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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.



Table of contents

Prepare the revision

Choose the type of change

Publish the version

Decide what the change means for employees
Account for people at different stages

Launch and verify the update campaign

(o) NN o) W U, T N L O 0N



Publish a new version when the policy content changes and the change must be
identified separately from the existing release. First decide whether employees need
to acknowledge again. That decision affects both the publication type and the
assignments you create afterward; changing the source file alone does neither.

Prepare the revision

Use a policy owner, administrator or compliance-manager account that can manage
the card. Review the current version, existing campaigns and source access. Confirm
that the intended revised content is at the configured source URL and that the policy
is not archived. If it is archived, follow KB10518. How to Archive a Policy and Restore
It as a Draft before attempting publication.

Choose a unique version number. The suggested number increases the major
component for a material change and the minor component for an editorial change.
For example, 1.0 becomes 2.0 or 1.1. Avoid reusing an earlier number: snapshot
and metadata file creation use overwrite behavior, so duplicate numbering is not a
safe way to preserve a separate release.

Choose the type of change
Choice Intended use Current effect

Publishes a version; the
main action then opens
the update-campaign

Material change —

h h i
everyone acknowledges Changes that require a

fresh confirmation.

again wizard for an existing
policy.
Updates acknowledged
Editorial change — Changes for which earlier | assignments of the
acknowledgments are confirmations remain previous current version
carried over acceptable. to the new version
number.

Editorial carry-over does not create a fresh employee confirmation. The original
evidence event and its recorded text remain the original record; the assignment’s
version and comment are changed. Do not report a carry-over as proof that the
employee personally read the revised wording.

Publish the version


https://vitextra.com/en/support/kb/10518
https://vitextra.com/en/support/kb/10518
https://vitextra.com/en/support/kb/10514
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1 Select the policy in Policy Manager and choose Publish a new version.

2 Set Type of change and review Version.

3 Enter What changed. For a material revision of an existing version, a nonempty
change description is required.

4 Review Effective date. Publication changes the policy to published immediately; the
date is not a deferred-publication scheduler.

5 For a material revision, use Publish and start the update campaign to continue to
the wizard, or Publish without a campaign when distribution should be handled
separately. For an editorial revision, use Publish.

Office parking rules
Current version: 1.0

Type of change

®
: 074
Materia Editorial ¢
change - —
Everyone who acknowledged the previous version must acknowledge again. After publishing you
can start the update campaign.
Version
20
What changed *
Updated the visitor parking instructions and emergency access rules
I
=dge th )
document.
Effective date
Sat Nov 07 2026 ‘

Publishing stores an immutable copy of the file in the versions library together with its SHA-256 fingerprint.

Publish and start the update campaign ‘ Publish without a campaign ‘

‘ ‘ Cancel ‘

Publishing a material revision and preparing its campaign

Decide what the change means for employees

Consider a correction to formatting that leaves the intended employee commitment
unchanged. The owner may decide an editorial release is appropriate. In that case,
inspect how acknowledged assignments are carried forward and explain that the
retained receipt is still the original confirmation. A newer assignment version is not
evidence of a new employee action.

Now consider a revised procedure that changes what employees must do. If the
organization requires them to acknowledge the revised obligation, use the material-
change path and explicitly launch the new-version campaign. Write a change
summary that identifies the practical difference, so the reader can understand why
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https://vitextra.com/en/support/kb/10514

another task has arrived instead of seeing only a new number.

The product does not decide whether a change is substantively important for your
organization. Make that decision before publication and apply it consistently. A
material revision without a launched campaign leaves the distribution step
unfinished; an editorial carry-over should not be presented as fresh consent to
changed obligations.

Account for people at different stages

Employee situation before revision What to check after publication
Already acknowledged the previous Whether the decision calls for carry-over
version or a separate new-version assignment.

Whether the old task remains and which

Still has the previous version open . . :
live source it now displays.

Whether the new campaign audience
Exempted from a previous assignment and assignment decision are appropriate
for the new release.

Whether the person receives the
Newly included employee intended current release and can access
its content.

Review these groups rather than testing only a newly created task. Publication does
not automatically withdraw every older assignment, and an exemption belongs to its
assignment rather than being a universal ban on future work. Before broad
distribution, inspect one representative record from each applicable group.

Keep the version number, summary, retained file and campaign decision together in
your release review. If an error interrupts publication or distribution, this record helps
establish which stage actually completed and which employees still need action. Do
not repair uncertainty by overwriting a previous version number or by treating a
second campaign as a replacement for understanding the first.

Launch and verify the update campaign

Opening the wizard is not the same as launching it. Inspect the policy version,
audience preview and deadline, then explicitly launch as described in KB10503. How
to Create and Launch a Policy Acknowledgement Campaign. Employees who already
acknowledged another version are eligible for a new-version assignment, subject to


https://vitextra.com/en/support/kb/10503
https://vitextra.com/en/support/kb/10503
https://vitextra.com/en/support/kb/10514
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the normal audience and duplicate checks.

Test one new assignment and inspect its version, change summary and receipt. Also
inspect an older assignment if it remains open: the publication operation does not
cancel every old assignment automatically.

Warning

The reader currently uses the policy's source content, and the acknowledgement
payload takes the policy's current content hash while identifying the assignment
version. If an older assignment survives a source/version update, do not assume it
presents or records an exact archived-version match. Reconcile outstanding
assignments and verify the content/version relationship before collecting
confirmations.

If publication reports an error, reload the card and history before retrying. Snapshot
creation, version metadata, policy update and carry-over are separate operations, so
inspect whether part of the change already completed. See KB10515. How to Inspect
Policy Version History and Document Snapshots for history and KB10519. What to Do
When Policy Content Changes Without a New Version for source drift.
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