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Chapter 1 — Working with Tasks

Overview

The Outlook Tasks tool allows the user to manage tasks, to-do items, and
commitments without having to keep various lists and scraps of paper
around a desk or briefcase. Tasks can be items that occur only once, or
they can be recurring items that happen at regular intervals.

Outlook provides a variety of fields for tracking information about a task
and its current status. Tasks can be printed for handy reference in a day
planner, as well as exported to other applications such as Excel or Access
for use in reporting.

This chapter will examine many of the basic procedures for working with
tasks, as well as setting options, changing views, and printing.

Creating a New Task

A task is any type of responsibility that can be tracked through its
completion. The Task folder of Outlook maintains the list of those items or
duties that a user must track and accomplish.

The following procedure describes how to create a task that occurs once.

Procedure:

Click the Tasks icon in the Outlook Shortcuts bar.
OR

Select the Tasks folder in the folder list.
OR

Select the View menu, choose Go To, then Tasks.. Outlook displays
the task list:

© 0J206
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Chapter 1 — Working with Tasks

window displays:

™ Tasks - Microsoft Dutlook - 1Ol x|
- File Edit Wiew Favortes Tools  Actions  Help Type a question for help (=
Dben - | S G X | BeFnd | D o L
Outlaok Shortcuts| | [ || Subdect Due Date =]
Click here o add a new Task
@ k| O Report of IS training o Patricia Fri 03/31/2006
Outlonk Today % [1{Monthly accomplishments to Rayfield Fri 04072006
2l | (1| Training Srip-its Tool Fri 03/31/2008
f& [[]|Find out when Dorney will be open o process season passes | Man 04/03/2006
= ‘@ [[]| Conduck an assessment survey Tue 02/23/2006
Inhox 2| (1| Increase the number of students taking classes by 25% Thu 08/31/2006
[]|Mext time I offer PowerPaint Intro - kalk bo Torn Bega first &... | Mane
‘@ []|Publish Guarterky Training Schedules Tue 02/23/2006
Eellerisk []|Request credit report. Mon 05501 /2006
% []|Finalize: sbreon timeshest, complete weskly update, and su... |Fri 03/10/2006
s
Conkacks
Tasks LI
My Shorkcuks
Other Shorbcuks ll
|ID Items v
| New - .
Click the New Task button on the Outlook toolbar. The Task

Untitled - Task

File Edit View
[ save and Close

Task I Deetails ]

Insert

t R0

Format  Tools

Ackions

Help

Type a question for help =

4% Recurrence... |y Assign Task ;_II E" | -~ @ »

=10] x|

Subject: I
=. Due dake: INone j Status: IN.;.I; Starked j
' Stat date: IN':""E j Priority: INnrmaI -I % Compleke: ID% i’
'\‘@"' I Reminder: IN':""E j INUHE j @El Cwner: IScott Concilla
=
|
Conkacks... | I Categnries...l I Private (Il
Page 4 o/ ABirenroi © 0J206



Chapter 1 — Working with Tasks

3.  Use the following table to complete the fields on the Task tab:

Option Description

Subject Type a description or name for the task.

Due Date Use this field to enter the date on which the task must be
completed. If there is no specific Due Date, select None. Type
or use the drop-down calendar to enter a date in this field.

Start Date Use this field to enter the date on which the task must be started.
If there is no specific Start Date, select None. Type or use the
drop-down calendar to enter a date in this field.

Status Use the drop-down list to select the task’s situation.

Priority Use the drop-down list to select the task’s importance level.

Tasks can later be sorted by their priority.

% Complete

Type a number or use the spin controls to enter the amount of the
task that is complete.

Reminder

Select this check box to set a reminder and use the
corresponding drop-down lists to select or type the date and time
the reminder should appear.

Reminder Sound

Click this button to display the Reminder Sound dialog box and

(icon only) select a sound file to play when the reminder appears.

Notes Type any additional notes or information about the task.

Contacts Enter or select any Outlook Contacts that should be associated
with this task.

Categories Select this option to place the task into a group of related items.

Private Select this check box to mark the task so that it is hidden from

others who (at minimum) have read access to the task list.

4, Save and Close

Click the Save and Close button on the Task toolbar

when complete.

© 0J206
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Chapter 1 — Working with Tasks

Editing a Task

After a task has been created, it may need to be edited to either change
due date information, percent complete details, or mark the task as
complete.

Procedure:

1. Double-click the task to be edited.
OR

Select the task, then select the File menu, choose Open, and then
Selected Items.

OR
Right-click the task and select Open.

2. Make the necessary changes to the task.

3. Save and Clase

Click Save and Close on the Task toolbar when

complete.

Q Tip:

. The % Complete value is tied to the Status field on the Task tab. If you
set % Complete to 100%, Outlook changes the Status to Completed. If
you set % Complete to 0%, Outlook sets the status to Not Started. Any
value between 0 and 100 results in a status of In Progress. Selecting a
value in the Status drop-down list has a similar effect on % Complete.

Status; Mt Started =]

Priority: IN.:.rmaI vI % Complete: IIII‘::-"-: ﬂ

Page 6 @ Abreon © 0J206



Chapter 1 — Working with Tasks

Using Task Details

The Details tab of the Task window offers other fields to track task
information. Generally, these fields are used once the task is in progress,
or once it has been completed.

Procedure:

1.

2.

3.

Create a new task or open an existing task.

Select the Details tab.

=10] |

File Edit V“iew Insert Format Tools  Actions  Help Type a quastion For help |«
& save and Close % B2 Il | £ Recurrence.,, |yl Assion Task | = ‘a K| *-w- @ z

Task ] Details I

Date completed: I j

" Total wark: ID hours Mileage: I
Actual worl: ID hours Eilling infarmation: I
Companies: |

Update list: I

areate Unassigned GEopy |

Use the following table to complete the fields on the Details tab:

© 0J206
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Field

Date Completed

Description ‘

Type or select from the drop-down calendar the day the
task was finished. A date entered in this field
automatically updates the Status and % Complete fields
on the Task tab.

Total Work Type the amount of time the task is expected to take.

Actual Work Type the amount of time that was actually spent working
on the task.

Mileage Record the number of miles traveled for this task, if

necessary.

Billing information

Type any information for billing such as number of hours or
the account name to be billed.

Update List

Lists the people whose task lists are updated when a
change is made to the task. (Assigned tasks only).

Create Unassigned
Copy

Creates a copy of the task so it can be reassigned. This
option is only available when the task is one that has been
assigned to another user.

4. Save and Clase

Click Save and Close on the Task toolbar when

complete.

Warning:

. The values fo

r Total Work and Actual Work on the Details tab are not

linked to the % Complete value on the Task tab. Thus, if Total Work is
set to 40 hours and Actual Work is set to 20 hours, the % Complete box

doesn’t show

50% complete. Instead, you must manually specify the

value for % Complete.

Page 8
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Chapter 1 — Working with Tasks

Marking a Task as Complete

After a task has been physically completed, use the following procedure to
record that the task has been accomplished.

It is important to note that when a task is marked as completed, Outlook

does not delete or remove it from the task list, rather, it keeps the task on
the list and changes the font of the task to strikethrough. This allows the
user to keep a visual record of completed tasks.

Procedure:

1.

Open the task to be marked as complete.

=10] x|

File Edit View Insert  Format  Tools  Ackions  Help Type a question for help =

&l save and Close 1 [ Il  +%Recurence... uxlAssign Task = 'a X - - @ »
Task I Details ]
Subject: Iiu'u'rite proposal For workshop training at Paiy
— Due date: INnne—j Skatus: IIn Progress j
: Start date: Ir\lnne—j Priority: Im % Complete: Iﬁﬂ
:@_/\ ™ Reminder: |None j INnne j ﬁl Cwner: IScott Concilla
=
=
Contacks. .. | I Categnries...l I Private [

In the % Complete field, type or use the spin controls to enter 100%.
This automatically changes the Status field to Completed.

