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Setting Up Tasks 
 
A task is a personal or work-related action item that you want to track until it's 
completed. A task can occur once or repeatedly.  A recurring task can repeat at regular 
intervals or repeat based on the date you mark the task complete. For example, you 
might want to send a status report to your manager on the last Friday of every month, 
or get a haircut when one month has passed since your last haircut. 
 

A. Filter The View In Your Calendar To Display The TaskPad (To-Do 
List). 

 
1. Go to the Calendar.  Make sure your 

Task Pad is showing on the right.  If 
it’s not, go to the View menu and 
select Task Pad. 

2. Go to the View menu again and 
click Task Pad View. 

3. Select Active Tasks for Selected 

Days.  The task pad will now only 
display tasks with a Start Date of 
today or earlier. 

 

B. Filter the View on the Task Pad 
 

1. Right-click in the TaskPad. 
2. Select Task Pad Settings, then Show Fields. 
3. Add and remove fields until only Icon, Complete, and Subject are showing (in 

that order). 
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C. Remove Completed Tasks From the Task Pad. 
 

1. Right click on the word TaskPad in the Task Pad (make sure you click the 
header, not inside the task pad. 

 

 
2. Select Customize Current View. 
3. In the Customize View: dialog box, click on the Filter button. 
4. Click the Advanced tab. 
5. Click on the Field button on the left side in the middle of the box. 
6. Click Frequently-used fields. 
7. Click Complete.  The default Condition and Value will automatically be filled in 

with Complete, Equals, and No, which you want to keep. 
8. Click the Add to List button. 
9. Click OK to return to the View Summary Box. 

 

 
 

10. Click OK again. 
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D. Create a New Task. 
 

1. On the File menu, point to New, and then click Task.  
2. In the Subject box, type a task name.  
3. Fill in the Start Date for the date you want the task to show up on your TaskPad. 
4. Fill in the Due Date as applicable or different. 
5. If you leave the Start Date and Due Date blank, it will still be in your Tasks list as 

a master task list item. 
6. Complete any other boxes on the Task and Details tabs for information you 

want to record for the task.  
7. To make the task recur, click Recurrence, click the frequency (Daily, Weekly, 

Monthly, Yearly). 
8. Click OK, and then click Save and Close. 

 

E. Capture an Email as a Task on the Task Pad. 
 

1. Right mouse click the email (or if you’re viewing the email, select File). 
2. Select “Move to Folder” from the short cut menu (or File menu). 

 

 
 

3. Select Tasks from the list. 
4. Click OK. 
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5. This will activate a task properties window. 
6. Update all of the information accordingly.  Use the “Start Date” to indicate when 

you want the task to appear on your Task Pad.  You can set a reminder here or 
even type notes to yourself. 

7. Click the “Save and Close” button. 
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F. Assign a Task to Someone Else. 
 

1. Select Tasks (or Go, Tasks). 
2. Click “New.” 
3. Select “Assign task.” 
 

 
 
4. Select the delegate using “To” (just as you would with an email). 
5. Enter the task in the Subject field. 
6. In the Due Date and Start Date fields, enter the desired dates or select from the 

calendar. 
7. Attach any files needed for the task. 
8. Type a message with instructions in the Note area. 
9. If you would like to keep an updated copy of the task on your task list or receive 

a status report when the task is complete, check the appropriate check boxes. 
 

 
 
10. Click Send. 
 

Note: The recipient can either Accept or Decline your task request, just like a 
meeting request.  If accepted, it goes right to Tasks. 
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G. View Assigned Tasks by Person Responsible. 
 

1. Select “Tasks” in the Navigation Pane. 
2. Select by Person Responsible. 
 
 

 
 
H. Create Your Master Categories List. 

 
1. Create a new task. 
2. Click the “Categories” button in the lower right-hand corner of the window. 
3. Click “Master Category List” button in the lower right-hand corner of the 

Categories dialog box.  This is the MASTER category list that is used in all 
functions of Outlook (Contacts, Calendar, etc.) 

