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A FEW NOTES ABOUT THIS TALK:

• I’m going to be talking about most things in general.

• Specific instructions on how to do things can be found in 
the materials.

• The materials should be available on the seminar website 
at www.13software.com.



THE MOUNTAIN OF INFORMATION

•Vacation Calendar
•Court Calendar
•Meeting Calendar
•Events Calendar
•Job Share Tasks

•Office Guides
•Office Forms
•Office Directories
•Personnel Policies
•Procedures Manuals



WHAT IS SHAREPOINT?

• At the most basic level, SharePoint is what we used to call an “intranet” – an 
internal web based library.

• It also has powerful collaboration tools and dozens of apps that integrate 
with other office products.

• If you can think of it there’s probably a way to do something in SharePoint.
• This can be intimidating, but once you learn the basics a functional site can 

be built in a day.



OTHER THINGS YOU CAN DO…

• Inventory/asset tracking
• Helpdesk
• Trouble ticket system using SharePoint and Flow
• Employee Onboarding via Powwer Apps
• Budget Tracker
• More more more!



HOW TO GET SHAREPOINT VIA 
WINDOWS SERVER

• Older versions of Windows Server (2013 or older) have SharePoint 
Foundations for free.

• These versions are no longer supported and show their age.
• Server 2016 had Foundations included but it was subsequently pulled.
• There are currently no supported “free” stand alone versions of 

SharePoint Server.
• Expect to spend at least $1000 and $100/user, plus the other costs 

associated with a server, to host it in house.



HOW TO GET SHAREPOINT VIA OFFICE 365

• To build sites at least one person in the office needs Office 365 Business 
Premium or greater.

• Users with lower versions of Office 365 can access the site and upload 
documents but cannot create pages or sites.

• We have everyone licensed at Office 365 Business Premium because we also 
use Exchange Online.

• This version of SharePoint, called SharePoint Online, is always current with the 
latest Microsoft updates.



WHY LIVE IN THE CLOUD?

• The future is with Software as a Service (SaaS). 
• Generally, the cost of Microsoft’s “Online” products are less than the stand 

alone purchase prices when compared to a 3 year replacement cycle of 
the on premises versions.

• On premises versions of software will still be available for a few years –
probably up to the 2022 cycle of products.

• However, starting with Office 2019 Microsoft began withholding some 
features from the “buy it once” version of the software.



COST BREAKDOWNS

• Office 2019 Pro currently costs around $440 per DEVICE.
• For a 25 person office with 30 devices the cost would be $13,200.

• Office 365 Business Premium costs about $150 per license per year.  Users 
can have the software installed on up to FIVE devices, so the 25 person 
office would only need 25 licenses.

• The cost would be $3,750/year.
• Over 3 years this would be… $11,250.

















CONCLUSION

• SharePoint is powerful, easy to set up and easy to use.
• Don’t let the number of things it can do intimidate you – focus on what you 

need and forget the rest until you are comfortable.
• If you have already moved to Office365 then this tool is ready and waiting 

for you to use.
• If you are thinking of moving to Office365 then this tool should be a 

consideration in the “pro” camp for moving online.



Creating a SharePoint Online Site 
 

• From the Office 365 Administration Panel select “Admin”.  

 

 
• Select SharePoint from the Admin Centers list. 

 



• Click on New under Site Collection or start building from one of the existing sites. 

 

 

 

 

  



Which type of site to choose? 
 

• A “Community Site” has most of the basic functionality built in.  You select a template and it 

builds everything in the background for you.  It is mainly focused on spreading information to a 

wide audience (ie: your entire office). 

• A “Team Site” is focused more on collaboration tools where users are creating content for the 

site as well as consuming it.  They are tied to groups you create within O365/Exchange Online. 

For purposes of an “intranet” style of website (ie: a collection of document libraries) a “Community Site” 

should suffice.   

 

You have your site created, now what? 
You will start with a blank page and some basic functions: 

 

Go to “Add lists, libraries, and other apps and start playing! 



 



The gear in the upper right contains a number of tools as well: 

 

 

I recommend that you make two pages to start with – your master page for the entire office and a 

“playground” page for just yourself.  Work through the steps to create something on your playground 

page and then recreate it on your master page once you have content looking the way you want. 

