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Notes:

e These instructions are provided for version 1 of the app

e This app is provided free of charge for use of your own volition

e No warranty is provided with this app template

e Feel free to change this app with your own branding and imagery and add further
functionality if desired. And feel free to get in touch and share with us how you’ve gotten
creative with this template.

App Template Contents
The downloadable zip file for this app contains:

e An Excel file that is the data storage for all check-ins your team members submit

e A Power App that you can connect to this Excel file in OneDrive for Business (or SharePoint)

e A Power Bl report template that provides a “get started” report that you can tweak and add
to as desired.
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1 Instructions for users familiar with PowerApps

1.1 Import the Excel File in OneDrive for Business

Uploaded the provided ‘checkin.xlsx’ Excel file into a OneDrive for Business folder of your
choice first, e.g. create a folder called Check-In App.

Share this file with all the users who you intend to use the Power App (select file >> click

s Q rem Manage Access); Be careful to Uncheck the Notify People via email option prior
to sharing:

o 8 7 g
£ Ope Share Download Delete =B Rename ove to Copy t Flo B checkin.xisx
Manage Access
Links Giving Access 1=
[} checkin.xlsx
A, Direct Access © -
Gr‘?pi r—‘:fgess %
Enter a name or emai e
-

1.2 Import the Power App solution

Import the Power App zip file into your preferred instance (Import Canvas App button)
Open the App in edit mode

Delete the two existing connections to OneDrive for Business

Create a new connection with OneDrive for Business, pointing to the location where you
saved the Excel file ‘checkin.xlsx’. Select ‘Checkin’ and ‘Table3’

Save and Publish the App

Test the App (make sure the Excel file is closed to avoid record locks)

Open the Excel file via OneDrive and see the recently created record

1.3 Import the Power Bl Report

e From Power Bl online create a new dataset from OneDrive for Business

e Make sure the file selected is the ‘checkln.xlsx’ Excel

e Go to Power Bl Desktop

e Change the data source setting to the ‘checkin.xlsx’ file, by clicking on Home > Transform
Data > Data Source Setting > (select the ‘checkin.xlsx’ file)

e Check and validate your Power Bl report is working (note that you can also add more report
pages and visualisations as you wish to)

e The Power Bl can be Published to a Workspace. Note that sharing reports requires those
with whom it is shared to hold a Power Bl Pro license (or they can use Power Bl Desktop).

Fusion5 Well-being Check-in App Page 3 of 21

Installation & Set-up Guide



FUSIONs

Business Solutions

2 Detailed Instructions

2.1 Importing the Excel file in One Drive for Business

e Uploaded the provided Excel file into a OneDrive for Business folder of your choice first:

« [«
£ Search everything + Mew *+ T Upload » & Share @ Copylink 22 Sync < Download o® Flow
Kevin Hills
B3 My files .
File Check In App
0 Recent
At Shared [ mame Maitied Madrad B Sze Sharing
&) Discover
- & Open *
© Recyche bin o
4 4 B0 ThePC » Dewsleads . o Search Dewnloads
Organize Mewfoldes

B ThisPC * O Hame Date modified

B 30 Otgects  Today (2)

B Desbitcp

5 Documents 10 eheckin 10472020 255 PM

& Downloads

v £
Fie ame: | chackin | [ Fles -
==

OneDrive admin
Get the OneDrive apps

Return to classic OneDrive

e Share the file with users; select the file and click on ‘Manage Access’

Files > Check In App

© [0 MNeme Medified Mod
P—
© |a] “checkin.xlsx 2 : Open . ave
—

Preview

Share

Copy link

I Manage access

Download

Delete

e Anew
window will open at the right side of the screen. Share the file with the desired users (in this
example the file is being share with all users - ‘Everyone’ - in the environment):
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& Canedit
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o8 2 g 0o @ :
) chackindss . @) checkinds: y @ checkinuds ”
Manage Access Manage Access Manage Access
Stop sharing
> Links Giving Access & Share @ Links Giving Access 1 Share
 Links Giving Access i Share
P4 Direct Access B, Direet Ace +
P AL ri
rant Access x Grant Access =
creciongy ehecenas x

° Everyone xcept extemal users X

Access Granted

& Canedit

otify Peaple

| srmaces ||

Caution: Untick “Notify People” or this will email everyone to inform them the file has
been shared with them.

