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General information about the site structure 
 
The policy website is managed in the university’s Content Management 
System (CMS) which is set up so that for each Monash site there is a directory 
containing the template data from which web pages are created, and another 
housing the corresponding html web pages. The structure of the two directories 
must be identical so that when a web page is created and generated within a 
template folder it will be automatically filed in the corresponding  folder in the 
html directory.  
 
This is illustrated to the right with the directory structure for the policy website 
(as viewed in the Professional User Interface of the CMS): 

• The policy directory at the top contains the html files (web pages);  

• The teamsite directory is used by ITS staff administering the CMS; 

• The templatedata directory contains the templated files. 

 
The policy site comprises two broad content areas:  
 

1. Template files and their corresponding web pages that describe the 
university’s policy framework - these are the about, legislation, 
principles and processes directories shown on the right. They are 
created using the CMS Common Page template (the generic page 
layout for Monash templates.) These web pages provide information 
about the university’s policy principles and processes for developing, 
reviewing and approving policies and procedures, and can be edited 
only by staff in Executive Services who administer the policy site. 

 
2. The Policy Bank containing university-wide policies and procedures 

and supporting documents (the policy-bank directories – note that 
directories and file names cannot have upper-case or spaces in their 
names). The various branches of the policy bank correspond to the 
areas and divisions that own university policy; these are described 
further below. Each area/division manages its own branch and assigns 
authorised users with write access and approval rights.  

 
3. There are four policy-bank directories, one in the policy directory and three in the templatedata 

directory: 
 

o The first (in the policy directory) houses the html files generated from template files that 
have been created within any of the three policy-bank directories described below. Note that 
all templated policies and procedures are generated into the same location. 

 
o The second (in the page subdirectory) uses the Common Page template for copying “old” 

unrevised policy into the Policy Bank before it has been revised into the new format. This 
entails cutting-and-pasting the content of an existing web page into the policy bank. Note 
that the previous web page must be deleted to avoid duplication, and links to it from other 
pages amended. For an example of a policy web page generated in this format, see the 
Modular Awards Policy. 

 
o The third (in the policy subdirectory) uses the customised policy template to generate policy 

that has been revised into the new format and approved by the relevant approval body. An 
example is the Credit Policy. 

 
o The fourth (in the procedure subdirectory) uses the customised procedures template to 

generate procedures that have been revised and approved by the relevant approval body. An 
example is the Credit Procedures. 
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The directory structure of the Policy Bank has two main branches, one 
for academic policies and the other for management policies. Each 
contains sub-directories for the various categories of academic and 
management policy, as shown to the right. There are three categories for 
academic policies and procedures:  
 

• Education 
• International  
• Research  

 
The management branch has eight sub-directories corresponding to the 
different areas/divisions owning university-wide policies relating to 
university management:  
 

• Advancement 
• Audit & Risk Management  
• Facilities and Services 
• Finance 
• Governance 
• Human Resources 
• Information Technology Services (ITS) 
• Student and Community Services  

 
 
In some cases a sub-directory has further sub-sub-directories; for 
example, there are seven categories of education policy:  
 

• Admissions, Enrolments and Pathways 
• Assessment 
• Awards, Courses and Units 
• Development of Academic Programs 
• Quality Assurance 
• Teaching and Learning Conduct 
• Teaching and Learning Management 

 
 
A directory folder can also have a “suppdocs” sub-folder for uploading supporting documents that are 
closely connected to a policy or procedures; eg, see the admissions and governance directories above. 
 
Each area/division has write-access to its own folder but not to the folders of other areas; for example, 
authorised staff in Human Resources can submit or revise HR policy within the human-resources directory, 
and view files in other directories but they cannot edit policies in another division’s directory.  
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Entering information into template fields 
 
There are five different modes of entering information into the customised templates: 
 

• Copy-and-paste directly into a field; 
• Browse to another file in the Policy Bank; 
• Select from a pull-down menu; 
• Select a date from a Calendar button; 
• Copy-and-paste into a VisualFormat window. 

