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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 Allow Negative Balances

Overview

By default, Vitextra Absence & Coverage protects the yearly entitlement: an employee
cannot submit a request for more days than they have left of a given absence type.
The panel shows the error The request exceeds your remaining balance for this
absence type. and the Submit request button does not save the request.

Some companies deliberately allow employees to take vacation in advance or to go
slightly over their entitlement and settle the difference later. For this case there is the
setting AlLowNegativeBalance. When it is switched on, the same message stays
visible but only as a warning: the employee can still submit the request, and the
balance of that absence type becomes negative.

Note

The setting is off by default and applies to the whole product site — to all
employees and all absence types that have a balance. Absence types without a limit
are never checked.

Turn the setting on

1 Open the product site — the site selected in the web parts — and open the
Settings list from Site contents.

2 Select New and fill in the item:

3 Save the item and ask users to reload the page with the web parts.

Settings
Title Value Add column

AllowNegativeBalance

The AllowNegativeBalance row in the Settings list

The letter case of the value does not matter: true, True and TRUE all switch the
setting on. Any other value — including ves, 1 or on — leaves it off. To switch the
setting off again, set the Va'lue to false or delete the row.

What changes for the employee

The balance check happens in the New absence request panel while the employee
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chooses the dates. The summary line shows Remaining after this request: with the
number of days left. Without the setting a negative number comes together with a red
error. With ALlowNegativeBalance set to true:

- the message The request exceeds your remaining balance for this absence type.
appears as a yellow warning;

- the Submit request button saves the request normally — it becomes Pending
approval, or is approved at once if the type needs no approval;

- the request counts against the balance in full, so the remaining value drops below
zero.

Example for the type Vacation with an entitlement of 20 days:

Item Days
Entitlement 20
Used (approved requests) 18
Pending 0
New request 24
Remaining after this request -2
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MNew absence request X

Absence type *

Vacation

Start date *

Maow 23, 2026

@

End date *

Cec 11, 2026 B

|:| Starts at midday (the first day counts as half a day)

|:| Ends at midday (the last day counts as half a day)
15 working day(sy: Nov 23, 2026 — Dec 11, 2026
Remaining after this request: -1.5 dayi(s)

e

L The request excesds your remaining balamce for this absence type.

Substitute k

Comment

Submit request | Cancel

A yellow warning instead of an error when the balance is exceeded

After submission the Balances section of My Absences shows the negative figure on
the card of the absence type, for example -2, and the progress bar is full. The
approver sees the request as usual; the Approvals tab does not show the employee’s
balance, so tell approvers about your policy.

Which requests are checked

The balance check — with or without the setting — applies only when all of the
following is true:

- the absence type has a limit: either an AnnualAllowance above zero in the
AbsenceTypes list or a row for the person, type and year in the Balances list;

- the start date of the request is in the year currently shown in the My Absences web
part, because the balances loaded are those of that year;

- the request would take the remaining value below zero.
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Warning

A request is booked fully to the year of its start date, even if it continues into the
next year. The balance of the next year is not reduced. Switching on negative
balances is therefore a policy decision: nobody blocks employees from exceeding
their entitlement any more, so review the cards in the Balances section regularly.

When to use the setting

Use AllowNegativeBalance when:

- the company allows employees to take vacation in advance and deducts it from next
year's entitlement;

- HR prefers to decide on exceptions at the approval stage rather than prevent the
request;

- the entitlement is entered per person later in the year and employees should not be
blocked in the meantime.

If you only need to give a particular person more days, do not turn the setting on for
everyone. Increase their entitlement or add carry-over days in the Balances list

instead, as described in KB10353. How to Set Yearly Entitlements and Carry-Over
Days.

Tip
Existing requests are not changed when you switch the setting off again.

Employees who are already below zero keep their negative balance, but they cannot
submit further requests of that type until the balance is positive.
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