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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 Add Public Holidays

Overview

A public holiday is not a day off that an employee has to request. If a vacation from
Monday 9 to Friday 13 November 2026 contains a holiday on Wednesday 11
November, the employee should use four days of the balance, not five. Vitextra
Absence & Coverage handles this with the optional Holidays list on the product
site. Every row is a day that is not counted as a working day.

Holidays have three effects:

- they are left out when the working days of a new request are counted;

- they are shaded in the Team Absence Calendar, with the holiday name in the tooltip
or in the day cell;

- they appear in the Upcoming public holidays block of My Absences.

There is no import of national holiday calendars in this version, so HR enters the days
once a year.

Columns of the Holidays list

Column What to enter

Title The name of the ho"llday, for example
Independence Day

HolidayDate The day (date only)

Add holidays

1 Open the product site and go to Site contents.

2 Open the Holidays list.

3 Add a new item for each holiday: type the name in Tit'le and pick the date in
HolidayDate.

4 Repeat for every day of the year that should not count as a working day.

One row stands for one day. A holiday that lasts three days needs three rows. A holiday
is always a full day; there are no half-day holidays.
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Holidays

Title HolidayDate - Add column

Lacplesis Day 11/11/202

Republic Day of Latvia 11/18/202

Christmnas Eve 12/24/202

Christmas Day 12/25/202

Boxing Day 12/26/202

Mew Year's Eve 12/31/202

Mew Year's Day 1/1/2027

The Holidays list with entries for the end of 2026

Warning

Enter each date only once. Two rows for the same day do not change the counting,
but the day may appear twice in the Upcoming public holidays block.

Effect on working days

When an employee fills in a request, every day of the period counts as a working day if
its weekday belongs to the working week and the date is not in the Holidays list. A
holiday inside a vacation is therefore not deducted, and a request that consists only of
holidays and weekends has no working days and cannot be submitted. The working
week itself is defined in the Settings list (KB10355. How to Set the Working Week);
the full counting rules and worked examples are in KB10326. How Working Days Are
Calculated in Absence Requests.

2026

Request (Vacation) Holidays list Working days

Mon 9 Nov - Fri 13 Nov none 5

2026

Mon 9 Nov - Fri 13 Nov

2026 Wed 11 Nov 4

Tue 24 Nov - Mon 30 Nov none 5 (the weekend is not

2026 counted)

Sat 14 Nov - Sun 15 Nov 0, the request cannot be
none

submitted

KB10354
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The number is calculated when the request is submitted and stored with it. Adding a
holiday later does not change the days of requests that already exist, and the balance
of the employee stays as it was. If a request has to be corrected, cancel it and submit
it again — see KB10358. Why You Should Edit Absences in the Web Parts and Not in
the List View.

Note

When the New absence request panel counts days, it knows the holidays from 1
January of the year shown in My Absences to 31 December of the following year.
Keep at least the current and the next year in the list.

Where holidays are shown

Team Absence Calendar. On the timeline the column of a holiday is shaded and the
holiday name is in the tooltip of the day; in the month view the name is written in the
day cell. The shading is controlled by the Show public holidays option in the property
pane of the web part, which is on by default. Turning it off changes only the display;
holidays are still left out of the working days.

My Absences. The Upcoming public holidays block lists the next four holidays from
today. It is controlled by the Show public holidays option of the My Absences web part
and is hidden when there is nothing to show.

Away today (2)

f’ Alex Wilber  » Vacation - until Oct 30, 2026 o Joni Sherman  » Business trip - until Oct 29, 2026

< Oct 25, 2026 - Nov 7, 2026 > | Today | | Timeline || Month | ‘ 2 weeks v ‘) Show requests pending approval
@ vacation @ Personalday @ Remotework @ Businesstrip W Unpaid leave I Away @ Pending approval
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A public holiday on the Team Absence Calendar timeline

Upcoming public holidays
& Mov 11, 2026 — Lacplesis Day  [F] Mov 18, 2026 — Republic Day of Latvia & Dec 24, 2026 — Christmas Eve Dec 25, 2026 — Christmas Day

The Upcoming public holidays block in My Absences

Regional and company days, yearly maintenance
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- Company days. A day off that applies to the whole company, such as a company
anniversary, is entered like any other holiday.

- Several countries. The list belongs to the product site, and one site has one set of
holidays and one working week. If your locations have different holidays, use a
separate product site for each of them and select the matching site in the web parts
of that location’s pages.

- Once a year. Add next year's days before December, so that requests for January are
counted correctly. Past rows may stay in the list.

- Many rows. Adding a long list is no different from any SharePoint list; use the list
features you know for entering many items at once.

Tip

To see how the shaded days look in the calendar, read KB10341. How to Read the
Team Absence Calendar: Colors, Hatching and Marks. For all lists of the product, see
KB10351. Absence & Coverage Lists: What Is Stored Where.
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