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Office 365 Planner 

What is Office 365 Planner? 
Our simplest explanation is that it’s a way to organize teamwork – similar to Asana, Slack or Wunderlust for 
task/ project management. Office 365 Planner provides a hub for team members to create plans, organize and 
assign tasks to different users and to check updates on progress through dashboards. It also provides a 
centralized place where files can be shared and gives visibility to the whole team. 

 

Planner and Groups 
Office 365 Planner ties in very closely to Office 365 Groups. Every time a new plan is created then a new 
Office 365 Group is automatically created and vice versa - if you have a pre-existing Group then a plan will 
automatically be created for this Group.  

 

Using Planner 
Plans 
To start, you need to create your first plan. As 
mentioned earlier, if you have any pre-existing Groups 
set up then then will automatically have a plan created 
against them and will appear on the Planner 
homepage. If not, you can create a plan quickly by 
clicking New Plan: 

To get a high-level overview of your plans, you can go 
to the ‘Planner Hub’ which shows a snapshot of how 
your plans are progressing. It shows all the key 
information easily so you can see what is late, in 
progress, not started and completed. 
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Groups 
With your new plan, you can add group members – just start typing and it will automatically list contacts after 
you type 3 letters. If the contact isn’t listed then you can type in their email address – but only business email 
addresses are allowed. 

 
Whoever is added to the Plan will also be 
added to the Group automatically and they will 
see the Group appear in their Outlook. The 
Outlook Web App, just shows all Groups 
together but if you favorite a plan in the 
installed Outlook, then it appears in your 
favorites at the top; if not, it just appears 
below your Inbox in a Groups section, like 
below 

 
When anyone is added to a plan they receive 
an email notification into their inbox 
welcoming them to the Plan and team and 
gives some useful starter information. 

 
 
  
 
  

 

Groups in Outlook  Web App and Outlook  
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Tasks 
Once you have your plan you can start creating tasks or ‘cards’, which 
can be done before or after you add team members. Within your Plan on 
‘Board’ you will see the option to add new task. 

 
Once you’ve created a task, you can click onto it and then add in more 
detail if required, such as assigning to members, adding start and due 
dates, descriptions, attachments (which connect to OneDrive or you can 
upload a file), links, checklists and finally comments. There are also little 
‘post-it’ tabs on the side, which you can use to color coordinate different 
tasks. This is how it looks 
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You can view your tasks on the Board tab or the Charts tab. The Board tab shows what stage the tasks/ cards 
are at and gives the detail into each task. if a task is overdue than the date is highlighted in red. If you 
complete a task you can either tick it (which appears when you hover over the card), or you can simply drag 
the card from In Progress to Completed. 

 

The Chart view gives a high-level overview of the tasks within the Plan. It breaks it down into the status of the 
tasks; not started, late, in progress and completed and also shows where the tasks are assigned. It's a great 
way of quickly seeing the status of a project and especially if anything is overdue.  
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Along the side navigation, you can see your favorite plans and all plans. You can also go to ‘My Tasks’ to just 
see your tasks for all plans and the stages they are at.  

 
Notifications 
Notifications are always one of the trickiest aspect of task management. Too few and you don’t stay on top of 
what you need to do or miss discussions; too much it gets very annoying quickly. At the moment, any activities 
within the Plan are emailed into the Group inbox, which is a shared mailbox with the whole team (or ‘Group)’. If 
you subscribe to the Plan, then you will be emailed when tasks are completed, assigned, commented on etc. If 
you unsubscribe, you still get email notifications in your inbox, but just around your tasks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


