Apps4.Pro Planner Outlook Desktop
Add-in User Guide
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Apps4.Pro Planner Outlook app allows you to convert email to Planner task, sync tasks
created in Planner as Outlook tasks / Calendar appointments, Attach/Upload email to
Planner task, Create/edit/delete Planner tasks, Set Reminders for Planner Tasks and View all

Planner tasks assigned to you (My Tasks view). This manual helps you with the steps to
install the app and initial configuration to get started easily.

Installation
Step 1 — Download

Download Apps4.Pro Planner Outlook from https://apps4.pro/microsoft-planner-outlook-
addin.aspx

Step 2 - Installation

Once the download is complete, double click on the setup to begin the installation. Now
follow the screenshots below to complete the installation.

El Apps4.Pro Setup *

Welcome to the Apps4.Pro
Setup Wizard

The Setup Wizard will install Apps4.Pro on your computer,
Click "Mext™ to continue or "Cancel” to exit the Setup Wizard.

< Back Cancel
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@ Appsd.Pro Setup

End-User License Agreement

Please read the following license agreement carefully

JUITECHMOLOGIES LICEMSE TERMS A

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

(®) I accept the terms in the License Agreement P

() I do not accept the termz in the License Agreement I}

Apps4.Pro

< Back Cancel

@ Appsd.Pro Setup

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

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

appsd . Pro

< Back Install Cancel
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&, Apps4.Pro Setup X You need to

select Outlook
Products to Install elect Ou sl
Desktop add-in

Select Required Products to Install K and click Next.

>, Apps4.Pro Outlook AddIn
2y Apps4.Pro Planner Manager

=

Completing the Apps4.Pro
Setup Wirard

Click the "Finish™ button to exit the Setup Wizard.,

If you have installed the Apps4.Pro Planner for Cutlook
Desktop restart your Qutlook dient,

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

« Back Cancel

All Right Reserved © JiJi Technologies Pvt Ltd



NYYUFIEIY

File Home Send / Receive Folder View Developer Apps4.Pro Outlook Desktop Help @ Tell me what you want to do

C_’ E"I @ @ A‘/ Q * [[] Add tasks as appointment in calender @ I?__| Version :1.0.3.0

[ Set Reminders on tasks with | Due date and =] Manage License
SignOut ~ Mew Email Attach Email  Task to Text to Sync  View ) S Support Forum Feedback
Task toTask toTask Planner Task Planner task Plans |Remind me |3 days before at | 10:30 AM
Account Apps4.Pro Settings Contact

Now the installation is complete. From your Outlook desktop click on the Sign-in button
from the Outlook desktop menu and sign in with your Office 365 Planner account.

Getting Started
1 - Launch the add-in

Double click on the shortcut icon of Apps4.Pro Planner Outlook in your Outlook to start the
app.

@

Apps4.Pro Outlook
Desktop v

Fig.1.1. Apps4. Pro Planner Outlook

2 —=Signin

Click on the sign-in and enter the username and password.

Home Send / Receive Folder View Help Apps4.Pro Outlook Desktop Grammarly

_’D Iﬂg‘ E &@4 A\/ E ¢ CD @ !l E‘ 0 Version :1.2.1.0

* Manage License

Signin Support Feedback FAQs
Account Apps4.Pro Contact

Fig.1.2. Apps4. Pro Planner Outlook
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Sign in to your account X

BE Microsoft

Sign in

tmai\, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options

Terms of use  Privacy & cookies - -«

Fig.1.3. Apps4. Pro Planner Outlook.

3 - Settings
Here you can perform the following settings from here:

1.Settings to sync Planner tasks with Outlook tasks/calendar appointments.
Under the Sync section in settings, you can check/uncheck the following settings,
o Sync planner tasks assigned to me as outlook task
Add reminders
Do not override existing reminder time
Sync planner tasks assigned to me as appointments in calendar
Do not override existing appointment time

o O O O

2.1gnore completed Planner tasks from sync

You can eliminate completed tasks from syncing by clicking settings-others and check
the “Do not sync completed Planner tasks”

3.Clear all Planner tasks and appointments synced to Outlook

If you want to erase already synced Planner tasks in Outlook tasks or
Outlook calendar, then the Clear data section helps you to clear Planner tasks and
appointments.