OR

In the Status field, choose Completed from the drop-down list. This
automatically changes the % Complete field to 100%.

OR

In the task list, select the Complete check box.

© 0J206
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Chapter 1 — Working with Tasks

3. Save and Close

Click Save and Close on the Task toolbar when
finished. Tasks that have been marked as completed appear in
strikethrough text on the task list.

Tip:

o Dismissing a task reminder DOES NOT mark the task as complete — it
simply closes the reminder window. The task will remain incomplete
until it is marked as complete by the user.

Page 10 9 AFireon © 0J206
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Deleting a Task

As seen already, when a task in marked as completed, it is not deleted or
removed from the task list. This allows a user to review their completed
tasks when necessary.

Tasks that are no longer needed and/or have been completed and need to
be removed from the task list can be deleted.

Procedure:

Select the task(s) to be deleted. The [Shift] and [Ctrl] keys can be
used to select a range of tasks.

x

Click the Delete button on the Standard toolbar.

OR
Select the Edit menu and choose Delete.

OR
Press [Ctrl] + [D] or [Delete]

OR
Right-click the task and choose Delete.

Outlook moves the task to the Deleted Items folder.

Tip:

To restore a deleted task to the task list, drag it from the Deleted Items
folder back to the Tasks folder.

© 0J206
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Creating a Recurring Task

2.

When a task occurs on a regular basis, such as writing a weekly status
report, the user only needs to enter the first occurrence of the task and
then make the task recurring. Outlook can create the next occurrence of a
task based on either a specified time interval or when the task is marked

complete.

A recurring task is similar to a recurring appointment in the calendar.
However, unlike the calendar which adds all instances of a recurring
appointment to the calendar, a recurring task is only added to the task list
once. The new instance of the task is only created when the current
instance is marked as complete, even if the due date has passed.

Procedure:

| ew -

Click the New Task button on the Outlook toolbar. The Task

window displays:

File Edit “iew Insert  Format  Tools  Actions  Help Tvpe a question for help |+

[ save and Close | 1 B2 Il <% Recurrence... |yl Assign Task 5"_'| E W - @ »
Task ] Details I

=100 x|

Subjeck: I

E Due date: INDHB j Skatusy INot Started j

L] -

~ Stark date: INDHB j Priority: INormaI vl % Complete: IEI% i’

—\@:— " Reminder: |None j |N0ne d ﬁl Owner! |Sc0tt Concilla
=l
[-|

Contacts, .. | I Categories...l I Private r

Enter the task information in the appropriate fields.

Page 12
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Chapter 1 — Working with Tasks

3. £ % Recurrence. ..

Click the Recurrence button on the Task toolbar.

OR

Select the Actions menu on the task and choose Recurrence. The
Task Recurrence dialog box displays:

Task Recurrence EHE I
—Recurrence pattern
™ Daily % Recur every Il_ week(s) on
 ieekly [ sunday ™ Monday I Tuesday [ wednesday
 Marthly [ Thursday [ Friday W Saturday
" yearly " Regenerate news kask |1— week(s) after each task is completed

—Range of recurrence
Start: [iThu 4/22/1393 ~| & noenddate

" End after: IID OCCUPrences
" Endby:  |5at5/22/1939 =|

Ok I Cancel | REmove Reciftence |

4.  Use the following table to complete the options in the Task Recurrence
dialog box:

Option Description

Recurrence Pattern Select Daily, Weekly, Monthly, or Yearly to specify the
interval that the task repeats. Depending on the
recurrence period chosen, the displayed options will
change (see below).

Use the radio buttons, check boxes, and drop-down lists to
select the appropriate options for the selected period.

Dai |y ¥ Evary |1 day(s)

" Every weekday

" Regenerate new task |1 davis) after each kask is completed

© 0J206 9 AFireon Page 13



Chapter 1 — Working with Tasks

Option Description ‘
Weekly % Recur every |1 week(s) on
[~ sunday W Monday [ Tuesday [ wednesday
[~ Thursday [ Friday [ saturday
" Regenerate new task |1 week(s) after each bask is completed
Monthly = Day |3EI of ewvery |1 ronkhls)
' The IIast j IMu:unu:Iay j of every |1 rnionthis)
" Regenerate new task |1 monthis) after each task is completed
Yearly 5 Every [August B NES

" The IIast leDnda';.-' j of I.ﬁ.ugust j

" Regenerate new kask |1 vear(s) after each task is completed

Regenerate new task
week(s) after task is
completed

Select this option to create a new task based on the
interval specified after the original task is marked as
complete.

Range of recurrence

In the Start box, type or use the drop-down list to enter the
start date of the recurring task.

No end date

Select this option to repeat the recurring task indefinitely.

End after occurrences

Select this option when the recurring task ends after a
specific number of occurrences. Type the number of
occurrences of the recurring task in the box.

End by Select this option when the recurring task ends on a
specific date. Type or use the drop-down list to enter the
ending date.

5. Click OK when complete.
6. ] dcl .
22 a7 =] Click Save and Close on the Task toolbar to save the
recurring task.
Page 14 9 AFireon © 0J206
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Skipping an Occurrence of a Recurring Task
An occurrence of a recurring task can be “skipped” without marking it as
completed or generating a new task. When an occurrence of a task is

skipped, Outlook updates the task due date without creating a completed
task in the list.

Procedure:

1. Open the recurring task that is to be skipped.

2.  Select the Actions menu of the task and choose Skip Occurrence.

Actions | Help
Mew Task, kel

[0 |

Send Skatus Report

L

Mark Complete

o af

Recurrence. .. Chrl+3
Skip Occurrence

Aszign Task,

PR

¥ Forward Chrl+F

3. The task due date will be updated to the next occurrence of the task.

4. Save and Clase

Click Save and Close on the Task toolbar.

Q Tip:

. This action can be repeated to skip to a desired date that is already part
of the recurrence interval.

© 0J206 @ AFireon Page 15
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Deleting a Recurring Task

A single instance of a recurring task can be deleted, or if it is no longer
needed, the entire recurring task series may also be deleted.

Procedure:

1. Select the recurring task from the task list.
2.  Select the Edit menu and choose Delete.

OR

Click the Delete button on the Outlook toolbar.

OR

Press [Delete] on the keyboard. The following dialog box displays:

Microsoft Dutlook E3 I

The bask "Documentation meeting” is sek to recur in the Future, Do
wiou want ko deleke all Future occurrences of the bask or just this
OCCUrrEnce?

¥ Delete all
™ Delete this ane

Cancel |

3. To delete a single occurrence of the task, select Delete this one and
click OK. Outlook will update the task with the next scheduled due date.

4. To delete the series, select Delete All and click OK. The task will be
removed from the list.

Page 16 @ AFireon © 0J206
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Working with Task Views
There are many different ways to view task information. The information
that is displayed regarding the tasks depends on the view chosen.
Outlook has a variety of built-in task views for most situations.

Some views are filtered views, that is, they only show tasks that fit a
selected criteria, such as current tasks or incomplete tasks.

Grouped views use Outlook group bars to organize the list into groups that
can be collapsed or expanded.

Procedure:

1. Select the View menu, choose Current View, and then select a view
from the submenu.

U™ Tasks - Microsoft Dutlook

File Edit | Wiew | Faworites Tools  Actions  Help
7 New ~ | Current Wigw » Sirmple List
] 5o To 3 Detailed List
Cutlaak, Bar Active Tasks
Cuklook Shortd
Faolder List Mext Seven Days
@ Preview Pane Orverdue Tasks
i By Categor
Outlonk Todd Sl AutoPreview ¥ gery
Assignment
Reminders Window By Person Responsible
Inbox; Taalbars R Completed Tasks
Task. Timeline
Skatus Bar
..... B ca Cuskamize Current Yiew...
G5 CBT Define Yiews. .,
..... {:@ E-net
..... $E Humor Format Columns. ..

