H??ng d?n s? d?ng
Planner

Planner la mot ing dung h{tu ich gitp quan ly céng viéc, quan ly ké hoach theo cach don gian, dé

tuong tac véi mot giao dién gon gang, hop ly.

Chuc nang cua Planner:

Tao ké hoach méi, xay dung nhém, phan céng tac vu va cap nhét trang thai.

Dinh kém tap tin vao cac tac vu, phoi hgp thao tac trén tap tin.

- Hoat dong trén nhiéu thiét bi.

Thong bao email.

e TRUY CAP PLANNER

e KHOI TAO PLANNER

e THEM THANH VIEN THAM GIA




TRUY C?P PLANNER

Budc 1: Vao trang cha https://office.com dang nhap vao hé théng bang tai khoan truong cap -->

chon Apps --> All apps --> chon Planner.

» M365 Copilot

Q. search

(O Chat

Agents
Explore agents

Create agent

All apps

ﬁ Add-Ins

E Bookings

‘ Calendar

35 Get more ap

‘ Clipchamp

Add-Ins Simplify how you schedule and manage Manage and share your schedule. Make and edit videos.
Conversations appointments both inside and outside...
Pages
& Create ‘ Connections u Engage ¢ Excel a Forms

B Apps ~——

Access personalized tools, news, and
resources.

@ Kaizala

A simple and secure mobile chat app for
work

Connect with coworkers and classmates,

share information, and organize aroun..,

- Lists

Allows users to create, share, and track
data inside lists.

Budget, plan, and calculate.

n Loop

Enabling teams to think, plan, and
create together.

Customize surveys and quizzes, get real-
time results

. OneDrive

Safely store files, photos, and more.

“

Sf{ People

Group, share, and manage contacts.

‘ Planner

Create plans, organize and assign tasks,
share files, and get progress updates.

a OneNote ﬁ Qutlook

Create a digital notebook. Email, schedule, and set tasks.

itdstdemo.2512345678...

Budc 2: Giao dién Planner

%
e

i1 Planner

O

© &) My Tasks £ grid [ Board

0: My Day Q All Private tasks Assigned to me Flagged emails = Filters
| @ My Tasks Task Name Plan \ Due date v Priority \» Progress «/ Quick look v

38 My Plans +  Add new task

Pinned

Pinned items will appear here.

No assigned tasks yet

Y o
——
O

Team members can assign tasks to you, and you can assign
tasks to yourself to start tracking your work.


https://office.com
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KH?I T?70 PLANNER

Budc 1: Chon My Plans --> chon New plan --> chon Simple Plan Templates cé san hoac chon

Basic dé tao ké hoach.

Create new

+

Basic
Start with grid and board

Templates 3
A ds
b v/ L~

Simple Plan Project Management Software Development Business Plan

.
.
v

4
©
=

Employee Onboarding

Budc 2: Chon Use Template
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< Templates X

Simple Plan

= Basic

Project Management

!v/ Simple Plan . )
Includes list, board, chart, and schedule views
- .
::’J Project Management
Simple Plan Grid  Board  Charts  Schedule
Backlog Up next In progress

Software Development
P + Add task + Add task + Add task

() Add additional information Pink  Green
to tasks

() Assign tasks

() Assign tasks to yourself or
team members

—_—
= % Software Development
O Customize bucke!

Edit the names of b
fit your needs, and &
as you see fit

O Add a checklist
() Add dependencies
() Add effort

(O Add duration

O Add notes

O Add attachments
() Add labels

08/09

Business 08/08

-

7.7 Business Plan
@0/7

o o

HR —_— Use template

Budc 3: dat tén ké& hoach --> chon Create

< Create a plan from a template x

Name *
l K€ hoach chuyén dai goi Internet I

Add to a group

Add to a group (optional)
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Chuc nang trong plan.

(1) Backlog: Day la nai chra tat cd cac y tudng hoac céng viéc chua dugc uu tién thuc hién ngay.

