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Create a new list

e Toadd a new list to your site, click “+New” on your site home page and select list.
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oy

+ New ~ :3: Page details

List

Document library

e Enter “Name”, Description (optional) and click “Create”.

Create document library X

Name *

|| Test Library
i

Description

Show in site navigation

e (1) Choose “Blank List” if your list doesn’t match any pre-selected templates shown below. (2) Choose “From
Excel” if you want to create a list from an excel sheet. (3) Choose “From existing list” if you want to create a new

list similar to an existing list. (4) Choose a pre-existing template if it matches your requirements.
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dreate a list x

" ] =

Blank list From Excel From existing list
Templates
i ] 5687156
@ & E 5 D— h Teas7es
O &3 -
= L] CE— sase 5
Issue tracker Employee onboarding Event itinerary Asset manager
- L 1 1 1 1 |
* CE— n =~ *
* CEE— l L] * *
* CE— - n
- ~
Recruitment tracker Travel requests Work progress tracker Content scheduler

@ Work progress tracker %

Track priorities and progress as you work towards delivering products and services.

Work item Description Category Progress

Create a strategy document This project needs a [EPlanning In progress
strategy document to .
be handed over to
engineering before due
date

Run a competitive analysis Research on other £ Research
—

preducts in the market
and understand the
strengths of each
preduct

Strategy review Review the strategy [=3 Planning Mot started
document with all the : B
project stakeholders

Design & prototype Document detailing the 25 Design In progress
9 F e scope, scale, and cgre —= i
details of the project
from a design
perspective

« I ’

I Use template |
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e Choose list name and click “Create”.

ELCU [ Editin grid view 12 Share K Exportto Excel (® PowerApps v £8 Automate v -+ = All ltems

Work progress tracker

Work item Description Category Progress Priority Start date Due date ~ Assigned to - Notes

Welcome to your new list
Select the New button to get started.

Name * b X

|Work progress tracker

Description

What is your list about?

Site navigation

Show in site navigation

Managing your list
e Toadd a new list to your site, click “+New” on your site home page and select list.

Adding items to your list

e Click on “New”.

e Enter item details and click “Save”.
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X cocl

New item

(= Work item *
Test Item
= Description

test

Work to be done

= Category

Design ~
Type of work

@ Progress

Not started ~
Current state of the work item

& Priority

Low ~
Add the priority of the work

[ Start date

1/14/2021 |
Date on which work was started
] Due date

1/22/2021 =
Due date by when work should be completed
£, Assigned to

@ Gopi. Mahima SBP X Enter a name or email address

Person or group the work is assigned to

lew it in grid view 2 Share port to Excel ower Apps v utomate ~ =<+ = All ltems ~
+ N Ed d £ Sh Ex Excel Power A 75 A = Alll v @

Work progress tracker

Work item Description - Category Progress Priority Start date Due date Assigned to Notes ~+ Add col

“Test tem test EiPanning Not started Yesterday January 22 ‘ Gopi, Mahima §8P  test

Edit existing items

Edit single item

e To edit an existing item, select the item and click “Edit”.
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¢ Edit | E5 Editin grid view |2 Share @ Copylink [*] Comment [i] Delete #2 Automate » - X 1selected =
Work progress tracker N
Work item Description *- Category Progress -~ Priority Start date - Due date - Assigned to - Nof
= . :
I @ Testltem e [ test £ Planning Not started Vesterday January 22 ‘ Gopi, Mahima SBP +t
“Test Item 2 test 4 Research In progress Wednesday January 22 ‘ Gopi, Mahima 58P test
—_ g
u
“Test Item 3 test EIMarketing Completed 4 days from now 6 days from now ‘ Gopi, Mahima SBP  test

e Make required changes and click “Save”.

