Apps4.Pro Planner Manager
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1.Prolusion

Apps4.Pro Planner Manager is an effective app to manage Microsoft Planner easily.
This desktop app saves time for manager and makes an easy way to create tasks from Excel
import, generate Gantt chart for planning and analyzing status, share task details to user
who is not a member of the Group and to create sub tasks and custom fields for Planner
Tasks. This manual helps you with the steps to install the app and initial configuration to get
started easily.

2.System Requirements
» Windows 7 and above.

3.Installation

Step 1: Download Apps4.Pro Planner Manager from http://apps4.pro/planner-manager-
download.aspx

Step 2: After completing the download, double click on the downloaded setup to start
installation. The below screen will appear. Click Run to continue.

(.,

Do you want to run this file?

i. :| Name: ..\Downloads\Apps4Pro-PlannerManger_2210.exe
Publisher: JUI TECHNOLOGIES PRIVATE LIMITED

Type: Application
From: C\Users\jijiuser\Downloads\Apps4Pro-Planner...

V| Always ask before opening this file

potentially ham your computer. Only run software from publishers

l‘é While files from the Intemet can be useful, this file type can
¥ youtnust, What's the risk?

Fig 3.1. Security Warning

Step 3: Apps4.Pro Planner Manager Setup Wizard window will appear. Click Next.



Welcome to the Apps4.Pro
Planner Manager Setup Wizard

The Setup Wizard will install Apps4.Pro Planner Manager on
your computer. Click Next" to continue or "Cancel” to exit
the Setup Wizard.

Fig 3.2. Apps4.Pro Planner Manager Setup Wizard

Step 4: Read the End User License Agreement and accept it to proceed further.

Eﬂ Appsd.Pro Planner Manager Setup >

End-User License Agreement
Please read the following license agreement carefully

JUITECHNOLOGIES LICENSE TERMS o

These license terms are an agreement between JiliTechnologies
and you. Please read them. They apply to the software
“Apps4.Pro” you are downloading from apps4.pro, which includes
the media on which you received it, if any. The terms also apply to

anyJiliTechnologies "
14$gc:eptﬁu terms in the License Agreement
(®) I do not accept the terms in the License Agreement 2
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Fig 3.3. End-User License Agreement

Step 5: This wizard ensures that Apps4.Pro Planner Manger will be installed on your
computer. Click Next.



ﬂ Appsd.Pro Planner Manager Setup
Select Required Components for Installation

Apps4.Pro Planner Manager

:m coc

Fig 3.4. Select Required Components for Installation

Step 6: Now click Install button to start installation process.

ﬂ Appsd.Pro Planner Manager Setup

Ready to Install
The Setup Wizard is ready to begin the Apps4.Pro Planner Manager installation

Click “Install” to bagin the installation. If you want to review or change any of your
installation settings, dick Back™. Click "Cancel” to exit the wizard.

<tock [ sl ] | Conce

Fig 3.5. Ready to Install

Step 7: Installation in progress.



@ Appsd.Pro Planner Manager Setup X

Installing Apps4.Pro Planner Manager

Please wait while the Setup Wizard installs Apps4.Pro Planner Manager. This may
take several minutes,

Status: Extracting files from archive
s}

Fig 3.6. Installing Apps4.Pro Planner Manager

Step 8: Once completed click Finish

[B)] Apps4.Pro Planner Manager Setup X

Completing the Apps4.Pro
Planner Manager Setup Wizard

Click the "Finish” button to exit the Setup Wizard.

If you have installed the Apps4.Pro Planner for Outiook
Desktop restart your Outiook dient.

To start Planner Manager, use the shortcut placed in the
desktop.

< Back Cancel
% B

Fig 3.7. Completing the Apps4.Pro Planner Manager Setup Wizard

Step 9: Apps4.Pro Planner Manager is successfully installed on your computer.
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Recycle Bin table 4

0 @ eters v
Best match /

[ ,.}. Apps4.Pro Planner Manager
=
V—] Desktop app

Store
Apps4.Pro Planner Manager
Search suggestions

L apps4.pro Planner Manager - See web

results

/OI apps4.pro Planner ManagerI I

4.Getting Started

Fig 3.8. Desktop

Step 1: Double click on the shortcut icon of Apps4.Pro Planner Manager in your desktop to
start the app.

Fig.4.1. Apps4. Pro Planner Manager

Step 2: Enter the username and password.



Account Actions About

te ﬁf Bucket

@) Label

b Import Tasks/Trello Tasks
MEceca 1.

Export ﬂﬂ = na @ [‘-[.j Gan
[ Drint @ Cang Report | # Shar

CED
Sign in to your account

B® Microsoft

Signin

admin@M365x296139.0r 'osoﬂ.com| X ‘

Back Next

No account? Create one!

Can't access your account?

jin to generate rep

You're seeing our new sign-in experience
Go back to the old one

Fig.4.2. Sign in
Step 3: Manage Plans.

Here you need to select the plans which you would like to manage using this app. You can
able to perform all actions from this app for the plans that are selected here.



Settings Account

. [ Start/Due date [4] Bucket

rello Tasks | Export 08 = B @) | B GenttChant FRC
& print L Send Report | # Share Gantt FE Ti

H a Assignee

@ Label
Select one or

more plans

| Available Plans:  Search available plans. arch selected plans...

ere to group

Marketing Campaigns
Planner

Fotential Employees
Product Launch Event
Product Launch Event
Praduction Line
Repairs

Video Production Flan1
Video Production Plan2

Fig.4.3. Manage Plans
Step 4: Sync in Progress

Now the app will start sync the Planner tasks to Apps4.Pro. Once the sync process is
completed, you can start using the app.

