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Tasks 
If you are the sort of person that makes To Do Lists you will find the Tasks 
feature of Outlook extremely useful.  With the Tasks feature you can list 
your tasks, keep track of your tasks and any flagged emails. 

Select  from the Folder Pane in the bottom left of the window.   
This will display all your tasks and flagged emails in your To Do List as 
shown in the example below: 

 
Click Tasks against your email address in the Folder Pane to view only 
your completed tasks. 

 
Creating a Task using a Task Form 

To create a Task using a Task Form, click  the Task Form will 
appear: 

 

Enter the Subject for the Task and alter the Due Date and Start Date as 
required.  Specify whether you want a Reminder and when you want that 
Reminder to be activated.  Enter any notes or information in the 
Comments box if required. 
 

Priority 
The priority of your task can be set to Low, Normal or High in the Tags 
group on the ribbon.  Select as required.   

 

Click  to save the Task to your Tasks List. 
 

Editing Tasks 
To edit a task, simply double click the task in the Tasks List.  The Task 

Form will appear.  Adjust as required.  Click  to update the 
changes. 
 

Recurring Tasks 
A Recurring Task works in the same way as a recurring appointment in 
your Calendar.  On the Task Form, enter the details of the task and click 

 on the ribbon.  
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Set the recurrence pattern and duration that you require. 

 
 
When the Task has been completed, Outlook will create the next instance 
of the task and mark it as due on the date identified in the Recurrence 
pattern.   
 
If you would prefer that the next occurrence of the task does not appear in 
your task list immediately, select the Regenerate new task option and 
specify the time period that should be left before the Task reappears on 
your list.   
 
Click OK and complete the Task form as required.   
An information bar will be displayed of the top of the Task form to confirm 
the Recurrence  
 

 
 

Click  when finished. 
 

Recurring tasks can be identified in the Task List by the  icon. 

Progressing a Task 
Once a task is on your Task List, you need to keep the task status up to 
date.  If you have started working on a task you can double click the task 
in the Task List and change the Status to In Progress. 
 

Completing a Recurring Task 
If you have completed a recurring task you can change the Status to 
Completed in the Task Form when you open a task, or simply click the 
red flag at the end of the task in the Task List.  Immediately the next 
recurring task will appear in the task list. 

 

 
 

Completing a Task 
If you have completed a task you can change the Status to Completed in 
the Task Form when you open a task, or simply click the red flag at the 
end of the task in the Task List.  Immediately the task appears crossed out 
in the task list. 

 
 

Overdue Tasks 
If you fail to complete a task by the due date it will appear coloured red in 
the Task list. 
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Using Task Views 
Once you have a list of tasks on your Tasks List it can be helpful to 
organise them.  The Task Views will help you do this.  Navigate to the 

View tab and click .  Select from the options 
 
 
 

 

View Description 

Detailed 
The Subject, Status, Due Date, Percentage completed and 
Category are shown. 

Simple List 
This is the default.  The Task Subject and Due date are 
shown. 

To Do List All active tasks and flagged emails are shown. 

Prioritized Tasks are displayed in priority order. 

Active 
Only Active tasks are displayed.  Completed tasks are 
hidden from view.  The Subject, Status, Due Date, 
Percentage completed and Category are shown. 

Completed All completed tasks are shown.   

Today Only tasks due today are displayed. 

Next 7 days Only tasks due in the next seven days are displayed. 

Overdue Only tasks that are now overdue are shown. 

Assigned 
Tasks are shown with the owner and the person to whom 
the task has been assigned. 

 
You can also use the Arrangement tools to change the view from the View 
tab: 
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The Task Pad 
In addition to the different views of the Tasks list you can display the Task 
Pad in the To Do Bar on the right side of the screen.  This provides you 
with the ability to view and amend both your calendar and tasks through 
one interface.  In the Mail or Calendar view, click the View tab and select 

.   
 