 

Security 

 
Under Site Settings is an option for Site permissions and People and Groups. 

 

  



I put all members of our staff in the “Ch 13 Members” group.  Our legal secretaries have access to an 

additional feature we don’t want others to have, so they’re in that group as well to receive permissions 

for the “Legal Secretaries Tasks” function.  Finally, I created another group called “Managers” so that 

they can have access to the “Managers” page as well as have elevated permissions within the main site. 

 

What next? 
 

Play around with it and research it.  There are tons of free sites and tutorials available that will walk you 

through every step of creating and maintaining SharePoint Online. 

Also, make sure that you subscribe to the Office 36 Weekly digest.  Microsoft is constantly adding new 

features and changing defaults.  I logged on one day to find all my backgrounds had changed from whit 

to a blackish gray.  Why?  Because they changed a default setting to “modern” on all sites and I used 

“classic” to emulate our old 2010 site.  I had to go through and change default settings to get “classic” 

back. 

 



Creating a color coded calendar in SharePoint: 

1) From the Gear in upper right click Add an App 

2) Select Calendar 

3) Give it a Name and click Create 

4) Click on Calendar Tab 

5) Click on List Settings 

6) In the Columns section find Category 

7) Delete the existing categories 

8) Type new categories in each section 

a. Example: Vacation Day, Office Closed, Court Closed, Judge X Hearing, Judge Y Hearing, 

341 Meeting, Office Meeting, etc. 

b. There is a limit of 10 categories. 

9) Click OK 

10) Go back to Calendar and select Calendar. 

11) Click on Create View 

a. Click on Calendar View 

b. Give the view a name the same as the category name 

c. Click the radio button for Show items only when the following is true: 

i. Select Category column 

ii. Type the name of the category exactly as spelled when the category was 

created 

iii. Click OK to Save 

d. Repeat for each category 

e. Create a view called “All Views” where the “Show items only” option is equal to a blank. 

f. This will keep only the colored items on the calendar and eliminate duplicates. 

g. Set this as the default view. 

12) Click Calendar Overlay 

a. Click on New Calendar 

b. Give the new calendar a title similar to the category, ie: Vacations 

c. The type of calendar is SharePoint 

d. Give the calendar a description if you want, but it isn’t necessary. 

e. Give each Overlay a unique color. 

f. Click the Resolve button next to the Web URL line. 

i. This should change the List to your new calendar. 

g. Use the List View dropdown to select the view associated with this calendar. 

h. Check “Always Show” 

i. Click OK and OK again. 

13) Edit the page where you want to place the calendar (ie: the home page for the group viewing 

the calendar). 

a. Click on Insert 

b. Click on Web Part 

c. Select the calendar created in step 3. 

d. Click Add 

e. Click Save 



14) After placing the item as a web part on a SharePoint page the default view needs to be selected. 

a. Click on Page 

b. Click on Edit 

c. Click on the dropdown in the upper right and select “Edit Web Part” 

d. In the “List Views” option select the “All Views” view created above. 

15) Click Save. 

 

Synch the calendar with Outlook: 

1) Go to SharePoint. 
2) Click on the Office Calendar name from the main page to open it as a calendar page. 
3) Click on Calendar in the top of the screen. 
4) Click on Connect to Outlook. 
5) Check the box to always open these types of links with associated app 
6) Click Open Outlook 
7) There may be a dialogue box related to open this calendar with Outlook.  Click Yes. 

 

The SharePoint Calendar will now be in the “Other Calendars” section of Outlook.  Using the arrows the 

calendars can be “overlayed” instead of side by side.  It can be turned off by unchecking the box in Other 

Calendars or by clicking the X in the title of the calendar.  Note that color coding is lost when this is done 

because Outlook does not share the back end data with SharePoint and vice versa. 

 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

Manage sequential approvals with 

Microsoft Flow 
 

Some workflows require pre-approval before the final approver is required to sign off. 

For example, a company may have a sequential approval policy that requires pre-

approval for invoices over $1000.00 before they're approved by the Finance department. 

In this walkthrough, we create a sequential approval flow that manages employee 

vacation requests. 

