
Editing an Update using the Compare Option in NPPT 

 

1. You are now ready to compare the Update to the current copy of the Policy and start the 

editing process.  After clicking on the Update notice in the viewing area there are Brown 

Icons and Blue Icons under the Policy description.  The Brown Icon indicates there is a 

Comparison match to an existing version on the same policy.  The Blue Icon indicates 

that “Track Changes” is all ready in this document.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Setting up for Editing an Update in NPPT after import process 

 

2. Setting up for Editing – Click on the policy you want to edit it will open to the right.  You 

will see the Edit Icon in the upper right hand corner.  Also a notation. 

 

 
3. Click on the Edit Icon.  You will now see a split screen showing the Neola Update on the 

right side and copy of the current version of the Published policy on the left side. 

 
 

 

 

 



4. Selecting the Policy to edit. * When you are in the comparison view you can edit on 

the right side of the compare screen.  This means you will choose if you want to edit 

the current copy of the policy or if you choose to edit the update.  Below shows that the 

Copy of the current policy will be edited.  * You can only edit on the right side of the 

split screen view! 

 

 
5. The CK Editor is the same editor that was used in BoardDocs so the Editing processes 

remain the same.  Turn on Track Changes in the editor, and copy and paste new 

language for the update on the left into the appropriate location on the copy of current 

policy.  When finished editing click on Save in the right hand corner 

 

 



 


