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Task Management at its Simplest: 
Project Online and Planner the Best of Both Worlds
Presented by Jacques Goupil

September 14, 2017



Agenda
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1. What is Task Management

2. Overview of Microsoft Project, 

Planner, and Team Productivity

3. Linking Plans to Tasks in Project 

Online

4. When to Use Planner vs Project 

Online

5. Question and Answer



Learning Objectives

At the end if this webinar, participants will understand the differences 
and use cases for Office 365 Productivity tools (highlighting Project 
Online and Planner)

Participants will be able to:

1. Understand Task Management and Work Management

2. Project Planner and Project Online overview – task/work 

management 

3. Integrate Planner with tasks in Project Online

4. Get started using Planner (assigning tasks, track progress, and 

communicating with your team)

5. Determine when to use Planner and when to use Project Online
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Managing Partner
Jacques.Goupil@ppmworks.com
www.linkedin.com/in/JacquesGoupil

• Microsoft Community Leader Award 2012 - 2017
• PDD Instructor and Speaker at PMI Conferences 2012-2017, Project Summit 

2013-2017, Microsoft Project Conference 2012/2014, Project Virtual Conf 2015

© 2017 PPMworks.com 
All rights reserved.  No part of this material may be reproduced, in any form or by any means, without express written permission 
from PPM Works, Inc.

(617)340.9190

• Board Member of the Boston YMCA, and Boston & South Florida MPUG Chapters 
• Lead SME and writer for the MCTS Exam 70-178, Managing Projects
• MPUG Project 2010/2013/2016 Certification Instructor
• Life-long trainer and consultant with strong background in project management, 

specializing in developing and improving PM processes for clients and training
• Volunteer with the YMCA, enjoy traveling with family, and training for races
• PMI member since 2004

Presenter: Jacques Goupil, PMP, MCTS, MCP

http://www.linkedin.com/in/JacquesGoupil


Upcoming PPM Works Events

Hope to see you there
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Event Date

PMI® Mass Bay PDD 2017 September 22-23

Microsoft Ignite September 25-29

PMI® Minnesota PDD 2017 September 25-28

PPM Works Webinar: Microsoft's Complete Work 
Management Solution

September 28 12 PM

Boston PPM Community Meeting October 4 5:30-7:30 PM

PPM Works Webinar: The Scheduling Formula October 10 12 PM

Project Summit Business Analyst World Boston October 16-19

Dashboard in a Day Workshop October 26 8-9:30 AM



Session Goals
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Understanding the 

Microsoft Work 

Management Solutions

Tips and Tricks for 

both New or Mature 

Organizations

Equip You to Get 

Started Today

Quick Reference on 

Steps to Get Started

Make the Most of Your 

Time

Fast-pace, 

Condensed Content

Use Chat for questions

Time for Question and Answer



Questions for You

What tools is your organization using today to facilitate 
collaboration and manage effort?  (O365, Shared 
Drives, Yammer, etc)

How do you know…
1) who is working on what?

2) when things are due? 

3) if they can be completed on time?

4) if people are working on the right things at the right 
time?
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What are you Managing?

Task management is the process of managing a task through its life cycle. Task 
management is performed by the individual assigned to the task and does not involve 
others but is still important to the company. 

Work management is a set of software products and services that apply workflow 
structure to the movement of information as well as to the interaction of business 
processes and human worker processes that generate the information.

Project management is the discipline of initiating, planning, executing, controlling, and 
closing the work of a team to achieve specific goals and meet specific success criteria.

Project Portfolio Management (PPM) is the centralized management of the processes, 
methods, and technologies used by project managers and project management offices 
(PMOs) to analyze and collectively manage current or proposed projects based on 
numerous key characteristics.
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How You Work



Tools for all uses

Seamless

Browser &

Desktops

Calendars

& Schedules

Content 

Management

Enterprise

Social &

Messaging

Flexible

Reporting 

& Analytics 

Integrated solutions for individuals, teams and major programs

MICROSOFT’S PROJECT AND TEAM PRODUCTIVITY SOLUTIONS

Task 

Management

Best experience across devices

P ORT F OL I O 

M A NA G EM ENT

E N T E R P R I S E

T E A M S
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M A NA G EM ENT
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MICROSOFT’S PLANNING AND TEAM PRODUCTIVITY TOOLS

P O RT F O L I O  

M A N A G E M E N T

E N T E R P R I S E

TA S K  

M A N A G E M E N T

A D  H O C  T E A M S
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M A N A G E M E N T