Save [ Cancel @ Copylink &7 Edit form ~

Test Item L

[ Work item =

Test Item

= Description

test

Waork to be done

‘= Category

Planning v
Type of work

& Progress

Not started &7
Current state of the work item

(& Priority

Medium &7
Add the priority of the work

5 Start date

1/14/2021
Date on which work was started
Due date

1/22/2021
Due date by when work should be completed
A, Assigned to

@ Gopi, Mahima SBP X Enter a name or email address

Person or group the work is assigned to
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Bulk Edit

e Bulk edit is useful if you want to make the same change in multiple items at once. To bulk edit, select items and

click (D. Edit properties and click “Save”.

& Edit [ Editingridview [i] Delete X 3selected = Allltems v Va
3 items selected x
Work progress tracker - S
“= Category
©  Workitem Description Category Progress Priority Startdate Due date Assigned to -
) Type of work
© Testitem B 0 test EIPianning Not started Yesterday January 22 ‘Gupi M G progress
© Testitem2 & [ st 8 Resesrch In progress Wednesday SR ‘ Gopi, M1 >
Current state of the workitem
° st item 3 & 0 st EMarketing Completed 4 days from now 6 days from now ‘ Gopi, M: =
o :
Rdd the pr e work
[ Start date
Enter a date =]

Date on which work was started
5 Duedate

Enter a date =
Due date by when work should be completed
2. Assignedto

Enter a name or email address
Person or group the work i assigned to
= Notes

Enter value here

Additional notes

Edit in grid view
e Click “Edit in grid view”, make changes and click “Exit grid view”.

B3 Editin grid view| 12 Share Kl Export to Excel <% Power Apps ~ # Automate

Work progress tracker

Work item Description Category Progress Priority

)

"Test Item test [= Planning Mot started

jTeSt ltem 2 test # Research In progress
—

N

“Test ltem 3 test = Marketing Completed
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B o] e e @ Emstiott @ s < 58 st ©
[im

Work progress tracker
O  Workitem

I Test Item

I () Testitem2

I Test Item 3

Add new item

Description

test

test

test

Add Comments
e Selectitem and click “Comment”.

Category

1 Planning

o Research
el

£ Marketing

Progress

Not started

In progress

Completed

Priority

rype to fiiter o

Start date

Yesterday

Wednesday

4 days from now

Due date

January 22

January 22

6 days from now

¢/ Edit B Editin gridview |£ Share @ Copy link T Delete #£3 Automate

b

Work progress tracker

Assigned to -

‘ Gopi, Mahima SBP o5t
‘ Gopi, Mahima SBR £S515
‘ Gopi, Mahima SEP test

Notes -

Work item -~ Description Category Progress Priority -~

© Testitem & [ test 9 Planning Not started
)‘Test Item 2 test £ Research In progress

Tast ltem 3 test = Marketing Completed

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

e Type your comment and press the arrow shaped button on the bottom right of the comment box.
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&7 Editall @ Copylink ¢ Edit form = X

Test Item Comments

[ Work item * |test commenﬂ I
Test Item E

= Description

test

| = Category

B Planning

. Progress Be the first one to add a comment

| Not started

(& Priority

5 Start date

Yesterday

[ Due date

January 22

£ Assigned to

£ Editall @ Copylink &7 Edit form ~ = X

Test Item Comments ~

(= Werk item * | P-\dd 4 comment

Test ltem

Today

= Description . You commented
test comment
test

Just now

‘= Category

fT Planning

J Progress

Not started

& Priority

51 Start date

Yesterday

5 Due date

January 22

e You will see a comment icon. Click the icon to view comments associated with the item.
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Work progress tracker

Work item - Description Category Progress - Priority -~ Start date -~ Due date As:
“Test ltem test i Planning Not started Vesterday January 22
e ~Test ltem 2 D 3 tes v s Wednesday (e
“Test tem 3% test EIMarketing Completed 4 days from now 6§ days from now

Search Item

To search a particular item, type search text in the search box on the top and press “Enter” or arrow beside the
search box.