4. Delete any Categories you don’t need for your type of tasks (almost all the 
defaults).  Click on the unused category term, then click remove. Or hold down 
the shift button when selecting to remove a list of categories at once.   

5. Add the category terms you want to use by typing in the text box at the top and 
clicking “Add.”  Add projects, committees, people, geographical areas, etc., that 
describe the categories of tasks you work. 

 



 

How to Set Up TASKS in Microsoft Outlook 2003 

  By Laura Stack, MBA, CSP 

 

© Copyright 2013, Laura Stack, MBA, CSP.  All rights reserved. 
The Productivity Pro®, Inc., 9948 Cottoncreek Drive, Highlands Ranch, CO  80130 

Phone: (303) 471-7401, Email: Laura@TheProductivityPro.com, Web: www.TheProductivityPro.com  
Subscribe to free e-zine: http://www.theproductivitypro.com/r_subscribe.htm  

Laura’s blog: http://blog.theproductivitypro.com  

  

7 

I. Tag a Task with a Category. 
 

1. Create a new task. 
2. Click the Categories button at the bottom left of the task. 
3. Check the appropriate boxes to describe the task (plus the rest of the pertinent 

information). 

 
 

4. Save and Close. 

 
J. View Tasks for by Category/Project. 
 

1. Select “Tasks” in the Navigation Pane. 
2. Select by Category. 

 

 
 

 



 

How to Set Up TASKS in Microsoft Outlook 2003 

  By Laura Stack, MBA, CSP 

 

© Copyright 2013, Laura Stack, MBA, CSP.  All rights reserved. 
The Productivity Pro®, Inc., 9948 Cottoncreek Drive, Highlands Ranch, CO  80130 

Phone: (303) 471-7401, Email: Laura@TheProductivityPro.com, Web: www.TheProductivityPro.com  
Subscribe to free e-zine: http://www.theproductivitypro.com/r_subscribe.htm  

Laura’s blog: http://blog.theproductivitypro.com  

  

8 

Educational Resources by Laura Stack 
 

Subscribe to the Productivity Minute!  Watch a one-minute personal performance video each 
week, delivered via email: www.theproductivitypro.com/productivityminute/ 
 
eBook of screenshots of amazing Microsoft Outlook Task Tricks by Laura Stack: 
www.TheProductivityPro.com/download.htm  
 
Download the Laura Stack app for a free eBook! www.TheProductivityPro.com/app  
 
What to Do When There’s Too Much to Do book site: www.TheProductivityPro.com/WhatToDo  
 
Laura’s YouTube channel: http://www.youtube.com/theproductivitypro  
 
Link with me! http://www.linkedin.com/in/laurastack 
 
Join our LinkedIn Group, The Productivity Pro® Alumni, to exchange ideas and insights: 
http://www.linkedin.com/e/vgh/1259217/ 
 
Follow me!  http://twitter.com/laurastack  
 
Become a Fan of The Productivity Pro®: www.facebook.com/productivitypro  
 
Sign up for my free weekly productivity newsletter, The Productivity Pro®: 
http://www.theproductivitypro.com/r_subscribe.htm  
 
Laura’s blog: http://www.theproductivitypro.com/blog/ 
 
Over 150 free articles for download and reprint for your company website, newsletter, or blog: 
http://www.TheProductivityPro.com/articles  
 
12 hours of Microsoft Outlook online video training with workbooks: 
http://www.TheProductivityPro.com/outlook  
 
FREE downloadable worksheets, checklists, and resources: 
http://www.theproductivitypro.com/r_free_stuff.htm  
 
Take the quizzes FREE from Laura’s books: 
http://www.theproductivitypro.com/r_quizzes.htm 
 
Get a FREE tip of the day via email: 
http://www.theproductivitypro.com/r_subscribe_365Tips.htm 
 
Resources for purchase (books, CDs, DVDs, self-study audio, video training, MP3s etc.): 
http://www.theproductivitypro.com/t_productivity_tools.htm 
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