Sending status reports

If you want to let Dr. Malott or other supervisors know how much you are engaged in your task through Outlook, follow this instruction.

For 2000:

· Open Outlook.
· Click Tools and scroll down to Options. 

· Hit other tab, and click Advanced Options and Advanced Tasks. 

· Check Send status reports when tasks are completed. 

· Click OK until you are completely out of there.

· [image: image1.png]Task

Ele Edt Vew Insert Format Tooks Actions telp

=1olx]|

WsveeniCose | 4 B R 0 | Rearence., | @i To [ 3 [ X [ & - % [ |

=l

[ Overdue by 7 days.
Due every Monday effective 11/6/2000.

-

[ | puedater  [von 117672000 = | 7] St ot started =

St dtes [ | = ety o =] e compete: o7 =]

00 I Reminder: [in 117672000 [FoET | | owner: [Dickaloxe

Uncle Dickie's Self-Improvement Objectives

Derived from self-development iinterviews with Uncle-Dickie's students
Uncle Dickie gives one psuedo optional activity point for every instance of
corrective feedback.

e Help uncle dickie

e not talk more than 10 minutes

o Feedback in non-punative style, like don't say that was really dumb or
hopelessly confused.as joke in class.
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Then if you get a task from your supervisor, in Task dialog, you can let him know Status, Complete percentage, Priority, and Comments. 
For XP:

· Open Outlook.

· Open the task you wish to send a status report on.
· Go to Actions and click on Send Status Report.

· Click To:  and select the recipients of the status report.

· This will open a new window. 

· If the task was assigned to you, you, the owner of the task will automatically be on the recipients list.

· Click Send.

