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Microsoft Outlook with To Do and Planner

The New Outlook 365 - Built for today, designed for the future

Maximize your experience with the new Outlook for Windows, which offers the newest features, intelligent
assistance from Microsoft Copilot, and a sleek, streamlined design. This updated version helps you stay
connected, organized, and productive with its advanced capabilities and contemporary interface.

Outlook Premium is a premium version of Outlook.com that is included in a Microsoft 365 subscription. It
includes advanced protection against phishing and malware, no ads, and other premium features for your
Outlook.com account. If you have an Office 365 subscription, then you already have a premium
Outlook.com account which is an ad-free Outlook.com account having a higher mailbox capacity.

Note: Limitation - The new Outlook provides only limited support for public folders. You should continue
using the classic Outlook for window if you depend heavily on public-folder features such as creating,
modifying, or deleting public folders in Outlook.

Choose what you’re currently using for your email and calendar to learn how to start using new Outlook

Tip: You can switch back whenever you want, just switch the toggle off in the new Outlook and it will
automatically open the classic version.

Important: New Outlook for Windows supports Exchange-backed Microsoft 365 work or school accounts,
Outlook.com accounts, and Gmail. Currently, the new Outlook for Windows does not support other
account types like Yahoo!, iCloud, or other account types connecting through POP/IMAP protocols. New
Outlook for Windows also does not currently support On-Premises, Hybrid, or Sovereign Exchange
deployments.

Classic Outlook on Windows
If your accounts are supported in the new Outlook for Windows, you'll see a toggle in the upper right of
classic Outlook to Try the new Outlook. Selecting this toggle will download the new app and let you switch
to the preview.

New and classic Outlook for Windows feature comparison - Microsoft Support
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The new Outlook for Windows will launch into the account you have set as your default send accountin
Outlook. If Outlook can't sign you in automatically, manually type in the account and sign in.


https://support.microsoft.com/en-us/office/new-and-classic-outlook-for-windows-feature-comparison-de453583-1e76-48bf-975a-2e9cd2ee16dd
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New User Interface

With the new Outlook there are a few changes to the user interface. At the top right you will find a mini

toolbar with commands like Copilot, Settings and To Do’s.
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Ribbon

You can make the ribbon larger (the classic experience) or smaller (the simplified experience) using the
dropdown arrow on the right side of the bar. If you want to personalize the commands you see in the

simplified ribbon, select Customize.

Home View Help

BNewr‘nail D+ & v & « ~-

/ Quick steps ~ ) Read / Unread

Navigation Bar and My Day

On the left side you’ll see the navigation bar, which makes it simple to
switch to Calendar, Contacts, or any other app you frequently use. For
quick access to your calendar or tasks without leaving the inbox, you can
use My Day by selecting the icon in the upper right.

Emails
When creating a new email, the new Outlook for Windows offers a more
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streamlined and modern experience compared to the classic version. Here are some key differences:

1. Simplified Ribbon: The new Outlook features a minimalist ribbon with fewer icons and words, making
it less cluttered and easier to navigate. You can still switch to the classic ribbon if you prefer more

options.

2. Al Assistance: The new Outlook includes Al-powered suggestions for spelling, grammar, and tone,

helping you write more effective emails.

3. Integrated Features: You can easily access OneDrive files, schedule email sends, and undo sent

emails directly from the new email window.

4. Personalization: The new Outlook allows for more personalized layout options, such as adjusting the

density of the interface to be Roomy, Cozy, or Compact.

5. Settings Accessibility: Settings are more conveniently located in the new Outlook, making it easier to

adjust your preferences without digging through menus.

Overall, the new Outlook aims to provide a more efficient and user-friendly experience, especially for those

using Microsoft 365 business accounts.
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Create and add an email signature in Outlook on the web

Create a signature for your email messages that you can add automatically to all outgoing messages or
manually to specific ones.

Favorites
Favorites give visibility to folders that are otherwise buried in your mail folder list.

Favorites, a subset of your mail folders, appear at the top of the navigation pane. Using Favorites isn’t a
requirement for this system to work, but if you have a small screen, you can minimize the Navigation Pane
and still successfully file your messages by dragging messages to the minimized bar, perform common
searches, and navigate to the Calendar, Contacts, and Tasks.

It’s considered best practice to have the following folders in your Favorites: Inbox, 1-Reference, Sent
Items, and Deleted ltems.

Pin Emails
Do you ever have trouble tracking down that key email thread you’re actively responding to? Or is there an
email with key information you frequently
refer to? Now, simply right-click any

message and choose Pin and that email , Wanda Howard »
will appear at the top of your inbox, saving The One and Only Moon 8:31 AM
you time from having to go back and @Katri, | uploaded all the pictures from o

search for it.

Snooze Email
Sometimes email is very important, but not yet. With the Snooze feature, you can schedule a time for the
email to be re-delivered to your inbox, appearing at the

time you want it to, so you can handle it when it’s the Snooze > Later today 7:00 PM
right time for you.
Ignore Tomorrow Wed 8:00 AM
1. Right-click any message.
2. Click Snooze or select Snooze from the Report > Thisweekend  Sat 10:00 AM
ribbon.
. . Block > Next week Mon 8:00 AM
3. Thenchoose the time you want it to be
delivered. View > Choose a date @

Schedule When to Send Email

In the New Outlook for Windows, you can delay the delivery of individual messages.
To delay delivery of an email in Outlook 365, you can follow these steps:

1. While composing a message, select the dropdown next to Send and choose Schedule send. Select a
default option or set a custom time.

2. The message will remain in the Draft folder until the delivery time.
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3. Alternatively, go to Options > three dots > Delay Delivery. Select "Do not deliver before" and set a date
and time.

If you send an email outside of normal working hours, you will receive a message at the top about
Schedule Send.

% Send this email during most recipients’ work hours: Mon, Sep 23 at 7.00 AM Schedule send Dismiss

Schedule a Meeting from an Email with Copilot
Copilot makes it fast and easy to schedule a meeting from an email thread.

When you use the Schedule with Copilot option, Copilot analyzes the email and creates a meeting
invitation for you, filling in a meeting title and agenda, and adding the email thread as an attachment. The
people on the email thread are included as meeting attendees, and you can quickly review the invitation,
add or change info, and then send it out.

Note: This feature is only available if you have a Microsoft 365 Copilot (Work) license. Et
1. Openanemail conversation in Outlook.
2. Inthe toolbar, select Schedule with Copilot. Schedule with
Copilot

Note: The toolbar may look slightly different, depending on your settings.