4 Set currently logged in user as default assignee for tasks

If you want to assign logged in user as default assignee in task creation, then go
to Assignment section in settings and check the “Set current user as default assignee”
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“ Home Send / Receive Folder View Help Apps4.Pro Outlook Desktop

Grammarly

C_' % B m A\/ ‘E ¢ O @ ‘ E o Version :1.2.1.0

SignOut New Email Attach Email Task to Text to View  Plan Settings Sync Support Forum Feedback FAQs

Task to Task toTask  Planner Task Planner task Tasks Settings

Account

* Manage License

Settings - X

>

Sales Sync
2 v Today Outlook tasks N
w
m | Sync Planner tasks assigned to myself to Outlook task
[ Apps4.Pro 10:32
2 Apps4.Pro Mailing D Add reminders on tasks with Start ~ date and remind me| 3 E days before at| 16:30 Eﬂ

Customer Email:
IS + | Do not override existing remider time
o
~N
}Eﬂ APP54-P|'0 QOutlook calendar

Apps4.Pro Maili
3 Gh= AL + Add Planner tasks assigned to myself as appointments in calendar
S Customer Email:
< Set appointment start time | 08:00 EE] , end time: | 08:30 %ﬂ

Santhosh Bal + Do not override existing appointment time

Apps4.Pro Trial

Managerld Others

= + Do not sync completed Planner tasks (applies to both Outlook tasks and calendar)

Apps4.Pro
Apps4.Pro Expir.

= Clear data
Manager Planid

A Sales JiJi Tec!

Your Apps4.Pro

Hi Assignment
o
+ Set current user as default assignee
Sales JiJi Tec
ese Your Apps4.Pro
Hi,

Fig.1.4. Apps4. Pro Planner Outlook.

4 - Sync in Progress

Remove all Planner tasks synced with OQutlook tasks Outlook calendar

Save Cancel

Please click on the sync option to sync the Planner tasks to Apps4Pro. Once the sync process

is completed, you can start using the app.

Home Send / Receive Folder  View Help  Apps4.Pro Outlook Desktop Grammarly

G BX N A, BB & O

SignOut New Email Attach Email Task to Text to View  Plan Settings Sync
Task toTask toTask  Planner Task Planner task Tasks Settings

Account Apps4.Pro

@ ‘ @ 0 Version :1.2.1.0

e Manage License
Support Forum Feedback FAQs

Contact

Fig.1.5. Apps4. Pro Planner Outlook.

5 - Attach an email to Task

You can convert email to the task and the email will be automatically added as an
attachment to the task. To attach additional emails to task just drag and drop the email to
the task window. The email will be uploaded and saved as another attachment.
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“ Home
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SignOut New
Task

Send / Receive
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Email Attach Email
to Task

to Task
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~ @ My Tasks Plan Tasks ¥
3
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x|

& - New Task

=

o Plan ¢
P ‘....i # Conference
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&
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X ) -3 Manage License
Task to Text to View  Plan Settings Sync Support Forum Feedback FAQs

Planner Task Planner task Tasks Settings

Search

Title ¢ | Bucket T | Progress
test To do NotStarted
work1 To do NotStarted
Sorry for the inconvenience caused, Please download the To do NotStarted
RE: Remote Access To do NotStarted
Would appreciate an update on the dependencies upgre workload NotStarted
email attachment To do NotStarted
work To do NotStarted

Acq
Select task to attach email as attachment G Attach emailtotask | = 0 X

V' Show completed tasks ¥

x Q

¢ | Assigned To

Group by v

Monisha Raghuramiji
Monisha Raghuramiji
Monisha Raghuramji
Monisha Raghuramiji
Vinodha Ramji;Monisha Rat
Monisha Raghuramiji

Monisha Raghuramiji

NS vk odo |NoStried ___Morisha Roghurami

feducation todd To do NotStarted Monisha Raghuramiji
Qc fTEST 21 testh To do InProgress Monisha Raghuramiji
_I.TEST 21 testd To do InProgress Monisha Raghuramiji
E fTEST 21 work1 To do NotStarted Monisha Raghuramiji
i »
..
| [+ 1] I D

Fig.1.6. Apps4. Pro Planner Outlook.

6 - Sync Planner Tasks with Outlook Task

Sync Planner tasks assigned to you with your Outlook Tasks / To-Do / Reminders. You can
review the complete list of tasks assigned to you from your Outlook Calendar and To-Do
lists. Edit start and due dates from Outlook calendar/tasks and get it synced with your
Planner task automatically.
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Online Marketing Launch Events

Product Marketing ToDo1

ling Campaigns To do
Management To-Dos To do

Fig.1.7. Apps4. Pro Planner Outlook.

7 - Create / Edit planner tasks from Outlook

Now Outlook becomes your one-stop destination to Create or edit Planner tasks, drop into
the respective bucket and assign to user/group.