F O R M A L  T E A M S

W O R K

M A N A G E M E N T

I N D I V I D U A L S

• PM and local teams

• Premium

• Professional

• Essentials
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To-Do

Wunderlist
Office 365 Planner

Project Online

Enterprise Capacity 

Management

Formal project and

programs delivery

Project Online (PPM)

Groups & Teams



Project Online and Planner
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A D  H O C  T E A M S

P R O J E C T

M A N A G E M E N T

F O R M A L  T E A M S

W O R K

M A N A G E M E N T

Planner

Project Online

An Office 365 App  

to create a team, build a 

plan, assign tasks and 

check progress. Planner is 

about simplicity & ease of 

ramp up and use. 

A scalable solution for 

schedule, resource, cost 

and time management. 

Templates, wizards and real-

time reporting improve 

controls, while team sites, 

notifications and apps guide 

team members to deliver 

better results. Designed for 

advanced and formal project 

management approach and 

allows for Adhoc as well.

Foundational solution for 

groups, lists, workflows 

and content sharing. 

SharePoint

Plan, Manage

Execute



Stages of Excellence
Basic World-Class

Enterprise

PPM is optimized across 

the enterprise with a 

focus on continuous risk 

mitigation and value 

creation

Project portfolio 

performance and risk 

data is understood and 

can be compared at the 

individual, cross-LOB, 

and enterprise levels

Senior leadership is able 

to leverage PPM analysis 

when allocating funds to 

various portfolios 

Ability to measure and 

benchmark entire 

portfolio lifecycle

Your Opportunity

V
a
lu

e
 t

o
 O

rg
a
n
iz

a
ti
o

n

Ad hoc

No Portfolio 

Inventory or Process 

-“Just Do It/FIFO”
-Success is random
-Poor transparency

Project

Inventory

Processes are defined & 

documented, and most 

projects are aligned to 

Business Driver

All projects are 

consistently captured in 

a project inventory

Project

Portfolio

Portfolio analysis is 

repeatable, predictable, 

and consistently used to 

evaluate and optimize 

project portfolio selection 

Portfolio Management 

teams are able to 

understand, analyze, & 

recommend optimal 

portfolio bundles and 

schedules to technology 

and business partners

Cross

Portfolio

PPM is adopted and used 
consistently across 
multiple organizations 
and portfolios

Portfolio Analysts can 
compare and leverage
portfolio analysis
information across 
multiple departments 

Consistent measures 
enable cross portfolio 
analysis, selection, 
planning and 
management that 
supports predictive 
modeling and internal / 
external benchmarking

Roadmap to PPM Maturity

Crawl Walk Run                           Well-oiled Machine

Across the Organization



When to Use Planner vs Project Online
Use Case Planner Project Online

I need to track tasks but I am unfamiliar with project management tools. X

I want to quickly enable my team to use OneNote, Outlook, SharePoint. X

I am resistant to learning a new tool. X

I prefer a detailed WBS, with task dependencies, and task tracking against baselines. X

Our organization uses timesheets to track task progress. X

I need to track progress for all my projects and the portfolio level with executive visibility. X

I need to create custom views, groups, and filters for tasks X

I want to easily track risks, issues, and deliverables X

I want to manage my project schedule in Microsoft Project and allow the flexibility for 
team members to track and progress their tasks where they prefer. I need visibility of 
progress and who is doing what.

X X

I want a simplified visual that displays who is doing what and what progress has been 
made.

X X
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Best of Both Worlds

• Tool integration allows for using both Planner and Project Online

• Manage smaller efforts and brainstorming using Planner

• Reduce granularity on project schedules using Planner to link smaller 
action items tracked in plans to tasks in projects
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Use Case Scenario #1

Diane Prescott is a product marketing manager for Contoso, which 

specializes in cutting-edge consumer technology. She’s leading the 

planning efforts for an upcoming tech conference where Contoso will 

showcase one of its newest products, a virtual reality headset named 

the Wingtip. She spends most of her time coordinating tasks by email 

and debriefing on progress with her team once a day by phone.  

Contoso has robust project management software, but it’s much too 

involved for Diane, whose expertise is in marketing, not project 

management.  

