Planner in Office 365

Cheat Sheet
Sign in and open
1. Use any browser to open the WPI portal at https://portal.wpi.edu.
2. Sign in using your WPI email address and WPI password.
3. Select the Office 365 app launcher Eat the top left of the portal.
4. Select the Planner tile in the app launcher.
Note: If you don't see the Planner option, you may need o\i/- Planner
to select All Apps or Explore all your apps to find it. - tﬂﬁ]
5. Click Recent Plans or All Plans to choose a plan.
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Use Planner in Groups

Group members and owners can add and view plans.

1. Open 0365 Outlook for the Web

2. Opena Group

3. Near the Group name click the Ellipsis to see more, then click Planner

Use Planner in Teams

Team members and owners can add and view plans.

1. Open 0365, click on Teams
2. Near the Team name click the Ellipsis to see more, then click Manage

Team

3. Click Apps, click Planner, click Available
4. Select options to create a new plan or use an existing plan, click Save.
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