Sync in progress at the
bottom of the screen

N [rocessing plans 0 of 4 - Resclving task details i@ stop

Fig.4.4. Sync in Progress



Step 5: Report

Home Plan Template Users Settings Account Actions About

@ New 4 Copy | (@ Edit Task [iif) Start/Due date [4f Bucket || All Tasks v @sync | & Import Tasks/Trello Tasks
3 Delete # Move | @ Progress & Assignee @ Label E Save Report [ Edit Columns.. nﬁ Excel Template
All Tasks
Plan Name Y | Task Title Y Bucket Y | Progress Y Assigned to v
DG-2000 Feedback Update Spec 3D Printer Integration InProgress Lidia Holloway
DG-2000 Feedback Flash Placement Design Ideas InProgress Johanna Lorenz
DG-2000 Feedback Review Color Palette Design Ideas NotStarted Lidia Holloway
DG-2000 Feedback Explore Lens Filter Types Design Ideas InProgress Irvin Sayers
DG-2000 Feedback s:?d::tg':::zr New Materials and Packaging Completed Megan Bowen
DG-2000 Feedback QA/Testing of spec Draft 1 Spec Review Completed Jordan Miller
DG-2000 Feedback Production Line Test Operations Completed Megan Bowen
DG-2000 Feedback ::::f::n':“" deoliag Operations Completed Megan Bowen
s IT Training Plan Backlog InProgress Megan Bowen
m Feature request: Tint Control | Backlog NotStarted Megan Bowen
m Check toggles in server room ' Low priority InProgress Alex Wilber
T Workplace Innovation Report ' Low priority InProgress Alex Wilber
T Assign licenses to new hire Medium priority NotStarted Henrietta Mueller

Fig.4.5. Report

5.Menu/Ribbon

5.1. Home

Man  Templte loers Seffngs  Accownt Actions  About
G New 33 Copy | [ ek St ite m ucket || Al Tasks v e &\mportTasksﬂreHoTasks Brport uﬁqﬂ@ ﬁ]ﬁaﬂﬂ(hart £ Clendr _
K Do ¥ e QProgress aﬁssignee o ltel ESaveReporlmEditCG\umns.. EEExcelTemp\ate qprint [ﬂSendReporl A Share Gt 3 Tinee & (ustom Feds
Tike
Fig.5.1. Home Ribbon
5.1.1. Tasks
Icons Description
s New Create new Planner task
3 Delete Delete Planner task. You can select tasks from multiple plans and
delete at once.
Z3y Copy Copy multiple tasks from one plan to another plan. You can copy
tasks from multiple plans at once.
= Move Move tasks from one plan to another plan. You can select multiple
tasks at once from different plans.

Table.5.1.1.1. Tasks



Note:

Allowed
Icons Task Plan
Single Multiple Single | Multiple
3 Delete Yes Yes Yes Yes
2y Copy Yes Yes Yes Yes
= Move Yes Yes Yes Yes

New Task

Template Users Settings Account Actions

(% Edit Task [if) Start/Due date [ Bucket || All Tasks
@ Progress @ Assignee @ Label | [ Save Report [T Edit Columns.

2 Copy

Drag a CGlUlTln hea,-l.-" man ol e B R Be s e B Bl ol sl sk

Add Task

0G-2000 el © Add assignment s

DG-2000 Fef | Type a task name

DG-2000 Fef py,p, Bucket
DG-2000 Fe DG-2000 Feedback e Design Ideas &
DG-2000 Fel Progress Start date Due date

NotStarted v  Select a date @ ~ Selectadate [{d] ~
DG-2000 Fel

DG-2000 Fel Checklist

DG-2000 Fej

I»
=

DG-2000 Fe

Description

DG-2000 Fe Type your description of the task

DG-2000 Fe
Add new task

DG-2000 Fg

DG-2000 Feedback Production workess trained | tions NotStarted
on new procedures

Fig.5.1.1.1. New Task
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H+
1]

Manage Category

Promote checklist item to a task

|

Tip: You will not be able to post comments during task creation. After the task was
created, you can double click on it to post the comments.

Delete tas

Account Actions About

Home Plan Template Users Settings
53 Copy | [ Edit Task [if] Start/Due date [4] Bucket

Delete [ Move | @ Progress a Assignee @) Label

v| & Sync

| Edit Columns..

ASKS Jpoate |asKs

All Tas

onfirmation
Drag a col eader and

Plan Name
i ?
DG-2000 Feedback o Are you sure you want to delete selected 5 tasks?
DG-2000 Feedback
|
« | DG back
v |oG back No
=, T - . t U
v 2000 Feedback e perations omplet
v |IT IT Training Plan Backlog InProgress
Z‘ IT Feature request: Tint Control | Backlog NotStarted
Im Check toggles in server room | Low priority InProgress
Fig.5.1.1.2. Delete Task

11



Copy task

Plan Template Users Settings Account Actions About

o New | 53 Copy || [# Edit Task flif) Start/Due date [} Bucket || All Tasks
3 Delete B e | @ Progress a Assignee @ Label & s2ve Report [ Edit Column

Tasks 2 Update Tasks | Report

All Tasks  x

Drag a column header and drop it here to group by that co'

Plan Name COpy Task

DG-2000 FeedbacK InPrc
Select a plan to copy tasks:

DG-2000 FeedbacK DG-2000 Feedback Com
v §°S, Feedbackll || Eatect a bucket Design Ideas v coy
v bacd | v Include Attachments Com
v -2000 Feedback Include Conversations Com
v T InPrc
I Not§
IT InPrc
IT Workplace Innovation Report | Low priority InPre

Fig.5.1.1.3. Copy task

Tip: You can copy the task with attachments and conversations by selecting the
checkboxes.

