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Document Management Using SharePoint
Power Automate & Teams

SharePoint

Custom SharePoint Permissions levels to manage, Approvers, Publishers, Viewers (Content Approval & Site
Customizations).

Power Automate Flow

Power Automate flow which will be used to send the published documents for approvals to the Approvers &
Email Notification to other users. (Single Flow for Multiple Document Libraries).

MS Teams

View, Approve, Upload Documents based on user roles.

Power Automate Tips & Tricks

e Microsoft INNOVIQ



Use Case

Design team
Dev?Iopetr_ftegm uploads design
gets notine document
Developer team .
build solutions Design'team Correct and
requests
based on the aoproval reupload
document PP
Solution
Architects review
document
Yes No
Approved
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User Groups & Permissions

Architects Developers

Permissions Designers

Upload document
Request approval
Approve document
Download document
View document
Delete document

mm Microsoft INNOYIa
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Process
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Process

Power
Automate

L Setup

IﬂﬂO\/l/O

CONSULTING

AN

N

L

{
[]

VIRTUA

o



SharePoint Setup S

* Enabling content approval.

» Creating / updating site permissions.

» User group setup for the site.

» Some site customizations.

* Applying permission levels to the user
groups.

e Microsoft INNOV1Q
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SharePoint Setup ?

e Microsoft

Enable content
approval

Stop inheriting
permissions

Create new
teams &add
member

Create a new
document library

Apply
permission
levels

Create audit lists

End

Open the default
SharePoint site

Edit site
permissions

Add user groups
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SharePoint Setup — Create Teams S

et X

Teams ﬂ General Pposts Document Library

Q

Activity

Your teams T Upload v [ Editingridview & Share @ Copylink <3 Sync v Download --* = All Documents

ﬂ Power Platform Experts &) Add shortcut to OneDrive
Documents > General

| Name Modified Modified By + Add column
Hidden teams + Add Cloud Storage

This folder is empty

Oo . R
<@ Join or create a team

POWERED BY ¢ DUG
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SharePoint Setup — Site Permissions

75 General (Power Platform Experts: X s, Power Platform Experts - Genera' X sj» Power Platform Experts - Flow D¢ X w" Document Management Process X # Manage your flows | Power Auto: X +

= = © @ cft007.sharepoint.com/sites/PowerPlatformExperts/Shared%20Documents/Forms/Alllitems.aspx?RootFolder=%2Fsites%2FPowerPlatformExperts%2FShared%20Documents%2FGeneral &FolderCTID... & -

X
SharePoint AL Search this library = & ? @
X

ﬂ Power Platform Experts @ Private group % Not  S€ttiNgs

— SharePoint

Home T Upload v B Editin gridview & Share @ Copylink <3 Sync  { Download = All Documen
N
Add an app

Conversations )
Site contents

6 Documents > General o '
Documents Library settings
Restore this library
= Shared with us [0 Name v Modified Modified By + Add column Site information
I Site permissions I
® Notebook Apply a site template
Site usage
Pages Change the look

Flow Designs

Audit Log Lo
Permissions

Site contents Manage who has access to this site.
) ¢ Not following R 4 members
Recycle bin Add members v
Edi ge () Site workflows oy A ~  Site owners - full control ©
it A Site WOTKITOWS J K

“  Site members - limited control ©

»  Site visitors - no control ©

Site Sharing /
Change how members can share WERED BY&DUG

https://cft007.sharepoint.com/sites/PowerPlatformExperts/Shared Documents/Forms/Allltems.aspx?RootFolder=%2Fsites%2FPowerPlatformExperts|
There are additional groups or people with ) ) S0

.. ° ¢ permissions on this site. To see them, please
.. M I C rOSOﬁ visitfAdvanced permissions settings. VlRTUAI..
©

