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Ex4

77y Tasks in TEAMS — 3 Sources

A Better Way To Work

1.  Own Tasks from Posts/Chats
2. Own Tasks from Outlook

3. Shared Tasks in Channels e.g. Projects + Meetings

Using 'Planner’ App

WorkingSm@rt
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Ex4

/7y 1. Own Tasks from Posts/Chats

A Better Way To Work
Slide

\3. General Files Wiki —+
. veos o)

Tim Gunning 09:43 Edited [1 save this message
Progress Report 2 Edit
Maria Fontes, Alice Wales 1] Delete
Please can you add your update to the Report linked by 6/7/20 53 Mark as unread
Thanks

& Copy link
John

9 Share to Outlook
a Progress report.docx Create a Task from a Post at Translate

Office Party for WorkingSmart > General 5 Immersive Reader

« Reply <> Pin
Create a new poll K\ Turn off notifications
@ Create work item
WorkingSm@rt
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Ex4

/7y 1. Own Tasks from Posts/Chats

A Better Way To Work
Slide

1.Edit Su_bject

(+ Deadline date in brackets) 2 Add Due date v000¢ B

. . ) [] Save this message
Tim Gunning 0 () Suggest a theme
Progress R & Edit
Maria Fontesy A Create in Priority Due date @ Delete
Please can you @ Tk v T Medim _ & Mark as unread
Thanks
Notes & Copy link
JOhn Tim Gunning in Test Office Party for WorkingSm@rt training/10 Entertainment at 5 June 2020, 10:09 am:
Suggest a theme 9 Share to Outlook
Please make a suggestions
Progre a@% Translate
W J https://teams.microsoft.com/l/message/19:c82b2b19b1964decad8f94cchf18fdcf@thread.skype/15913481608337
Office P2 tenantld=77e3846d-6c48-4f5b-80cd-381d2adaa3 1e&groupld=1150fb8f-2¢Ta-4d15-80e0- P T Reader
5b1023bd4e298&parentMessageld=1591348160833
& Reply s Pin
rate a new poll K\ Turn off notifications

rate task

rate work item

WorkingSm@rt
© 2022 Priority Management International Inc 4



Date
Activate

Do Today

1. Own Tasks from Posts/Chats

: | Delegate | Delete

I
Urgent Not Urgent

1. Edit Subject n

(+ Deadline date in brackets) .

Tim Gunning 09:4
Progress Rep

Suggest a theme

Maria Fontes, Alid Create in Priority
Please can you a 8l i * Medium v
Thanks
Notes
JOhn Tim Gunning in Test Office Party for WorkingSm@rt training/10 Entertainment at 5 June 2020, 10:09 am:
Suggest a theme
Please make a suggestions
Progress

https://teams.microsoft.com/l/message/19:c82b2b19b1964decad8f94ccbf18fdcf@thread.skype/1591348160833?
Office Part tenantld=77e3846d-6c48-4f5b-80cd-381d2adaa31e&groupld=1150fb8f-2c9a-4d15-80e0-
5b1023bd4e29&parentMessageld=1591348160833

¢« Reply

| Add Task

WorkingSma@rt
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& Copy link
1 Delete
£? Pin

Open conversation in new window

Create a Task >
from a Post




2. Own Tasks from Outlook

A Better Way To Work

p Search

File Home  Send /Receive Folder J View J Developer Help Meeting Series

G &Y HEEE B B 6 E|HE|D E

: E . :
Change View Reset Day | Work | Week Month Schedule “ Color Use TightergDaily TaskjFolder Reading To-Do
View v Settings View Week View [ W v Spacing pane v Pane v Bar v
Current View Arrangement N Color
= d
< November 2022 > | Today < > 26-30December 2022 Westminster, England ~ ;Oca}'z' Minimized Work Week
MO TU WE TH FR SA SU
Moz 3 A s Monday Tuesday Wednesday Thursday Off
7 8 9 10 11 12 13 26 27 28 29
14 15 16 17 18 19 20 : —_— Arrange By >
D Boxing Day; United Kingdom D Vancouver Monthly Sales F
21 22 23 24 25 26 27 =
28 29 30 i s 2 . -
20:00
[
December 2022
MO TU WE TH FR SA SU Show tasks on: Due Date

1 2 3 4
5 6 W ‘& 9 10 ‘11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1

2] 1 ¢]

Presentation Overview b Project Report Ask John for Presentatio... John - submitted presen...

