Module 5: Tasks
Objectives:
At the completion of this lesson you will be able to: 
· Work with Tasks
· Manage Tasks 

Topics
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Working with Tasks
Outlook Tasks are a way of recording activities or duties you must perform and tracking them through to completion.
Tasks can be work-related, such as completing and sending in time sheets, or personal, such as purchasing tickets to an event. 
The Tasks folder, shown in Figure 1, lets you define your tasks. You can display all tasks in a simple list or a detailed list, show only active tasks, show tasks for the next seven days, show overdue tasks, or view your tasks by other arrangement views. 
Add a new task
Current tasks
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Figure 1: Tasks in Simple List ViewTask Details pane
TaskPad



The TaskPad in your To Do Bar shows active tasks. Remember that the TaskPad also shows flagged email.
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Creating a Task
You can create a new task quickly in the task list (shown in the information viewer), or in the “Type a new task” field at the top of the TaskPad. Both of these methods will create a new task that is due on the day you create it.
To create a more detailed task you must use the New Task window, shown in Figure 2. In the Task window, you can edit the start and due dates, the status, and the priority of the task. You can also set a reminder for the task.
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[bookmark: _Ref345682324]Figure 2: The New Task Window
You access the New Task window by clicking the New Task button on the Ribbon. Figure 3 shows the New Task Window.
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[bookmark: _Ref345682385]Figure 3: New Task Window Ribbon




To create a task:

Task list method

1. Click the Click here to add a new Task text box.
2. In the text box, type the subject.
3. If necessary, click the Due Date text box.
4. Enter a due date.
or
1.	Click the Due Date drop-down arrow, and then select a date from the Date Navigator.
2.	Click anywhere else on the task list.
Or
3.	Press ENTER


New Task window method

1. On the Ribbon, click the New Task button.
2. In the New Task window, in the Subject text box, type the subject.
3.	In the Due Date area, in the Start combo box, type the start date or click the Start drop-down arrow and choose a start date from the Date Navigator, and then in the Due combo box, type the due date or click the Due drop-down arrow and choose a due date from the Date Navigator.
4.	If desired, set a reminder.
5.	If desired, in the large text box at the bottom of the window, add notes.
6.	On the Ribbon, click the Save and Close button.





In the following exercise, you will create tasks.

		1.
	Open the Tasks folder
	The task list appears in Simple List view.

		2.
	Click in the field labeled Type a new Task
	The insertion point is in the subject text box.

		3.
	Type collect recipes for course
	

		4.
	Press ENTER
	The new task is added to the task list with a due date of today.

		5.
	On the Ribbon, click the New Task button
	The New Task window appears.

		6.
	In the Subject text box, type Make signs for Balloon Fiesta stall
	

		7.
	In the date area, click the Start date combo box drop-down arrow, and choose the Today button
	Today’s date appears in the Start combo box.

		8.
	In the date area, click the Due date combo box drop-down arrow, and then choose the first Monday in next March
	The date of the first Monday in next March appears in the Due combo box.

		9.
	On the Ribbon, click the Save and Close button
	The task appears on the task list.

		10.
	Add the tasks in Table 5‑2 to your task list
	




	Task
	Start Date
	Due Date

	buy copy paper
	today
	next Tuesday

	send flyers re: next month’s specials to all customers who left business cards
	next Monday
	Friday after next Monday

	call suppliers about discounts for bulk orders
	today
	month from today



[bookmark: _Ref377455618]Table 5‑2: Additional Tasks for Task List
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Selecting and Editing a Task
Tasks are often not completed as initially conceived. You might find it necessary to change the end date of a task or to edit the task description. You edit tasks in the Task window. You can also make simple edits directly on the task list.


To select a task:

1.	Click the task.

To edit a task:

Task list or TaskPad method
1.	Select the task.
2.	Make the change.
3.	Click anywhere else on the task list.
Or
3.	Press ENTER

Task window method
1.	Double-click the task.
Or
1.	Select the task, and then press Enter.
2.	In the Task window, make the change.
3.	On the Ribbon, click the Save and Close button.





In the following exercise, you will edit tasks.

		1.
	On the task list, click the collect recipes for culinary course Due Date text box
	The task is selected. The columns to the left of the due date become blue. The drop-down arrow appears.

		2.
	Select the due date and type tomorrow
	

		3.
	Click anywhere else on the task list
	Tomorrow’s date appears in the Due Date text box. The edit is saved.

		4.
	Click the get info on food festival Subject task box
	The task is selected. The columns to the left and the right of the subject become blue.