Return to classic SharePoint

Items Modified




SharePoint Setup - Site Permission Levels S

<« 2> C @ cft007.sharepoint.com/sites/PowerPlatformExperts/_layouts/15/user.aspx

st SharePoint
BROWSE PER e

Q ccess Request Settings
Grant Create S
Permissions Group er| ions

Pern Permissions "y, Site Collection Administrators

Grant Check Manage

Permission Levels

Home /!\ Some con

There are limite

View and configure the available
Permission Levels on this site.
Permission Levels are sets of individual

Conversations

Documents .-
Name permissions a user or group can be
Notebook
Power Fracrorm LAPCILS IVITITTUTTS
Pages
Power Platform Experts Owners
Recent
) Power Platform Experts Visitors
Flow Designs

Audit Log
Site contents

Recycle Bin

Home

assigned. Con

Notebook

Pages

2> C @ cft007.sharepoint.com/sites/PowerPlatformExperts/_layouts/15/role.aspx?Source=h

SharePoint

# EDIT LINKS

Permissions » Permission Levels o

=Add a Permission Level | X Delete Selected Permission Levels

versations

Documents

Full Control

Design

Recent Edit
Flow Designs
Audit Log

Site contents

Recycle Bin

# EDIT LINKS

# EDIT LINKS
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List Permissions
(J Manage Lists - Create and delete lists, add or remove columns in a list,
and add or remove public views of a list.

(J Override List Behaviors - Discard or check in a document which is
checked out to another user, and change or override settings which
allow users to read/edit only their own items

Add Items - Add items to lists and add documents to document
libraries.

Edit Items - Edit items in lists, edit documents in document libraries,
and customize Web Part Pages in document libraries.

SharePoint Setup — Permission Levels
ist Permissions

List Permissions
(J Manage Lists - Create and delete lists, add or remove columns in a list,
and add or remove public views of a list.

(J Override List Behaviors - Discard or check in a document which is
checked out to another user, and change or override settings which
allow users to read/edit only their own items

Add Items - Add items to lists and add documents to document
libraries.

Edit Items - Edit items in lists, edit documents in document libraries,
and customize Web Part Pages in document libraries.

(J Delete Items - Delete items from a list and documents from a
document library.

Delete Items - Delete items from a list and documents from a
document library.

View Items - View items in lists and documents in document libraries.

(J Approve Items - Approve a minor version of a list item or document.

View Items - View items in lists and documents in document libraries.

(J Approve Items - Approve a minor version of a list item or document.

(J Open Items - View the source of documents with server-side file
handlers.

O View Versions - View past versions of a list item or document.

O Delete Versions - Delete past versions of a list item or document.

Open Items - View the source of documents with server-side file
handlers.

View Versions - View past versions of a list item or document.

Delete Versions - Delete past versions of a list item or document.

Create Alerts - Create alerts.

View Application Pages - View forms, views, and application pages.
Enumerate lists.

e Microsoft INNOVIQ

CONSULTING

Create Alerts - Create alerts.

View Application Pages - View forms, views, and application pages.
Enumerate lists.
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SharePoint Setup — Permission Levels
Site Permissions

& > C @ cft007.sharepoint.com/sites/PowerPlatformExperts/_layouts/15/editrol... |& : & > C @ cybemnetik2019.sharepoint.com/sites/documentmanagementusers/._lay...

SharePoint / SharePoint

(J Create Groups - Create a group of users that can be used anywhere

within the site collection.

(J Create Groups - Create a group of users that can be used anywhere
within the site collection.

(J Browse Directories - Enumerate files and folders in a Web site using
SharePoint Designer and Web DAV interfaces.

Browse Directories - Enumerate files and folders in a Web site using
SharePoint Designer and Web DAV interfaces.

Use Self-Service Site Creation - Create a Web site using Self-Service Site
Creation.

View Pages - View pages in a Web site.

O Enumerate Permissions - Enumerate permissions on the Web site, list,
folder, document, or list item.

Browse User Information - View information about users of the Web

site.
(J Manage Alerts - Manage alerts for all users of the Web site.

Use Remote Interfaces - Use SOAP, Web DAV, the Client Object Model

or SharePoint Designer interfaces to access the Web site.

