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General Information

Basics

How do I sign in to Microsoft Planner?
Please visit Sign in to Microsoft Planner.

Why can't | see Microsoft Planner?
Planner is being rolled out over the next few months. If you don't see it yet, be patient...it's coming
soon!

How do I create a plan?
Please visit Create a plan in Microsoft Planner.

How do | add a task in Microsoft Planner?
Please visit Add tasks to a plan.

How do I sort tasks into buckets?
Please visit Create buckets to sort your tasks .

How do | add people to my plan?
Please visit Add people to your plan.

How do | assign people to tasks?
Please visit Assign people to tasks.

How do | delete a task or plan?
Please visit Delete a task or plan.

S
Revised: 6/8/2016 Point Solutions — Support Page 1


https://support.office.com/en-us/article/Sign-in-to-Microsoft-Planner-90f10431-2b40-45c5-a2f5-55bc23af6ad8?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Create-a-plan-in-Microsoft-Planner-93e65b03-6fac-4661-a502-e3161475ab93?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Add-tasks-to-a-plan-c27dc8df-3c00-43ab-89a7-10ab5d72ba9c?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Create-buckets-to-sort-your-tasks-238af119-3c2b-4cbb-a124-29da99488139?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Add-people-to-your-plan-2043b926-3bbb-4767-a7db-d3321f4ac765?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Assign-people-to-tasks-3a1b23f0-4dce-43a2-ae0f-b4c7bc1164b4?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Delete-a-task-or-plan-39e10e78-13f0-446d-94cd-9e562648497a

Features

How do | collaborate with my team?

Please visit Collaborate with your team using Microsoft Planner.

How do | attach files, photos, or links?

Please visit Attach, files, photos or links to a task.

How do | add a checklist to a task?

Please visit Add a checklist to a task.

How do | set a preview picture for a task?

Please visit Set a preview picture for a task.

How do | add comments to tasks?

Please visit Comment on tasks in Microsoft Planner.

How do | flag my tasks with labels?

Please visit Flag your tasks with labels.

How do | set and update my task progress?

Please visit Set and update tasks progress.

How can | view my plan’s progress?

Please visit View your plan’s progress.

How can | view all of my tasks and plans?

Please visit View all of your tasks and plans.

Can | receive email about my tasks and plans?

Please visit Get email about your tasks and plans.
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https://support.office.com/en-us/article/Collaborate-with-your-team-using-Microsoft-Planner-ce6bc5de-e267-4918-8443-cdede63f63e0?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Attach-files-photos-or-links-to-a-task-52c688e1-aeb0-4b49-8d78-42984cd553f7?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Add-a-checklist-to-a-task-627482a7-3644-41b2-abe0-a2cd23a6a9e5
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https://support.office.com/en-us/article/Comment-on-tasks-in-Microsoft-Planner-fd4aedde-7785-4cd0-96ee-122fbc9140e1?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Flag-your-tasks-with-labels-767e100d-3888-4b9c-9881-9317c33aa1c6
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https://support.office.com/en-us/article/View-your-plan-s-progress-7fee6495-d9c3-489a-8ae4-345804d2035c?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/View-all-of-your-tasks-and-plans-9c7a9c8e-b26e-451a-a49d-952132abe270
https://support.office.com/en-us/article/Get-email-about-your-tasks-and-plans-cce223d6-b0ae-43cf-a080-266e2414a859

