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Adding Work Plan to SharePoint

e Navigate to your “Work Plans” library. Upload or drag your workplan document to the library.
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N T Upload ~ [ Editinfgrid view 23 Sync ) Add shortcut to OneDrive Kl Export to Excel <R Power Apps ~ #§ Automate ~ -+~ = All Docu
Files

Work Plans| Folder

Template

Modified Modified By Approver Employee Name ~  Review Type Fiscal Start Date En

Drag files here

e Click on “Edit all” on the bottom right (See image below).

Work]:Plans (D) Changes were made to this file. Submit for
1 approval to update changes.
© [0 IName -~ Modified Modified By Approver Employee Name Review Type Fiscal Start L I
@ “Mahima Gopi - 2020-2021d..  1£ 1  Aboutaminutzago Gopi, Mahima CS @ Required info @ Required info Initial 2020-2021 12172

tost

Has access

£ This item is not shared

Wanage acess 2

Properties Edit all

@ This file is missing required
information

e Enter “Employee Name” and “Approver”. Make sure that the default “Review Type” and “Fiscal” values

are correct.
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Note: If you are uploading your first workplan for mid-year or final review then change the “Review

Type” value accordingly.

Save X Cancel @ Copy link f Edit form >

%ahima Gopi - 2020-2021.docx

1ai [zl Content Type

Document ~

[ Name*

Mahima Gopi - 2020-2021 docx
Re

2. Approver

| Enter a name or email address

£ Employee Mame *

Enter a name or email address

& Review Type *

Initial 7
Identify the stage of your work plan.
& Fiscal *

2020-2021 ~

5 Start Date

12/1/2020

Save Cancel

e C(Click on “Save” to save changes.
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Save X Cancel @ Copylink ¢7 Edit form X

Mahima Gopi - 2020-2021.docx

| Content Type %
Document N
[ MName*
Mahima Gopi - 2020-2021 docx

S, Approver *

| e Gopi, Mahima C5 X Enter a name or email address

S Employee Name *

B Gopi. Mahima €5 X |Enter a name or email address

& Review Type *

Initial ~
Identify the stage of your work plan.
i Fiscal *

2020-2021 e

[T Start Date *

12/1/2020

[~ |

Not following

R 6 members

7T Upload v Editingridview 23 Sync 5] Add shortcutto OneDrive il Export to Excel & Power Apps v #% Automate ~ -+ = AllDocuments v V¥ @

Work Plans

[ Name Modified Modified By Approver - Employee Name *~  Review Type Fiscal Start Date End Date Approval Stat

MY “Mahima Gopi - 2020-2021.docx Afew seconds ago SharePoint Workflow Prod  Gopi, Mahima CS Gopi, Mahima CS Initial 2020-2021 12/1/2020 Draft
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Submitting for Approvals

Initial Approval

e After uploading your workplan, you will receive an email confirmation.

5 Reply & Reply All (£ Forward G5 1M
Tue 01/12/2020 2:19 PM

SharePoint Workflow Prod CS

Your work plan for the year 2020-2021 has been uploaded
To M Gopi, Mahima C5

ﬂThis message was sent with Low importance.

s

Your work plan for the year 2020-2021 has been uploaded. Publish your work plan for Initial review.
Click on the link below to publish yvour workplan:

Link to Publish

e C(Click on the link in email to navigate to your “Work Plan” library. Select your work plan document and

click on “:” >> “More” >> “Publish”.
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Work Plans s
1 © [0 Name 2 Modified Maodified By Approver
° @ _\‘Mahima Gopi - 2020-2021.docx =4 E Open > 1arePoint Workflow Prod  Gopi, Mahima CS
Preview
Share
Copy link

Manage access

Download

Delete

Automate >
Rename

Pin to top

Move to

Copy to

Version history 3
| Alert me
Details Workflow

Compliance details

Check out 4
Publish

e Type “Comments” (optional) and click on “OK” to publish.

Publish

Ipe Comments

%} . - Comments:
Type comments describing What has changed in this version.

Submitted for initial approvall

pi

Cancel

e You will receive email notification when your work plan is approved or rejected.
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52 Reply &2 Reply All £ Forward G5 1M
Tue 01/12/2020 3:40 PM

SharePoint Workflow Prod CS

Gopi, Mahima CS - 2020-2021 Work Plan - Initial
To M Gopi, Mahima C5

ﬂ This message was sent with Low importance.
Gopi, Mahima CS - 2020-2021 work plan - Initial has been approved with the following comments:
Initial workplan approved.

View vour work plan here:

Link to Document

Mid-term Approval

e If your work plan already exists on SharePoint, you can edit and save changes otherwise you can upload
a new one (2.0).
Note: Your “Review Type” should be “Mid-Term”. If it is not “Mid-Term”, you can edit document

properties and change that. Section 2.0 explains how to edit document properties.

