
Welcome!
The tech talk will begin soon.

This presentation is being recorded.

The recording and materials will be available later this week at 

it.miami.edu/TechTalk

http://www.it.miami.edu/techtalk


Select Show Conversation (if necessary)

Enter your question in the Meeting chat.

Type your question in the compose box.

Click the Send icon      . 

Have a question during 

the presentation?



Who are we?

DIANNE RUBIN-ANDERSON

Sr. Business Systems Analyst, 

Integrated Solutions Support

UM Information Technology

MODERATOR

MARY VILLAUME

Microsoft Learning Consultant

Riddle & Bloom

CELIA MCFADDEN

Manager, 

Integrated Solutions Support

UM Information Technology

PRESENTERS



TECH THAT WORKS FOR U

Project Management Tools



Next Steps

Microsoft Lists

Microsoft Planner

Microsoft To Do

Task Organization in Microsoft 365
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Task Organization In Microsoft 365



SCHEDULING MEETINGSEmbrace A New Way Of Work With Microsoft 365

Content easily and safely shared

Information helps your workflow
Communications are in one place

Tasks are managed across apps

Track with rules, views & conditional formatting

Organize work into simple, powerful lists

Create and assign tasks

Drive team &  personal accountabilityAccess & work on files from anywhere

Track with activity & notifications

Coordinate over chat, audio, video

Quickly schedule and attend meetings

aka.ms/MSLists

aka.ms/MSLists


SCHEDULING MEETINGSLet’s Compare

To-Do

Manage your own 
personal to-do list

Create tasks from 

Outlook

Share lists and tasks 

with colleagues

Planner

Task management for teams

Managing projects with 

large number of tasks

Fixed metadata for fast and 
easy task management

Lists

Smart information tracking

Track inventory

Build event and travel 

itineraries

Use as a customizable 

database



Microsoft To Do



SCHEDULING MEETINGSMicrosoft To Do



Resources

• Microsoft Support Center: To Do

• Microsoft To Do Video Playlist

• Download Microsoft To Do

Resources

https://support.microsoft.com/en-us/todo
https://youtube.com/playlist?list=PLXPr7gfUMmKxRiq5RWgMqop-d8p8rh-2x
https://todo.microsoft.com/tasks/


Microsoft Planner



SCHEDULING MEETINGSMicrosoft Planner



Resources

• Microsoft Support Center: Planner

• Microsoft Planner Video Playlist

• Microsoft Planner for Onboarding

https://support.microsoft.com/en-us/planner
https://youtube.com/playlist?list=PLhkW8fwXRMcSRx7NlRD8M9OeTovf7Lydn
https://support.microsoft.com/en-us/office/onboarding-your-team-7b97c098-c3c3-495e-acbe-425dcca29685?ui=en-US&rs=en-US&ad=US


Tasks App In Teams



Microsoft Lists



SCHEDULING MEETINGSMicrosoft Lists



SCHEDULING MEETINGSBuilding Rules in Microsoft Lists



Resources

• Microsoft Support Center: Lists

• Microsoft Lists Video Playlist

• Microsoft Lists in the Real World

https://resources.techcommunity.microsoft.com/microsoft-lists/
https://youtube.com/playlist?list=PLXPr7gfUMmKxqMfsIjXZ3Y6cDsMjQcwJn
https://resources.techcommunity.microsoft.com/microsoft-lists/


Microsoft Training Resources

Find training resources and redeem this training code T-MVDEE6D21 at the MEC

Microsoft Educator Center (MEC)

https://education.microsoft.com/en-us/resource/18485a7b


Any Questions?

Any Feedback?



Next Steps



it.miami.edu/TechTalk

Visit Our Tech Talk Page

View past Tech Talks, watch recorded 

livestreams, access presentation 

slides and more.

Next Steps

it.miami.edu/techtalk


Give Us Feedback

Fill out our survey and let us know 

how we’re doing

Scan the QR code to the right 

using your phone’s camera

https://bit.ly/3eved4p

Feedback Survey

https://bit.ly/3eved4p


techtalk@miami.edu

it.miami.edu/techtalk

Get In Touch With Us

Get In Touch With Us

mailto:techtalk@miami.edu
https://it.miami.edu/techtalk


Thank you 

for attending!