3. SelectInsert to accept the content Copilot has suggested (you can edit it in the next step, if needed).
4. Review the meeting invitation, make any changes you want to make, and when you're ready,
select Send.

Sweep ®/
Clean up your inbox and keep your email organized with automatic filtering and sorting, and by
using tools on the command bar like Sweep, Archive, and Move to. Sweep

Use Sweep to quickly delete unwanted email in your Inbox. Sweep gives you options to automatically delete
allincoming email from a particular sender, to keep only the latest email, or to delete email older than 10
days.

1. Select an email message from the
sender whose messages you want to
delete.

Sweep messages

For messages from:
2. Onthe menu bar, select Sweep' Amazon.com (auto-confirm@amazon.com)

. . . @® Move all messages from the Inbox folder
Note: The Sweep option isn't available from ?

the following folders: Junk
Email, Drafts. Sent Items. and Deleted (O Always keep the latest message and move the rast from the Inbox folder
’ ’ ’

Items. (O Always move messages older than 10 days from the Inbox folder

(O Move all messages from the Inbox folder and any future messages

3. Choose how you want to handle email Moveto: T Deleted ltems

messages from the sender you chose. “ Cancel

4. Select Sweep to perform the selected -
action.
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Quick Steps
Quick Steps in the new Outlook allow you to automate a sequence of actions that you frequently perform,
such as moving emails to a specific folder, flagging messages, replying with a meeting, etc. They are very
useful for managing your inbox efficiently, reducing the time spent on repetitive tasks, and helping you stay
organized.

_ Filing

Move to

i Settings Layout Quick steps
Copy to

C d repl
Q@ Search settings R Delete

| Sllaiisuooestan: 1 ‘ Name your quick step
o
& Accounts J o — — Permanently delete message
{3 General Rules Change status
{1 Mail Conditional formatting o Choose an action Mark as read
t @ Calendar
Sweep Choose an action ™ | Mark as unread
&2 People .
&
Junk email + Add another action Tags
| Quick steps
1 P Set retention policy
Customize actions Optional

Categorize message
| Message handling

Customize your quick step descriptior Clear categories

Forwarding |
Retention policies Choose a shortcut Flag
Groups Clear flags on message

Mark complete
Pin

| Unpin
Snooze

Create task

|
|

Respond Jiscard

For example, if you often move certain emails to a specific folder and forward them to a particular person,
you can create a quick step to automate these actions in a click. Similarly, if you frequently categorize and
flag emails for follow-up, quick steps can handle these tasks.

To create a quick step in the new Outlook app and Outlook online, this is what you need to do:
1. Onthe Navigation pane, select Mail.
2. Onthe Home tab, click Quick steps.

If you already have one or more steps in your Outlook, then click the dropdown menu arrow and
choose Manage quick steps.

3. Inthe Settings window, click +New quick step.
4. Name your quick step. In the first field, enter a descriptive name for your new quick step:

5. Choose an action. Under Choose an action, select the desired action from the dropdown menu. This
could be moving an email to a specific folder, pinning, marking complete, categorizing, etc.

6. Setadditional actions. If needed, click Add another action to include more tasks in your sequence.

7. Add description. In the Optional section, you can add a tooltip description that will appear when you
hover over the quick step in the ribbon. This helps you remember what each step does.

5
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8. Assign shortcut. To create a keyboard shortcut, in the Choose a shortcut box, select the key
combination you prefer. Available options include Ctrl + Shift + 5 through Ctrl + Shift + 9.

9. Save your quick step. When done, click Save to finalize your new quick step.

This way, you can easily create Quick Steps in the new Outlook app and web, saving time on frequent tasks.
All the quick steps you've created will appear in the dropdown menu on the Outlook ribbon:

To apply a quick step to a given email, just do this:
1. Select the message of interest.

2. Inthe Outlookribbon, choose the desired step from the dropdown menu. Alternatively, press the
keyboard shortcut assigned to the quick step to apply it.

This will execute all the associated actions in one go.
Categories

Categories in Outlook allow you to manage items in many ways. There are three main types of categories
that we recommend creating:

e Project(caninclude people) O
e Topic Categorize
e |ocation or activity w

Categories aren’t a required aspect of this system, but they will make your life easier if you are diligent
about using them. For example, they can help you more easily identify what you can do now and help you
group similar tasks so that you can do them all at once.

To create categories, do the following:

= Inanyview, onthe Home tab, in the Tags group, select Categorize, and then select All Categories.

You might be familiar with categories, but they've been significantly ~  Favorites

upgraded. See the category names and colors directly on your messages

. . } Inb

in your inbox. e 4
> Sent Items 1

To add a Category to the Favorites 59 Drafts

Want to see everything you've tagged with that category? Just click it right @ Fiscal year planning

onyour message. You can even add a category to your Favorites. Mark 9 Design

. . . & Needs a response
1. When an email has a category, click the category icon. 2

2. Click the Star icon for Results.

aport Favoriting adds the category to your folder pane
] <€ Virtual Training Co 77 Results P
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Create or Edit an Email Signature
1. Goto Settings > Accounts > Signatures.

2. Under Email signature, select New cori :
ettings Email accounts Signatures
Signature. T— e

| signatures Email signature

| & Accounts

Note: Or select the name of the signature T et o

from the dropdown menu if you want to edit it. & M — +N and e sgrelur
B Calendar lew signature
3. Add and edit any text you want for your e = e L =
signature. You can also add images or
change formatting.
4. Select Save whenyou're done.
I~ B U

Under the email signature editing box, you can
choose which signature or (No signature) you
want to show up automatically for New
messages or Replies/Forwards.

or New Messages: ~ VTC

Send Automatic Out of Office Replies
Use automatic replies to tell people you won't be responding right away to their email messages. This kind
of auto-reply "out of office" message is sent only once to each person who sends email to you while you're
away.

1. Atthe top of the page, select Settings > Mail > Automatic replies.
2. Selectthe Turn on automatic replies toggle.
3. Selectthe Send replies only during a time period check box and then enter a start and end time.

If you don't set a time, your automatic reply remains on until you turn it off by selecting the Automatic
replies on toggle.

1. Selectthe check box for any of the following options that you're interested in:

= Block my calendar for this period
= Automatically decline new invitations for events that occur during this period
= Decline and cancel my meetings during this period

2. Inthe box at the bottom of the window, type a message to send to people during the time you're away.

If you like, you can use the formatting options at the top of the box to change the font and color of the text or
customize your message in other ways.

