. B B Tasks

o = = 4 Newtask Fiter~  Lst Boards Chants  Sehodule
W @ Personal Y Task title Assigred to Prigeity  Due Bucket
T o T B o x I important 1 1 Al 8 ek
@ = i
B Planned 5 ) Riscall LavaSurfer 17-fnch SR-323 tines from sheives 1 @ Ray Tanaka & Now Auto parts
& Aasigned 1o you 12 . =
) Print and share “sustainabile, umane, and locally sourced deli meat™ bene 1A Alberto Burgos 1 1114 Foods
= Learning Materials -3
e 1 Post meal offer promotional décor 1 & L] 1114 Foods
IE  Side Projects '
) Prant meal offer guidelings and despliy intermally at registers fo [ ] ] 2 & 11/14 Foods
Rec
el B 1715 F
= Dapartnent Tacks 15 _) - Determing if any customers are affected for your store 1115 oods
"= tunnyvale - Genersl
() Mpologize 1o affected customers, tell them a complimentary substitution has be & ] 11415 Foods
-= Winter Holkday Preparation 21 - Pl ¥ "
= Sunmyvale Store Managers - Gensral
) Post notice w0 team knows which lines are no longer available LI Lilly Georgsen 115 Foods
-=  Training 2
"= Sunnyvale  General -
") Complete the Frozen desserts rearangement per attached planogram A 1/15 Foods
Taaany () Compilete the Chilled beverages rearmangement per attached planogram B 11/30 Foods
B scornoe
7} Remave and store all signage and pricing, as all lager specials have ended A 11/30 Foods
-= Department Tasks i5
= Geriars) 7 Launch 2 wines for 20 and ensure the previous 10% off 6 wines offer collateral & 13430 Foods
== Training 2
= General 7 Four product lines marked for clesrance thould be found on shehves and & 11/30 Foods
-= Tickeis 6
= Opentions Confirmn receipt of hangmng swatch display, update order if nat recehved mm 5 11/30 Hame
= [l iy i { hero display for h ABC line of matching bras and ' & Ity G 19/30 Cloth
= | Rl ) Updae hero desplay for focus on new ine of matching bras and pan’ & Lilly Geargsen Clathing

Tasks by Planner & To Do

The Tasks app brings a cohesive task management experience to Microsoft Teams,
integrating individual tasks powered by Microsoft To Do and team tasks powered by Planner
in one place.

Users can access Tasks as an app on the left side of Teams and as a tab in a channel within
individual teams. My tasks and Shared plans in Tasks let users view and manage all their
individual and team tasks and prioritize their work. Tasks is available in Teams desktop, web,
and mobile clients.

In this workshop, we'll introduce you to Tasks by Planner & To Do and how to use the app to
manage personal tasks, delegated tasks and team tasks.

Workshop Learning Outcomes

Once you've completed this training, you will:

e Learn how to add the Tasks by Planner & To Do app to your team channels to manage
your team activities

e Understand how to create and manage personal task lists in Teams
o Create new plans in order to manage team tasks

e Delegate tasks and track their progress

e Learn how to group and filter your tasks

Overview of Tasks by Planner & To Do

e What is the Tasks by Planner & To Do app?
e Adding the Tasks app in Teams
o Adding the Tasks app to a Teams Channel

Gilles Essiamb . .
e e Overview of the Tasks interface
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Working with Personal Task Lists

e Creating a new Task List

e Adding Tasks to your Tasks lists

e Creating and assigning labels to your tasks

e Adding files to your tasks

e Communicating with task delegates through the task comments

e Working with the various task lists (Tasks, Important, Planned and Assigned to me)
e Sorting and Filtering your tasks

Creating Shared Plans

e Creating a new Shared Plan in your Team Channels

e Adding tasks to your Plans

e Assigning tasks in your Shared Plans

e Working with the different task views (List, Board, Charts and Schedule views)
e Grouping, Sorting and Filtering your tasks

e Editing and updating your tasks

Managing your Shared Plans in Planner

e Creating new Plans in Planner

e Adding Plans to the Planner Hub

e Managing your plan settings (members, backgrounds, notifications and more)
e Copying a plan to be used as a template

e Managing your Task delegations in My Tasks

Workshop Format:

e Classroom: 9:00am - 12:00pm
e Live webinar: 1 three-hour session
*Includes

e A detailed learning guide
o Unlimited complimentary coaching
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