2.  The following table describes each of the available views:

© 0J206 @ AFireon Page 17
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Option Description ‘
Simple List Shows the task icon, task name, the due date, and
whether the task is completed. This is the default view for
the Tasks folder.
Detailed List A view similar to the simple list, with more information

including priority, attachments, status, % complete, and
the categories the task is assigned to.

Active Tasks

A filtered view that uses the detailed list view, but only
shows tasks that are active (incomplete).

Next Seven Days

A filtered view that uses the detailed list view, but only
shows tasks that are due in the next seven days.

Overdue Tasks

A filtered view that uses the detailed list view, but only
shows tasks whose due dates have passed and have not
been marked as completed.

By Category

A grouped view that uses the detailed list view, and
organizes the task list by the categories assigned to tasks.

Assignment

A filtered view that only shows tasks that have been
assigned to other people.

By Person Responsible

A grouped view that categorizes tasks according to the
person responsible for a task.

Completed Tasks

Shows only completed tasks in detailed list view. This
view removes the strikethrough seen on completed tasks
in other views.

Task Timeline

Shows the tasks as a timeline. This view does not use
columns and headings like other views.

3.  Outlook changes the task list to the desired view.

Page 18
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Chapter 1 — Working with Tasks

Tips:

. Only the Simple List, Detailed List, and By Category views have the
Click here to add new Task bar at the top of the task list.

o Any view can be sorted by clicking a column heading.

. Column widths can be adjusted by dragging the column dividers.

Warning:

. Some task views contain filters, and will temporarily “hide” task items
that do not meet the criteria of the filter. To restore the list, choose a
non-filtered view such as Simple List or Detailed List.

© 0J206 @ AFireon Page 19
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Creating a Task Order

While Outlook offers many options for sorting tasks by different columns or
headings, sometimes it is desirable to put the tasks in a specific order.
This procedure allows a user to put the tasks in a custom order in the task
list.

D Procedure:

1. Select the View menu, choose Current View, and then click Customize
Current View. The View Summary dialog box displays:

—Description

) Icon, Complete, Priority, Atkachment, Subject, Requ...

Group By, .. | Categories (ascending)
Satk... | Subject {ascending)
Filter... | off
Cther Settings. .. | Fants and other Table Yiew settings

Automatic Formatting. .. | User defined fonts on each message

Ok Cancel

2. Click Sort. The Sort dialog box displays:
sort 21|
—Sort items b

" Descending

Cancel |
—Then by Clear all |
I(nnne}l j % Ascending
" Descending
= Themn by
I(nune) j % Ascending
" Descending
= Then by
I(mne) j % Ascending

= Descending

Select available Figlds From:
IFrequentIy—used fields j

Page 20 @ - Abreon © 0J206



Chapter 1 — Working with Tasks

3.

4.

Click Clear All, and then click OK.

In the View Summary dialog box, click Group By. The Group By

dialog box displays:

Group By

Jud |

Group items by
R | © o
[ Show field in view

" Descending

Then by
|(nnne}l
I Shiow Field i wigw

=1 * fscending
{* Descending

Them by,
|7|(none)

[ Shovfield in view

j {+ fscending
{* Descending

Them b
|7 |(nnne)

I~ Show Field in wiew

{* | fscending
" Descending

Select available Fields From:

Expandfcollapse defaults:

El

Cancel

Clear ol

IFrequentIy—used fields

j IAs lask wiewed

=

Click Clear All, and then click OK.

Click OK in the View Summary dialog box to close it.

Drag a task up or down in the task list using the guide to position the

task.

© 0J206
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Position guide

\

=

[

File  Edit

iew

Favarites

Huew - &Py X
% Tasks.

& Tasks - Microsoft Dutlook

Tools  Actions  Help

|
4

ZoFind % | CEE -

Type a question for help =

[EE Preview Pane () Mark as Read _

=1o1x]

Gutlock Shorteuts| | [ || Subject |Due Date
Click here to add & new Task
\@* /] |[]|3end Michele M. a listing of the workshops in my library Mone
Outlook Today [[]| Create Excel andfor Access wor{:@hops for Abreon Mone
1| Cutlook %P - Calendar: Advanced Mone
1| outlook %P - Tasks None
= % 1 Submit next month's I3 Training Schedule to Blue Flame Sun 10/ 1502006
Inbiox 1| 3end training schedule to Abreon Fri 10/27 /2006
[[]| Create a post-class evaluation Mone
Monthly accomplishments to Rayfield
ooy [TGh| )] Comdhaet an-assessrmant s
"?E [ | 1| Mext time I offer PowerPoint Inkro - talk ko Tom Beagg first and get himin ... [None
A [1| Request credit repart Mon 01f08/2007
Coritacts % []| Finalize Abreon timesheet, complete weekly update, and submit Account 4 | Fri 10/06/2006
Tasks
My Shorkcuts
Other Shorkcuts
[13 Tkems

=
4

8.

Save Task Order.

To save this order as the default, select the Actions menu and choose

Page 22
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Printing Tasks

Individual tasks, groups of tasks, or an entire task list can be printed.
Tasks can be printed in memo style, which prints the entire contents of a
task like a Word memo, or in table style, which is like an Excel
spreadsheet with headings and columns.

A single task can be printed in memo style. Groups of tasks can be
printed in memo or table style. A task list can only be printed in table

style.

Procedure: (To print a group of tasks or a task list in table style)

1. Select the tasks to be printed, or if printing a task list, do not select
anything.

2. Select the File menu and choose Print.

OR

= Click the Print button on the Outlook toolbar.

OR

Press [Ctrl] + [P]. The Print dialog box displays:

2lx
—Printer
Pdame: I'I,'I,PGW_TREE'I,PR-ENETEEEIDD-S.SER'\l‘ICES. 1500, Paty j Properties |
Skatus: Idle
Type: HF LaserJet 8000 Series PCL &
Where: [ Print to Fil
Cormrnent:
—Prink style - Copies

Page Setup... | Mumber of pages: | Al Z
Define Sbvles. . Mumber of copies: |1 -
Memo Skyle —'YI j

I cCollate copies

—Print range Iﬂ
' all rows

 Only selected rows

Ok I Cancel | Prewiew I
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3. Inthe Print Style section, choose Table Style.

4. Inthe Print Range section, select All Rows to print a complete list of
tasks, or Only Selected Rows to print only the tasks that were
previously selected.

5.  Select any other print options as necessary.

6. Click OK to print.

Procedure: (To print a single task or group of tasks in memo style)

1. Select the task or tasks to be printed from the list.
2.  Select the File menu and choose Print.

OR

Click the Print button on the Outlook toolbar.

OR

Press [Ctrl] + [P]. The Print dialog box displays:

x|
—Printer
Mame: I'I,'I,F‘GW_TREE'I,F‘R-ENETSEIDD-S.SER'V'ICES. 1800, Paiy j Properties |
Skatus: Idle
Type: HF LaserJet 8000 Series PCL &
Where: I Print to Fil
Camment:
—Print style — Copies

P Setup... ' -
Table Style age Sekup | Mumber of pages: | Al
= Define Styles. . | Mumber of copies: |1 :I

I ™ Collate copies

—Print options Iﬂ
|_ Start each item on a new page

r Print attached files, Attachments will print ko the
default printer anly,

Ok I Cancel | Prewiew |
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3. Inthe Print Style section, choose Memo Style.
4. Inthe Print Options section, select any additional options desired.

e Start each item on a new page will be dimmed if only one task is
being printed.

e Select Print attached files to have Outlook print any attachments
that the task or tasks may have.

5. Select any other print options as necessary.

6. Click OK to print
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Setting General Task Options

Procedure:

1.

Outlook provides a few options that control the appearance of items in the
Tasks folders, reminders, and other task-related elements. These options
can be set by the user to further customize the task list and its behavior.

Select the Tools menu and choose Options. The Options dialog box
displays:

options 21|

Preferences |Mail Setup I Mail Farmak I Speling I SECUFky I Cther I Delegates I

Zhange the appearance of messages and the way they are handled.

