
SERVICE NAME 

PLANNER 
 

SERVICE DESCRIPTION  

Microsoft Planner takes the chaos out of teamwork and enables you to get more done with the time at hand. Planner makes 

it easy for your staff group to create new plans, organize and assign tasks, share files, chat about classes or scheduling, and 

get updates on progress in real time. 

Each plan has its own board, where you can organize tasks into buckets similar to a Kanban board. You can categorize tasks 

based on their status or on whom they’re assigned to and to update the status or change assignments, just drag and drop 

tasks between columns. 

Built for Office 365, Planner lets you attach files to tasks, work together on those files, and even have conversations around 

tasks without switching between apps. With Planner, all your team’s discussions and deliverables stay with the plan and 

don’t get locked away across disparate applications 

LEARNLINK ADMINISTRATION 

What happens when you turn Planner on?  

 Enables staff to create and manage plans within Planner  

 Enables students to interact with Planner 

USE CASE - STAFF 

Senior staff may look to Planner as a tool to organise small project that have multiple tasks assigned to other staff members, 

for example excursions or sport events. 

Staff can assign tasks to students as part of a project and monitor their progress in real time, no more lost homework. 

USE CASE – STUDENTS  

Plans are also a great way for students to organize schoolwork (when the plan has been created by their teacher). 

RISK CONSIDERATIONS  

Data is stored in the South East Asia data centres  (Singapore and Hong Kong) 

SCHOOL RESPONSIBILITY  

Requesting access to manage this service within the school environment means the school takes on responsibility for 

ensuring the users of this service within their site are trained appropriately, the service is used within standard DECD policies,  

RESOURCES 

Planner Training Videos:  

 https://support.office.com/en-us/article/sign-in-to-microsoft-planner-fe43c972-5a95-4071-86d4-423a64a3b21e  

Plan an Event:  

https://support.office.com/en-us/article/sign-in-to-microsoft-planner-fe43c972-5a95-4071-86d4-423a64a3b21e


 https://support.office.com/en-us/article/video-plan-an-event-1c38ad8d-9201-42de-8a7b-1e68fcef1769  

Microsoft Education Channel:  

 https://www.youtube.com/channel/UCG_FV4WjnZqtm6sux2g069Q  
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