2.2 Import the Power App Solution

e Go to https://make.powerapps.com/ g Eoment

e Selected your specific instance:

e Click on ‘Apps’ and then ‘Import canvas app’:

3ii  Power Apps

Home

Learn

BB 2

Apps

<+ Create
B Data v
o° Flows
o Al Builder v

8 Solutions

-+ Newapp ™ I «i Import canvas app I P Microsoft Dynamics 365

Apps

Apps Component libraries (preview)

B Name

Checkin

B B
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Chose the zip file downloaded from the Fusion5 website:
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Power Apps

= Import package
mport canvas app created outside of a solution inta this emironment. Apps created in a solution can be imported under Sclutions. Leam more
G Home
M Learn Choose the package file to import
| &P apps
=+ Create
B Daa v & o *
4 & » ThisPC » Downloads » v O < De
o® Flows
Organize »  Newfolder = ]
§ Al Builder ~ I This PC A Hame Date moddied fo
A Solutions B 30 Objects e ———
BB Desktep I 1 F5Well-beingCheck-inApp-Newinstall 0200331225051 r
% Documents
& Downloads
D Music
& Pitures Select  file to
B Videos preview
v
v o< >
File narme: v] C ipped) Folder
o

Make sure the App is imported as “Create as new” and it was successfully imported

Click on “Apps”

= F5 Well-being Check-in App - New Install

G Home
M Learn All package resources were successfully imparted. I
- e -

+ Open and test your app in the Power Apps Studio. Open app
+ Create * If the app is working & your app with your organization.
B Dau v
o Flows

Package details

o3 Al Builder v Created by Jonat o
8 Solutions Name

FS Well-being Check-in App - New Instal

Environment

FUSIONS | Business Application Professionals (default) (Upgrade)

Description
N/A

Review Package Content

NAME RESOURCE TYPE
Checkin App

Related resources

IMPORT SETUP
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2.3 Connect the App to the Excel file in OneDrive for Business

e Open the App in ‘edit’ mode”

i3I Power Apps

= + New app & Edit D Play |2 Share — Exportpackage (preview) W AddtoTeams | Analytics (
@ Home
Apps
@ team
Apps  Component libraries (preview)
I? Apps ety
-+ Create .
F Name Modified
B Data v
° Checkin
o° Flows
°§ Al Builder
& Solutions
& 1= Export package (preview)
2] L Analytics (preview)
o @ Settings
o G

o Allow access to OneDrive for Business and skip the ‘get started’ pop-up”

Almact ther
Almost there ...
Checkin needs your permission to use:

OneDrive for Business N Welcome to Power Apps Studio

Hgned in Yitw REMMISHONG Here are a few ways to get started if this is your first time

editing an app.

See a preview of this app >

Take an interactive tour to see how an app is built =

B Don't show me this again Skip

e Click on the data source menu at the left side:

He_m View eck
O & Treme ]
v = 1)

= Tree view X

|e 5<'f"s Components Wellbeing Check-in &

T B
O sertiome

T{ 93 icsave
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e Remove the existing connections. Make sure to delete the two items underneath ‘In your
app’ section by clicking in the ‘...” and then ‘Remove’:

Power Apps

[} New screen & Theme

iie Home
= fev noea( L
=  Data sources X - = i [
— Data sources X o
= Data sources
= + s P

8 == w @5 € :
0 ) ntter = — -

Entities

"

> Connectors

e (Create a new connection with your OneDrive for Business. Click on ‘Connectors’, then
‘OneDrive for Business’ and select your OneDrive for Business account:

