AP vitextra

e

Employee Directory
User Guide

Version 26.9.9 - Updated 10/20/2026




@vitextra Employee Directory. User Guide 2 of 23

Copyright

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved.

All trademarks and registered trademarks mentioned in this document are property of

their respective owners.
Company information:

Email: info@vitextra.com

Website: vitextra.com

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com


https://vitextra.com/
https://vitextra.com/
mailto:info@vitextra.com

@vitextra Employee Directory. User Guide 30of23

Contents
COPYTIGNT et 2
CONTENTS ...ttt e bbbttt 3
INEFOAUCTION. ..ottt bbb 5
ADOUT thiS GUILE......eeee ettt 5
WAt YOU CAN DOttt et 5
Where to FINd EMPIOYEE DIr€CTONY ...ttt sssssssssss s sassssssssssans 5
The Dir€Ctory @t @ GlaNCe.......ireerieeeee ettt sttt ssss st ssss s ssnes 7
FINAING PQOPIE..... ettt 9
SAICINING .ottt 9
SEAICNING DY SKIllS...ueeieieieeee ettt sttt s s sannes 9
QUICK FITEEIS ettt 9
REFINEMENT PANEL... ..ottt st 10
Alphabetical NaVIGatioN........ e ssse s s siessnes 11
Groups aNd MOIE RESUILS........ccirierrieriees ettt st ssss st ssss s ss s sasssnses 11
WOTKING WIth RESUIES ...ttt 12
CoNtact aNd Details VIEWS.......c.viirereciecirecieciseiseiseise et ssse e sen 12
PIESEINCE. ...ttt et 13
EMPIOYEE DTS PANE.......oeieeii ettt 14
AVAIADITEY ..ottt sttt 15
Local Time and WOrKiNg HOUFS.........creeeiseieceeie et sss s sseen 15
CONLACING COIlBAGUES.......eoeeeee sttt ss st st nes 17

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com


https://vitextra.com/

@vitextra Employee Directory. User Guide

FAVOTITES. ...ttt et
Exporting and Saving CONtacts........ccocreneeneneieseseseeese e eeeeieees
EXPOI tO EXCOL.ueriee et
Saving @ Contact Card........reeeeeeeeeeieeisessise s
Employee Directory in Microsoft Teams........c...cocoeeomrenninneenneennresnsssseennens
NEW EMPIOYEES.......oeerierieeets sttt ssss s
Tips and TroubleShOOTING........oeiee e seeeees
| cannot find @ ColleagUE........ooeieriei e

My information or a colleague's information is wrong or missing

The My department or My team tab is MissSing........c.cccoccoveurcunennn.

My favorites diSapPPEAred........coreveriernrieeeriesesiesee s seeseesses
Chat or Call does not open Teams.........c.ccevneeneeneeeneeneeneeereereeseeesenns

AQAITIONA] RESOUICTES....eeeeeeeeeeeeeeeeeeee et ee et eeeeeeeeseeeeeesses s s sesnas

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved.

4 of 23

vitextra.com


https://vitextra.com/

@vitextra Employee Directory. User Guide 5 of 23

Introduction

About this Guide

This guide is for employees who use Employee Directory to find colleagues and get in
touch with them. It explains how to search, filter and browse the directory, what the
employee details pane shows and how to start a chat, call, email or meeting with one click.

No administrator rights are needed.

The exact set of features depends on how your administrator configured the directory.
Some elements described here, such as the quick filters or the export link, may be hidden

on your pages.

What You Can Do

* Find a colleague by name, job title, department, skills or other profile information.

e Narrow the list in one click to your department, your team, the people you work
with or your favorites.

e See a colleague's Microsoft Teams presence, availability for today and local time.

¢ Open the details pane with the manager, direct reports, contact information, skills
and recent documents.

e Start a Teams chat or call, send an email, schedule a meeting or save a contact card.

e Export the list of employees to Microsoft Excel.

Where to Find Employee Directory
Employee Directory can appear in several places in your organization:
e On a SharePoint page, for example a page called People or Employee Directory on
the intranet.

* In Microsoft Teams as a personal app named Employees in the app bar on the

left.
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¢ |n a Teams channel as a tab.

The directory works the same way in all these places, on a computer and in the SharePoint

and Teams mobile apps.

' Note

Ask your administrator or colleagues for the link to the directory page if you cannot find it.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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The Directory at a Glance

When the directory opens, it shows the employees of your organization. The page consists

of the following areas:

Q. Search for employees

All g My department P My team & People | work with ¢ Favarites

Total number of results: 51 Last updated: 4 hours ago Refresh

Aivars Dreimanis

Accountant Specialist

Finance o
L]

Alan Coleman
Software Developer

Alyona Nepomnyashch...
Internal Auditor
Finance

Amanda Staggs
Software Engineer
Cloud Division

€

©

g

Barbara Kowalski Benjamin Swinford
Receptionist Support Representative
o Administration @ Support

Figure 1. Employee Directory overview

Andrew Martin

Product Manager
Marketing

Annett Weber

Accounts Manager
Finance & Accounting

Table 1. Areas of the directory

Area Purpose

Search box Type a name, job title, department, skill or other text to find people.

