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Screen Shots for Using Tasks in Microsoft Outlook 2013
LAURASTACK g
TURNING STRATEGY INTO PERFOFMANCE with Laura Stack, MBA, CSP

Task: Something You Need “To Do” that Does NOT Need to be
Completed at a Specific Time

A. Create a New Task with Minimal Information. This method doesn’t
provide a lot of data about your task but gets it in the system quickly.

1. Click on Tasks in the Navigation Pane
2. Under the Current View group, select Simple List.
3. A little box at the top of the Task list says, “Click here to add a new Task”:

Search Tasks [Ctrl+E)
01 || suBsECT
B Inbox Click here to add a new Task
17 Drafts [4]
[z Deleted Items

4 |laura@theproductivitypro.com

[] http://co-talk.com/
[] affiliate links in shopping cart?

[ Junk Email [] statcounter - analytics - keywards, where
7 Sent rems [[] Load existing training series (WTD, Accele
0 Outhox ] set up membership site with shopping ca

[] RESPOMNSE REQUIRED: Confirm your requ
[] Meed "live action” photos photography
[] ESM action items

[ virtual assistant

- 73 Calendar
E Contacts

fl
&5 Journal

inkedIn Strategy Execution Software

EL' keedl |

o Notes [] thank-you card

- ed Beard Consulting, my Internet marke
%, Tasks [] Red Beard Iti Int t ki

I I I L I b b S LY

Arvrtlnme Cremnebe Bdarkatiomen Bdaclima ssicdas

4. After you click, those words disappear and your cursor starts blinking. Type the
information in the list (by default only Subject and Due Date) by tabbing over.

0 SUBJECT COWMNER START DATE | DUE DATE
[ Laura Stack, The Productiv... None Mone

5. Hit the Enter key, and the task will automatically get added to the list below.
B. Create a New Task with Complete Information.

DISCUSSION: the difference between the MASTER and DAILY to-do lists.

1. Click on Tasks in the Navigation Pane
2. In the New group, click the New Task button.
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TURNING STRATEGY INTO PERFOFMANCE with Laura Stack, MBA, CSP
@ @

FILE TASK INSERT FORMAT TEXT REVIEW

E'_'?_] x ﬁ_\é] Eﬁi‘s j: % ¢ _? % O = | Private

' High Importance

Save & Delete Forward OneMote — Task Details Mark  Assign Send Status Recurrence  Categorize Follow
Close Complete Task  Repoert - Up~ ¥ LowImportance
Actions Show IManage Task Recurrence Tags
Subject
Start date Mone [E]| status | Mot Started
Due date Mone E Priarity Mormal - % Complete
Reminder Mone MNone - &g Owner

Fill in as much or as little as you wish; we’ll cover the fields in this top section first. The
tab key moves you through the fields in this order:

1. In the Subject box, type the name of the task. This is actually the only field you
have to enter to create a task.

2. The Start Date is when you want to begin working on it (the day you want it to
appear on your daily to-do list). If you only fill in the Due Date, the Start Date is
left at “None,” which is read as if you are starting the task today. (Same text
tricks apply.)

(HINT: If you leave the Start Date and Due Date blank, it will still be in your Task list
as a memory list item under the “No Date” flag.)

3. The Due Date is when the task must be finished. You can enter a specific date,
or you can type in a text string, and Outlook will figure out what date
corresponds with it: “The first Friday of July,” or “three weeks from Thursday,”
and it will autofill the correct date.

Status; | Mol Started

4. Status (optional) is where you are on the Task. If priority [Irm_mu

R Pragress
you haven't started, leave it on Not Started. Compieted

aiting on someone else
Deefenred

5. Priority (optional) by default is normal, but you can choose high or low. No real
functionality here.

6. % Complete (optional): as applicable

7. Reminder (if you want the reminder pop-up box to come up before it’s due).
WEe’'ll soon see that this isn’t necessary, because you'll use the built-in reminder.

© 2014 Laura Stack, MBA, CSP. All rights reserved. No copying without permission.
The Productivity Pro, Inc., 9948 Cottoncreek Drive, Highlands Ranch, CO 80130 USA P .
Phone: (303) 471-7401 & Laura@TheProductivityPro.com & Facebook.com/ProductivityPro age

4




o
LAURASTACK

TURNING STRATEGY INTO PERROFMANCE with Laura StaCk, MBA, CSP

Screen Shots for Using Tasks in Microsoft Outlook 2013

8. Text box: enter notes and instructions about the task and any other information
you’ll need to complete it (hyperlinks, etc.).