Use Client Integration Features - Use features which launch client
applications. Without this permission, users will have to work on
documents locally and upload their changes.

Open - Allows users to open a Web site, list, or folder in order to access

items inside that container.

Use Self-Service Site Creation - Create a Web site using Self-Service Site
Creation.

View Pages - View pages in a Web site.

(J Enumerate Permissions - Enumerate permissions on the Web site, list,
folder, document, or list item.

Browse User Information - View information about users of the Web
site.

(J Manage Alerts - Manage alerts for all users of the Web site.

Use Remote Interfaces - Use SOAP, Web DAV, the Client Object Model
or SharePoint Designer interfaces to access the Web site.

Use Client Integration Features - Use features which launch client
applications. Without this permission, users will have to work on
documents locally and upload their changes.

Open - Allows users to open a Web site, list, or folder in order to access
items inside that container.

O edit Personal User Information - Allows a user to change his or her own
user information, such as adding a picture.

Edit Personal User Information - Allows a user to change his or her own

user information, such as adding a picture.

I oweren By puG
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SharePoint Setup — Permission Levels

e Microsoft

Personal Permissions

Personal Permissions

(0 Manage Personal Views - Create, change, and delete personal views of
lists.

(J Add/Remove Personal Web Parts - Add or remove personal Web Parts
on a Web Part Page.

(O Update Personal Web Parts - Update Web Parts to display personalized
information.

Copy Permission Level Submit Cancel

INNOVIQ

CONSULTING

Personal Permissions

Manage Personal Views - Create, change, and delete personal views of
lists.

Add/Remove Personal Web Parts - Add or remove personal Web Parts
on a Web Part Page.

Update Personal Web Parts - Update Web Parts to display personalized
information.

Copy Permission Level Submit Cancel
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SharePoint Setup - Library Settings

<« > C @& cft007.sharepoint.com/sites/PowerPlatformExperts/Flow%20Designs/Forms/Alllitems.aspx

SharePoint A Search this library

ﬂ Power Platform Experts # Private gro € ttiNGs X

— SharePoint
Home T Upload ~ 3 Editin grid view o Sync ) Add shortcut to OneDrive  E Pin to Quick access =/
-
Add an app

Conversations
Site contents

Flow Designs I\

Library sett

Documents
Restore this library

Shared with us [ Name v~ Modified Modified By Approval Status Request, Site information
Site permissions

® @ O

N - o
Notebook M@= ~Document Management Process Flow.docx About an hour ago Vidit Gholam Pending o° Start, Apply a site template
Site usage
Lo
Pages lo}  “Document Management Process flow.pdf About an hour ago Vidit Gholam Pending o” Start. Change the look

Flow Designs

Audit Log Library settings X

Site contents Name *
shortcut to OneDrive  FLd Pin to Quick access

Flow Designs

Recycle bin

Description

Edit

Modified By

Approval Status Reque

Return to classic SharePoint

More library settings

- OWERED sv{’nue
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SharePoint Setup - Library Settings — Content

SharePoint

Home
Conversations
Documents
Notebook
Pages

Recent

Flow Designs
Audit Log

Site contents

Recycle Bin

# EDIT LINKS

e Microsoft

Approval

Content Approval

Specify whether new items or changes to existing ns should remain in a draft state until they have been approved. Learn about requiring approval.

Document Version History see SharePoint

# EDIT LINKS

Flow Designs » Settings

Home List Information

Name: Flow Desic
Web Address: https://cft(

Description:

Draft Item Security Conversations

Documents

Notebook

G | Setti
Pages eneral Settings

) Recent
Require Check Out @ List name, description and navigation

Flow Designs — -
I @ Versioning settings |

Audit Log 8 Advanced settings

Site contents a Validation settings
~ "
Recycle Bin @ Column default value settings
8 Audience targeting settings
# EDIT LINKS @ Rating settings

= Form settings

INNOVIQ

CONSULTING

Require content approval for submitted items?

