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For the purposes of this Disclaimer:
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- 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.
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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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Employee Directory Layouts: Details and Cards, Card Size, Card Fields and Group By

The Vitextra Employee Directory web parts can present people as a sortable list or as
a grid of contact cards, and both layouts can be split into groups — by department,
office, manager, a custom attribute or the first letter of the last name. This article
explains every layout setting in the Appearance and Content Fields sections of the
property pane, how each option behaves on the page, and which options are available
in which web part.

Where the layout settings are

Edit the page, select the web part, and open its property pane (the pencil icon). The
layout is controlled by two sections:

- Appearance — Display Search Box, Show Totals, View, Group by, Size (card size) and
Compact List. In the Employee Directory (Entra ID) web part this section also
contains Show alphabetical navigation.

- Content Fields — the fields shown on each card: Header, Secondary, Tertiary and
Optional.

The columns themselves (which fields exist, their captions and order) are configured
in the Data Source section with the Columns and Custom Columns editors.

Employee Directory (Entra ID) x

5
@ o 8
=
Exclude Employees with blank Job Title
B
@ o =
Exclude blocked users 9
@ o
Appearance -~
Display Search Box
@ o
Show Totals
@ o

View

Contact

Group by

No grouping
R

»

+ No grouping
Last name (first letter)
Company name
Job Title
Department
Manager
Location
Office Location

First Name v w

The Appearance section of the
property pane
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Note

Settings that do not apply to the selected view are greyed out rather than hidden:
Size and the Content Fields dropdowns are available only in the cards view, and
Compact List only in the Details view. Your values are kept, so switching the view
back restores them.

Details view

Select View — Details to show people as a list (table) with one row per person and
one column per field.

Which columns appear and in what order. In Data Source, select Configure under
Columns. For each field you can set the Caption (the column header text), turn Show
in list on or off, and change the Order. Custom attributes are configured the same way
under Custom Columns and are placed after the built-in columns. By default the list
shows Image, Status, Full Name, Job Title, Department, Location, Email and Business
Phone.

Sorting. Select a column header to sort by that column; select it again to reverse the
direction. The Image and Status columns cannot be sorted. The initial order comes
from the Sort by and sort direction settings in Data Source.

Column width. The list uses a justified layout: columns stretch to fill the width of the
web part and can be resized by dragging the header borders. Columns are not hidden
automatically on narrow pages — if the visible columns don't fit, the list scrolls
horizontally. For a narrow page section or a mobile-first page, keep only a few
columns or use the cards view instead.

Compact List. Turn on Compact List to reduce the row height so more people fit on
the screen. It is on by default for new web parts.

Selecting a row opens the person’s details pane; right-clicking a row opens the
context menu with the actions enabled by the administrator.
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Tip

To learn how to add your own profile properties or Microsoft Entra ID attributes as
columns, see KB10049. How to Add Custom Attributes to the Employee Directory
Web Part and KB10060. How to Display Custom Entra ID Attributes in the Employee
Directory Web Part.

Cards view

Select View — Contact to show each person as a contact card with a photo, a
presence indicator and up to four lines of text. This is the default view for new web
parts.

The cards are arranged in a grid whose number of columns follows the width of the
web part (not the width of the browser window):

Web part width Cards per row
less than 641 px 1
641-1023 px 2
1024-1599 px 3
1600-1799 px 4
1800 px and wider 5

Selecting a card opens the person’s details pane; selecting it again closes the pane.
When you point to a card, its quick actions appear as icons in the top-right corner (a
favorite star stays visible for people you have starred); right-clicking the card opens
the context menu. Quick actions are shown in the cards view only — for what each
action does and how to enable it, see KB10315. Employee Actions in Employee
Directory: Chat, Call, Email, Copy Email, Schedule a Meeting and vCard.

Card size

The Size slider (0-5) sets the size of the photo and, with it, how many lines of text a
card can show. The slider does not display a number; position O is the far left.
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Size Photo Lines of text shown

0 24 px Header

1 32 px Header

2 40 px Header, Secondary

3 48 px Header, Secondary

4 (default) 72 px Header, Secondary, Tertiary
5 100 px IEI)[e)iicci)er]r;lSecondary, Tertiary,

Small sizes (0-1) give a dense name list, ideal for a sidebar or a narrow column. Sizes
4-5 give classic contact cards with job title, department and location.

@
@

e Chief Sales Officer
e Customer Success Specialist

O
R

Chief Sales Officer
Sales

Customer Success Specialist
Sales

Card fields

The Content Fields section lets you choose which field fills each line of the card. Only
the dropdowns that the selected size can show are displayed:

@
&

e Sales Representative
,ﬂg Sales Director
r

Sales Representative
° Sales
Sales Director
& ° Sales

Contact cards at sizes 1, 3 and 5

@g Customer Success Manager

. Customer Success Manager
° Sales

Dropdown Shown when Size is Default field
Header always Full Name
Secondary 2 or more Job Title
Tertiary 4 or more Department
Optional 5 (Empty)
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Each dropdown lists (Empty) (leave the line blank) and the configured columns —
built-in fields and your custom columns — except Image (and, in the Employee
Directory web part, Status). Fields that hold several values, such as skills, are shown
comma-separated. If a person has no value for the selected field, the line stays empty.