9. There are many other options under the Task, Insert, Format Text, and Review
tabs.

C. Schedule a Recurring Task. These are great for quarterly tax payments,
monthly newsletters, weekly plant watering, etc. You enter the task once, and
Outlook will automatically create the next task for you.

1. In the Recurrence group, click the Recurrence button.

2. Select the frequency in the left column (Daily, Weekly, Monthly, Yearly). Each
choice changes the exact choices available for when the task recurs.

3. Click OK, and then click Save and Close.

, |

Recurrence pattern

@ Recur every |1 week(s) on
L8 |:|5ur1day DMonday |:|Tuesda;r Wednesday
©) Monthly [ Thursday [ Friday [ saturday

) Yearly

(7) Regenerate new task 1 week(s) after each task is completed

Range of recurrence
Start | Wed 2/5/2014 [v] © Ngend date

) End after: 10 OCCUrrences

) End by: Wed 4/9/2014 [~]

OK ]l Cancel ] Remove Recurrence

D. Create a Regenerating Task. This is different than a recurring task in the sense
that the next one is only scheduled a certain time period after you mark the last one
complete. So let’s say you generally like to post a blog entry every Friday, but you
missed last Friday and didn’t get to it on Tuesday. A regenerating weekly task
would now schedule the next posting for the following Tuesday.

1. In the Recurrence group, click the Recurrence button.
2. After selecting the Recurrence button, select the “Regenerate...” option instead:
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Screen Shots for Using Tasks in Microsoft Outlook 2013

E. Remove Completed Tasks from Your View Rather than Crossing Out.
You'll need to repeat this procedure for any views that have strike-outs.

1. Click on Tasks and click the View tab.
2. Inthe Current View group, select the view to change (Simple List, etc.).

[ A | subject e .
i &mange By
Ol Biere o add § mey - e ¥

tl  Eevene Son
o [ FE: Jodn my network of
o [T RE Lawura Stack - The P Field Chooses
A [0 RE Follow up on your Eemonct This Column meeting!
‘.':, [0 More lapeng with Ann 53, Geoup By This Field
o [0 City Group Leaden — g j Geoup by Bax mplete the 5
a0 Yearbook srden

Widw Setlings
& [0 SEC far wwwe. Thefrod ° : it

ol 7 Book Pans plane tidets Tor March 22-23 2012 conference

3. Right-click in the header of any field.
4. Select View Settings.
5. In the Customize View: dialog box, click on the Filter button.

Advanced View Settings: Simple List S50

e
6. Click the Advanced tab.
Filter =)
Tasks | More Choices | Advanced |sqQL
Find items that match these criteria:
Complete equals. Ho
Define more criteria:
[ ok ][ cancel |[ Clearan |

7. Click on the Field button on the left side in the middle of the box.

8. Click Frequently-used fields.

9. Click Complete.

10. The default Condition and Value will automatically be filled in with Complete,
Equals, and No, which you want to keep.
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11. Click the Add to List button.

12. Click OK to return to the View Summary Box.

13. Click OK again.

14. When you check the Complete box, it will now be removed from the Simple list.
It’s not deleted! When you click the Completed Tasks view, all your tasks are
there.

(HINT: To mark a task complete directly from the To-Do Bar, right click and select Mark
Complete.)

F. Change the View in Your To-Do Bar.

1. At the top of your to-do bar, click the heading called “Arranged
by.” In the drop-down, select Start Date (instead of Due Date) and
also Show in Groups. This will make sure you see the task on the
day you need to begin working on it, not the day it’s due.
2. Click View Settings. .. s e
In the Advanced View Settings: To-Do List dialog box, click on the o
Filter button. N
Click the Advanced tab. e
Click on the Field button.
Click Frequently-used fields.
Click Owner.
The default Condition and Value will automatically be filled in with Owner,
contains, which you want to keep.
9. In the Value field, type your first name.
10. Click the Add to List button.
11. Click OK to return to the View Summary Box.
12. Click OK again. Now only YOUR tasks (not those you’ve assigned) will show in
the To-Do bar.

