
KNOWLEDGE BASE ARTICLE

How to See Who Is Away Today and Who Covers Them

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

How to see who is away 4

Who is listed 4

Reading an entry 5

Who covers the person 5

Private absence types 6

If someone is missing 6



How to See Who Is Away Today and Who Covers Them

Overview
Before you send a request to a colleague, you want to know whether they are at work.
The Away today  block at the top of the  Team Absence Calendar gives the answer in
one glance: it lists the people from your calendar who are absent today, shows when
each of them returns and names the colleagues who cover them.

The  block does  not  depend  on  the  period  you  are  browsing, on  the  view or  on  the
legend. It always describes the current day.

The Away today block with three people

How to see who is away
1 Open  the  SharePoint  page  or  the  Microsoft  Teams  tab  with  the  Team  Absence

Calendar web part.
2 Look at the block at the top. The heading is Away today followed by the number of

entries in brackets, for example Away today (3).
3 Read  each  entry:  the  photo  and  name  of  the  person,  the  colored  dot  and  the

absence  type, until  and  the  last  day  of  the  absence, and, if  there  is  a  substitute,
Covered by with the names.

4 If nobody is away, the block says Nobody is away today.
The entries are informational: you cannot open or change them from this block. To see
the dates  around today, use  the  Timeline or  the Month  view below (KB10339. Team
Absence Calendar: Timeline and Month Views).

Who is listed
A person appears in Away today when all of these conditions are met:

- the absence request has the status Approved; pending requests are not shown here,
even when the calendar displays them as hatched bars;

- today lies between the start date and the end date of the absence, inclusive;
- the  person  belongs  to  the  scope  of  the  calendar,  or  the  scope  is  Everyone  with

absences  (KB10340. How  to  Choose  Whose  Absences  the  Team  Absence  Calendar
Shows).

The number in the heading counts the absences listed. A half-day absence counts as
an absence for the whole day.
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Reading an entry
Part of the entry Meaning

Photo and name The absent person

Colored dot and type
The absence type in its color. For a
private type of another person, the grey
Away is shown instead.

until date The last day of the absence

Covered by: names
The colleagues who cover the person
today; several names are separated by
commas

Who covers the person
The Covered by  part lists the substitutes of the absent person whose substitution is
active today. A substitution is active when:

- its status is not Declined or Cancelled;
- today is on or after its start date;
- it has no end date, or today is on or before its end date.
Two consequences are worth knowing:

- A substitute who has not confirmed yet is also listed. A substitution with the status
Waiting  for  confirmation  counts  as  active,  so  the  name  can  appear  before  the
colleague has accepted.

- All  substitutions  of  the  person  count, not  only  the  one  created  together  with  the
absence  request.  A  standalone  substitution  or  a  handover  of  duties  of  the  same
person appears in Covered by as well.

Warning

Covered  by  is  not  a  confirmation.  If  your  work  depends  on  the  cover,  check  the
status in the Substitutions web part: the status of a substitution that is still waiting
shows as Waiting for confirmation. See KB10346. What Is a Substitution: Temporary
Cover and Handover of Duties.
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Private absence types
If the type of an absence is marked as private, for example the default Sick leave and
Parental leave types, you see a grey dot and the word Away instead of the type name,
unless  you are the absent person or the approver of  that request. The end date and
the  substitutes  are  still  shown.  The  details  are  in  KB10345. Private  Absence  Types:
What Colleagues See in the Calendar.

If someone is missing
What you notice Possible reason

A person you expect is not listed

The request is still pending, it was
rejected or cancelled, the person is not
in the scope you chose, or the Maximum
people shown limit was reached.

An entry has no Covered by part

No active substitution exists, or the
substitute declined or the substitution
was cancelled. Managers can find such
gaps on the No substitute tab (KB10338.
How to Find Absences Without a
Substitute).

The block says Nobody is away today.
Nobody in your scope has an approved
absence today.

Note

The  block  is  loaded  when  the  page  opens.  After  a  colleague  returns  or  a  new
absence is approved, refresh the page to update it.

Tip

To assign someone to cover an absence that has no substitute, see KB10337. How to
Assign a Substitute to Your Direct Report.
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