		5.
	Double-click the task
	The get info on food festival - Task window appears.

		6.
	In the Due combo box, select the text and then type today
	

		7.
	Choose Save and Close
	The task list reappears. The task displays the new due date.

		8.
	Double Click the order new tablecloths task
	The order new tablecloths - Task window appears.

		9.
	In the notes area, change the number of square tablecloths to 12
	

		10.
	On the Ribbon, click the Save and Close button
	The task list reappears.
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Making a Task Recurring
Some tasks you do routinely—for example, you pick up your paycheck every other Friday. As with Calendar events, you can define these routine tasks as recurring tasks so that they are always on your task list. You see the task listed only once, but whenever you complete the task, the next occurrence automatically appears on the task list with the next due date. 
You schedule recurring tasks in the Task window using the Task Recurrence dialog box, shown in Figure 4, which is very similar to the recurrence dialog box used in the Outlook Calendar.
If a task already appears on your task list and you want to make it recurring, you can double click the task to open its Task window, and then click the Recurrence button on the Ribbon.
[image: ]
[bookmark: _Ref345682615]Figure 4: The Task Recurrence Dialog Box
Once you have designated a task as recurring, the Icon field displays the Recurring Task icon, a clipboard with the recurring task symbol, two arrows in a circle on a grey box. This symbol is similar to the recurrence dialog box used in the Outlook Calendar.





To make a task recurring:

1.	Select a task and press Enter to open the Task window.
Or
1.	Create a task but do not close the Task window.
2.	On the Ribbon, click the Recurrence button.
3.	In the Task Recurrence dialog box, in the Recurrence pattern area, in the left column, select a time period option button.
4.	In the Recurrence pattern area, in the right column, select the appropriate option button or check boxes and, if necessary, fill in the required information in the appropriate text boxes.
5.	In the Range of recurrence area, select the appropriate end date option button and fill in the required information.
6.	Choose OK.
7.	In the Task window, on the Ribbon, click the Save and Close button.





In the following exercise, you will make a task recurring.

		1.
	Select the send fliers re: next month’s specials… task and open the Task window
	

		2.
	On the ribbon, click the Recurrence button
OR
Select from the Action option.
	The Task Recurrence dialog box appears.


		3.
	In the Recurrence pattern area, in the left column, select the Monthly option button.
	

		4.
	In the Recurrence pattern area, in the right column, select the second option button
	

		5.
	In the Range of recurrence area, select the End after option button, and then select the text in the text box and type 6
	

		6.
	Choose OK
	The Task window reappears. An information area that tells you when the task is due, when the task starts, and how long it is effective appears just below the tabs.

		7.
	On the Ribbon, click the Save and Close button
	The task is recurring. The task list reappears. The icon cell displays the Recurring Task icon.
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Deleting and Restoring a Task
If a task has been created in error, or if you are no longer responsible for a task on your task list and you have not done any work on it, you should delete the item from your list. If you delete a task in error, you can immediately restore it.
Note: Since Outlook is a record of your activities, you should not delete partially completed and completed tasks. This can be especially important when auditors come by or when it is time for your annual performance appraisal.


To delete a task:

1.	Select the task.
2.	On the Ribbon, click the Delete button.
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Managing Tasks
If you have many tasks, you might want to view your task list differently. As in the Mail folder, you can sort your tasks by clicking the “Arrange By:” column heading.
The Tasks Current View drop-down list gives you numerous criteria to use to filter the messages. Table 5‑3 summarizes the Task Views.

	Name
	Function

	[image: ]
	Shows a detailed list of all tasks and flagged email, including completed items. Lists additional details such as: priority, whether there are attachments, last modification date and completion date. Items are not grouped by default, but grouping can be turned on.

	[image: ]
	Shows only the subject, task type, status, due date and category. All tasks are listed, including completed tasks and flagged email.

	

	The default setting. Shows only active tasks and flagged email, grouped by due date.

	

	Shows all tasks and flagged email, including completed items. Items are grouped by Priority and then by category.
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	Shows all active tasks and flagged email without any grouping.

	

	Shows completed tasks and flagged email, grouped by completion date. Basically the opposite of the Active view.

	

	Shows today’s activity which includes items due for completion today and items already completed today. No grouping.
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	Shows only those items due in the next seven days. No grouping. 

	

	Shows only those tasks that are overdue. No grouping.

	

	Groups tasks by who assigned them to you. No grouping.