Calendar

Customize the appearance of the Calendar.

¥ Default reminder: |15 minukes j Calendar Cptions... |

Tasks

Change the appearance of tasks,
Reminder kime: IEIB:EIEI j Task Options., .. |

Conkacts
-."h Change defaulk settings For contact and journal.

o Contack Opkions. .. | Journal Options. . |
Mokes

Change the appearance of notes,

Mote Options. .. |

Ok, Cancel Apply

Click the Task Options button to access additional task options.

In the Tasks section, use the Reminder Time option to set the default
time for reminders when a Due Date is added to a task, or when the
Reminder option is selected.

Page 26
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Task options

oveeraskcotr: (N -
Completed task colar: I_ - |

[V Keep updated copies of assigned tasks an mey task lisk

[w Send status reports when assigned tasks are completed

[V Set reminders on kasks with due dates

a4 I Cancel

4.  The table below describes these options:

Option

Overdue Task Color

Description ‘

Use the drop-down list to select the text color for overdue
tasks.

Completed Task Color

Use the drop-down list to select the text color for tasks that
have been completed.

Keep Updated Copes
of Assigned Tasks On
My Task List

Sets the default for when a task is assigned to another
user. When enabled, a copy of an assigned task will
automatically be placed on the assigner’s list, and the
assigner will be notified with the assignee makes updates
to the task. Can be changed on any individual task.

Send Status Reports
When Assigned Tasks
Are Completed

Sets the default for when an assigned task is completed by
the assignee. When enabled, a status report e-mail with
the details of the task will automatically be sent to the task
assigner. Can be changed on any individual task.

Set Reminders on
Tasks with Due Dates

Select this option to have Outlook automatically add a
reminder time to tasks when a due date is selected. The
default time will be the time set in the Reminder Options
drop-down of the Tasks section.

5. Click OK to close the Task Options dialog box.

6. Click OK to close the Options dialog box.

© 0J206
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Working with Tasks in Outlook Today

The Outlook Today folder gives the user a “quick glance” of several areas
of Outlook at once. Information displayed includes upcoming
appointments from the Calendar, current Tasks from the task list, and
folders with new e-mails from the Inbox.

From Outlook Today, you can mark a task as completed (or incomplete)
by selecting its check box, or you can edit or modify a task by clicking its

description.

The following procedure allows you to configure the task information
displayed in Outlook Today.

Procedure:

In the Outlook Today folder, click Customize Outlook Today. (The
location of this button will differ depending on the selected style.) The
Customize Outlook Today window displays:

'@ outlook Today Dptions - Mi 10| x|
File Edit Yew Favorites Tools  Actiomns  Help Tvpe a question for help =
_‘ij MNew - % —;; SendfReceive _%; Find - @ - Preview Pane
b : outlook: koday
[Pt s s Customize Outlook Today Changes  Cancel
@ Startup ™ when starting, go dirsctly to Outloak Today
Cutlook Today
e Messages Show me these Folders:  Choose Falders. .. |
e
Inbax
Calendar Show this number of days in my calendar |5 - I
Tasks In vy bask lisk, show me: & Al tasks
Calendar = Today's tasks
o ¥ Include tasks with na due date
i Sork my bask list by: IDue Date = | then by: |(ngne) =
Conizs {~  Ascending = Ascending
¢ Descending & Descending
Tasks Styles Show Outlook Today in this style: IStandard -~
Journal LI
Iy Shorkcuts
Other Shorkouts LI
&
Page 28 © 0J206
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2. Inthe Tasks section, select from the following options:

Option Description J
In my task list, show Select All tasks to display all tasks (regardless of status)
me in Outlook Today, or select Today's tasks to display only

those tasks that are due today.

Include tasks with no When the Today's tasks option is selected, this option will
due date add any tasks without a due date to the Outlook Today list.
This option is dimmed when All tasks is selected.

Sort my task list by Use the drop-down lists to select a primary and secondary
sort for the task list in Outlook Today. The sorts can be
either Ascending or Descending. Select (none) to
remove a sort.

3. Click Save Changes when complete.
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Exporting the Task List

The task list can also be exported to Excel and Access, as well as the
Import and Export Wizard can export the tasks in a variety of database-
friendly formats.

Because it is organized similar to a spreadsheet with columns and rows,
the task list can easily be copied and pasted to an Excel worksheet for
further analysis and reporting.

Procedure: (To export the task list to Excel using copy and paste)
1. Using the mouse, select the tasks to be exported from the list. The
standard windows selection keys — [Shift] and [Ctrl] — can be used in
combination with the mouse to select multiple tasks, or to select the
entire task list, press [Ctrl] + [A], or from the Edit menu, choose Select
All.
i
File  Edit Wiew Faworites Tools  Acktions  Help Type a question Far help =
] Hew - | ["'j b _%-}Fi_nd %ﬂ @ > _ [EH Preview Pane -] Mark as Read _
% Tasks . |] Address
Outlook Shortcuts| | 0 |0 | Subject |Due Date I;I
Click hiere to add a new Task
L E
Cutlook, Today
[
-
= ]
Inb
M Create a post-class evaluation
Zalendar I@' Feketars FRERESH Fri-B5/262006
2 | ] | Irerease-the rumberof skoderts aking classes by 259 | Tha-S8/3 12006
‘% []|Mexk time T offer PawerPaint Inkra - kalk bo Tom Beaq Fir... |Mone
= [[]| Request credit report Mon 01§08/2007
Contacts:l % []|Finalize &breon timeshest, complete weekly update, an... |Fri 10/06/2006
My Shorbouks
Other Shorbcuts LI
|13 Ikems &
2.  Select the Edit menu and choose Copy.
3. Open Excel, select the Edit menu, and choose Paste.
0J206
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4.

The tasks are pasted into Excel. Adjust the column widths and
formatting as necessary.

T
@ File Edit ‘iew Insert Formak  Tools Data Window  Help -8 X
DEeEdon SRl s @R - oo @ = -4 ilow -2
Arial -0 - BU EEEE 6% W -H-8- 7

1 - ji3
A | B C =
| 1 |Subject Due Date —
| 2 |Send Michele M. a listing of the warkshops in my library  Mone

| 3 |Manthly accomplishments to Rayfield Fri 10/06/2006
| 4 |Create Excel and/or Access workshops for Abreon Mone
| 5 |Outloak XP - Calendar. Advanced Mone
| B |Outlook %P - Tasks Mone
| 7 |Submit next month's IS Training Schedule to Blue Flame | Sun 10A15/2006
| G |Send training schedule to Abreon Fri 10/27 /2006
| 9 |Create a post-class evaluation Mone
(10
11
[12]

13 b
14
15
1 -
4 4 » m[\Sheetl ; Sheetz / Sheets / i B
Draw~ [3 | Autoshapes= . w [ O & 4] ¢ (1] b Fd-A-S=a =
Reeady T S

Tips:

While any task list view can be copied and pasted into Excel, it is best to
use a non-grouped view such as Simple List or Detailed List for this
operation.

This method will only copy and paste columns that are currently visible.
It will not export any other information about the task.
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Procedure: (To export the task list using the Import and Export
Wizard)

1. Select the File menu and choose Import and Export. The Import and
Export Wizard displays:

Import and Export Wizard

Choose an action to perform:

Expark bo a file

Import a WCARD File (L wef)

Import an iCalendar or wCalendar file (.wes)
Irmpart Fram another progran or file

Import Inkernet Mail Account Settings
Import Internet Mail and Addresses

—Descripkion

Excpart Qutlook information to a file for use in okther
programs,

@I ¢ Back I Mext » I Cancel |

2. Inthe Choose an action to perform section, select Export to a file
and click Next.

3.  Select from the list the type of file to be created and click Next.

Export to a File

Create a file of tvpe:

Comma Separaked Values (DOS)
Caomma Separated Yalues (Windows)
dBase

Micrasoft Access
Microsoft Excel
Microsoft FoxPro

Personal Folder File {,pst) j

@l < Back I Meut » I Cancel
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4.

