
 

 

 

OVERVIEW 
This document details how to deploy the Expense Report form to 

your O365 site. You must follow the instructions in this document 

before you can run the training labs. 

BEFORE YOU START 
The FormsViewer app is ready to use in your SharePoint 

environment, either because you have uploaded its .app file to your 

app catalog, or obtained it from the SharePoint store. 

You are using an account that it a Site Collection Administrator in 

the site where you plan to use FormsViewer. You must be a Site 

Collection Administrator in order to upload and manage form 

templates. 

In this training, we will have the following files for the Expense 

Report Form: 

.stp files (STP 2013 folder): 

• Expense Reports.stp  

• Expense Report.stp  

• Expense List Items.stp  

• Resources  

.xsn file: 

• Expense Report - Start.xsn 

 

CREATE LIBRARY/LISTS USING THE TEMPLATE FILES 
1. Navigate to the Site settings of your SharePoint root site. 

2. Under Web Designer Galleries, click List templates. 

 
 

3. Select the Files tab and click Upload Document. 
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4. Browse on the .stp files included in the package and upload 

these to the site. Leave the file name as it is. 

Note: Do not change the naming convention upon uploading. 

 

 
 

5. Once the template files are uploaded, click the Gear icon in 

the header bar and click Site contents. 

6. In the sub-header, click + New, and then click App. This 

should take you to the Your Apps page. 

 
 

7. Search for the template file name to add. 

 

 
8. Create a custom library/list based off the templates. Copy the 

name as it is. 

 
9. The Expense Report Library/Lists will be created, and you 

should have something like this: 

 
Remember to do these steps for all the four .stp files. 

Note: STP files provided are 2013 version. This should work 

for both SharePoint 2013 and 2016.   



 

 

CUSTOMIZE THE INFOPATH FORM TEMPLATE  
This section shows how to enter your own SharePoint site in the 

Expense Report InfoPath form template included in the package. 

1. Open Expense Report – Start.xsn file. 

2. Click on Manage Rules. 

 

 
 

3. Select QdabraRules as the active data source. 

 

 
 

4. Select field finishedLoading > Set config value then click 

on the action below. 

 

 

 
5. Change the value and insert your own SharePoint site. 

 

 
 

 

 

It is important to include a slash (/) at the end of 

the SiteUrl. Examples of SiteUrl: 

• https://TestServer/ 

• https://TestServer/toplevelsite/subsite/ 

 

 

https://testserver/
https://testserver/toplevelsite/subsite/


 

 

 
6. Save the xsn file. 

7. We will now upload the new file in FormsViewer. To do this, 

go to your SharePoint site and click on Site Contents, click 

on FormsViewer > Manage Templates. 

 

 
 

8. Click Upload a New Template. Specify the Form Name 

and upload the Expense Report – Start.xsn file you just 

updated. 

 

 

 

 

 
 

 
 

 

 

 

  



 

 

CONFIGURE LIBRARY/LISTS TO OPEN LINKS IN 

FORMSVIEWER 

Next, we will configure the library and lists to have links which 

open in the browser. These are the steps: 

1. Locate the ExpenseReports.js file in the package and open 

in a text editor, such as Notepad. 

2. In your browser, go to the site that contains the form 

library or list you want to use, and click Site Contents. 

1. Click the FormsViewer icon to open FormsViewer. 

 

 
 

2. Once FormsViewer is opened, copy everything after the ? 

mark in your browser’s address bar. 

3. Paste the value from step 4 between the single quotation 

marks on line 3 of ExpenseReports.js. The resulting line 

should look something like this: 

 
4. Place your template’s name between the single quotation 

marks in line 5 of the file. This template name should match 

the library template’s name from FormsViewer’s Manage 

Templates page. The result should look something like 

this: 

 

5. Rename the .js file, same name as the template name, only 

without space. Use the following: 

 

Template Name .js File Name 

Expense Reports (Library) 

ExpenseReports.js 

6. Login to your SharePoint site, go to the Style Library or 

Site Assets for that site and upload the file you have 

prepared. 

7. Navigate to the form library/list. 

8. Click the gear icon in the top right and click Edit Page 

(must be in classic SharePoint). 

  
9. Edit the library web part. 

 

10. Expand the Miscellaneous section and go to the JS Link 

property. 

 



 

 

 
11. For the JS Link property enter the location of the file you 

uploaded in step 8 depending on where it is located, using a 

~site or ~sitecollection placeholder.  

 

For example, if you uploaded the file with the name 

ExpenseReports.js to the Site Assets library of the site 

where you want to use it, you can use 

~site/SiteAssets/ExpenseReports.js. 

 

  
 

Hint: You can use ~sitecollection to refer to the root of the 

current site collection or ~site to refer to the root of the 

site. 

 

12. Click OK to confirm your changes.  

13. In PAGE tab of the ribbon, click Stop Editing.  

14. Click +New and the form should open in the browser. 

 

 
The form will look something like this: 

 