Home Plan Template Users Settings Account Actions About
g New 53 Copy | [ Edit Task [l Start/Due date [4f Bucket || All Tasks
3 Delete W Move | @ Progress a Assignee @ Label E Save Report M editc

Tasks _ Update Tasks _ Re

All Tasks

Drag a column header and drop it here to group by that column

Plan Name Y | Task Title T | Bucket A4
DG-2000 Feedback Explore Lens Filt Design Ideas
DG-2000 E er—— Raw Materials #6r New aging

«  DG-2000 F

« | DG-2000 F o Are you sure you want to copy the selected 5 tasks?

v| DG-2000 F

v T

I Im Feature request: trol Backlog

IT Check toggles in s oom | Low priority
IT Workplace Innovation Report | Low priority

12



Fig.5.1.1.4. Confirmation

Move task
Home Plan Template Users Settings Account Actions About
&P New 52 Co [ Edit Task (iiif] Start/Due date [6f Bucket || All Tasks
x Delete I' Move. ‘ O Progress a Assignee e Label E Save Report m Edit Columns..
Tasks | Update Tasks Repc
All Tasks  x

Drag a column header and drop it here to group by that colum

Plan Name
= Move Task
DG-2000 Feedback
Select a plan to move tasks:
DG-2000 Feedback
fr— DG-2000 Feedback
v eedback
Select a bucket Design Ideas
v eedback
v [Include Attachments
WV G-2000 Feedback nclude Conversations
v T
. I
IT . InProgr
IT Workplace Innovation Report | Low priority InProgr

Fig.5.1.1.5. Move Task

Tip: You can move the task with attachments and conversations by selecting the
checkboxes.

13




Home Plan

@ New 43 Copy
3 Delete J# Move

All Tasks

Template
[ Edit Task {iiif) Start/Due date r:f‘ Bucket | All Tasks
@ Progress & Assignee @ Label E Save Report [ 1

Users Settings Account Actions About

[RIH&THTH& T«
=

Y Task Title Y | Bucket

Confirmation

Q Are you sure you want to move the selected 5 tasks?

5.1.2. Update Tasks

§ing

raining Fian aCKiog

Feature request: ntrol  Backlog
Check toggles in server room | Low priority

Workplace Innovation Report | Low priority

Fig.5.1.1.6. Confirmation

Icons Description
7 Edit task Update task details / post comment for the task
=) Progress Update the current state of the task

i Start/Due Date

Update the start and due date of the task. You can also add /
deduct the dates based on numbers.

& Assignee Used to update the assignee.
i Bucket Used to update the buckets.
& Label Used to set the label for the tasks.
Table.5.1.2.1. Update Tasks
Note:

Certain actions can be performed only for single task / tasks in a single plan. Below chart

lists down those details.

14




Actions Task Plan
Single Multiple Single Multiple
T2 Yes - - -
Edit task
Yes Yes Yes Yes
Progress
i Start/Due Date Yes Yes Yes Yes
o Assignee Yes Yes Yes -
= Yes Yes Yes -
] Bucket
Yes Yes Yes Yes
&® Label

Table.5.1.2.2. Note for Update Tasks

15




Edit Task

Home Plan Template

@P New 43 Copy | P Edit Task

3 Delete §F Move G Progress a Assignee
Update Task

, Taskg
\ All Tasks

Drag a column header and di

‘ Plan Name

DG 1

DG

sedback

eedback

DG-2000 Feedback

DG-2000 Feedback

DG-2000 Feedback

Users Settings Account Actions

Start/Due date @ Bucket | All Tas

@ Label

L]
i

8ve Report | §1 Edit Columns..
X

-
J

Q RBEG

Type a task name

QA/Testing of spec Draft 1

4

*a Jordan Miller Assigned®¥iLidia Holloway

Plan Bucket Progress Start date Due date
DG-200 ~ Spec v Con ~ @ ~ M ~
Checklist/Sub-tasks d
Add new item s _f_ ' d
s
Description

Type your description of the task here

Attachments Here, you can give

§ Attach the comments

ommensts

Office move planning o do nProgress
Damaged network cable To do NotStarted
Fig.5.1.2.1. Edit Task

16




Home Plan Template Users 2 ‘ttings Account *-tions About
P New 3 Copy . (7 Edit Task |8/ Due date f‘;}’ Bucki 3 Tasks
® L=t i3 Save Report [ Edit Columns..

3 Delete i Move | @ Progress a Assignee

Task

Barmmrs

LLLLL {
—-— D

Update Task
+2 Jordan Miller

All Tasks

Assigned by :Lidia Holloway

Drag a colun
Plan Bucket Progress Start date Due date

Plan§ DG-200 ~ Spec ¥ Com ~ [@ ~ R ~ Y Progress
OG-24 Checklist/Sub-tasks InProgres:
bG-2 Add new item [T | Complete
v |DG-2 Complete
Description Complete
Type your description of the task here
24 Complete
InProgres:
T NotStarte:
Attachments
IT InProgres:
IT & Attach o Link 4 InProgres:
IT NotStarte
T Comments InProgres:
T Type your message here InProgres:
IT InProgres:
T InProgres:
IT Damaged network cable Todo NotStarte
Fig.5.1.2.2. Post comment
Tip 1: You can edit the task by double click on the task.