5.

Select the Outlook folder to be exported.

Select: fold

Export to a File

er bo expork From:

----- 3 Cancellations

5 Q@ Regiskrations

$E Reminders

Q@ Room reservations
£ Thomson

----- ‘;ﬁ User questions

----- 4 Yacation

«;ﬁ Journal
----- Motes

@ Outbo
----- ‘.:fél Sent kems

Type a location and name of the file that should be created. Use the
Browse button if necessary to locate a specific directory. Click Next.

Export to a File
Save exported File as:
I h:\tasks, xls|

Browse .., |

< Back I Meut » I

Cancel

© 0J206
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6. The last step of the wizard displays a list of actions that will be
performed. Click Finish to begin the export.

Export to a File

The Fallowing ackions will be perfarmed:

[WIEx=part "Tasks" from Folder: Tasks : Map Custom Fields ...

This may take a few minutes and cannot be canceled,

@I ¢ Back I Finizh I Cancel |

7. If there are recurring tasks in the tasks folder, the Set Date Range
dialog box displays:

Set Date Range ﬂ

The file format that vou are exporting to does not directly
suppart recurring Outlook appointrments or tasks.,

Only appointments or kasks that Fall within the following date
range will be exported, In addition, individual occurrences will
be created For recurring appointments and tasks that Fall within
the date range.

Appaintrents and Tasks (including individual accurrences af
recurring appoinkments or kask) thak occur outside of the date
range will not be exparted,

Export and create individual occurrences of appointments or
kasks that occur bebween:

a1/2006 and | 1j1/2007

[0]4 I Cancel

8. Type in the desired date range and click OK.

9. Outlook completes the export and closes the wizard.
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Working with Categories

Chapter Objectives:

Assigning Categories to Tasks
Changing Category Assignments
Changing Existing Categories
Viewing Tasks by Category
Customizing the Master Category List

Resetting the Master Category List
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Overview

To help make the organization of tasks easier, Outlook uses Categories,
which are words or phrases that can be assigned to a task at any time to
help put the Tasks into logical groups.

Categories can actually be used on almost all Outlook items (e-mails,
appointments, contacts, etc.), however, this chapter will focus exclusively
on their use with Tasks.

This chapter will explore how to assign categories to tasks, how to change
category assignments, and how to adjust Outlook’s Master Category List
to suit your needs.

Assigning Categories to Tasks

A category within Outlook is a keyword or phrase attached to a task.
Categories allow related tasks to be kept together. In certain Outlook
views, categories can also be used to filter, sort, or group tasks.

Procedure: (To assign a category to a task)

1. Create a new task or open an existing task.

2. Click the Categories button. The Categories dialog box displays:

Categories @@

Item(s) belong to these cateqories:
Addta List |

Available cateqories:

Business a8
Campetition

Fawvorites

Gifts

GoalsfObjectives

Huliday

Holiday Cards

Hok Contacks

Ideas 1
International

Key Customer

Miscellaneous

Personal

Phone Calls =l

04 Cancel Master Category List, ..

o I
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3.  Select one or more categories the task should be associated with by
selecting the check boxes and then click OK.

4.  The category selection(s) now appear in the Categories field of the
task.

Follow up on marketing strategy plans - Task [_ O]

File Edit Wiew Insert Formatk Tools  Ackions Help Tvpe a question for help =
[& save and Close | B2 Il | 4% Recurrence... |yl Assign Task | 2l E vE | W | - @ .

Task I Cietails ]

Subject: IFD”DW up on marketing skrategy plans

E Duedate:  [wedDS/3tf2006 v @ Status:  [Not Started =
—
Start date: INDne j Priority: INormaI 'I % Complete: ID% i’
-\.{f{ I™ Reminder: [wed 05/31/2006 j Joz:00 j &l Qwner: |Seatt Concilla
Ld
i |Business, Status Brivate [

Contacks... | I

S. Save and Close

Click Save and Close on the Task toolbar.

Tip:

. To quickly add a new category to the list, type the category title in the
Item(s) belong to these categories box and click Add to List.
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Changing Category Assignments

At times, it may be necessary to change the category assignment of a
single task or a group of tasks.

In some cases, you'll want to change the category assignments of several
items at one time, for example, replacing a misspelled category name with
the correct spelling. After changing the category list, any items to which
were assigned the old category will still have the incorrect spelling. You

will need to search for all items with the old category and assign the new
one to them.

Procedure:

1. Select the task(s) whose category is to be changed.
2.  Select the Edit menu and choose Categories.
OR

Right-click the item and choose Categories. The Categories dialog
box displays:

Itermis) belong to these cateqaries:

Abreon fydd o List |

Available cateqories:

Business
Campetition
Favorites

Gifts
GoalsfObjectives
Huoliday

Holiday Cards
Hak Contacts
Ideas
International
Eer Customer
Miscellaneous

Personal LI

Y

]

Ok, Cancel | [Master Caktegary List... |

3. Add and remove categories from the item(s) as necessary and click OK
when completed.
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Changing Existing Categories

For one reason or another, category names might need to be changed.
Perhaps the category name was misspelled when it was created it, or the
wording of the category title might need to be edited. Unfortunately,
existing category titles cannot be modified.

Before changing categories, however, it is important to understand the
ramifications. Changing a category name does not modify the category
for tasks to which it has already been assigned. When a category is
deleted, any tasks previously assigned to that category will still have that
category assignment — Outlook won’t automatically change them to the
new category.

Outlook also does not delete the category assignments of tasks whose
categories are no longer in the list. Because the old categories remain
associated with tasks, searches can be performed using the old category
names. Therefore, when changing a category name, search for all tasks
using the old category and then assign those tasks to the new category.

Procedure:

1. Select the Tools menu and choose Advanced Find. The Advanced
Find dialog box displays:

£ Advanced Find _I- _ll:' 5'
File Edit Wew Tools Help Type a question for help =
Loolgfor:ITasks j In: |Tasks Browse. .. |
Tasks |More Choices I Advanced I
Search For the wordis): I j Stop) |
In: |subject field anly j Mew Search |
Stakus: Idoesn't matter j
From... | |
Sent Ta... | | Q
Time: Inone j Ianvtime j
| /

2. Make sure Tasks is selected in the Look for drop-down list.

3. Click the More Choices tab.
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4.

Type the old category name in the Categories box and click Find Now.
Outlook displays a list of the tasks that were found with that category:

File Edit Wiew

&2 Advanced Find

Tools  Help

=Dl

Type a question for help =

Look Far: ITasks

j In: ITasks

Tasks More Choices Indvanced I

Erowse...

Stog |

Categories. .. | IMarketing Project j
™ nly items that are: Iunread j Mew Search |
[ only items with: Ione of more attachments j
[ wWhose importance is: Inormal j
[~ Match case
Sige (kilobytes) Q
’7 Idoesn't makker j ID and |0
0O Subject Cue Date In Falder ;I
] Select vendor For marketing posters Mone Tasks
[[]| Research options For poster distribution | Mone Tasks
[[]|Create new promotional plan For krain,.. |None Tasks
d |
|3 Items 4

In the search results area, use the mouse to select the tasks whose
categories need to be changed. To select all of the tasks, select the
Edit menu and choose Select All.

In the Advanced Find dialog box, select the Edit menu and choose
Categories. The Categories dialog box displays. Notice that the
Marketing Project category is listed as (not in Master Category List).

Itemis) belong to these categories;

Marketing Project

&

=

ailable categories;

Business
Campetition
Favorites

Gifts
Goalsiobjectives
Holiday

Haoliday Cards
Hot Cantacks
Ideas
Inkernational
Key Customer

5 I

Miscellaneous

%

21

Add ko List |

Matketing Project (nat in Master Category List) _I
b

Cancel Master Cabegory List. ., |

© 0J206
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7. Inthe Available categories list, remove the checkmark from the old
category selection box

8. Type a new category name in the Item(s) belong to these categories
area.

OR

If the new category name has already been created, select it from the
Available categories list.

