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Disclaimer

For the purposes of this Disclaimer:

- Company (referred to as either "the Company’, "We", "Us" or "Our” in this Disclaimer) refers to Vitextra SIA, LV-1009 Riga,
Matise iela 61 - 25.

- Document refers to the Knowledgebase Article.

- You means the individual accessing the Document, or the company, or other legal entity on behalf of which such
individual is accessing or using the Document, as applicable.

- Website refers to Vitextra, accessible from https://vitextra.com

Disclaimer

The information contained in the Document is for general information purposes only.

The Company assumes no responsibility for errors or omissions in the contents of the Document.

In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any
damages whatsoever, whether in an action of contract, negligence, or other torts, arising out of or in connection with the
use of the contents of the Document. The Company reserves the right to make additions, deletions, or modifications to
the contents in the Document at any time without prior notice.

Errors and Omissions Disclaimer

The information given by the Document is for general guidance on matters of interest only. Therefore, errors can occur
even if the Company takes every precaution to ensure that the Document's content is current and accurate. Plus, given
the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information
contained in the Document.

The Company is not responsible for any errors or omissions, or for the results obtained from the use of this information.

Fair Use Disclaimer
The Company may use copyrighted material that the copyright owner has not explicitly authorized. The Company is
making such material available for criticism, comment, news reporting, teaching, scholarship, or research.

The Company believes this constitutes a "fair use” of any such copyrighted material as provided for in section 107 of the
United States Copyright law.

If You wish to use copyrighted material from the Document for your own purposes that go beyond fair use, You must
obtain permission from the copyright owner.

"Use at Your Own Risk" Disclaimer

All information in the Document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the
results obtained from the use of this information, and without warranty of any kind, express or implied, including, but not
limited to warranties of performance, merchantability and fitness for a particular purpose.

The Company will not be liable to You or anyone else for any decision made or action taken in reliance on the
information given by the Service or for any consequential, special or similar damages, even if advised of the possibility of
such damages.

Contact Us
If you have any questions about this Disclaimer, You can contact Us by email: support@vitextra.com.
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Overview

An answer in Questions and Answers is more than a paragraph. The expanded
question can show formatted text, a video, attached files, a link to a fuller resource
and the person responsible for the topic — each in its own block, each switched on or
off for the whole web part. This article explains how an editor fills these blocks in the
SharePoint list and how they appear to readers. The basics of the list and the
publishing workflow are in KB10219. Creating, Editing and Publishing Questions.

~ How do | request new software? E} |:|

To request new software:

1. Open the IT Service Portal.
2. Choose Request software and pick the app from the catalog
3. Get your manager's approval.

Standard apps are installed within 1 business day. See the attached guide and catalog.

Video

Big Buck Bunny 60fps 4K - Official Blender Foundation Sh

Maore Details
IT Software Portal

Contact

4 Adele vance

Attachments

B o

Softwar... Softwar...

An answer with all blocks filled

The answer text: Markdown

The Answer column is rendered as Markdown. Type the markup as plain text in the
field:

You type Readers see

**Important:** submit the

form by Friday. Important: submit the form by Friday.

*italic* italic

KB10380 Page 4 of 9


https://vitextra.com/en/products/questions-and-answers
https://vitextra.com/en/support/kb/10219
https://vitextra.com/en/support/kb/10380

Rich Answers in Questions and Answers: Markdown, Video, Attachments, Detail Links and Contacts

You type

Readers see

- first point /- second point
(one per line)

A bulleted list

1. open Settings/2. choose
Account

A numbered list

[the travel policylChttps://
intranet/policies/travel)

A link with the text the travel policy

#H Before you start

A sub-heading inside the answer

An empty line

A paragraph break

Keep answers short and direct — the first lines are what a reader scans — and move
depth into the More Details link or a video. Headings inside an answer are useful for
step-by-step instructions with several stages.

Warning

Write the Markdown as plain text and do not use the formatting toolbar of the
SharePoint item form: formatting applied with the toolbar is stored as HTML, which
the web part does not render — the tags are removed and only the text remains. If
Markdown lists or paragraphs do not come out as expected, open List settings —
Answer and set the column to Plain text; the web part needs no rich text.