=st Home

ltems
AMSDev1 -
Private group == Gopi, Mahima SBP modified About an hour ago

- Test ltem 3
- Gopi, Mahima SBP modified About an hour ago

Test ltem 2
—  Gopi, Mahima SBP modified 9/16/2019

Work progress tracker Show more results

Work item Description Category Progress Priority Start d.

:‘Test Item = test {=1 Planning Mot started Yesterda

_\‘Test Item 2 test & Research In progress Wednes:
—

_\‘Test Item 3 test = Marketing Completed 4 days fr)

Sort Items

e To sort items based on a property or column, click on the column name and select sorting order. See image
below.
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Work progress tracker

Work item Description Category Progress -~ Priority Start date Due d.
“Test ltem B test &1 Planning Not started Older to newer bary
I} Newer to older
O “Testitem2 B 0 test £ Research e— =
)
Filter by
A
B test = Marketir G leted fi
Test ltem 3 = EMarketing omplete Group by Startdete ¥

Column settings >

Totals >

Filter Items
e To filter items, click on column name and select “Filter By” from the menu.

Work progress tracker

Work item Description ™ Category Progress -~ Sta

1]
“Test Item = test Planning Mot started Ascending b
u l} Descending
“Test ltem 2 test # Research In prog d
R ]
Filter by

B
il

O _‘ITest ltem 3 test =1 Marketing Completed

Group by Prigrity

Column settings >

Totals >

e Choose the value(s) you want to filter by and click “Apply”.

Filter by 'Priority’ (1) X
- B High |

|:| Medium

| Apply Clear all
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Work progress tracker + > High

Work item Description Category Progress - Priority v - Start date Due date -
_\‘Test Item ka test [ Planning Mot started T High Yesterday January 22
*Test ltem 3 test =1 Marketing Completed 1 High 4 days from now 6 days from now

e Filter can be applied to multiple columns.

Filters Pane

e To open the filters pane, click on W on the top right. Filters can also be set or removed from here.

Filters hT
Category

|:| Marketing
|:| Planning
|:| Research

Progress

|:| Completad

|:| Mot started

|:| In progress

Priority (1)

B High
|:| Medium

Start date since 2021

O

2021 2022+

Select specific dates
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Group Iltems
e Items can be grouped based on a column value. To group items, click on column name and select “Group By”
from the menu.

Work progress tracker

Work item Description Category - Progress - Pri
o .
“Test Item [ test [ Planning Ascending
of Descending
- I
O Test Item 2 = [ test # Research
Filter by
o
- test E Marketil
Test Item 3 es B Marketing Group by Progrese
Column settings >
Totals >

Work progress tracker

~  Work item Description ™ Category - Progress = Priority -

~  Progress : Completed (2)

:ITest Item | test Planning Completed 1 High
a
“Test Item 3 test EIMarketing Completed 1 High

~  Progress : In progress (1)

)
_\Test ltem 2 test £ Research In progress
—

Show Totals

e To show totals for a column, click on column name and select “Totals”. Choose the type of count you want to
show for the column.
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Work progress tracker

Work item Description Category
% AtoZ = = test {1 Planning
Zto A
test * Research
T
Filter by
test = Marketi
Column settings > = — e,

I Totals |> +* None

I Count I

Work progress tracker

Work item Description Category Progress Priority
_‘ITest ltem = test Planning Completed 1 High

)
_\TESt Item 2 test s Research In progress

_‘ITest ltem 3 test = Marketing Completed 1 High

Edit View

Show/Hide Columns

Hide Column from view
e To remove a column from the view, click on column name and select “Column Settings” >> “Hide this column”.
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Work progress tracker
Description -
st
B @ test

test

Work progress tracker

Work item
K

Test ltem
o

Test Item 2

ar
“Test ltem 3

Category

E1Planning

s Rescarch
(EHesearch )

EIMarketing

Progress Priority Startdate Due date
Completed Yesterday January 22
In progress Wednesday January 22