Giong nhu mo6t danh sach "dé lam sau"

Khi nao thém task vao day?

e Khi ban m&i nghi ra mét céng viéc nhung chua xac dinh thoi diém thuc hién.

e Khi chua c6 du thong tin hoac chua dugc phé duyét dé bat dau.

(2) Up next: Day la danh sach céc cong viéc da duoc uu tién va sé thuc hién sém (thudng la

trong sprint hoac tuan tdi)

Khi nao thém task vao day?

e Khi céng viéc da ro rang, cé deadline, va ban du dinh lam trong thai gian gan.

(3) In Progress: Cac cong viéc dang thuc hién ngay lUc nay.

Khi nao thém task vao day?

e Khi ban bat dau lam viéc thuc té trén task.

(4) Blocked: Cong viéc bi tam durng vi gap van dé hoac phu thubc vao ngudi khac.

Khi nao thém task vao day?

o Khi ban khéng thé ti€p tuc do thiéu thong tin, chd phé duyét, hodc gap 16i.



Planner & & ? @
13 My Plans > K& hoach chuyén déi géi Internet v > ) Grid 8 Board Schedule GG Charts B & Share ~
%0: My Day Q = Filters ~ (= Group by Bucket v
@ My Tasks Backlog 1 Up next 2 In progress 3 Blocked
99 My Plans +  Add task +  Add task +  Add task +  Add task
Pinned
(O Assign tasks (O Add additional information to tasks Enky el
Pinned items will appear here. : | add durstion O Customize buckets
1209 _) Add attachments 5

-
go

) Add labels

) Add effort

) Add dependencies
: ) Add notes

) Add a checklist

@or7

12/05

11/26

-
&

Aqua

() Add new tasks

11/28

o
go

Budc 4: Dat deadline va assign nguai thuc hién dé theo doi.

(1) Assign: Day la noi gan nguoi thuc hién cho task. Ban c6 thé chon mot hoac nhiéu thanh vién

trong nhém dé chiu trach nhiém

(2) Progress: Trang thai cong viéc:

e Not started (chua bat dau)
e In progress (dang thuc hién)

e Completed (hoan thanh)

Start date: Ngay bat dau céng viéc (c6 thé dé tréng néu chua xac dinh)

(3) Priority: Mic do uu tién:

Urgent (khan cap)

Important (quan trong)

Medium (trung binh)

Low (thap)

(4) Due date: Han chét hoan thanh task

Bucket : (Up next, Backlog, In progress, Blocked): Chon ding cét theo trang thai cong viéc
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(5) Checklist: Liét ké cac hang muc nhé thuc hién va tick chon hang muc trong danh sach céc

budc nho can thuc hién dé hoan thanh task.

it Planner

G0  MyPlans > K& hoach chuyén déi géi Internet ~ 5P B

Q

Backlog

-+  Add task

() Assign tash

= 12/09

Két qua:

K& hoach chuyén ddi goi Internet

O Thay thé dudng truyén Internet

é:'ﬂ Assign 1

0%

—
() Add label

Bucket Progress
Up next o O Mot started
Priority 3 Start date
*  Medium o Start anytime
Due date Repeat
12/05/2025 > Does not repeat
MNotes 4 *

ED ro

[:] Show on card

Type a description or add notes here

Checklist 0 / 4 5

Lién hé nha cung cdp Internet théng bao ddi goi cudc
Thuc hién thay thé

Kiém tra k&t ndi 8n dinh sau khi thay thé,

Mghigm thu

Add an itemn

ONONONONG®

E Show on card
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Q

Backleg

—+ Add task

() Assign tash

= 12/08

O Thay thé dudng truyén Internet

S o UMT ITD ST DEMO

{7 Add label
Bucket

In progress
Priority

& PMedium

Due date

1243172025

MNotes

Type a description or add notes here

Checklist 0 / 4

Thuc hién thay thé

Mghiém thu

ONONONON®

Add an item

R

Kigém tra k&t ndi &n dinh sau khi thay thé,

Progress
@ In progress
Start date

11/26/2025

Repeat

—» Does not repeat

Lién hé& nha cung cdp Internet théng bao ddi géi cudc

[:] Show on card

E Show on card
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it Planner

=0 My Plans > K& hoach chuyén déi géi Internet v
Q
Up next
-ask ~+  Add task
tasks Aqua

