
 

Using the Planner Application in your Teams 
Client (This will only work if you are part of a Team ) 
 
 

Creating a Plan for your Team 
using the Planner App 

 

Select the Teams Tab and Locate 
one of the teams you are a 
member/owner of. 
 
Select a Channel within the Team 
(General as per the image) 

 
Once in the channel you will find a 
+ Symbol on the far right at the top 
of the screen. 
 
This icon will allow you to create 
new Tabs within the Channel. 
 
Select the “Add a Tab” Icon (+) 

 

From here you will be able to add 
any Office 365 application in 
addition to some others that have 
been approved by the university. 
 
Select “Planner” 

 



 

From here you will be provided the 
following options: 
 

 Create a new plan 
 
This will create a new plan for 
your team. This will be your only 
option to use if you have not yet 
created a plan. 
 

 Use an existing plan from 
this Team 

 
This will search for and add any 
existing planner boards currently 
associated to this team. 
 
You can add the same planner to 
multiple channels 
  

Once you have created your plan it 
will appear as a Tab in your 
channel as per the image. 
 
 

 
 
 

Creating a Task in your Planner 
Board 

 

From the Board tab click the “+ 
Add Task” Icon 
 
 
This will create a task popup to 
appear. 
 
A basic Task only requires a name 
to be created. 
 
You can also set a due date and 
assign a task to a team member. 

 



 

Once a task is created you can 
select the “…” to use the quick 
properties tab to: 
 

1. Label a Task 
2. Assign a Task 
3. Copy/Duplicate a task 
4. Copy a link to task (This can be sent 

in a message to quickly open a 
specific task) 

5. Move Task (to a new channel or 
board)  

6. Delete Task  
Or you can open a task by clicking 
the main body to be presented 
with the detail pane with the 
following properties that can be 
modified: 
 

1. Change the Task Name 
2. Assign the task to a team 

member 
3. Change the bucket that 

the task is in  
4. Change the progress 

status of the task 
5. Amend the priority of the 

task 
6. Give the task a start & due 

date 
7. Notes provide additional 

detail to the task 
8. Checklists can add 

subtasks or step by steps. 
9. Attach documents or URLs 

from the Team. 
10. Provide comments that 

display as conversations 
 
Additional details on these areas 
are provided below 
 

 

 
1. You can amend the name of 

the task at any time.   
a. The task will update 

with a timestamp of 
when this change 
occurred and by 
whom. 
 

 



 

2. Selecting Assign 
a. This will open up the 

drop down menu that 
will allow you select or 
search for any team 
members to assign this 
task to. 

 
3. Bucket Selection 

a. From here you can 
assign the task to a 
specific bucket you 
have created. (These 
buckets can represent 
areas of focus or types 
of assignments) 

 
4. Progress 

a. This opens a drop 
down to update the 
current status of the 
task. 

b. Once set to complete 
strike through is 
marked onto the task 
with the status 
updated with who 
completed the task.  

 

 



 

5. Setting Priority  
a. This will assign a 

designated priority to 
the task. 

b. You will have the 
option to sort groups 
by priority to better 
align your schedules of 
work.  

 
6. Start / Due Date 

a. This will allow you to 
create timelines of 
work by setting a Start 
and Due date. 

 
 
 

 

 
If a task is not complete by its due 
date it will: 
 

 Notify the assignee via 
email that the task is late 

 Highlight the due date in 
RED 

 

 

7. Notes 
a. You can provide more 

detail around the task 
here. 

b. If you need to add 
more text than what is 
available on the 
screen 

 

8. Check List Items 
 

You can add a list of items that are 
required to be completed for this 
task. 
 

 1. Show on Card  
o Makes these items 

visible on top of the 
task window. 

 
 
 

 

 



 

 

 2. Promote 
o This turns the item 

into a new Full Task 

on the board. 

 3. Delete  
o This removes a 

check list item 
from this task. 

 

 
9. Attachments 

a. From this interface 
you can add URL Links 
to documents or sites. 

b. Or add a file that is 
currently being stored 
in your team. 

 
10. Comments 

a. In this text dialog field 
you can post 
comments or updates 
on a task for all to see. 
 

 

b. They will display as a 
conversation below 
the dialog box. 

 
11. Labels 

a. 6 Additional labelling 
options are available 
colour coded spread 
across all tasks on 
your board. These are 
free text and multiple 
labels can be assigned. 

 



 

b. Once selected the 
label will appear 
above the task name 
with its appropriate 
colour. 

c. You can additionally 
sort your tasks by 
label order. 

 
 
 
 
 
 
 

Changing the View of your Planner 
Board 

 

In the top right-hand side of the 
screen are the following options to 
change your view of the tasks on 
your Planner Board: 
 

1. Filter 
2. Group By 

 
 

1. Filter 
 
This allows you to show only tasks 
that meeting a given set of criteria 
such as: 
 

 Set Due Date 

 Priority Level 

 Label Types 

 Buckets 

 Who the tasks are 
assigned to 

 



 

2. Group By: 
 
This option allows you to change 
how the board presents its 
Buckets & Tasks: 
 

 “Assigned to” – Changes 
the buckets to assignees  

 “Progress” – Changes the 
buckets to progress 
status’s 

 “Due date” – this will 
change the buckets into 
the following: 
“Late”, “Next Week”, 
Future”, “No Date”  

 “Labels” – this will create a 
bucket for each Label you 
have created on board. 

 “Priority” – will create a 
bucket for each priority 
label. 
 

 

 
Quickly Accessing your Tasks  
 
You can quickly view all of your 
assigned tasks via the Planner Icon 
on your Apps bar on the left of 
your screen. 
 
 

 



 

The following Tabs are available in 
this interface: 
 

1. My Tasks 
a. This gives you a 

board of only your 
assigned tasks. 

2. “Recent” 
a. This will show you 

all your recent 
activity, comments 
and progress on 
tasks. 

3. “All” 
a. This will present to 

you all the Planner 
Boards you are a 
member of. 

4. “Help” 
a. This will direct you 

to Microsoft 
Tutorials on using 
Planner. 

 

 
 
 


