Creating Tasks for yourself

1.  Click on the tasks folder
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2.  Click actions on the menu bar and scroll down to new task.  Click on new task.
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3.  Enter the subject of the task in the subject box
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4.  Enter the due date of the task in the due date box, if there is one.  Click on the arrow, and then click on the month and day of the due date.
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5.  Enter the start date of the task in the start date box, if there is one
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6.  Choose the priority level of the task by clicking on the arrow in the priority box.  Then scroll down to the appropriate priority level
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7.  To have a reminder for the task, click on the box next to reminder, so there is a check mark in the box
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8.  In the box on the right of the reminder, click the arrow and scroll down to the date the reminder is needed

[image: image8.png]utlook Job Aids - Microsoft Word
Hle Edt Vew Insert Fomat Toos Table Wndow Help

DEESR ERY I 2R - | QBEOR

& 0%

41 Nomal - TmeshenRoman -+ 12 +| B Z U =-
=
| Bl Edt Vew Insert Fomat
Wssveandcose | § B B 0 | O Rearence... | Fassntesk | [ X |4 - v - (@),
Tosk | Detats
suect: [
[ pue cate: = ﬁ"lsvams:, [Not started
Strtdate: eronty [loma <
¢ ¥ Reminder: [von 175272003
4 anary 208
SMTWTES
s031 12 3
567580
udssse s
B2
2252722 031
°
>

oo~ Iy | agoshapes - \ N O
Page 4 seci a5 AtiE
[e— Outook Job Ak





9.  Next, click on the arrow in the box next to the date, and scroll down to the time of the reminder
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10.  Click in the dialog box at the bottom to add any necessary notes

11.  To assign a category to this task, click on the categories button at the bottom
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12.  Click on the box next to the category or categories the task belongs to so a check appears next to the category name
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13.  Or, type a category in the box next to categories
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14.  Click on save and close
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15.  The task is assigned to yourself

To have recurring tasks:

1.  Follow previous steps 1-14 for creating tasks for yourself
2.  Click the recurrence button on the menu bar
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3.  Next, choose the recurrence pattern.  Click on the circle next to either daily, weekly, monthly, or yearly
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4.  Click on the circle next to recur every, then fill in what number of weeks the task should recur
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5.  Then, click on each day the task should recur
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6.  To remove a check mark, click on the check mark and it will be removed

7.  Under range of recurrence, set the start and end dates 

8.  For the start date, click on the arrow.  A calendar will appear.  To change the month, click on the arrow next to the month.  Repeat until on the appropriate month.
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9.  To set the day, just click on the desired day.  

10.  To set the end date, click on the circle next to end day, and do the same thing in the end date box as you did the start box.
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11.  Or, you can click to have no end date, or to end after a specified number of occurrences. 
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12.  Click ok when you are done
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13.  Click save and close when the task is completed.

To assign a task

1.  Follow steps 1-3 for creating a task for yourself
2.  Click on assign task on the menu bar
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3.  In the to box, type the email of the person you would like to send the task to
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4.  If you would like to keep an updated copy of the task on your task list, leave the check mark in place.  If not, then click on the checkmark in the box next to ‘keep.’

5.  If you would like to be sent a status report when the task is complete, leave the check mark in place.  If not, then click on the checkmark in the box next to ‘send.’
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6.  Follow steps 4-15 from creating a task for yourself or steps 2-13 for creating a recurring task to finish the process.