Itemis) belong to these categories;

Marketing Goals| Add ko List I

fvailable categories;

Abreon -
Business

Campetition

Favorites

Gifts

Goalsiobjectives

Holiday

Haoliday Cards

Hot Cantacks

Ideas

Inkernational

Key Customer

Marketing Goals

Marketing Proiect (not in Master Cateaory List) LI

5 I I

a4 | Cancel | Master Cabegory List. ., |

9. Click OK to assign the new category.

10. Close the Advanced Find dialog box.
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Viewing Tasks by Category

Once assigned to categories, the task list view can be changed to display
the Tasks as category groups that can be expanded or collapsed.

Procedure:

1. Select the View menu, choose Current View and then By Category.

Wiz | Favorites  Tools  Actions  Help

| Current Wig » Simple Lisk
Go Ta 3 Detailed Lisk
Cutlook Bar Active Tasks
Faolder List Mext Seven Davs
Preview Pane Orverdue Tasks
-é[l SuboPreview By Category
Expand/Caollapse Groups Assigniment

Remindsrs Window B Person Responsible

Completed Tasks
Toolbars 3 ompletec 1as
Task Timeline
Skakus Bar
4T Calendar - blank By Categary
5 Contacts Custornize Current View. ..
- Deleted Items Define
G5 Drafts Define Yiews. ..
=-4&a Inbox Format Colurnns. ..
i E

2. The task list will change to By Category view. Each category will be
separated by a group bar, and can be expanded or collapsed using the
[+] and [-] buttons.

Q Tip:

. If a task has been assigned to more than one category, it will appear in
each category group. However, it is still a single task and all changes
and updates to the task will appear in every group.
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Customizing the Master Category List

A master category list is supplied within Outlook. However, customized
categories created by the user can be added to suit individual goals,
groups, or projects.

In this way, all items, whether they are tasks, appointments, or e-mail

messages, can be grouped into one category, such as ABC Company or
Marketing Project.

Procedure:

1. Inthe Categories dialog box, click Master Category List. The Master
Category List dialog box displays:

Master Category List EE
Mewy category:

[ el
Business = ﬂl
Competition —
Favarites

Gifts Reset |

Goalsfobjectives
Holiday:
Haoliday Cards
Hot Contacks
Ideas
International
Keyw Customer
Miscellaneaus
Personal
Phone Calls
Skatus

Strategies ;I

(] 4 I Cancel |

2.  Type the name of the new category in the New category box and click
Add.

3. Toremove a category, select the category and click Delete.

4. Click OK to return to the Categories dialog box. The new category will
appear in the list and can be assigned to tasks (as well as other Outlook
items).
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Resetting the Master Category List
Resetting the Master Category List causes all custom categories to be
removed and the list is restored to its factory default. Keep in mind that
although this removes the custom categories from the master category

list, it does not remove those categories from the items to which they are
assigned.

D Procedure:

1. Select any Outlook task.
2.  Select the Edit menu and choose Categories.
OR

Right-click the item and select Categories. The Categories dialog box
displays:

Item(s) belong to these cateqaories:

Abreon Gdd Em List |

Available categories:

Business
Competition
Favarites

Gifts
Goals/Objectives
Huoliday:

Holiday Cards |-
Hok Contacks

Ideas

International

key Customer

Miscelaneous

Personal ﬂ

Y

:

04 Cancel | Masker Cakegory List. .. |

3.  Click the Master Category List button. The Master Category List
dialog box displays:

© 0J206 @ AFireon Page 45



Chapter 2 — Working with Categories

Master Category List

Mewy category:

Business -
Competition
Favarites
Gifts Reset
GoalsfObjectives
Holiday

Holiday Cards
Hot Contacts
Ideas
International
key Customer
Miscellaneaus
Personal

Phone Calls
Skatus

Skrategies ;I

(] 4 I Cancel |

[elete

1l

4. Click Reset. Outlook displays the following warning:

Microsoft Dutlook x|

] The Master Cateqgory List will be reset to contain only the categories provided with Qutlook, Ikems assigned to categories
. that are deleted will keep their assignments.

Cancel |

5. Click OK to confirm or Cancel to abort the reset.

6. Click OK to close the Category dialog boxes.
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Assigning and Tracking Tasks

Topics:

Assigning a Task

Receiving an Assigned Task

Reclaiming Ownership of a Declined Task
Deleting an Incomplete Assigned Task
Tracking the Status of a Task

Reassigning an Assigned Task to Another User

Forwarding a Task
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Overview

In addition to creating Tasks for yourself, Outlook has the ability to create
tasks and assign them to other people.

Using this group feature, a manager could assign the tasks for a project to
the different members of their project team, and track the progress of
those tasks by keeping updated copies and requesting status reports.

The task assignment process uses e-mails and the Inbox to communicate
task assignments, updates, and completions. A complete description of
each type of task-related e-mail, and what happens on each end (the
assigner and assignee) can be found in Appendix C — Task E-mails.

This chapter will explore the process of assigning tasks to other users,
receiving assigned tasks, tracking the progress of tasks, and completing
assigned tasks.

Assigning

a Task

As a manager or team member, there will be times when tasks have to be
assigned to others. The assignee receives the task in the Outlook Inbox
and has the ability to place the task in their task list.

Procedure:

Create a new task.

pz| Assign Task

Click the Assign Task button on the Task toolbar.

OR

Select the Actions menu and choose Assign Task. The Task window
changes:

© 0J206
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Untitled - Task M=l B3

Eil= Edit ‘iew Insert Format  Tools  Actions  Help Type a question for help |+
=gend | % 20 £, | 3 Recurrence... ek Cancel Assignment | wE | K @ .

Task I Details ]

|ﬂ This message has not been sent. |

JRC |

Subiject: I
| Due date: INDHE j Skatus: IN.:.I: Started j
Skark date: INone j Priority: INarmaI "I % Complete: IIZI% il

El-. [ Keep an updated copy of this task on ey task lisk
ol v Send me a status report when this kask is complete

=

[
Conkacts. .. | I Cate_qn:nries...l I Private I

In the To field, enter the e-mail address of the person to whom the task
is to be assigned, or click the To button to open the Address Book and
select a name from the list.

Type the Subject of the task.
If desired, set the Due date or Start date of the task.

To receive an e-mail notification every time the assignee makes a
change or update to the task, select Keep an updated copy of this
task on my task list.

To receive an e-mail message when the assignee marks the task as
completed, select Send me a status report when this task is
complete.

Use the Notes area for any additional information about the task.

=] 5end

Click the Send button on the Task toolbar to send the task

request.
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Tip:

vl Cancel Assignment

Click the Cancel Assignment button on the Task
toolbar to cancel an assignment and restore the original task form.

Warning:

If you attempt to assign a task to more than one person, you cannot
keep an updated copy of the task in your task list.

Microsoft Outlook x|

! E This task requast is addressed ko mare than one recipient. Your copy of this task will nat be updated.

Cancel |

You will also see the following message in the Info bar of the task in
your task list:

Complete training goals - Task - |EI|5|

File Edt Mew Insert Format  Tools  Actions  Help
HsaveandCloss | % Ba R 0 |G| ws| X |« -w -7

Task ] Details ]

|ﬂ This task was delegated to more than one person. Updates will not be tracked. |

Subject:  Complete training goals

Due date:  None

Status; Mok Started %% Complete: 0%
COwner trainA02 brainA02; traind0s traind0s; traind04 traind0d

Priority: Mormal

2l

To circumvent this problem, create a separate task for each person and
assign the tasks using the previous procedure.

The Send me a status report when this task is complete option does
work when assigning a task to multiple users, but as stated before, the
task will not show any updates in the task list, nor will it be marked as
complete even when all assignees have completed the task.
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Receiving an Assigned Task

When you receive a task request from someone who wants to assign a

task to you, the message includes buttons that allow you to accept or
decline the task.

