
Facility Administrators: Setup & Assign Policies 

Before you begin assigning a facility policy, you first need to create and save an Adobe *PDF version of the policy document to 
your PC. This is the document the HCIRs / Reps will be reviewing before they can accept the policy. The *PDF document file 
size may be no more than 4.5MB. 

Step 1: Add New Policy | Administration tab  New Policy Generator 

Select your facility name in the drop 
down  Manage Policies  Add 
New Policy  Complete all the (*) 
fields  make sure your facility is in 
the Selected Facilities box  Add 
New Policy. 
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Step 2: Set Policy Requirements | Administration tab  New Policy Generator 

Select your facility in the drop down  Manage Policies  check the box to the left of the policy name  
 Set Policy Requirements. 

There are three settings: 

Not Required: This policy is not required or visible for reps in this category. 

Distribution: This policy will be shown as an outstanding requirement to all 
reps in this category until it is acknowledged. This setting will 
not prevent them from entering your facility. 

Required: This policy is required for entry for reps in this category. If 
reps have not agreed to this policy, they will not be able to 
enter your facility. 
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Note: You will need to either SELECT ALL if the policy will be required for all use categories. If this policy is user category 
specific each radio dial will need to be selected. 

Best Practice recommends that policies begin in distribution for 10 – 15 days then be moved to Required. 

HCIRs / Reps attached to your facilities will accept the policies in SEC3URE: 
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