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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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Why You Should Edit Absences in the Web Parts and Not in the List View

Overview

Vitextra Absence & Coverage keeps all data in ordinary SharePoint lists on the
product site, so an administrator can open any of them and edit an item. For some
lists this is exactly how the product is meant to be maintained. For the Absences
and Substitutions lists it is not: these hold the requests and the cover
arrangements of your employees, and the web parts write them in a way that the
standard Llist view does not reproduce. This article answers the questions
administrators ask most often.

Why shouldn't | change a date in the list view?

The date columns of the product lists, such as StartDate and EndDate, are date-
only columns. When a web part saves a date, it writes it as local noon of the chosen
day. Noon is far enough from midnight that the stored day stays the same when
SharePoint converts the value between time zones.

A date that you type into the list view is saved with a different time of day. For viewers
in other time zones such a value may be displayed one day off — for example, a
vacation that starts on Monday shows up in the Team Absence Calendar of a colleague
abroad as starting on Sunday. As a precaution, always change dates through the web
parts.

Warning

The list view is a different tool for a different job. Several values of a request are
calculated by the web part when it is saved and are not recalculated when you edit
a field in the list.

What else is not recalculated?

A request is more than its dates. When it is created, the web part also stores:

What happens if you edit

HElL R SRRt the dates in the list

Not recalculated; balances
Number of working days WorkingDays and the calendar still use
the old number
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Value

Where it is kept

What happens if you edit
the dates in the list

Title of the item (person

Titl
and type) itle Not updated
A copy of the type title
Name of the absence type | TypeName made at request time; not

updated when the type is
renamed

Substitutions of the
request

Substitutions list,
Absenceld

Dates of the substitution
remain as they were

The web parts also match requests by the text column EmployeeEmail, not by the
person column Employee. Changing the person in the list therefore does not move
the request to another employee’s list.

Which lists can | edit directly?

There is no separate administration web part in this version, so the lookup lists are

edited in the list itself.

List

Edit in the list view?

Notes

AbsenceTypes

Yes

Add types, change colour,
approval, allowance. See
KB10352. How to Add and
Configure Absence Types

Balances

Yes

One row per person, type
and year. See KB10353.
How to Set Yearly
Entitlements and Carry-
Over Days

Holidays

Yes

One row per day. See
KB10354. How to Add
Public Holidays

Settings

Yes

Keys WorkDays,
FallbackApprover, Al
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List

Edit in the list view?

Notes

lowNegativeBalance.
See KB10355. How to Set
the Working Week

Absences

No — use the web parts

Requests, with calculated
values

Substitutions

No — use the web parts

Cover arrangements,
linked to requests by
Absenceld

-] MName Type Items Modified

O Deocuments Doc 10/B/2026 11:45 PM

& Form Templates Do 0/27/2026 1 M

[ Site Assets Doc 10/27/2026 12:08 AM

0 Style Library Doy 10/B/2026 11:45 PM
T Absences List 0/27/2026 1 M
™ AbsenceTypes List
T palances List 10 10/27/2026 12:47 AM
@ Holidays List 0/27/2026 12:47 AM
T Settings List 0 10/27/2026 1:28 AM
T Substitutions List 6 10/27/2026 12:48 AM
i) Events Events list ] 10/8/2026 11:45 PM

O Site Pages Page library 5 10/27/2026 1:11 AM

The six lists of the product site

What should | avoid?

- Do not rename internal columns or change their type. The web parts read the lists
by internal name; a column that no longer has its original name cannot be read.

- . A deleted request leaves substitutions that still refer to it, and an item added by
hand lacks the calculated values.

- Do not set the status of a request by hand (except as a last resort, described below).
Cancelling in the web part also cancels the substitutions of the request; the same
change in the list does not.

- . They are matched exactly, including the letter case.
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Note

After adding or changing holidays, open the Team Absence Calendar and check that
each public holiday is shaded on the intended day. Holiday dates are also date-only
values.

How do | correct a mistaken request?

The safe way is to cancel the request and submit a new one. Cancelled requests do not
count in the balance and do not block the new dates.

1 Open My Absences and find the request in My requests.

2 Select Cancel request. There is no confirmation dialog: the status changes to
Cancelled immediately, the days are released and substitutions of the request are
cancelled.

3 Select New request and enter the correct data, including the substitute.

® Vacation Pending approval ad Appraver. Adele Vance * Cancel request
MNov 16, 2026 - Nov 20, 2026 Substitute: Alex Wilber

Cancelling a request to correct it

The Cancel request action is available for requests whose end date has not passed
yet. After that the web part offers no way to change the request.

What can an administrator do for a past request?

If a request that has already ended must be corrected, an administrator may change
its AbsenceStatus to Cancelled in the list and the employee then enters a
correct request. Change only that one column. Afterwards open the Substitutions web
part and check that no cover tied to the old request remains active; the absent person
can cancel it there.

Tip

For the day-to-day work, ask employees and managers to use the web parts only,
and keep edit rights to the lookup lists with the people who maintain them. More
about the lists is in KB10351. Absence & Coverage Lists: What Is Stored Where.
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