Helpful Tips for Using
Microsoft Planner
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MS Planner

With Microsoft Planner, you can create new plans, assign tasks, and share files with others. Organise
teamwork and collaborate on projects in a simple, visual way. Chat with others to make sure you are
on the same page. Keep track of your team's progress and stay on top of your work—from anywhere,
on any device.

Get Started

Sign in

Build Your Plan

Create a plan in Planner

Sign into Microsoft Planner

Create a plan in Microsoft Planner

Create buckets to sort your tasks

Add people to your plan

Copy a plan

Mark plans as favorites

Delete a task or plan

Attach files, photos or links to a task

Add a checklist to a task

View charts of your plans progress

View progress

Set and update task progress

View charts of your plan's progress

View vour tasks on a calendar

Manage Tasks

View plan and get updates
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https://support.microsoft.com/en-us/office/sign-in-to-microsoft-planner-fe43c972-5a95-4071-86d4-423a64a3b21e
https://support.microsoft.com/en-us/office/create-a-plan-in-planner-cbbf3772-4fdd-4f49-aa92-dc2203c062d7
https://support.microsoft.com/en-us/office/90f10431-2b40-45c5-a2f5-55bc23af6ad8
https://support.microsoft.com/en-us/office/create-a-plan-in-microsoft-planner-93e65b03-6fac-4661-a502-e3161475ab93
https://support.microsoft.com/en-us/office/create-buckets-to-sort-your-tasks-238af119-3c2b-4cbb-a124-29da99488139
https://support.microsoft.com/en-us/office/add-people-to-your-plan-2043b926-3bbb-4767-a7db-d3321f4ac765
https://support.microsoft.com/en-us/office/copy-a-plan-50401e13-a25f-40df-93c6-b608cc28c3d4
https://support.microsoft.com/en-us/office/mark-plans-as-favorites-290e3cb5-b0d6-4cac-bb5a-92e4f3c91d17
https://support.microsoft.com/en-us/office/delete-a-task-or-plan-39e10e78-13f0-446d-94cd-9e562648497a
https://support.microsoft.com/en-us/office/attach-files-photos-or-links-to-a-task-52c688e1-aeb0-4b49-8d78-42984cd553f7?wt.mc_id=otc_planner
https://support.microsoft.com/en-us/office/add-a-checklist-to-a-task-627482a7-3644-41b2-abe0-a2cd23a6a9e5?wt.mc_id=otc_planner
https://support.microsoft.com/en-us/office/view-charts-of-your-plan-s-progress-7fee6495-d9c3-489a-8ae4-345804d2035c
https://support.microsoft.com/en-us/office/set-and-update-task-progress-3877e3f3-4650-4714-aabf-79702ab25ec1
https://support.microsoft.com/en-us/office/view-charts-of-your-plan-s-progress-7fee6495-d9c3-489a-8ae4-345804d2035c
https://support.microsoft.com/en-us/office/use-schedule-view-to-see-tasks-on-a-calendar-8647d2c9-9bc7-466a-b5b3-74b3596fade2
https://support.microsoft.com/en-us/office/manage-tasks-in-planner-ee61ecb0-a0bb-4c39-8682-f47fe7674f05
https://support.microsoft.com/en-us/office/view-plan-and-get-updates-in-planner-c351e8df-080c-4eca-b8c7-37dc3fb1a9c8

Collaborate

Collaborate with your team using Planner

Comment on tasks in Microsoft Planner

Stay on top of tasks and plans with email and notifications

Plan members: Manage group emails for your Planner plans

Group owners: Turn group emails about task activity on or off for a plan

Guest access in Microsoft Planner

Integration

When to use Microsoft Project, Planner, or To-Do

Use Planner in Microsoft Teams

Planner notifications in Teams

See your Planner calendar in Outlook

See Planner tasks in Microsoft To-Do

Use Microsoft Planner on your SharePoint site

Use the Planner web part

Use the Planner for Android app

Use the Planner for iOS app

FAQ'’s Answered

¢ Can a group have more than one plan?

¢ How do | create a new plan based on an existing one?

e How do | close or archive a plan when it's done?

¢ Can | print plans or tasks in Planner?

¢ Where are the files kept in Planner?

e How do | provide feedback on Planner?
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https://support.microsoft.com/en-us/office/collaborate-with-your-team-using-microsoft-planner-ce6bc5de-e267-4918-8443-cdede63f63e0?wt.mc_id=otc_planner
https://support.microsoft.com/en-us/office/comment-on-tasks-in-microsoft-planner-fd4aedde-7785-4cd0-96ee-122fbc9140e1
https://support.microsoft.com/en-us/office/stay-on-top-of-tasks-and-plans-with-email-and-notifications-cce223d6-b0ae-43cf-a080-266e2414a859
https://support.microsoft.com/en-us/office/plan-members-manage-group-emails-for-your-planner-plans-46f989a0-a34d-4db9-993b-dd596af7a5d2
https://support.microsoft.com/en-us/office/group-owners-turn-group-emails-about-task-activity-on-or-off-for-a-plan-f1b0d681-2aa6-4ce5-9703-4614607d4cd0
https://support.microsoft.com/en-us/office/guest-access-in-microsoft-planner-cc5d7f96-dced-4da4-ab62-08c72d9759c6
https://support.microsoft.com/en-us/office/when-to-use-microsoft-project-planner-or-to-do-8f950d32-d5f4-40db-a8b7-4d1b82b55e17
https://support.microsoft.com/en-us/office/use-planner-in-microsoft-teams-62798a9f-e8f7-4722-a700-27dd28a06ee0
https://support.microsoft.com/en-us/office/planner-notifications-in-teams-8998a099-0265-4b69-93b0-0217b2cc2042
https://support.microsoft.com/en-us/office/see-your-planner-calendar-in-outlook-5dcccce5-2750-49b5-991b-1837379d96c7
https://support.microsoft.com/en-us/office/see-planner-tasks-in-microsoft-to-do-4cac0115-4e4c-44f7-80ae-d1e25ec0527e
https://support.microsoft.com/en-us/office/use-microsoft-planner-on-your-sharepoint-site-73040e0a-560e-41a0-b520-47c1a3bab3cb
https://support.microsoft.com/en-us/office/use-the-planner-web-part-a1e4ada8-8817-4e57-8e65-1bf546808843
https://support.microsoft.com/en-us/office/microsoft-planner-for-android-help-cba3a894-a397-47da-861f-2cb7d08c41ef
https://support.microsoft.com/en-us/office/microsoft-planner-for-ios-help-a251cd45-f48d-4e24-966a-2fd36cfa143e
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_canagrouphavemorethanoneplan
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_howdoicreateanewplanbasedonanexistingone
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_howdoicloseorarchiveaplanwhenitsdone
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_caniprintplansortasksinplanner
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_wherearethefileskeptinplanner
https://support.microsoft.com/en-us/office/answers-to-top-microsoft-planner-questions-d1a2d4e6-a4d7-408c-a48a-31caaa267de5?wt.mc_id=otc_planner#bkmk_howdoiprovidefeedbackonplanner

