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Q\/CK Screen Shots for Using Tasks in Microsoft Outlook 2016
The Produ“ctivity Pro with Laura Stack, MBA, CSP

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

A. Clear Your Flags. Flagging an email creates a Reminder or “To Do,” but
it doesn’t create a Task. The email stays in the Inbox, and you can’t
manage your actions from a massive list of information (with new items
pouring in on top of it).

Go to your Inbox.

Select All the items (Control-A).

Right-click in the Flag column.

Select Clear Flag. Ahhh now doesn’t that feel better?

Ll

B. 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

O SUBJECT

Click here to add a new Task

<
4 laura@theproductivity... '«

Inbox

_@‘ Drafts [2] v [ Make & D flowchart, laminated s
@ Deleted ltems ¥ [ Create consulting process flow.
@Junk Email z [[] Update seminar exercises, case

/| [] Review Odette Pollar's Kopy Kitz

=1 Sent [tems w] [] PPT for session 1/screen shots/L
=] Qutbox v [ Schedule TruFit classes into cale
E‘_)Calendar Z [ Develop new 5-week webinar se
| [ SURVEY: NSA Strategic Planning

E‘BCDH‘E&C‘[S v [ watch Speaker Lab Summit vide
‘@)Joumal v [] Motes from Influence 2016 revie

lé_‘_‘,LinkedIn ? [] Give Emma sudafed 5 ml

+| [] Hear back from Dr. Walcott/\Wal

« Notes v [ Get art back from Sukey? Re: Hc
[ :Z_)Tasks Z [ Check contract for the Elite Retfre

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.

[Is] SUBJECT START DATE 4 DUE DATE CREATED CATEGORIES
(| Mone MNone Mone

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

1. Click on Tasks in the Navigation Pane
2. Inthe New group, click the New Task button.

& B2 e -

Home Send / Receive Folder View Add-ins Adobe PDF Q Tell me what you want to do

) =1 ¢ > Today |" Next Week - NIk [

v 1 gm X 3 v K PSR E U

N N N o ; : Ve R |* Tomorrow  [* No Date ° 1 vowe o ﬁJ c 1
ew New New Delete orward Ty more - arl emove ) > Simple List  To-Dolist  Prioritized .| Move OneNote Categorize

Task Email Items~ Complete from List l This Week l Custom M - v

New Delete Respond Manage Task Follow Up Current View Actions Tags

Fill in as much or as little as you wish; we'll cover the fields in this top section first. Use
the tab key to move through the fields:

=] & - v
Task Insert Format Text Review Q Tell me what you want to do
e 2 < wi B w; wi Private T
QJ x = “Eﬂ v | v \/ Ve v O EI - i H
- (=) IZI > =1 . | HighImportance _ °
Save & Delete Forward OneNote | Task Details Mark  Assign Send Status Recurrence Categorize Follow Save to
Close Complete Task  Report - up~ ¥ LowImportance Evernote
Actions Show IManage Task Recurrence Tags Zoom Evernote &
Subject
Start date None [E| status Mot Started A
. c Y
Due date Mane R | Priority Narmal - % Complete 0% =
Reminder Mone None - ifz | Owner Laura Stack, The Productivity Pro

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. 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. (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.

4. Status (optional) is where you are on the Task. If Statuz; | Not Started
you haven’t started, leave it on Not Started. Eriarity: E"Er’;ll.:;:;
omplete

Waiting on someone else
Deferred

5. Priority (optional) by default is normal, but you
can choose high or low. No real functionality here.
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6. % Complete (optional): as applicable

7. Reminder (if you want the reminder pop-up box to come up before it’s due).
We’'ll soon see that this is rarely necessary, because you'll use the built-in list.

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 Insert, Format Text, and Review tabs.

. 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.
Recurrence pattern
: ) Daily -@-Regur every |1 week(s) an
GMEEHY [ sunday ["Imonday [ Tuesday [ wednesday
() Monthly |+ Thursday | Friday [ "] saturday
O yearly (") Regenerate new task 1 week(s) after each task is completed
Range of recurrence
Start: | Thu 11/10/2016 Iz‘ 'Q'Ng end date
-_:_-End after: 10 occurrences
(CEndby:  |Thu 1/12/2017 [=]
Remove Recurrence

4. Change the Start Date to match the Due Date.
5. Click Save and Close.

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 new task...”
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F. Remove Completed Tasks from Your View Rather than Crossing Out.

You'll need to repeat this procedure for any views that have strike-outs.

Click on Tasks.

