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Composition Bands M365 Migration Guidance

Microsoft Planner Plan Export to Excel Procedure
Overview

Microsoft Planner plans will migrate if they are connected to a Microsoft Team or Teams based
group. However, plans not connected to Microsoft Teams will not automatically be migrated.

This procedure will outline how to export from Planner; however, Microsoft Planner does NOT
have a built-in “import from Excel” feature to create or update plans directly. You will need to
copy/paste your excel data int your newly created plan however there are limitations with this
process.

Steps
Step 1:0pen Your Plan

1. Goto https://tasks.office.com or open Planner via Microsoft 365 (Office.com)
2. Navigate to the Plan you want to export.

Step 2: Access Plan Settings

1. Click the arrow to the right of the plan name in the top toolbar (More Actions Menu)
2. Select “Export plan to Excel”

@ Planner
® My plans > 8 Composition Brands = = 1~ v | P D Goals
@ Plan projects and complete tasks faster with the Al Plannefl 68 Export to Excel
1= EmooE I
Copy pl

Q Filter by keyword O copyplan

0: My day & Team files
[ Copy link to plan
A My tasks
Quick look Vv Task Name Vv @ Plan details

== IO

Step 3: Download the Excel File

1. The file will automatically generate and download
2. Open thefile in Excel

What’s included in the Export
The Excel file will contain a table with key task details, including:

e Task Name

e Assigned To

e Bucket (category)

e Progress status

e Priority

e StartDate

e DueDate

e Created Date

e Completed Date

o Description (if available)

Important Notes/Limitations

e Export provides a snapshot in time (not live data)
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e Attachments, comments and checklist items are not included
e Plans must be exported one at a time
e You must have access to the plan to export it

Tips for Use

e Use Excelfilters to quickly sort tasks by owner, status or due date
e Create pivot tables for reporting (e.g. tasks by user or status)
e Save versions periodically if you need historical tracking