Detailed steps in the flow 

The flow: 

1. Starts when an employee creates vacation request in a SharePoint Online list. 

2. Adds the vacation request to the approval center and then emails the request to 

the pre-approver. 

3. Emails the pre-approval decision to the employee. 

4. Updates the SharePoint Online list with the pre-approver's decision and 

comments. 

Note: If the request is pre-approved, the flow continues with these steps: 

5. Sends the request to the final approver. 

6. Emails the final decision to the employee. 

7. Updates the SharePoint list with the final decision. 

This image summarizes the preceding steps: 

https://support.office.com/article/Introduction-to-lists-0a1c3ace-def0-44af-b225-cfa8d92c52d7
https://github.com/mgblythe
https://github.com/mgblythe


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Prerequisites 

• Microsoft Flow. 

• A SharePoint Online list. 

• Office 365 Outlook and Office 365 Users account. 

Note 

While we use SharePoint Online and Office 365 Outlook in this walk-through, you can 

use other services such as Zendesk, Salesforce, or Gmail. 

Before you create the flow, create a SharePoint Online list; later, we'll use this list to 

request approval for vacations. 

The SharePoint Online list that you create must include the following columns: 

https://flow.microsoft.com/
https://support.office.com/article/Training-Create-and-set-up-a-list-1DDC1F5A-A908-478B-BB6D-608F34B71F94


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Make note of the name and URL of the SharePoint Online list. We use these items later 

when you configure the SharePoint - When a new item is created trigger. 

Create your flow from the blank template 

1. Sign in to Microsoft Flow. 

 

2. Select the My flows tab. 

 

3. Select Create from blank. 

 

4. Select the Create from blank button. 

Add a trigger 

https://flow.microsoft.com/


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

1. Enter SharePoint into the search box. 

 

2. Find, and then select the SharePoint - When an item is created trigger. 

 

3. Select the Site Address and the List Name for the SharePoint list that your flow 

monitors for new items. 

 

Get the manager for the person who created the 

vacation request 

1. Select New step, and then select Add an action. 

 

2. Enter get manager into the Choose an action search box. 

3. Find, and then select the Office 365 Users - Get manager (V2) action. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

4. Insert the Created By Email token into the User (UPN) box on the Get 

manager card. 

This action gets the manager for the person who created the vacation request in 

SharePoint. 

 

1. Provide a name for your flow, and then select Create flow to save the work we've 

done so far. 

 

Note 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

Select Update flow from the top of the screen periodically to save the changes to 

your flow. 

 

After each save operation, select Edit flow from the top of the screen, and then 

continue making changes. 

Add an approval action for pre-approvals 

1. Select New step, and then select Add an action. 

 

2. Enter approval into the Choose an action search box. 

 

3. Select the Approvals - Start an approval action. 

 

4. Configure the Start an approval card to suit your needs. 

Note 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

The Title and Assigned To fields are required. You can use Markdown to format 

the Detailsfield. 

 

Note: This action sends the pre-approval request to the email address in the Assigned 

To box. 

Add a condition 

1. Select New step, and then select Add a condition. 

 

2. Select the Object Name box, and then enter response into the search box on 

the Add dynamic content from the apps and services used in this flow card. 

3. Select the Response token. 

https://aka.ms/approvaldetails


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

4. Select the Value box, and then enter Approve into the box. 

Note 

The valid responses to the Approvals - Start an approval action are "Approve" 

and "Reject". These responses are case-sensitive. 

5. Your Condition card should now resemble this image: 

 

Note 

This condition checks the response from the Start an approval action. 

Add an email action for pre-approvals 

1. Select Add an action on the IF YES branch of the condition. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

2. Enter send email into the search box on the Choose an action card. 

 

3. Select the Office 365 Outlook - Send an email action. 

 

4. Configure the email card to suit your needs. 

Note 

To, Subject, and Body are required. 

This card is a template for the email that is sent when the status of the vacation 

request changes. 

