A. Using Flags

Flags can be attached to emails in a few different ways.  Flags are primarily used, however, as a reminder tool.  They are very helpful with emails that contain tasks, but are not sent as a specific Microsoft Outlook task.  To attach a flag (for follow-up) to an email that was sent to you, follow these easy steps:

1. Open the email that you would like to attach the flag to
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Click the flag icon located on the email toolbar

3. Select the flag to Follow up in the flag for follow up dialogue box (however, also explore other options – e.g., Call, Do not forward, No response necessary, etc.)

4. Select a date that you would like to be reminded of this particular email – Click OK
Note: If you are having a hard time finding your flagged emails within a long list (e.g., numerous listed emails located in your inbox), click the sort by flag icon in the upper left-hand corner of the inbox window.

Flags can also be used before an email is actually ever sent (e.g., you want someone else to follow-up on an email you are sending to them).  You can do this by following the same steps listed above, however, complete these steps before sending an email (not for an existing email that was sent to you).

Once you have completed a particular task associated with a follow-up email, you can mark the flag completed using these easy steps:

1. Open the flagged email

2. Click the flag icon

3. Check the box entitled Completed
4. Click OK
Note: Once the flag is marked completed the flag will turn white.  This simply means the flagged email has been completed.

