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SharePoint Online List

A SharePoint Online list is a collection of data that you can share with team members and

other site users. Lists are designed to store structured data, similar to how you might use a

table in a database or a spreadsheet in Excel. Each entry in a list is a row, and each column

contains specific data about that entry. SharePoint lists are highly customizable and can

include various types of data, such as text, numbers, dates, and even attachments.

Advantages of Using a SharePoint Online List

Single Source of Truth: SharePoint lists ensure that all users are accessing the
same data, eliminating discrepancies that can occur when multiple versions of a
spreadsheet are used. This centralization helps maintain data integrity and
consistency.

Permissions and Security: You can set specific permissions for who can view, edit,
or delete items in a list. This granular control helps protect sensitive information
and ensures that only authorized users can make changes.

Data Integrity and Validation: SharePoint lists allow you to enforce data validation
rules to ensure that users enter the correct type of data. This helps maintain high
data quality and reduces errors.

Version Control and Change Tracking: SharePoint lists automatically track
changes and maintain version histories. This feature allows you to see who made
changes and revert to previous versions if necessary, enhancing accountability and
transparency.

Automation and Workflows: You can create automated workflows using Power
Automate (formerly Microsoft Flow) to perform actions based on list events, such as
sending notifications or updating other systems. This capability streamlines
processes and increases efficiency.

Integration with Microsoft Office: SharePoint lists integrate seamlessly with other
Microsoft Office applications, such as Excel, Outlook, and Teams. This integration
allows for easy data import/export and enhances collaboration across different
platforms.

Scalability and Performance: SharePoint lists are scalable and can handle large
volumes of data without significant performance degradation. This makes them
suitable for enterprise-level applications where data volume and user load are high.

Overall, SharePoint Online lists offer a robust, secure, and scalable solution for managing

and sharing structured data within an organization.
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SharePoint Online List Examples

Here are five examples of SharePoint Online lists tailored for an accounting site, including

columns and their data types:

1. Invoice Tracking

Column Name

Data Type

Description

Invoice Number

Single line of text

Unique identifier for the
invoice

Client Name

Single line of text

Name of the client

Invoice Date Date and Time Date the invoice was issued
Due Date Date and Time Payment due date
Amount Currency Total amount of the invoice

Choice (Pending, Paid, Current status of the
Status . .

Overdue) invoice

) ) Additional notes or

Notes Multiple lines of text

comments

2. Expense Reports

Column Name

Data Type

Description

Report ID

Single line of text

Unique identifier for the
expense report

Employee Name

Single line of text

Name of the employee
submitting the report

Submission Date

Date and Time

Date the report was

submitted
Total amount of the
Total Amount Currency
expenses
Choice (Pending, Approved, | Approval status of the
Approval Status )
Rejected) report
Choice (Travel, Office
Category . Type of expense
Supplies, Meals, etc.)
) ) . Links to scanned receipts or
Receipts Hyperlink or Picture

images
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3. Budget Planning
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Column Name

Data Type

Description

Unique identifier for the

Budget ID Single line of text

budget plan

i Department for which the

Department Choice (HR, IT, Sales, etc.) .

budget is planned
Fiscal Year Number Fiscal year for the budget
Budget Amount Currency Total budget allocated
Amount Spent Currency Amount spent to date

Remaining Amount

Calculated (Currency)

Remaining budget (Budget
Amount - Amount Spent)

Last Updated

Date and Time

Date when the budget was
last updated

4. Vendor Management

Column Name

Data Type

Description

Vendor ID

Single line of text

Unique identifier for the
vendor

Vendor Name

Single line of text

Name of the vendor

Contact Person

Single line of text

Main contact person at the
vendor

Contact Email

Single line of text

Email address of the
contact person

Phone Number

Single line of text

Phone number of the
contact person

Service Provided

Choice (Consulting,
Supplies, IT Services, etc.)

Type of service provided

Contract Start Date

Date and Time

Start date of the contract

Contract End Date

Date and Time

End date of the contract

5. Payroll Management

Column Name

Data Type

Description

Employee ID

Single line of text

Unique identifier for the
employee

Employee Name

Single line of text

Name of the employee

Position

Single line of text

Job title of the employee
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Salary

Currency

Annual salary of the
employee

Pay Period

Choice (Monthly, Bi-weekly,
Weekly)

Frequency of payroll

Last Pay Date

Date and Time

Date of the last payroll

Tax Withheld

Currency

Amount of tax withheld

Net Pay

Calculated (Currency)

Net pay after deductions

These examples illustrate how SharePoint Online lists can be structured to manage various
accounting-related tasks efficiently. Each listis customizable and can be tailored further
to meet specific organizational needs.

URL: https://www.jotform.com/form-templates/
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