Click on the View tab.

From the Current View group, Change View to Simple List.
From the Current View group, click View Settings.

NS

Advanced View Settings: Simple List -

Description

L Colmms. | tcon, complete, Sublect, Start Diate, Due Date, Created Cat_
Group By.. MNone
Son. Stant Date (ascending)
Filter... Tasks: Advanced
Qther Settings | Fonts and other Table View settinas
Conditiongl Formatting.. | User defined fonts on each messaqe

Format Columns.. Specty the display formats for each held

Eeset Curment View oK Cancel

5. In the Advance View Settings dialog box above, click on the Filter button.
6. Click the Advanced tab.

Filter ===
Tasks | More Choices | Advanced |sQL
Find items that match these criteria:
iComplete equals No
Define more criteria:
[ ok ][ cancel |[ clearal |

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

Click Frequently-used fields.

Click Complete.

10. The default Condition and Value will automatically be filled in with Complete,
Equals, and No, which you want to keep.

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.)

X 0N
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G. 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 A;r?nue b\'?aa:g';:rﬁe?ate o
(instead of Due Date) and also Show in Groups. This will p (V] StartDate
make sure you see the task on the day you need to begin p|  DueDate
working on it, not the day it’s due. y o Folder

2. Click View Settings... b :iiznance

3. Inthe Advanced View Settings: To-Do List dialog box, P, ;how R
click on the Filter button. " S

4. Click the Advanced tab. b e

5. Click on the Field button. cL Lo

6. Click Frequently-used fields.

7. Click Owner.

8. 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.

H. Changing the Start Date. You can either open a task and change the start date
to move it down the list, or simply drag it down the master list.

I. Modify Your Master Categories List.

1. Click on Tasks. In the Tags group, click Categorize.
2. 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.

Name Shortcut key = New...

[l [

:‘ Projects Rename
R
£

jl:‘ Anniversary — l:E
:‘. Baseball Shaorteut Key:
S

|| Il confirmed business - espeakers

:‘ Doing the Right Things Right

j Hold business - espeakers

j. Holiday

| e -
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3. In the Color Categories dialog box, rename the categories to reflect your projects,
responsibilities, committees, people, geographical areas, etc., that describe the
categories of tasks you work.

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

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

6. 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

J. Taga Task with a Category.

1. Create a New Task (for each step of the project). | . Private
2. Inthe Tags group,.chck the Categorize button. _ I High Importance
3. Select the appropriate Category name or names Categorize Follow “ Low

(you can tag a task with multiple categories). - Up~ ow Importance
4. Save and Close. Tags

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.

K. Group Tasks by Category. This shows your data in groups you can open and
close.

—_

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

N>

1]
I Categories I’ Start Date |’ Due Date = Type

! Importance ¥& Assignment # Modified Date

4l

Arrangement

4. Open and close the Categories by clicking the arrow next to each category to see
all open tasks for that category/project.
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5. If desired, expand the menu with the arrow in the lower right-hand corner, and
check or uncheck “Show in Groups.” I prefer to turn the groups off for a simple
interface.

L. 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 ‘ @‘
HName:
NSA
Folder contains:
Task Ikems E
Select where to place the folder:
[ Junk Email -
[ Sent Items
[3] Outbox
> [ Calendar
[ Contacts 2
& tineatn
Notes
%y Tasks
> [ g Laura's folders
. IEN RSS Subscriptions -

5. Click OK. You now have a blank to-do list for that area of your life.

M.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.

=3 S -

By Category By Person... Detailed Simple List |+
Current View
3. Click the Subject column. (For tasks related to the same project, 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.)

© 2016 Laura Stack, MBA, CSP. All rights reserved. No copying without permission.
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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

L) T T S e
00 0000noog

4. Or select Completed Tasks and then click the Date Completed column to see the
most recent you completed.

N. Change the Task Options.

1. Click the File tab and select Options.

2. Select Tasks. Next to the Task Options
button, set the default reminder box time (I
use 9:00).

Select Task Options.

4. Choose colors and check boxes.

w

Genera Wi . .
+/| Change the settings that track your tasks and to-do items.
Mai
Calendar Task options
Groups . :ﬁ Set reminders on tasks with due dates
People - Default reminder time: | 9200 AM
Tasks v| Keep my task list updated with copies of tasks I assign to other people
Search V| Send status report when [ complete an assigned task
Language QOverdue task color: 2 =
Advanced Completed task color: 2 A
Customize Ribbon Set Quick Click flag: | Quick Click...
Quick Access Toolbar e

. o E) k ki h d. 8
> asK working hours per gay:
v - aar

AF[ (40

Trust Center
Task working hours per week: | 40

O. 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. Hint: you can also
click “All Outlook Items” in the Scope group to expand your search to every folder.