@® Yes O No

Create a version each time you edit a file in this document library?
@ Create major versions

Example: 1, 2, 3, 4
O Create major and minor (draft) versions

Example: 1.0, 1.1, 1.2, 2.0

Keep the following number of major versions:
00

O Keep drafts for the following number of major versions:

Who should see draft items in this document library?

O Any user who can read items

O Only users who can edit items

@® Only users who can approve items (and the author of the item)

Require documents to be checked out before they can be edited?

O Yes @® No

W
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SharePoint Setup - Library Permissions — Stop
Inheriting Permissions d

st SharePoint

# EDIT LINKS

Flow Designs » Settings

< > C @ cft007.sharepoint.com/sites/PowerPlatformExperts/_layouts/15/user.aspx?obj=%7bD3

:::  SharePoint igns

ft007.sharepoint.com/sites/PowerPlatformExperts/Flow Designs/Forms/Allltems.aspx

Permissions and Management
Manage |Stop Inheriting
Parent | Permissions Permissions

Int e Check
Stop Inheriting Permissions
8 Permi ns for this document library

o .. . ..
Hom ~ - ) are limited access users on this site. Users may have limited acces
Copy permissions from parent, and

Conv  then stop inheriting permissions. inherits permissions from its parent. (Power Platform Experts) Vianage files which have no checked In version
Changes made to the parent s Workflow Settings

permissions in the future will not apply. ) ) )
Notebook @ Enterprise Metadata and Keywords Settings
Power Platform Experts Members

Docu

Pages

Power Platform Experts Owners
Recent

Power Platform Experts Visitors
Flow Designs

Audit Log
Site contents \ OWERED BY&DUG”

NAMIESCON>
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SharePoint Setup — Remove Teams Group

SharePoint £33 ?

BROWSE

PERMISSIONS

(Y=Y [V Q
Delete unique Grant Edit User Remove User Check o
permissions  Permissions Permissions Permissions  Permissions SharePoint

Inheritance Grant Modify Check

Home & This library has unique permissions.
Conversations # EDIT LINKS
Documents O Name P | d G P P | ‘tf
Notebook I O Power Platform Expert Members eO p e a n rO U pS 4 Ower a O rl | ]
Pages @] Power Platform Expert Owners
.. Gr
Site contents O Power Platform Expert Visitors roups New =~  Actions v Settings ~
. Power Platform .
Recycle Bin Expert Members Iz e e
Send an e-mail to selected users.
# EDITLINKS & > C @& cfto07.sharepoint.com/sites/PowerPlatformExpert/| Power Platform

Expert Visitors Call/Message Selected Users
Call the selected users.

SharePoint Power Platform
Expert Owners

Remove Users from Group
More... Remove selected users from this SharePoint group.

# EDITLINKS Home

People and Gro

Conversations

Documents

) Notebook
Groups New ~  Actions ~ Settings ~
Power Platform ‘ Pages
Expert Members 7 o Name About Me Jo

Power Platform Power Platform Expert Members

Expert Visitors \

\\ow:n:n By puG

NAVIESCOM
Conversations : Vl‘R‘—‘mAI.. “

Documents

: i int. ites/PowerP|
https://cft007.sharepoint.com/sites/PowerPlatformExpert/_| Power Platform

Expert Owners

More...

=

Home

e Microsoft
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SharePoint Setup - Assign Permission Level

<« > C a
i3t SharePoint

BROWSE PERM

@ @
(-G v

Delete unique Grant
permissions  Permissions

Inheritance Grant

Home
Conversations
Documents
Notebook
Pages

Recent

Flow Designs
Audit Log
Site contents

Recycle Bin

Microsoft

cft007.sharepoint.com/sites/PowerPlatformExperts/_layouts/15/user.aspx?obj={D209219D-DBA7-4E72-A744-F01E9BBAS8B30},DOCLIB

o®
2 Q
S Remove User Check
Permissions| Permissions  Permissions

Check

Edit User Permissions

Edit the permission levels for the
selected users and groups. isions.

