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The basics
Creating a plan from M365 Copilot in Teams
Plan views: Board, Schedule, Charts

Plan structure:; buckets, tasks, checklists, labels



What is it?

Planner is a work management tool that enables users to efficiently and
effortlessly collaborate on the work they do together.

« Use Planner to manage project tasks
« Create plans in a few clicks
«  Keep the team on the same page

 Plan from anywhere
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Creating a plan from M365
Copilot in Teams



Planner Hub
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Creating a Plan in Teams

We've renamed the Planner app in Teams to “Tasks by Planner and To Do™

Create plans in Microsoft Teams channels B v o R e e s X
Add a tab and choose Tasks by Planner and To Do.

Choose a name and whether to post to the channel about the new tab.

Or choose an existing plan from your Team if one was created via the Planner Hub.

Add a tab X Tasks by Planner and To Do About X
. o Tasks makes it easy to stay organized across all your Planner and To Do tasks.
Turn your favorite apps and files into tabs at the top of the channel lSearch Q Create, assign, and track tasks individually or collaboratively with your team,
More apps and see everything come together in one place.
Learn more
Recent ~

S
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Existing plans ~
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Adding members to a Plan

On the Planner Hub, click the Members dropdown and then type the name of a
colleague;

IMPORTANT: if a colleague who is not yet a member of the Microsoft Team
associated with that Plan, he/she will be then automatically added to that Team!
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Plan views: Board,
Schedule, Charts



Board

The Board is the main view of your plan
The “To do” is the default bucket - add tasks, assign users and due dates

For more complex plans, categorise your tasks under as many buckets as needed
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Schedule

The Schedule shows a calendar view
Filter based on bucket or member
Prioritize based on due dates

Easily add/assign tasks directly in the calendar view
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Plan structure: buckets,
tasks, checklists, labels



Buckets

Help you categorise your plan
Drag buckets across your plan to place them in the order you wish
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Task Details

Assign a member to keep people accountable
Add Labels to categorise your tasks

Select the Progress status;

Set the Priority level

Set a Start date

Add Notes

Insert items to the task’'s Checklist

Include Comments to provide any updates

Add attachments if needed
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Labels

Categorise tasks with labels
Edit by adding meaningful names
Assign multiple labels to a task

Allows sorting by different labels
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Plan settings and
notifications



Plan Settings

Set a group notification;
Edit the plan name, the group (Team) settings or even delete a plan.
Note: The option Leave plan removes you from the Microsoft Team!
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Setting up Notifications

In Planner, click the Settings icon and then click Notifications.

Select the desired notification option(s) to be informed of task assignments from
Planner.
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Setting a Plan as “template”

Although there are no actual templates in Planner, it is possible to make copies of any existing
plan into other groups (Teams);

Create a "default” plan with tasks/checklists that you use
frequently but without setting start dates or assigned users;

Copy Plan

Copy that plan over and over, making the changes you need. Copy of Work Smart - Nov
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Integration with other
apps and feedback



Integration with Microsoft To do

Go to Microsoft To Do on the web and click To Do Settings

In the Settings dialogue box, scroll down to Connected apps and make sure
Planner is set to On

Any tasks assigned to you in Planner will then become visible in Microsoft To Do

Tasks from Microsoft Planner

Settings X

Connected apps &

Assigned to you -

= . ~— | Setout dates
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Send Feedback

To suggest a feature or send your ideas, on the top right corner of the Planner
window, click the Settings icon then select Send Planner Feedback.

Me Settings X

Planner

License
Notifications
Send Planner feedback




Get the Mobile App

Check out plan progress and stay accountable while mobile

Get the Planner mobile app X
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Additional resources



Further learning links

Microsoft Planner help & learning portal

Microsoft Planner video training - Office Support

Use Planner in Microsoft Teams - Office 365

Microsoft Community



https://support.microsoft.com/en-us/planner?ui=en-US&rs=en-US&ad=US
https://support.microsoft.com/en-us/office/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://support.microsoft.com/en-us/office/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://support.microsoft.com/en-us/office/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://support.microsoft.com/en-us/office/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0
https://support.microsoft.com/en-us/office/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0
https://support.microsoft.com/en-us/office/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0
https://answers.microsoft.com/en-us
https://answers.microsoft.com/en-us
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