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Methodology overview

This workbook provides a concise guide to the most common project management workflow
using Microsoft Planner (Project for the Web). The steps outlined below follow a typical project
lifecycle, emphasizing the roles and actions of the Project Manager (PM) and team members
within Microsoft Teams and Planner.

2. PM add files, 3. PM creates the
project schedule
with New Planner

& ol

1. PM creates a

calendar, events...
Teams Group

4. PM assigns the
schedule to the

Teams group &

7. PM Veriﬁes @ Project Management Wor... wamholam ?:E moh
progress and reports

P.roject Management with
[

- New Microsoft Planner (Project for the Web)
A »
Microsoft Planner ‘

]

B & VYoulube T3
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1. PM creates a Teams Group 28

Objective: Establish a collaborative space
for the project team.

Create a team
Ste pS : You're creating a team from scratch. More create team options

Team name *

Project Engineering Z I

Open Microsoft Teams.

Click on "Teams" in the sidebar.

Select "Join or create a team."

Choose "Create team" and select

"From scratch."”

Name the team (e.g., "Project Alpha

Team") and add a description.

6. Set the privacy settings (Public or
Private).

7. Click "Create" to finalize the team

setup.

PObPE

o
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2. PM add files, calendar, events...

00 Objective: Organize project

documentation and schedule i) General Posts Files v Note: @
Important dates' T Upload ~ B Edit in grid view B Share e Copylink  7s
0 Steps: Documents > General
1. Within the new Teams group, B Wemes Hira i
naV|gate to the "FiIeS" tab E| ""IPrnjecl Charter.doax A few seconds ago Wiry
2. Upload essential project
documents.
3. Go to the "Calendar" tab. o
4. Schedule project kickoff

meetings, milestone reviews,
and other key events.
5. Invite relevant team members to these events.
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3. PM creates the project schedule with New Planner

[0 Objective: Develop a
detailed project schedule

outlining tasks and deadlines.

[ Steps:

1.

2.

Open Microsoft
Planner.

Create a new plan and
name it (e.g., "Project
Alpha Schedule").

Use existing templates
if available, or create a
custom plan.

Add tasks, set due
dates, and categorize
them by phases or
workstreams.

¢ Templates

Project Management

,’ Simple Plan
| Il Project Management

# Commercial Construction

Software Development

m 3 Software Development

ﬁ Sprint Planning

Business

7.7 Business Plan

_:4 Employee Onboarding

Project Management

= Basic & Premium

Includes all basic views, schedules, timelines, goals, people views and more

Project Management Grid  Board  Timeline
Initiating Planning
+ Add task + Add task

Identify Goals and Objectives O Prepare Facilties

Develop Strategies and Plans
rrrrrrrrrrrrrr

Research Previous Experience

Key benefits

* Structured conceptualization of your project's goals and scope.
* Systematic planning guidance.

* Organize your action plan.

* Keep track of progress, finances, quality control.

Project Management Workflow Methodology with Microsoft New Planner

Conduct Team Ori

Assign Responsib
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4. PM assigns the schedule to the Teams group B

[0 Obijective: Link the
project plan to the Teams

group for seamiess ¢ Create a plan from a template ~
collaboration.
0 Steps: _—

1. In Microsoft Teams, Engineering PRoject Z

navigate to the

appropriate team.
2. Click on the "+" icon to Y

add a new tab. Project Engineering Z X
3. Select "Planner” from

the options.
4. Choose the existing
plan created in the

previous step.
5. Add it as a tab for easy access.

Add to my pinned plans
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5. PM Assigns Team Members to tasks &

[1 Objective: Delegate
responsibilities and ensure
clarity on who is doing what.
0 Steps:

1. In the Planner tab
within Teams, open the
project plan.

2. Click on atask to open
its details.

3. Assign the task to the
appropriate team
member(s).

4. Add any necessary
details or attachments
to the task.

PE

12

13

Jun4-Octd

Grid  Board Timeline Charts People Goals <+

Naime ™

() ~Engineering project Z

O
Q
O

O

O

O

o
Q

uw O

6 O

1l

120

@]
O

v Initiating
v Develop Project Charter
|dentify Goals and Objectives
Develop Strategies and Plans
Research Previous Experience
Develop Project Charter
~ Develop Preliminary Project Scope Statement
Conduct Planning Waorkshop
Document Project Costs and Benefits
Develop High Level Work Breakdown Structure
Caonduct Peer Review
Prepare Preliminary Project Scope Statement
> Planning
> Executing
> Menitering and Centrolling

> Closing

General FPosts Files Notes Channel Calendar Engineering PRojectZ ~

Quick laok ™~

O
o
O @oe
O @or
O ©oe

Assigned to

Duration
88.5 days
12 days

8 days

1 day

1 day

1 day

uliev ||:\ ter text to search

o a|a aja|a|a | a)ala

5 days

Unassigned

(2
ﬁ:’ Virgil ANDREI

@ Andrei Morcow
° andre\.vll%\:e(GUEST)

4 days

1 day

15 days

1 day

1 day

0.5 days
27 days
18 days
25.5 days

6 days

Project Management Workflow Methodology with Microsoft New Planner

Risk
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6. Team Members are updating tasks

[0 Objective: Ensure team members - R
are aware of their responsibilities and ngines
keep track of progress.

D StepS: Task created by Virgil ANDREI on 06/04/2024

1. Team members receive % (§ visi AvoRe
notifications about new P
aSSig n me nts ) Bucket Progress Priority

2. In Microsoft Teams, navigate to © Completed 7
the Planner tab or use the Planner i o i
app.

3. Review assigned tasks and their Hee

. Develop the Project Charter and present it for approval to proceed with the project.

detalls_ P ) P PP P proj

4. Update task status (e.g., "In
Progress," "Completed") and add
comments or documents as
needed.
5. Use the "Files" tab in Teams for B it
document collaboration.

Attachments

10
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7. PM verifies progress and reports {4

|:| Ob. t. M t PE General Posts Files Notes Channel Calendar Enginesring PRojectZ v (5] ® o
J Jund - Octd Grid Board Timeline Charts People Geals 5, ) Baseline = Filters (0) &J Conditional coloring (@]

project progress and -

report updates to 2 1 PoueRE T p— » %
stakeholders. e . . R
|:| Ste pS : 4 0O |dentify Goals and Objectives o Qo $ day 0%
s O Dev ans dQ@oz Q day — pS0%

i s @ [ O Qor [ 0 day —

1. Regularly review SR Q110Y §wm  —
the project planin | © IS =
Planner_ e Q § virgil AnDREI 0.5 days 0%
2. Check task statuses | ° i (o0 s -
and completion o oo
rates. A : . .
3. Use Planner's built-  + o <swweromaron S -
8 O Qbtain Resources ] da 0%

in charts and
graphs to visualize progress.

Export data or use Power Bl for more detailed reporting.

Share progress reports with stakeholders through Teams or email.

ok

11
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8. Conclusions

This workbook outlines the essential steps for managing a project using Microsoft Teams
and Planner. By following this workflow, Project Managers and team members can
effectively collaborate, track progress, and ensure the successful completion of projects.

12
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