Home: Ik Vie F Home Inse Vie Actio File  Home
O New seree R 0 & = Al Thar
= £~
= Data sources X
=  Data sources X
=  Data sources a - fet A/
=] sz
Entities
2
4= ) Entities I . P n
S D Entities ) s
I A V' Connectors = . - <
[a===u] ' " :
I a8 > Connectors @ O s e s > O Vot roms
<o ~r A H
: et @ == n
Office 365 Outiook m >
~ . craree ca OneDrive for Business x |
m Office 365 Use :
a o = x40 i
I. OneDrive for Business I Phers
e g
n OneNot es - s B
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e At the right side of the screen, select the folder in OneDrive where the file is located; the file
itself and the tables ‘Checkin’ and ‘Table3’ and then ‘Connect’:

& Choose an Excel file X  Choose an Excel file : 4 Choose a table

poo o

E -

e The App is ready for testing. Click on the play icon at the top right side of the screen:

scrHome Q) APP checker

e Fill the form and submit it:

Wellbeing Check-in a

Previous check 4t 01/04/2020
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Wellbeing Check-in

!

Thank you
for checking in
today!

Previous check-ie 01/04/2020 Creoted by Fusion’

e The Excel file is the data source for the app, therefore, all data will be found there

e Open the Excel file in OneDrive for Business and find the record that was just created (Ctrl +
F could help). Note that there will be sample that in the file. This can be excluded after the
creating of the Power Bl report:

E B EE E Dwe v 0

o1/04/2020 Kevin Hills kevin@betafSinz.onmicrosoft.com Awesome For being healthyl ___Yes Healthy sick OVAODGHITa0

ck on File > Save > Publish:

Power Apps

Power Apps

Checkin Checkin
e (Go backto
e Click on ‘Apps’
e Click on the ‘...” and select ‘Share’
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Home

Learn

@
m
| P Apps
+
B

+ Newapp ~  Edit [> Play 1 Share = Export package (preview) 5 AddtoTeams L2 Analytics (previ

Apps

Apps

Component libraries (preview)
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i Power Apps

Create .
2 Name Modified Ow
Data o
(] Checkin 5 min ago Kevi
Flows
o W & Edit "
u Kev
o3 Al Builder v > Play
L)
= Export package (preview)
E @ Add to Teams Kev
m e Analytics (preview) Kev
(5 Settings
a
[i] Delete
a :
@O Details
E 6 mo ago Kev
-

e At the right side of the page select the users the App will be shared with. Typing ‘everyone’

will share the app with all users with access to the environment
e Select whether you wish users to be notified of the app via email when shared

e Click on ‘Share’:

¢

| Share Checkin

tske st Pt Bcess 10 tha data used 4 yeur ap indluding gatenayh AP
connectars. snd enstas.
H Excel

H neDrive for Business

2.5 End User Access to the App

VIA BROWSER

e End users will access the App by going to https://home.dynamics.com/

e Entering their credentials (Office 365 email and password)
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o They will be prompted to the Dynamics 365 Home
e The App will be found under “Check out in-house apps”:

D Oye x 4+

I Dynamics 365 Home

The home for all your business apps

Check out in-house apps
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e Once clicked on the ‘CheckIn’ App, users will be able to use it straight away:

Wellbeing Check-in

‘Would you like someone to call you?

VIA MOBILE DEVICE
e End users will need to download the Power Apps mobile client on their iPhone or Android
app store

Power Apps App Store Preview

Microsoft Corporation  Business
*kk ko 2539 & This app is available only on the App Store for

iPhone and iPad.

Power Apps
Microsoft Corporation

*kk k% 4.8, 13K Ratings

Free

iPhone Screenshots I

. Contoso Building 85 Cost Estman
- Contoso Building 35
E Glovet Acress Book

- Contoso Building 30 -
READ MORE ——

e Afterinstalling Power Apps the user can login using their standard Active Directory / Office
365 user email and password. The Check-in app will then appear in their list of available
Power Apps.
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3.1 Create a new dataset from the Excel file in OneDrive

e Go to https://app.powerbi.com/home

e If you don’t have an account, you can create one for free
e login, expand the menu, click on ‘My Workspace’, ‘Datasets’, ‘Create’ and ‘Dataset’:

e + ENCORSEMENT

acToms REFRESHED T BRI

e Select ‘Get’ under ‘Files’:

Discover content

My organization Services
Discover apps published Choose apps from online
by other people in your services that you use.
organization.

