
Manage Teamwork with Planner & Groups

Microsoft Planner is a web-based project management tool in the Microsoft Office 365 
suite. It's great for collaborating on tasks and keeping track of multiple projects. Groups 
are collaborative workspaces that integrate directly into MS Planner. They provide teams 
with a central location to track and manage conversations, files, meetings and notes.

Planner provides a simple, visual way to organize teamwork. Planner makes it easy for 
your team to create new plans, organize and assign tasks, share files, chat about what 
you’re working on, and get updates on progress.

Organize work visually
Each plan has its own board, where you can organize tasks into buckets. You can 
categorize tasks based on their status or on whom they’re assigned to. To update the 
status or change assignments, just drag and drop tasks between columns.

Visibility
The My Tasks view provides a comprehensive list of all your tasks and their status across 
all your plans. When working together on a plan, team members always know who is 
working on what.

Collaborate
Built for Office 365, Planner lets you work together on the same tasks, attach captured 
photos directly to them, and even have conversations around tasks without switching 
between apps. With Planner, all your team’s discussions and deliverables stay with the 
plan and don’t get locked away across disparate applications.

Works across multiple devices
Planner works across all your devices. And with Planner, everyone is always on the same 
page. Continue conversations and updates tasks while on-the-go or at your desk.
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Workshop Format:

• Classroom: 8:30am - 2:30pm
• Live webinar: 2 two-hour sessions

Conclusion

• Creating a realistic action plan
• Next steps

In this workshop, you'll learn everything you need to master Planner including:

• Learning how to create new plans where you will organize team members and
assignments for specific projects.

• Creating tasks and assigning them to team members

• Monitoring plans to see which tasks are on schedule, which are behind schedule, and
which are completed.

• Using comments to communicate vital information related to each task.

• Understanding how plans work seamlessly with Outlook Groups & Microsoft Teams.

• Mange Plan related conversations in Groups.

• Access shared files.

• Track team meetings and notes.

If you've been looking for a way to keep your projects and team members organized, 
Microsoft Planner & Groups may very well be the solution you've been looking for.
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