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Apps4.Pro Planner Manager Edge
Extension — User Guide

Apps4.Pro Planner Manager is a web-based extension that can be installed in Edge Chromium
browser. This extension helps you to successfully export all planner data to excel file from selected
plan, you can use this exported excel file as template and import the template into another plan.
Using this app, you can also update existing Planner tasks. This extension supports following key
features:

e Generate tasks and statistics report from multiple plans.

e Create new task, update and delete tasks.

e Create custom fields and update custom fields in individual tasks.

e Create new plan, update plan, add bulk members from CSV or Excel and copy members
between Plans (Group).

e Export tasks from multiple plans.

e Import tasks to new plan in new group / new plan in existing group / existing plan.

e Import tasks includes User assighments, Checklist, Attachments, Comments, Custom Fields,
Task Dependencies, WBS and other common fields.

e Copy task’s attachment file from old plan’s group to new plan’s group.

e Bulk update existing tasks using Excel.

e OneDrive Backup: You can configure automated schedule job to backup tasks in OneDrive
storage.

1. How to install
You can install this add-in from Edge Store using below link:

https://microsoftedge.microsoft.com/addons/detail/apps4pro-
plannermanager/dikkemgbicnfdghhdpaahkdkgbddphmn

2. How to access

Once you have installed this extension from Edge Store, you can access the add-in by clicking the app
short-cut icon from top-right corner of your Edge Chromium browser as shown in below image.

{3 Extensions x | + - X
& @) @ Edge | edge://extensions Yo [ 3= e
Extensions

Installed extensions [ Load unpacked # ] Pack extension () Update

O Search installed extensions
From Microsoft Store
43 Extensions
I 7 Apps4.Pro PlannerManager 1.1.3.1 o
Keyboard shortcuts Helps you to Export / Import tasks to Excel from Microsoft Planner
ID dikkemgbicnfdghhdpaahkdkgbddphmn Inspect views

=

Details  Remove
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3. Permissions required
No special permissions required. The user account should be a member of all the plans in which you want
to manage tasks.

4. Steps to get started
Before proceeding to work with this app features, go to Account tab and sign-in with your Office 365
account under both Account & Graph API Account sections.

Home Plans Export Import OneDrive Backup Account Settings

-Account

You have signed-in as : Admin@ _.onmicroscft.com
Sign Out ()

Graph Api Account

You have signed-in as: Admin@ . onmicrosoft.com

5. Reports and Task Management
You can pick multiple plans and instantly generate tasks report. In report grid, you can easily select
required tasks and update details with quick actions.

5.1 All Tasks report
Select required plans in plan picker and click Generate button to populate tasks from selected plans.

Home Import ‘OneDrive Backup Account

2 plan(s) selected 1 v All Tasks 2 Generate EgfEdit Columns

+Add [FfEdit (BProgress [ElStartDue Date [ Delete Task [ Bucket S Assignee <Jlabel EnCopy [E Move

Drag a column header and drop it here to group by that column

] Plan Name Task Title Bucket Progress Assigned to Start date Due date PercentComplete
Test Plan This is support mail To do InProgress MOD Administrator 50

D Test Plan This is user mail To do InProgress MOD Administrator 9

O Test Plan TestSOC T To do NotStarted Alex Wilber 3/5/2018 4/18/2018 0

O Test Plan Test Task 4 - Edit 2 To do InProgress Alex Wilber 50

O Test Plan Test Task 3 To do NotStaned Alex Wilber 3/5/2018 4/18/2018 0

" 4 n » > 100 ~ items per page

By default, the task report populates only limited number of columns, if you need more columns,
click Edit Columns button and add required columns as shown in below image.
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Home Plans Export Import OneDrive Backup
2 plan(s) selected A All Tasks

-

Edit Columns

Available Columns

Selected Columns

D Task Id Plan Mame e
Task Title
Plan Id
D Bucket
ChecklistltemCount
Progress
Comments
Assigned to .
D Last Comment e n7/2019
Start date
Task Url e T
O Due date r
Created date
” PercentComplete i
D Created by

ShowOnCard
Modified date

| Modified by

IsOverDue

D o m Cancel 52018

5.2 Quick Actions

5.2.1 Add Task
Click Add (+) button to create a new planner task.

5.2.2 Edit Task

You can edit individual task either by double-clicking on the required task or select the required task
and click Edit button to open the Edit Task window. You can update task details, post comments,
upload attachments and update custom fields.