Video answers

A short screen recording often explains a procedure better than text. Put the address
of the video into the Video URL column and switch Video to Show in the Show/Hide
group. The web part decides how to render the address:

Address

Rendered as

YouTube — youtube.com/watch?v=..,
youtu.be/..,youtube.com/

shorts/..,youtube.com/embed/...,
youtube-nocookie.com/embed/..

Embedded YouTube player

Vimeo — vimeo.com/<number>

Embedded Vimeo player

A direct video file

The browser's own video player (HTML)5),
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Address Rendered as

— .mp4, .webm, . 0gg, .ogv, .mdv, for
example a file in a SharePoint document | with controls
library

Any other address — Microsoft Stream, a
video page of the intranet, a learning
platform

A hyperlink under the Video heading,
opened in a new tab

~ How do | request new software? & ‘E‘

To request new software:

1. Open the IT Service Portal.
2. Choose Reguest software and pick the app from the catalog.
3. Get your manager's approval

Standard apps are installed within 1 business day. See the attached guide and catalog.

Big Buck Bunny 60fps 4K - Official Blender Foundation Sh

Avideo answer

Videos stored in SharePoint (@ document library, Microsoft Stream on SharePoint) are
the right choice for internal recordings: access follows the permissions of the file.
When the link is a Stream page, it is shown as a hyperlink — copy the direct link to
the .mpd file if you want the player inside the answer. YouTube and Vimeo players
load from the respective services; if your network blocks them, readers see an empty
player.

Attachments

Files attached to the list item — a form to fill in, a checklist, a policy PDF — appear
under the Attachments heading as cards with the file-type icon and the file name. A
click opens the file; documents open in the browser like any file in SharePoint.

To attach a file, open the question in the list, use Attach file in the item form (or drag
the file onto the form) and save. There is no limit specific to the web part; the
SharePoint Llimits for list item attachments apply. The Attachments switch in Show/
Hide controls the block for all questions.
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Tip

For files that change often — the current price list, this year's holiday calendar —
store the file in a document library and point to it with More Details or a Markdown
link instead of attaching a copy. A link always shows the latest version; an
attachment is a snapshot.

The detail Link

The Link column holds one address shown under the More Details heading — the full
policy, the manual, the request form. Enter the address and, optionally, a description in
the two fields of the hyperlink column; the description is not shown by the web part,
the heading is always More Details. The block is controlled by the Detail Link switch.

Use it to keep answers short: the answer gives the two-sentence version, More Details
leads to the authoritative document.

The contact person

The Contact column names the person responsible for the topic — the HR partner for
leave questions, the service desk lead for accounts. Readers see the name under the
Contact heading; hovering over it opens the Microsoft 365 live profile card with the
job title, department, e-mail, phone and the buttons to start a chat or a call. The
Contact switch controls the block.

Pick one person per question (the column accepts a single user). Where a team is
responsible, create a shared mailbox or a group with a mail address and name it in
the answer text instead; the Contact column accepts people only.
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O

Contact

=l Show more

@ Diana Castro

The contact person with the live profile
card

The Show/Hide switches

Each block is switched on or off for the whole web part in the Show/Hide group of
the property pane: Attachments, Contact, Detail Link, Video and Show Comments. A
block that is switched on appears only for the questions that have content for it — an
empty Link column produces no More Details heading. The badges in the question
header follow the same rule: the paper clip, link and person badges are colored when
the question has the content, grey when it does not.

Switch a block off when the knowledge base does not use it, so that readers are not
shown empty badges, or when a page should stay minimal — a short policy FAQ on
the home page might show text and the contact only.

Checklist for a good answer

1 The question is phrased the way people ask it, not the way the policy names it.

2 The answer gives the direct answer in the first sentence and the steps as a list.

3 The authoritative document is linked under More Details, not pasted into the
answer.

4 A procedure that is hard to describe has a video.

5 A form or template that the reader needs is attached — or linked, if it changes.
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6 The Contact is the person who can actually help, and knows that they are named.
7 Published is set to Yes only when all of the above is in place.
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