 
These are shown in the snapshot below, followed by brief descriptions of how each operates. 
 

 

Copy-and-paste directly into a field 
These fields are used for information that is relatively brief or comprises a list of items. They are completed 
by copying text from a section of the original document (Word or rtf file) and pasting directly into the 
corresponding template field; examples above are the Scope, Responsibility for Implementation and Key 
Stakeholder fields. Note that the scroll bar is greyed out until the amount of text being pasted exceeds the 
size of the text box. 

Browse to another file in the Policy Bank 
This type of field is used in the Procedures field of the Policy Template to link procedures to the policy, and 
in the Procedures Template to link the policy to the procedures. 

Select from a pull-down menu 
This mode is used in fields with constrained choices. In the example above, there is a pull-down menu for the 
policy Status which must chosen from new, revised or rescinded. 

Select a date from a Calendar button 
A number of fields require entry of a date and clicking on pick opens a calendar that allows you to scroll to 
the correct day, month and year. This is shown in the example above for the date of policy approval.  
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Copy-and-paste into a VisualFormat window 
In fields that may require more extended text, or text to be hyperlinked, the VisualFormat window is used.  
The Policy Statement field works in this way. Clicking on the VisualFormat button opens a new window: 
 
 

 
 
 
Text can be copied-and-pasted from the original document directly into the VisualFormat window. Use the 
predefined Styles (Normal, Heading 2, Heading 3, etc; note that Heading 1 is reserved as the default style for 
the title of CMS web pages) to ensure that font type and size are consistent throughout the document. There 
is a default space between paragraphs, and also between the “stem” of a series of dot points and the dot-
pointed list.  
 
To minimise problems with formatting text in VisualFormat, the original document being copied should 
ideally be an rtf file with minimal formatting. 
 
After copying text from the original document the message below may appear.  

 
 
 
 
 
 
 
 
 

 
Selecting Yes allows the CMS to remove unnecessary formatting information applied by Microsoft 
applications. 
 
Once the text has been copied ensure that no extra space is left at the very end of text to avoid unnecessary 
white space at the foot of the html page that will be generated. This can be done by positioning the cursor at 
the very end of the text and pressing the Delete button on your keyboard two or three times.  
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Viewing VisualFormat text 
In the VisualFormat window the second 
set of buttons at the top allows you to 

toggle between three different views of the text.  
 

The first is the WYSIWIG view (“what you see 
is what you get”). This is the view you see 

when you open a VisualFormat window to enter text. 
 
 

 
You can inspect the source code by clicking on 
the second button. The code is attached 

automatically by the CMS during text entry. See below 
for an example of when you might want to use this 
view. 
 
 
 

You can view invisible elements by clicking 
on the third button. 

 
 
 
 
 

Inserting text popups 
Code for creating text popups can be added 
so that when the user hovers the mouse 
over a word or phrase in the generated web 
page, a popup box appears. In the example 
shown to the right, hovering the mouse 
over the word “Policy” brings up the 
definition of “policy” in a popup box.  
 
 

This is done in the source code view of the VisualFormat window by inserting these additional code 
elements around the target text: <strong title="text to be inserted into popup box">target text</strong>. 

In the example above, the following code was used:  
<strong title="a concise, formal and mandatory statement of principle which provides a framework for 
decision-making and a means by which the university reduces institutional risk">Policy</strong> 
 

Adding hyperlinks in VisualFormat 
Text in a VisualFormat window can be selected and linked to a web page, email address or file that has been 
uploaded into a Supporting Documents folder (for example, Rich Text Format, Word, Excel, PDF files). 
Make sure that you follow the university’s instructions on creating text links and publishing in formats other 
than HTML in the Web Style Guide and take particular note of the following: 
 

• If linking to an email address, the link text must be the actual email address; 
• If linking to an uploaded file, the format and size of the file must be included as part of the linked 

text (eg rtf 25kb);  
• If PDF is used, an alternative accessible version of the content must also be made available (eg rtf); 
• If the link takes the user to a page that is not publicly accessible, the access restriction must be 

indicated (eg “Monash only”) and included as part of the linked text. 
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Select the text to be linked in the VisualFormat window. Select one of the hyperlink icons (buttons)   
to create a hyperlink to the relevant internet address. Copy and paste the URL of the relevant document into 
the Link field. Click OK to save the created link.  
 
