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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 Send Manual Policy Reminders to Your Team

Team Compliance lets a manager send email reminders for overdue assignments. This
is an immediate user-initiated operation, separate from scheduled notifications sent
by the background service. Use it when you have reviewed the team’'s outstanding
work and want to follow up on specific overdue policies.

Prepare the reminder

Open Team Compliance with the intended manager account and verify the direct-
report or whole-branch scope. Check that the employees and overdue policies are
correct before sending. The team comes from directory reporting relationships, while
assignment data can retain the manager captured when the assignment was created.

The operation uses Microsoft Graph Mail.Send and the current user's mailbox. The
configured notification sender in Policy Admin does not change this manual sender.
Make sure the reader page URL is correct; each email contains a link carrying the
policy and assignment identifiers.

Remind one employee

1 Find the employee’s row in Team Compliance.

2 Review the overdue cells and distinguish them from items awaiting review or
already exempted.

3 Select Remind on that row.

4 Wait for the result message before another attempt.

The row action passes that employee's overdue assignments to the sender. If the
employee has several overdue policies, the implementation sends a separate email for
each assignment; it does not combine them into one digest.

Team Compliance

My team: policies

Employees: 3 - data as of 11/07/2026 Direct reports All direct and indirect reports Remind employees with overdue assignments (1)
Employees: 3 - data as of 11/07/2026

Team compliance Pending, not yet due Overdue Needs review

0% 2 1 0

Employee Visitor parking procedure 1.0

Alex Wilber Due by 21 Nov

Marketing Assistant

Nestor Wilke Days overdue: 1 Remind

Senior Engineer

Joni Sherman Due by 21 Nov
Content Manager

Sending reminders for reviewed overdue assignments

KB10524 Page 4 of 6


https://vitextra.com/en/support/kb/10524

How to Send Manual Policy Reminders to Your Team

Remind the displayed overdue population

Select Remind employees with overdue assignments to process the overdue
assignments in the loaded team scope. The displayed count is an assignment count,
not necessarily a distinct-employee count. Review a broad scope carefully before using
the bulk action.

The product fills a localized message template with the policy title, employee name,
due date and reader link. This interface does not expose a free-form template editor.
Date text follows the sending browser’s formatting. The send operation asks Graph to
save a copy in Sent Items.

Understand which notification settings apply

Manual sending calls the mailbox operation directly. It does not check the service's
email toggle, quiet hours, configured sender or campaign escalation schedule before
sending. Do not expect disabling scheduled notifications to disable this manual
action, or expect a manual click to wait until quiet hours end.

The product records a manual-reminder audit event after processing the batch. A
successful client send result means the API accepted the send operation; it is not
independent proof that the recipient read or even received the message in their
inbox.

Warning

Messages are sent sequentially. If a later send or the final audit write fails, earlier
emails may already have been sent. Inspect Sent Items and the affected assignment
list before retrying the whole batch. A final error must not be interpreted as proof
that no reminders were sent.

Verify and troubleshoot

For a pilot, inspect the sent message and ask the recipient to test its link. Confirm that
it opens the expected assignment under their account; sending the link does not
grant source permissions. If the sender has only read access to the audit list, the final
logging operation can fail after delivery attempts, so involve an administrator rather
than blindly repeating.

If no row action is shown, confirm that the employee actually has overdue
assignments in this scope. Needs-review and exempt states are not normal overdue
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items. For scheduled notifications use KB10525. How to Connect the Policy Service
and Configure Automatic Notifications, and for team-scope investigation see KB10530.
Team Compliance: How to Monitor Your Team and Follow Up.
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