3. Ifyou want senders outside your organization to get automatic replies, select the check box for Send
replies outside your organization.

4. Whenyou're done, select Save at the top of the window.

If you didn't set a time for automatic replies (step 4 earlier), you'll need to turn them off manually. To turn off

automatic replies, sign in to Outlook on the web, choose Settings Q > Mail > Automatic replies and then
select the Automatic replies on toggle.

Categories You can add and modify signatures that can be added to your emails. You can alsa choose
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Searching
When searching for something in Mail, you can click at the top in the Search box, type what you are looking
for. You will be presented with a menu of additional options.

] All Mail Files Teams People # Has attachments & Unread £ Tome (@ Mentions me X Flagged 0 High importance

Sent Folder
The Sent folder has its own unique ribbon options like Recall and Resend.

“G -~ B B =8

Reply Reply Forward Meeting Schedule with Recall Resend

all ~ Copilot  message message
Respond
Undo Send
You can enable an "Undo Send" option if you're using new outlook to your email address, up
to a maximum of 10 seconds after selecting the "Send" button. After this option is enabled, E:“I
you can use it to recall a message after it's sent.
Recall
message
Settings Layout Compose and reply
a X | compose and reply Dt A A bl el b
A Search settings selecting if you want to see a Loop by default or as a link
o SR SETEETIE ® Asa Loop component
< Accounts Attachments O Asalink
£33 General Rules
= Mail Conditional formatting
= Undo send
Calendar Sweep
& People ) You can cancel an email message after you've selected Send. To cancel, select the Undo
Junk email button that appears at the bottom of your screen.
Quick steps Messages can be canceled for up to 10 seconds. You can

choose how long Outlook will wait to send your messages.

O 0

Customize actions

Message handling
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Calendar

In the Outlook Calendar, creating a new meeting has had an upgrade.

New event - Calendar

- D X
Event Scheduling Assistant
—0 [
= B 0d G ¢ a D
Response Busy 30 minutes  Categorize Private =~ Scheduling Viva Send to My
options ~ ~ before + ~ poll Insights OneNote Templates
Attendees Options Tags FindTime Viva Insights ~ Send to OneNote My Templates 4
Save Calendar (jrihn@virtualtrainingco.com) < [ » Wed, September 25, 2024 - s
22 Add a title ® X Teams meeting 4PM
&g Invite attendees Optional =D
5PM Drive to New Berlin
©  2024-09-25 630PM v to 7:00PM v @& @ Make recurring ®  Allday
6 PM
©  Search for a reom or location @ ) In-person event _
7PM
= Type / to insert files and more
8PM
9PM
10PM
- =8 ® 2 2 @ [ e

Click to the date and time to add a new event. You will find a simplified popup window.
Click More options to make other changes.

Choose to make the meeting a Teams meeting or an in-person meeting.
Click Save when done.

on2

In-person Event

Outlook can help you with scheduling in-person events. Organizers can request invitees to attend the

meeting in-person, and attendees can respond confirming if they will be able to participate in person or if
they can only attend virtually.

Time suggestions for in-person event

When you mark an event as in-person, the suggested times for the event might change now not only on the
attendees' time availability, but now also on their location availability. Time slots in which attendees are
planning to be in the office will be suggested first.
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{Q Delete Wi Teams Meeting =~ Response Options & Busy v (O 15minreminder v (J Categorize v 7 Attach v

B Send @ Calendar (katri@contoso.com) v 0 < > Fri, Sept 10, 2023 ~
‘= Brainstorming session [In-person] pst || Miauel Garcia Out of Office
9 AM
- Q
<o SerenaRibeira X Daisy Phillips X Aadi Kapoor X Pasquale Mariano X Optional
10 AM EEEIERIE T
Suggested times Preferences °

11 AM

Tue, 914 Tue, 9/14 Wed, 91
10:30 AM -12:00 PM 1:00 PM - 2:30 PM 11:30 AM o B
2 PN ne
9 Available: Everyone © Available: Everyone © Not av Cafe HQ (:OJ

[ Office: Everyone G:: Remote; ¢ GD Remot

1 PM

(®  Fri9/10/2024 930AM v (@ ) Allday @& Time Zones

N—— 2 PM | Doctor
appointment
Fri 9/10/2024 11,00 AM v @ Does not repeat Vv Downtown
3PM
© () In-person event
4 PM
Search for a room or location 0 ﬁ‘“ Teams meeting
5 PM

8 Add a description & a !;°e i

Serena Riveiro and 1 more are remote

Identifying an in-person event
If you receive a meeting invite that is marked as in-person, you will see visual cues on both the email invite
and the calendar event to help inform that the meeting organizer has requested attendees to participate in
person.

The emailinvite and the calendar event will both have an [in-person] suffix appended to the title. The mail
invite will also include an "in-person” label in its contents.

Additionally, the calendar event will also contain a unique
) : o Today < > September 12 - 18, 2024 v
icon to help identify in-person events.
Sun Mon Tue S 12 Wed
12 3 o @ B 15
Responding to an in-person event Seattie | Event title Location Organizer
When responding to an in-person request, instead of just | PY
29 AM
one "Yes" option, you will now see three. Choose "Yes, in- '
" . . Event title [In person] |
person" if you plan to attend the meeting in-person as e »
. " . " 10 AM
requested by the organizer. Choose "Yes, virtually" if you
. e Event title Th h: ted
would like to attend, but cannot make it in-person. Or [ oo attendonee
11 AM

select "Yes" - with no attendance mode information - in

case you prefer to confirm participation, but not disclosing your attendance
mode. Yes, virtually

Yes, in person

i Yes

10
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Tracking in-person responses
As attendees respond to an in-person request, you can track their responses in the tracking pane,
which displays each person's attendance mode along with their response.