. View in Planner
il Delete Task

t= Promote checklist item as subtask

Progress

17



Home Plan Template Users Settings Account Actions About
l# New U3 Copy W Edit Task fmﬂ Start/Due date [4] Bucket || All Tasks
¥ Delete §#F Move |@ Frogress‘ a Assignee 6 Label E Save Report [ Edit Colun
Tasks
All Tasks x l

Drag a column header and drop it here to group by that column

‘ Plan Name Y | Task Title Y |Bucket Y |Pr
DG-2000 Feedback Explore Lens fiiter Types Design Ideas InF
DG-2000 P e Packaging Co
| 2oty NotStarted Select any =
v InProgress one Co
v Completed - Co
v | I InF
v | IT Ne
Im Inf

T Workplace Innovation Report | Low priority InF

IT Assign licenses to new hire | Medium priority No

Fig.5.1.2.3. Update Progress

18



Start/Due Date

Template Users Settings Account Actions About

b New 2 Copy | [ Edit Task| i Start/Due date | I Bucket || All Tasks v &
3 Delete §¥ Move | @ Progress a Assigh . @ Label B Save Report [ Edit Columns..

asks

| All Tasks x

p— ;
Start date : Use existing valu[T] ' Use existingvalue +Add | 0 E days.
+ |DG-2000 :
Due date : Use existing valu[T8]  # Use existing value + Add OE days.
v .
v
v |IT
IT Check toggles in server room Low priority InProgress
IT Workplace Innovation Report | Low priority InProgress

Fig.5.1.2.4. Update Start and Due Date

Tip: Here, you can update new dates or you can add or deduct days from an existing date.

19



Assignee

Home Plan Templa’ Users Settings Account

@ New 423 Copy | [ k (8 Start/Due date [4f Bucket ’ All Tasks
3 Delete §F Move | @ Progre a Assignee @ Label a Save Report

Tasks Update Tasks

Actions

[ AII'Tasks X

Drag a column header anc Update ASS'gnee

Plan Name :
I v Remove all users from assignment

DG-2000 Feedback Search user... Select the
users
DG-2000 Feedback
All users:
N Feedbackl  MOD Administrator =
admin@M365x296139.0nMicrosoft.com D 2
v -2000 Feedback ) tions
Alex Wilber
v DG-2000 Feedback AlexXW@M365x296139.0nMicrosoft.com bons
Debra Berger
IT DebraB@M365x296139.0nMicrosoft.com

Patti Fernandez
PattiF@M365x296139.0nMicrosoft.com

] iority

T iority
IT Assign licenses to new hire Medium priority
IT Vendor access to data Medium priority

Fig.5.1.2.5. Update Assignee

Tip: All Users ‘ List down all users of the Plan

20



Bucket

Home Plan Template Users Settings Account Actions About

9P New 52 Copy | (@ Edit Task [if] Start/Due date

All Tasks

3 Delete §F Move | @ Progress & Assignee 6 Label ave Report [ Edit (
Tasks 3 Update Tasks
Al Tasks x|

Update Bucket

Drag a column heade

Plan Name Design Ideas

DG-2000 Feed 3D Printer Integration Select
Surface Integration any one
DG-2000 Feed {aging
To Do
Operations
Spec Review

Materials and Packaging
Distribution

IT Workplace Innovation Report | Low priority

Fig.5.1.2.6. Update Bucket

21



Label

Home Plan

g8 New 3 Copy
3 Delete ¥ Move

Tasks

All Tasks X |

Plan Name

DG-2000 Fegq

DG-2000 Fes

I!««««
=

5.1.3. Reports

Template Users Settings Account

Ac’

@ Edit Task (i Start/Due date [Sf Bucket

Q Progress a Assignee e Label [ Save Report i 5

Select the category
which you want

Color 1
Color 2 °
fckaging

Color 3

Color 4

Color 5

Color 6

Workplace Innovation Report | Low priority

Assign licenses to new hire | Medium priority

Fig.5.1.2.7. Update Label

Icons

Description

2 Sync

Sync Planner tasks to the app database in your
computer.

Save report

Edit the required changes (Edit columns, Group by,
Filter) to the report and save as new report.

Edit columns

i i

Add / remove tasks fields as columns to reports.

Table.5.1.3. Reports

22




Report

Actions About

it [AII Tasks vl @ Sync ._3 Import Tasks/Trello Tasks | Export EE . | @ F'-.:_l Gantt Chart ET Caler
All Tasks All Tasks with Filter All Tasks by Plan
I All Tasks with Start and Due date All Tasks by Bucket All Tasks by Assignee I
By
All Tasks by Assigner
Di
o Members with their tasks(All tasks) Members with Unfinished tasks Top N Members with Unfinished tasks
M
Top N Busy Members in next N days All Unassigned tasks Buckets with their tasks
M |
M Plans with their overdue tasks All overdue tasks Tasks with no Due Date
SH
s
M
S y task H
Spec Feview Nothtarted Grady Archie 15-0T-2UT8 U8-T2-2078
Fig.5.1.3.1. Report
Actions Description
General
All Tasks Reports all tasks across all plans in a single view.
All Tasks with Filter Reports all tasks filtered by plan, bucket and assignee.
All Tasks by Plan Reports all tasks filtered by Plan

All Tasks with Start and Due Date | Reports all tasks filtered by start and due date.

