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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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How to Complete the Policy Acknowledgement Setup Wizard

The first-run wizard in Policy Admin prepares the policy storage and saves the initial
configuration. Deploy the package first and use an account with the required setup
permissions. See KB10497. Policy Acknowledgement: Requirements and Permissions.

Create or select the storage site

1 Add Policy Admin to a SharePoint page and open the wizard.

2 Choose Create a new site or Use this or another existing site.

3 Enter Site URL. The default location is /sites/VitextraPolicies. For a new
site, also enter Site title.

4 Select Create the storage and wait for site and list preparation to complete.

The wizard creates the solution’s lists and library on the selected site. Repeating this
preparation adds missing structures; it is not a command to delete existing policy
data.

Policy Admin

Set up Policy Acknowledgement

Five steps, about 10 minutes. Everything is configured here, without PowerShell or the admin center.

Storage
Site, lists and libraries

Where will policies be stored?

The product keeps its policies, assignments and evidence records in lists of a dedicated SharePoint site. Create a new site or use an existing
) Administrators

Other roles

Create a new site
Recomm dedicated

2

3

4 ) Notifications and service communication site, by default /sites/VitextraPolicies
5

First policy
Use this or another existing site
The lists are created on the site you choose

Site URL

‘ https://vitextra.sharepoint.com/sites/VitextraPolicies ‘

Site title

‘ Policy Hub ‘

Running this step again only adds what is missing. Nothing is deleted

Create the storage

Choosing the policy storage site

Assign administration and other roles

1 Select the group that will administer the product and continue to the next step. The
administrator role cannot be left empty.

2 Assign groups for Compliance manager, Policy author and Auditor as required.

3 Review the Employee audience. Use explicit groups if access must be limited to a
defined pilot or business population.

4 Set Managers see all direct and indirect reports according to whether managers
should see indirect reports as well as direct reports.

5 Continue and wait for permissions to be applied.
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Warning

Make sure an intended administrator can use the selected group. The site-owner
fallback ends after an administrator role is configured. Applying product
permissions changes inheritance on the hub lists; review existing permissions when
using a shared site. See KB10500. How to Configure Policy Acknowledgement Roles
and Permissions.

Configure notifications and recording

Review the email and Teams options, quiet hours and sender. If a service has been
provided, enter Reminder service URL, use Open the admin consent page and then
Check the consent. Choose the recording mode under Who records acknowledgments.
Without a connected service, automated reminders and escalations do not run.

If you change the recording mode after the wizard has applied role permissions,
reapply permissions from the Roles tab after setup. See KB10509. Policy
Acknowledgement Data Storage: Direct and Service Modes.

Choose the site deliberately

An existing site can be convenient when the policy application belongs with an
established employee portal. However, the product lists receive their own role-based
permissions. Review the site's owners, existing groups and administrative
responsibilities before using it. Sharing a navigation location does not mean every
member of the wider portal should have policy-management or evidence access.

A dedicated site gives you a clear place to record the hub URL and to manage the
product’s lists and pages. It still requires deliberate source access: a policy can point
to content outside that site's libraries. Decide where documents will be maintained
and who will keep their links and permissions usable after publication.

Use the site URL consistently across the pages you create later. Do not put a
document URL or a reader-page URL into the hub field. The hub is the data location;
the reader page is an interface that connects to it. Keeping those two addresses
distinct avoids a common situation where a page opens successfully but loads records
from an unexpected hub.

Validate role and notification decisions

Before advancing from the role steps, verify that an intended administrator actually
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belongs to the chosen group and can resolve that membership. Keep a record of the
selected groups so that the configuration can be reviewed after setup. Do not assume
the setup operator's continued access proves that every future administrator will have
the same rights.

The option concerning a manager's whole reporting branch is stored in settings, but
the current Team Compliance component offers both scope choices without enforcing
that option. Verify actual access separately and consult KB10530. Team Compliance:
How to Monitor Your Team and Follow Up before relying on this setting to restrict
indirect-report visibility.

Treat the notification step as configuration, not delivery verification. If the external
service is unavailable, finish the parts of the setup you can verify and document the
unfinished service-dependent checks. Keep ordinary confirmation writing consistent
with the selected mode and the applied permissions. Reapplying permissions after
changing the mode is part of the configuration process, not a substitute for a
successful employee test.

Resume safely after an interrupted setup

An interrupted wizard does not necessarily mean that nothing was created. Check the
selected site, existing product lists and saved configuration before restarting from
another page or creating a second site. The storage preparation can add missing
components, but it should not be used as a reason to delete existing records.

Work out which stage failed: site access, structure creation, role lookup, permission
application or service verification. Recheck that stage with the appropriate account.
After recovery, verify both the saved configuration and a representative user action. A
completed setup marker alone does not demonstrate that source documents, all page
links or automatic notifications work.

Finish and verify

At the last step, use Import from a library to create initial drafts, or continue without
importing. Select Finish the setup. The wizard does not create all employee and
management pages for you: add and connect them as described in KB10499. How to
Create Policy Acknowledgement Pages and Connect Web Parts.

Review installation state, then test access with an administrator and a pilot employee.
Importing a document does not publish it or create an assignment.
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