() Add new tasks

)
e~

11/28

La]

{

o

= Filters ~ (= Group by Bucket v

In progress

~+  Add task

() Thay th& duéng truyén Internet

Lién hé nha cung cdp Internet théng bao dé

Thue hién thay thé

Kig€m tra k&t ndi &n dinh sau khi thay thé,
() Nghiém thu

@ o2

1231 o

Pink Green

() Customize buckets

11/26 o
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THEM THANH VIEN THAM GIA

Budc 1: Chon view and add members

=0 My Plans > @ K& hoach chuyén d3i géi Internet

Q

klog

Add task

) Assign tasks

-

=) 12/09

Budc 2: Nhap thong tin thanh vién vao group dé tao nhém

Up next

Add task

Aqua

() Add new tasks

11/28

= =
Gi B %
= Filters ~ {= Group by Bucket
In progress
Add task
() Thay th& duéng truyén Internet
: ) Lién hé nha cung cdp Internet théng bao 48
) Thuc hién thay thé
5 ) Kiém tra két n&i 8n dinh sau khi thay thé.
<0 -
I Nghiém thu
& o4

12/31 o

Pink Green
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Invite members

Add members to create a group. Already have one? Choose an existing group.

o000

@ Create group (), Add to existing group

Your new group

K& hoach chuyén ddi goi Internet

Add members to create a new group

Demo1
demo.123@st.umt.edu.vn

Deme 789
demo.730@st.umt.edu.wvn

Demo 456
demo456@st.umt.edu.vn

Demo 02
demo02 @umt.eduwn

Demo 01
demo01@umt.eduvn

Demo 789
demo.789@umt.eduvn

Demo Faculty 3

Budc 3: chon Create group
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Invite members

Add members to create a group. Already have one? Choose an existing group.

olo

s Create group Q) Add to existing group

Your new group

K& hoach chuyén ddi géi Internet

Add members to create a new group

|_° Demol tnte-r name

Create group

Thém thanh vién vao ké hoach thay thé dudng truyén Internet.
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=0 My Plans >

Q

klog

4+  Add task

) Assign tasks

= 12/00

K& hoach chuyén déi géi Internet ~ o HH

K& hoach chuyén ddi goi Internet

O Thay thé dudng truyén Internet

S @ umt D ST DEMO

Type a name or email address

Assigned Progress

o UMT ITD 5T DEMO % X @ Inprogress

Mon-member
Start date

Suggestions 11/26/2025

o Demol \ Repeat

& Does not repeat

MNotes

Type a description or add notes here

Checklist 0 / 4

() Lién hé nha cung cap Internet théng bao ddi géi cudc
() Thuc hién thay the

() Kiém tra k&t ndi 8n dinh sau khi thay thé,

() Nghiém thu

Két qua: da thém dugc thanh vién demo.123 vao k& hoach.

=

E] Show on card

E Show on card

o]
=+

up by Bucket

truyén Internat

:8p Internet théng bé

1 dinh sau khi thay th

ats
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::: Planner

=D My Plans >

Q
klog

Add task

) Assign tasks

= 12/00

K& hoach chuyén déi géi Internet ~

Up next

Add task

Agqua

() Add new tasks

11/28

A
Sl

= Filters v (= Group by Bucket

0
e

@

go

=

In progress

Add task

O

Thay thé dudng truyén Internet

| Lién hé nha cung cép Internet théng bao dd
) Thuc hién thay the
Kigm tra két ndi 6n dinh sau khi thay thé.

Nghiém thu
© Qo

00
Demeoi

12/31

Pink  Green
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