All Tasks by Bucket Reports all tasks filtered by bucket.
All Tasks by Assignee Reports all tasks filtered by task assignment
All Tasks by Assigner Reports all tasks filtered by person who assigned the task

Usage and Statistics

Members with their tasks (All Reports members with their task count for selected
Tasks) plans.
Members with Unfinished Tasks Reports you the In progress task count against each

member from the selected plans.




Top N members with unfinished Reports you the top N members with tasks that are in

tasks progress. Here, N is selected by you.

Top N Busy Members with in next | Reports you the users with most tasks for next N days

N days

All Unassigned Tasks Reports you the tasks which are not assigned to anyone.

Buckets with their Tasks Reports you the task’s count for each bucket in a plan.

Plans with their Overdue Tasks Reports you the task’s count against each plan which are
not completed within a duration.

All Overdue Tasks Reports you the tasks which are not completed within a
duration.

Tasks with no Due Date Reports you the tasks from all plans that has no due date
set

Custom Reports

It contains the report which is saved by you.

Sync

Table.5.1.3.1. Task Reports

L_-}_ Apps4.Pro Planner Manager

Home Plan Template Users Settings Account Actions About

op New (43 Copy | (@ Edit Task (il Start/Due date 6 Bucket || All Tasks v é Impc
3 Delete @ Move | @ Progress & Assignee 6 Label E Save Report [ Edit Columns.. ng Excel
All Tasks All Tasks with Filter All Tasks

Drag a column header and drop it here to group by that column

Plan Name T | Task Title T  Bucket T Progress T | Assigne

Sal d Distributi
DG-2000 Feedback aies end Jismbution Distribution NotStarted Isaiah La
Channels Confirmed

Product Pricing Established

DG-2000 Feedback Bl h Distribution NotStarted Pradeep
DG-2000 Feedback Press Release Ready for Distribution NotStarted Megan B
Publication
DG-2000 Eaadhark Draft Package Deisgn Test . NatSsartae Alay Wilt
Sync in
S progress NotStarted Megan B
for publishing

| DG-2000 Feedback

Rawisw | ihwara’s Faac

| I Processing plans 0 of 4 - Resolving tack details (@ Stop

Fig.5.1.3.2. Sync
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Save Report

Template Users Settings Account Actions About

g New 43 Cop (% Edit Task (il Start/Due date T;Jf Bucket ke’ Sync Import Tasks/
Y Y
3 Delete # Move O Progress Assignee Label [ <. . " " Excel Templati
i Save Report

All Tasks x | AllTasks x
Here, you can see

Drag a column header Used to save your saved repor‘ts
your report

DG-2000 Feedback D Printer Integration InProgress Lidia Holloway
DG-2000 Feedback Flash Placement Design Ideas InProgress Johanna Lorenz
DG-2000 Feedback Review Color Palette Design Ideas NotStarted Lidia Holloway
DG-2000 Feedback Explore Lens Filter Types Design Ideas InProgress Irvin Sayers

Raw Materials for New

ik SUou FesdbecK Product Ordered

Materials and Packaging Completed Megan Bowen

Fig.5.1.3.3. Save Report

Edit Columns

Settings

Account

{8 Start/Due date T8 Bucket | All Tasks
& Assignee @Lbel | saver

i Sync g Import Tasks/Trello Tasks | Export m <8 a s] Gantt Chart
08 Excel Template & print g Send Report | A Share Gantt

Edit Columns..

" Add/Remove Columns

} sk Available Columns Selected Columns i
Update Categories A Plan Name e
Flash Pial | Description Task Title 18

Checklist Bucket
Beview Attachments Progress po
Explore § | Planid Assigned to 8
Raw Mafl | Teskid Start date
Product §l | Assigned by Due date o

QA/Testill | Assigned date Label 18
Productf | Se1e4 &Y 18

Created date » ol
f:":““ Completed date “ 18

S Completed by ot
B Last Comment 19
Feature f§ | Select Your Favourite Color 19

nickname of task

Check tg 19

ght

Workplall | hgh 19
Assign | bihg 18

ghhiiihijiij

Vendor 8 | ChecklistitemCount 18
Update s - —~ 18
WIFI O LG | %cme w
Confered

Fig.5.1.3.4. Edit Columns
5.1.4. Import
Icons Description
3 Import Tasks/Trello Tasks Users to import an excel template or Trello
excel.
0 Excel Template Used to export an excel template.

Table.5.1.4. Import

25



Import Tasks/ Trello Tasks

Home Plan Template Users Settings Account Actions About
& New 42 Copy | (@ Edit Task (ifl Start/Due date [4] Bucket [AII Tasks with Filter V] 2 Sync | & Import Tasks/Trello Tasks
. r 4
3 Delete @ Move | @ Progress & Assignee @ Label & save Report [A Edit Columns.. el Template
Tasks | Updategimeks | Report | port
‘ All Tasks with Filter x All Tasks % asks with Filter x  Top N Busy Members in next N days X All Tasks % All Tasks with Filte
o
Selectncl o el SN Be Browse v Download Samples i 0
Fanbame | TakTite | Buct | Pogress | Asignedt | Stdte | Duvede  Catagures | Cheg Do i Hanld
v ' v ' ' v v ' Donnload Sample Trlo'sEce le - . ——
= Seectan Bcel o s KON ie. CUsersuse oo [Browse v Download Samples v 8 /s
| oomosomereossonne [ J T oo R TITT
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Fig.5.1.4.1. Import Tasks/Trello Tasks

5.1.5. Export

Icons Description

Export [ Used to export tasks to excel file.

Export

il

Used to export tasks to pdf.

Export

Export A Used to export tasks to HTML.
) Used to export tasks to CSV.

F, Print Used to print the report.

