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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,
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information given by the Service or for any consequential, special or similar damages, even if advised of the
possibility of such damages.
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Export the Employee List to an Excel Spreadsheet

The Vitextra Employee Directory lets you export search results — the list of
employees — to a Microsoft Excel spreadsheet.

This article describes how to enable and set up this feature.

/\ Warning

The export to Microsoft Excel feature is available only in Employee Directory
version 4.0.0 and higher.

Web Part Settings

Open the Employee Directory web part settings, scroll down to the Export
section, and turn on the Microsoft Excel toggle:

Employee Directory X

Compact List
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Microsoft Excel spreadsheet
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Content Fields

Employee Directory Web Part Settings

[T Note

Both the Employee Directory and Employee Directory (Entra ID) web parts have
similar settings for custom user properties.

Columns
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To choose which attributes appear in the exported spreadsheet, open the
Columns options and mark the attributes as visible:
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Columns Settings

The column order in the exported Excel file matches the column order specified in
the web part settings. Custom attributes are also supported and appear after the
built-in attributes.

B Note

The columns in the exported spreadsheet are the same as those shown in the
details view, except for User Picture and Presence Status, which are ignored
during export.

Close the web part configuration pane and save your changes.

Export to Excel

The export action link appears under the search box:

‘ L Search for employees

Export to Exce| — —
Export to Excel action link

The Employee Directory can export data to Excel from both the User Profiles and
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Entra ID data sources.

For large result sets, the Employee Directory retrieves all records page by page
and then generates the Excel file.

SharePoint

= Employee Directory

+ New ~ & Sendto ~ -+ f Edit

Search for employees

Total number of results: 772 Export to Excel

Export large number of recards

The exported Excel file contains plain data, with no links back to the original data
source.

‘ O Search for employees

Export to Exce

2 Status Full Name Job Title Department Location Email IP Phone
@ H - L2 = -employee-directoryxisx - Excel Table Tools
e File Home Insert Pagelayout Formulas Data Review View Help Team  Design Q) Tell me what you want to do
. E9 o Ji
a A B C D E F G H
il Full Name Job Title Department Location Email IP Phone
e 2 Helen Jones Software Engineer Cloud Division Riga 1190
3 |Josefina Barrett Support Representative  Support Fresno 1145
@ 4 Benjamin Swinford Support Representative  Support Madera 2090
5 |Daniel Jones Support Representative  Support Minidoka 2087
(=2 6 |Cristina Nekrasova Software Engineer Cloud Division Riga 2045

Exported list of Employees

[T Note

The export has a few limitations:
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