W &~ ~ [ ®Whloin L3RS Gg & Busy v (O MoReminder ~ <7 Categorize ~ -
‘2 Brainstorming session Tracking
(O Tuesday, 9/14/2024 from 930 AM to 11:00 AM D View Series B show all instances Qrganizer
ﬂ Katri Ahokas
@ Conf room 24/4 (8) A%  Sent Wednesday, 9/8/2024
=  Join us for a creative brainstorming session!
Let's gather and generate innovative ideas together. Don't miss out! Attendees
v Yes: 3

Kat Larsson
1 son « Required

n per q
9 Daisy Phillips

n persen = Requined
3 Serena Ribeiric
~ Didn't respond: 1

e Aadi Kapoor
Required

Follow Your Meetings
Follow is a new meeting response (RSVP) Option that goes Let the organizer know you won't attend but want to receive
beyond the traditional Accept, Tentative, and Decline information about the meeting.
choices. Itis geared towards individuals with high meeting
loads and conflicting meetings each day. Follow is the ideal
RSVP option for meetings you can't attend but still want to
stay engaged and receive information about. Other attendees
will be able to see if you are following a meeting.

'; WA Fmail nraanizar

v Yes X No (3 Follow

Outlook Settings

From the View tab of the ribbon, you can open the settings. On the left side of the window, you will find the
categories and subcategories in the middle. This is where you will be able to manage your Account(s), set
up your working days/times and more.

Open the settings from the top right of the window, click the icon.

11
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Settings | Layout Layout

G d repl
Q Search settings Ry

Smart suggestions Focused Inbox
o
Saccolts Attachments Do you want Outlook to sort your email to help you focus on what matters most?
£33 General Rules @ Sort messages into Focused and Other

&= Mail . . '
—J CH Conditional formatting O Don'tsort my messages

Calendar

Sweep
& People Junk email Text size and spacing
Quick steps This will change the font size and number of messages.
Customize actions O Small
Message handling ® Medium
Forwarding O large

Retention policies

Groups Message organization

How do you want your messages to be organized?

(O Show email grouped by conversation

@ Show email as individual messages

Message height

How many rows should each message use?

O Always use multiple rows

12
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Using Microsoft 365 Planner and To Do

Microsoft Planner is a tool for personal task management, team project management, and deadline
tracking. It uses a visual, project-management approach and integrates with Microsoft Teams. Microsoft To-
do, on the other hand, focuses on personal productivity and offers a simplified list-based structure for

Press Ctrl+G to go right to a chat or channel === g 3 Outlook — O 1%
i < Q . htto a chat or chanel D
AQ G0 88 My Plans + Newplan | @
ctivity _ -
X = Tasks - aa = N o
® o =
! Q Shared Personal Pinned My Teams -_—
Chaf
. . Sorted by due date X
Calendar
Name Privacy Last accessed by you (O Add atask
% 2
e ﬂ Premium Plan 82 Shared Wed at 9:13 PM o o
fa) M
OneDriv
e ﬂ PM Tasks 82 Shared Mar 19 e Title
@ “r
o
o Prem Plan Test - resource... () Onlyyou Mar 5 a (O Quick (1 min) promotional snippets for upcoming webinars
ot O Sourcepass Training Schedule
ﬂ Prem Plan Test - resources &9 Shared Mar 5 L
% (O Call or Email Visual Edge IT- teams training
. 3
Prem Plan Test 82 Shared Mar 5 o8
ﬂ % e O Fw: Michael Foods excel Training Request
~~
¥y Tasks &2 Shared Mar 5 O Re: Training Bytes - Webinar Promotion
Apps ;\ﬂ New Emp Task Lst 95 Shared Mar 4 O RE: Excel Level 3 Materials and Practice Files - Dimensional Group 2/25 8 2/26/25
O « Tech Tips Copilot prompts page on training site
ﬂ PMList &2 Shared Mar 4
O Re: time management seminar feedbacks
Project M. t 82 Shared Mar 4
u fject Managemen < are a O RE: More Teams & OneDrive Training
ﬂ PMList - Copy &2 Shared Mar 4 O Call Linzie BBB - how did you organize WestCom to do the same thing 2503866348
4 »
ﬂ PM Template 98 Shared Mar 4

managing individual tasks.

Using to-do lists and planners effectively in a finance or accounting department can significantly enhance
productivity and ensure that critical tasks are completed on time. Here are some best practices:

1. Prioritize Tasks
e Categorize Tasks: Divide tasks into categories such as daily, weekly, and monthly. This helpsin
managing recurring tasks efficiently.
e Use Actionable Verbs: Start tasks with clear, actionable verbs like "review," "reconcile," or "prepare"
to make them more specific.

2. Set Clear Deadlines

¢ Time Estimates: Assign realistic time estimates to each task to manage your schedule better.
e Regular Reviews: Review your to-do list daily or weekly to ensure tasks are progressing as planned.

3. Leverage Technology

¢ Sync with Accounting Software: Use tools that integrate with your accounting software to
automatically update financial data and reduce manual entry.
o Use Templates: Utilize to-do list templates to streamline your workflow and ensure consistency.

13
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4. Maintain Accountability
¢ Daily Reconciliation: Reconcile cash and receipts daily to quickly identify discrepancies and
maintain financial accuracy.
o Task Justification: Justify each task on your list to ensure it is necessary and aligns with your goals.

5. Foster Collaboration
o Shared Planners: Use shared planners for team tasks to improve collaboration and transparency.
e Regular Meetings: Hold regular meetings to discuss progress and address any issues promptly.

Implementing these practices can help your finance or accounting department stay organized, reduce
errors, and improve overall efficiency.

When to use Microsoft To Do vs. Microsoft Planner

To Do Planner
Manage individual tasks across To Do, Your organization has a Microsoft 365 subscription
Outlook, and Planner (business, enterprise, or education)
Make daily to-do lists Manage and schedule teamwork visually
Share specific lists with teammates and Use charts to track progress
friends

Collaborate across Planner, Teams, and Outlook using
Microsoft Groups

Microsoft 365 To Do’s

Microsoft To-Do is an intelligent task management app that makes it easy to plan and
manage your day. It is a personal task management app that empowers users to track
and focus on the things they need to get done.

The primary goal of a to-do list is to outline your priorities, helping you remember
everything and enabling you to plan your tasks efficiently, so they are completed within
the necessary time frame. Keeping an up-to-date to-do list provides peace of mind, as it
clearly shows what needs to be done.

Microsoft Planner and To Do are powerful tools designed to enhance productivity and streamline task
management. These tools can help public sector employees organize their workloads, collaborate
efficiently, and ensure that no task falls through the cracks.

Public sector organizations are using Planner and To Do to streamline processes, communicate with
stakeholders, comply with regulations, and achieve outcomes.