Either hyperlink button can be used for linking web addresses, but they have slightly different functionality.  

 
The first button allows two types of link:  
 

• you can browse to other html pages or 
uploaded files in the policy site; or  

• if the required link is to an external 
web page, its url can be pasted into the 
“Link URL” field.  

 
If the URL is also pasted into the “Target” field, this will force the link to open in a new browser window. 
 
 
 

The second hyperlink button provides 
additional linking choices. The pull-down 
Type menu at the top allows other types of 
link, eg email addresses.  
 
The Target Frame menu can be used to 
force the linked page to open in a new 
browser window (ie without replacing the 
current page).  
 
Note that if this option is selected, the 
browser’s Back button will be greyed-out in 
the new window that opens after clicking on 
the link. 
 
* Note that it is not possible to hyperlink text that has been entered directly into a text field such as in the 
Scope, Responsibility for Implementation and Key Stakeholder fields shown on p.4. 

 

Saving VisualFormat text 
After the required text has been entered 
into the VisualFormat window, click the 
Save button at the bottom of the window 
and you will be returned to the template. 
 
 
 
Notice that back in the template, the saved text in the box next to the VisualFormat button includes the 
source code that has been automatically attached to format the html page.  
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Order of completing Policy and Procedure templates 
Every university-wide policy must be accompanied by supporting procedures that state how the policy is to 
be implemented, and both the Policy and Procedures templates must be completed before a policy will be 
published in the Policy Bank. Therefore it is recommended that you employ a staged approach to this 
process: 
 

Stage 1: Complete and submit a policy template (see the instructions below in section A). At this 
point the generated html file will consist of just the policy title and the following text: “You currently 
have no procedures attached to this policy. A policy cannot be published without supporting 
procedures. Please add procedure links and regenerate/resubmit this file”. 
 
Stage 2: Complete and submit a procedures template (see the instructions in section B). 
 
Stage 3: Return to the policy template to link to the procedures and re-submit the policy template. 
The full policy will now be published. 

 

Completing the Policy template 
To create a new policy, log in to the CMS as an Author, ensure that the policy bank is in your Workarea, 
and click on common: policy in the list under New Forms to open the policy template. If you prefer, you can 
complete the templates in the Professional User Interface; in this case, click on the policy directory in 
templatedata and select “New Form Entry” from the CMS file menu. 
 
The template contains customised fields corresponding to the headings under which required information 
will have been documented during the course of policy development or revision. Every field has a Help 
button  that provides further assistance in completing the field. An asterisk * next to the title of the field 
indicates that it is a mandatory field. 
 
 

  

 

Title 
Copy and paste the Policy title from the original document directly into the title field. 

Purpose 
Click the VisualFormat button to open the VisualFormat window and copy and paste the Policy Purpose text 
from the original document. Select Save to return to the template. 

Scope 
Copy and paste the scope of the policy from the original document directly into the space provided. If there 
is more than one item, each should appear on a new line. 
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Policy statement 
Click the Visual Format button to open the Visual Format window.  Copy and paste the text of the Policy 
Statement from the original document. 

Procedures 

To enter the title of the Procedures, click the  button which will open a new field. 

 
 
If the policy requires more than one set of procedures for implementation (for example, the Credit Transfer 
Policy has procedures for both Credit Transfer and Recognition of Prior Learning), the template allows you 
to include multiple Procedures. Click again on the  button to open a second Procedures field. 
 

 
 
Stage 1: Because it is recommended that the Policy Template be completed before the Procedures Template, 
at this stage just copy and paste in the title of the procedures from the original document. After completing 
both templates, you will need to return to the policy template and browse to the saved location of the 
Procedures to link them to the policy. 
 