1

Complated 4 dlays From now 6 days from mow

by

Description ™ Category Progress
test [EIPlanning Completed
test # Research In progress
test EMarketing Completed

2

AtoZ
ZtoA

Filter by

Notes + Add ¢

Group by Assigned to

Column settings

Totals

Priority

Edit
> Format this column
Move left
Move right
3
Pin to filters pane

Show/hide columns

Add a column >

Startdate

Yesterday

Wednesday

4 days from now

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

Due date Notes -~
January 22 test
January 22 tests
6 days from now test

Add Column(s) to view

e To add more columns in the view, click on “Add Columns” >> “Show/hide columns”.
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Start date Due date
Yesterday January 22
Wednesday January 22

4 days from now 6 days from now

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

Notes -~ 1 ~+ Add column

test

tests

test

2

Single line of text
Choice

Date and time
Multiple lines of text
Person

Number

Yes/No

Hyperlink

Currency

Location

Image

More...

Show/hide columns

e Check the column(s) you want to add and click on “Apply” to add those columns to view.

| v App\ﬂ

Edit view columns

Select the columns to display in the list view.
To change ordering, use drag-and-drop or
the "up” and "down" buttons next to each
column,

Work item
Description
Category
Progress
Priority
Start date
Due date
Notes
o

D Modified
[ created
[] created By

Modified By

[ Attachments

[] poclcon

[ ttem crild Count

[ Folder Child Count

Re-Order Columns

e To reorder a column, drag it to the position you want.

saskatchewan.ca
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+ New

Work progress tracker

O Workitem
“Test ltem

N
“Test ltem 2

“Test ltem 3

B editingrid view 12 Share 3 Exportto Excel (® Power Apps v #E Automate

Description)

test

test

test

&
Mo%ﬁed By Progress Priority ' Start date
3 Planning Completed Vesterday
£ Research In progress Wednesday
= Marketing Completed 4 days from now

Due date

January 22

January 22

6 days from now

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

= Allltems v
Notes Modified By +
test Gopi, Mahima SBP
tests Gopi, Mahima SBP
test Gopi, Mahima SBP

e To reorder multiple columns at once in the view, click on “Add Columns” >> “Show/hide columns”.

Start date

Yesterday

Wednesday

4 days from now

Due date

January 22

January 22

6 days from now

Notes 1 - Add column

test

tests

test

Single line of text
Choice

Date and time
Multiple lines of text
Person

Number

Yes/No

Hyperlink

Currency

Location

Image

More...

2 Show/hide columns

e C(Click on the up and down arrows to change order and click “Apply”.
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~" Apply] x

Edit view columns

Select the columns to display in the list view.
To change ordering, use drag-and-drop or
the "up” and "down" buttons next to each
column.

Work item
Description

Category

Progress

Priority

Start date

Maove Column dow

Due date

Motes

Format Column

e Toformat a column, click on column name and select “Column Settings” >> “Format this column”.

B

Work progress tracker

Work item - Description Category
“Test Item B otest E1Planning
Test Item 2 test £ Research
“Test Item 3 test S Marketing

1 =

2

Ascending
Descending

Filter by

Group by Progress

Column settings

Priority Start date

| Kigh ) Yesterday
Vledium ) Wednesday
I High 4days from

Edit

Totals

e Choose the formatting option and click “Save”.

saskatchewan.ca

> |Fcrmallhis columr\l 3

Move left
Move right

Hide this column
Pin to filters pane

Show/hide columns

Add a column >
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Format Progress column X

Format view Format columns

Chod}e Column

| Progress ~

° Background colors
Add a background
«color to each choice.
Select 'Edit styles' to
add borders, icons, and
more.

Edit styles

Choice pills

Add color and rounded
styling to each chaice.
Select 'Edit styles' to
add borders, icons, and
more.

Edit styles

Conditional
formatting

Use custom rules to
format your list

Manage rules

Advanced mode

Work progress tracker

Work item Description Category Progress Priority

al .