Get Get

Get Data

Need more guidance? Try this tutorial or watch a video

Create new content

Files Databases
Bring in your reports, Use Power Bl Desktop to
workbooks, or data from connect to data in Azure
Excel, Power Bl Desktop SQL Database and more.
or CSV files.

Get Get

e Click on ‘OneDrive for Business’:
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Local File OneDrive - Business OneDrive - Personal SharePoint - Team Sites Learn about importing files

e Select the folder where you put the ‘checkin.xlsx’:

Connect A

OneDrive for Business

Files

Name

I Check In App I

CRM

Email attachments from Flow

Notebooks

PowerApps

@7 checkin J).xlsx an hour ago 2823K8

e Select the file and click ‘Connect’:

OneDrive for Business

Files>Check In App

Name Medified date Size
| B checklin.xisx I 28 minutes ago. 3323KB
Sales Analytics for Dynamics 365 2 hours ago 2566K8

e C(Click on ‘Import’:

OneDrive for Business

Choose how to connect to your Excel workbook

et
L

Import Excel data into Power Bl or

Connect, manage, and view Excel in Power BI

Connect to the data in your workbook on OneDrive 5o you
can create Power Bl reports and dashboards for it. Data is

automatically refreshed from OneDrive.

Import A

Bring your Excel workbook into Power Bl and see it exactly
as it is in Excel Online - charts, PivotTables, worksheets, and
all. Then keep your workbooks up to date with scheduled

refresh.

Connect A
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e The new dataset will be quickly created and made available in the datasets list:

. Importing datd

MAME T ACTIONS CWHER

The Excel fil is the data source of the app and it’s constantly refresh into the newly created dataset
(it can be manually refreshed too). The next steps show you how to reconnect the Power Bl sample
report to your own version of the ‘checkin.xlsx’ file.

e Open Power Bl Desktop
e If you do not have it installed, it can be downloaded from by
clicking on:

A
(o)
M
(9 4]
o
(o]
M
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e Once installed and once your credentials are entered (your Office 365 user and password),
click on ‘Open other reports’:

Y Filters Visual
Power BI
. 1 WHAT'S NEW v
DeSktOp Take 3 look at what's new and improved in &
Power B1 in this month's update.
. Get data Illlll Vales
B Recent sources Visit the Power 81 Forum to ask questions Add
o interact with other users in the Power B
o community. Drill ¢
POWER BI BLOG
L — Keep up 10 date with the latest news, Off O
Getting started with Power B1 Desktop resources, and updates from the Power 81
G Keep o
o » TUTORIALS a2
oY Ready to learn more about Power BI? Add &
Buiding reports Query view concepts Uploading your reports
« Get started with Power 8l Desktop
[b Open other reports T « Download a sample
@ *  Watch our training videos
« See what others have built
Create a Prone report * Aliguided learning
VIEW ALL VIOROS
¥ Show this screen on startup
e Open the Fusion5 Power Bl sample:
v] < | Final
“ Home Share View
(_. e /T\ <«
A [ Name Status
s Quick access
| checkin o
Il Desktop * 5
[M1%. Health App Power Apps - Report ©
3 Downloads
=) Documents
| Pictures o+
Diego
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e The report will be unable to open. Click on ‘Edit’:

the owner of the dataset.”

Unable to connect

We encountered an error while trying to connect.

