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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 Assign a Substitute to Your Direct Report

Overview

Employees can name a substitute in their own time-off request. Sometimes this is not
enough: the employee forgets, the absence is unplanned, or you simply want to
arrange cover yourself. In that case you create a substitution directly in the
Substitutions web part with the Assign a substitute button.

This article shows how to assign a substitute to a direct report, what the fields mean,
and what happens after you save.

Warning

The product must already be installed and the Substitutions web part added to a
page of your site. If it is not, start with KB10035. How to Install a Vitextra Product in
SharePoint Online and KB10324. How to Add the Absence & Coverage Web Parts to
a Page and Select the Site.

Assign a substitute step by step

1 Open the page with the Substitutions web part and click Assign a substitute in the
toolbar. The Assign a substitute panel opens on the right.

2 In Absent person, replace your own name with the employee who is away. Start
typing a name and select the person from the suggestions.

3 In Substitute, select the colleague who will cover.

4 In Kind of substitution, keep Temporary for cover during an absence. Choose
Handover of duties only when duties pass on permanently (see KB10349. How to
Hand Over Duties When an Employee Leaves (No End Date)).

5 Select the Start date and the End date. For a temporary substitution both dates are
required.

6 In Responsibilities, describe what the substitute takes over: tasks, approvals,
customers, shared mailboxes. The text is shown to everybody who sees the
substitution.

7 Click Save. The panel closes and the message The substitution was created. The
substitute has to confirm it. appears above the list.
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Assign a substitute

Absent person

@ Joni Sherman =

Substitute

Kind of substitution

Temporary

Start date *

Mov 23, 2026

End date *

Mow 27, 2026

Responsibilities

Customer support queue and approval of purchase orders up to 1,000 ELIR|

The Assign a substitute panel with all fields filled in

The fields of the panel

Field Required Notes
One person. Prefilled with
your own name; change it
to your direct report. The
Absent person Yes y P .
product does not restrict
the choice to your direct
reports.
) One person. It cannot be
Substitute Yes P
the absent person.
. o Temporary (default) or
Kind of substitution Yes P A . )
Handover of duties. For a
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Field

Start date

End date

Responsibilities

Required

Yes

Yes for Temporary

No

Notes

handover the panel shows
the hint A handover of
duties has no end date
unless you set one.

First day of the cover.

Cannot be earlier than the
start date. Optional for a
handover; the label then
reads End date (optional).

Free multi-line text.

If something is missing, the panel shows an error above the fields instead of saving:
Select the person who is absent., Select the substitute., The substitute cannot be the
absent person., Select the start and end dates. or The end date cannot be earlier than the

start date.

What happens after you save

The new substitution always starts with the status Waiting for confirmation: it does
not take effect until the substitute confirms it. Everyone involved finds it in a different

place:

Who

The substitute

The absent employee

You and everyone else

Where

| cover tab, with a number

badge

Covering me tab

Who covers whom tab
(filter Running and
planned)

What they see

The Accept and Decline
buttons (KB10347. How to
Accept or Decline a
Substitution)

The substitute and the
status pill; the Cancel
substitution action

The pair Substitute —
Absent person, the period,
the kind and the status
(KB10348. How to Find
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Who Where What they see
Out Who Covers Whom)

(=) The substitution was created. The substitute has to confirm it. ®

lcover @ Coveringme  Whocovers whom  No substitute @&

Q, Search by name | | Running and planned
. - Oct 26, 2026 - Oct 30,
Isaiah Langer — @ Alex Wilber 2076 In progress
Responsibilities: Sprint board and customer tickets Temporary
= @ Grady Archie from Mov 2, 2026 T e

Responsibilities: All duties of the Marketing team lead (handover) Handover of duties

Alex Wilber — MNov 16, 2026 - Nov 20,

2076 ‘Waiting for confirmation * Cancel substitution
Responsibilities: Release checklist and weekly status report Temporary
. Mov 23, 2026 — Nov 27, —
- e Joni Sherman 2026 Waiting for confirmation | Decline
Responsibilities: Customer support queue and approval of purchase orders up to 1,000 EUR Temporary —

. Dec 7, 2026 - Dec 18,
= ° Isaiah Langer 2026

Planned
Hesponsibilities: Key accounts: Contose and Fabrikam Temporary
- - Dec 21,2026 — Dec 30, —
> @ Mestor Wilke 2026 Waiting for confirmation | Decline
Responsibilities: On-call duty for the suppart queus Temporary —

A newly created substitution waiting for confirmation

Note

The product sends no e-mail or Teams message. Tell the substitute that a
substitution is waiting: the person sees it with a number badge on the | cover tab
the next time they open the page.

Assign from the list of absences without a substitute

If the employee already has an approved absence, there is a quicker way. Open the No
substitute tab and click Assign in the row of that absence. The same panel opens with
the person and the dates already filled in, and the new substitution is tied to that
absence (KB10338. How to Find Absences Without a Substitute). A substitution created
with the toolbar button is not tied to any request and is not recognised as cover for a
specific absence there.
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Warning

Only the absent person can cancel a substitution in the web part, using Cancel
substitution. As the manager, you cannot cancel a substitution you created for your
direct report. If you assigned the wrong substitute, ask the employee to cancel it
and create a new one.
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