Je
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P. Convert an Email into a Task.

1. Open an email.
2. From the Move group, click the Move button. (You can also right-click from the
inbox).

Q; == Rules -
_}I}Ia OneMote
Move
- [P Actions -

hMove

w

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

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).

=

Does flagging an email create a Task? NO! It simply adds a reminder to the message
with a hyperlink in 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!

Q. Convert an Email into an Appointment/Meeting.

Open an email as usual.

Click the Move button.

Select Calendar from the list.

This will open a new Appointment. You'll notice your email text is included.
Scroll to the very bottom of the text portion, and you'll see an envelope icon—
this is your original email with any attachments.

5. Update the appointment information as applicable.

6. Click the “Save and Close” button.

LN =

Hint: Alternatively, you can right-click on an email in your Inbox and select Move. However,
you will still have the email in the task but won't see the text of the email message. (I like the
above way better.)
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R. Assign an Email to Someone Else and Track It.

1. Move the email to a Task (as in A above).
2. Inthe Manage Task group, select Assign Task.

ala, e

v ¥, ¥
> =1

Mark  Assign Send Status

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 R

To.. Christine Page;
Subject For December & flight
Send
Start date Mon 11/14/2016 E Status Mot Started
Due date  |Thu 11/17/2016 [ | priority Normal v | % Complete

/| Keep an updated copy of this task on my task list

/| Send me a status report when this task is complete

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.

. . o B ==I ategories 4
S. Group Assigned Tasks by Person Responsible. G 4 e e
Change View Reset Message| ! Importance v
View - Settings View  Preview -
: ! B
1- CIICk on TaSkS- By Category By Person ... De;\ed Simple List
2. Go to the Current View Group and expand the menu. \ & ' 4
(Or click the View tab and select Change View under the ferbalist - Prioriz=d A(j Completed
. ] 5 4
Current View group). it \ = 23
. . Today Next 7 Days Overdue Assigned
3. Click Assigned. 3
4. Open and close the tasks for each person as desired to Server Tasts
. Manage Views...
view. o

Save Current View As a New View...

Apply Current View to Other Task Folders...
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T. Don’t Display Assigned Tasks on YOUR To-Do List. Once you assign a

Task to someone else, you don’t want it to show up on your to-do list.

1. At the top of your to-do bar, click the heading called Artapas b flam Stact Date Today =
“ Arranged by.” R ;:ig;;tis

2. In the drop-down, click View Settings... T Due Date

3. Inthe Advanced View Settings: To-Do List dialog box, W:” Folder er sack webina..
click on the Filter button. sea  THPE Lber email marke..

4. Click the Advanced tab. upe  [mportance Mestery

5. Click on the Field button. Rey ¥ Showin Groups __hents from Rtz

6. Click Frequently-used fields. " e Seings. [t e o per=-

7. Click Owner.

8. 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.

Filter

Advanced |sQL

Find items that match these criteria:

does not exist
Flag Completed Date does not exist
Owner contains Laura
Cwner is empty

Remove

Define more criteria:

Add to List

oK H Cancel H Clear All

U. 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.

© 2016 Laura Stack, MBA, CSP. All rights reserved. No copying without permission.
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alln alls
v Y v
4 (=1
Mark  Assign Send Status
Complete Task Report

Manage Task

3. Fill in the TO field.
4. Type a note to the person as usual.
5. Click Send.

V. 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.

LN =

W.Block Out Time on Your Calendar to Work on a Task.

—_

Open your Calendar to the day you want to schedule.

2. Click on a Task from your To-Do Bar and drag it to your calendar to “block” it.
This will make a COPY of the task on your calendar. (If you don’t get to it, do not
bother to delete from your Calendar, because the Task will roll forward.) -OR-

3. Open the Tasks on the bottom by clicking the arrow on the right.

Show tasks on: Start Date Start Date Due Date

Motes from Influence 2016 review/action Mon 11/14/2016 Mon 11/14/2016
Create spokesperson page for website - write case studie.. Mon 11/14/2016 Fri 11/18/2016

Tasks

Meed a new landing page under menu About..Our Services Mon 11/14/2016  Fri 11/18/2016
Review sales machine talk for good clips Mon 11/14/2016 Mon 11/14/2016
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