You can click either Accept or Decline to respond to the request. If the

preview pane isn't open, you can open the message and click Accept or
Decline on the message form toolbar.

Procedure: (To accept or decline an assigned task)

1. Inthe Inbox, open the Task Request notification e-mail.

Edit manual - Task [ (O] x|
File  Edit iew Insert Format Tools  Ackions  Help Twpe a question For help (=

+" focept | 3 Decline c'f'n g IEI az| Assign Task ;7_'| VE | P e - - .
Task I Dietails I

| ssigned by Scott Concila an 04/24/2006 13:56, |
Subject:  Edit manual
Due date:  Mone
Skatus; Mok Starked Priority: Mormal % Compleke: 0%
Ownet: IT Training Room FO14
=
[

2. Click either the Accept or Decline button on the toolbar. For Accept,
the following dialog box displays (a similar dialog box with different
wording, but the same options, displays for Decline):
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Accepting Task

This task will be accepted and moved into
! the Tasks folder, Do you wank ko edit the
response before sending it?

= Edit the response before sending

{+ Send the response now

Cancel |

To send a response without comment, select Send the response now
and click OK. If Accept was selected, the task is then moved from the
Inbox to the task list.

OR

To send a response with comments, select Edit the response before
sending and click OK. Outlook will open an e-mail to the task assigner.
Edit the e-mail and then click Send. The task is then moved from the
Inbox to the task list.

Tip:

When a task is initially accepted, it will appear as an unread task in the
task list of both the assigner and the assignee. Open the task to mark it
as read.

© 0J206

@ Abreon Page 53



Chapter 3 — Assigning and Tracking Tasks

Reclaiming Ownership of a Declined Task

Tasks that are assigned may not always be accepted. When a Task
Declined notice is received, there are two choices: assign the task to
someone else or reclaim ownership of the task.

Procedure:

1 n@ Open the Task Declined notice in the Inbox.
Edit manual - Task H=l E3
File Edit Miew Insert Format  Tools  Ackions  Help Tvpe a queskion for help =
Return ko Task List | B2 () | <% Recurrence... | olfssionTask |5 5 wE | X | & - w - .
Task ] Deetails ]
|B Declined by Scott Concila on 04/24/2006 15:23. |
Subject:  Edit manual
Due date:  Mone
Skatus: Mok Started Priority: Mormal % Complete: 0%
Cner Scott Concilla
=
2. Return ba Task Lisk

Click Return to Task List to reclaim ownership of the
task. Outlook will place the task in the task list.

OR

pz| Assign Task

Click Assign Task to assign the task to someone else.

Outlook will display the task with the assignment fields and allow the
task to be sent again.
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Deleting an Incomplete Assigned Task
There may also be times when a task is initially accepted, but then later
the assignee decides that they cannot or will not complete the task. The

following procedure describes what happens when an assignee attempts
to delete a task they have already accepted.

Procedure:

1. Select the assigned task in the task list.

2. Delete the task from the list. Outlook displays the following dialog box:

Delete Incomplete Task I

=l

The task "Edit manual® has nok been
g completed. What do you want to do?

{* Decline and delete

" Mark complete and delete

Cancel |

3. The following table describes each option and the resulting action:

" Delete

Option Description ‘

Decline and delete Outlook sends a Task Declined notice to the assigner and
deletes the task from the assignee's task list. The
assigner may then reclaim ownership of the task or
reassign it as described in the previous section.

Mark complete and Outlook marks the task as complete, sends a Task
delete Completed notice to the assigner, and deletes the task
from the assignee's task list.

Delete Outlook deletes the task from the assignee's task list and
does not send any notification to the assigner.

4.  Select the desired option and click OK.
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Tracking the Status of a Task

Outlook sends Task Update messages automatically when an assignee
makes changes to a task and if the Keep an updated copy option was
selected by the assigner.

When receiving a Task Update notification, Outlook updates the task on
the task list when the Task Update e-mail has been read. Outlook then
automatically deletes the Task Update message.

When the assignee marks the task as completed, Outlook automatically
sends a Task Completed message if the Send me a status report option
was selected by the assigner.

When the assigner receives and reads the Task Completed e-mail,
Outlook marks the task as completed in the assigner’s task list, but does
not delete the task from the task list, nor is the Task Completed e-mail
deleted from the Inbox.

If the assigner has chosen not to keep an updated copy of the task on
their task list, the assignee can send a Status Report.

Procedure: (To send a Status Report)

Open the desired task in the task list.

Select the Actions menu of the task and choose Send Status Report.
(Do not use the Outlook Action menu as it does not contain this option.)
Outlook displays a Task Status Report e-mail:
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™ Task Status Report: Make ¢ - 0] x|
File Edit Wiew Insert Format  Tools  Acktions  Help Type a queskion for help =

Heerd @ & % B2 R0 @S ' I V¥ (Eﬁ@gtinns...@v

arial vlﬂviBIH v

Frorm... | |IT Training Room 7O14
To... | IScutt Concilla
c.. ||

Subject: ITask Status Report: Make classroom arrangements

[l
[l
amn
[11
[Tt}
]
1|
il

=]
----- Criginal Task-----
Subject: Make classroom arrangements
Status: Mok Started
%o Complete: 0%
Total work: 0 hours
Actual work: 0 hours
Requested by: Scott Concilla
=

3.  Write the status report and other important information in the message
area.

4.  Add any other additional e-mail options as desired.

5. =] 5end

Click Send on the e-mail toolbar when completed.

Tip:

o The Send Status Report feature can also be used to send task update
information to people who are outside of the original task assignment
process. For instance, a project manager can send a Task Status
Report to their project team so that all members of the team know what
has been changed or updated on the task.
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Reassigning an Assigned Task to Another User

In the process of assigning tasks to other users, there may be occasions
where a task needs to be reassigned or "passed on down" to another
user.

For instance, a department vice president assigns tasks to his managers,
who then in turn assign those tasks to their staff.

When the task assignment procedure is followed, all assigners and
assignees in the chain can receive task updates and notifications when
the task is completed.

These procedures have already been document in this chapter, so the
following example explains what happens when Vice President A assigns
a task to Manager B, who then assigns that same task to Staff Person C.

This example also assumes that the Keep an updated copy and the
Send me a status report options have been selected when the task was
created and assigned.

Procedure:

Vice President A creates a task and assigns it to Manager B.

Manager B receives the Task Request e-mail and accepts the task. The
task now appears on Manager B's task list. The Task Request e-mail
disappears from Manager B's Inbox.

Vice President A receives a Task Accepted e-mail from Manager B.
When Vice President A reads the Task Accepted e-mail, the task is
updated in the task list and the Task Accepted e-mail disappears from
the Inbox.

Manager B opens the task in the task list, clicks Assign Task, and
assigns it to Staff Person C.

Vice President A receives a Task Update e-mail from Manager B. Vice
President A reads the Task Update e-mail, the task is updated in their
task list, and the Task Update e-mail disappears from the Inbox.
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At the same time as step 5, Staff Person C receives a Task Request e-
mail and accepts the task. The task now appears on Staff Person C's
task list. The Task Request e-mail disappears from Staff Person C's
Inbox.

Manager B receives a Task Accepted e-mail from Staff Person C.
When Manager B reads the Task Accepted e-mail, the task is updated
in the task list of Manager B and the Task Accepted e-mail disappears
from Manager B's Inbox. Vice President A does not receive any
notification that the task has been accepted by Staff Person C.

Any time Staff Person C updates the task in their list, both Vice
President A and Manager B will receive Task Update e-mails from Staff
Person C. When both A and B read the Task Update e-mails, the
respective task lists are updated and the Task Update e-mails disappear
from the Inbox.

When Staff Person C marks the task as completed, both Vice President
A and Manager B receive Task Update e-mails and Task Completed e-
mails. The Task Update e-mails will disappear from the Inbox once
read, however, the Task Completed e-mails will remain.