Edit Task X

This is test task ()
8, AlexWilber
Plan Bucket Progress

Test Plan Todo ¥  InProgress v « 9 > 63%
Start Date Due Date Label:

Select a date B Selectadate &= . . .
Description Show on card

Test task description

Checklist Attachments Custom Fields Comments

Show on card

Checklist item 1 (]
Checklist item 2 [}
Checklist item 2 (]

Add an Item

Note: To update custom field values, you should have already created custom field settings for the
task’s associated plan. You can refer the below section (10.1 Custom Field Settings) to know more
about how to create custom field settings
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5.2.3 Update Multiple Tasks
You can select multiple tasks and update task fields, Progress, Start date, Due date, Bucket, User
Assignment and Label.

5.2.4 Delete Tasks
After selecting required tasks, you can click Delete button to remove the tasks permanently from
Planner portal.

Note: You can’t recover the deleted tasks, so be cautious before deleting tasks.

Home Plans Export Import OneDrive Backup Account Settings:

2 plan(s) selected v || Al Tasks v m EiEdit Columns

+Add [Z{Edit | (WProgress [E|Start/Due Date [i] Delete Task [ Bucket S Assignee <Jlabel EgCopy [BMove

Drag a column header and drop it here to 2 bup by that column

[] Plan Name Task Ti Bucket Progress Assigned to Start date Due ds
REZF-mail

D Test Plan gltification doesn't To do InProgress MOD Administrator
receive

This is support task

Test Plan & O main task O To do InProgress W.Adam 41712019 4/18/2
Test Plan This is support mail To do InProgress MOD Administrator
Test Plan This is user mail To do InProgress MOD Administrator

5.2.5 Copy Tasks
You can copy existing Planner tasks into different plan with task attachments and comments.

Import OneDrive Backup Account

2 plan(s) selected A All Tasks v m EJEdit Columns

+Add [#Edit (@Progress [ElStart/Due Date  [i] Delete Task  EJBucket S Assignee  ¢JLabel E\@bopy B Move

Drag a column header and drop it here t Copy Task
[] Plan Name

Task Title Start date

Select a Plan to copy tasks

RE: E-ma Test Plan 2 ¥
[ Test Plan notificatio br
receive
Selectabucket Todo hf
nmn s Include Attachments AMTIR019 | 41812
& 00 main

Include Comments
Test Plan This is su br

Test Plan This is usf 0 “ br

5.2.6 Move Tasks
You can move existing Planner tasks to different plan with task attachments and comments.
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5.3 Usage and Statistic Reports

You can generate following usage and statistic reports:

Import OneDrive Backup Account Seitings

v m EfEdit Columns

Drag a column hg

I:I Plan N All Tasks

Home Plans Export
2 plan(s) selected v All Tasks
+ Add Ed
lﬁ‘ General

All OverDue Tasks

O Test A

Members with Unfinished tasks
O Test H
|:| Test A Bucket with their tasks

0

All Unassigned Tasks Members with their tasks(All Tasks)

Top N Members with Unfinished tasks Top N Busy Members in Next M days

Plan with their overdue tasks

Report

Description

Members with their tasks (All
Tasks)

Reports members with their task count for selected
plans.

Members with Unfinished Tasks

Reports you the unfinished task count against each
member from the selected plans.

Top N members with unfinished
tasks

Reports you the top N members with tasks that are in
progress. Here, N is selected by you.

Top N Busy Members with in next
N days

Reports you the users with most tasks for next N days

All Unassigned Tasks

Reports you the tasks which are not assigned to anyone.

Buckets with their Tasks

Reports you the task’s count for each bucket in a plan.

Plans with their Overdue Tasks

Reports you the task’s count against each plan which are
not completed within a duration.

All Overdue Tasks

Reports you the tasks which are not completed within a
duration.