14
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Planner and To-Do can be used to:

§03

e Plan and execute policy initiatives and programs

0: MyD
e Coordinate emergency response and disaster recovery efforts i
e Track and report budget and expenditure data v Important 4
e Organize training and development activities Planned g
e Collaborate with other agencies and stakeholders
co All 22
My Day and Suggestions © Completed
Use My Day to help focus on daily tasks. You can add new tasks directly to My
Day, or add tasks from other lists, by selecting a task to view its details and then & Assigned to me 3
selecting Add to My Day. You can also use suggestions to pick tasks to add 2 Hagged ema
[ agged emai
to My Day. To see suggested tasks, select the suggestionsicon = atthe top of
the My Day list. () Tasks 10
The My Day smart list resets nightly, giving you a fresh start to add daily tasks.
Any unfinished tasks are saved to your Tasks list and suggested again the next D HRins ‘
day. (J Marketing <
1. Select My Day. . ] [J Microsoft 365 Apps <
2. Selectthe Today lightbulb icon.
3. Choose the plus sign to add one of the suggested tasks to your My 4+ New list P

Day list.

Or, open a list, right-click a task, and select Add to My Day.

Important Tasks — Use the v icon to mark a tasks as Important. You can view all important tasks from
this category.

Planned Tasks — Are Tasks that have a due date/reminder.
Assigned to me - Tasks assigned to you in To Do or Planner

Tasks — List of all Tasks.

Add Tasks

A Task can be added within most areas of the To Do app or within Outlook. T Addatask

1. Clickonthe Add ataskicon.
2. Enterthe name of the Task and press enter.

If you want to add other details to your task, click on the task to open the details pane on the right side.
Follow the steps below.

15
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Add Due Dates and Reminders
Use due dates and reminders to keep everything on track. Scheduled tasks will
automatically appear in the Planned smart list, where you can see your tasks

Pl d
due today, tomorrow, and beyond. ranne
Earlier
Add a due date ) Oy i
1. Select atask to see its detail view. T
2. Select Add due date and choose when the task will be due: today, o
tomorrow, next week, or a date you pick. O m oy + @7

Tomorrow

Add areminder
1. Select atask.

0O Add new logo to header
# My Day + (3 Newsletter + B Tomorrow

2. Select Remind me and choose when you'll be reminded: later today, Q pookcy tourin Napa3d
tomorrow, next week, or a date and time you pick. e ek et
Set a due date to repeat 4 Add a task due today

1. Select atask.

2. Select Repeat and choose when your task will repeat daily, on weekdays, weekly, monthly, yearly,
or a custom repetition.

Add Steps
Use steps to break your larger tasks down into smaller, more actionable pieces.

To add a step:

1. Click ortap the task to open detail view, select + Add step, and
begin typing your next step.

2. Whenyou've finished, select Enter on your keyboard to save and
close.

Prep for presentation

Update PowerPoint with slides from
analytics

Share outline and agenda
A counter located under each task's name shows the total number of steps

for the task and how many have been completed up to that point.

Rewview last month's meeting notes

+ @ O 0O O

Mext step

Add Importance

Highlight your important tasks by starring them in each list. Once starred, you can view all prioritized tasks
in the important smart list. You can also sort each list by importance to have starred tasks appear at the
top.

Add Notes
If you have any extra information you’d like to add to your task, you can Add a note. Select the task to open
detail view and tap or click within the note to select it. Once selected, you can enter any extra information.
When you’ve finished, select Save or Done.

Add Tags
Keep your tasks organized across different lists by adding hashtags (like #work or #focus) to your tasks'
names or in the Notes. You can add tags when creating tasks or when editing
them.

e
L #Focus
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You can quickly see all the tasks, notes, and steps that share a tag by
selecting that tag or searching for itin the search bar.

‘ ferravel X

O Set price alerts #trave!
Book flights

O Buy Puerto Montt ferry tickets #travel
%4 Patagonia

You'll see all the categories you've applied to a task in the list view.

Book whale watching tour in Puerto Madryn
#travel e

¥4 Patagoni

("\.I Create sales pltCh deck ) .. jmt-transportation/ #travel ...
20 minutes 3 x week

et O Urgent O Needs focus time

O The Black Forest #trave
[ Someday * 0of3

To remove a category, select X on the category label, or move your cursorto s
the category selection and delete it.

Categories for Tasks from Flagged Email
Tasks generated from emails flagged prior to April 27th, 2020 will not automatically

e Create a handout for using
To Dos

reflect the categories of their original emails. To synchronize the tasks with the + Add step
email categories, simply unflag and then reflag the source emails. Note that if you
apply new categories within To Do, these will replace any existing categories - Added to My Day

associated with the linked emails.
Q Remind me at 9:00 AM

Mon, August 8

Sort TaSkS L Loy Due Mon, August 8
If you want to change how your Tasks are organized, you can Sort sortby
them. ¥ Importance ©  Repeat
Due date
In all the views, look at the top right of the window for the icon. X+ Added to My Day Q@ Picka category
From the menu, you can choose the option that best 1L Alphabetically
suits your needs. Tl Sort 8 Crestion dete 2 Addfile
Add note
Mark a Task as Complete

When you finish a Task, you should mark it as Complete, so you know it is finished.

Click the circle icon on the left side of a Task.

This will cross out the  Completed 2
task and move it to the . .
Completed category. @ T

Working with Lists and Groups
Lists are great ways to sort your tasks into common projects or categories. If you have multiple tasks to
work on that are related, create a List.

You could have multiple Lists “Grouped” together.

1. Select New list.
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2. Type aname forthe list. B -
3. PressEnter.

. Create group
4. Add Tasksto the list.

- 3
Create a Group +  New list (o

1. Clickon Create Group
2. Click and drag an existing list into the Group.

Microsoft 365 Planner

Using a planner in a finance or accounting department offers several benefits that can enhance productivity
and efficiency. Here are some key advantages:

1. Improved Organization
e Centralized Task Management: Planners help keep all tasks, deadlines, and important dates in one
place, making it easier to manage and track them.

o Clear Prioritization: You can prioritize tasks based on urgency and importance, ensuring that critical
tasks are completed first.

2. Enhanced Collaboration
o Shared Access: Team members can access and update the planner, promoting transparency and
collaboration.

¢ Real-Time Updates: Changes and updates are visible to everyone in real-time, reducing
miscommunication and ensuring everyone is on the same page.

3. Better Time Management
e Scheduled Reminders: Planners can send reminders for upcoming deadlines and meetings, helping
to avoid last-minute rushes.

¢ Time Blocking: Allocate specific time slots for different tasks, which can improve focus and
productivity.