L4 Save Report Used to send the report.

Table.5.1.5. Export
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Export

slumns..

«s with Filter x TopNB

Progress

NotStarted

v & Sync g Import Tasks/Trell

UQ Excel Template

[forfaz 80

@ Print [:d Send Report

E]att

NotStarted
NotStarted
Export Message
NotStarted 09-09-2018
NotStarted 13-09-2018
@ Export completed successful
NotStarted 4 30-08-2018
InProgress 08-12-2018
NotStarted “ 08-12-2018
Fig.5.1.5.1. Export
\ Tip: Here, you can export tasks to Excel, CSV, PDF and HTML
5.1.6. Gantt Chart and View
Icons Description

] Gantt Chart

Share Gantt

To share Gantt chart

-
i Calendar To view the tasks in Calendar
[ Timeline To view the tasks in Timeline

Table.5.1.6. Gantt Chart and View

27

Chart [T Calendar

Gantt [Z| Timeline

To view the report in Gantt chart




Gantt Chart

Fers Settings Account Actions About

ff start/Due date T Bucket || All Tasks
& Assignee @ Lebel | (3 save Report [ Edit Columns.

Update Tasks Report

b Import Tasks/Trello Tasks | Export 0 . 48 d9)
nﬁ Excel Template @ Print Ea Send Report

F-._._I Gantt Chart Calendar

t [Z| Timeline

E Custom Fields

Customize

Gantt Chart

Filter By ¥ Group By ¥  Show/Hide Columns v & Refresh

Channels Confil

Praduct Pricingl v n6-2000 Feedback 24 351 —
and Approved

Press Release A v Design Ideas 33 21 —I
Publication

DrotFackage | Review Color Plee ’ i - 000000
Production

Approval -

Focus Group R Explore Lens Filter Types 50 21 !
Packaging * Surface Integration 25 21 —
bl Adspte Support 50 2 [Adpierswpport

Production T o -
omro R Livares Fessiy Repont |0 n Tas AdopterSuppon | |RHES e

Plan: DG-2000 Feedback
Bucket: Surface | on
Raw Materials for Mew Product Crc| 100 221 AssignedTo: Irvin Sayers

Approval Start: 28-12-2017 ——
Final Copy Edif Draft Package Deisgn Test In Produ | 0 221 End: 21-02-2018 e
Product and g Finsl Package Design Approval |0 225 _

data compiled

Marketing Revil v Materials and Packaging 25 225

Design Team RY

Production wol Focus Group Review of Packaging |0 21
ON NEW Proce
Promotional mater Teag NotStarted Megan Bowen 15-01-2018 28-11-2018

for publishing

Fig.5.1.6.1. Gantt Chart

Note:
In Gantt Chart you can perform the below actions,
» Filter By — Start date and due date, start date alone, due date alone, start date or due
date.
» Group by — Plan, Bucket, Assigned to, Parent task.
» Show/hide columns — Plan, bucket, title, progress, assigned to, start date, due date,
days left, parent task.
Visible Range — from start date to end date
Category — Completed, Delayed, Not started, In progress
Share and print Gantt chart.

YV VYV
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Share Gantt

Bpot @@ T B E

Q Print [ﬁ Send Report

& Import Tasks/Trello Tasks
m Excel Template

mport

Here,you can
Share Gantt Chart add people

File name: GanttTasks_446322fc-ba2b-4f5f-8d2d-d8d70

Share with: o
If you share task

attachments,select Share task attachments
the checkbox

ser name: admin@M365x29.  .onmicrosoft.com

Password:

Miriam Graham

Lynne Robbins

Jordan Miller
Fig.5.1.6.2. Share Gantt
5.1.7. Customize
Icons Description
== Custom Fields To add the custom fields for task

Table.5.1.7. Customize
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Custom Fields

v 2 Sync & Import Tasks/Trello Tasks | Export Hg = Ia @ E’_.—_l Gantt Chart £ Calendar

= Custom Fieldsl

EE Excel Template @ Print Ea Send Report | # Share Gantt mTimeline

port [ Edit Columns..

Customize

Report Import

-

Packaging Here,select Here,you
fackaging your plans Type custom field name can give the
Field Type: HEREUE

SingleLine

Packaging

IsRequired

Here,you can
select the
field type

MotStarted & 07-01-2018 03-12-2018
Fig.5.1.7.1. Custom Fields
5.2. Plan
5.2.1. Plan
Icons Description

¢p New Plan Used to create a new plan.

7 EditPlan Used to update the plan.

2 Manage Plan Members Used to add/remove the members of the

plan.
i Add new Bucket Used to add a bucket for a plan.

Table.5.2.1. Plan
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New Plan

Template Users Settings Account Actions

P New Plan |33

T4} Add New Bucket = save Report [ Edig

Manage Plan Members || All Plans v| & Sync | Export [xE}
& print [

Plan Plan name: ublic

Like ‘IT Support’ or "Website Redesign

Email Address:

HR =

Members: *& Add members

IT
Make this plan public: -I Yes i

Plan description:
‘ Add information about your plan for other people to see.
Marketing e

Create tasks from template: v

. Cancel
Marketing e

m

Mark8ProjectTeam@M365x2 | 'Ve come 1o the team that
. we've assembled to create True
96139.onmicrosoft.com

the Mark 8.

