Setting up SharePoint List

1. Open Microsoft Planner, click on this dropdown menu and select Export plan to
Excel to generate the Excel version of the Planner.

Planner
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2. Open SharePoint and create a new SharePoint list.

Home + New v &) Discard changes &3 Page
Conversations List
Dociments Document library
Page
Notebook
Space
Pages
News post

UserCredentials News link - “‘

3. Select the From Excel option and use the Excel generated from Planner earlier.

Create a list

+ = Xz

Blank list From existing list From Excel From CSV

4. Follow these four steps.

Add a table in Excel:

@ Open the Excel @ Select the cells to @ Select the data, and @ After saving, return
document include click 'Format as Table' here and click
_— ‘Refresh’

[ open | ——

‘ Refresh

N
- I




5. After clicking Format as Table, make sure to check this box so the first row will

be read as column headers.

Format As Table

The data for your table is in the following range: A1:R165

i My table has headers

6. Update the data type for each field accordingly. Then, click on Next.

Column Names Data Type
Task ID Title
Task Name Single line of text

Bucket Name

Single line of text

Progress Single line of text

Priority Single line of text

Assigned To Single line of text
Created By Do notimport

Created Date

Date and time

Start Date Date and time

Due Date Date and time
Is Recurring Choice
Late Choice

Completed Date

Date and time

Completed By

Single line of text

Completed Checklist Items

Single line of text

Checklist ltems

Multiple lines of text

Labels

Multiple lines of text

Description

Multiple lines of text

7. Name the list and give it a description if necessary. Then, click on Create.

Name *

Add a list name here

X

Name can not be blank, please enter a value

Description

What is your list about?

Show in site navigation

< Back

Cancel




Setting up Power Automate Flow

1. Open Power Automate from the Microsoft 365 portal. Then, click Create.

Power Automate
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2. Select Scheduled Cloud Flow.

Power Automate

h]

Three ways to make a flow

(A Home
Start from blank ©
I + Create
—
<@ Templates D/C‘
+ %+ @+
Learn
o® My flows Automated cloud flow Instant cloud flow Scheduled cloud flow Describe
Triggered by a designated Triggered manually as You choose when and how Describe th
event needed. often it runs. and Al buil
(6 Approvals
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3. Name the flow and set a suitable starting time (e.g. 12:00 AM) and to repeat
once every day. Then, click Create. This makes sure the data is refreshed daily.

Build a scheduled cloud flow X

Flow name

e} . Add a name or we'll generate one \

Run this flow *

Starting ‘ 3/19/25 ‘ at l 12:00 AM \

[ | Repeat every ‘ 1 ‘ l Day /}

This flow will run:

Every day
Stay on top of what's important without the effort—you choose
when and how often the flow runs.

Examples:
* Automate team reminders to submit expense reports
* Auto-backup data to designated storage on a regular
basis




4. Click on the + sign and search for the List tasks action, then select it.

; 8
Add an action X
list tasks
Connector type Triggers or actions
v N

Group by Connector

EH] Planner
See more

Recurrence

List my tasks

List tasks

| Create a task ®

Create a task

5. Select the relevant group and planner. This extracts all the data from Planner.

List tasks RS

Parameters  Settings  Codeview  Testing  About

Group Id *

‘ The group to retrieve the plan. v ‘
Plan Id *

! The unique identifier of the plan. v ‘

6. Toggle this New designer button on the top right of the page to switch to the
classic designer view.

& e Save est &) Copilot | New designer Q

7. Click on New step and search for the Initialize variable action, then selectit.

B Sl - [r— -
l ‘ O initialize variable

E List tasks @ s Al Built-in  Standard  Premium  Custom My clipboard
B E >
i L-M-J ﬁ ﬁ

Variable  MotaWord  Document  IA-Conmect  Checkly Morta  NHTSAVPIC
Translations  Drafter Dynamic... (Independe. Ondepende.

Triggers  Actions See more

{x} Initialize variable =

Sl Variabie © '

Y ncement vaiable ]
AR Variable o



8. Name this variable LabelMapping and select String as its type, leave the value
field empty. This variable will be used to contain data in the later steps.

