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Import Spreadsheet

1. Select an Excel Spreadsheet, e.g. Sample_Spreadsheet

BB sample 5 = @
A B c D G H
. ReqiD, Req Description = Req Comments L] TestTeam TestComments |,
2 BR-01 Portal information accessible within GTA as well as externally ut

Although the search feature can still be tested, the
requirement was not defined in a quantifiable
BR-02 |Simple and easy to use search interface manner N/A
Although the search feature can still be tested, the
requirement was not defined in a quantifiable

w

4 BRO3 Quick response to content search manner. H/A
[At least read access to all sites on the first 2 hierarchy levels of
5 |BR-04 the portal (allowing for certain exceptions) ut
Increased productivity by enabling GTA users to find the The requirement was not defined in a quantifiable
6 BROS information they need to do their job manner. N/A
[Ability to access the portal from within and outside of GTA with
7 8R0S 2 GTA provided device or an employee-owned device ut
Process automation and content centralization to replace
8 BRO7 current manual processes N/A
Enterprise Search to access information across the
o BR-08 i portal ut
Elimination of redundant content (to be addressed by content | This is a manual process to identify and request that
10 BR-09 migration approach) redundant content to not be migrated. N/A
confirm users can edit
11 BR-10 Collaborative content creation ut documents that they do not
12

2. Navigate to the site where you want to import the spreadsheet, SharePoint Support.

Click on the gear and then click Add an app.
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3. Scroll through the apps and click Import Spreadsheet
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4.  Name the list and click Browse to select the File Location, e.g. SP_Sample_Imported_List

Click Import.
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5. Select Range Type, e.g. Range of Cells and then click on Select Range

Impaort to Windows SharePoint Services list

Range Type:
| Range of Cells

T Y
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Select Range:
| s

o Import your spreadsheet data as a new Windows SharePoint Services
list,
Cancel

The Import to Windows SharePoint box is displayed.
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1 ReglIC . Req Description ll 8 Lnts Test Team .. Test Comments -
2 BR-O1 Portal information accessible within GTA as well as externally | ut
[aithough the search feature can still be tested, the
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6. On the spreadsheet, highlight the range you want to import, e.g. Al to G11

(] sample_Spreadshest

's = [=1
Import to Wind
A B D G H
1 Reqif, Req Description 5heet1|$n$2:$G$1.]] l\t; | TestTeam ., Test Comments
2 [BR01  |Portal information accessibie within GTA as well s externally ;
| Although the search feature can still be tested, the $
4 requirement was not defined in a quantifiable 5
3 1BR-02|Simple and easy to use search interface manner. N/A ;
! Although the search feature can still be tested, the s
! requirement was not defined in a quantifiable :
4 BR-03 Quick response to content search manner. NfA 5
i At least read access to all sites on the first 2 hierarchy levels of E
5 'BR-04 the portal (allowing for certain exceptions) ut !
] Increased productivity by enabling GTA users ta find the The requirement was not defined in a quantifiable !
6 ,BR-05 information they need to do their job manner. N/A 5
i Ability to access the portal from within and outside of GTA with E
7 'BR-06 a GTA provided device or an employee-owned device ut 3
Process automation and content centralization to replace {
8 |BR-07 current manual processes N/A :
E Enterprise Search to access information across the E
9 BR-08 consolidated portal uTt !
= !
{ Elimination of redundant content (to be addressed by content  |This is @ manual process to identify and request that :
10 1BR-09 migration approach) redundant content to not be migrated N/A :
! confirm users can edit H
111BR10  |Collaborativecontentereation T documents that they donat __ 'i
p

Then close the box
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7. Click Import.
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8. The spreadsheet is imported and displayed.
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JE— BR- - Portal information accessible ut
upportissues 013 within GTA as well as
SP Training Documents extemally
. BR- «- Simple and easy to use Although the search N/A
Site Contents
023 search interface feature can still be tested,
the requirement was not
defined in a quantifiable
manner.
BR- « Quick response to content  Although the search N/A
03 search feature can still be tested,
the reguirement was not
defined in a quantifiable
manner.
BR- w. Atleast read access to all ut
043 sites on the first 2 hierarchy
levels of the portal (allowing
for certain exceptions)
BR- « Increased productivity by The requirement was not /A
05 enabling GTA users tofind  defined in a quantifiable
the information they need te  manner.
do their job
BR- wee Ability to access the portal ut
06 % from within and outside of
GTA with a GTA provided
device or 2n employee-
owned device
BR- «-. Process automation and N/A
07 content centralization to
replace current manual
processes
BR- ww Enterprise Search to access ut
083 information across the
consclidated portal
BR- «-  Elimination of radundant This is a manual processto /A
093 content (to be addressed by identify and request that
content migration approach)  redundant content to not
be migrated.
BR- w Collaborative content ut confirm users can
10% creation edit documents that

they do not own

9. To find your imported spreadsheet, navigate to Quick Launch and click Site Contents, e.g.
SP_Sample_Imported_List

SharePoint Newsfeed OneDrive Sites [NGIUEDNeIEYEY]

) SHARE ¥

R—
Portal ADM - DSS SharePointSupport MoreLinks -

myGTA > Portal > SharePoint Support

Heme Site Contents
Notebook 0 i :
ll!ti, LIhI‘iI’IES, and other Apps @ SITE WORKFLOWS L3 SETTINGS 15 RECYCLE BIN (13)
Documents
Recent Documents MicroFeed
SP_Site_Owners
add an app
SPSupportlssues ‘
SP Training Documents
Site Contents Site Assets Site Pages
Modified 4 days ago & 6 days ago

SP_sample_Importad_List SP_Site_Owners

S items
fled 4 hours ago

Tasks