4. Increased Accountability
e Task Assignment: Assign tasks to specific team members, making it clear who is responsible for
what.

e Progress Tracking: Monitor the progress of tasks and projects, ensuring that everything is on track
and identifying any potential delays early.

5. Streamlined Workflow
e Recurring Tasks: Set up recurring tasks for regular activities like monthly reconciliations or quarterly
reports, reducing the need to manually enter them each time.

¢ Integration with Other Tools: Many planners can integrate with other tools and software, such as
accounting systems, to streamline workflows and reduce manual data entry.
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6. Enhanced Reporting and Analysis
o Datalnsights: Use the planner to track task completion rates, identify bottlenecks, and analyze team

performance.

o Historical Data: Maintain a record of past tasks and projects, which can be useful for future planning
and audits.

Implementing a planner can lead to a more organized, efficient, and collaborative finance or accounting
department.

Microsoft Planner in Teams combines the ease of To Do, the collaborative tools of Planner, and
the capabilities of Project for the web into one seamless experience.

Microsoft Planner in Teams has unveiled several new features to boost productivity and
collaboration:

o Unified Experience: The new Planner combines the simplicity of Microsoft To Do, the collaboration
features of Planner, and the power of Project for the web into a single, unified experience.

e Streamlined Navigation: The interface now includes three main sections: My Day, My Tasks, and My
Plans, making it easier to navigate and manage tasks.

o Enhanced Views: New views such as Timeline (Gantt) view with dependencies, Goals view, and
People view have been added to help you better visualize and manage your projects.

e Premium Plans: Users with an M365 license can access premium features like Sprint planning,
custom fields, and more.

e Copilot Integration: The new Planner includes Copilot, which can help break down tasks into
subtasks, identify work needed to meet project goals, and answer questions about project status.

o Newlcon: Anew Plannericon has been introduced, representing the expanded capabilities and
vision of the app.

Use Planner within a Team Channel

1. Navigate to a Team Channel and Add a Tab by clicking the plus sign.
2. Clickthe Planner app.
3. Create a new plan or connect to an existing plan.

My Day
My Day is a clutter-free focus space that helps you stay on top of tasks that you want to focus on today.
Tasks from My Tasks and personal plans that are due today will show up in My Day. You can also create
tasks that you feel are important and may need your attention.
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% Plasoer by By
| = .
01 "j_. Good morming et 1 tak e
Whkai: weill tha diy beisg —
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Your daily dashboard:

o Handpicked priorities: Determine and add your main tasks for the day.

e Auto-population: Tasks from My Tasks and personal plans that are due today automatically appear
on My Day, keeping you on top of important deadlines.

o Prioritize and work on these tasks: Once the tasks are on My Day, you can prioritize the tasks in the
order you want to accomplish them today.

e Startfresh in My Day each day: My Day clears itself every night, so you can start the next day with a
blank slate and personalize your day. Any unfinished tasks in My Day that are left over before it clears
will be available in the original Plan that they came from.

My Tasks

My Tasks: This view includes:

e Private tasks: Private tasks are a place for you to quickly jot down tasks at the speed of thought. This
is a place where you can create tasks that do not belong to a plan yet. You can then further organize
these tasks inside Plans by selecting More actions, which will help you move these unorganized tasks
in definitive plans.

e Assigned to me: Includes all the tasks that have been assigned to you in Teams meeting notes, basic
plans, premium plans, Loop component, and shared lists in To Do.

e Flagged emails: All your flagged emails from Outlook appear in the Flagged emails section. You can
also navigate to the emails directly from the task by selecting the attachment.

e All: The All view provides an aggregation of all your individual tasks from Private tasks, Assigned to
me, and Flagged emails. You can then filter and sort to meet your needs. For example, if you want to
see all your tasks that are due tomorrow and are urgent, just apply the filter on this view and you will
get a curated list of tasks.

My Plans
My Plans shows all the user's To Do lists, basic plans, and premium plans.
y i P i

You can create a hew personal or shared plan by clicking the icon at the top right.

The My Plans page in Planner shows all your plans, no matter where they were created. This includes lists
created in To Do, plans created in Planner and Project for the web, Loop plans, plans from Teams meeting
notes, and more.

The My Plans page provides five filters to help find the right plan or list:
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= Recent: Shows your most recently accessed plans and

lists.
= Shared: Shows your shared plans and lists.
= Personal: Shows your personal plans and lists.
= Pinned: Shows all plans and lists you have pinned.

88 My Plans

= My teams: Shows all your plans that are shared with a Team’s channel.

Planner View in Teams
Microsoft Planner offers several views to help you
manage and visualize your tasks effectively:

B Grid

o} Shared Personal Pinned My Teams
#? Board Schedule () Charts

e Board View: This is the default view where tasks are organized into columns or “buckets.” You can
easily move tasks between buckets by dragging and dropping.
e Charts View: Provides a visual overview of your plan’s progress, showing the status of tasks, the

number of tasks assigned to each team member, and more.

e Schedule View: Displays tasks on a calendar, allowing you to see upcoming tasks and deadlines. You

can drag and drop tasks to set dates.

e Grid View: Offers a detailed, data-centric view of your tasks, like a spreadsheet.
o Timeline (Gantt) View: Shows tasks in a timeline format, highlighting dependencies and helping you

track project progress.

These views can help you and your team stay organized and ensure that tasks are completed on time.

Planner Templates
Microsoft Planner provides pre-made templates to give you a quick start on new plans, supporting various
New plan
Basic Premium
t with list and bo w), Timeline, Goals and more
Templates
~—~ 4 s LI L)
Simple Plan Project Management Software Development Sprint Planning
> W 1 :
Marketing Campaign Business Plan Commercial Construction Employee Onboarding
See all templates

types.
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1. Onceyou click on a template, you will see a more complete view, note the specific template's
sections and key benefits.

2. Select Backto view other templates -- or proceed as follows:
3. Add atitle for your new plan.
4. Optionally, use the drop-down list to Add to an existing group.
5. Open and respond to Privacy and Sensitivity options.
6. Selectthe Create button to proceed into the new plan.
Managing Tasks
Add Tasks

Once you have a Plan created, whether it was a blank or template, you will want to start adding in new task
or updating ones that already exist.

