Frequently asked questions regarding PolicyTech:

1)

What is PolicyTech?
PolicyTech is a policy and procedure management software that simplifies the policy lifecycle,
ensuring all stakeholders are aware of the latest policies and procedures at all times.

2)

Who is my contact at Colonial for PolicyTech?
Dawn Jones, SMS Coordinator, in the corporate office ‐ djones@colpipe.com;
Office: 678‐762‐2275, during normal business hours of 8‐5 (EST) Monday through Friday.

3)

How will I be notified about an account in PolicyTech?
Once a PolicyTech account has been created, PolicyTech will send out an email to alert you that
your account has been created.

Click the link in the email to be sent to the PolicyTech webpage

4)

What should I do if I forget my userid and password?
If you forget your password on PolicyTech, you can reset it from the login page.
1. Go to the login page https://colpipe.policytech.com/dotNet/noAuth/login.aspx, and click
Forgot Password?

2. On the next page, put in your username ( should be your email), and click Submit

3. PolicyTech will send an email with a link that can be used to reset your password. Click the link
to move forward

4. The link will open a page where a new password can be put in. Once the password has been
entered, click save.

5. Once the new password has been saved, you will be logged into PolicyTech with an updated
password.

5)

How do I acknowledge a policy or procedure?
In order to acknowledge a document on PolicyTech, there are three things that will need to be
done:
1. Read the document
2. Mark the document as read
3. Complete questionnaire acknowledging that the reader has read, understands, and agrees
with the document as written (only applies to documents with questionnaire).
Reading a document

1. Click My Tasks, click the Read heading, and then click the document title.

2. Thoroughly read the document. If the document looks like the documents on the left,
use the window to read through the document. If the document looks like the image
on the right, click download to open or save the document on your computer.

3. Click Mark as Read at the top of the document window.

4. One of two windows will come up depending on if the document has a questionnaire.

5. Follow the instructions below for the window you see:
1. Read the message, and then click Mark as Read to confirm the action
2. Click Take Questionnaire

6. The first question will ask if you understand and agree to comply with the procedure or
policy and to ensure that all agents, employees and/or subcontractors of your company who

perform work on any jobsite for Colonial are informed about and instructed on the
procedure or policy and will comply with the procedure or policy in its entirety. If you do
not understand or do not agree with the statement in its entirety, click disagree.
A. If you disagree with the first question, you will see a message like the one
below. If you do not understand the document, click Return to Document;
and contact your Colonial representative to discuss.

7. If you do click on “agree”, the document will be marked as read with the following message.
Click Next, which will close the window.

6)

How will I be notified of a policy or procedure change?
You will receive an email notification from PolicyTech stating that you have a task located in
your “my task” folder that needs to be completed.

7)

Why are there duplicate documents in PolicyTech?
The documents in PolicyTech were arranged according to task to help locate the applicable
policy or Procedure.

8)

How can I search for a particular document?
1. On the left side of the screen, click Documents, and then click Search.

2. On the right hand of the screen, there will be a search bar where the title of a document can
be put in. Be sure that the site is set to contractor, and click search.

3. A list will be created by PolicyTech of all the documents that meet the search criteria.

4. To download the file, click the icon left of the title to bring up the options available for the
document, and click Download Source File.

5. A prompt should appear at the bottom of the page asking if the file should be opened or
saved. Choose the option that best fits your needs.

9)

How can I download a document?
After opening a document, hover around the top of the document to make the save/print box
appear, then click save/disk. This is also contains the print command.

10)

11)

Do I need any special software to download or run PolicyTech?
Software
Open with

Apple
iOS 9 or later
PolicyTech App

Android
Android 4.4 or later
PolicyTech App

Hardware

IPhone 5 SE or later

PolicyTech may not run
on all Android devices,
but devices should
have at least 1.4 GHZ
processor and at least
2 GB of RAM

PC/Mac
N/A
Chrome
recommended( though
Firefox and Internet
Explorer should be
fine)
N/A

How often are policies and procedures updated?
The review and update varies among the different policies and procedures, but, in general, the
documents are reviewed and, if necessary, updated on an annual basis.

12)

Will there be any training sessions regarding PolicyTech?
PolicyTech has help documentation to help users navigate through the software.
1. Click your name in the upper right hand corner to pull down the drop down menu.

2. Click Help to bring up the PolicyTech help menu

3. Use the search bar in the top right corner to search for the topic you would like more
information on.

4. If you are unable to find what you are looking for by searching, use the Contents bar to the
left to get a list of all the topics covered in the documentation.