@

PN

G. Convert an Email into a Task. Why flagging email only creates a “To-Do” and
not a Task; why is this a bad idea?

1. Open an email.
2. From the Move group, click the Move button. (You can also right-click from the
inbox).
;ﬂ i Rules -
_,Im OneMote
Maowve
« [P Actions -

Move
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3. Select Tasks from the list (or Other Folder if you've not done this step before).

i

Click OK.

5. This will create a new Task. The text of your email will be in the text portion of
the Task. At the very bottom of the text field, you will see an envelope. This is
your original email with all attachments.

6. Update all of the information accordingly (use the Start Date to indicate when
you want the Task to appear on your To-Do Bar under your Today flag. You can
set a reminder here, type notes to yourself, insert files, etc.

7. Click the “Save and Close” button. The email will be moved from your Inbox to

your Tasks (the original is in your Deleted Items if you want to file it).

Bottom line, does flagging an email create a Task? NO! It simply adds the message to
the To-Do bar. If you reply and clear the flag, the to-do is gone, but the email remains in
the Inbox. This is how email piles up! If you MUST flag email instead of converting
them to Tasks, right-click the flag and select CUSTOM, so you can specify Start and Due
Dates and delete the email once you reply to it.

H. Assign a Task to Someone Else.

1. Select Tasks click New Task.
In the Manage Task group, select Assign Task.

N>

) }Jl
v B
. 4]

Mark  Assign Send Statusi
Complete Task Report

Manage Task

Select the delegate using the TO field (just as you would with an email).

Enter the task in the Subject field.

Enter the desired Start Date and Due Date.

Attach any files needed for the task.

Type a message with instructions in the Note area.

Make sure the “Keep an updated copy of this task on my task list” and “Send me
a status report when this task is complete” boxes are checked.

PN

To... Becca Fletcher;
Subject Design pre-order book launch email for aWeber
Send
Start date | Wed 2/5/2014 FE|| status Mot Started
Due date Wed 2/5/2014 EI Priority Mormal -
+| Keep an updated copy of this task on my task list

+| Send me a status report when this task is complete
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Screen Shots for Using Tasks in Microsoft Outlook 2013

9. Click Send.
NOTES: The recipient can either Accept or Decline your task request, just like a meeting

request. If accepted, it goes right to Tasks. They now own it, and you can’t make
changes. If they decline it, you'll see it back in your task list.

I. Group Assigned Tasks by Person Responsible.

1. Click on Tasks.
2. Click on the View tab.
3. In the Current View Group, select Change View.
4. Click Assigned. o
n e
r:- & o — n
r ' B v
G | P, v

5. Open and close the tasks for each person as desired to view.

J. Send a Status Update to the Assignor. You can periodically know the person
how you’re progressing on a task (personal or assigned):

1. Open the Task.
2. Under the Manage Task group, select Send Status Report.

by iy
il 4
Mark  Assign Send Status
Complete Task Feport

Manage Task

3. Fill in the TO field.
4. Type a note to the person as usual.
5. Click Send.
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K. Modify Your Master Categories List.

1. Click on Tasks.
2. In the Tags group, click Categorize.
3. Select All Categories (at the bottom):

To assign Color Categories to the currently selected items, use the checkboxes next to
each category. To edit a category, select the category name and use the commands to the
right.

Shortcut key |~

=l .Proje.:cts
D . _lohn e Delete
[ [ Anniversary Colar:

[[] Becca

Rename

[C] [ sirthday

[C][I] Confirmed business - espeakers
[7] ] Execution IS the Strategy book fbione)
[T Exercise/Doctor/Health
[T]1[] Hold business - espeakers
[] I Holiday

[T] [ Kids activity/sports/doctar

Shortcut Key:

-

4. In the Color Categories dialog box, rename the categories to reflect your projects,
responsiblities, committees, people, geographical areas, etc., that describe the
categories of tasks you work.