1. Click T Addtask The new task panel will open. Enter a name for the task, a due

date, and who it’s assigned to. Click the Add Task button to create the task. [nter a task name * (required)
2. OnceaTask has been added, you can click on it to open the Task dialog box. Set due date
There are options to add a status, a priority, a due date, notes, checklists, So Assign

attachments, and more. You can assign labels to color-code your tasks to the

right of the item.
3. Close the Task window when finished (there is no Save button).

Notifications
Once you are assigned a Task, you will receive an email notification with a link to the Task. Once the date of
when the Task is due approaches, you will receive an email notification.

Task notifications will appear in your Teams activity feed both on your desktop and in the Teams mobile
app. You'll get a notification when:

e Someone else assigns a task to you.

e Someone else assigns an urgent task to you.

e Someone else makes a task assigned to you urgent.

e Someone else makes a task assigned to you not urgent.

e Someone else changes the progress of a task assigned to you.
e Someone removes you from a task's assignees.

Add Task Details
Select the task.

Select the Progress drop-down to change the progress: Not started, In progress, or Completed.
Type a Description.

Under Checklist, select Add an item and type the item you want to add to the checklist.

Select Add attachment and choose the type of attachment.

o LN

You can upload a File, provide a Link (URL), or attach a file in the SharePoint site associated with your
plan's group.
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6. Type acomment and select Send.

7. Comments go to the group's inbox, and you can also choose to receive these directly in your email
inbox.

8. Selectthe Show on card checkbox to show your description, checklist, or attachment on the task
card.

9. To quickly add similar tasks to your plan, select the three dots ... and then Copy task.
e Typeanewname.
e UnderInclude, select the checkboxes for which items you want to include in the new task.
e Select Copy.

Use Buckets
While a long list of tasks works, having multiple lists is more effective. Planner uses Buckets to organize
tasks, starting with one Bucket named To Do. You can name buckets and add new or existing tasks by
dragging them or clicking New Task under the bucket name. Utilizing Microsoft Planner buckets boosts
productivity and organization. Here are the main benefits:

e Task Organization: Buckets allow you to group tasks by categories such as project phases,
departments, or priority levels. This helps in breaking down complex projects into manageable parts.

e Visual Clarity: By sorting tasks into buckets, you get a clear visual representation of your workflow.
This makes it easier to track progress and identify bottlenecks.

o Flexibility: You can move tasks between buckets as their status changes, providing a dynamic way to
manage your tasks. For example, you can have buckets like “To Do,” “In Progress,” and "Completed".

e Collaboration: Buckets make it easier for team members to see what needs to be done and who is
responsible for each task. This fosters better communication and collaboration.

e Customization: You can customize buckets to fit your specific needs, whether it’s for different types
of work, project stages, or even brainstormingideas.

To Add a Bucket

1. Select Add new bucket.

2. Type aname that makes sense for your project: phases, types of work, and so on.
3. Toadd an emoji, press the Windows key plus the semicolon, and pick an emoji.

Organize Tasks

You can Filter or use Group By to organize the tasks in your list. By default, they are Grouped By Bucket, but
you can change this at any time.

Assign People to Tasks & oo R R—
When you're ready to decide who's doing what, there are several ways you can ' '
assign tasks to people in Planner.

;.- LY & :é? (=] ﬁ
When creating a task, you have the option to assign it to someone. Start by adding '
atask name, then click on Assign to pick a team member from the list. If the s , -
person you need isn't shown, you can type in their name or email address in the ¢ 8 - b

search box to include a new individual.
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Atask can be assigned to multiple people. If more than one team member is working on a task, you can

assign itto up to 11 individuals, so they all see it in their Assigned to me list. Once any team member

completes the task, it is marked complete for everyone.

Change Assignments
You can also change the Board to be grouped by Assigned to, and then drag
tasks between the columns for each person on your team.

Need to Remove Someone?
If you no longer need someone on your plan, select the arrow next to the plan
members, point to the person you're removing, select the three dots, and
then choose Remove.

Outlook Tasks Integration

Outlook Online

Members

Alex Wilber
AlexW@CONTOS0.COM...

Q!'fa

Remove
De ;
DebraB@CONTOSO.COM...

£

@ r?j‘f & a ﬁ Members v

§

In Outlook for the web, Microsoft To Do is easily accessible for you to track your tasks, share tasks, and

keep yourself focused on what's important to you.

From Outlook Online, click on the To Do icon from the menu.

Outlook Desktop

Outlook Desktop also works with To Do’s within Tasks.
Open Outlook Tasks and click on To-Do List, if necessary.

NOTE: viewing a Task from Outlook Tasks, will not show Steps.
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Working with Planner/To Do’s in Outlook
Microsoft To Do is now integrated with Outlook.com. To Do is taking the place of Tasks and includes smart
lists. Smart lists are filtered lists that make it easier to track tasks and organize your day. With To Do
integration, you can quickly organize your tasks by adding them to My Day, marking them as important, or
adding them to new lists that you create. There's even a list for tasks that you've assigned a date to.

See your Planner Schedule in Outlook Calendar
Plan your time better by seeing your Planner tasks on your Outlook calendar.

1. Atthe top of your Planner board, select the three dots ...
2. Select Add plan to Outlook calendar.

Notes:

1. Ifyou don't see this option, the plan owner needs to publish the plan as an Outlook calendar:
2. Theplanis now public for all members of the plan.

Select the three dots ...

Select Add plan to Outlook calendar.

Select Publish, and then select Add to Outlook.
3. Onthe Subscribe from web tab, change the Calendar name if you like, and select Import.

View your plan and tasks in Outlook = e  Help
1. Under Other calendars, select your plan.
2. SelectaPlannertaskto see a quick view. = =
3. To see more details, select the View event arrow in the upper right. A8
9 My Day
Here you can see dates, progress, and a checklist summary. | ?7  Important
*
You can also select Open this task in Microsoft Planner. Plarined

Assigned to me

(o

In Planner, you're able to edit this task as usual.
| () Tasks
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Microsoft Project Integration with Planner
Microsoft Project Online is a stand-alone app but can also be used with Microsoft Planner and To Do’s.

A key challenge in team projects is estimating completion time, meeting deadlines, and prioritizing tasks,
especially with many interdependencies. Effective work management

tools are essential for boosting momentum and efficiency. Microsoft
Planner addresses these issues with advanced features like
Dependencies and Critical Path Identification in the Timeline view,
making project management more accurate and efficient.

