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Rocks, Pebbles, Sand

https: / /www.youtube.com /watch?2v=v5ZvL4as2y0




FranklinCovey’s
Time Matrix

From Manage Your Time
Like a Pro: 7 Tips for
Doing What Matters
Most

https: / /www.franklincov
ey.co.uk /toolkits /7 -tips-
for-doing-what-matters-
most /

U

rgency

HIGH — LOW

Importance

LOW

Important

Notimportant

Urgent

Ql Necessity

© Deadlines for high-impact goals
© Pressing problems

@ Last-minute tasks to clear roadblocks
© for boss or peers

& Crises

Q3 Distraction

@ Iirrelevant meetings
@ Low-impact objectives

© Responding to low-priority questions,
© requests, and email

© Comfortable tasks others can do

Not Urgent

Q2 Effectiveness

Planning for high-impact goals
Process Improvements
Coaching and feedback
Strategic relationship buliding
Creative thinking

Innovation

Qh Waste

© Aimless email checking
© Busywork

© Reports nobody reads
© Procrastination

<, FranklinCovey




/ Habits of Highly Effective People

BEGIN WITH THE PUT FIRST

BE PROACTIVE END IN MIND THINGS FIRST

THINK WIN-WIN

SEEK FIRST TO
UNDERSTAND,

SHARPEN THE

SYNERGIZE SAW

THEN TO BE
UNDERSTOOD
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Microsoft Tasks
By Planner
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YouTube Tutorial:

https:/ /[www.youtube.com/watch?v=ZtsKOA6KnLO

Ultimate Task
Management

Manage your To Do’s

Assign Tasks to Others

Include Notes, lists, comments & files
Attach Deadlines

Get Reminders

Track Tasks easily

Integrate with To Do and Outlook
calendar

* Integral part of a Team



Use the Tasks App in Teams

https: / /support.microsoft.com/en-us /office /use-the-tasks-app-in-teams-e326 393 -
2e07-4b62-9a8c-fd706c12c070



https://support.microsoft.com/en-us/office/use-the-tasks-app-in-teams-e32639f3-2e07-4b62-9a8c-fd706c12c070
https://support.microsoft.com/en-us/office/use-the-tasks-app-in-teams-e32639f3-2e07-4b62-9a8c-fd706c12c070

Shared Plans — Team Channel Tab

2
a General Posts Files Reflect Staff Notebook Tasks v

= ’ A new Planner experience is coming soon to Teams. Learn more

ode

w

: : All Active ¥ Filter - List
=7 Curriculum and Scheduling Team ... -

— Task title Assigned to

v Main Channels g

General +  Add a task




Shared Plans

The Shared plans section of
Tasks shows you plans that
have been added to channels
in Teams. You choose from a
list of teams and channels
and find the plan you're
looking for. You can then
work with the plan as usual in
Board, Chart, or Schedule
view, or in the List view
unique to the Tasks app.

L) ’ Tasks by Planner and To Do

D =

o), My tasks To Do
- () Tasks
‘O: My Day

Calendar

S

! Important

Calle Planned
s Z Assigned to me
SHROE v F  Flagged Emails
I = Flagged Emails
Shared plans Planner
o
OneNote Registration Phire Requests - Ogrp

Registrar's Management Team - Ogrp

ﬁ Curriculum and Scheduling Team - O...

Tasks
Task title
—+  Add atask
(O  Rule About Rooms and Location on




All Active Filter v List Board Charts Schedule

Task title Assigned to Priority Due Bucket |

\dd a t
() Negotiate prici - Elva Hebert J 7/8 Pre-P
\_J g pricing ... va neper re-Process
() Record suppliern.. @ @ Elva Hebert ' 7/11 Pre-Process
() Evaluate supplie... 0 @ @ Greta Gilliam ik 7/18 Pre-Process
e

() Review supplierss... @ 7/30 Pre-Process

A unique feature of the Tasks app how it
displays tasks and information associated

LiS'l' view with them in rows and columns. This is called
List view, and allows you to change many
tasks at once, or filter your tasks.




(2 Search or type a command

Assigned to

Prionty

Due

- ¢ @F '
Useful Features g = 98

c 08 a
Assign Tasks e @ 1avis ibeat

Track Priority orplas = 39
Stay on Track with Due Dates : 368

Filter Tasks by Status, Priority,
Assigned To, efc.

