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Outlook 2007: Using Tasks 

 
Creating a New Task 

  
1. On the Navigation Pane click 

Tasks.  
2. Or on the ribbon click on New 

and choose Tasks. 
3. A new window will appear. 
4. Enter a description of the task 

in the b window. 
5. Enter Start Date and Due 

Date (if applicable) 
6. Specific times are not assigned 

to tasks.  If a user needs to 
complete a task at a specific 
time, users should enter it on 
his/her calendar as an ap-
pointment. 

7. Using the Status menu, select 
the level of progress made on in 
progress, use the % Complete 
menu and select the portion of 
the task that is completed. 

8. Use the Priority menu to de-
termine the importance of the 
Task. 

9. By keeping the status and priori-
ty updated users will be able to 
sort and use Tasks more effi-
ciently. 

10. Reminders will pop up in the 
same way meeting reminders 
pop up on the desktop. 

11. Type or paste any information 
needed in the window below the 
reminder line. 

12. If necessary, mark the task Pri-
vate. 

13. Click Close and Save. 
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Recurring Tasks 
Users create recurring tasks when a task is 
done more than one day in a row, on a regular 
day each week or month or on the same day every 
year. To enter the current task and all 
subsequent occurrences at one time: 
 
1. Click the Recurrence button on the 

ribbon in the New Task form. 
 
 
 
 
 
 
 
 

2. Select the frequency and click OK. 

3. A small recurrence icon will appear in front of the 

name of the task in the To-Do bar. 

 

 

 

 

 

 

 

 

Updating the Status of a Task: 
 
1. To update the status of a task, click 

the Status of a task in a list and se-
lect the new status from the To-Do 
list (Tasks). 

2. If Status is not one of the options 
on the To-Do list, right-mouse 
click  any To-do heading and click 
on Customize Current View. 