Tips:

Task Update e-mails will always be automatically deleted from the
Inbox, however, when this occurs can vary. In some cases, the Task
Update e-mail may disappear before it has been read. Note however,
that the update information is added to the task, and Outlook will mark
the task as "new/unread" in the task list.

Task Accepted and Task Declined e-mails will always stay in the Inbox
until they are read, but will disappear automatically once they have been
read.

Task Completed e-mails will always stay in the Inbox even once they
are read.

For complete information on what happens to each task e-mail for
assigners and assignees, see Appendix C — Task E-mails.
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Forwarding a Task

To send a copy of a task to someone else without “assigning” it to them,
simply create it as you would a new task for yourself, and then perform the

following actions.

Procedure:

1. In the task list select the task to be forwarded.
2. Right-click the task and choose Forward.

OR

Select the Actions menu (either from Outlook or on the Task) and

choose Forward.

OR

Press [Ctrl] + [F]. A new e-mail message is created with the task

included as an attachment.

Heed H&E L BR2R BRI B@E ! 3 ¥

Arial Y1DY£BIQ

B FW: Request credit report - Message (Rich Text) M=l 3 |

File Edit Miew Insert Format Tools  Actions  Help Type a guestion for help (=

wE

ﬁ@gtinns... -

Ak
]
[Tt}
]

= *

To,.. ||

(& |

Subject: IF'-.-'-.-': Request credit report

[
Reguest credit
repork
[~
3. Address the e-mail, add any options as necessary, and click Send.
© 0J206

Page 60 @ Abreon



Chapter 3 — Assigning and Tracking Tasks

4. The message appears in the Inbox of the recipient with the forwarded
task represented by an icon.
¥ FW: Request credit report - Message (Rich Text)
File Edit ‘“ew Insert Formak  Tools  Ackions  Help  Tvpe 2 guestion for belp -
CyReply | €50 Reply to &l | W Forward | & LA RN EL A I SR B @ -
From: Scotk Concilla Sent: Mon 04/24/2006 14:19
To: IT Training Foom 7014
_cy
Subject; P Request credit report
s
Request credit
| repark
5.  The recipient can drag the task icon that appears in the message to the
Tasks icon on the Outlook bar or to the Tasks folder in the folder list.
The task will now appear in the user’s task list.
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Outlook Tasks Folder Toolbar (Standard)

This is the standard toolbar that appears in the Outlook interface when the
Tasks folder is selected.

Fibew - | &Y W | Bofind % | - 3,

Individual Task Toolbar (Standard)

This is the standard toolbar that appears when an individual task is being
created or is opened.

& save and Clase %, B2 [l <% Recurrence... | yzlAssign Task | =l % W W @ .

Assigned Tasks Toolbars (Tasks Folder)

This toolbar appears when a task is being created to be assigned to
another user.

=lsend | % = €, +%Recurence... £l Cancel Assignment | 3 [2) |

This toolbar appears on a task that has been assigned to the user by
another user.

[ save and Close | €9 X% B ) xlassionTask 54 5 XK | 4w - [32)

This toolbar appears on a task that the user has assigned to someone
else.

Hsaveandclose | % Bn @ Il 5y X & -9 - [7)
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Assigned Tasks Toolbars (Inbox)

This toolbar appears on a Task Request e-mail when a task is assigned
to the user.

W Brooepk | 3 Dedine ,:',"D @ @ pz| Bssign Task :7_'| Wl @ .

This toolbar appears on Task Accepted or Task Update e-mails received
by the user.

Hsaveandclose | 4 Bz @ I £ ¥ 4***@,

This toolbar appears on a Task Declined notice e-mail.

Return ko Task List | 3 B2 I  +<¥Recurrence.. glassignTask B 5 XK 4 - w - [2) |
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Tasks Toolbar Buttons

The following table lists alphabetically all of the toolbar buttons found on
the task toolbars as shown in this appendix and a description of their

function.

Button

»" Accepk

Name

Accept

Function

Accepts the task and places it on the task
list. A Task Accepted notice is e-mailed
to the assigner.

[E:

Address Book

Opens the Outlook address book.

pz| Assign Task

Assign Task

Displays the To field and other options so
that the task can be e-mailed (assigned)
to another user(s).

cxl: Cancel Assignment

Cancel Assignment

Removes the To field and other options
from the task.

L Check Names Validates the names in the To field
against the Global Address List.

Copy Copies the selected task to the clipboard

b4 Cut Deletes the selected task from its original
location and copies it to the clipboard.

¥ Dedline Decline Declines the task. A Task Declined

notice is e-mailed to the assigner.

b4 Delete Deletes the selected task. (The task is
moved to the Deleted Items folder.)

ZLFind Find Toggle button for the Find Bar to search
the Tasks folder.
- Find a Contact Type a name in this box to have Outlook

search the Contacts folder for a match.

(2] Help Opens the online help system.
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Button INETgE Function
1] Insert File Allows the user to attach documents to
the task. The attachment icon(s) will be
placed in the Notes area of the task.
B Mark Complete Marks a task as complete.
[ Move to Folder Opens a submenu to place the item in a
different Outlook folder.
7 Hew = New Task Opens a new task window.
¥ - Next Item Opens the next item in the task list.
E5 Organize Opens the Organize pane with options for
folders, categories, and views for tasks.
2} Paste Copies the item from the clipboard to the
currently selected location.
& -~ Previous Item Opens the previous item in the task list.
= Print Creates a hard copy of the currently
selected task or task list.
7% Recurrence. .. Recurrence Opens the Recurrence dialog box to set
the repetition pattern for the task.
< Reply Creates an e-mail reply window.
Return to Task List Return to Task List | Returns a declined task to the task list.
Save and Close Save and Close Saves changes to the task and closes the
task window.
=l5end Send Sends the task or status report to the
chosen recipient(s).
< Send Status Report | Creates an e-mail to the task assigner
with the task details and notes.
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There are several types of symbols that can appear within the Task views.
These icons are described in the following table:

Symbol Description

Outlook Task folder icon

Task

Recurring task

Task assigned to current user

Task assigned to another person

V|| & |8« | e

Completed task

Uncompleted task

Task has an attachment

High importance task

Low importance task

Task has a reminder

Task Request/Update notification (Inbox)

Task Accepted notification (Inbox)

Task Declined notification (Inbox)

Awaiting reply to task (Task list)

Task has been accepted (Task list)

R R EY | | | 4= | | =

Task has been declined (Task list)
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In the process of assigning tasks to other users and receiving assigned
tasks, there are several types of e-mails that are sent by Outlook. The
following table describes each e-mail type, its associated icon, and what
happens to the e-mails and associated tasks.

Task E-mail Icon Action

Task Request @ Assigner: Copy of Task Request e-mail is in Sent Items

folder.

Assignee: Receives Task Request e-mail; disappears

once read.
Task l@ Assigner: Receives Task Accepted e-mail; disappears
Accepted once read; updates task in list.
Assignee: Copy of Task Accepted e-mail is in Sent
Items folder; task is marked as accepted.
Task ﬁ Assigner: Receives Task Declined e-mail; disappears
Declined once read, task remains on list.

Assignee: Copy of Task Declined e-mail is in Sent
Items folder; no changes to task list.

Task Update ,g‘ Assigner: Receives Task Update e-mail; disappears

once read and updates task in list, or, disappears on its
own and marks task as new/unread.

Assignee: Copy of Task Update e-mail is in Sent Items
folder; task is marked with latest update date.

Report

Task Status | Assigner/anyone: Receives Task Status Report e-mail;

e-mail stays in Inbox; task is NOT updated.

Assignee: Copy of Task Status Report is in Sent Items
folder; task is NOT marked with the latest update date.

Task b Assigner: Receives Task Completed e-mail; e-mail
Completed stays in Inbox; task is marked as completed in list.
Assignee: Copy of Task Completed notice is in Sent
Items folder; task is marked as completed in list.
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