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Groups vs. Teams

Planner is a task planning application. The tasks are sorted thematically and managed in
working groups (teams) areas so that all team members can check and maintain the status of
the tasks.

Planner plans can be created in two ways:

Microsoft Groups Version

» Microsoft Groups is the current email based collaboration solution
« Creation via https://portal.office.com - Planner - New Plan

* No Teams integration

Microsoft Teams Version

« Microsoft Teams is the new chat based collaboration solution

» Creation via https://portal.office.com - Teams > create tab - Planner
+ Contains Groups + Teams Version integration

Both versions are (still) fully supported by Microsoft. However, it is recommended to use the
new Teams version, which contains all the functions of the Groups version.

Universitat Zirich, Zentrale Informatik, Sven Wissmann Page 3



Create a Planner plan in Teams

Create a Plan in Teams:
A new plan can be created in any channel using

Q_ Search

Microsoft Teams

A%}, Teams = General Posts Files Staff Notebook@ the plus sign.
et Al Test Gruppen
General
| sa
Add a tab X ] ]
It is recommended to use a meaningful name,
Turn your favorite apps and files into tabs at the 4P of the channel task X as the tasks of all pIanS are summarized in
Maore apps .
v overviews.
Recent v For example: Project Name or
Team Name + Channel Name
E Tasks by Planner and To Do About X
Tasks makes it easy to stay organized across all your Planner and To Do tasks.
Tasks by Create, assign, and track tasks individually or collaboratively with your team,
Planner and... and see everything come together in one place.
Learn more

(® Create a new plan

Tab name

—~—

Example Plan

O
Looks like this team has existing plans. Select an existing plan to add it as a tab

Existing plans v

Post to the channel about this tab
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Planner

Agty Teams = General Posts Files Example Plan ~+  1more v+ A A (
60
o i Test Gruppen Group by Bucket ~ Filter ~ List Boa
i General
Teams To do Add new bucket
8 + Add task
Assignmen... .
i - (O  Enteratask name
&
rtsirr ] T ol Set due date
n < Assign Planner in Teams
! Add Task

Planner in Teams automatically inherits the permissions of the team itself. This means that all tasks
are visible to all team members. This creates transparency with regard to current activities as well
as open and completed tasks. Each team member can create, adapt or assign tasks.
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Planner Tasks

You can assign tasks to yourself or to one or more

other team members, or you can enlarge the team O Testaufgabe
by aSSig ning ta.SkS Last changed 17 minutes ago by you
& Assign
& Add label
1 Bucket Pi Priori
Assign task and add user to plan? X Heke rogress riority
To do v O Not started v * Medium v
This user isn't a member cflhis plan. Assigr}ing this task will add the user to this plan and its associated group membership. This will give the Start date Due date
user access to all plan data, including any files and Teams channels.
Start anytime Due anytime

Assign and add Cancel
Notes

Checklist
Tasks can be categorized and filtered by Bucket, O Addanitem
Status, Priority and Color.
Attachments
X ) ) ) Add attachment
Describe the task details with Notes, with a
Checklist or add Attachments to the task. . )

The Comment function needs Outlook Online and
therefore does not currently work at UZH.

April 22,2021 3:49 PM
New Task "Testaufgabe” created
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Tasks Overview

For an overview of all your
tasks, open the Planner app in
Teams.

g8t Microsoft Teams

Q

Activity

)

Chat

sss

w
Teams

Assignmen.

Teams =

task

Q

Tasks by Planner and To Do .
Stay organized acrossall your team and indivi..

Stay organized across all your team

More apps >

Q Tasks von Planner und To Do

Aktivitat

The tasks can be filtered and
grouped according to various
criteria.
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Alle aktiven Filter ~

Filter Loschen

Nach Schliisselwort filtern

Fallig (0) ~
Verspitet

Heute

Morgen

Diese Woche

Néchste Woche

Zukiinftig

Ohne Datum

Mit Falligkeitsdatum

Priorit&t (0) AN
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Tasks Overview

You can get various overviews via https://portal.office.com.

Universitit

Ziirich™ Planner

Meuer Plan

Willkommen Sven Wissmann

Planner-Hub
Bevorzugte Pline

Projekt 1 ) Projekt 2
ﬂ © Algemen

Meine Aufgaben

Favoriten
’ ® picht begonn... 26 / ® picht begonn... 15
Projekt 1 ® In Arbeit 6 ® In Arbeit 3
32 18
—— Aufgaben dbrig ® Versostet 0 Aufgaben dbrig ® versostet 0
® Erledigt 4 @ Erledigt 4

Zuletzt verwendete Plane

T Beispiel Plan

Zuletzt verwendete Pline  Alle Plane

Beispiel Plan Projekt 3
™ Team Mitarbeiter > Allgemein oc > Allgemein

Projekt 3
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https://portal.office.com/

Email notifications

MP

Di. 10.12.2019 0448

Microsoft Planner <noreply@Planner.Office365.com>

You have late tasks!

An  sven.wissmann@zi.uzh.ch

[ L YT
mn Micros

v Hi

g

Late

12/6/2019

Due Tod

12/10/2019

12/10/2019

Upcomin

Fr. 06.12.2019 05:47

MP  Microsoft Planner <noreply@°Planner.Office365.com>

You have tasks due today!

An sven.wissmann@zi.uzh.ch

Planner emails reminders for
tasks that are due on a daily

basis.

=. Micros M P

Do, 05.12.2019 05:13

Microsoft Planner <noreply@Planner.Office365.com>
You have upcoming tasks due.

\/ HI‘I An sven.wissmann@zi.uzh.ch

2

Due Tod
v Hi

B® Microsoft

Sven,

12/6/2019 3 t You have 3 tasks due in Microsoft Planner.

12/6/2019 Upcoming

12/6/2019

This notificatl  12/6/2019
To change y

12/6/2019
Get the Plan

IMLS Legacy Domain umziehen

Absenzen / Abwesenheiten

Umzug imls.uzh.ch
Aufgaben

Planner far TL

Aufgaben

This notification is sent by Microsoft Planner.

To change your notification settings, go to Planner for web, choose the gear icon in the top right, and then se|
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Deleting of tasks / plans

Warning:

There is no way to recover a deleted task. If you accidentally delete a task, you'll need to
recreate it from scratch.
(As of April 23, 2021)

https://support.microsoft.com/en-us/office/delete-a-task-or-plan-39e10e78-13f0-446d-94cd-9e562648497a
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Backlog

The Bucket «backlog» is ideal for collecting open tasks, especially when setting up a new task plan. The
tasks can be prioritized or assigned after their creation. Later, the team members can independently take
open tasks from the backlog or store new tasks in the backlog, even if the implementation of the task is not
yet clear.

Team Mitarbeiter > Allgemein -

Unterhaltungen Dateien  Mitarbeiternotizbuch  Beispiel Plan ~

B Board & Diagramme & Zeitplan

Backlog Neuen Bucket hinzufiigen

Aufgabe hinzuflgen
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Planner on Mobile Devices

i0S
https://apps.apple.com/de/app/microsoft-planner/id1219301037

Android
https://play.google.com/store/apps/details?id=com.microsoft.planner&hl=de_CH
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