{.X'} Initialize variable ®
*Name ‘ LabelMapping ‘
*Type ’ String e
Value

9. Click on New step and search for the Initialize variable action again, then
selectit.

10. Name this variable AppliedCategories and select String as its type, leave the
value field empty.

11. Click on New step and search for the Initialize variable action again, then
select it.

12. Name this variable AssighedUsers and select String as its type, leave the value
field empty.

13. Click on New step and search for the Initialize variable action again, then
select it.

14. Name this variable TaskID and select String as its type, leave the value field
empty.

15. Click on New step and search for the Apply to each action, then selectiit.

E Choose an operation X

I p apply to each |

Al Built-in  Standard Premium  Custom My clipboard

E OB EAECE P w

Control SharePoint  Microsoft To- Microsoft To- Microsoft Docusign Docusign
Do (Business) Do... 365... Demo

Triggers Actions See more

Apply to each a
Control © '

Get files (properties only)
SharePoint 0]




16. For the output field, select value (green) under Dynamic content. This
essentially loops through all the tasks in Planner.

Dynamic content Expression

| O value

vaiuc icar
True if the task has the Teal category.

B value Light blue
True if the task has the Light blue category.

value Dark blue

True if the task has the Dark blue category.

s value Lavender
True if the task has the Lavender category.

value Plum
True if the task has the Plum category.

value Light gray
True if the task has the Light gray category.

value Dark gray
True if the task has the Dark gray category.

value assignments

17.Click on Add an action and search for the Set variable action, then select it.

Apply to each

*Select an output from previous steps

value x

L Add an action

. E Choose an operation

[P set variable

Al Built-in  Standard ~ Premium  Custom My clipboard

EA0E6F0aa

Variable SharePoint  Office 365  Document RiskiQ Cognito iManage
Outlook Drafter iyminate Forms Insight Plus
See more

Tiggers  Actions

PIRY sctvariable
{ \}
& Variable

JPRY Decrement variable
L] Varizbie

°

o}

18. Select the LabelMapping variable and for the value field, type string(null) under
Expression. This resets the variable after every loop so it’s unique to each task.

Set variable

(O]

*Name LabelMapping

-4 |

*Value

Add dynamic content I

Add an expression to do basic things like]

f Add an action

+ New step Save

convert, and compare values. Learn mor:
dynamic content.

Dynamic content Expression

fx string(null)




19. Click on Add an action and search for Set variable action again, then select it.

20. Select the AppliedCategories variable and for the value field, type string(null)
under Expression.

21.Click on Add an action and search for Set variable action again, then select it.

22.Select the AssignedUsers variable and for the value field, type string(null)
under Expression.

23. Click on Add an action and search for the Get items action, then select it.

E Choose an operation X

| L getitemd l

All  Built-in Standard Premium  Custom My clipboard

a o k3

SharePoint Office 365 UserVoice Zendesk RisklQ Dynamics Coupa

Outlook llluminate 365... (Independe...
v
Triggers  Actions See more

Get items =
SharePoint ) '
Get item

SharePoint o

24. Select the relevant site address and SharePoint List name. For Filter Query,
select value Id under Dynamic content, then add single quotation marks ()
around it and type Title eq before it. This filters the SharePoint list and only
returns the task that has the same ID in Planner.

- Get items @

*Site Address I T v
*List Name v
Limit Entries to Folder r 3
Include Nested Items v
Filter Query Title eq * il valueld x -

Order By

Top Count

Limit Columns by View D"

Hide advanced options



25. Click on Add an action and search for the Get task details action, then select it.

E Choose an operation X

I P get task detaild |

All Built-in Standard Premium Custom My clipboard

BEEOFE = A

Planner Microsoft  Microsoft RiskQ  VivaEngage  Waaila FCA
Forms Teams liuminate (independe...
Triggers  Actions See more

it Get task details =
0]
Planner '

H}: Update task details
Planner o

26. Click on the Task Id field and scroll through the list, then select the Enter
custom value option. Select value Id under Dynamic content.

@ Get task details ©)

*Task Id

UK - VDAY SHIPPING -
UK - VDAY SOM - AMEND

UK - HOLIDAY - BOOTS GIFTWRAP IMAGE

UK- BEAUTY BACKSTAGE - AMEND

UK- HARRODS MOTHER'S DAY EDM

WEJ - VDAY - CA

WEJ - VDAY - UK

WF.

- VDAY RELATIONAL - CA

WF.