5.3 Report Grid -> Filter, Grouping and Search
You can easily filter the report by adding proper condition with every available column and you can
also group report by dragging required columns into grouping panel.
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Home Plans Export Import OneDrive Backup Account Settings
Search .
3 plan(s) selected ~ | Al Tasks - BAEdit Columns e -
+Add [Z{Edit (@Progress [ElStar/Due Date [l Delete Task Bucket R Assignee <Jlabel EQCopy [EMove
1 Plan Name 1 Bucket
Task Title Bucket Progress Assigned to Start date PercentComp|
v Te! ] Select All Show items with value
0 To do Multi-Select Filter Is equal o
[J End of Life
RE: E-mail [ In Stock &
O Test Plan notification doesn't [[J Legend MOD Administrator 50
receive 0 items selected lt M
This is support task Filter Clear
Test Plan DOLDER o WAdam Is equal to v 21
& O main task O
&
O Test Plan This is support mail  To do InProgress MOD Administrator 50
Filter Clear
O Test Plan This is user mail To do InProgress MOD Administrator 79

5.4 Save current view as Report

Once you have applied required filters and grouping, you can easily save the current view as new
custom report by following the steps shown in below image. You can access the custom reports from
Report Picker panel.

Import OneDrive Backup Accoun

nt
3 plan(s) selected v All Tasks - @ BAEdit Columns

+Add [#Edit [(BProgress [E]StariDue Date [ii] Delete Task [E=|Bucket S} Assignee Jlabel EnCopy [EMove ﬁ EgSave
+ Bucket

] Plan Name | Task Title Progress Assigned to Start date Due date
v Todo _
Save current view as report
O Test Plan 2 3 To do NotStarted
RE: E-mail Test Report
T : .
[l est Plan notlr!callon doesn't To do InProgress
receive

6. Plans
6.1 Reports
You can generate All Plans and All Groups report.

6.2 Add Plan
You can create new plan with new group, and you can also create new plan in existing group.

Home Plans Export Import OneDrive Backup Account Settings

All Plans / ~ EAEdit Columns

+ Add Plan S EditPlan /R Manage Group Members &4 Add Bulk Users from Excel or Csv R Copy Group Members 2 Add New Bucket

Drag a colum= »~n-nr ~nd deme 3 hare 0 cnein bes St nbime

B | Group Name
3} g Planname Ise Bulk Plan
TestPlan
[] Add to an existing office 365 group
O By Ise Bulk Plan 3
Email Alias
TestPlan

] D &+ @@@@ Ise DynoDyno

Make this plan as Public

D Jo This is test plan Ise JoinUsIT

“

0o~ e New Pian Test
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6.3 Edit Plan

Select a single plan and click Edit Plan button, currently this tool supports only to rename the plan.
To view and edit more Plan settings, you can click the button as shown in below image (View in
Planner portal), it will open the selected plan in Planner web portal and you can update required
settings from portal.

ClickstolviewathisIplan

Plan name in/Planner/iPortal “\a
Test Plan (-
Group name Emazil address
Test Plan TestPlan@i .onmicrosoft.com

6.4 Manage Group Members
You can add or remove multiple users in selected plan’s associated group. This action supports
multiple plans update.

All Plans v

Plans OneDrive Backup Account

+ Add Plan ¢ Edit Plan  #% Manage Group Membe

MR Add Bulk Users from Excel or Csv %% Copy Grg

, tYHg
[J  New Plan Testing Members to add: e + X f

A lex Wilber
o | [Allan Deyoung

poa
v Test Plan A
. roDm

datiq
Test Plan 2 0B Members to remove: + X% H

Cameron White

iKjR
[]  TestPlan CMT CPY Aém o Update H

6.5 Add Bulk Users from Excel or CSV

Using this action, you can add bulk users as member of existing groups. Your Excel or CSV file should
include the column header “UserName”, the column “GroupName” is optional, if your file does not
include GroupName, then the tool asks you to choose the target group.
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Home Plans Export Import OneDrive Backup Account