20



Use Case Scenario #2

Diane Prescott is a product marketing manager for Contoso, which 

specializes in cutting-edge consumer technology. She’s leading the 

planning efforts for an upcoming tech conference where Contoso will 

showcase one of its newest products, a virtual reality headset named 

the Wingtip.  She spends most of her time coordinating tasks by email 

and debriefing on progress with her team once a day by phone. Diane 

has her PMP designation and has prior experience using Microsoft 

Project Standard. She would like to replace her daily phone calls and 

emails with Team Members.   
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Task Management
Project Creation, Task Updates, and Document Approval WorkflowProject Creation, Task Updates, and Document Approval Workflow

Leveraging out of the box Project Creation and tracking/approval 
capabilities



Risk / Issue Management

Flexible Reporting including Excel, Power BI, Dash boarding



Team Collaboration and Doc Management

Easy Collaboration with Project Site and Documents at a project 
or task level.



Planner Task Board 

Customizable columns

Customize each board to 

the exact needs of your 

team, process, and content.

Interactive Boards

Track and organize 

your team’s work by 

moving cards between 

columns

Visual and engaging

Document previews, 

images, and summary in 

stats make it easy to get 

an overview

New Office 365 service

Fully integrated into the 

suite and Office 365 

Groups

My work organized

Access the Planner 

Hub, My Tasks, and 

all Plans ordered by 

activity 

Build your team

Built in experience for 

adding members and 

assigning work



Planner Task Details

Conversations

Discuss each task to get things 

done.  Conversations show up 

in Outlook clients and are 

powered by the Outlook 

services.

Documents and attachments

Easily upload new files, attach 

links, or pick from existing 

OneDrive for Business content

Focus on the details

Rich details experience include 

progress, start and due dates, 

assignments, and description.

Custom labels

Highlight key tasks with 

colorful customizable labels. 

Checklists

Breakdown complex 

items into manageable 

steps.  Jot down ideas to 

make progress (GA)



Planner Hub and Charts
Built in Charts

See the latest stats.  Drill 

into charts to see specific 

tasks for each category.

Favorite Plans

See stats across your 

favorite plans 



Use Case Scenario #1

Diane Prescott is a product marketing manager for Contoso, which 

specializes in cutting-edge consumer technology. She’s leading the 

planning efforts for an upcoming tech conference where Contoso will 

showcase one of its newest products, a virtual reality headset named 

the Wingtip. She spends most of her time coordinating tasks by email 

and debriefing on progress with her team once a day by phone.  

Contoso has robust project management software, but it’s much too 

involved for Diane, whose expertise is in marketing, not project 

management.  
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Creating a New Plan

To begin using Planner:

• Select the App Launcher

• Select Planner 
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Create a New Plan

To create a new plan:

• Select New Plan

• Enter the name

• Enter an email address (optional)

• Make it public so the entire 
organization can see it or private 
for only plan members 

• Entire a description to differentiate 
from other plans

• Select Create Plan
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Add Members

Creating a plan also creates a new Office 365 Group. Collaborate with 
your group in OneNote, Outlook, SharePoint an other apps. The email 
address goes to Outlook Conversations.

Add people to the plan:

1. Select Add Members

2. Type in the name or email address

3. Select the person’s card when it appears
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Add Tasks

To add tasks:

• Select + below the To do

• Enter the name in Type a task name 

• Select Set due date (optional)

• Click Add task

• Type in new task names and click enter to 
quickly add new tasks 
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Add Start and Due Dates

• Click on the task to open for editing

• Select Start anytime and select the Start Date

• Select Due anytime and select the Due Date

• Click on Dismiss X  to save and close
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Buckets

Buckets organize tasks into workstreams, project phases or 
topics.

• From the plan board, select Add new bucket

• Type in a name and then enter

Note: If you do not see Add new bucket

• Select Group by

• Select Buckets

• Tasks can grouped by bucket, assignment, or progress

35

Tip: Bucket names can 

be changed



Add Comments 

To add comments on a task:

• Click on the task to open the window

• Select Type your message here in the comments area

• Type in your comments 

• Select Post
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Add an Attachment

To add an attachment:

• Click on the task to open the Window

• Select Attach in the attachments area 

• Select Browse SharePoint or Upload a file

The first time you attach a file, photo or link to a task, that attachment 
becomes the task’s preview picture.
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Subscribe to Email Updates

To receive emails:

• Select More… at the bottom of the links

• Select Subscribe to email updates

You will receive an email when:

• A plan member adds a comment to a task

• A task is assigned or reassigned to any plan member
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View Plan Progress

Every plan has a board and 
charts.