“Test Item [l test [ElPlanning Completed T High

kY]

“Test Item 2 test £ Research In progress
~l =

“Test Item 3 fest = Marketing Completed T High

Format View
e Click on “Format current view”.
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| = All Documents | Y

e Choose the formatting option. See formatting options below:

o

e

List

= Compact List

HH Tiles

All Documents
Sample Calendar View
Sample View

Create new view

Save view as

Edit current view

Format current view

» Format view

Apply formatting to

Entire Row

saskatchewan.ca

Alternating row

styles

Format add rows

differently than even

rows

Edit row styles

Conditional
formatting

Use custom rules to

format your list

Manage rules

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022
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Alternating row styles (For entire row)
e Formats odd rows differently than even rows.

e C(Click on “Edit row styles” to change the auto selected colors.

s

Format view X

Apply formatting to

‘ Entire Row ~

° Alternating row
styles
Format odd rows
differently than even

| Edit row styles

Conditional
formatting

Use custom rules to
format your list

Manage rules

Formatview > Alternating row styles
< Alternating row styles

Odd rows

=]
Sample text 4
Even rows D Ne fill
Sample text Fill color
More styles

e C(Click on “Save” to save the chosen formatting.
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X

Formatview » Alternating row styles

 Alternating row styles

‘Odd rows

Sample text A
Even rows

Sample text A

Advanced mode Reset to default style

Cancel

Work progress tracker

Work item Description Category Progress Priority - Start date Due date Notes
“Test Item [ test HPlanning Complated Vesterday January 22 test
“Test Item 2 test £ Research - Wednesday January 22 tests
“Test Item 3 test S Marketing Completed 4 days from now 6 days from now test

Condiitional Formatting
e Formatting based on a condition.
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Format view X

Apply formatting to

Entire Row v

Alternating row
styles

Format odd rows
differently than even
rows

Edit row styles

° Conditional
formatting
Use custom rules to
format your list

Manage rules

e Click on “Manage rules” to select condition.

Format view X

Apply formatting to

Entire Row N

Alternating row
styles
Format odd rows

differently than even
rows

Edit row styles

e Conditional
formatting

Use custom rules to
format your list

Manage rules
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+++ » Conditional formatting

< Conditional formatting

Show all values as E
Sample text IEdit rule

Delete rule

—~+ Add rule

Hi

--- > Conditional formatting > Edit rule X
< Edit rule
If
| Progress o |
is equal to ~ |
Behind V |
~+ Add condition
Show list item as 4
Sample text %1
[ ] Noil

Ll color

Advanced mode More styles

Save Cancel
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+++ > Conditional formatting >  Edit rule X
& Edit rule
If
*
I |Progress o
"
| is equal to ~
I | Behind V|

-+ Add condition

Show list item as

I

Advanced meode

Work progress tracker

Work item Description Category Progress Priority Start da

N
“Test Item 2 & Research | In progress

Change View Style
e “List” is the default style selected. It can be changed to “Compact List” or “Gallery”.
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All ltems* ~ Y O

— List

= Compact List

HH Gallery

~  All tems

All ltems* ~ Y O

" = List

HH Gallery

| ~  All tems

Work progress tracker

Work item Description Category Progress Priority

0
“Test ltem 2
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= All ltems* ~ Y ()

" = List

= Compact List

HH Gallery

| ~  All tems

Work p@g ress tracker
Work item
Test Iltem

Description
test

Category
Planning

Progress

Behind

Priority

High

Start date
Yesterday

O

Work item
Test ltem 2

Description
test

Category
Research

Progress

In progress

Priority
Medium

Start date
Wednesday

Work item
Test Item 3

Description
test

Category
Marketing

Progress
Behind
Prionity
High

Start date
4 days from now

Creating a new view

e Click on “Save view as” to save your current view as a new view.
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H Allkems* ~ Y &

List

Compact List

~ H Gallery

Al ltems
Grouped by priority
Grouped by work item progress
Create new view

Save view as

Edit current view

Format current view

e Enter the name of the view and click on “Save”.
Note: For creating a private view, uncheck “Make this a public view”.

