
 
 

 
 

Librarian App 
TASK COMPLETED BY AUDIT ADMIN  

- Additional Staff members can be added to audit specific document types 

 

Librarian was created for credit union efficiencies in retrieving archived documents (reports, statements, etc.) without 
being restricted by hardware or locational differences. This also increases the audit and compliance as it relates to 
review of files received for archive. 

If you are interested in increasing the interface capabilities please either submit an idea through the NAVS App or email 
NAVSTEAM@cu-northwest.com . 

 

1. Select the ‘Librarian’ app from your user tray.  

 
2. The first step when files have been added to the credit union Librarian storage will be to audit the file to make it 

visible to the rest of staff. 
 

3. In order to do this, you will review the files that state that they are ‘Inactive’ 
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4. To audit the file select the  and this will kick off the opening of the file.  

 
5. The file will then be opened outside of NAVS (similar to what you see today on your DVD’s that have been 

received in the mail. 
a. The ‘Key’ is the password that the credit union has on file for their access 

 
6. After you have validated the file – you will close the open screen and return back to the Librarian App. 

 
 

7. In Librarian, you will then select the ‘Audit’ button 

 
8. After the file has been audited, the status will change to ‘Active’ and will be available to any Users that has been 

given permission to the Librarian App. 
 

9. To set the retention periods and whom is responsible for Auditing of each file type you will click on ‘Settings’ in 
the top righthand corner of the Librarian App. 
 



 
 

 
 

 

10. The ‘Settings’ screen will then open and you will be able to set retention and recertification periods, as well as 

whom is responsible for auditing each document type by clicking on the pencil on the righthand side of the 
screen. 

 
11. After clicking the pencil, you will see the following screen where you can set the retention period*, person 

responsible for auditing, and recertification period.  Then you will click ‘Save’.  
*After the retention period has been met that then the reports will be deleted from Librarian. 
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