N e Wed 06.07-16 1053 Type 3 ne|
Al Unread ! 1“' e || mlex Darrow i N
4 Two Weeks Ago B Cogy RE: Telephone Bll for May 2016 Amears Testd
MOD Administrator ack Print sex Darrow; Management ToDcs
Secephed Teeshant BAL 0672016 8 gu -
MOD Admini . |
mansirator [
mmmmﬂﬂ“g MJ ¥
Wielcome to the Misdpement To-Dos of (S Formaed O Alex Darrow
rmuhlumm ? I oo E
mmumhun-l: :*W || RETeephone 8l for May 2016 Amears !
(R L [—
4 Theee Weeks Ago T lgnne c Management To-Dos v ado * 200716 m r.
Alex Darrow & b v Cov—
RE: GingerEa For G355 Latest Test Setup Please atiached the Invoica
Tak P Ginger For O Lot Test § 7% LS8 the Invcice fo the poyment.
E . E 5

Fig.1.8. Apps4. Pro Planner Outlook.

8 - Convert Outlook Task to Planner task

Convert your existing outlook tasks into Planner task and group it to respective Plan /
Bucket.
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Fig.1.9. Apps4. Pro Planner Outlook.

9 - Create & Assign tasks from Highlighted text

€2 Reply E2Reply Al 23 Forward

Tue 05-07-16 18:48
"_b' Zrinka Makovac
Stocks
w; Denis Dehenne; Sara Davis

To Katie Jordan; Molly Dempsey; Alex Darrow;

Action ltems

Did anybody see Marthuindls sbarl nrics soer the [ast three days? What do you think that means for our project?
E

) B Copy
e Wheo Is...
2 Smart Lookup e O 2z Hassouneh
Synchyms » Hminving's stock price ever the last three days
% Translate C Contess News * Tads « || Start Date ] | Due Date o

View Source e
=) Aziz, Can you please check this for me?

o | % Create Planner Task = —— -
Mdmme

Fig.1.10. Apps4. Pro Planner Outlook.
10 - Set Reminders for Planner tasks

Set reminders for Planner Tasks when it gets synced with your Outlook as Task /
Appointment.

Set default reminder time for all tasks/appointments based on Start / Due dateSet individual
reminders for each task when creating a new planner task / convert email to the task.
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Fig.1.11. Apps4. Pro Planner Outlook.
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11 - Link Planner tasks to an email item

You can link multiple Planner tasks to email. It helps you to identify the tasks that are
created/related to an email. You can able to update task details/post comments on Planner
tasks from this view.

File Message | Apps4Pro-Planner @ Tell me what you want to do
~ . ~ 3 » . -~
s X 21 2 (E 2 (3 Bvecing [ Movers? 3 To Manager Yo EaRules E| £ ==I > £ Find
\ Delete Arch Renly Renly F a E1 Team Email v Done " .mOneNute A Mark Cat ol el [ Related = .
. Delete Archive Rej € orward [ . = ove ssign  Mark Categorize Follow  Translate Zoom
s Junk Py EEMorer £ Reply&Delete ¥ Create New | M B actions- Pmiv ey O Select
Delete Respond Quick Steps B Move Tags B Editing Zoom ~
@ Teska  Taskl \
Plan 07092016 - Todo - NotStarted - Start date Due date
Title
s
N =1 =
Created by -Alex Darmow Zrinka Makoviy » -
Stocks - Select task to link to eil
Did anybody see b [ Onelote
Description -
Anne Wallace = Moyeto Clutter Plan: | Plan 07082016 V| C  ClRefresh =+ NewTask | Search Q Group by v
Add description Letsreschedule 1 o
My daughter will | X & TITLE BUCKET  PROGRESS | ASSIGNED TO ‘CREATED BY ASSIGNED BY |DUE DATE = COMPLETE
Junk »
Anne Wallace % Del ,/ Task 4 Todo NotStarted  Alex Darrow Alex Darrow Alex Darrow
. elete
Attachments. Let's reschedule 1 = # Task from Outlock  To do InProgress  Aziz Hassouneh  Alex Darrow  Alex Darrow
Hi Katie [ Archive... =
F L3 Todo NetStarted Alex Darrow
U Atach (L g Link Planner Task —
i 4 t:gk 3 Todo InProgress  Alex Darrow Alex Darrow Alex Darrow
%% Clearlinked Planner Task,
v Task 1 Todo NetStarted  Alex Darrow Alex Darrow Alex Darrow
DNS IP.txt [ T ¥ Convert To Task
minders: 13
L

Fig.1.12. Apps4. Pro Planner Outlook.

Please visit https://support.apps4.pro to get answers for frequently asked questions or
reach to us at below email addresses.

Support@jijitechnologies.com

Sales@jijitechnologies.com
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