Quick filters Tabs that narrow the list to a group of people in one click.

Results line Total number of results, the Export to Excel link and, in some directories, the

time of the last update with a Refresh link.
Results Employee cards (Contact view) or a table (Details view).

Refinement panel Lists of values, such as departments or job titles, that filter the results.
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Alphabetical navigation A-Z bar that shows people whose last name starts with the selected letter.

Details pane Full information about the selected employee.
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Finding People

Searching

Start typing in the Search for employees box. The results are updated as you type. You do
not need the exact spelling: the directory finds partial words and similar names, and

searches across names, job titles, departments and other profile fields.

1. Click the search box.
2. Type a name, part of a name, job title or department, for example Anna, account
manager or Finance.

3. Select a person in the results to open the details pane.

Tip

To return to the full list, clear the search box.

If nothing matches your query, the directory shows No results found. Check the spelling

or try a shorter query.

Searching by Skills

If your administrator turned on search by skills, the directory also finds people whose
profile skills match your query. Matching skills are shown first in the Skills column. This

helps to answer questions like "Who knows Power BI?" or "Who speaks Spanish?".

You can also start a skills search from the details pane: select a skill in the Skills section to

find everyone with this skill.

Quick Filters

The quick filters are tabs above the results. Select a tab to narrow the list; select All to see

everyone again. You can combine a quick filter with a search query.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Table 2. Quick filters

All All employees in the directory.

My department Colleagues from your department.

My team Your manager, colleagues who report to the same manager and your direct
reports.

People | work with The people you work with most often, based on your email, meetings and

chats in Microsoft 365.

Favorites The people you marked with a star. The number of favorites is shown in

brackets.

&' Note

A tab is shown only when there is data for it. For example, My department does not appear if the department
is not filled in your profile, and People | work with is empty while you have little activity in Microsoft 365.

|, support b

All &% My department o My team o People | work with ¢ Favorites

Figure 2. Quick filters
Refinement Panel

If the directory has a refinement panel, it lists the values of some attributes, for example
departments, job titles or offices, with the number of people for each value. Select a value

to show only the matching employees. Select several values to combine them.

e Show more and Show fewer expand and collapse long lists of values.

e Clear your refiners removes all selected values.
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Alphabetical Navigation

Some directories show an A-Z bar. Select a letter to see the employees whose last name

starts with it. Select Show All to return to the full list.

Groups and More Results

The directory can group results, for example by department or by the first letter of the last

name. Group headers show the group name and the number of people in it.

If there are many results, the directory shows them in pages. Click Show More Results... at

the bottom of the list to load the next page.

Directories that load data from Microsoft Entra ID show the time of the last update, for

example Last updated: 5 minutes ago. Click Refresh to load the latest data.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Working with Results

Contact and Details Views

Your administrator chooses how the results look:

department and presence.

and phone.

12 of 23

Contact view shows a card for each person with a photo, name, job title,

Details view shows a table with columns, such as name, job title, department, email

Q, Search for employees

All g% My department

Ao My team A People | work with ¥ Favorites

Department
Administration (3)
Cloud Division (2) B2
Customer Suppert (1) X
Dynamics 365 Division (1) 4
Engineering (2} ==
Evecutive (1)

Finance (6)

Finance & Accounting (3)
HR (1)

Human Resources (4)

Total number of results: 61 Export to Excel

Payroll Accountant

s Support Reprasentative
Finance & Accounting B ® Support

i
Content Marketing Manager
Marketing
D1
\ Accountant Specialist
(©) Finance

Show more

Last updated: a few seconds ago Refresh

Finance (6)

Finance & Accounting (3)
HR (1)

Human Resources (4)

Show more g
®
“  Finance & Accounting (3)
Q@ etk
@  aiaie

“k_ Cloud Division (2)
~  Finance (2)
Available

Accountant Specialist Finance

Internal Auditor Finance

Finance Manager

Accounts Manager

Figure 3. Contact and Details views
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| Q, Search for employees
Al &% My department % Myteam g People | work with ¥ Favorites
[allel[c][o]lF]le]ln] [l ImI[n][o][# |[s][T][u][v][w]
Department Total number of results: 61 Export to Excel Last updated: 2 minutes ago Refresh
Administration (3)
Cloud Division (2} v &  staws Full Name 1 Job Title Department Location Email Business Phone
Customer Suppert (1)
Dynamics 365 Division (1) ¥ Administration (1)
Engineering (2) " "
Exeeutive (1) 9 Offline Receptionist Administration

Finance & Accou...