Work Plahs
[ Name Modified Modified By Approver Employee Name Review Type
ﬁ; _\IMah|m3 Gopi - 2020-2021.docx A few seconds ago Gopi, Mahima CS Gopi, Mahima C5 Gopi, Mahima C5 Mid-Term

e Select your work plan document and click on “:” >> “More” >> “Publish”.
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Work Plans ks
1 @ [0 MName 2 Modifie Modified By Approver
@ *Mahima Gopi - 2020-2021.docx 12 E Open > tarePoint Workfiow Prod  Gogi, Mahima CS

Preview

Share

Copy link

Manage access

Download

Delete

Automate >

Rename

Pin to top

Move to

Copy to

Version history 3

Alert me

Details Workflow
Compliance details

Check out 4

Publish

e Type “Comments” (optional) and click on “OK” to publish.

Publish X
uplis h

Comments
Comments:

Type comments describing what has changed in this version.

Submitted for mid-term approvail-

e You will receive email notification when your work plan is approved or rejected.
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Tue 01/12/2020 4:31 PM

SharePoint Workflow Prod CS

Gopi, Mahima CS - 2020-2021 Work Plan - Mid-Term
‘o M Gopi, Mahima CS

ﬂ This message was sent with Low importance.

Gopi, Mahima CS - 2020-2021 work plan - Mid-Term has been approved with the following comments:

View your work plan here:

Link to Document

Final Approval

o If your work plan already exists on SharePoint, you can edit and save changes otherwise you can upload
a new one (2.0).
Note: Your “Review Type” should be “Final”. If it is not “Final”, you can edit document properties and

change that. Section 2.0 explains how to edit document properties.

Work Plans
M Name Modified Modified By Approver Employee Name Review Type
ﬁ}: :IMahima Gopi - 2020-2021.docx & A few seconds ago SharePoint Workflow Prod  Gopi, Mahima C$ Gopi, Mahima C5 Final

e Select your work plan document and click on “:” >> “More” >> “Publish”.
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Work Plans ks
1 @ [0 MName 2 Modifie Modified By Approver
@ *Mahima Gopi - 2020-2021.docx 12 E Open > tarePoint Workfiow Prod  Gogi, Mahima CS

Preview

Share

Copy link

Manage access

Download

Delete

Automate >

Rename

Pin to top

Move to

Copy to

Version history 3

Alert me

Details Workflow
Compliance details

Check out 4

Publish

e Type “Comments” (optional) and click on “OK” to publish.

Publish X

Comments

fpe comments describing what has changed in this version, |

Submitted for final apprwall

e You will receive email notification when your work plan is approved or rejected.
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2 Reply [ Reply All £} Forward G§IM
Tue 01/12/2020 4:51 PM

SharePoint Workflow Prod CS

Gopi, Mahima CS - 2020-2021 Work Plan - Final
To M Gopi, Mahima CS

0 This message was sent with Low importance.

Gop1, Mahima CS - 2020-2021 work plan - Final has been approved with the following comments:

View your work plan here:

Link to Document

Approving Work plans (For approvers only)

Approvers will receive email notification when employees publish their work plan document for approval.

e C(Click on “Link to Document” in the email to review work plan document.
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£ Reply &2 Reply All & Forward G§IM
Tue 01/12/2020 3:10 PM

SharePoint Workflow Prod CS
Gopi, Mahima CS - 2020-2021 Work Plan - Initial

To M Gopi, Mahima CS

0 This message was sent with Low importance.
This Initial workplan is submitted for your approval.
Click on the links below to view and approve:

Link to Document

Link to Approve the Document

Sample Email: Initial Approval Request

e Click on “Link to Approve the Document” in the email to approve or reject work plan. You can also go
directly to the “Work Plans” library and select “My Approvals” view to see work plans pending your
approval.

“" ”

e Select the work plan you want to approve, click on and then select “Approve/Reject”.

@ Open ~ & Share @@pr link L Download T[] Delete <= Pintotop =P Rename #% Automate v EJ Moveto [ CCV2-10E

&7 Properties
Work Plans 2 Version history

Q Alert me
v [ Name Modified Created By Modified By Approval 5t...

[# Manage my alerts
] Check out '3

"‘Mahima Gopi - 2020-2021.docx & ¢ 12 minutes ago Gopi, Mahima CS Gopi, Mahima CS Pending [ Approve/Reject

w1 ~  Approval Status : Pending (1)

II(

e Select “Approve” or “Reject”, type “Comments” (optional) and click on “Ok”.
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Approve/Reject Mahima Gopi - 2020-
2024 docx

Approval status

@' Approved - This item will become visible to all users.

O Rejected - This item will be returned to its creator and only
be visible to its creator and all users who can see draft items.

O Pending - This item will remain visible to its creator and all
users who can see draft items.

Comment

Initial workplan approved.
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