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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 Create and Launch a Policy Acknowledgement Campaign

A campaign assigns a policy version to an audience. Use Policy Manager with an
account allowed to manage the policy. Publish the policy first; the campaign selector
includes published policies and policies under review.

Choose the policy and campaign type

1 Select New campaign.

2 On Policy and type, choose the policy and confirm its version.

3 Enter Campaign title.

4 Select Campaign type. For an initial pilot, use One-time. The other choices are
Update, Periodic acknowledgment and Always-on (new audience members).

5 Continue to the audience step.

Define and preview the audience

Add groups, attribute conditions or individual employees and review the exclusions.
Use Recalculate after changing the policy, version or audience so that the preview
reflects the intended launch. Check both the total and the departmental distribution.
Detailed selection rules are in KB10504. How to Configure a Policy Campaign
Audience.

Warning

An audience without groups, individual users or attribute conditions starts from all
directory users, then applies exclusions. Do not leave it empty when you intend to
run a small pilot.

Set deadlines and reminder settings

Choose N days from the assignment and enter the number of days, or choose Fixed
date and provide a date. For initial launch, the relative deadline is calculated from the
launch time.

Review the settings for assignment notifications, days before the deadline, the due
date, repeated overdue reminders and escalation. Those settings are stored with the
campaign; automatic execution requires the separate service. A value of O for repeated
overdue reminders means no repeated overdue reminder.
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How to Create and Launch a Policy Acknowledgement Campaign

‘ ° Policy and type ° Audience ° Due date and reminders o Review and launch

‘ Campaign title Office parking rules 2.0
| Policy Office parking rules 2.0 Audience preview

Campaign type One-time 1
Due date Days: 14
Audience Employees: 1 employees will receive the policy
Automatically assign the policy to new audience members. No Microsoft 365 Division 1
| Launching creates the assignments immediately and the employees see the policy in My Policies. Excluded automatically: 0 {no license
©f Ne manager)
Already acknowledged version 2.0: 0
| Recalculate |
‘ | Back | Launch the campaign

Reviewing a campaign before launch

Plan a campaign around a concrete outcome

Before launching, state who should receive which version and why. A useful campaign
title helps its owner distinguish the first rollout from a later update or another
department’s assignment operation. The title is administrative context; the selected
policy version and actual audience determine the work created.

For a pilot, use a deliberately bounded population and a deadline that lets the owner
investigate questions. Confirm that employees already have access to the source and
reader page. An audience match creates an assignment, not source permissions.
Likewise, an enabled notification preference is not proof that the separate delivery
service is running.

Review version and audience together. A person who acknowledged an earlier version
may need the new release, but a person with an existing nonexempt assignment for
the selected version is skipped. That existing assignment may belong to another
campaign. Consult KB10520. How to Review a Campaign Audience Before Launch
when the preview and the expected number of new tasks differ.

Walk through a launch example

Assume a pilot preview contains 6 employees for version 1.0. Two already have
nonexempt assignments for that version from an earlier campaign, and the remaining
employees have none. A successful launch creates 4 new assignments. The preview
was still correct about the selected population; the launch applies an additional
duplicate check.

Before selecting the launch action, inspect one of the previously assigned employees
as well as one new employee. This makes the expected difference explicit. After
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launch, verify that the new employee has a task with the intended version and
deadline. Do not create another campaign merely to increase the count to the preview
total.

If the owner later publishes version 2.0, that is a different version for the duplicate
check. A separate update campaign can assign the new release to eligible employees.
Publishing does not cancel all older open tasks, so review those assignments as part
of the revision process rather than assuming the new campaign replaces them
automatically.

Handle a launch error without duplicating work

The application saves an active campaign before adding its assignments. It then
updates counters and writes an audit event. These are not one all-or-nothing
transaction. An error can therefore leave a campaign, some assignments or completed
assignments with a later logging failure.

Reload the policy and inspect its campaigns and employee assignments before
retrying. Record the campaign identifier and the intended audience. Check which users
already have the selected version, then determine what is still missing. A campaign
status by itself does not demonstrate that every intended assignment was created.

After a successful acknowledgement, campaign counters are refreshed separately. If a
summary appears stale, compare the underlying assignments rather than asking the
employee to acknowledge again. The monitoring procedure in KB10523. How to
Monitor and Stop Policy Campaigns helps distinguish campaign summaries from
assignment-level results.

Launch and verify assignments

On Review and launch, review the selected policy, version, audience and due settings.
Select Launch the campaign. Check the reported number of created assignments and
open My Policies as a pilot employee.

The created count can be smaller than the preview. Launch skips a user who already
has an assignment for the same policy version unless that existing assignment is
exempt; an acknowledged assignment is also skipped. The check applies across
campaigns. Consequently, selecting the periodic type does not by itself force a new
acknowledgement of the same version.

Always-on processing and later audience recalculation depend on the service
component. Stopping a campaign changes its campaign status but does not itself
cancel its existing assignments. Do not use that action as an assignment-revocation
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procedure.
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