
KNOWLEDGE BASE ARTICLE

How to Browse and Search the Policy Library

2026 © Vitextra SIA. All rights reserved.



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
Browse the catalogue 4

Search and filter 4

Interpret personal badges 4

Configure a focused library page 5

If a policy is missing or will not open 5



How to Browse and Search the Policy Library

Policy Library is a catalogue of published policies and policies under review. It helps
employees find reference material beyond their personal task list. My Policies answers
what you have been assigned; the library answers what policy cards are available in
this configured catalogue.

Browse the catalogue
Open the library page provided by your organization. Each card can show the policy's
category,  importance,  title,  description,  current  version,  effective  date  and  owner.
Select Open to continue to Policy Reader.

Draft and archived policies are not loaded into this catalogue. A policy under review
remains  included,  so  its  presence  does  not  imply  that  every  owner-review  task  is
complete.  The  page  can  also  be  restricted  to  a  configured  set  of  category  names,
which narrows the cards even before your own search is applied.

Search and filter
1 If the search controls are visible, enter a distinctive word or phrase.
2 Choose a category or All categories.
3 Review the matching cards and clear the search or category to broaden the result.
4 Open the intended policy and check its version and source before relying on it.
Search  is  case-insensitive  and  matches  substrings  in  the  title,  description  and
regulatory  tags. It  does  not  search  the  full  text  inside  the  source  document, owner
name or a SharePoint search index. Try a known title word or tag when a phrase from
the document body returns no results.

Searching policy metadata and reviewing personal status

Interpret personal badges
The library loads  your  assignments  to  annotate  cards. If  you  have  an  acknowledged
assignment  matching  the  policy's  current  version,  it  shows  that  acknowledgement
first. Otherwise  it  can  show acknowledgement  required  for  an  assigned  or  overdue
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item. The link then includes the relevant assignment identifier.

A  badge  is  not  a  complete  history  of  all  your  campaigns.  A  current-version
acknowledgement takes display priority, and a missing badge does not prove that no
exemption,  review-required  item  or  other  historical  assignment  exists.  Check  My
Policies for the detailed personal list.

Opening  a  catalogue  policy  does  not  create  an  assignment  automatically.  Policy
Reader  can  identify an  existing  personal  assignment  or  show that  no  assignment  is
present. Browsing and formal acknowledgement are separate operations.

Configure a focused library page
A page  editor  can  connect  the  web  part  to  the  intended  hub  and  reader  page, set
Categories and enable or disable Show the search box. Category settings are comma-
separated  exact  category names;  leave  them empty for  the  full  loaded  catalogue. A
mismatch in spelling or case can exclude expected cards.

The  search-display  switch  controls  both  the  search  field  and  the  user  category
selector  in  this  implementation.  Hiding  it  does  not  remove  a  configured  category
restriction. Test the published page as an employee after editing settings.

Warning

Catalogue  filters  are  presentation  settings,  not  data-permission  boundaries.  They
neither  grant  access  to  a  source  document  nor  guarantee  that  excluded  records
cannot  be reached through SharePoint. Configure  effective  permissions  separately
using KB10500. How to Configure Policy Acknowledgement Roles and Permissions.

If a policy is missing or will not open
Clear personal filters, verify the configured hub and categories, and ask the owner to
check  publication  status. If  the  card  appears  but  its  source  fails, test  source  access
separately  from  hub  access.  For  a  missing  personal  assignment  use  KB10536.
Troubleshooting Missing Policies, Employees and  Assignments; for preview problems
use KB10537. Troubleshooting Policy Preview and a Disabled Acknowledge Button.
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