Power Platform Experts
Power Platform Experts Owners

Power Platform Experts Visitors

Home Users or Groups
Conversations The permi

Documents

Notebook Choose Permissions

Pages pose the permissions you want thes
Recent

Flow Designs
Audit Log

Site contents

Recycle Bin

SharePoint Group
SharePoint Group

SharePoint Group

s will be modified.

INNOVI0

CONSULTING

users on this site. Users may have limited access if an item or document under the site has been shared with tt

Contribute
Design

Restricted View

Users:

Power Platform Experts Members

Permissions:
(J Full Control - Has full control.
O Design - Can view, add, update, delete, approve, and customize.

s and documents.

[J Read - Can view pages and list items and download documents.

O Restricted View - Can view pages, list items, and documents. Documents can be viewed in the bro

N
VlRTUAL s



SharePoint Setup — Button to call flow

& > C @ cft007.sharepoint.com/sites/PowerPlatformExperts/Flow%20Designs/Forms/Allitems.aspx = v O & ¢

SharePoint A Search this library =~ ey ? e

ﬂ Power Platform Experts i Private group ¥ Not following S 4 members

Home T Upload v HH Editingridview <3 Sync 5] Add shortcut to OneDrive  ER Pin to Quick access ~ ** = All Documents v Y ® e

Conversations

Flow Designs I\
Documents

Shared with us [ Name v Modified Modified By Approval Status Request Appro... ¥ + Add column

LAl
Notebook @= ~Document Management Process Flow.docx 3 minutes ago Vidit Gholam Approved

Al - "
lob  “Document Management Process flow.pdf 2 hours ago Vidit Gholam Pending o/ Start Approval

Pages

Flow Designs

: Flow Designs i\ -
Audit Log

[ Name v Modified Modified By Approval Status Request Appro... ~ + Add column
Lo ) . .
M= ~Document Management Process Flow.docx 3 minutes ago Vidit Gholam Approved AtoZ
y 2 5 hours aa it o Zto A
ot Document Management Process flow.pdf 2 hours ago Vidit Gholam Pending
Filter by

Group by Request Approval

Edit Column settings >
Format this column Totals >
Move left

== Microsoft Hide this column

Pin to filters pane



SharePoint Setup - Audit Log

H Power Platform EXpertS wp Private group  ¥¢ Not following R 4 members

Home 4+ New H Editin gridview |2 Share £l Export Vv #3 Automate v Integrate = All ltems* Y ® 7
Conversations

Audit Log *

Documents

Shared with us File Name Approver Name Requestor Name Approval Status Processing Date - Add column

N

I
i vgholam@cft007.onmicrosoft.com Vidit Gholam Approve 02/04/2023 16:55:00
Notebook Design Document.txt g f pp

Pages

Flow Designs
Audit Log
Site contents
Recycle bin

Edit

Return to classic SharePoint
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SharePoint Setup Demo
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Doeumnent Appreval Flow




—

Add flow ID to
the start flow
button script

Share flow with
design team

Run the flow
with admin
credentials




DocumentfApproVvalstlow,

- Get document library updated name

{/} Process document library Id

N

- Set content approval status submitted

N

.J Start and wait for an approval

If document is approved

Create audit log record

e Microsoft

For a selected file

{ X } Document Library URL

{ } Document Library Name

X

X

1L

Notification List Name

File Guid

If library name has layout




Emailinotificationfoffapprovedidocuments
Run everyday at 5:00 PM

File name array
- Get audit record

If audit is not empty

m empty(..) x ” is equal to

{38 Convert output to pointers

Send an email to users

e Microsoft
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BuildiComplex{dExpressions

< C make.powerautomate.cor

Format data by examples X
T e Ty T T O T O S T e TETOTET e TIow=Te dlata transformation

will be done by using an expression.

| L Search dynamic value

a For each audit record

= Current. item
Current item

Expressid

E_ |

sort(collection

\ OWERED BY 2 DUG |
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Follow me

Blogs

~=" nhitps://powerplatformpuzzles.wordpress.com/

ol Twitter
=" @ViditGholam

In Vidit Gholam