Details: "Looks like we're unable to access the dataset. Please contact

| Rety |

[ Edit J l Cancel ]

e Select the dataset recently created int the previous steps and click on ‘Create’:
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Select a dataset to create a report

Name

Endorsement

Owner

Workspace

=

i _Eoaxch,
Refreshed
[emate | cancel
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Transtorm Refresh | New Text  More New  Quick | Publh

e The report will reflect all the data in the Excel file ‘checkln.xlsx’:

aatav visual  box visualsv | measure measure
p— o Queces nsact Cacutstons Fes
# of Team Members Checked in Per Da:
b y Date Day Fullname HealthStatus Manager ~ | ¥ Filters PN
01/04/2020 1 Be colo Healthy
01/04/2020 1 ¢k ew  Healthy P search
01/04/2020 1 Cc @ Healthy
0 Total team Members 01/04/2020 1 D: Healthy .
Filters on this page
01/04/2020 1 D¢ 2 sick
01/04/2020 1 sz ) Healthy ——_—
01/04/2020 1 Jai Healthy s fre vore
5 01/04/2020 1 Ki 7 Healthy
01/04/2020 1 M Healthy e
Members CheckedIn o1 0u500 1 M Healthy =
01/04/2020 1 M v Healthy s
° Add data fields here
o 01/04/2020 1 Ph Healthy
3 7 01/04/2020 1 Reciw vun Healthy
MEMBERS NOT CEHCK.
Feeling Today I'm grateful for..
Health Status c§> D
HealthStatus @ Heslthy @Sick & & Une 73
& & asy 3 \s
3 o Calm, NS
Mtagy <
ic 4
Happand T
a 3 Py g’
. X Gt Shrias x5 LWrkip,
$ Anxioye 0ng , 4 9
8 * ®
K u 98 Sunshin and
8 £ 255, aljgine” R
3 Sz VR o,
5 t Qlapef/ \QQJ/
& L U T
§ 7 77)/ R oo
Day

e The sample data in the Excel file can be deleted. If there is not enough data available, some

of the visualisations will be empty.

e Save the report clicking on the top left side of the screen on ‘File’, then ‘Save as’.

3.3 Publish the report and share

3.3.1 Publishing the report

e C(Click on ‘Publish’ and select ‘My Workspace’:

file ~ Home Imet  Modeing  View  Help
i Pdaxd 848
Gl b i [ > fR[A H E
o ) s o (2 ([l s (5 | o
data v datasels Server data sources = data v visedl  box visualsy | measure meas
= = - e
Wi A\ There s pencing changss in yeur queries that haven't been spies.
i1

Fulname  Mood  HeakhStaus

#of Team Members checked in per day b

&

Total Team Members

o
. z P
2 P
i 4 b
: 1 ' 1 1 .
! Publish to Power B
. Selecta destination
R I -
P

Health Status.

Hoalth Status. @ Healthy @ Healthy - Working From Home @Sick

-
‘IR
-
-
-
<
g
o
&5

Menth

Day

=

Manager

Applychanges | X

Visualizations

> Fields

£ search WL 0 searen

Fiter enhs page B v Cosuestons
A BB Daly Checkin
2 data i e

_Fomerhp.
ansrer]

Filtes o0 ol pages e

D000

aravert
—
Cont?
O Comnig
~ DB Dae
A 0% Date Her...
O/ vesr
Of2 Quaner
O Month
0 oy
Cay
T

Bkt data baids hare

00

Keep ail fiters
on—8

0o

A ari-through el here
Fulnome
aalhStatus
MNordh
Mocd

DODO0O

OreGesdT..
ToBeContac:

Userma

ooo

ear
B NetChecked In
Vvl Pecple
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After the report has been successfully published it will be available at

Click on ‘My Workspace’ and the report will be available under ‘Reports’:

workspace > Wellness PowerApg

Workbooks

Our Team Check-in Dashboard

Ml # of Team Members checked in per day

Health Status

Health Status @ e

Feeling today

Total

F/‘/'

Vo /O Us

0

ay

I'm grateful for...

+90g
O_ Ver

ghe

3.3.2 Sharing the report

Users with a Power Bl Pro subscription:

If you have Power Bl Pro, when you are publishing the report, you can select another

Workspace. Workspaces are common places in Power Bl where other users can see the
same report online:
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as

Publish to Power BI

A Customer X

Users with a Power Bl Free subscription:

e If you would like to share this report but have no Power BI Pro license, the report file saved
in the previous step must be shared with other users.

e They will need to download Power Bl Desktop and open the same report file you provide

e They will not have any other tasks to complete on the report; it will work normally.
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