Save as

Save current view or type a new name

| Sample View

Make this a public view

e Forsaving the view as default, click on “Set current view as default”.
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Bﬂﬁﬂ}nple‘u’iewv v @

List

= Compact List
~ H Gallery

All ltems

Grouped by priority

Grouped by work item progress
~ Sample View

Create new view

Save view as

Set current view as default

e For creating a calendar view, click on “Create new view”.

H Sample View ~ % (@
= List
= Compact List
- H Tiles
All Documents
~ Sample View
Save view as
Set current view as default

Edit current view

Format current view

o Select “Calendar” under “Show as”, select columns for “Start Date” and “End Date” and select a column to
appear in title for the calendar. Click on “Create”.

saskatchewan.ca S a SkCI tC h ewdan %



. . Last revised: February 2021
SPO Members - Lists User Guide Last reviewed: February 2021

o ) Next review: February 2022
Ministry of SaskBuilds and Procurement

This document provides instructions and support for utilizing the many features available in SharePoint Lists.

View name

Sample Calendar View L

Show as

Start date on calendar End date on calendar

| Start date ~ ‘ | Due date ~
Visibility (D)

Make this a public view

Less options A~

Title of items on calendar

[ ] 7

Work progress tracker

B Todsy N | January 2021+ Fri, Jan 15
Sunday Monday Iy Tuesday Wednesday Thursday Friday Saturday My Testitem2
Dec 27 28 +New 29 30 31 Jan1 2 106ays
Allday  Test ltem
9days
3 4 5 6 7 8 9

Test ltem 2
Test Item
17 18 19 20 21 22 23
~Test tem
Test Item
Test Item 3
24 25 26 27 28 29 30

Columns or Properties

Add a new column
e Click on “Add column”.
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New Editin grid view 12 Share Export to Excel Power Apps Automate v~ e = All ltems
g P! pp

Work progress tracker

Startdate Due date Notes + Add column

Work item [} Description Category Progress - Priority
“Test ltem 0 test [ Planning Yesterday January 22 test
“Test tem 2 test 48 Research In progress Wednesday January 22 tests
est 1tem 3 test = Marketing 4 days from naw 6 days from now test

e Select the type of column you want to add.

-+ Add column

sk Single line of text
sl Choice

Date and time
Multiple lines of text
Person

Number

Yes/MNo

Hyperlink

Currency

Location

Image

More...

Show/hide columns

e Fill in the details and click “Save”.

Edit a column
. To edit a column, click on column name and select “Column Settings” >> “Edit”.
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Work progress tracker

Work item Description Category ‘1 Priority - Start date -

“Test ltem = L test £ Planning Ascending I High ) Yesterday
~ D d
Test Item 2 test # Research sseending Medium Wednesday
| SE——
o Filter by
_ITESt Item 3 test = Marketing [ High ) 4 days from now

Group by Progress
> B ;
Totals > Format lhisglumn
Move left
Move right
Hide this column
Pin to filters pane

Show/hide columns

Add a column >

”

e Make changes and click “Save”.

Edit column X

Learn more about column types and options.

Name *

Progress

Description

Current state of the work item

Type

b
Choice ~
Choices *
Not started X
In progress X
Complet=d X
Blocked x
x
== x
- Add Choice
B Can add values manually ()
Default value
‘ Not started v

[ se caleulated value (7

More options
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Delete a column
e To delete a column, click on column name and select “Column Settings” >> “Edit”.

