
A HIGH-LEVEL OVERVIEW 
OF OPTINACIOUS’ POLICY 
MANAGEMENT SOLUTION



Copyright © 2020 Optinacious LLC - All Rights Reserved

Goal:
Enable a business to expose various policies/documents/files to employees and track that 

the employees have attested that they have viewed the latest version of the files.

Key Attributes:
• A business admin can upload documents, and subsequent versions of those same 

documents

• Employees can be alerted that they need to attest that they have viewed a given version 

of a file.

• Track versions of documents and attestations of viewing by employees of each version

• Reporting by business admin on which employees have viewed which files

• Ability of business admins to send out spot alerts to employees to get them in compliance 

with corporate policies

• Hosted, multi-tenant architecture



Copyright © 2020 Optinacious LLC - All Rights Reserved

▪ You can use to help you track any document that you need your employees to 
review.  The solution makes it very easy to track whether an employee has viewed a 
given document and gives that employee a quick way to attest their 
acknowledgement of having seen the document.   

▪ This is a great tool for:

• Tracking whether employees have read the employee handbook

• Distributing important yearly documents like those for Healthcare, 401k, etc.

• Making sure employees are aware of key policies
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▪ What type of information do you track?

For any document uploaded, we track and report on two things:  

• Whether an employee has viewed a document 

• Whether they have attested they have read the document 
Then we give you the tools to report on these attributes.  So you can know the exact date and time each employee took each of
the above actions

▪ What will employees be required to do?
When you load in employees, they automatically will receive a notification that they have been enrolled in the service.  
They will receive a unique link that they can use to register themselves quickly and easily.   

Then for each document you send them, they will receive an email with a link to that document.   Then they simply 
click on the document where they can read it online or save it.  Then they will be asked to attest that they have read it.   
That’s it.   But they will have a history log of each document they have attested to reviewing.

▪ Can I create versions of different documents?
Yes!   Its very easy to upload a document and to subsequently upload versions.  You can track which version an 
employee has accessed.   

▪ What kind of reporting is available?
We give you the ability to view different reports by employee, by document, or all activity in your company.   Directly 
from within the reports you can also opt to send a viewing request to a given employee.
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Admins are responsible for managing the site, adding employees, adding 
documents, and have access to reporting
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The Dashboard gives the admin a 

quick view into

• Tracking which documents are in 

the system

• The overall compliance by 

employees of reading each 

document

• A quick means for sending out 

reminder emails
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The Document Vault is where the 

admin can upload new documents 

or versions of existing ones.

• Gives a quick view on total 

employees notified about a 

given document, and how many 

have responded.

• Can also quickly send out new 

alerts to those who have not 

responded
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Easy to use reporting lets the 

admin:

• Quickly filter on the document 

they need to report on

• See which employees have 

actions outstanding, and gives 

dates for each activity by the 

employees

• Make the report actionable by 

allowing a quick message to be 

sent out for any incompletes

• Easily export to Excel
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Admins can customize the 

solution by uploading logos, and 

specifying a vanity URL.   
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Admins can use this to:

• Individually add employees

• Import a full list of employees 

via Excel file

• Invite employees

• View reporting on an 

employee

• Set the role for any given 

employee
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Its very easy to send out alerts:

• Select the documents

• Select the employees

• Set the due date

• Customize the templatized 

email

• Send
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Built in tools make it easy to set 

up and define templates –

including using special inserts 

to automatically pull in key data 

fields from the database
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Employees will see a 

quick view of those 

documents they need 

to take action on.

Clicking on the title 

opens up the document

They then are asked to 

attest they have read 

the document
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Employees can always 

see what they have 

attested to in the past, 

as well as get quick 

access to the 

documents again 

anytime.



Optinacious LLC

Optinacious.com

info@Optinacious.com