=
(-

Premium

Creating a Premium Plan Copilot (Preview), Timeline, Goals and more

You can use Microsoft Planner for project management. Here are
some key features and steps:

1. Advanced Task Dependencies:
o Microsoft Planner allows you to define complex task relationships, crucial for managing
interconnected tasks efficiently.
o Supported dependencies include:
= Finish-to-Start (FS): Task 3 starts after Task 2 finishes (default dependency).
= Finish-to-Finish (FF): Task 3 finishes when Task 2 finishes.
= Start-to-Start (SS): Task 3 starts when Task 2 starts.
= Start-to-Finish (SF): Task 3 finishes when Task 2 starts.
o Youcanalso add lead and lag times between tasks.
o Setup dependencies by linking tasks and specifying the type of dependency.
2. Viewing Critical Path on Timeline:
o Thecritical path is the longest sequence of tasks that determines the project’s finish date.
o Microsoft Planner’s scheduling engine automatically calculates this for you.
o Easily identify and prioritize tasks that impact your project’s timeline.

To enable premium features in Microsoft Planner, you can start a 30-day free trial or request a premium
license. Here’s how you can do it:

Starting a 30-Day Free Trial

1. InTeams:
o Openthe Planner app within Microsoft Teams.
o Click onthe diamondiconin the upper right-hand corner.
o Select “Try Project” to begin your free 30-day trial of premium features.
2. Onthe Planner Website:
o \Visitthe Planner website.
o Clickonthe “Try Project” button or select the “Timeline” menu option.
o Follow the prompts to start your trial. Depending on your organization’s settings, you may
need to request approval from your administrator.
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Requesting a Premium License
If you want to continue using premium features after the trial, you can request a premium license from your
administrator. This will give you access to advanced capabilities such as:

e Timeline (Gantt) View

e Dependencies

e Custom Fields

e Sprints

e Team Workload Management
e GoalsView

e CopilotIntegration

These features can significantly enhance your project management experience by providing more detailed
insights and better task management tools.

Using premium features in Microsoft Planner can significantly enhance your project management
experience. Here are some best practices to get the most out of these features:

1. Utilize the Timeline (Gantt) View:
o Plan Dependencies: Use the Timeline view to map out task dependencies. This helpsin
visualizing the sequence of tasks and ensuring that critical tasks are completed on time.
o Adjust Timelines: Regularly update and adjust timelines based on project progress to keep
everyone aligned.
2. Leverage Custom Fields:
o Tailor Task Details: Add custom fields to tasks to capture specific information relevant to
your project. This can include priority levels, risk assessments, or any other custom data.
o Filter and Sort: Use these custom fields to filter and sort tasks, making it easier to focus on
high-priority items.
3. Sprint Planning:
o Define Sprints: Break down your project into manageable sprints. This helps in setting short-
term goals and maintaining momentum.
o Track Progress: Use the Sprint view to monitor progress and adjust workloads as needed.
4. Goals View:
o Set Clear Objectives: Use the Goals view to define and track project objectives. This ensures
that all team members are aligned with the project’s overall goals’.
o Monitor Achievements: Regularly review and update goals to reflect the current project
status and celebrate milestones.
5. Team Workload Management:
o Balance Workloads: Use the People view to see the distribution of tasks among team
members. This helps in balancing workloads and preventing burnout.
o Reallocate Tasks: Quickly reassign tasks if some team members are overloaded or if
priorities change.
6. CopilotIntegration:
o Break Down Tasks: Use Copilot to break down complex tasks into smaller, manageable
subtasks.
o Getlnsights: Ask Copilot for insights on project status and recommendations for improving
efficiency.
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Advanced Task Dependencies
Microsoft Planner allows you to define complex task relationships, crucial for managing interconnected
tasks efficiently. Here's an overview of the dependencies that are supported:

e Finish-to-Start (FS): Task 3 starts after Task 2 finishes (default dependency).
e Finish-to-Finish (FF): Task 3 finishes when Task 2 finishes.

e Start-to-Start (SS): Task 3 starts when Task 2 starts.

e Start-to-Finish (SF): Task 3 finishes when Task 2 starts.

Steps to Set Up Dependencies:

1. Create Tasks: Begin by listing all tasks within your plan.
2. LinkTasks: On Myplans > (@ Project Constellation ~ # i Grid [DBowd (@ Tmelne (3 Charts SsPeople Q Gosls (3 Assignments ® %

atask row, under ) B Baseine 7 Fiters 4 Conditon!colorig
the 'Depends on' or

'Dependents ” .. o
(after)' column, click ' : o
onthe cell to choose

|  Dependency type

the task the current
taskis dependent on
followed by type of
dependency (FS, SS, .
FF, SF). L T——
3. Add Lead and Lag s
Times: You can also
add lead and lag
times through the L
same menu in days, hours, minutes, weeks or months.

~ Develop Project Charter * Medium

* Medium

~ Planning 27days  7/11/2024 248 hours * Medium

Viewing Critical Path on Timeline
Understanding the critical path is essential for timely project completion. The critical path is the longest
sequence of tasks that determines the project's finish date. Microsoft Planner’s scheduling engine
automatically calculates this for you, ensuring you can easily identify and prioritize the tasks that will
impact your project's timeline.

Example: Imagine you are organizing a conference:

1. BookVenue: 3/5-3/10
2. Write Invitation list: 3/5-3/15
3. Send Invitation: 3/10 - 3/20

If tasks have no dependencies, the critical path is the "Send invitation" task, as it ends at the latest and thus
defines when the project will end. If there was a dependency "Write Invitation list" » "Send invitation," the
critical path would be "Write Invitation list" and "Send Invitation," as their sequence defines the project's
end date.
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Steps to View Critical Path in Microsoft Planner:
1. Navigate to the Timeline view.

2. Toggle on the critical path filter to highlight critical tasks in red.

My plans >.Prujg{tcg'|s‘glllﬂu" O 3 B Gid [Deoard WY Timeline (G Charts 83 People  Q Goals B

Filter Tasks Clear A

Show Critical Path

May May 26 = | Jun . e 23 Sprints (0) v
O ~initiating [
= Finish date (0) oo
Witing Inis {
Late
Today
«
Tomarrow
oM. This week
“ Develop Project Char... — Next week
s and a Future
Strategies ] o date
Research Previous €. () 1 Progress (0) v
Develop Project Cha ] Labels (0) v
“ Develop Preliminary ... N e — Buckets (0) v
Conduct Planning [ Priority (0) ~
Document Project . )
Critical path (0) v
Geals (0) v
Assigned to (0) ~
Risk (0) v
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