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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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If you need clarification, use the question action in Policy Reader. If you cannot
truthfully accept the acknowledgement statement, use the inability-to-acknowledge
action and explain why. These actions serve different purposes and have different
effects on your assignment.

Choose the appropriate action
Situation Action Assignment effect

Records a question
without automatically
changing the assignment
status.

You need an explanation
but have not declared that | Ask the owner a question
you cannot confirm.

You cannot accept the Records the reason and
| cannot acknowledge — :
statement and need a . changes the assignment
. . give a reason . .
decision or exception. to review-required status.

Do not use the normal confirmation checkbox merely to clear a deadline when you
cannot confirm the statement. Conversely, an ordinary question does not
automatically pause the deadline or suspend reminders.

Submit a question

1 Open your assignment from My Policies.

2 Read the policy, version and acknowledgement statement so that you can identify
the point needing clarification.

3 Select Ask the owner a question.

4 Enter a clear, nonempty message in Question and select Send.

5 Wait for the sent confirmation before closing the dialog.

Include the relevant section or wording and the question you need answered. Avoid
adding unrelated confidential information. The product already associates the
message with your account and policy; you do not need to copy an entire sensitive
document into the field.


https://vitextra.com/en/support/kb/10527

How to Ask a Policy Question or Report That You Cannot Acknowledge

Question for the policy
owner

The question is sent to the policy owner. The
assignment deadline remains unchanged.

Question

Which visitor spaces may we use during
building maintenance?

A

Submitting a policy clarification question

Report an inability to acknowledge

Open the assignment and select | cannot acknowledge — give a reason. Enter your
reason in Reason, send it and wait for the result. The product stores a case and
changes the assignment to Needs review, retaining the reason in its comment.

After this change, the ordinary acknowledgement panel is replaced by review
information. The assignment remains visible among pending work in My Policies, but
normal confirmation is blocked until the issue is resolved or the assignment is
reopened. This is not the same as an exemption.

Understand what happens next

Authorized users handle open questions in Policy Manager. They can save an answer;
for an inability case they can reopen the assignment, and authorized exemption
decision-makers can record an exemption with a reason. Reopening does not extend
the original due date. See KB10507. How to Handle Policy Questions and Exempt
Employees for the management procedure.

Saving an answer does not, by itself, reopen a review-required assignment. The
current response action stores the answer in the question record; the employee
reader does not provide a complete conversation inbox, and automatic answer email
is not established by that action. Use your organization’s agreed follow-up channel if
you need the decision explained.
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Note

The question and assignment updates are separate operations. If submission
reports an error, the question may already have been created even though the
status update failed. Ask the owner to check the queue before sending the same
reason repeatedly.

Write a message the owner can act on

Identify the part of the policy that needs attention and explain how it affects your
ability to confirm. Include the relevant section heading or a short description rather
than copying sensitive material unnecessarily. Check the policy version in the reader
so that the owner can distinguish a question about the current release from one
about earlier wording.

For a clarification, explain the ambiguous instruction and the decision you need. For
an inability to acknowledge, describe the actual obstacle: for example, a required
procedure may not apply to your role, or a statement may conflict with the work you
have been assigned. These are examples of useful context, not automatic grounds for
an exemption.

If the problem is technical, state whether the source opens in a separate window,
which reading condition remains incomplete and what error is shown. This helps the
owner route a document-access issue differently from a question about the policy's
meaning. A technical question does not require you to claim agreement with content
you cannot read.

Know what to expect after sending

Owner action What it means for you
A response is recorded; a blocked
Saves an answer assignment is not automatically
reopened.

Reload the personal page and review the
Reopens the assignment task again; the original deadline
remains.

The assignment is exempted, not

Records an exemption acknowledged on your behalf.


https://vitextra.com/en/support/kb/10527

Owner action What it means for you

Check which version and assignment the

Revises the polic
potLIcy owner asks you to use next.

The current client does not provide a complete employee conversation inbox or
guarantee an email when an answer is saved. Follow the organization's usual
communication route if you need to learn the decision. Do not assume that the
disappearance of an open case from the owner's queue means you have received the
response.

Avoid repeatedly submitting the same message just because the assignment has not
immediately changed. Reload the task, inspect its state and contact the responsible
owner with the existing context. If submission itself failed, retain the error and time
so that an administrator can check whether a question record or state change was
partially saved.

Verify the outcome

Reload My Policies and check the assignment status after a decision. If reopened, read
the clarification and complete the remaining conditions only if you can now confirm.
If exempted, check the exemption view. If the expected action is missing, verify that
you opened an active personal assignment rather than a receipt, exempt item or
unassigned catalogue policy.
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