	
	
	[image: ]



3.8 Guidance note: how councils can digitise and automate SDS spreadsheets with Microsoft 365


Purpose
We’ve prepared this guidance note to help councils use the tools we’re providing in the simplest way possible. You can adopt any of the options below at your own pace.
· Start where you are: If any of your SDS trackers currently lives in Excel, you can keep using the spreadsheets you already know.
· Know the trade‑offs: Spreadsheets are familiar, but they’re also manual and error‑prone when many people update them, and they make it harder to keep a single, reliable version.
· Step up when ready: This guidance also shows how to take a lightweight next step into your Microsoft 365 tools using SharePoint and Microsoft Lists as the core data store (the “database” behind your tracker), adding simple Power Automate flows to cut out routine admin, and using Power BI to produce clear, reusable reporting.
· What you gain: Less manual work, fewer errors, better visibility for leaders, and a steady build‑up of digital skills across the planning team (especially basic Power Automate) so capacity grows where it’s needed most.
· Where to begin: This guidance focuses on the two Excel trackers supplied in the SDS Readiness Toolkit as practical starting points for learning how to digitise these elements first by structuring them in SharePoint/Lists, then (optionally) adding Power Apps for easy updates, Power Automate for notifications and approvals, and Power BI for live dashboards embedded in SharePoint.
In short: keep the Excel‑first approach if that’s what works today, and use this note to see how those same spreadsheets can be digitised and automated with simple, optional steps so your SDS team spends less time administering data and more time delivering outcomes.

Starting in Excel (low digital maturity → easy first steps)
A) Move the spreadsheet into SharePoint (best: turn Excel → a SharePoint List)
Watch (beginner video):
· Import Excel data to a SharePoint List: Collaboration Coach (UK). Concise, shows “From Excel”, column‑type mapping, and quick formatting (5 mins). [youtube.com]
Backup reference (step‑by‑step article):
· Create a list based on a spreadsheet: Microsoft Support (maps table headers to columns; up to ~5,000 rows per import). [support.mi...rosoft.com]
Do it (simple steps):
1. In your SharePoint site (or Microsoft Lists), choose New → From Excel.
2. Upload your .xlsx and pick the Table to import.
3. Map column types (e.g., set RAG to a Choice column) and Create. [support.mi...rosoft.com]
Tip: If you just need a quick win, you can also store the Excel file in a SharePoint library first—but converting it to a List makes automation and apps far easier later. [support.mi...rosoft.com]

B) Replace manual editing with a simple Power Apps data‑entry app (optional)
Watch (beginner videos):
· Create a Power Apps app from a SharePoint list: SPGuides (shows Integrate → Power Apps → Create an app, three screens generated automatically). [youtube.com]
· Create a canvas app from a list (official guide + video):  Microsoft Learn (no‑code, browse/detail/edit screens). [learn.microsoft.com]
Do it (simple steps):
1. Open your SharePoint List → Integrate → Power Apps → Create an app.
2. Name it and let Power Apps generate the browse/detail/edit screens.
3. Publish and share. Staff can add/update items in the browser or on mobile—no more emailing spreadsheets. [learn.microsoft.com]

C) Add light automation in Power Automate (optional)
Watch (beginner videos):
· SharePoint trigger: “When an item is created or modified”  Matt Collins‑Jones (UK). Short walkthrough of the trigger and options. [youtube.com]
· Detect and act on updates (get changes for updated items)  Pragmatic Works (shows change‑detection and targeted notifications). [youtube.com]
Do it (simple steps):
1. In Power Automate, create an Automated cloud flow with trigger When an item is created or modified (SharePoint).
2. Add actions to send an alert for Red RAG, nudge the Owner, or create a linked “delta update” item.
3. (Nice to have) Use the newer “When an item or file is modified” trigger and “Get changes…” action to target exactly the columns you care about (e.g., only react when RAG changes). Ensure versioning is on. [microsoft.com]

D) Publish a live dashboard in Power BI (optional)
Watch (beginner videos):
· Publish Power BI to SharePoint (Power BI web part): SPGuides (walkthrough of embedding a report on a modern page). [youtube.com]
· Embed a Power BI report into a SharePoint site: Pragmatic Works (shows pasting the correct report link and basic web‑part options). [youtube.com]
Backup reference (official):
· Embed a report web part in SharePoint Online Microsoft Learn (licensing, permissions, and the exact SharePoint Online embed link to use). [learn.microsoft.com]
Do it (simple steps):
1. In Power BI Desktop, Get data → SharePoint Online List (pick your tracker list), build visuals, Publish to the Service.
2. In the Service, open the report → File → Embed report → SharePoint Online and copy that link.
3. On your SharePoint page, add the Power BI web part and paste the link → Publish the page. (Viewers need Power BI access to the report/dataset as well as page access.) [learn.microsoft.com]

Why these steps work for beginner councils
· Lists turn a familiar spreadsheet into a shared, structured tracker that apps, flows and dashboards can read without you learning code. [support.mi...rosoft.com]
· Power Apps gives a simple form so updates are consistent and easy on desktop or mobile. [learn.microsoft.com]
· Power Automate removes chasing and manual emails with “on‑change” nudges and approvals. [microsoft.com]
· Power BI provides a single, live view in SharePoint for leaders (RAG, actions, due dates). [learn.microsoft.com]

Quick links list (share with beginners)
· Import Excel → SharePoint List (UK): Collaboration Coach (5 mins). [youtube.com]
· Create a Power Apps app from a SharePoint List: SPGuides (7 mins). [youtube.com]
· Trigger a flow on list changes (UK): Matt Collins‑Jones (6 mins). [youtube.com]
· Embed a Power BI report in SharePoint: SPGuides (video) + Microsoft Learn (reference). [youtube.com], [learn.microsoft.com]

Good digital capability in the SDS team or ICT support (move straight to full automation)
1. Use SharePoint Lists as the “single source of truth”.
Lists are built for shared editing, permissions, validation and version history and they plug straight into Power Apps/Automate/BI. 
2. Power Apps for data entry.
 Generate an app from the list; tailor required fields and quick filters (e.g., “My actions due”). 
3. Power Automate for zero‑touch updates.
Triggers on create/modify can post Teams alerts for Red items, assign owners, and capture approvals where needed. 
4. Power BI for monitoring and reporting.
Connect to the SharePoint Online List, publish, and embed in SharePoint; schedule refresh in the Power BI Service. 
What “good” looks like
· One place to store and govern the tracker (SharePoint List).
· One simple form for updates (Power Apps).
· Automatic nudges/approvals on change (Power Automate).
· One live view for leaders, embedded in SharePoint (Power BI). 
All of the above are optional building blocks councils can adopt only what they need, when they need it.
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