
KNOWLEDGE BASE ARTICLE

Employee Details: Local Time, Working Hours and
Availability

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
Overview 4

What the card shows 4

Local time 4

Working hours 4

Free/busy strips 4

Schedule a meeting 5

Where the data comes from 5

When the card is not shown 5



Employee Details: Local Time, Working Hours and Availability

Overview
When you work with colleagues in other offices or time zones, the question is always
the same: is it a good moment to write or call? The Availability card on the Employee
Details page answers it. It  shows the local time of the colleague, the working hours,
and a calendar strip with the periods when the colleague is free or busy today — next
to your own calendar, so you can see at once when you are both free.

What the card shows

Local time
The card shows the current time in the colleague's time zone. The time keeps running
while the page is open. Next to it, the card tells you how this time differs from yours:
3 h ahead of you, 2 h behind you or same time zone. On your own page, the difference is
not shown.

Working hours
Under the local time, the card shows the Working hours of the colleague, for example
9:00 – 17:00. If it is now outside these hours, the mark outside working hours is added.
It is a hint that the person is probably not at work, not a prohibition — urgent matters
can still be sent.

Free/busy strips
Below,  there  are  colored  strips  divided  into  half-hour  slots  from  9:00  to  19:00  for
today.  The  first  strip  belongs  to  the  colleague, the  second  one, marked  Me,  to  you.
Hover the pointer over a slot to see its status:

Status What it means

Free No events in the calendar.

Tentative The event is not confirmed.

Busy There is a meeting or another busy event.

Out of office The calendar is marked as out of office.

Working elsewhere The person works from another location.

You  see  only the  status, never  the  subject  or  the  details  of  an  event. The  strips  are
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drawn in your time zone, so a slot of the colleague and the slot of yours at the same
position are the same moment.

Schedule a meeting
Under the strips, click Schedule a meeting. A new meeting opens in Microsoft Teams in
a  new browser  tab, with  the  colleague already added as  an  attendee. Choose  a  free
slot, add a subject and send the invitation. The button is not shown on your own page.

Where the data comes from
The data comes from Exchange Online through Microsoft Graph:

- the  time  zone  and  the  working  hours  are  taken  from  the  colleague's  Outlook
settings;

- the  free/busy status  comes  from the  calendar  schedule  of  the  colleague  and  your
own;

- your own calendar is read to draw the Me strip.
Because of this, the people who have no Exchange mailbox have no local time and no
strips.

When the card is not shown
The card (or a part of it) is not shown when:

- the colleague has no mailbox, or the calendar information is not available to you  —
in this case the card is simply omitted, without an error;

- the working hours  of  the colleague cannot  be read  — then the local  time and the
working hours are not shown, and only the strips remain;

- your own calendar is not available — then the Me strip is missing;
- the administrator switched off Local time and working hours or Free / busy for today

and  "Schedule  a  meeting"  in  the  web  part  settings.  The  two  options  work
independently; the button Schedule a meeting is part of the second one.

Note

The  card  needs  the  Microsoft  Graph  permission  to  read  shared  calendars
(Calendars.Read.Shared). If the permission has not been approved by a tenant
administrator,  the  card  is  not  shown.  The  list  of  permissions  is  in  KB10279.
Employee Details. Solution Overview.
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Tip

To  prepare  a  call  with  a  colleague  in  another  country,  open  the  profile  in  the
morning:  the  strips  show  when  both  of  you  are  free  during  the  day,  and  the
difference  in  hours  is  written  next  to  the  local  time.  For  the  other  signs  of
availability  —  presence  and  out-of-office  —  see  KB10286.  Employee  Details:
Presence, Out of Office and Anniversaries.
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