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* | will be your moderator and technical support

* Please hold all questions until the Q&A portions of this webinar or
post questions in the chat

* This webinar will be offering closed captioning
* We will be recording this webinar

* Arecording and all materials will be available within two business
days on the lllinois Workforce Academy

* Let’s get started with some polls...


https://ilworkforceacademy.com/workforce-webinars/
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Second
Chance

Which partner do you
best represent?

Chief
Elected
Official

Migrant

Farmworker
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* Default task manager for Microsoft
Teams

* Free with Microsoft Office 365

* Helps stay organized when you have
a lot on your mind

* Helps stay organized when working
as a team on a project

* Helps with reporting
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Because
it's
convenient
and I'm
busy

.



My Priorities

Can |l add
things
quickly?

Is it low-
maintenance?
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Use all the bells
and whistles
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You can Access Planner two ways:
* In your browser
* On the Teams app

Why Do | Prefer the Teams App?

* With spotty connection, your edits might not sync in browser

* You don’t have to keep the web version bookmarked
* Great forif you need to write down stuff quickly
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In browser:

v'Go to
microsoft365.com

¥ https://www.microsoft365.com/?auth=2

c — % The Microsoft 365 Copilot app is here! Enjoy the same productivity app with a new name and icor

v Click “Apps” on P
left-hand side:
S Welcome to Microsoft 365 Copilot
Apps £ Search
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1o

In Apps: <
°
° ot o =2 ﬁ The Microsoft 365 Copilot app is here! Enjoy the same productivity app with a new name and icon.
v Click “all apps”’

& microsoft365.com G ¢ ©® M

R
v'Scroll down until s o
you see the Planner | - 2 L] = ] % &
icon and click: .

Get work done

Other Apps
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000
205 B® Apps
Teams
O n Teams: @ Featured
Assignmen...
Agents

v'Click “Apps” on
the bottom left-
hand side %

Calls

v'Type ”planner” o
in the search bar
%

v Click “add”

v'This will add
planner to the

bar on the left

( Apps

Easy to install

Improve learning efficiency

Categories

Built by Microsoft
Education
Productivity

Project management
Utilities

Social

See more

Industries

Distribution

Education

Q  Search (Cmd+E)

Search results for "planner"
Apps (66)

‘ P!ar open
Micr

All your tasks and projects in one simple...

% 3.8 (13.2K ratings)

Productivity Project management

polumana Tour Route Plan...

WS Add
tour  blue-zone GmbH
Polumana Tour & Route Planner for incre...
No ratings yet
Customer & contact management (CR... Productivi...

Workflows (8)

Create a Planner task when a channel post
starts with TODO



L ‘ Planner
Activity
® .
Chat Q. My Day
000
Q) @ My Tasks
Teams
88 My Plans
)
Assignmen...
— Pinned
Calendar I n Antonio's Board
QD COE ICSPS
Calls n Event Operations Manager's ...
COE ICSPS
S n Workforce Touch Point Ongo...
OneDrive

%

Planner

COE ICSPS

Set-Up

Once You Added Planner to Teams:
v'Take a moment to look at your plans

v'You’ll see “My Day” “My Tasks” ”’My
Plans”

v'YoU’ll see “Pinned” plans

v'| like to create as few plans as

possible, but that is personal
preference
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To Create a New Plan:

v'Click ”new plan” on the bottom left
v'Select “Basic Plan”

Name - v"Name your plan and determine if you
Test Plan want to add it to your pinned plans

< Create a basic plan from scratch x

Add to my pinned plans

Add to a group (optional) "%
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Take a look at your new plan...

ﬂ L4 Q, Search (Cmd+E) Update - ._% IL State Univers... A
G0 My Plans > [E) TestPlan ~ # B Grid §8 Board F Schedule (5 Charts a8 &S @
O Filter by keyword = Filters I= Group by Bucket
To do Add new bucket

+  Add task
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Take a look at your new plan...

[T ¢ Q,  Search (Cmd+E) Update -+ &  ILState Univers.. Al
G0 My Plans > @ Test Plan ~ # [ Grid &R Board Schedule (G Charts 8 & @
O Filter by keyword = Filters ~ = Group by Bucket
To do Add new bucket

+  Add task
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Take a look at your new plan...

[T ¢ Q,  Search (Cmd+E) Update -+ &  ILState Univers.. Al

=D My Plans > [ Test Plan ~ # fH Grid g8 Board Schedule  (§ Charts B & @

O Filter by keyword = Filters ~ = Group by Bucket

To do Add new bucket

+  Add task
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Take a look at your new plan...

[T ¢ Q, Search (Cmd+E) Update -+ &  ILState Univers.. Al
=D My Plans @ Test Plan ~ # fH Grid §® Board (& Schedule (5 Charts 5 & @
O Filter by keyword = Filters I= Group by Bucket
To do Add new bucket

+  Add task
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Take a look at your new plan...

