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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 Archive a Policy and Restore It as a Draft

Archive a policy when it should no longer appear in the normal published catalogue.
This changes the policy card’s lifecycle state. It is not a data-deletion, retention,
assignment-revocation or permission-removal operation. Decide what should happen
to existing work before changing the status.

Review the impact first

Open the card as an administrator, compliance manager or owner with management
access. Check its current version, active campaigns, outstanding assignments and
relevant receipts. If you are replacing it with another policy, record which card and
version will be used for the replacement campaign.

Do not assume that archiving will hide the source document. The source remains at
its configured URL with its own permissions. Existing evidence and version files also
remain in their storage locations.

Archive the policy

1 In Policy Manager, select the intended policy and verify its title and current version.

2 Select Archive. The action applies the state change directly; the current interface
does not provide a separate confirmation workflow.

3 Change the policy status filter to Archived or All statuses if the card disappears
from the default view.

4 Verify the archived state and inspect the policy in the library and management
pages.

The library loads published and under-review policies, so archived cards are no longer

part of that catalogue. Publication and new-campaign actions on the archived card

are disabled. These Ul effects do not erase its version history.

Policy Manager

PO“Cy management | Import from a library ‘

Policies - 4 Campaigns - 1 active Needs review - 1 Under review - 1

Selected

Q Search by title ‘ | All categories v ‘ ‘ Archived
Demo-Emergency-access

Policy Version Status Owner Acknowledged Review Archived

Demo-Emergency-access — Archived = — Versians
Workplace safety - mandatory No wi

An archived card remains available for management
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How to Archive a Policy and Restore It as a Draft

Check campaigns and assignments separately

Archiving changes the policy status; it does not automatically stop campaigns, mark
assignments cancelled or delete acknowledgements. Stopping a campaign is itself a
separate action with its own limits, described in KB10523. How to Monitor and Stop
Policy Campaigns.

My Policies is assignment-based, and a direct reader link can still load a policy by its
identifier. Consequently, an old assignment may remain visible or reachable after
archival. Reporting views may also continue to include assignment rows even when
the policy no longer appears in a published-policy matrix. Verify the actual employee
and reporting behavior instead of using archive as an access-control boundary.

Warning

Do not remove underlying lists, evidence records or source files as a shortcut for
resolving outstanding assignments. Archive is a lifecycle label, not a complete
withdrawal workflow. If your organization requires withdrawal or retention
guarantees beyond the current controls, agree a supported procedure before
making the content unavailable.

Restore the card as a draft

Select the archived policy and choose Restore as draft. Confirm that its status
becomes draft, then adjust the filter to find it. Restoration does not clear the current
version, remove previous campaigns or reset historical evidence. The card should
therefore be reviewed as an existing policy, not treated as an entirely new blank item.

Inspect the owner, source, reading controls, dates and history. Publish an appropriate
new version before normal redistribution, then configure the intended campaign.
Because an old current-version value can remain, do not infer readiness solely from
whether a campaign action appears available on the restored card.

Verify the completed change

Check the policy state, library visibility and a representative employee assignment.
Confirm that retained history is still available to authorized users and that the
replacement or restored policy has the intended publication and distribution path. Use
KB10515. How to Inspect Policy Version History and Document Snapshots for
historical inspection and KB10514. How to Publish a New Policy Version and Request
Acknowledgement Again for republication.
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