[bookmark: _Ref380397376]Table 5‑3: The Tasks Current View Filters
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While it is important that you complete all tasks punctually, some tasks are more important than others, and you should work on them first. Outlook lets you set the priority on tasks as High, Normal or Low, so that you can quickly evaluate how to best use your time. Normal is the default priority. The symbol for low priority is a blue arrow pointing down and for high priority is a red exclamation point. Normal priority has no symbol.
You can use the Task window to set your task priority, as shown in Figure 5 below. If you already have a task on your list, you can display the list in a detailed view and set the priority on the task by clicking the Priority column field. 

[image: ]
[bookmark: _Ref345682697]Figure 5: Setting Priority
Note: The Priority column header is not visible when you filter your Current View as Simple List or as Task Timeline. 




To set the priority for a task:

Task window method
1.	Select a task and open the Task window.
Or
1.	Create a task but do not close the Task window.
2.	In the Task window, click the Priority drop-down list box, and then select a priority.
3.	On the Ribbon, click the Save and Close button.

Detailed list method
1.	In any task list view click on a task and on the Home Ribbon, Tags area, click either High or Low Importance.
2.	Click anywhere on the task list.
Or
3.	Press ENTER




In the following exercise, you will set the priority for several tasks.

		1.
	Open the buy copy paper Task window
	

		2.
	Click the Priority drop-down list box, and then select High
	

		3.
	On the Ribbon, click the Save and Close button
	The task list reappears.

		4.
	On the Ribbon, click the Current View drop-down list arrow, and then select Active Tasks
	A red exclamation point appears in the Priority column cell of the buy copy paper task.

		5.
	Click the priority column cell for the get info on food festival task
	A drop-down list appears.

		6.
	Select High
	A red exclamation point appears in the Priority column.

		7.
	Click anywhere on the task list
	The priority is saved.



[bookmark: _Toc534346263][bookmark: _Toc290647582]
Tracking a Task’s Status and Marking a Task Completed
Each time you work on a task, you should update the Task. You can show that a task is in progress and approximate how close to completion you are on the Task page.
You can also enter such details as how many hours the task lasted, who to bill, who you contacted, and so forth on the Details view, as shown in Figure 6.
[image: ]
[bookmark: _Ref345920514]Figure 6: The Details Page of the Task Window
When you finish a task, you should mark it as completed so that it no longer appears on your active tasks list. Simply click the flag icon on your TaskPad or task list to mark the task as completed.




To track a task’s details and status:

1.	On the Task page, click the Status drop-down list box, and then select a status. 
3.	In the % Complete spin box, click a spin arrow or enter a percentage.
4.	Select the Details tab.
5.	On the Details page, enter the desired details in the appropriate text boxes.
6.	On the Ribbon, click the Save and Close button.

To mark a task completed:

1.	On the TaskPad or on the task list, select the Complete check box for the completed task.
or
2.	On the Home tab, in the Manage Task area, click Mark Complete.





In the following exercise, you will track a task’s status and you will mark tasks completed.

		1.
	On the TaskPad, click the flag for the buy copy paper task
	The task disappears from the TaskPad list.

		2.
	Open the Tasks folder from the Navigation Pane
	

		3.
	Change the view to Simple List
	

		4.
	On the task list, select the order new tablecloths Complete check box 
	A check appears in the Complete check box and a line appears through the subject and the due date.

		5.
	From the task list, open the call suppliers about discounts for bulk orders Task window
	

		6.
	On the Task page, click the Status drop-down list box, and then select In Progress
	

		7.
	In the % Complete spin box, type 10%
	

		8.
	On the Ribbon, click the Save and Close button
	The task list reappears.

		9.
	From the task list, open the get info on food festival Task window
	

		10.
	On the Task page, click the Status drop-down list box, and then select Completed.
	The text in the % Complete text box becomes 100%.

		11.
	Select the Details button
	The Details page appears.

		12.
	In the Total work text box, type 20 minutes
	

		13.
	In the Actual work text box, type 20 minutes
	

		14.
	In the Mileage text box, type none
	

		15.
	On the Ribbon, click the Save and Close button
	The task list reappears. A check appears in the Complete check box and a line appears through the subject and the due date.
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	1.	Add hire assistant chef to your task list. Set the priority as high.
	2.	Add make kitchen clean-up check list to your task list. 
	3.	Add send out Restaurant Association mailing to your task list. Set this up as a task that recurs monthly on the fifth of each month. Show this as a one-year commitment.
	4.	You have an hour appointment to interview Barry Wise tomorrow morning for the assistant chef position. Show the Hire assistant chef task as in progress and 25 percent complete.
	5.	Change the collect recipes for culinary course task to read get recipes from Charlotte for culinary course
	6.	Delete the Make signs for Balloon Fiesta stall task, and then restore it.
	7.	View your task list in Next Seven Days view.
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