The Editing Toolbar

The Toolbar includes icons used to format and edit the content.

Many of the formatting tools are similar to those found in Microsoft Word or Excel and will
be familiar to users. The tools specific to CU PolicyPro/RecoveryPro are described in detail
below.
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Import. This new feature allows the user to
&y Import import content from Microsoft Word into the
system.

Source. Shows the HTML code used to
</> Source create the content. It is not recommended
to edit within the code.

Maximize. Expands your editing screen to

=2 full size for a clean, distraction-free
workspace.
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75% Zoom. Increases the font size in the
100% content editor. This provides assistance in
195% viewing the text onscreen and does not
150% change the font size for printing.
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o Find/Replace. Find and replace specific
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text.
< Remove Format. Removes all formatting

from highlighted text.
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Insert/Remove Link. Creates or removes a
link within the text.
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Line Spacing. Similar to line spacingin
Microsoft Word, users can select content
and choose the spacing needed between
lines of content or paragraphs.

2 Image. Inserts animage into the content.
58] Table. Inserts a table into the content.
n Horizontal Line. Places a horizontal line in
v the content editing area.
Page Break. Inserts a page break when this
<) page is printed.
A Text Color. Changes the color on
= highlighted text.
o Clear Text Color. Removes the color on

highlighted text.




Highlight Color (Background). Changes

& the color of the background of highlighted
text.
Clear Highlight Color

O (Background). Clears the color of the

background of highlighted text.

Clear All Content. Deletes/clears ALL
content currently in the editor.

a

Start
Tracking

Hide/Show
Tracked

Changes Changes

Accept  Reject Accept Reject
Selected Selected AlL All
Changes Changes Changes Changes

Track Changes. Allows changes in the
content to be tracked. Once changes are
made, all changes must be either accepted
or rejected in order to turn off “Track
Changes” mode. Redlined content will
show when printing and publishing.
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Transform Text Tools. Changes text case
for highlighted text.




Manage and Format Bulleted and Numbered Lists

Add or Remove Numbered or Bulleted List Formatting
To add numbered or bulleted list formatting:
1. Highlight the text for the list.

2. Click either the numbered or bulleted list icon in the Toolbar. Separate list items will
be created for each new paragraph.

Bulleted Numbered
List List
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NMioney Laundering. Vioney laundering is the criminal practice ot processing "dirty” money through a series ot transactions in order to "clean” the Tunds so that they
appear to be proceeds from legal activities. It may not involve currency (cash) at every stage of the laundering process, and generally involves three independent

steps (that can occur at the same time):

Placement: Structuring currency deposits in amounts to evade reporting requirements, or commingling currency deposits of legal and illegal activities. Examples:

. Large number of deposits below the reporting threshold.

Depositing a refund check from a canceled vacation package or insurance policy.

[Buying a series of monetary instruments that are collected and deposited at another location.

Layering: Moving funds around the financial system, often in a complex series of transactions. Examples:

Exchanging monetary instruments for larger or smaller amounts

To remove numbered or bulleted list formatting:
1. Highlight the list items to be returned to paragraph format.

2. Click the numbered list or bulleted list icon in the Toolbar. The text will return to
paragraph format. Some extra spacing may need to be removed between lines.

Add New Items to an Existing Numbered or Bulleted List:

1. Place your cursor at the end of the previous item within the existing numbered list,
then press the ENTER key, which will create a new item in the numbered list.

Note: At this point the new item may not yet be in the correct position or may not yet have
the correct numbering style or spacing. This is OK.



2. Add the text for the new item.
3. To move an item to the correct position:

a. Highlight the text

b. Clickthe "Increase Indent" icon to move the item to the right or the
“Decrease Indent" icon to move the item to left.

Note: "Decrease Indent" can be used more than once if you are several levels

deep in the sub-list and the item needs to move more than one position to

the left.
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every 12 to 18 months.

3. MONITORING. The Credit Union will enact procedures to monitor and identify unusual activity.

allow the Credit Union to understand the nature and purpose of the member relationship.

i. Purpose of the account.

I'NViember Due Diligence. As part of the monitoring process, the Credit Union will enact a member due diligence program in order to: (a) predict the types of
ransactions in which a member is likely to engage; and (b) determine when transactions are potentially suspicious. This program will be risk-based and wil

):MHigh Risk Members. For high risk members, the Credit Union will obtain the following information at account opening and throughout the relationship:
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Change the Number or Bullet Style

Highlight any list item, right-click on the highlighted text, and choose "Numbered
List Properties" or “Bulleted List Properties.”

1.

ve and senior management will acti

Numbered List Properties

I:M\lanaging and mitigating BSA deficiencies and risks will not be co




2. Adialog box will open. Click the “Type” dropdown list to choose the number or
bullet style to apply. For numbered lists there is an additional option to choose the
starting number for the list.

Numbered List Properties

Type

Upper Alpha (A, B,C, D, E, etc.)

Decimal (1, 2, 3, etc.)
Lower Alpha (a, b, ¢, d, e, etc.)
Upper Alpha (A, B, C, D, E, etc.)

Lower Roman (i, ii, iii, iv, v, etc.)

Upper Roman (I, II, Il IV, V, etc.)

3. Click "OK" to apply the selected style to the sub-list.



