Outlook 2007: Making the To-Do Bar Show Only Today’s Tasks

The Outlook To-Do bar gives quick access to a user’s calendar and tasks. The default setting for
the To-Do bar shows all tasks regardless of date. The filter can be changed to show only the tasks
for the current day, or if the user chooses, to show overdue tasks as well.

If the To-Do bar is not currently showing in Outlook, Click on View>To-Do Bar and make
sure Normal is checked.
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To change the settings on the To-Do bar, right click on the Arrange By

column.

Choose Custom from the menu.
The Custom View To-Do List opens.
Click on Filter...
Click on the Advanced tab. Description
Click on the Field box down Pt
arrow. Srotp B
Click on Date/Time fields.

In the new window, click on Date
Due‘ | Other Settings...

Automatic Formatting...

Filter...

Format Columns...

Reset Current View

| Customize View: To-Do List -

Flag Status, Task Subject, Start Date, Reminder Time, Due...

None

Due Date (ascending)

Tasks: Advanced

Fonts and other Table View settings

User defined fonts on each message

Specify the display formats for each field

To-Do Bar »
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Find items that match these

Date Completed does not exist
Flag Completed Date  does not exist

Remove

Define mare criteria:
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Forms.

Type a new task |

Categories
Start Date v
M Due Date v
Folder
Type
Importance

~  Show in Groups

Frequently-used fields 2
Info/Status fields 3 T
»
i .
All Mail fields » E
All Post fields >
All Contact fields o —_—
All Appointment fields » Created
All Task fields » Date Completed
All Journal fields v Due Date
All Note fields » Modified
User-defined fields in folder v Reminder Time
Start Date
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Filter

9. In the new window Click on the Field drop-down box.

Tasks | More Choices| Advanced | SQL

Make sure Date Due is selected. Find tems that match these
P . Date Completed does not exist
10. In Condition: click the drop-down box select on or Fiog Complted Dt does na o
before.
11. In the Value box type today. Detine s cre
12. Click on OK. Condition: Value:
Due Date onor before [+ ] [today]
More Advanced.
ok ][ concel ][ cearmn |
13. A new window will appear. Click Yes to add the criteria to B, 00 you want 0 ad th s you entered below 0 your sarch?
the To-Do bar. = Cw) foma)

14. The To-Do bar now only shows task due on or before today’s date.
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