Weekly Review

- = Tasks in Outlook
Mail Calendar People Tasks -
under Calendar

WorkingSm@rt
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3. Shared Tasks in Channels

A Better Way To Work

Add Planner’ Tab in Channels

o ey pee——rE
Ac%-\%ty Teams = ﬂ Learning Materials posts Files Wiki 2more v+ = O Meet ~
@ Your teams Group by Bucket ~ Filter ~ List  Board Charts  Schedule
Chat
Office Party for WorkingSmart MASTER
()] To do Maria Fontes John Reece Annz
Teams General
0 Enteranment + Add task -+ Add task +  Add task T
)
Calendar 20 Food
% 30 Budget (O Send presentation to John (O review presentation
calls Learning Materials Completed tasks 1 v
D PO  Priority Management Operations (O Add dates to report
Files Hidden teams

B Ad d tas k (O Review Q1 Presentation
Tasks by Pl...

WorkingSm@rt
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Ex3

‘M Add ‘Planner’ as Tab (in any Channel apart from Private)

A Better Way To Work

\‘i. 30 Budget Posts Files Wiki

Click + to add Tabs

Click on ‘Planner’ App

WorkingSm@rt

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel Kearch Q
More apps

Recent ~

‘ .
Planner
A 1= Rl Sl -

Miro

Wiki Excel

OneNote

] -Jel=]~]-

Cisco Webex  Document Forms
Meetings Library

Polly Power Power Bl PowerPoint
Automate

© 2024 Priority Management International Inc




W Add ‘Planner’ as Tab

(in any Channel)

A Better Way To Work
\" 30 Budget Posts Files Wiki :
a Click + to add Tabs
' Planner About X
@ Create a new plan
Tab name
Party Budget Actions
Name!
(_) Use an existing plan from t ‘
Looks like this team has existing plans. S¢€ N B U n I q u e nameS:
Existing plans
e Team +Channel
+“Actions”
(] Post to the channel about this tab Back m
WorkingSma@rt
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Ex4

@Z Shared Tasks: Add Tab in each Channel

A Better Way To Work

\"n 30 Budget Posts Files W'k' Click + to add Tabs

Add a tab X
Turn your favorite apps and files into tabs at the top of the channel Kearch Q
More apps

Recent ~

plel-Je¥=]-]-

Tasks by Wiki Excel Cisco Webex  Document Forms
Planner an.. Meetings Library

g

Power Power Bl PowerPoint
Automate

WorkingSm@rt
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Ex4

A Better Way To Work

@Z Shared Tasks: Add Tab in each Channel

\‘!. 30 Budget Posts Files W““

WorkingSm@rt

© 2022 Priority Management International Inc

Tasks by Planner and To Do About X %
Tasks makes it easy to stay organized across all your Planner and To Do tasks. Q
E/ Create, assign, and track tasks individually or collaboratively with your team, L

and see everything come together in one place.
Learn more

Change Name!
NB unique names:
Team +Channel
+“Actions”

Tab name
Party Budget Actions

Existing plans

Post to the channel about this tab

Back




Ex4

/7 ‘Shared Tasks: Group in ‘Buckets’

A Better Way To Work
\”. General Posts Files Wiki Progress report jParty Gen Actions v

B Board B Charts Schedule Filter (0) ~  Group by Due date
Late Today This week
+ Add task + Add task + Add task
O Action O Action O Action by 29/7
To do To do To do
& 29/07 @ 31/07
‘ Tim Gunning PO Priority Management Operations ‘ Tim Gunning

