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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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This guide takes you through a small end-to-end pilot. Use a test policy and an
employee account included in the pilot audience. You need access to Policy Admin for
setup and Policy Manager for policy and campaign work.

Define a pilot you can evaluate

Before configuring the application, agree what a successful pilot should demonstrate.
Choose one policy owner, a small named employee group and a reporting user. Use a
document that is safe for these people to read and whose source permissions you can
inspect. A successful administrator preview alone is insufficient: it does not exercise
an employee’s access or evidence-writing permissions.

Write down the policy title, intended first version, expected audience and intended
deadline. Keep the first campaign simple enough that you can account for every
selected person. For example, use a fictional information-security policy and a small
explicitly selected group rather than an unrestricted directory audience. Use a
separate employee browser session so that the administrator's broader permissions
do not mask access problems.

Decide whether the pilot includes background automation. A direct-mode pilot can
demonstrate  publication, assignments, reading and confirmation without
demonstrating scheduled reminders. If automatic processing is part of acceptance,
arrange the separate service and its owner in advance. Do not mark that requirement
complete merely because the notification settings have been saved.

Know what should exist at each stage

Stage

Save the policy

Publish

Launch

Confirm as employee

Expected result
A draft card with a source
and owner.

A version entry and a
published policy.

A campaign and new
assignments for eligible

users who are not skipped.

A receipt and an
acknowledged
assignment.

What is not implied

A published release or
employee task.

A launched campaign.

Successful email delivery
to every assignee.

Proof that the employee
understood every passage.
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Stage Expected result What is not implied

The assignment
Review reporting contributes to the
applicable report scope.

Identical counts in every
dashboard and matrix.

Use these checkpoints to isolate a failure. If the policy is visible but the employee has
no task, inspect the campaign and assignment before changing document
permissions. If the assignment opens but its source is denied, investigate source
access. If submission reports an error, inspect the receipt and assignment state before
sending again: recording involves several operations.

After the successful path, test one exception with an appropriate pilot assignment. Ask
a question, or submit a reason why confirmation is not possible, and have the owner
inspect the case. Those actions have different effects on assignment state. This
verifies that the organization has someone to handle exceptions rather than only
collecting successful confirmations. The detailed distinction is explained in KB10527.
How to Ask a Policy Question or Report That You Cannot Acknowledge.

Prepare the hub and pages

1 Deploy the solution using KB10035. How to Install a Vitextra Product in SharePoint
Online and approve its requested Microsoft Graph permissions. Product-specific
prerequisites are explained in KB10497. Policy Acknowledgement: Requirements
and Permissions.

2 Add Policy Admin to a SharePoint page and complete the setup wizard. Select the
storage site, administrator group and other roles. See KB10498. How to Complete
the Policy Acknowledgement Setup Wizard.

3 Create pages containing My Policies, Policy Reader, Policy Manager and Compliance
Dashboard. Connect them to the same hub and configure the reader page address.
See KB10499. How to Create Policy Acknowledgement Pages and Connect Web
Parts.

4 Confirm that the pilot employee can open the source document and the employee
pages.
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Warning

For a pilot without a connected service, review the Direct-mode permissions before
proceeding. Do not select Service mode without a working endpoint and confirmed
administrator consent. See KB10509. Policy Acknowledgement Data Storage: Direct
and Service Modes.

Create and publish the policy

1 Open Policy Manager and select New policy.

2 Enter a title, choose an owner and category, select the content source and supply its
URL.

3 Configure the reading controls and confirmation text, then select Save.

4 If the draft is hidden by the status filter, choose Draft or All statuses.

5 Select the policy, choose Publish a new version, review the version and effective
date, and select Publish.

The first publication creates a published version. It does not automatically open or
launch a campaign.

Selected
Office parking rules

Published Version 1.0
Versions

® 1.0 material change — everyone acknowledges
again - 11/07/2026
First publication of the parking map and visitor
parking rules,
SHA-256 e98@..ab8a

Open the snapshot

Publish a new version

New campaign

Edit

Send for review

Archive

A published policy ready for a pilot campaign

Assign and confirm
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1 Select New campaign and use One-time.

2 Add only the pilot employees, check the exclusions and review the audience
preview. Set the due period and launch the campaign. See KB10503. How to Create
and Launch a Policy Acknowledgement Campaign.

3 Sign in as a pilot employee and open My Policies. Open the assignment and follow
the reader’'s conditions.

4 Select the confirmation checkbox, enter your name if required and select I
acknowledge.

5 Verify that a receipt appears. Reload My Policies and confirm that the assignment is
under Acknowledged.

Verify the result

Open Compliance Dashboard as an authorized reporting user and check the pilot
policy and employee assignment. Confirm the recorded version and completion date.
Resolve access or recording errors before assigning the policy to a larger audience.
The detailed employee procedure is in KB10506. How to Read a Policy and
Acknowledge It.
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