• Board – flexible way to organize 
your team’s work

• Charts – display plan progress, 
with details about what is 
complete, in progress, not 
started, and late

Select Board or Charts to toggle 
between the two views.
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Linking Plans to a Project Task

Coming soon! As this new enhancement is rolled out, some 
environments will see the new Planner Link to command on the Task 
ribbon in Project Pro already.

40

This update is only 

available for Office 

365 subscriptions.



Linking Plans to a Project Tasks

The guide will open to the left of the project schedule.

• Select the link to view a list of Office 365 Groups

• Start typing to search for a group
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Linking Plans to a Project Task

When selecting the plan you will see who will be added to the group.

What happens if the group has more then one plan?

You will be prompted to select the plan.
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Both the project and 

the task must be 

published to create 

the link.



Linking Plans to a Project Task

Once the link is created a link will appear in Link to guide and an icon 
will appear in the indicator column. 

• You can link to multiple plans

• Clicking the link takes you to the plan
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Linking Plans to a Project Task

You cannot link two different tasks to the same plan. You would not be 
able to distinguish which task the plan progress was being made 
against. 
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Call to Action

Calls to Action
• Start incorporating these techniques 

today

• Request a recording copy @ 

info@ppmworks.com 

• Request PDUs 

• Check out upcoming events, blogs, and 

webcasts

• Get LinkedIn with me (Jacques Goupil)

• Ask questions and use the tool!

LinkedIn: www.linkedin.com/in/jacquesgoupil/ and
https://www.linkedin.com/company/ppm-works-inc
Our Site:  www.ppmworks.com
Blog:  http://blogs.ppmworks.com

http://www.linkedin.com/in/jacquesgoupil/
https://www.linkedin.com/company/ppm-works-inc
http://www.ppmworks.com/
http://blogs.ppmworks.com/


Why PPM Works
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▪ Gold Microsoft Certified Partner exclusively focused on Microsoft Project, SharePoint, and Office 365

▪ Some recent Experience includes Allergan, Medtronic, Plantronics, Shire, Synopsys and many more…

▪ We believe in partnering with you, exceeding expectations to build long lasting success.

▪ Our team's experience runs deep with Microsoft.

▪ Over 225 Project Server implementations and Trained thousands of students

▪ Delivered dozens of Industry presentations (Microsoft Project Conference, Project Summit, PMI 

Conference)

▪ Created hundreds of webcasts and blog articles

▪ We have contributed to the new release of Microsoft Project and Project Server for the past three cycles 

and share our expertise as volunteers for Microsoft, PMI, MPUG, and Project Summit.

▪ We guarantee your success and our results – we are not done until you are a satisfied client reference



Why Clients Choose PPM Works

• Quality of Services Are Unmatched

• Trusted Experience 

• Listening Comes 1st

• Proven Methodology and Templates

• Competitive Pricing

Our Philosophy:  We believe in honesty, integrity, and dedication – our passion for success 

drives our team. PPM Works core values start with family and health first to provide the 

most for our clients.
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Question and Answer
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Contact Us
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Address: 30 Newbury Street, Boston, MA 02116

Phone: 888-858-3060

Email: info@ppmworks.com

Web: www.ppmworks.com

We’d Love to Hear From You, Get In Touch 

With Us!



PDU’s for this Webinar

PPM Works is a PMI® Registered Education Provider (R.E.P.). We do offer PDU’s for 

this webinar. To claim your PDU please email info@ppmworks.com with your 

PMI number and reference this webinar. 

PMI® is a registered mark of the Project Management Institute, Inc.
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Upcoming PPM Works Events

• PMI® Mass Bay PDD 2017 – September 22-23

• Microsoft Ignite – September 25-29

• PMI® Minnesota PDD 2017 – September 25-28

• PPM Works Webinar: Microsoft's Complete Work Management 
Solution – September 28 12 PM

• Boston PPM Community Meeting – October 4 5:30-7:30 PM

• PPM Works Webinar: The Scheduling Formula – October 10 12 PM

• Project Summit Business Analyst World Boston – October 16-19

• Dashboard in a Day Workshop – October 26 8-9:30 AM
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PMI® Mass Bay PDD 2017 September 22-23

Microsoft Ignite September 25-29

PMI® Minnesota PDD 2017 September 25-28

PPM Works Webinar: Microsoft's Complete Work 
Management Solution

September 28 12 PM

Boston PPM Community Meeting October 4 5:30-7:30 PM

PPM Works Webinar: The Scheduling Formula October 10 12 PM

Project Summit Business Analyst World Boston October 16-19
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