Collaborate with

Shared Tasks Assign and Date Visible by all

in the TEAM

WorkingSm@rt
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Ex4

/7% Planner Tab - Monitor progress

A Better Way To Work

ﬂ Learning Materials Posts Files Wiki | Party/Learning Actions D 2 C 6 - & Meet -~

Group by Due date v Filter ~ List  Board

Status Bucket

+ Add task

Late
3

Tasks left

(O Review Party Budget

Meeting Actions

Tasks Status

Late Task

(O Review Q1 Presentation
Meeting Actions To do
& 05/11

WorkingSm@rt
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Ex4

72777 ‘Planner’ Overview ALL Tasks in one place

A Better Way To Work

& < Q. Saar <= 2 Priority Mansg, A.&
Q c Planner © My Tasks
9 ‘6 My Day A Flagged Emails <73 All Active = Filter
B | & MyTasks
. R
92 My Plans Task title Source Priority  Due |
eocis Add  task
Pinned
& O Add Legacy slides to WSMT e General / PM Products/Gen Acti 422
N Workshop Logistics Actions
= PM London non-products > 10 W O  Prepare for Workshop G 10 Workshop Logistics / Waorks. 4/22
mesri § Party Budget Act
| 4 sl o f.‘-?r:f,.,,:;‘ O Update TEAMS slides o 10 Workshop Logistics / Works... 4/22
: 2 T |< ' t k ‘ ° | Petedmicionse QO Advanced Teams @ @ Private Tasks 729
. WI I a S S r O I I I u O O Workshop Logistic Plan ©  MB!/1G:: BofA & WebEx functionality update 21 @ Flagged Emails 429
PM London non-p 2
O Wetch Ignite presentations o @ Private Tasks 4730
e O Tim/Rich? Draft 21/3/24: Al: What do we say about Al, and what training dowe a.. #1 @& Flagged Emails 51
.
3. Shared Tasks in Channels

4+ New plan

WorkingSm@rt
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ﬁ/&// Tasks on Navigation Bar - Using Desktop App Version

A Better Way To Work

Try It

Q ‘ Planner

(=) C
Right Click to Pin
(2 Open in new window ‘Plaﬂnel’, tO the

® About Navigation Bar
S

Add ‘Planner’ App on Navigation
Bar for Own + Shared Tasks carch for

orkshop Logistics Actions
PM London non-products

'@ Uninstall
OneNote

(@

OneDrive

@ « Party Gen Actions

Calendar
Planner ® TEST Office Party for WorkingSmart
% g £ . Workshop Logistic Plan
wee PM London non-products

Calls Word Copilot Workflows

PowerPoint

Planner

\,; Party Budget Actions
'»  Test Office Party for WorkingSm@rt

anc...
) o

OneDrive . @ .

Viva Insights Meeting Power Apps
Capture PM

WorkingSm@rt 4+ New plan

© 2024 Priority Management International Inc
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Ex4

/7y Overviews: Pin ‘Tasks by Planner & To Do .. on Navigation Bar

A Better Way To Work

Tasks by Planner and To Do

Teams

Add ‘Tasks by Planner & To Do’ A

on Navigation Bar Sales Invoices i D
for Own + Shared Tasks —— _—

Assigned to me
Sore By Plannet] Q

My tasks To Do

@ Tasks

i (e

KL/TG ToDo Shared List Test &8

3 more lists

SearCh for Tasks by Planner and To Do
‘TaSkS by Planner & TO DO’ Stay organized across all your team and individu...
. . . Jon Products

> Right Click > Pin _ P

Shared plans Planner

don non-products

Pin ‘Tasks' to the

Navigation Bar
WorkingSm@rt
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Overviews ALL Tasks via Navigation Bar

