.pdf or .docx) Within Policy Manager

   1. Go into the Policies Manager. Click “View Policy Tree”, and access the relevant policy manual via the policy manual drop down box in the top right-hand corner.


2. Once you are in the relevant manual, access the category (folder) you would like to add a new node to by either selecting a node in that category, or the category itself.


3. Click the “Folder” icon in the action bar to bring up the following menu, where you can add a new node, or a new PDF Document.

[image: ]

b. Selecting “Add Tree Node” will create a new node at the bottom of the selected category which is configured for word files (.doc, .docx, .rtf) and you can begin writing or use the import tool to import a pre-existing document.


a. Selecting “Add PDF Document” will create a new node at the bottom of the selected category which is configured for .pdf documents. This node will require you to import a document into the system via the following popup:

[image: ]
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