Stage 3: After the Procedures template has been completed and submitted, return to the Policy Template to 
link the Procedures.  
 

Responsibility for implementation 
Copy and paste the entry for the responsibility for implementation of the policy from the original document 
directly into the space provided. If multiple positions are responsible for implementation of the policy, use a 
new line for each. 
 

 
 

Status 
Select the relevant status for the policy from the 
available options (New, Revised, Rescinded) 
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Key Stakeholders 
Copy and paste the entry for the key stakeholders from the original document directly into the space 
provided. If there are multiple stakeholders, use a new line for each. 
 

 
 

Approving body 
 

Name: Select the name of the approval body from the drop-down list. 
 

 
 
 
 
 
Agenda Item: Record agenda item (eg. 10.3 or 5a) as per original document with no spaces. 
 
Meeting Number: Record meeting number (eg 1/2006) as per original document with no spaces. 
 
Date: Click pick button. Select the date of the meeting as per original document. 
 

Endorsing body 

 
 

Name: Copy and paste the name of the endorsing body from the original document. 
 
Agenda Item: Record agenda item (eg. 10.3 or 5a) as per original document. Do not use spaces in 
this field. 
 
Meeting Number: Record meeting number (eg 1/2006) as per original document. Do not use spaces 
in this field. 
 
Date: Click pick button. Select the date of the meeting as per original document. 

 

Definition of terms 
This field is not mandatory, and used only if the original policy document has listed any definitions.  
To enter definitions, click the  button which will open a new field. 
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Copy and paste each term/acronym and its definition into their respective fields from the original document.  
 

 
 
Note that the Procedures template also has a Definitions field to allow for terms that may appear in the 
policy but not its associated procedures or vice versa. 
 

Related Legislation, Related Policies, Related Documents 
These fields are not mandatory, and are used only if the original policy document has listed related 
legislation, policies or documents.  
 

 
 
Click the VisualFormat button for the appropriate document type to open the VisualFormat window. Copy 
and paste the name of the relevant document. If the original policy document contains hyperlinks to the 
relevant documents, the process of copying the title of the document will also copy the relevant internet 
address and the process of re-linking it would not be required. If the original document does not give the 
hyperlinks, then this will need to be done as described on pp.6-7 above. 
 

Date effective 
Click the pick button to select the date as 
per the original document. 
 

Policy Owner 
Copy and paste the title of the 
policy owner as listed in the original document.  
 

Policy Author 
Copy and paste the title of 
the policy author as listed in the original document. 
 

Policy Contact 
No entry is required in this field unless the contact is a link to a web address (eg ask.monash).  
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Saving the policy 
It is recommended that you save the 
templated form before previewing the 
html page or submitting the file for deployment. Click the Save button at towards the top of the template.  
 
You will not be able to save your work without completing all required fields in the template.  The following 
error message will appear if any mandatory fields have not been completed. The fields where information is 
missing will appear in pink with  mark next to the field name. 
 

 

 

 

 

 
 
If all mandatory fields have been completed, then 
after clicking the Save button a dialog box will 
appear requiring you to browse to the location 
where the file is to be saved and name the file.  
 
Double-click on “policy-bank” to open the 
academic and management sub-directories, and 
continue double-clicking until you have browsed to 
the correct policy directory. 
 
Remember that file names cannot have upper-case 
or spaces in their names – use hyphens to separate 
words in the policy title (eg credit-transfer-policy). 
 
 
 
If the policy is replacing a legacy version 
and the file has exactly the same title as 
its predecessor, then the dialog box to the 
right will appear. Click Yes.   
 
 
 

Previewing the html page 
Preview the policy to check how it will appear as a web page so that you can fix any formatting, linking or 
other problems before submitting the file for deployment. Select Preview from the CMS navigation bar 
towards the top of the template. 
 