5. Delete any that aren’t in use to make your list smaller (you can always add them
back in later).

6. If you like a particular color that isn’t in use, select New... and pick the color
from the list.

7. Hint: if you put a period in front of the category name, it goes to the top of the
list. Here are some categories you could use:

e .Projects: Business
e .Projects: Personal
e .Ideas

e .Objectives

L. Tag a Task with a Category.

1. Create a New Task (for each step of the project). L] (&) Private
2. In the Tags group, click the Categorize button. e ¥ High Importance
3. Sel . Categorize Follow
. Select the appropriate Category name or names - up~ & LowImportance
(you can tag a task with multiple categories). Tags

4. Save and Close.

© 2014 Laura Stack, MBA, CSP. All rights reserved. No copying without permission.
The Productivity Pro, Inc., 9948 Cottoncreek Drive, Highlands Ranch, CO 80130 USA P 10
Phone: (303) 471-7401 & Laura@TheProductivityPro.com & Facebook.com/ProductivityPro age l




’ )‘ Screen Shots for Using Tasks in Microsoft Outlook 2013
LAURASTACK g
TURNING STRATEGY INTO PERFOFMANCE with Laura Stack, MBA, CSP

Hint: create an overall project plan in one task, tagged with the .Projects: Business
category, and then copy/paste each individual step of the project into its own Task,
Categorized by the project name itself.

M. Group Tasks by Category. The view is simply how you're looking at your data
for that filter (how you arrange it).

1. Select Tasks in the Navigation Pane.
Click the View tab.
3. In the Arrangement group, click Categories (or any other desired view).

N

] =
EE Categories Y Start Date ? Due Date © Type

o, o
? Importance =3 Assignment _4’ Modified Date

1l

Arrangement

4. Open and close the Categories by clicking the arrow next to each category to see
all open tasks for that category/ project.

0 Subject
Click here to add a new Task

» Categories: ([none) (63 items)

| Categories: Ideas (27 items]
o0 Categories: .Projects Business (1 item)

a ] Categories: Coordinate marketing with Random House 3 items)
& 0122 Write copy

&1 [0 1.21.  Send photos

[~ 1.2 Request post cards

&

[ | Categories: Find Mare Time (8 items)

=0 Categories: SUPERCOMPETENT (1 item)
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N. Filter the View to Sort Your Tasks. The Current View filter shows you a
subset of your tasks. Then you can click the View tab to arrange them in a particular
order.

1. Select Tasks from the Navigation Pane.
2. From the Home tab, under the Current View group, select Simple List.

e =P
By Category By Person... Detailed Simple List |+

Current View

3. Click the Subject column. Hint: If you always start the Subject with the same
project name, code, or numbered list, all your tasks can now sort in alphabetical
order and stay together:

FMT: 1. Coordinate marketing with Random House

FMT: 2. Coordinate internal marketing effort for book sales

FMT: 2. Coordinate internal marketing effort for book sales
FMT: 2.2 Create special pre-publication order form

FMT: 3. Hire new part-time media employee to help in PR effort
FMT: 4. Build media awareness and relationships

FMT: 5. Develop Web site enhancements to support book

FMT: 6. Create support materials to sell speaking engagements to clients

T T C S T T
O oOoooomoo

4. Or click Completed Tasks for example in the Current View, then click the View
tab and in the Arrangement group, select Date Completed to see the most recent
you completed.

O. Change the TaSk OptlonS- General g Change the settings that track your tasks and to-do items.
Mail
Calendar Task options
1. Click the File tab and Select Contacts ». 5,} D Set reminders on tasks with due dates
. [Tam—] _ﬂ Default reminder time: | 9:00 AM % | &
, oprions. heTagk | Mmoo B S omntamnte oot
. Select Tasks.Next to the Tas e crertoe t e
Options button, set the default wabie Completed esk color
reminder box time (I use 9:00). renouase Set Quic Gk fag:
Advanced
3. Select Task Options. o o || ek houes
L F) Task working hours per day: e
4. Choose colors and check boxes. Quick AccessTootbar || [0 L ornahousperdar BB

Task working hours per week: |40
Add-Ins

© 2014 Laura Stack, MBA, CSP. All rights reserved. No copying without permission.
The Productivity Pro, Inc., 9948 Cottoncreek Drive, Highlands Ranch, CO 80130 USA
Phone: (303) 471-7401 & Laura@TheProductivityPro.com & Facebook.com/ProductivityPro

Page |12




’ /,'\ Screen Shots for Using Tasks in Microsoft Outlook 2013
LAURASTACK g
TURNING STRATEGY INTO PERFOFMANCE with Laura Stack, MBA, CSP

P. Print a Paper To-Do List. If you have a handheld device that syncs with
Outlook (usually Microsoft Exchange), you can reference and create them when
you're away from your computer. However, if you don’t have an electronic device
or like to carry a paper copy with you, do the following:

Click Tasks from the Navigation Pane.