A Better Way To Work

* < Q  Search =+ & Priority Manag.. A,& = a X
L ¢ Planner iz © My Tasks
Activity

= -0- My Day All rivate Tasks Assigned to me Flagged Emails 3 All Active = Filter v
& | @ My Tasks
Teams
88 My Plans Task title Source Priority ~ Due |
Calendar -+ Add atask
Pinned
Q) (O  Add Legacy slides to WSMT ok =« General / PM Products/Gen Acti... 4/22
Calls . Workshop Logistics AS
- PM London non-products (O  Prepare for Workshop gol =10 Workshop Logistics / Works... 4/22
; j Party Budget Actions
Costoire V. Tes:téfﬂce Ea,[y for WorkingSm@ b))  Update TEAMS slides o “ 10 Workshop Logistics / Works... 4/22

B \! Party Gen Actions 2nced Teams ® () Private Tasks 4/29
Planner ® TEST Office Party for WorkingSmart
Workshop Logistic Plan afA & WebEx functionality update 21 & Flagged Emails 4/29
248 PM London non-product;

My tas ks 21 (@ Private Tasks 4/30

21 @& Flagged Emails 5/7

Apps

Own & Shared Tasks Assigned to you

-+ New plan

WorkingSm@rt
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Overviews ALL Tasks via Navigation Bar

A Better Way To Work

5] < Q  Search = &2 Priority Manag... A& = o X
Ad%w ' Planner @) 88 My Plans + Newplan & Tial @
E:a -0 My Day Q Recent Shared Personal Pinned

& ) My Tasks

Teams

> 7% PM London non-products

Calerir > "!. Test Office Party for WorkingSm@rt training
s Workshop Logistic: > B Demo HR Team
PM London non-produc
(@

OneDrive \,. Party Budget Actions
® Test Office Party for WorkingSm¥

@ \q‘ Party Gen Actions
Planner ® TEST Office Party for WorkingSmart

\’5 TEST Office Party for WorkingSmart

ondon Products

My Plans
B Shared Tasks from TEAMS Channels

Workshop Logistic Plan
PM London non-products,

and other places

> TASK MANAGEMENT Development Europe/Singapore

TEAMS Project Execution

> ' Teams Practice

+ Newplan

WorkingSm@rt
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Overview Own Tasks: Private Tasks’

A Better Way To Work

[+ 7] < Q. Search -« & Priority Manag... A& - u) X
£ &€ Planner [ ©) My Tasks
Activity
52 0~ My Day All [ Private Tasks] Assigned to me Flagged Emails {3 All Active ~ = Filter ™
oy 8 My Tasks
Teams
83 My Plans Task title Priority ~ Due
Calendar t e Add a task
Pinned
(S O  Advanced Teams B 4/29
Calls

Workshop Logistics Actions

o PM London non-products > 10 Wo (O  Watch Ignite presentations 21 4/30

OneDrive \q Party Budget Actions
B Test Office Party for WorkingSm@rt

%) v, Party Gen Actions
Planner ®  TEST Office Party for WorkingSmart

Workshop Logistic Plan

PM London non-products

ses

Apps

Own Tasks Own Tasks Own Tasks
from: from: from:

Important = Tasks marked Important in To Do app

' T Posts/Chat Outlook To Do App
WorkingSm@rt
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Overview Own Tasks: ‘Assigned to me’

A Better Way To Work

* < Q. Search ;% Priority Manag... A& — (n) X
Q ’ Planner = ) My Tasks
Activity
cC:i 0: My Day All Private Tasks ~ [EECCUIOCGRGINTIN  Flagged Emails 2 All Active ~ = Filter
6 @ My Tasks
Teams
99 My Plans Task title Source Priority ~ Due
Calendar + Add a task
Pinned
Q:) (O  Update TEAMS slides O =< 10 Workshop Logistics / Works... 4/22
Cals Workshop Logistics Actions
PM London non-products > 10 Wo ()  Prepare for Workshop O “ 10 Workshop Logistics / Works... 4122
\,.]- Party Budget Actions ) _
® Test Office Party for WorkingSm@rt O Add Legacy slides to WSMT ¢ General / PM Products/Gen Acti... 4/22

o Party Gen Actions
'™ TEST Office Party for WorkingSmart

Workshop Logistic Plan
pee PM London non-products

Shared Tasks
from Channels:

