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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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Overview

The job title, the department and the contact data in your profile — phones, office,
address — are stored in your organization's directory (Microsoft Entra ID). Usually only
an administrator may change them, so this web part does not edit them directly. If
your organization has set it up, you can instead send a change request from your own
page: you say what should be changed and why, and the request goes to the approval
process of your organization.

This article explains where to find the request, what to enter and what happens
afterwards.

Before you start

The request is available when all the conditions are met:

- you are on your own page;

- the Details card is shown;

- the administrator has entered the address of the approval process in the web part
setting Address of the approval flow for change requests.

If the address is not entered, the feature is turned off and there is no button. In this
case, ask your administrator or your HR department to change the data.

Which properties can be changed

You can ask for a change of these properties:

- Job Title

- Department

- Company Name

- Office Location

- Mobile Phone

- Business Phone

- Address

- City

- Country/Region

The list is fixed. Other data — the name, the manager, the hire date, the birthday and
the photo — cannot be requested here.

How to send a request

1 Open your own page and find the Details card.
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2 Click the Request a change icon in the header of the card.

3 In the panel, choose the Property that should be changed. The field Current value
shows what is stored now; you cannot edit it.

4 Enter the New value. The field is required, and Send stays unavailable until the new
value differs from the current one.

5 If you wish, explain the reason in the Comment field, for example The team was
renamed on 1 March.

6 Click Send.

The panel shows the message The request is sent for approval., and its fields are
locked. To ask for another change, close the panel and open it again. If sending fails,
an error is shown in the panel; check your connection and try again, or contact your
administrator.

What happens next

The web part itself changes nothing in your profile. It sends the request to the
address that the administrator entered, for example to a Power Automate flow. The
request contains your name, your sign-in name and e-mail, the data of your manager
(if you have one), the property, the old and the new value, your comment, and the time
of the request. What happens next is defined by your organization: for example, the
manager approves the request and the data is updated in Microsoft Entra ID, or HR
receives a task. After the data has been updated, the new value appears on your page.
Ask your administrator how long it takes in your organization.

Note

The new value does not appear on your page right after you click Send. It appears
only when the approval process has finished and the directory has been updated.

Tip

Write a precise value in exactly the form you want to see, for example Senior Project
Manager instead of promotion. Use the Comment for the reason. A phone number, an
office or a department that is empty today can be requested the same way: the
Current value is just empty. These fields also count toward the profile
completeness; see KB10284. Employee Details: Profile Completeness and How to
Reach 100%.
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For administrators

The address of the approval process is set in the web part settings. It can be an HTTP
trigger of Power Automate or another webhook that accepts a JSON request. The
address is visible to the people who can edit the page, so use a process that does not
accept anonymous changes of the directory without approval. For the settings of the
web part, see KB50029. How To Add and Configure the Employee Details Web Part.
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