 
 
This will open the current html policy page in a new window. After previewing, close the window to return 
to the template and any further editing can continue.  
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Submitting the policy 
When policy editing is completed, click Finish in the bottom right hand corner of the 
screen. This will take you to a new window: 

 
 
Leave the default settings for Next Action (Submit Now) and Attach (New Job) and click Next >> to 
proceed to the Standard Workflow window: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the appropriate Content approver from the pull-down list. The list contains staff in your work area 
with rights to approve policy and procedure documents for publication in the Policy Bank. 
 
Include a meaningful Comment to inform the approver of the reason for submission (for example, indicate 
whether it is a new, revised or rescinded policy) and assist them in choosing further action. 
 
If the Release Date is left blank the generated page will be deployed and published immediately to the 
Policy Bank following approval. A specific date for publication can be selected if a delay is required. 
 
It is preferable to leave the default setting of “Yes” to the query to Send deployment success email as this 
will provide an additional record of the submission. Any errors that occur during submission will be logged 
in the email. 
 
Click the Finish button to proceed. 
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Tag File 
Applying appropriate metadata significantly improves the capacity for the appropriate document to be 
returned by the search engine and requires good judgement on your part to provide useful and relevant 
information. Default auto-tags will be applied, but these can be changed or edited. 
 

 
 
Title: Copy and paste the title of the policy from the original document. 
 
 
Key Words and Phrases: Review and remove unnecessary words selected by the auto-tagging process.  Add 
any relevant words that are missing. 
 
 
Description: Review and remove unnecessary text selected by the auto-tagging process.  Add any relevant 
text to the description field, for example, the Purpose or first sentence of the Policy Statement. 
 
 
Content Review Date: In consultation with the policy approver set a review date to allow adequate time for 
policy revision.  
 
 
Maintainer: The maintainer/s will appear in the generated html policy page as the Policy Contact/s and will 
be notified via email (eg policy-education@adm.monash.edu.au) on the date selected above for review. 
The  button allows you to add as many maintainers as required, depending on who has been designated as 
Policy Contacts in your work area.   
 
Select the appropriate maintainer/s by clicking on the Select 
button which will open a window (shown to the right) where 
you can search for the user name of an individual or generic 
position in the Monash Directory Service.  
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It has been requested that each policy-owning area 
create a policy role account that can be linked to 
designated staff email addresses. If “policy” is 
typed into the search field, the results returned will 
allow you to select the relevant account for your 
area; an example is shown to the right.  
 
 
 
 
 
 
 
 
 
 
 
Resource Type:  
This is a drop-down menu that allows you to select the type of document you are creating. In this case, select 
“Policy” from the list shown below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Save/Save and Close 
If you click Save at the foot of the tagging screen, this will save the file to the CMS but not submit it for 
approval and publication. To submit for approval, click Save and Close.  Although the policy can be 
submitted on completion, the policy information will not be published in the policy bank until the associated 
procedures template has been completed and submitted. The warning message below will appear at the top of 
the screen to remind the user that no associated procedures have yet been posted: 
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Completing the Procedures template 
To create the procedures associated with a policy, log in to the CMS as an Author, ensure that the policy 
bank is in your Workarea, and click on common: procedure in the list under New Forms to open the 
procedures template.  
 
The template contains customised fields corresponding to the headings under which required information 
will have been documented during the course of development or revision of the procedures.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Policy 
Click the Browse button which will open a new window where you can browse to the policy bank and then 
to the correct folder. The top level of the policy bank contains three folders, two for the two broad policy 
categories of academic and management, and a test folder (ignore this folder) - shown to the left below. 
Double-click on the relevant folder and then browse to the correct sub-folder (eg, the management subfolders 
are shown below to the right) and then browse to the correct policy file. Click on it and then click OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Procedure 
Copy and paste the Procedures title from the original document directly into the title field. 

Preamble 
This is a non-mandatory field, and is only used where the policy author has written a preamble to the 
procedures. 
 
Click the VisualFormat button to open the VisualFormat window and copy and paste the Preamble text from 
the original document. Select Save to return to the template. 
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Definition of terms 

To enter definitions, click the  button which will open a new field. 
 