+ Newplan Assigned to me

WorkingSm@rt
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A Better Way To Work

Overview of Own Tasks: ‘Planned’ — has ALL your Tasks!

i

Activity

)

on
Chat A

sy, @ My Tasks
Teams

- . Planner

My Day

oo
= My Plans
oo My
Calendar
% Pinned
e Workshop Logistics Actions
PM London non-products > 10 Wo
(@} .
Gnebiive v Party Budget Actions
®»  Test Office Party for WorkingSm@rt
@ v Party Gen Actions
Planner ®  TEST Office Party for WorkingSmart
Workshop Logistic Plan
%22 PM London non-products
Apps

WorkingSm@rt

+  New plan

Q0O 00 0 O 0 OFs

< Q  Search

) My Tasks

Private Tasks Assigned to me Flagged Emails

Preplre for Workshop

Upda®g TEAMS slides

Advancld Teams

MB! / TG\ BofA & WebEx functionality update

Watch Igni®g presentations

Own Tasks
from:

Posts/Chat

Kt 21/3/24: Al: What do we say about Al, and what training dowe a... 21

& Priority Manag... A& — a X

v All Active v Filter ~

Source Priority  Due |
Ee = General / PM Products/Gen Acti... 4/22
0 = 10 Workshop Logistics / Works... 4422
o #« 10 Workshop Logistics / Works... 4/22
B () Private Tasks 4/29
21 & Flagged Emails 4/29
21 () Private Tasks 4/30
& Flagged Emails 577

Shared Tasks from
Channels:

Own Tasks
from:

Own Tasks
from:

Outlook ToDo App  Assigned to me
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Ex3

7only Overview ‘Shared Tasks'

A Better Way To Work

ﬁ < Q. Search !07 Priority Manag... A& = o X
Ac%y ‘ Planner & 85 My Plans + Newplan @ Tial @
5:2 O My Day Shared Personal Pinned My Teams Shared TaSkS

1 . from Channels:

Teams

Calenda
' R Meeting actions 4 B &3 Shared Just now Demo HR Team > Meetings
% Pinne
Calls oo . :
Workshop Logistics Actions % Acti b Test Office Partv for WorkingS

. B o, mararchies > {0 Wo \..- arty Budget Actions L; Open est Office Party for WorkingSm@rt tr...

OneDrive Party Budget Actions
'™ Test Office Party for WorkingSm@rt Workshop Logistic Plan y Rename PM London non-products

Party Gen Actions
® TEST Office Party for WorkingSmart

Workshop Logistics Actions 9 . I PM London non-products > 10 Works...
Workshop Logistic Plan Pln p an
PM London non-products

\!‘. Party Gen Actions . TEST Office Party for WorkingSmart...
R Hide
Apps o . " oo
Rich Tim Mike Shared &% Shared 4h ago
Tim's Plan April 24 &3 Shared 4h ago TEAMS Project Execution

Execution Plan &8 Shared 15 Apr Test Office Party for WorkingSm@rt tr...
Resize &3 Shared 3 Apr TEAMS Project Execution
Party Gen/Actions &% Shared 13 Mar DAERA Office Party Team > General

-+ New plan
WorkingSm@rt
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777 Overviews ALL Tasks via Navigation Bar

] My tasks
Own & Shared Tasks Assigned to you

Tasks by Planner and To Do

&? All Active ¥ Filter v List Board Charts  Schedule
Tasks
Task title Assigned to Priority  Due Bucket |
~+  Add a task
O Review Presentation e @ 1/28 To do
O Send presentation to PMO @ Clare Peck 1/21 Clare Peck
O Review Q1 Presentation e Clare Peck Clare Peck
O review presentation @ Priority Management ... PMO
O Add dates to report e Priority Management ... PMO

hared plans

"= 30 Budget

Learning Tasks
Learning Materials

Tasks

Learning Materials

< <
1

<<
1

Shared plans
WorkingSmert Shared Tasks from Channels (Own + Others)
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V7ol Overview Own Tasks: ‘Tasks’