[T ¢ Q, Search (Cmd+E) Update -+ &  ILState Univers.. Al
=D My Plans @ Test Plan ~ # fH Grid §® Board (& Schedule (5 Charts 5 & @
O Filter by keyword = Filters I= Group by Bucket
To do Add new bucket

+  Add task
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Take a look at your new plan...

ﬂ L4 Q, Search (Cmd+E) Update - ._% IL State Univers... A

G0 My Plans @ Test Plan ~ # fH Grid §® Board (& Schedule (5 Charts

O Filter by keyword = Filters Group by Bucket

To do Add new bucket

+  Add task
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Take a look at your new plan...

[T ¢ Q, Search (Cmd+E) Update -+ &  ILState Univers.. Al

G0 My Plans @ Test Plan ~ # fH Grid §® Board (& Schedule (5 Charts

[=

O Filter by keyword = Filters i= Group by Bucket

To do Add new bucket

+  Add task
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Take a look at your new plan...

(T ¢ Q, Search (Cmd+E)

=D My Plans » @ Test Plan ~ #

O Filter by keyword

To do Add new bucket

e e let’s stick
o Board
View
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There are two main building blocks:

Buckets
(columns)

Tasks
(post-its)
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I'll go into more detail in
Section 2
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Adding users to your plan:

IL State Univers... AG

My Plans > Test Plan v # (B Grid &R Board Schedule (& Charts N &% @

Q_ Filter by keyword = Filters v (= Group by Bucket v

TA An Rahhit rhinaca Ruiffat
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Add members to create a group. Already have one? Choose an existing group.

(s Create group Q_ Add to existing group

Create a group:

* By default, all
members of your
or anization Wl” be Your organization's global admin has turned off the ability to create
ab e to access yOUr new Microsoft 365 groups. Choose an existing group instead

planner

* Be aware that all
members of your
organization will be Add members to create a new group
able to access your Enter name
planner




Working with Planner as a
W'QA Team

Adding users to a task:

Test Plan

@ Ears

S Assir Be aware:
(O  Pink X  Purple X II'his Wi"
— n B send that

Start date Due date p e rs o n q n
emaiil
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Don’t be rude! Talk to your
Team about how you
assign tasks.



Once other users
are assigned to a

s task:

= » They will be able
| to edit the task to
show their
progress or leave |
notes ATl L L L1

ITFITTILT
LIIIII}III




Once other users are assigned to a task:

* All users in your organization have the
capacity to edit your planner, so please
communicate to your team not to edit
tasks on other people’s planners
without their permission
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Ways you can run reports:

* Project manager can check on what you’re working on to
include in their reports or to gauge capacity for new work

* Reporting feature can show your progress towards a goal

* Completed tasks can show you what work you have done and
when for external reports (e.g. quarterly reports)
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Using the
reporting
feature:

* Open
Charts

My Plans > Test Plan v #

Q_ Filter by keyword

Reporting

B Grid D Board

Status

,

(

Tasks left

Not start...
In progress
Late

Completed

Bucket

10 40

Schedule

aaoot

orines®

R Charts

Bu.-

) 80 Share v @)

=

= Filters ~ = Group by Bucket

Tasks

-+ Add task

To do A~

Rabbit ~

Pink = Purple

(O Ears
® @ Do/s

01/30 S

(O Calming piano versions of pop ballads

(O Rosemary Clooney

(O Orange Chicken
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Using
completed
tasks:

Reporting
My Plans > Test Plan ~ # BB Grid @® Board Schedule @G\ Charts

Q_ Filter by keyword

To do Rabbit

+ Add task +  Add task

() WUrange Lnicken

(O Soft Serve Ice-Cream

(O Billie Eilish

Bronze

(O Claws

(ﬁ) Ouchie!

® o0/

Completed tasks 1 ~

eﬁﬁaﬁ-‘se

@ Completed by Gomez, Antonio o...

= Filters

Chinese Buffet

+  Add task

®

80 Share ~ @

I= Group by Bucket v
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Disclaimer: Reporting is not
Planner’s strong suit. Plan to
use more as a backup.
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Section 2:

We Do a Live
Demo Together



Feel free to raise your
hand or drop
questions in the Q&A
or Chat
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 Live Demo

 Add a Planner

* Show Grid/Board/Schedule/Chart
View

e Create Bucket

 Create Task
 Go over each section

* Rearrange Tasks

* Show Completed Tasks
* Show Filters

* Show Search
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* How Do | Use It?
* Meeting to...
* Group task to...
* Reporting

What | Will Show You



Any final questions?
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Thank you!
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