Note: In the Body box on the Send an email card, use the Comments token from 

the Approvals - Start an approval action. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Add an update action for pre-approved requests 

1. Select Add an action from the IF YES branch. 

2. Enter update into the search box on the Choose an action card. 

 

3. Select the SharePoint - Update item action. 

 

4. Configure the Update item card to suit your needs. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Get the pre-approver's manager 

1. Use the Get the manager for the person who created the vacation request steps 

we did earlier to add, and then configure another Get manager action. This time 

we get the pre-approver's manager. 

2. The Get manager 2 card should resemble this image when you're finished. Be sure 

to use the Email token from the Get manager category on the Add dynamic 

content from the apps and services used in this flow card. 

 

Add the final approval action 

1. Use the add an approval action for pre-approvals steps we did earlier to add, and 

then configure another Start an approval action. This action sends an email 

request for final approval. 

2. When you're done, the card should resemble this image: 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#get-the-manager-for-the-person-who-created-the-vacation-request
https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#add-an-approval-action-for-pre-approvals


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Add the final approval condition 

1. Repeat the steps from add a condition to add, and then configure 

a Condition that checks the final approver's decision. 

Send email with final approval 

1. Use the steps from Add an email action for pre-approvals to add, and then 

configure an action that sends an email when vacation requests are approved. 

2. When you're finished, your card should resemble this image: 

 

Update SharePoint with approval 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#add-a-condition
https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#add-an-email-action-for-pre-approvals


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

1. Use the steps from Add an update action for pre-approved requests to add, and 

then configure an action that updates SharePoint when the vacation request is 

approved. 

2. When you're finished, the card should resemble this image: 

 

Send email with pre-approval rejection 

1. Select Add an action on the IF NO, DO NOTHING branch. 

2. Enter Send email into the search box of the Choose an action card. 

 

3. Select the Office 365 Outlook - Send an email action. 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#add-an-update-action-for-pre-approved-requests


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

4. Configure the email card to suit your needs. 

This card represents the template for the email that's sent when the status of 

vacation requests change. 

 

Note: This action must be added to the IF NO, DO NOTHING branch below 

the Condition card. 

Update SharePoint with pre-approval rejection 

1. Select Add an action. 

 

2. Enter update item into the search box on the Choose an action card. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

3. Select the SharePoint - Update item action. 

 

4. Configure the card to suit your needs. 

 

Send email with final rejection 

1. Use the steps from Send email with pre-approval rejection to add, and then 

configure an action that sends an email when the vacation request is rejected by 

the final approver. 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#send-email-with-pre-approval-rejection


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

Note: This action must be added to the IF NO, DO NOTHING branch below 

the Condition 2card. 

2. When you're finished, the card should resemble this image: 

 

Update SharePoint with final rejection 

1. Use the steps from Update SharePoint with pre-approval rejection to add, and 

then configure an action that updates SharePoint if the final approver rejects the 

vacation request. 

2. When you're finished, the card should resemble this image: 

 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#update-sharepoint-with-pre-approval-rejection


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

3. Select Update flow to save the work we've done. 

 

If you've followed along, your flow should resemble this image: 

 

Now that we've created the flow, let's see it in action. 

Request an approval 

Create a vacation request in the SharePoint Online list you created earlier. 

After you save this request, the flow triggers, and then: 

1. Creates a request in the approvals center. 

2. Sends an approval request email to the approvers. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

Your request should resemble this image: 

 

View pending approval requests 

View all pending approval requests by following these steps: 

1. Sign in to Microsoft Flow. 

 

2. Select the Approvals tab. 

https://flow.microsoft.com/


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

3. Find all pending approval requests under Received requests. 

 

Pre-approve a request 

If you're an approver in an approval flow, you receive an email whenever someone 

creates a request. The approval request is also sent to the approvals center. You can 

then approve or reject requests from the email, the approvals center, or the Microsoft 

Flow app. 

To approve a request: 

From email 

1. Select Approve from the email you receive when an item is added to the 

SharePoint Online list. 

Note: If you're using a mobile device with the Microsoft Flow app installed, the 

Microsoft Flow app launches, otherwise, the approvals center opens in your 

browser. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

2. Enter a comment, and then select the Confirm button. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

From the approvals center 

1. Sign in to Microsoft Flow. 

 

2. Select the Approvals tab. 

 

https://flow.microsoft.com/


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

3. Select Approve on the request you want to approve. 

 

4. Add a note, and then select the Confirm button. 

 

From the Microsoft Flow app 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

1. On your mobile phone with the Microsoft Flow app installed, select Approve from 

the request approval email. 