Work progress tracker

Work item Description ™ Category 1 Priority Start date

“Test Item = - £ Planning Ascending =) Yesterday
“Test Item 2 test (A Research Descending Vedium ) Wednesday
A
R Filter by
JTest Item 3 test = Marketing [ High 4 days from now
Group by Progress
2 Column settings
Totals > Format this column
Move left
Move right

Hide this column
Pin to filters pane

Show/hide columns

Add a column >

e Click on “Delete”.

Edit column x

Learn more about column types and options.

Name *

Description

Current state of the work item

Type .
= 7
Choices *
Not started X
In progress X
Completed X
Blocked X
x
cnssles x
| Add Choice
B Can add values manually
Default value
‘ Not started v
[ use caleulated value ©
More options /'
——]

m Cancel
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Delete item(s)

e Select item(s) and click “Delete”.

& Edit B Editin grid view & S@e @ Copy link [Z] Comment |[i] Delete | # Automate

Work progress tracker

Work item -~ Description Category Progres
° _\I'I'est Item = = test f=1 Planning ( Behiy
_\ITest Item 2 test #* Research In prog
Rl
al
“Test Item 3 test = Marketing

Request sign-off on an item
e Select the item you want approval on, click “Automate” >> “Request sign-off”.

Work item Description Category
(] _‘I'I'est Item D Open = Planning
_\ITEst Item 2 Edit o Research

K Edit in grid view

“Test Iltem 3 = Marketing
Share
Copy link
Comment

Copy field to clipboard

Manage access

Delete

[Automate } !lequest sign-off ]
Alert me Set a reminder >
More > Power Automate »
Details

e Click on “Create flow”.
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Create a flow

Request sign-off
By Microsoft

This flow lets %u send an item to others to get
their approval. Any one of the approvers can
approve. You can track the status for this request
using the Sign-off status column.

Sign in
This flow uses the following apps. A green check
means you're ready to go.

SharePoint e
. Permissions @
H Approvals @ -

Notifications @

Cancel

Create flow

e Select “Approver”, “Message for approver” and click on “Run flow”.
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Run flow

Request sign-off

This flow lets you send an item to others to get
their approval. Any one of the approvers can

approve. You can frack the status for this request
using the Sign-off status column.

Approver *

Gopi, Mahima SBP %

Message *

Please approve 1his|

This flow uses SharePoint, Approvals, and
Notifications.
Review connections and actions

e Sign-off status will appear as “Pending”.

Work progress tracker

hd Description Category Progress Priority Start date Due date - Notes Sign-off status
[ test EPlanning Vesterday January 22 test
test 4 Research In progress Wednesday January 22 tests
test EIMarketing 4 days from now 6 diays from now test

o Approver will get an email to approve or reject the document.

saskatchewan.ca S aSka tC h ewdan %A



. . Last revised: February 2021

SPO Members - Lists User Guide Last reviewed: February 2021

o ) Next review: February 2022
Ministry of SaskBuilds and Procurement

This document provides instructions and support for utilizing the many features available in SharePoint Lists.

Requested by Gopi, Mahima SBP <mahima.gopi@gov.sk.ca>

Please approve Test Item’

Please approve this

Link: Test [tem

Date Created: Friday, January 15, 2021 10:54 PM GMT

e Approver can click on “Approve” or “Reject” in the email and click on “Confirm” on the next screen.

Res%ond: Approve X

Overview
‘Approval
Please approve Test Item’"

Requester
@® copi, Mahima s3°

Received
Jan 15, 04:54 PM (3 min ago)

Link
Test ltem

Details

Please approve this

[epprre I

'@ comment {optional

Confirm |

Cancel

e Sign-off status will change to “Approved” after the approver approves it.
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Work progress tracker

v Description Category Progress Priority Start date Due date Notes Sign-off status - +
E test {EiPlanning Yesterday January 22 test
test ## Research In progress Wednesday January 22 tests
test SMarketing 4 days from now 6 clays from now test

e Requester will get an email notification about the approval status.

El

Gopi, Mahima SBP signed off on your
item

View item:

Test ltem

Set a Reminder

e Select the item, click “Automate” >> “Set a Reminder” >> “Due Date”.