All Plans v EEdit Coumns
+ Add Plan ¢ EditPlan A Manage Group Members | /A Add Bulk Users from Excelor Csv @ Copy Group Members & Add New B
Drag a column header and drop it here to group by that column
Plan Name Add Bulk Users from Excel/CSV
) tYH | g Mermb |
| New Plan Testing e roup Members.dsx v
GroupMName UserMame
pog -
[J  TestPian or|  TestPlan Alex Wilber
Test Plan Aldo Muller
dat .
B Test Plan 2 A Test Plan 2 Alex Wilber
n
Test Plan 2 Aldo Muller
Jpn
D Test Plan CMT UE Test Plan 2 Allan Deyoung .
7
e Add
=) Tect Olan ~8IT 0O lKJF T ETTrTTTOTT FIrETIrT I yan = I

6.6 Copy Group Members
You can easily copy group members from one group to another group.

6.7 Add New Bucket
This action allows you to create a new bucket in the selected plans.

7. Export Tasks

You can export tasks from single and multiple plans to Excel file.

e Export includes Task Title, Progress, Bucket, Start date, Due date, Labels, User assignments,
Checklist, Attachments, Comments, Custom Fields, Task Dependencies, WBS (Work
Breakdown Structure) and more...

e You can export user assignments, checklists, attachments and comments as separate Tab in
Excel file.

Home Plans Export Import OneDrive Backup Account Seitings

Select Plans :

TestPlan X ° O

All Tasks 9 Xlsx

Advanced Settings v

Export Tasks e
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7.1 Export Plan as Template

For repetitive project, you need to create tasks every time when you create plan, you can overcome
this repetitive work by creating common tasks in a plan and export that plan as a template for future
work. The template is nothing but the exported Excel file, you can make required changes in that
template and import them into another new plan/existing plan.

You can export Checklists, Attachments and Comments as separate tab in Excel file, so that you can
easily add new checklist items in that tab itself before importing into new plan.

Home Plans Export Import OneDrive Backup Account Seilings
Select Plans
Test Plan X O
Test Plan Template xlsx
Advanced Settings 2
Assigned to Select Columns
SingleLine - Plan Name, Task Title, ... =
Checklisis Commenis
Tab - Detailed b
Afashments Include Custom Fields
Tab -
Resolve Task Dependencies
Include plan and group details [_]
Export Tasks

If you are using Apps4.Pro Gantt and created sub tasks and task dependencies, you can also export
those details in template.

= Test Plan Template - Excel

Insett  Pagelayout  Formulas  Data  Review View  Add-ins  Help  LOADTEST  Team ° Tell mewhstyouwantto do

& cut =2 S AutoSum -

=]
Calibri -l - KA T =g ¥ B WepTet General o L_‘J # = Bx ; AY ,C)
B Copy - < d' | Fo - Cell |EE gEI‘ Fe EFIHV SZ & Find &
Iu- | H-A-l== == Merge & Center =~ &0~ 9 3 | %8 g2 Conditional Formatas Ce nsert Delete Format ort & Fin
 Format Painter A Elesscs " Formatting Table~ Stlesr v ¢ - Clear™  Figer~ Select+
Clipboard ) Font ~ Alignment ) Number ) Styles Cells Editing ~
013 - I W
A B T D E F G H | 1 K L M N 9] P 4
1 |ID |Plan Nadeask Title ‘Bucket Progress I igned to  Start date  Due date |Categories ‘Dﬁcription WBS T 1 ShowOnCard Taskld Planld ‘I’Eﬂuﬂ:ﬁl
2 1|Test Plan Test Task 2 To do NotStarted Alex Wilber  2018-06-15T712018-06-29" Pink:1 This is test tasl 1 Automatic  ogn9RehL(1b1isN4-Hkgl {"Alex
3 2 Test Plan TT2 Sub Task 1 Sub Tasks NotStarted 2018-06-15T:2018-06-27 Orange:3 1.1 5ss fa Automatic 95t _Nixiut1b1isN4-Hkqgl {}
4 | 3 TestPlan TT2 Sub Task 2 Sub Tasks NotStarted 2018-06-24T:2018-06-29 Orange:3 1.2 8 Automatic  CmW2iwF, 1b1isN4-Hkql {}
5 4 TestPlan Test Task 1 To do NotStarted Lee Gu 2018-06-14T72018-07-05 Orange:3 This is test tasrﬂ Automatic Sk5AIWIOk 1b1isN4-Hkg1u8qDQsg
6 | 5TestPlan TT1 Sub Task1 Sub Tasks NotStarted Lynne Robbins2018-06-14T:2018-06-20 Pink:1 a1 6 Automatic  vh7zFjy_t0 1b1isN4-Hkgl {"Lynne
7 | B TestPlan TT1 Sub Task2 Sub Tasks NotStarted Allan Deyoung2018-06-21T:2018-06-25 Red:2 a2 7 Automatic  BOtV7tAIN 1b1isN4-Hkgl {"Allan T
8 | 7 TestPlan TT1 Sub Task 3 Sub Tasks NotStarted Alex Wilber 2018-06-26T:2018-07-05 Orange:3  This is test tasl4.3 Automatic  HgGNvkm(1b1isN4-Hkgl {"Alex
9 8 Test Plan Test Task 3 To do NotStarted Allan Deyoung 2018-06-27T12018-07-07 Pink:1 8 Automatic  jPzjQwHQ 1b1isN4-Hkgl {"Allan [
10
== | -
Tasks & Ll »

