KNOWLEDGE BASE ARTICLE

Employee Details: Filling In About Me, Interests,
Responsibilities, Past Projects and Schools




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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Overview

The About Me card is the part of your Employee Details page where you introduce
yourself in your own words. Besides a free text, it holds four short lists: Interests,
Responsibilities, Past Projects and Schools. Colleagues use them to understand what
you do, what you have done before and what you have in common with them.

You fill in the card yourself, on your own page. This article explains the fields, shows
how to edit them and describes how the result is displayed.

What the card contains

Field What to write
About Me A short text ab(?ut yourself: your role, your experience, what
you can help with. Up to 5000 characters.
Hobbies and topics you are interested in, for example
Interests

Hiking, Photography.

The areas you are responsible for, for example Onboarding

Responsibilities
of new employees.

Projects you took part in before. For projects with dates,
roles and descriptions, use the Projects tab instead — see
KB50031. How To Add Projects, Education, Awards and
Certificates in Employee Details.

Past Projects

Schools, universities and courses you have attended. For a
Schools structured list with programs and dates, use the Education
tab.

How to edit the card

1 Open your own page and click the pencil (Update) in the header of the About Me
card. If you have not filled in anything yet, the card is still shown on your page so
you can start.

2 In the panel on the right, write your text in the About Me field.

3 In the fields Interests, Responsibilities, Past Projects and Schools, type one item per
line. Press Enter to start the next item.

4 Click Save.
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Empty lines are ignored, and spaces at the beginning and at the end of a line are
removed. To delete an item, delete its line; to delete a whole list, clear its box. All five
fields are saved together.

How the result is displayed

- The About Me text appears at the top of the card. It is shown as plain text: bold,
headings, links and other formatting are not applied, and markup is never
interpreted as HTML.

- Each line of a list becomes a separate tag below the label of the list (Interests,
Responsibilities and so on).

- A list that is empty is not shown.

- On a colleague’s page, the card is hidden entirely if it has no text and no items. On
your own page it always stays visible with the pencil.

- The text is also placed in the note of the contact file that colleagues can save from
your page (see KB50032. How To Share a Profile in Employee Details: Link, Contact
File and QR Business Card).

Warning

The card has no Audience setting: whatever you write is visible to everyone who
opens your page. Do not put private information there. See KB10282. Employee
Details: Choosing Who Can See Your Skills, Languages and Accounts.

Tips for a useful profile
Tip

Start About Me with your role and what colleagues can ask you about, then add a
sentence about your background. Keep each list item short — a few words — so that
the tags stay easy to scan. A filled-in About Me also counts toward the profile
completeness (see KB10284. Employee Details: Profile Completeness and How to
Reach 100%).

Where the data is stored

The text and the lists are saved in your own Microsoft 365 profile through Microsoft
Graph, not in a list of the SharePoint site. That is why they follow you: they appear on
every Employee Details page that shows your profile. If saving fails, the panel shows
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an error message; check your connection and try again, or contact your administrator.
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