Work progress tracker

Work item Description Category Progress Pri
© Testitem 1 E Open Spanning
s i
“Test ltem 2 e # Research In progress

K Edit in grid view

“Test ltem 3 = Marketing
Share
Copy link
Comment

Copy field to clipboard

Manage access

Delete
2 I Automate | > Request sign-off 3
Alert me I Set a reminder ] > | Start date
More > 1 > |Eue date I 4
Details
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e Click on “Create flow”.

Set a reminder
Get an email reminder
Scheduled

Remind me a number of days in advance of the
date in the column

Sign in
This flow uses the following apps. A green check
means you're ready to go.

SharePoint .
- Permissions ©
m Notifications @
Office 365 Users
@ o> ©

Cancel

e Enter the number of days before you would like to be reminded and click “Create”.
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Set a reminde[;
Get an email reminder
Scheduled

Remind me a number of days in advance of the
date in the column

Flow name

| Get an email remmdsr{ |

Remind me this many days in advance *

[ |

Alerts

Set alerts on a list
e Toset up alerts on a list, click on “...” >> “Alert me”.
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+ New FH Editin gridview 1% Share K3 Exportto Excel (& Power Apps ~ #§ Automate \/E 1

e P

Work progress tracker [} Manage my alerts

Work item Description ™ Category Progress Priority ~

u
“Test ltem [T test i Planning T High

N
“Test ltem 2 test o Rasearch In progress
“ . .

O " Test ltem 3 e test B Marketing T High

e Fill in alert details and click “OK”.

Alert me W#En items change

=]

Alert Title

Enter the title for this alert. This is included in the Work progress tracker
subject of the notification sent for this alert.

Send Alerts To
B Users:
You can enter user names or e-mail addresses,

Separate them with semicalons. Gopi, Mahima SBP x

Delivery Method
; . Send me alerts by:
Specify how you want the alerts delivered.
(@ E-mail mahima.gopi@gov.sk.ca
Text Message (SM3)

Send URL in text message (SMS)

Change Type
i Only send me alerts when:
Specify the type of changes that you want to be
alerted to. @ All changes
(O New items are added
() Existing items are modified

() Items are deleted

Send Alerts for These Changes
; ; Send me an alert when:
Specify whether to filter alerts based on specific

criteria. You may also restrict your alerts to only (@ anything changes
include items that show in a particular view. () Someone else changes zn item
(C) Somecne else changes an item created by me

Someone else changes an item last madified by me

Set alerts on a single item
e To set up alerts on single item, select the item and select “Alert me” from the menu.
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Work progress tracker

O Work item
° :‘Test Item

ar
“Tast ltem 2

a
“Test ltem 3

Description

G Open

Edit

Edit in grid view

Share

Copy link

Comment

Copy field to clipboard

Manage access

Delete
Automate >
More >

Details

e Fill in alert details and click “OK”.

Alert me when items change

Alert Title

Enter the title for this alert. This is included in the
subject of the notification sent for this alert

Send Alerts To

You can enter user names or e-mail addresses.
Separate them with semicolons.

Delivery Method

Specify how you want the alerts delivered.

Send Alerts for These Changes

Specify whether to filter alerts based on specific
criteria. You may also restrict your alerts to only
include items that show in a particular view.

When to Send Alerts

Specify how frequently you want to be alerted. (mobile

alert is only available for immediately send)

saskatchewan.ca

Work progress tracker: Test Item

Users:

Gopi, Mahima SBP x

Send me alerts by:
@ E-mail mahima.gopi@gov.sk.ca
Text Message (SMS)

Send URL in text message (SMS)

Send me an alert when:
@ Anything changes
(O someone else changes an item
(O Someone else changes an item created by me

(O Semeone else changes an item last medified by me

@® Send notification immediately
(O Send a daily summary

(OSend a weekly summary

Time:

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022
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