)
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8. Import Plan Template (Excel tasks)

You can export required Plan and Task details to Excel file and keep this file as Template (Refer
section 7. Export Tasks). During Excel import, you can pick this template Excel file and Planner
Manager will create new Plan and create Buckets and Tasks and add users to Plan and assign tasks
for them.

You can import following Plan details from Excel:

- Buckets
- Labels
- Plan Members

You can import following Task details from Excel:

- Task Title

- User Assignments

- Applied Labels

- Bucket

- Progress

- Start and Due dates
- Description

- Checklists

- Attachments

- Comments

8.1 Import tasks into New planin New group
Users can choose option to create new Plan in new Office 365 group and import all tasks into this
new plan.

Home Plans Export Import ‘OneDrive Backup Account Setlings

o Choose your excel file

Test Plan Template xlsx Browse

Column Mappings
]
H
'

Import 'Test Plan’ to the New Plan v 4 JTestPlan2 NewGroup v + IestPlan2

1

1

1

[ 0 New Plan Settings & New Group Settings

+ Add new plan + Add new group Next
Test Plan 2 Test Plan 2 This is test plan 2
9 Tasks [[] send email notification when a task is assigned or completed
- - QOO
PinkRed,... = Publc ¥ Members 8

©

8.2 Import into New plan in existing group
Users can choose option to create new Plan in existing Office 365 group.
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Import 'Test Plan' to the New Plan v < TestPlan2 Existing Group ¥ Test Plan - v

2
=z
g
g
g
§
i

-+ Add new plan Next

TestPlan 2

9 Tasks to Import D Send email notification when a task is assigned or completed

PinkRed.. . +

oxx -
e Import Resuit

8.3 Import tasks into existing Plan

Instead of creating new plan, you can also import all your Excel tasks into existing Planner plan.

Test Plan Template xIsx
Column Mappings
e e e e e e e e e e e e s E s EE s EE S i
H H
[ _ '
¢ N '
1 Import ‘Test Plan’ to the ExisingPlan v 1estPlan2~ o E
' !
' '
S |
Next

Note: When you import tasks into existing Plan, if the Excel includes the field Task Id, then the
extension looks for the Planner task for the specified task id and update the task with current details
that found in Excel file.

8.4 Map Excel column headers with Planner fields

When you import the Excel file that was exported from Planner Manager, you don’t need to worry
about this Column Mappings as it will automatically get mapped. But if you are importing the Excel
file that was downloaded from different source (Ex: MS Project), then you need to map the Excel
fields with Planner fields.

o ch Column Mappings
Custom fields to be imported: | 5 items selected X -
Browse
Plan Name Plan Name - Task Title Task Title v
e o
" Bucket Bucket - Progress Progress R .
i — - i
i 1
H Assigned to Assigned to -~ Start date Start date - '
i —_— e i
i 1
‘=1 Duedate Due date - Categories Categories ¥ | eemeeseesssessssssseseeeead
Next
Checklist Checklist (Tab) - Description Description v
o Tas  Attachments Attachments (Tab) - ShowOnCard ShowOnCard - .
L&
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8.5 Update existing Planner tasks using Excel file

Along with creating new tasks you can also use this extension to update existing Planner task fields.
Follow the below steps to update existing plan tasks:

e Export tasks with all fields (including Task Id) from a single plan that you want to update.