Note

The card fields are independent of the Show in list setting of the columns: a field
can be shown on the cards even if it is hidden in the Details view. A custom column,
however, must exist in the Custom Columns configuration to be offered in the
dropdowns.

Group by

The Group by dropdown splits the results into groups with a header for each value. It
works in both the Details and the cards view. The options are:

- No grouping — the default; a single flat list.

- Last name (first letter) — groups by the first letter of the last name (if a person has
no last name, the first letter of the full name is used). This gives an address-book
style A, B, C... layout.

- Built-in columns — any configured built-in column, for example Job Title,
Department, Location, Office Location, Company name, Country/Region, City or
Manager (grouped by the manager’'s name). The following columns are not offered
because they are unique per person or not meaningful as groups: Image, Status, Full
Name, Email, Business Phone, Cell phone, Home Phone, User Name, Address, ZIP/
Postal Code and Employee ID.

- Custom columns — every column configured under Custom Columns.

The list of options follows the column configuration: a column appears in Group by as
soon as it is configured, whether or not it is shown in the list.
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‘ Q Search for employees

Al & Mydepartment % Myteam g People | work with ¥ Favorites

(alelclio) e e w1 e (] o] ][5 1 o] v][w]

Department
Administration (3)

Total number of results: 61 Export to Excel

v &  status

Full Name 1 Job Title

Last updated: 2 minutes ago Refresh

Email Business Phone

~  Administration (1)

e Offiine

Receptionist Administration

an@vitextra.com

+18024726616

Accounts Manager Finance & Accou..

The Details view grouped by Department

How groups are displayed

- Order of groups. Groups are sorted alphabetically by their value (case-insensitive).
People without a value form the last group, labeled (Empty).

- Details view. Each group has a header with the value and the number of people.
Groups are expanded initially and can be collapsed and expanded with the chevron
in the header.

- Cards view. Each group has a heading with the value and the number of people,
followed by its own grid of cards. Card groups cannot be collapsed.

- Multi-value fields. When a field holds several values (for example skills), a person is
placed in the group of the first value only.

‘ Q search for employees

Al & Mydepartment % Myteam s People workwith ¥ Favorites

Total number of results: 61 Export to Excel Last updated: a few seconds ago Refresh

Bz

'. A
=
Payroll Accountant
(©) Finance & Accounting

C1

8]

Support Representative
Support

Content Marketing Manager
Marketing

Cards grouped by the first letter of the last name

Grouping, sorting, search and filters

Grouping is applied last — to the people currently shown after search, quick filters, the
refinement panel and the alphabetical navigation have done their work. So when you
search for "'manager” or select My department, the groups are rebuilt from the
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matching people only, and empty groups are not shown.

Sorting still works inside groups: the groups keep their alphabetical order, and the
people within each group follow the current sort order (the Sort by setting or the
column header you selected in the Details view).

Warning

Grouping is applied to the results loaded on the page, not to the whole directory.
When results are shown in pages (Display items in pages of), a group contains only
the people loaded so far, and its count grows when you select Show More Results....
If you want complete groups on a single screen, increase the page size; in the
Employee Directory (Entra ID) web part you can set it to O to show all people at
once.

Search box and totals

Two toggles at the top of the Appearance section control the elements around the
results:

- Display Search Box — shows the search box above the results. Turn it off for a fixed
list, such as a page that always shows one department through a saved query or
filter. When the search box is hidden, people can still use quick filters, the
refinement panel and the alphabetical navigation, if they are enabled.

- Show Totals — shows Total number of results: with the number of people that match
the current search and filters. The total counts all matching people, not only those
already loaded on the page.

Both toggles are on by default.

Which options are available in which web part

Employee Employee
Setting Directory Directory (Entra New Employees
ID)
Display Search Box,
Show Totals ves ves No
View (Details / Yes Yes No — always cards

Contact)
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Employee Employee
Setting . Proy Directory (Entra New Employees
Directory
ID)
Group by Yes Yes No
Shoyv al.phabetlcal NG Ves No
navigation
Size 0-5 0-5 1-5
Compact List Yes Yes No
Content Fields Yes — configured Yes — configured Yes — fixed list of
(Header, Secondary, .
. : columns columns fields
Tertiary, Optional)

In the New Employees web part the Size slider starts at 1 and shows its current value.
The Content Fields dropdowns there offer a fixed set of standard fields — Full Name,
first and last name, Job Title, Department, Location, Office Location, Email, the phone
numbers and User Name — because that web part has no column configuration.

Tip

For the rest of the web part settings, see KB10309. How to Add and Configure the
Employee Directory Web Part, KB10311. How to Configure the Employee Directory
(Entra ID) Web Part: Filters, Exclusions and A-Z Navigation and KB10207. How to
Showcase New Hires with the New Employees Web Part.
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