A Better Way To Work

Priority Management London @ = X

Ac%y F Tasks by Planner and To Do
@ M t k All Active ¥ Filter v
chat y adsSKS

U — .
= | Tasks | Different
- . 3 Priority  Due |
B e Selections of
Planned ‘ ’ sk
S My Tasks
Calls <= [ Assigned to ma — ated from a Post 10
(O Task Created in Outlook 1/10
O Task Created in To Do 1/10
— Own Tasks Own Tasks Own Tasks
Important = Tasks marked Important in To Do app from: from: from:
St B Posts/Chat Outlook To Do App

© 2022 Priority Management International Inc




Ex4

77l Overview Own Tasks: ‘Assigned to me’

A Better Way To Work

Q, Search

Priority Management London @ = X

Ag%w Tasks by Planner and To Do
@ = All Active ¥ Filter v
Chat
(o) My tasks To Do Assigned to me
Teams

@ Tasks
'

Task title |
Important

9 Priority ~ Due
Source
Planned <+ Add a task

(O  Send presentation to John

Calendar

Learning Materials / Party Trans...

Shared plans Planner

n Office Party for WorkingSmart MASTER

Hidden teams

Shared Tasks

from Channels:

Assigned to me
WorkingSm@rt
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Ex4

77 Overview of Own Tasks: ‘Planned’ — has ALL your Tasks!

A Better Way To Work

Q Search +++  Priority Management London @ = X

L =4 Tasks by Planner and To Do

Activity
% - All Active ~  Filter ~
&5  Mytasks ToDo Planned
o @ Tasks Task title Priority  Due |
c%fs O Alamedtoime O atask @1 = 25 PMWSM Teams Actions
O  look at task map = 25 PM WSM Teams Actions
O 90 Practice Channel / TPE Practi...
QO  Project upd® 90 Practice Channel / TPE Practi...
QO Reviev script 247 25 PM WSM Teams Actions
O Taskfor Tim
O Workon slides Planner task Own Tasks Own Tasks Own Tasks | Shared Tasks from
O s from: from: from: Channels:
O Task2 Only Tasks that have a due date
WorkingSm@rt O Create new TEAMS timing sheet Posts/Chat Outlook ToDo App  Assigned to me
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Overview Shared Tasks’

A Better Way To Work

—t R

- Tasks by Planner and To Do

Activity
@ = All Active ¥ Filter ~ List Board Charts  Schedule
Chat —
& My tasks To Do Learning Channel Actions
Teams
(@ Tasks
V' import Task title Assigned to Priority  Due Bucket |
Calendar
3 Planned + Addatask
o* :
Calls =csigpecioine (O  Review Presentation @@ 1/28 To do
(O  Send presentation to PMO e Clare Peck 1/21 Clare Peck
O Review Q1 Presentation @ Clare Peck GREVPPEN  Clare Peck
Tasks by Pl...
S h d I O review presentation @ Priority Management ... PMO
p -, dshgatos to report @ Priority Management ... PMO
ﬂ Office Party for WorkingSmart MASTER
v= Budget/Party Actions
30 Budget

v= Learning Tasks

Learning Materials Shared TaSkS
from Channels
~  learning Materials :

WorkingSm@rt Shared Tasks — All
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Ex4

~/7%rf;" Microsoft To Do App: ALL Tasks on multiple devices

A Better Way To Work

' & Microsoft To Do

PO Priority Management Operati...

M iC I’OSOft TO DO enquiries@prioritylondon.com ¢ g Flagged emai I
Search P

3 My Day v Flagged today 1

O CID 420616 e
B Today - &

Y7 Important

(M  Planned 78

&  Assigned to me

I B Flagged email 1

() Tasks 110

5 Includes Flagged Emails
= KL/TG ToDo Shared List T... &5 1

= Project Tasks Archive "

+  New list o5

WorkingSm@rt

28
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