- VDAY RELATIONAL - UK

4 &

Enter custom value

27.Click on Add an action and search for the Get a task action, then select it.

E Choose an operation X

| L getatas I

All  Built-in  Standard Premium  Custom My clipboard

BEO:®0 0

Planner Microsoft Kanban Tool  ISOPlanner  Google Tasks Tallyfy SharePoint
Teams
v
Triggers  Actions See more

Bﬁj List my tasks =
Planner 0] '

Bﬂ Get a task
Planner O]
Get task details

ﬁ] Planner ©




28. Click on the Task Id field and scroll through the list, then select the Enter
custom value option. Select value Id under Dynamic content.

29. Click on Add an action and search for the Set variable action, then select it.

30. Select the AppliedCategories variable and for the value field, select
appliedCategories under Dynamic content.

31.Click on Add an action and search for the Append to string variable action,
then select it.

E Choose an operation X

I /O append to string vanablel I

Al Built-in  Standard Premium  Custom My clipboard

Variable Microsoft To-  Power Assist Mlcrosoh To- Excel Online  Azure Data Document
Do (Business) (Business) Lake Drafter

Triggers Actions See more

a

®¥ Append to string variable
{ \} Variable O] l
WY Append to array variable
Variable ©

32. Select the LabelMapping variable and for the value field, type this formula under
Expression. This formula is used to map each label in Planner. It should be
modified according to the order of labels in your respective Planner. For example,
in our Planner, the first label is E-Retail(REGION), so it is mapped to category1.

concat(
if(contains(variables('AppliedCategories'),
if(contains(variables('AppliedCategories'),
if(contains(variables('AppliedCategories'),
if(contains(variables('AppliedCategories
if(contains(variables('AppliedCategories

'E-Retail(REGION);', "),
'E-Retail(UK);, "),
'Missing Info;', "),

category1":true'),
)
)
, "category6":true'), 'UK;', "),
)
)
)

category2":true'
category3":true'

, ""category7":true’), 'SA;} "),

"category8":true'), 'CA;, "),
'CRM;. "),

)

)

)

)

)

if(contains(variables('AppliedCategories'),

if(contains(variables('AppliedCategories'), "'category9":true'
), " ,'IRE;% "),
) 'PR;, "),

if(contains(variables('AppliedCategories'), ""category12":true'), 'MEDIA;', "),
)
)
)
)

if(contains(variables('AppliedCategories'), "'category10":true’)
)
)
if(contains(variables('AppliedCategories'), "'category14":true'), 'ECOM;}, "),
)
)
)

if(contains(variables('AppliedCategories'), ""category11":true’),

if(contains(variables('AppliedCategories'), ""category15":true'), 'SOCIAL TRAFFICKING;', "),
if(contains(variables('AppliedCategories'), "'category18":true'), 'RETAIL;', "),

, "category20":true

if(contains(variables('AppliedCategories , '"WATCHES & FINE
JEWELLERY;', "),
if(contains(variables('AppliedCategories'), "'category22":true'), ' AMEND;", "),
if(contains(variables('AppliedCategories'), ""category24":true'), 'ADHOC;', "),
(

if(contains(variables('AppliedCategories'), "'category25":true'), 'TRAVEL RETAIL;', ")




33. Click on Add an action and search for the Apply to each action, then select it.

34. For the output field, select assignments under Dynamic content.

Apply to each 4

* Select an output from previous steps

assignments x

T Add an action

35. Click on the innermost Add an action and search for the Get user profile (V2)
action, then select it.

E Choose an operation X

I /O get user proflld |

All  Built-in Standard Premium  Custom My clipboard

O-EON- i-ls

Office 365 Microsoft Al Builder SharePoint  OneDrive for Plumsail RiskiQ

Users Teams Business Documents Illuminate
Triggers  Actions See more
Get user profile (V2) =
Office 365 Users © |
Get my profile (V2)
Office 365 Users ©

36. Select assignments Assigned To User Id under Dynamic content.

m Get user profile (V2) ®

*User (UPN) assignments A... x

Show advanced options vV

37.Click on the innermost Add an action and search for the Append to string
variable action, then select it.

38. Select the AssignedUsers variable and for the value field, select Display Name

under Dynamic content. This will list down all the individuals assigned to a
specific task.