Select Tasks from the list.  The task pad will be displayed on the right of 
the window: 
 

  
 
 
 
 
 
 
 

Creating a Quick Task 
Outlook offers a quick method of adding a task to your task list.  Click in 
the White Subject area where it says  

 
on the Task Pad and type in the task.  Press Enter and your Task 
appears in your list.  Repeat as required.   
 

Setting the Due Date 
If you want to specify a date on which the task must be completed, right 
click on the Flag Column and select from the menu options.  
 
A Reminder will be automatically set to alert you to the task on the Due 
Date specified.   
 
Click Add Reminder to set your own date and time. 
 
To customise the Task Pad, right click on the Arrange By heading and 
select from the menu options. 

  
 

 
 
 
 
 
 
 
 
 
 
 
 

 

Removing Completed Tasks 
Completed Tasks remain in the Task List.  To remove a task from the Task 
list, Right click on the task and choose Delete.  To delete several tasks at 
the same time, select the tasks by pressing CTRL as you click and then 
press the Delete key on the keyboard or right click one of the selected 
tasks and choose Delete. 
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Deleting all the completed tasks at the same time 
A quick way to delete all the completed tasks at the same time is to 
change the view to Completed Tasks and then press CTRL A on the 
keyboard.  Next, press Delete on the keyboard or right click on one of the 
selected tasks and choose Delete.  All the completed tasks will be 
removed.   

Deleting incomplete tasks 
If you need to remove a task that has not been completed but you no 
longer require, delete it as described above for deleting completed tasks. 
 

Retrieving a deleted task 
If you delete a task by accident, retrieve the task by selecting the Deleted 
Items folder from the Folders List and dragging the deleted task back into 
the Tasks folder. 
 

Customising the Task List 
To customise your Task list, click the File tab and select Options from the 
left folder pane.  Select Tasks from the left of the Outlook Options dialog 
box. 

 
 

Default Reminder Time 
Change the default reminder time by clicking the down arrow.  
 
 
 

Colours 
 
Alter the colour of Overdue and Completed Tasks. 

Click  when finished. 
 

Printing Tasks 

Open Tasks and select the task from the list.   Click the Print icon   
from the Quick Access Toolbar or click the File tab and Print from the 
left pane. 

  
 
Change the Settings to Memo Style to print the current highlighted task 
or click Table Style to print your Task List.  Check the preview on the right 

side of the screen and the Printer before clicking . 
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Notes 
As you work, you might think of ideas, remember small tasks or jot down 
messages on notepads or sticky notes.  You can use Outlook Notes to 
record these items in the form of electronic notes that you can save, edit 
and organise.  

Click  at the bottom of the Folders List and click Notes. 

.   
 

Creating a Note 
 

Click  from the Home ribbon or double click on the Notes Content 
Pane on the right.  A new note will appear.   

Enter the text for your note.   To save the Note click the  button.   
 
 
 
 
 
 
 
 

 
The Note will appear in the Notes List using the first line of text as the 
name for the note:  

 
 

Modifying a Note 

To modify a note double click it.  Enter your changes and click  .  The 
updated note is saved in your Notes List. 
 

Deleting a Note 

To delete a note, click on it and click  or press Delete on the 
keyboard 
. 

Notes Views 
Click the Home tab and use the quick icons in the Current View group to 
change the view to Icon, Notes List or Last 7 Days. 

 
Alternatively click the View tab and select Large Icons, Small Icons or 
List from the Arrangement group.  
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Forwarding a Note 
Notes can be forwarded as attachments to an email message.  Point at the 
note and right click.  Choose Forward.  A new Email Form will appear with 
the note already attached.  Complete the email form as normal and Send. 

 
 
 
 
 
 

 
Receiving a Note 
If you receive a Note in an Email, open the email and open the Notes.  
Click and drag the Note into your Notes area or folder in the Folder Pane.  
You will see an arrow with a plus symbol displayed as you click and drag 
the note to the folder.   
 

 
 
 

Create a Folder 
Right click the Notes in the folder pane on the left and click New Folder. 
 

 
 
 
 
 
Type in the Name of the folder and click OK. 

 
 
The new folder will apper in the Folder Pane on the left. 

 