¢ In Excel file, do the required changes for the tasks you want update (Ex: Start date, Due date,
Assigned to, etc..) and save the Excel file.

e Goto Import tab -> select the modified Excel file and choose the Existing Plan option and
select the Plan (the source plan where you exported the tasks).

e Now proceed the import process, the tool finds the original task by task id field in the
selected plan and update the changes.

Note: The Excel file should have the field “Task Id” and every task that you want change should have
the value for Task Id field. If any task found without Task Id field value, the tool creates a new task.

8.6 Copy Task attachment file from old Plan’s SharePoint site to new Plan’s SharePoint site

If you have created Excel template by exporting tasks with attachments, the attachment URL path
points the SharePoint site of the source plan’s associated group, when you import into another plan
the attachment URL simply target the group site of old plan. So, if you want to download the
attachment file from old plan and upload it into new plan, you should have signed-into Graph API
account under Account tab.

9. OneDrive Backup (Automatic Schedule)

You can configure this automatic schedule task to export tasks from selected plans into your
OneDrive storage location. By default, this backup task overwrites the existing OneDrive file. You can
choose the option “Do not overwrite existing file” if you want to create new file in every run.

Home Plans Export Import OneDrive Backup Account Settings

OneDrive Backup Settings

OneDrive Account o v

OneDrive Settings

©Onebrive Location : Apps4Pro e (3 Browse Export tasks from : ¥ 3 plan(s) selected X o (@) Columns
File Name All Tasks Q Backup Interval - 5 Hours e [> Run Now

[] Do not overurite existing file

Save as Exec] =

6] e

Note: You can click ‘Run Now’ button if you want to run this backup task immediately.
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10. Settings

10.1 Custom Field Settings

To set custom values in Planner tasks, first you need to create required Custom Fields in required
plans. The custom fields are unique to specific plan, if you want to use same fields in multiple plans
then you need to create (or copy) fields in every plan.

Home Plans Export Import OneDrive Backup Account Settings

Settings

= Custom Fields o

Tracer Logs
Plan: | Test Plan 9 v m +Add

Debug mode:
@ Error o Info il  Add Custom Field X

Tq TestFleld o 7

Field Type:

Custom Fields Settings

Api Settings SingleLine b

Other Settings
(5, oc [ e

Note: The tool will create a Planner task with the name “Apps4.Pro Settings” in the particular plan
and save the custom field settings in this task. You should not delete or edit this task to keep the
custom field settings. If you delete this task, you won’t lose the custom field values that you have
configured in the individual tasks, but the custom field settings will be removed, and you need to re-
create the fields in this case.

10.2 Tracer Logs

For troubleshooting and analyse, the tool logs the required details in local web storage (Indexed DB).
If you face any problem, you can Export Logs and send to support@jijitechnologies.com to get more
help for your problem.

10.3 Date & Time Format
You can set your own Date & Time display format as shown in below image. Based on this setting,
the datetime value will be displayed in Report grid, Add and Edit task window.

Home Pians Export Impot  OneDrive Backup  Account Settings

Settings
’7 =Custom Fields

Other Settings

Throttling Wait Time - 60 Secs Date Format : Midiyyyy o v
Task Details Baten Limit 1 Time Format - h-mm &t v
Comments Batch Limit 1
Report Size © 10000

(2] o |
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11. Planner Web Portal Integration
This extension adds the customized buttons Export & Import in Planner Web portal
(tasks.office.com), so you can easily export and import tasks from Planner portal itself.

&« c 8 hitps://tasks.office.com/t .onmicrosoft.com/en-US/Home/Planner/#/planta:

# Import Tasks

Office 365 Planner # Export Tasks
Test Plan 7t

Test Plan 1

FETmETE To do Add new buck

Board Charts Sc

New plan

My tasks
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