{X } Append to string variable 2 @

*Name ’ AssignedUsers M I

*Value m Display Name x



39. Click on Add an action and search for the Switch action, then select it.

E Choose an operation X

| P switch

Al Built-in Standard Premium  Custom My clipboard

EH))BB

Control Yeelight »Ac nect  IA-Connect N-able Cloud N- bl (I ud
rrrrrr SAPGUI  Commander ub

Triggers Actions See more

Switch =
Bl Control © I

[ svitch (preview) [ PReMIUM |

40. For the On field, select Percent Complete under Dynamic content. For the first
case, type 0 in the Equals field. Click on Add an action within the case and
search for the Compose action, then select it.

= icn R - pee— x
*on Percent Compl... x ‘P compose

All Built-in Standard Premium Custom My clipboard

*Equals Data DocFusion36 shdvy (q\DI
cequals Operation 5-SP  (Indepen

Triggers  Actions See more

T Addanacion | 2
D ta OD ratiol @ I

7N compose all the linked templates (preview) | PREMIUM |

41. For the Inputs field, type Not started. This means that if the task has a 0%
completion rate, it will be categorized as a task that has not been started.

Compose @

* Inputs Not started

42. Click on the + sign to add another case. For the second case, type 50 in the
Equals field.

43. Click on Add an action within the case and search for the Compose action
again, then selectit.

44. For the Inputs field, type In Progress.

45. Click on the + sign to add another case. For the third case, type 100 in the Equals
field.

46. Click on Add an action within the case and search for the Compose action
again, then selectit.



47. For the Inputs field, type Completed.

action, then select it.

E Choose an operation

I /O list bucketsl

48. Click on Add an action at the bottom of the page and search for the List buckets

Al Built-in  Standard ~ Premium  Custom My clipboard

P e o

Planner SharePoint Office 365

Microsoft Excel Online  OneDrive for Microsoft
Outlook Teams (Business) Business Dataverse
Triggers  Actions See more

@ List buckets =
Planner © l
@ Create a bucket
Planner

0]

49. Select the relevant group and planner.

List buckets

*Group Id

@

v
*Plan Id

50. Click on Add an action and search for the Filter array action, then select it.

E Choose an operation

X
| L filter array |
Al Built-in  Standard  Premium  Custom My clipboard
B E @ 0
Data Encodian -  Converterby Power Assist Encodian Variable WorkPoint
Operation  Utilities  Power2Apps

Triggers  Actions

JRY Fierarray
S8 Data Operation

See more

°|

51. For the From field, select value (green) under Dynamic content. Then, select
value Id under Dynamic content, select is equal to and select Bucket Id under
Dynamic content. This retrieves the names of the buckets, instead of just the ID.

{7} Filter array

*From

value x

value ld x

Edit in advanced mode

is equal to Bucket Id x



52.Click on Add an action and search for the Condition action, then select it.

E Choose an operation X

I p condmor{ |

All  Built-in Standard Premium Custom My clipboard

EEEAC0CEEAEAO

Control AccuWeather  SharePoint HiveCPQ intelliHR The Weather ~ Apptigent
(Independe... Product... Channel... PowerTools
Triggers  Actions See more
Condition =
Control © '
-_— A own a2 e sl

53. For the first field, type this formula under Expression. Next, select is greater
than and type 0 in the next field. This checks if the task in Planner exists in the
SharePoint list. If it already exists, then it updates the values according to
Planner. If not, it creates a new row in the SharePoint list.

length(body('Get_items')?['value'])

Condition

length(..) x Is greater than 0

+ Add v

54.In the If yes section, click on Add an action and search for the Apply to each
action, then select it.

55. For the output field, select value (blue) under Dynamic content.

Apply to each 2

56. Click on the innermost Add an action and search for the Apply to each action
again, then selectit.

If yes

Apply to each 2

* Select an output from previous steps

[




57.For the output field, select body (purple) under Dynamic content.

Apply to each 3

*Select an output from previous steps
Body x

T Add an action

58. Click on the innermost Add an action and search for the Update item action,
then select it.

E Choose an operation X

I ,O update item| |

Al Built-in  Standard Premium  Custom My clipboard

B ABGEOAaAa

SharePoint  OneDrive for Planner Excel Online Office 365 Microsoft Office 365
Business (Business) Users Dataverse Outlook

Triggers Actions See more

B o
aGetitems
SharePoint (O]
59. Select the relevant site address and SharePoint list name. Fill up the rest of the

fields accordingly using Dynamic content. For the progress field, use an Output
from each Compose action. This updates the task in the SharePoint list.