Finance & Accou...
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+18024726616
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Presence
The colored badge on a photo shows the person's status in Microsoft Teams:

Table 3. Presence statuses

Available The person is active in Teams.

Busy, In a call, In a meeting The person is busy; prefer a chat message to a call.

Do not disturb Notifications are muted; contact the person later unless it is urgent.
Away The person has been inactive for a while.

Out of Office The person is away; the details pane can show their automatic reply.
Offline, Status unknown The person is not signed in to Teams, or the status cannot be shown.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Employee Details Pane

Select a person in the results to open the details pane. Depending on the directory

settings, it contains the following sections:

Vitalijs Kalnins
Support Lead
Microsoft 365 Division

8 0 &+ @

About Me

>

Communicator. Explorer. Infuriatingly humble coffee geek. Friendly pop culture practitioner. |
help colleagues get the most out of Microseft 365.

First Name
Vitalijs

Company name
Vitextra

Department
Microsoft 365 Division

Email
v.kalnins@vitextra.com

Interests
Floral Arranging, Cooking, Gardening

Local time
1:03 PM - Same time zone as you

Availability (Vitalijs)

9am 10am 11 am 12 pm 1pm
Availability (You)
9am 10am 11am 12 pm 1pm

Recent Documents

Last Name
Kalning

Job Title
Support Lead

User Name
v.kalnins@vitextra.com

Working hours
08:00 — 17:00 O Outside working hours

Figure 4. Employee details pane

Table 4. Sections of the details pane

Section What it shows

Header Photo, presence, name, job title, department and action buttons.
Manager The person's manager. Select the manager to open their details.
Direct Reports People who report to this person.
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Availability Free/busy information for today for this person and for you (row You).

Local time The person's local time, the difference from your time and whether they are

within working hours.

Contact details Email, phones, office, address and other attributes chosen by your

administrator.
Recent Documents The last documents the person created or changed that you have access to.

About Me, Interests, Skills  Information the person added to their profile.

Availability
The availability bar shows today's calendar of the person, divided into time slots:

Table 5. Availability legend

Free No meetings in this time slot.

Tentative A meeting the person has not confirmed.
Busy A meeting or appointment.

Out of office The person is away.

Working elsewhere The person works from another location.

Compare it with your own row You to find a common free slot before you schedule a

meeting.

Local Time and Working Hours

For colleagues in other time zones, the details pane shows their current local time and how
many hours they are ahead of you or behind you, for example 2 h ahead of you. The label
Working hours or Outside working hours is based on the working hours set in the

person's Outlook calendar.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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' Note

If availability or local time is not shown, the person may not have an Outlook mailbox or working hours, or your
administrator turned these sections off.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Contacting Colleagues

Use the buttons on a card or in the details pane, or right-click a card or row to open the
menu with all available actions.

Table 6. Actions

Chat in Teams Opens a chat with the person in Microsoft Teams.

Call in Teams Starts a Teams call.

Send E-mail Creates a new email in your mail app.

Copy e-mail address Copies the email address; the icon changes to a check mark.
Schedule a meeting Opens a new Teams meeting with the person as an attendee.

Add to favorites / Remove from Adds the person to the Favorites tab or removes them.

favorites

Download vCard Saves the contact as a .vcf file that you can import into Outlook or

your phone.

S
| Q_ Search for employees
Al g3 Mydepartment % Myteam & People | workwith ¥ Favorites
[al[e][cl[o]lF]le Tn][ I e Im][n][o ][R s [T][u][v][w]
Department Total number of results: 61 Export to Excel Last updated: 2 minutes ago Refresh

Administration (3)
Cloud Division (2) v &  Saus Full Name © Job Title Department Location Email Business Phone
Customer Support (1)
Dynamics 365 Division (1)~~~ Administration (1)
Engineering (2) i .
Executive (1) 9 Offfine Receptionist Administration
Finance (6)
Finance & Accounting 3) ~ ~  Cloud Division (2)
HR (1) ~ - Software Engineer Cloud Division +16469816825
Human Resources (4) ) Chatin Teams
Show more & Calin Teams Software Engineer Cloud Division +19315406233

F5] Schedule a meeting

¢ Add to favorites X Accountant Specialist Finance

& Download vCard Intermal Auditor Finance an@vitextracom

~  Finance & Accounting (3)
Figure 5. Context menu
\
#' Note

Chat, call and meeting commands are not shown on your own card. The set of buttons on cards and in the
menu is defined by your administrator.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Favorites

Mark the colleagues you contact often as favorites to find them quickly.