Planner

Fig.5.2.1.1. New Plan

Tip 1: Here, you can create the tasks for a plan from template also.
Tip 2: You can make your plan as private by changing Make this plan public to
No.
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Edit Plan

Home Plan Template Users Settings Account Actions About
&3 Manage Plan Members || All Plans v| & Sync Export m i a a
T4 Add New Bucket = save Report [¥] Edit Columns.. & print L@ Send Report

Edit Plan

Plan name:

dg-
ej KR c
hr@ Email Address: i
ft.
U rremses:296139.0nmicrosoft.com ,

T @Y Members: @@ EOP@EDE *2 Addmembers | )
t.cof

Make this plan public: -I Yes

madl Plan description:
Marketing ¥ N
micy | A group that collaborates about onboarding and other HR-related topics.

Marketing Campaigns .;1936’ N
different product teams.
5 Welcome to the team that
Planner ;A;{:g Pr:;:c:Teara@fi%SxZ we've assembled to create True N
.onmicrosoft.co the Mark 8
Fig.5.2.1.2. Edit plan
\ Tip: You can edit a plan by double click on the plan. \
Manage Plan Members
Home Plan Template Users Settings Account Actions About
B New Plan Iw Manage Plan Membersl‘ All Plans v D Sync Export m oy o a @

[? EditPlan (4] Wgd New Bucket ‘ [ save Report [ Edit Columns.. & print Lg Send Repor

AllPlans x| Update Members in Selected Plans

Drag a column header and drop it here to gr

Members to add: To add the

| Plan Y | MailAf
- T members
dg-204

DG-2000 Feedback 6139.9

hr@My

Vi ft.com

Members to remove:

item3] To remove
Leos the members

‘ ) markef
Marketing microsoft.com

how to get our message out
to our customers.

Fig. 5.2.1.3. Manage Plan Members
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Add New Bucket
Plan Template Users Settings Account Actions About

&8 New Plan &5 Manage Plan Members | | All Plans v & Syn
(% Edit Plan | [} Add New Bucket G Save Report [ Edit Columns-.

Plan 3 s Description ) f

dg-J({ ) }tesdh JLEST

DG-2000 Feedback - .
Add New Bucket

Type new bucket name: d other

marketing@M365x296139.0on | position our products and

Mariostng) microsoft.com services in the market place;
how to get our message out
to our customers.

Fig.5.2.1.4. Add New Bucket
5.2.2. Report
Report
Actions Description

All Plans Report of all plans.

Private Plans Report of all private plans.

Public Plans Report of all public plans.

Plan Buckets Reports you the buckets of the plan.

Table.5.2.2. Plan Report
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Edit Columns

Home Plan

& New Plan 3 Manage Plan Members || All Plans
[@ Edit Plan (5] Add New Bucket

Al Plans x|

Drag a column header an

Template  Users  Settings

Save Report
= p

Add/Remove Columns

yailable Columns

EBxport B8 T 8
Qprinl L-ﬂSmd

[ Sync

Selected Columns

= g B e
SourceAppld Description

DG-2000 Feedback \Public Other
Grouphame

KR SourceAppName Other
CrestedBy
e

m a | Other

. Select one or LB Y /
more columns L -

Marketing Other

Muhﬁg&null 9 Other

Planner @ X cancel Other

| . "Agr hat collabor
Potential Employees ;’2:355"2%139'0"“‘:{“0 ab?::tu:n‘b::fc:m; an:‘::her True HR Microsoft Tear
h HR-related tooics.
Fig.5.2.2.1. Edit Columns
5.3. Template
5.3.1. Task Template
Icons Description

¢p Create Template

Used to create new template.

&

Import Template

Used to import the saved template.

Table.5.3.1. Task Template
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Create Template

Home Plan Template Users Settings Account Actions About

Iiﬁl Create Templatel ﬂg Save Excel Template All Template Tasks v & Sync | Export m

.g Import ate s Import Excel Template E Save Report [T Edit Columns.. @ Print L1

'AllTemplate ks x

Drag a column header and drop it here to group by that column

Create Template from Plan

Select a plan: DG-2000 Feedback v || C
Include Completed Tasks
® Create new template Add to existing template

Template name: = Type new template name

8 save Template

No f

Fig.5.3.1.1. Create Template

Import Template

Home Plan Template Users Settings Account Actions About

[ save Excel Template || All Template Tasks v @ Sync | Exq
. fg Import Excel Template B Save Report [ Edit Columns.. Q

cxcel lemplate neport

Drag a column header and drop it here to group by that column 2

Import tasks from Template

Select Template:

Terget plan: DG-2000 Feedback C

Belect a bucket
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Fig.5.3.1.2. Import Template

5.3.2. Excel Template

Icons Description
[ Save Excel Template Used to create new excel template.
& Import Excel Template Used to import the saved template.

Table.5.3.2. Excel Template

Save Excel Template

Home Plan Template Users Settings Account Actions About

&P Create Template Save Excel Template All Template Tasks v & Sync Export
P P Y!

& Import Template | @ Impokg Excel Template = save Report [¥] Edit Columns. & prin

’ All Template Tasks

Drag a column header and drop it here to group by that column

Excel Template Management

® Save excel template Import excel template
Excel file : Select an e;-:ceﬂ | Browse Vv

Template name: | Type excel template name

Fig.5.3.2.1. Save Excel Template
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Import Excel Template

Template Users Settings Account Actions About

@A Create Template 8 Save Excel Template All Template Tasks vi &S
& Import Excel Template &= save Report [¥] Edit Columns..