. Update item
"N Aoy . value Start Dat.. x

> B 1o 0veoste x

v v S
B o rev <
value Id x . . value Complet.. x
value Title x
B rome x N
Outputs x m Outputs x m Outputs x b . LabelMapping x

B oescriovon x

. AssignedUsers x v
value Created ... x

60. Now, go to the If no section, click on Add an action and search for the Apply to
each action, then select it.

61. For the output field, select body (purple) under Dynamic content.



62. Click on the innermost Add an action and search for the Create item action
again, then selectit.

E Choose an operation X

I p create item

Al Built-in Standard Premium Custom My clipboard

AEE A8 AAQ

SharePoint Microsoft Coupa OneDrive for Planner Office 365 Excel Online
Teams (Independe... Business Outlook (Business)
Triggers ~ Actions See more

Create item =
SharePoint © '
Get items

SharePoint 0]

63. Fill up the fields exactly like the Update item action in step 59. This creates a
new row in the SharePoint list.

64. Go back up to the first Apply to each action, click on the + sign and select Add a
parallel branch.

Vv
{x} Initialize variable 4 ©)
.+.
L Add an action
(A Apply to each
= Add a parallel branch

65. Search for the Get items action and select it.

66. Select the relevant site address and SharePoint List name, then type 5000 in
the Top Count field. This is the maximum number of tasks that can be retrieved
from the SharePoint list.

- Get items ®

*Site Address [ r . v
*List Name v
Limit Entries to Folder r, or k (|
Include Nested Items r f v
Filter Query

Order By

Top Count 5000

Limit Columns by View r v ¢ ” v

Hide advanced options



67.Click on the + sign below this Get items action, then search for the Apply to
each action and select it.

68. For the output field, select value (green) under Dynamic content.

69. Click on the innermost Add an action and search for the Append to string
variable action, then select it.

70. Select the TasklID variable and for the value field, select value Id under Dynamic
content and add a semicolon (;) after it. This combines all Task IDs from Planner
so we can check and update the SharePoint list according to the Planner.

{X} Append to string variable 3 @

*Name ’ TaskIiD . ‘

*Value E value ld x .

71.Click on the + sign below this Apply to each action, then search for the Apply to
each action again and select it.

72. For the output field, select value (blue) under Dynamic content.

73. Click on the innermost Add an action and search for the Condition action, then
select it.

74. For the first field, select TaskID under Dynamic content. Next, select contain
and select Title (blue) under Dynamic content for the next field. This checks if a
task in the SharePoint list is still in the Planner. If it’s not, that task will be deleted
from the SharePoint list.

E Condition

TaskiD x contains : ' Title x

+ Add v

75. Leave the If yes section empty.



76. In the If no section, click on Add an action and search for the Delete item
action, then select it.

E Choose an operation X

| /O delete item |

All Built-in Standard Premium Custom My clipboard

BEE0B8aaA

SharePoint  Excel Online Microsoft Microsoft OneDrive for Microsoft Planner
(Business) 365... Teams Business Dataverse
Triggers  Actions See more

Delete item =
SharePoint © '
Get items

SharePoint 0]

77.Select the relevant site address and SharePoint list name. For the Id field,
select ID (blue) under Dynamic content.

- Delete item ®

*Site Address r tt ar nt t N2
*List Name r nt li v
*Id - ID x

These are all the steps needed to build a Power Automate flow to automatically export a
team’s Planner to a SharePoint list.

To replicate this flow for another team, follow the steps below.

1. Setup a new SharePoint list by repeating steps 1 -7 in the first two pages.

2. Open Power Automate from the Microsoft 365 portal. Then, click My flows.

i1 Power Automate

- 7 Cre

I A  Home
Get started t
+  Create [/
Every m
&3 Templates [ -
0 Learn [i
o° My flows o
Describe in ¢
fb‘ Approvals

L e v I



3. Click onthe three dots icon, then select Save As.

Flows

Cloud flows  Desktop flows  Shared with me

o Name Modified
ps > R
(] ® Demo P Z O E an
& Edit
£ Share

[ senda copy

v

= Export
<O Run history

¥ Analytics

4. Give this new flow a suitable name, then click on Save.

Create a copy of this flow

We'll create a copy of this flow and add it to your My flows page. You can rename it first if you

want. It'll be turned off by default.