Under the File tab, select Print.

Choose Table Style to print the entire master task list (list view).

Click the Print Options to make changes in paper, margins, etc. (measure the
paper you use for your planner size and manually feed through your printer).
Click the Preview button to see what the printout will look like.

6. Click OK when finished.

Ll NS

o

Hint: You can also open or highlight one specific task, and then choose Memo Style
when you print.

Q. Find a Task. In the upper right corner of any view (simple list, completed,
assigned, etc.), type the term you're looking for in the Search box.

Je

R. Create Task Folders. You can organize your Tasks into Folders, just like you do
with email, for different areas of your life (volunteer work, kids, personal, etc.).

1. Right-click on Tasks.
2. Choose New Folder.
3. Type the name of the folder.
4. Under Folder contains: make sure Task Items is selected
Create New Folder ‘ =)
MName:
MSA
Folder contains:
Task lkems lz‘ |
Select where to place the folder:
Fo Junk Email -
[ Sentltems
Qutbox
> [ Calendar
2] Contacts 3
& tnkean
Motes
%5 Tasks
* | g Laura's folders
> | RSS Subscriptions ke

5. Click OK. You now have a blank to-do list for that area of your life.
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S. Block Out Time on Your Calendar to Work on a Task.

1. Click your Calendar.
2. Open the Tasks on the bottom by clicking the arrow on the right.

Show tasks on: Start Date Start Date

Create model; write productivity book - see McGhee presentation.., Fri 2/7/2014

v Update free stuff menu option - can be much more robust and le... Fri 2/7/2014
E Virtual courses - how is Becca coming on this? Fri 2/7/2014
- 2014 Speaker Author PR Toolkit Fri 2/7/2014

Paid one-year Execution Leadership Training series Fri 2/7,/2014

3. Right-click on the Show tasks on: and select By State Date and unselect Show
Completed Tasks.

4. Click and drag a Task up to your calendar to put a block on your calendar to
work on that particular task. If you don’t get to it, just leave it (no need to
delete — the task will be there the next day).

T. Create a New Task Right from an Appointment. Let’s say you have some
work to do to prepare for an upcoming meeting. You need to create a Task but
don’t want to manually include all the information you’ve already entered into your
calendar.

—_

Open your calendar to view the appointment.

Click and drag the appointment to Tasks.

3. A new Task will automatically open with the appointment information copied
into the text portion of that Appointment.

4. Fill out the relevant information (Start and Due dates, etc.)

5. Save and close.

N

U. Share Your Tasks With Others. Perhaps you want a co-worker to be able to
see your Tasks, or a group of people all share a “pool” of master tasks. You can
easily share your Tasks, just as you share your calendar.

Right click on Tasks.

Select Share and then Share Tasks.

Fill in the person’s name you wish to share with and click Send.

When they accept, they may now open your Tasks. Click File, Open & Export,
Other User’s Folder.

5. Type the name and change the Folder type to Tasks.

Ll N
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Educational Resources by Laura Stack

Execution IS the Strategy book site: www.ExecutionlsTheStrategy.com. To receive bonus
educational resources, forward your online purchase receipt to execution-book@aweber.com.

What to Do When There’s Too Much to Do book site: www.TheProductivityPro.com/whattodo

SuperCompetent book site: www.SuperCompetentBook.com

Screenshots of Microsoft Outlook Tips and Tricks: www.TheProductivityPro.com/Laura

Laura’s YouTube channel: www.youtube.com/theproductivitypro

Subscribe to our weekly one-minute personal productivity video training series “The
Productivity Minute”: www.theproductivityminute.com/

Link with me! www .linkedin.com/in/laurastack

Follow me on Twitter: www.twitter.com/laurastack

Become a Fan of The Productivity Pro®: www.facebook.com/productivitypro

Sign up for my free monthly newsletter, The Productivity Pro®:
www.theproductivitypro.com/subscribe/

Subscribe to my blog: www.theproductivitypro.com/blog/

Laura’s website has over 150 free articles for download: www.TheProductivityPro.com/ articles

Microsoft Outlook 12-hour online video training: www.TheProductivityPro.com/Outlook
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