.3 Import Template

All Template Tasks X

Drag a column header and drop it here to group by that column

Excel Template Management

Save excel template @ Import excel template ﬂ

Select Template: v

| 3] Import Template |

Fig.5.3.2.2. Import Excel Template
5.3.3. Report
Actions Description
All template Tasks Reports you the tasks of all templates.
All templates Reports you all templates which were
already saved.
All Excel Templates Reports you the excel templates which
were already saved.
Table.5.3.3. Template Report
5.4. Users
Actions Description
All Plan Members Report of all plans with their members
All Members by plan Reports you the members of selected plan.

Table.5.4. Users
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5.5. Settings
5.5.1. Plans

Manage Plans

Ters Set

¢ [} Start/Due date [&] Bucket
i & Assignee @ Label

rello Tasks | Export M8 7= B @ | E] GanttChan FEC
& print L Send Report | # Share Gantt FE Ti

Select one or
more plans

| Available Plans:  Search available plans... rch selected plans..,

ere to group

Marketing Campaigns
Planner

Botential Employees
Product Launch Event
Product Launch Event
Production Line
Repairs
Video Production Flan1
Video Production Plan2

Fig.5.5.1. Manage Plans
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5.5.2. Application
Application Settings

Home Plan Template Users Settings Account Actions About

[¥] Manage Plans @ Application Settings | & Service Settings | #@ Backup Tasks to OneDrive
E Custom Fields [ [B Backup Tasks to Local Storage

Plans Applicatig Service Backup

YR Advanced Settings

Drag a colum
Use Turbo Sync: -l Yes

Plan T
1 Fetch Task Comments: -l No
DG-201
Import Options
DG-201
Create new plan if not exists: -I No
DG-201

o620 Mke new plan s Public: [ ] o
DG-20! - Enable email subscription: :. No
DG-201

Update label names in plan: -l Yes

DG-201

DG-201

Use native excel library: No
oo
DG-201 E Cancel

DG-20borc = rrCIToT RS

DG-2000 Feedback Isaiah Langer

Fig.5.5.2. Application Settings

39



5.5.3. Service
Service Settings

Home Plan Template

@ Appli

[ Manage Plans
B Custom Fields

Plan Name

DG-2000 Feedback

Service Settings

Name :

Status :

DG-2000 Feedback 4
DG-2000 Feedback
DG-2000 Feedback
DG-2000 Feedback
DG-2000 Feedback
DG-2000 Feedback

DG-2000 Feedback

N2 INOA Candiarl

Users Account

Apps4.Pro Planner Manager

The service could not be found. Please install the service

Actions About

1 % Backup Tasks to OneDrive

[ Backup Tasks to Local Storage

Y | Bucket

Y | Progress
. Distribution . NotStarted
NotStarted
NotStarted

£l Run as administrator privilege required

A

For this action, you need to run this program with ‘Run as
administrator’ privilege. Do you want to continue?

Product and demand forecast
data compiled
Production workers trained

InProgress

AlAsCoacbad

Fig.5.5.3. Service Settings
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5.5.4. Backup
Backup Tasks to OneDrive

Home Plan Template Users Settings Account Actions About

Q Service Settingss] #@ Backup Tasks to OneDrive
Tasks to Local Storage.

[¥] Manage Plans
E Custom Fields

plication Settings

lanc Application Dice Here,you can

Backup Tasks to OneDrive choose your
onedrive location

' Backup tasks to OneDrive

‘ OneDrive Location: | Select OneDrive location to save file. Browse v | i |
File name: All Tasks
Save file as: EXCEL it
Export tasks from | All Plans v (& Columns..
Backup Interval: GE Hours v

OneDrive User Credentials Here,you can set
backup time interval

I Username: | admin@M365x2# W.on
Password:
Cancel
DG-2000 Feedback Irvin Sayers

Fig.5.5.4.1. Backup Tasks to OneDrive
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Backup Tasks to Local Storage

Home Plan Template

Users

Settings Account Actions About

[ Manage Plans @ Application Settings Q Service Settings | #@ Backup Tasks to OneDrive

E Custom Fields

J All Plan Mem

Drag a column

[3 Backup Tasks to Local Storage

= ol
ackup |

Backup Tasks to Local Storage

Here,you

‘ v Backup tasks to local storage can choose
Plan your storage
| DG-ZOO(i File name: All Tasks location
DG-20000  save file as: EXCEL v
DG-2004 DebraB@M
Storage Location: Select storage location to save file. Browse
DG-2004 PattiF@M3I
DG-200Q  Export tasks from: | All Plans v C columns.. PradeepG@
DG-2004 JoniS@M3¢
Backup Interval: 6 E Hours ¥
DG-2004 ChristieC@
IC] oG-2009 AllanD@M:
Here,you can
DG-2009 set backup Johannal@
DG-200 time intorval EnricoC@N
DG-2000 Feedb Nestor Wilke NestorW@!
Fig.5.5.4.2. Backup Tasks to Local Storage
5.5.5. Sync
Sync Tasks in Database
% Backup Tasks to OneDrive {18 Sync Tasks in Database
{18 Backup Tasks to Local Storage |
Bucket Y Progress Y Assigned to Y Start date
Distribution NotStarted Isaiah Langer 22-01-2018
Distribution NotStarted Pradeep Gupta 22-01-2018
Distnibution - §-01-2018
Sync Tasks in Database
Materials and Packa -01-2018
Materials and Packad Sync Interval: -01-2018
Materials and Packa -01-2018
Spec Review InProgress Jordan Miller 15-01-2018
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Fig.5.5.5. Sync Tasks in Database

Tip: You can automate the sync process by using Sync Tasks in Database option.

5.6. Account & Actions

Account - For Sign-In or Sign-out your account.

Actions — To maintain the history of your actions.
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