Using Outlook to Manage Tasks

1. To access “Tasks” in Outlook, click on the “Tasks” at the bottom of Outlook. This
will open the “Tasks” page where you can input tasks and set reminders.
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2. Put your cursor on the first available line to enter a

task.
(] Subject Due Date

Call back Studek: Mary Villareal at 713-556-2198 re: meal plan cancellation MNone

3. Type in a Due Date in the Due Date column.



4. Double click on “Due Date” to set a reminder for the task.
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Task | Details
Due today.
Subject: l Call back Student Mary Villareal at 713-556-2198 re: meal plan cancellation ]
Duedate: |Thu8/7/2008 v | Status: Mot Started v|
Startdate: | Thug/7/2008 | Priority: [High  v| % Complete: £

[“IReminder: | Thu 8(7/2008 v v Owner: | Messa, Emily A

5. When the task is due, a reminder will pop up on your screen.
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] Call back Student Mary Yillareal at 713-556-2198 re: meal plan canc...

Due: Thursday, August 07, 2008 1:05 PM %
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Click Snooze to be reminded again in:
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