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Introduction  
A task in Outlook is similar to a to -do list. Outlook, however will keep 

track of your progress on a task from creation to completion. You 

may create a one time task, or a recurring task.   

Creating a One -Time Task  
1.  Click the Tasks button in the Navigation pane on left side of the 

screen (Fig 1, 1).  

2.  Click the New button on the Standard toolbar (Fig 2). The Task  

dialog box will appear (Fig 3).  

 

 

 

 

 

 

 

 

 

 

3.  Fill in all pertinent information as described below:  

¶ Subject : Type a name for the task (Fig 2, 1)  

¶ Start Date : When the task began (Fig 2, 2).  

¶ Due Date : Task deadline (Fig 2, 3).  

¶ Priority : Choose a priority level for the task (High, Normal, Low)  

(Fig 2, 4).  

¶ Reminder : Choose to have a automatic reminder on the due date.  

Be sure to choose a date and time as well (Fig 2, 5).  

¶ Task Notes : Additional information pertaining to the task can  

go here (Fig 2, 6).  
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Figure 4  
4.  After entering all information, click Save & Close in the upper left hand  

corner of the Task dialog box (Fig 4).  

 

Changing the View of Tasks  

1.  Click the Tasks button in the Navigation pane on left side of the screen.  

2.  Within the Navigation pane, click the different views under Current View (Fig 5, 1).  

3.  Notice that, for some of the views chosen, the tasks will be divided into categories, such as the 

Completed Tasks view.  

4.  You may expand or collapse the category by clicking on the + (expands) or the -  (collapse) sign 

beside the category name (Fig 5, 2).  

 

 

Modifying a Task  

1.  If necessary, click the Tasks button in the Navigation Pane.  

2.  Double -click any task. The task is opened.  

3.  Make changes to any of the fields in the task.  

4.  When you have finished making changes, click the Save & Close button in the upper left -hand 

corner of the task.  

Creating a Recurring Task  
1.  If necessary, click the Tasks button in the Navigation Pane.  

2.  Click the New button on the Standard toolbar. The Task  dialog box will appear.  

3.  Fill in all pertinent information pertaining to your new task.  

4.  From the Task tab on the Ribbon, click the Recurrence button in the Options group (Fig 1, 1).  
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5.  The Task Recurrence dialog box will appear (Fig 2).  

6.  Make selections pertaining to your recurrence pattern.  

 

7.  Click OK after you have made all recurrence  

selections (Fig 2, 1).  

8.  You will return to the Task dialog box.  The  

recurrence pattern will show in the top of the  

window (Fig 3, 1).  

9.  Click the Save & Close  button in the upper  

left -hand corner (Fig 3, 2).  

 

 

 

 

Creating a Task from a Message  
Sometimes an e -mail message contains information about tasks that must be 

performed. To prevent additional work, use the message to create a task.  

 

1.  Click the Inbox in the Navigation Pane.  

2.  Open the message you wish to create a task from  

by double -clicking on it.  

3.  On the Message tab on the Ribbon, click Move to 

Folder  in the Actions group (Fig 1, 1).  

4.  A menu will appear, click Other Folder  at the bottom  

of the menu (Fig 1, 2).  
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5.  The Move Item To dialog box will open. (Fig 2).  

6.  Click Tasks under Folders (Fig 2, 1). You may  

have to scroll down to see this folder option.  

7.  Click OK (Fig 2, 2).  

8.  A task window containing information from the  

message is automatically opened (Fig 3).  

9.  Fill in all pertinent information and click the Save & 

Close  button (Fig 3, 1).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.  Click the Task button in the Navigation Pane to the display your new task.  

 

Assign a Task to Someone Else  
1.  Click the Task Button in the Navigation Pane.  

2.  Click the New button on the Standard toolbar. The Task  dialog box will appear.  

3.  Fill in all pertinent information.  

4.  On the Task tab on the Ribbon, click the Assign Task button in the Manage Task group  

(Fig 1, 1).  
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