2. Select Confirm in the upper right corner of the screen. 

 

3. The success page shows, indicating that your approval has been recorded. 



https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

 

Note: The screens on Android, iOS and Windows Phone may differ slightly, however, the 

functionality is the same on all devices. 

Approve the request 

The steps to approve a request are identical to the steps to pre-approve a request 

Note: The final approver gets the vacation request only after the request has been pre-

approved. 

Reject a request 

You can reject a request via email, the approvals center, or the Microsoft Flow app. To 

reject a request, follow the steps for approving a request, but select Reject, instead 

of Approve. 

After you confirm your decision (rejection of the request), the flow runs the following 

steps: 

https://docs.microsoft.com/en-us/flow/sequential-modern-approvals#pre-approve-a-request


https://docs.microsoft.com/en-us/flow/sequential-modern-approvals# 

1. Sends an email to the person who requested vacation. 

2. Updates the SharePoint Online list with the decision, and the comments from the 

approver. 

 



SharePoint Resources: 

Microsoft Introduction to SharePoint Online https://docs.microsoft.com/en-us/sharepoint/introduction 

Microsoft Virtual Academy – SharePoint https://mva.microsoft.com/product-

training/sharepoint#!lang=1033 

Microsoft SharePoint Onlilne Video Training Library https://support.office.com/en-ie/article/sharepoint-

online-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23 

Manage Office 365 https://docs.microsoft.com/en-us/Office365/ 

Bamboo Solutions https://bamboosolutions.com/ 

 Weekly Roundup signup is on Contact Us page 

SharePoint Simply https://www.spsimply.com/ 

Microsoft Flow Training https://docs.microsoft.com/en-us/flow/guided-learning/ 

Microsoft SharePoint Blog https://www.microsoft.com/en-us/microsoft-365/blog/sharepoint/ 

@WonderLaura SharePoint for Non-Developers https://wonderlaura.com/category/sharepoint-

version/sharepoint-online/ 

SharePain – “My Office 365 Pain = Your Solutions” https://veenstra.me.uk/ 

Asset Management in SharePoint: https://medium.com/plumsail/assets-management-in-sharepoint-

online-and-office-365-8d71d85a7178 

SharePoint Help Desk solution:  https://sharepointmaven.com/how-to-create-help-desk-solution-in-

sharepoint-out-of-the-box/ 

Using Flow and SharePoint to create a trouble ticket system:  https://blog.hubfly.com/solutions/how-to-

use-microsoft-flow-to-build-ticketing-system-in-sharepoint 

 

 

 

 

 

https://docs.microsoft.com/en-us/sharepoint/introduction
https://mva.microsoft.com/product-training/sharepoint#!lang=1033
https://mva.microsoft.com/product-training/sharepoint#!lang=1033
https://support.office.com/en-ie/article/sharepoint-online-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23
https://support.office.com/en-ie/article/sharepoint-online-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23
https://docs.microsoft.com/en-us/Office365/
https://bamboosolutions.com/
https://www.spsimply.com/
https://docs.microsoft.com/en-us/flow/guided-learning/
https://www.microsoft.com/en-us/microsoft-365/blog/sharepoint/
https://wonderlaura.com/category/sharepoint-version/sharepoint-online/
https://wonderlaura.com/category/sharepoint-version/sharepoint-online/
https://veenstra.me.uk/
https://medium.com/plumsail/assets-management-in-sharepoint-online-and-office-365-8d71d85a7178
https://medium.com/plumsail/assets-management-in-sharepoint-online-and-office-365-8d71d85a7178
https://sharepointmaven.com/how-to-create-help-desk-solution-in-sharepoint-out-of-the-box/
https://sharepointmaven.com/how-to-create-help-desk-solution-in-sharepoint-out-of-the-box/
https://blog.hubfly.com/solutions/how-to-use-microsoft-flow-to-build-ticketing-system-in-sharepoint
https://blog.hubfly.com/solutions/how-to-use-microsoft-flow-to-build-ticketing-system-in-sharepoint
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