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Increase Efficiency, 

Reduce Errors, Save Time!
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agenda
Overview of MS Planner

Creating & Tracking
Tasks

Process Template
Examples

Create Your Own! 



Discussion
Share about a time you or someone on
your team missed a step in a process

what was it?
what was the impact?
how was the issue addressed?



1.Accessing MS Teams Planner
2.Navigating the Planner app
3.Creating a Team Plan
4.Creating Tasks

a.through the Planner
b.through Emails
c.through Teams Messages

USING MS TEAMS PLANNER

https://ittraining.iu.edu/explore-topics/microsoft/minutes/tasks-teams.html


Task Title Assigning Due Date Checklist Notes

Task components

Immediately
Recognizable

Individual or
Multiple people

Can change as
needed

Subtasks - indiv
dates, indiv assign

Description, links,
attachments



Ex
am

pl
es

Campus Approval Request

New Student Onboarding

Field Trip/Conference

Purchase Orders
PO
Open PO
Travel POR 



https://planner.cloud.microsoft/webui/v1/plan/LbUtWd4SCkO5DFlte-ILNGQABBib/view/board/task/95klJ9Z0p0af5_bxyuVzI2QAFhjo?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458
https://planner.cloud.microsoft/webui/v1/plan/LbUtWd4SCkO5DFlte-ILNGQABBib/view/board/task/Yn06Wxn_GkiO23YGU0sYZWQAC4zE?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458
https://planner.cloud.microsoft/webui/v1/plan/LbUtWd4SCkO5DFlte-ILNGQABBib/view/board/task/12-YXRMU00ulJswS9vYK-mQAGheL?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458


https://planner.cloud.microsoft/webui/v1/plan/KwRgf2vGEEuwAxLICUevOmQACBei/view/board/task/550rw18qd0eyVHxK4NpEwmQAPAdJ?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458
https://planner.cloud.microsoft/webui/v1/plan/KwRgf2vGEEuwAxLICUevOmQACBei/view/board/task/LnDwQkGFyEC60yxv9sgAQGQAKQAU?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458
https://planner.cloud.microsoft/webui/v1/plan/KwRgf2vGEEuwAxLICUevOmQACBei/view/board/task/yHko3KjeaUq6hW3Z8wdrD2QAA0mI?tid=ee57f555-1d70-4a8b-8eda-c0f4071a4458


What’s a process you would like to
create a template for?

Or: Ideas for how to improve any of
the templates I’ve already created?

Your Turn!



TEMPLATE IDEAS



more
resources

Beginners
Guide to MS

Planner (video)

Getting Started
with Planner in

Teams

Create a
Plan in MS

Planner

MS Planner
Cheat Sheet

https://youtu.be/1uq813_jroA?si=fZYz4dGL9lgPxVee
https://youtu.be/1uq813_jroA?si=fZYz4dGL9lgPxVee
https://youtu.be/1uq813_jroA?si=fZYz4dGL9lgPxVee
https://support.microsoft.com/en-us/Planner/teams/getting-started-with-planner-in-teams
https://support.microsoft.com/en-us/Planner/teams/getting-started-with-planner-in-teams
https://support.microsoft.com/en-us/Planner/teams/getting-started-with-planner-in-teams
https://support.microsoft.com/en-us/Planner/create-a-plan-in-microsoft-planner
https://support.microsoft.com/en-us/Planner/create-a-plan-in-microsoft-planner
https://support.microsoft.com/en-us/Planner/create-a-plan-in-microsoft-planner
https://www.computerworld.com/article/1638502/microsoft-planner-cheat-sheet.html
https://www.computerworld.com/article/1638502/microsoft-planner-cheat-sheet.html


Reach out to me if you have 
questions, ideas or want 1:1 help!

Sally Heath
sheath4@cccd.edu

x58132

THANK YOU!
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