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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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My Policies: How to Find Your Assigned Policies

My Policies is your personal starting point for policy assignments. Open the page
provided by your organization while signed in with your Microsoft 365 account. Each
assignment refers to a policy version and may have a deadline.

Find what needs attention

Select Awaiting acknowledgment. The list includes assigned and overdue policies, as
well as assignments awaiting review or paused assignments. ltems are ordered by due
date; those without a date appear later.

The banner summarizes pending work and highlights overdue assignments. Go to the
first one opens the first pending item. This item may need review rather than
immediate acknowledgement, so read its status before proceeding.

Open an assignment using Open. Check the version, deadline and any update
information in Policy Reader, then follow KB10506. How to Read a Policy and
Acknowledge It. An assignment becomes overdue when its due date is earlier than the
current day; the due date itself is still within the deadline.

My Policies

& Policies iting your ack led : 1, 1 overdue. Nearest due date: 6 Nov Go to the first one

Recently acknowledged

My policies

Acknowledged: 1 of 2 assigned policies oEE—

Awaiting acknowledgment - 1 Acknowledged - 1 Exempt - 0

all current company
8 Visitor parking procedure Days overdue:1  New sssignment - policies in their latest published
versions.

Due date was 6 Nov
Policy library

Personal policy assignments

Find previous confirmations and exemptions

Select Acknowledged to see completed assignments, with the most recent
confirmation first. Open the relevant item or its Receipt action to view the recorded
confirmation in Policy Reader.

Select Exempt to see assignments from which you were exempted. Exemption is
different from acknowledging a policy. It does not add a confirmation to your
acknowledged count.

If enabled by the page editor, the recently acknowledged panel shows up to 5 items.
The library card opens the policy catalogue, where you can browse content beyond
your personal assignments.
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Decide what to do with each item

Read the status and version before treating every card as the same kind of task. The
pending tab is a work queue, not just a list of enabled confirmation buttons. Several
situations can remain visible there while requiring different actions from you or the
policy owner.

Situation Appropriate next step

Open the task, read the policy and follow

Assigned and within the deadline . . .
the confirmation requirements.

Open the task and check the content;
Overdue contact the owner if you cannot
complete it.

Wait for or seek resolution of the
Requires review reported issue; do not submit the same
reason repeatedly.

Check the displayed state with the
Paused responsible owner rather than assuming
a new deadline.

Open the recorded receipt if you need to

Already acknowledged inspect the confirmation.

Review the exemption information; this

Exempt . : .
is not a confirmation you made.

Being overdue does not by itself mean the policy has disappeared or that you should
search for a replacement assignment. Conversely, reading a policy from the catalogue
does not complete your task. Use the assigned item and check for the resulting receipt
when you submit.

Recognize a new-version request

You may have a completed confirmation for an earlier release and a pending task for a
later release of the same policy. For example, a receipt for version 1.0 does not
automatically complete an assignment for version 2. 0. Open the pending task, check
the version and any change summary, and follow the new assignment’'s requirements.

The title can remain the same across releases. Distinguish records by version, status
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and dates rather than assuming repeated titles are duplicates. If two open items
appear to request the same work, send their identifiers or links to the owner for
review instead of choosing one arbitrarily or confirming both without understanding
the difference.

Confirm that your action was recorded

After submitting, check the receipt in the reader and then reload the personal list.
Locate the completed assignment in the acknowledged view and compare the version
and date. Merely opening the source in a new window does not create this
confirmation, and selecting the statement checkbox without submitting does not save
it.

If an error appears after submission, preserve the message and time. Reopen the
assignment to inspect its current state before repeatedly submitting again. The
recording process can fail after some data was written, so an owner or administrator
may need to reconcile the assignment and evidence. See KB10538. Troubleshooting
Failed Acknowledgements and Missing Notifications for that investigation.

When asking about a missing task, provide the policy title, expected version, account
and the page you used. That helps the owner distinguish an audience exclusion from
a different hub, account identifier or an already-existing same-version assignment.

Understand status and missing items

An assignment marked Needs review is awaiting resolution after a reported inability
to acknowledge. It remains in the pending tab but cannot be confirmed through the
normal reader panel until the issue is resolved or the assignment is reopened.

Note

An empty pending list means this view has no pending assignments for your
account. It does not mean that the organization has no policies. If an expected
assignment is missing, ask the campaign owner to check the audience, exclusions
and version, and confirm that you opened the intended policy hub.

The personal progress count excludes exempt assignments. It can differ from
organization-wide dashboard figures because those reports use a different population
and also exclude paused assignments from their compliance denominator.
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