 
 

 
Copy and paste the term or acronym and its definition into appropriate space as per original document. 

 
 
 

First or only section 

To enter Procedure details, first click on the  button. This will open two new fields: a Section Heading 
field and a Section Details field. 
 

 
The Section Heading field is non-mandatory, and is used only where there are multiple sets of procedures 
within this Procedure. If there is only a single set of procedures leave this field blank; if there is more than 
one set of procedures, copy and paste the title of the first section from the original document. 
 
Next, click on the  button in the Section Details field. This will open a pull-down menu from which you 
can select either Text/bullet List or Enumerated List to begin entering the procedure details: 

The Text/bullet List field is used if the procedure details in the original document are:  
 

• not numbered; or  
• formatted as a bullet list; or 
• are based on a numbering system employing more than one level of numbering (eg 1.1, 1.2, 1.3) 

 
To enter the Text, open the VisualFormat window and copy and paste the text from the original document. 
To enter the position/s of those responsible for implementing the step/s, copy and paste the text from the 
original document directly into the Responsibility field.  
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If the same position is responsible for implementing all steps in the procedures, the procedural steps can be 
entered as a single block of text into the VisualFormat window, with just one entry for Responsibility.  
 
However if the responsibilities are different for different steps in the procedures, use the  button in the 
Text/bullet List field to continue adding additional steps. 
 
 
The Enumerated List field is used when the procedure steps use basic numbering (1, 2, 3 etc). The template 
will provide automated numbering - copy and paste the text from the original document without including 
the numbering. 

To enter the first Item, open the VisualFormat window and copy and paste the text from the original 
document without the item number. To enter the position/s of those responsible for implementing the step/s, 
copy and paste the text from the original document directly into the Responsibility field.  
 
Use the  button in the Text/bullet List field to continue adding additional steps. Omit the item numbers 
as these will be included in the html file automatically. 

Second and further sections 

Where the Procedures comprise several sections, use the  button in the Sections - 1 title bar to add 
additional procedure sections (for example, the Security Incident Policy has separate sections for reporting 
such incidents, and for responding to them). 
 

Saving, previewing and submitting procedures 
Follow the same steps as set out on pp.12-15 above, selecting “Guideline/Procedure” as the Resource Type. 
 

Deleting legacy versions of policies and procedures 
When a policy and its associated procedures have been revised into the new format and saved under different 
names from their legacy versions, it will be necessary to delete any previous versions that exist in the policy 
bank. In the Professional User Interface, open the correct directory and select the file to be deleted by 
clicking in the check box as shown below. 
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Select Delete from the File menu at the top left. You will then get an alert requiring you to confirm that you 
wish to delete the file.  

 
 
After clicking Delete at the bottom right of the screen, the file name will be greyed-out in the list of files – 
see example below.  

 
The file must be submitted through the workflow before it will disappear from the directory. Select Submit 
from the top right of the screen and in the dialog box that opens, select Submit Direct, click Next and then 
follow the remaining steps. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Note: if the directory containing the deleted file has an auto-index, the .index_template.htx file will need to 
be submitted through the Standard Workflow to remove the deleted file from the index list. A glitch with the 
CMS auto-indexing facility is that it automatically updates itself when new files are added to a directory, but 
not when files are deleted. 
 

Creating an auto-index 
If there is not yet an auto-index in your directory and you wish to set one up, first request the 
.index_template.htx file to be copied into your directory by the CMS team. Once it is there, click on the Edit 
option (next to Properties).   

 
The file should then open in MS FrontPage for editing – see below. 
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• If not already selected, select the Split display option (circled in blue) to make it easier to edit the 
file 

• Edit the title of the page (circled in red) 
• If required, add any additional file attributes (circled in green)  to be displayed in the index file  

 
Save the file in MS Frontpage and you should then be returned to the following CMS screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Select the .index_template.htx file and click Upload to ensure the saved file is uploaded to the CMS 
• Find .index_template.htx file in your CMS directory and Submit the file through the Standard 

Workflow 
• On successful submission a new index file will appear in your directory 