View Tasks in multiple formats: List,
Board, Charts, Schedule




Test

Adding a Task

When adding a task, you first input
the basic information (title, assigned to,
priority, due, bucket).

From there, you can click on the task to
add more information, such as:

= Start Date

" Progress

= Notes

" Checklists

= Attachments

" Comments Add attachmer




You've been assigned a task

O Get notifications about

e Planner tasks
Review Schesuing Wabite The Tasks app provides notifications for Planner tasks which
- will show up in your Teams activity feed both on your desktop
and in the Teams mobile app. You'll get a notification when:
Go to task

e Someone else assigns a task to you

e Someone else assigns an urgent task to you

® Someone else makes a task assigned to you urgent

e Someone else makes a task assigned to you not urgent

e Someone else changes the progress of a task assigned to
s Microsoft YOU

e Someone removes you from a task's assignees

Miller, Megan J. assi : 2:54 PM : :
’ Viller, Megan J. assigned you https: / /support.microsoft.com/en-us/office /manage-planner-

A tass notifications-f6a32f83-058d-4f392-988d-8a2e932820ec

Review Scheduling Website

Curriculum and Scheduling... > General



https://support.microsoft.com/en-us/office/manage-planner-notifications-f6a32f83-058d-4f39-988d-8a2e932820ec
https://support.microsoft.com/en-us/office/manage-planner-notifications-f6a32f83-058d-4f39-988d-8a2e932820ec

Exporting to Excel — Web App

I. Goto
https: / /tasks.office.com /mail.

missouri.edu/en-
US /Home /Planner/

2. Select the plan you want.

3. Once on the plan, select the
three dots (see screenshot)
and export to Excel.

Grid Board Charts Schedule ***

Conversation

Ongoing Tasks Members rojects
+ Add task Files ask
Notebook
Sites zquisite Check
Completed tasks 1

Pin

Export plan to Excel

tasks

Copy link to plan
Plan settings

Add plan to Outlook calendar



https://tasks.office.com/mail.missouri.edu/en-US/Home/Planner/
https://tasks.office.com/mail.missouri.edu/en-US/Home/Planner/
https://tasks.office.com/mail.missouri.edu/en-US/Home/Planner/
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A ’ Planner 18 My plans > Product Launch Plan £ B8 Grid &2 Board Schedule (& Charts & Contoso Team (18) G Share v & Trial

(=)

~t 0. My Day Q Filter by keyword = More Filters {= Group by Bucket

o0e

{9)!

St (@ My Tasks

Initiating Planning toring and Co

& 88 My Plans H H

s - Add ask eWw Vversion IS e
Q -+ New Plan C m H I

. Schedule Documentation o I n g ° Check inon

Pinned ? -
D - () Develop Strategies and Plans () Document Scope Management P|

5 Conbies Tare @ The new Microsoft Planner: A unified

= B 1722 T B 1727 . .. .

experience bringing together to-dos Check in on
m My Career Plan

- () Identify Goals and Objectives () Set up Project Bok tasks lans and projects - Microsoft
l AR Vendor Onboarding Communi’r Hub

ontoso Team
= 11723 e = 1114

Marketing Campaign

Sales and Marketing

I ) Product Launch Plan

() Provide Product Documentation Documentation

|‘;§S} ~ Setup Project Standards and

- Procedures
vocumentation

() Develop Cost Benefit Analysis

(O Prioritize backlog Prepare Fachites

() Obtain Resources

() ) 11728 e -

Schedule =] 11721 aj



https://techcommunity.microsoft.com/t5/planner-blog/the-new-microsoft-planner-a-unified-experience-bringing-together/ba-p/3977998
https://techcommunity.microsoft.com/t5/planner-blog/the-new-microsoft-planner-a-unified-experience-bringing-together/ba-p/3977998
https://techcommunity.microsoft.com/t5/planner-blog/the-new-microsoft-planner-a-unified-experience-bringing-together/ba-p/3977998
https://techcommunity.microsoft.com/t5/planner-blog/the-new-microsoft-planner-a-unified-experience-bringing-together/ba-p/3977998