Flow name

Demo 2

5. Click onthe three dots icon, then select Turn on to activate this new flow.

o Name Modified

Demo 2 7z O D
o & Edit
E Demo £ Share

B Save As

[ senda copy

— Export >
<O Run history

2 Analytics
[ Repair tips off

6. Click onthe pencilicon to edit this new flow.

o Name it Modified

O Demo 2 e o) 1sec ago

@ Demo 2 min ago



7. Selectthe List tasks action, then change the group and planner so it extracts
data from this team’s Planner.

ﬂ Recurrence

List tasks ®
1

8. Scroll down and select the Get items action, then change the Site Address and
List Name so it filters the team’s SharePoint list. Leave the other fields the same.

Apply to each

* Select an output from previous steps

I
Set variable @
Set variable 2 ®
Set variable 3 @
N
- Get items ®
Il
Get task details @

9. Scroll down and select the Condition action. Go to the If yes section and select
the Update item action, then change the Site Address and List Name. For all
the other fields, fill them up exactly like the Update item action in step 59.

{7} Filter array

Condition

f Add an action

If yes

Apply to each 2

“Select an output from previous steps

. value x

n oUtpUE from previous steps

“Eo;‘ly x

- Update item

@




10. Go to the If no section and select the Create item action, then change the Site
Address and List Name. For all the other fields, fillthem up exactly like the
previous step.

If no

Apply to each 6

* Select an output from previous steps

‘ Body x

- Create item @

11. Scroll back up and select the Get items 2 action in the other branch, then
change the Site Address and List Name. Leave the other fields unchanged.

N2

Y initialize variable 3 ®

1"

LY initialize variable 4 ®

Get items 2 @ e

‘ Apply to each 5

@ - *Select an output from previous steps

i value x

@ --- Append to string variable 3 @ -

@ o
T Add an action

. ]
Apply to each 7

—



12. Click on the Apply to each 7 action, then click on the Condition action and go to
the If no section. Click on the Delete item action, then change the Site Address

and List Name. Leave the ID unchanged.

- Get items 2 @
Apply to each 5

O *Select an output from previous steps

‘ value x
@ .- {.\} Append to string variable 3 @
@

f Add an action

@ 3%

Apply to each 7

If no

- Delete item

*Site Address ‘ Example: hitps://contoso.sharepoint.com/sites/sitename

* List Name | SharePoint list name

*ld | -IDx

These are all the steps needed to replicate a Power Automate flow for another team.

Refer to the next page for an overview of how the entire flow looks.



Overview of the complete flow

)

. List tasks @
L

Initialize variable @
I

Initialize variable 2 (@)
u

Initialize variable 3 ]
}

Initialize variable 4 @

Apply to each - Getitems 2 ®

*Select an output from previous steps \L

B
[ B e ‘ N Apply to each 5

I et variable @ - #Select an output from previous steps

J/ [ value x
. Set variable 2 @ - Append to string variable 3 )
- Set variable 3 @  aatsnivton
- Get items (0] N2
\L Apply to each 7.
. Get task details @
Get a task @
Set variable 4 @
. Append to string variable ®
* Select an output from previous steps
i)l assignments x
Get user profile (V2) @ .- . .
E] ! Details of these two actions
R T are shown on the next page
I Add an action

- List buckets @

Filter array

T Add an action



Details of the Condition Action

‘ length(..) x isgreaterthan v | 0

‘ + Add v

If yes Ifno
Aoy tocach2 e
*Select an output from previous steps *Select an output from previous steps

- value x ‘ ‘ Body x

Apply to each 3 Create item

#Select an output from previous steps

Body x

- Update item @

T Add an action

T Add an action

T Add an action

T Add an action

Details of the Apply to each 7 Action

Apply to each 7

#Select an output from previous steps

T Add an action

T Add an action

value x
E Condition 2
m TaskiD x H contains % H - Title x
| Ak
If yes Ifno

- Delete item

T Add an action
*Site Address.

nt.com/sites/sitename

*List Name

*Id

T Add an action

f Add an action



