Outlook 2007: Using Tasks

Creating a New Task

1. On theNavigation Paneclick
Tasks.

2. Or on the ribbon click oNew
and choos@&asks.

3. A new window will appear.

4. Enter adescription of the task
in theb window

5. EnterStart DateandDue
Date (if applicable)

6. Specific times are not assigne(
to tasks. If a user needs to
complete a task aspecific
time, users shoulenter it on
his/her calendar as an a-
pointment.

7. Using theStatusmenu, seléc
the level of progress madeion
progress, use tié Camplete

meru and select the portion of ___

the task that is oapleted.

8. Use thePriority menu to é@-
termine the importance of the
Task.

9. By keeping the status and p¥ic
ty updated users will be able tg
sort and us&@asksmore efi-
ciently.

10. Reminders wippop upin the
same &y meeting reminders
pop up on the desktop.

11. Type or pasteany information
needed in thevindowbelow the
reminder line.

12.1f necessary, mark the t&sk
vate

13.ClickCloseandSave
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Recurring Tasks

Users createcurring taskswhen atasls |7 . o cne e o
donemore thame day in a row, on aregy # « MJ g g o Bea v
day each week or month or on the same
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ribbon in theNew Task form.
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2. Select thérequencyand dick OK.
3. A smallrecurrence iconwill appear ifront of the — [|| ©ow  ©feremy & wectgen
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Updating the Status of a Task:

1. To update the status of a task, click
the Statusof a task in a list and-s
lect thenew statusfrom the TeDo
list (Tasks)

2. If Statusis not one of the options
on the TaDo list,right-mouse
click any Tedo heading and click
on Customize Current View.
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