1. Select the star on the person's card or in the details pane, or choose Add to
favorites in the menu.

2. Open the Favorites tab to see all your favorites. The number next to the tab shows
how many people you added.

3. To remove a person, select the filled star again or choose Remove from favorites.

If you have no favorites yet, the tab shows a hint: No favorites yet. Use the star on a

colleague's card to add them here.
! Important

Favorites are saved in the browser on your device. They are not available on another computer, in another
browser or in private mode, and they are lost when you clear your browser data.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Exporting and Saving Contacts

Export to Excel
If the Export to Excel link is shown under the search box, you can save the current list of

employees to a Microsoft Excel file:

1. Search or filter the directory so that it shows the people you need.
2. Click Export to Excel. For long lists, the directory loads all pages first and shows a
progress message.

3. Open the downloaded file employee-directory.xlsx.

The file contains the columns that are visible in the directory, except photos and presence.

Saving a Contact Card

Choose Download vCard on a card or in the menu to save the person's contact details as

a .vcf file. Open the file to add the contact to Outlook, or send it to your phone.

Copyright © 2020 - 2026 Vitextra SIA. All rights reserved. vitextra.com
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Employee Directory in Microsoft Teams

1. In Microsoft Teams, select Apps in the app bar and find Vitextra Employee
Directory under Built for your org.
2. Select Add to install the personal app. It appears in the app bar as Employees.

3. Right-click the Employees icon and select Pin to keep it in the app bar.

The personal app works like the SharePoint directory and uses the settings that your
administrator saved for the whole organization. Chats, calls and meetings open directly in

Teams.

o

Q. Search (Ctri+Alt+E)

E? | Q_ Search for employees

»

=) Al

&5 My departmeant

Total number of results: 49

Aivars Dreimanis
Accountant Specialist
Finance

éD
L ]

Amanda Staggs
Software Engineer
Cloud Division

FORN]

POHOOND

(il

Annett Weber

Accounts Manager
Finance & Accounting

Q

Bradley Soto
QA Engineer
QA

Charles Bailey
Support Representative
Support

Cristina Nekrasova
Software Engineer
Cloud Division

Frank Brown
SRE Engineer

Dany

. Tip

A My team

o People | work with

VODPHDDE

+r Favorites

Alan Coleman
Software Developer

Andre Flint
Finance Manager
Finance & Accounting

Barbara Kowalski
Receptionist
Administration

Brenda Mallory
R&D Director
R&D

Christine Osterhagen
HR Manager
Human Resources

Daniel Jones
Support Representative
Support

Gregory Solis
Accountant Specialist
Cinane, ~

D

-

J

PODOD D¢

Figure 6. Employees app in Microsoft Teams

Last updated: 16 hours ago Refresh

Alyona Nepomnyashcha...
Internal Auditor
Finance

Andrew Martin
Product Manager
Marketing

Benjamin Swinford
Support Representative
Support

Carmen Burchett
Payroll Accountant
Finance & Accounting

Colleen Wells
Software Engineer
On-premise Division

Diana Castro
Content Marketing Manager
Marketing

Harold Graham
Chief Sales Officer

Calr

If you cannot find the app, your organization may not have published it in Teams yet. Contact your

administrator.
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New Employees

Intranet pages can also include the New Employees web part. It shows colleagues who

joined the organization recently, newest first, so you can greet them and get to know

them.

Select a person to open their Microsoft 365 profile card, or use the buttons on the card to

chat or send an email.

Welcome our new colleagues

=
Content Manager 5
O Marketing )
Sales Director 5 Sales Representative
@ Sales 4 @ Sales
- J .
& Planner y  HR Manager
- ° Operations ° Human Resources
s

Figure 7. New Employees web part

Marketing Specialist
Marketing
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Chief Financial Officer
Finance

Senior Engineer
Engineering

Director of Engineering
Engineering
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Tips and Troubleshooting

| cannot find a colleague.

Check the spelling or search for part of the name. Make sure no quick filter, refiner or letter
is selected; select All to reset the quick filter. New employees can appear in some

directories only after several hours.
My information or a colleague's information is wrong or missing.

The directory shows data from your organization's Microsoft 365 profiles and does not
store its own copy. Ask your administrator or HR department to correct the data; the

directory shows the change automatically.
The My department or My team tab is missing.

These tabs need the department and manager fields in your own profile. Ask your

administrator to fill them in.
My favorites disappeared.

Favorites are stored in your browser. They are not shared between devices and are

removed when you clear your browser data.
Chat or Call does not open Teams.

Make sure that Microsoft Teams is installed and that you are signed in. If your browser asks

whether to open Teams, allow it.
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Additional Resources

KB10213. Employee Directory: Quick Start for Users

e KB10214. Using Quick Filters in Employee Directory

e KB10199. Customize the Employee Details Pane

e KB10062. Export Employee List into an Excel Spreadsheet

e Employee Directory product page
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