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Microsoft Outlook Exercise #3: Creating Tasks
You can create and store a list of tasks for any activity that you want to remember and track to completion.  For each task, you can specify a due date and start date.  A task that is incomplete is displayed in your task list beginning on the start date.  Incomplete tasks past their due dates are displayed in red to indicate that they are overdue.  You can also set the priority of a task.  High is used for urgent tasks while low is used for those less important.  You can also add reminders to tasks to remind you of any which are almost due.
Tasks can either be singular or recurring.  Recurring tasks can recur either at regular intervals or on due dates which you select.  When you mark an instance of a recurring task complete, Outlook will create the next instance as due on the next instance’s due date.

By the end of this exercise, you will learn how to create both singular and recurring tasks, set a reminder, update a task and modify task settings. 
1. Divide into teams of two.

2. Power up the computer.

3. Log in to Windows 2000.

4. Launch Outlook by clicking on the Start menu, point to the Programs folder and click Microsoft Outlook.
5. On the Outlook toolbar, click the tasks icon.  The contents of the tasks folder are displayed.

6. On the toolbar, click the new task button.  The task form appears.

7. In the subject field, type “Order New Brochures”.

8. Click the dropdown arrow to the right of the due date field and click tomorrow’s date.

9. Click the dropdown arrow to the right of the start date field and click today’s date.

10. Click the Save and Close button.  The task form closes and appears in the tasks folder.

11. You will now proceed to create a recurring task.  Click the new task button as before.

12. In the subject field, type “Submit Timesheet”.

13. Click the dropdown arrow to the right of the due date field and then click tomorrow’s date.

14. Click the dropdown arrow to the right of the start date field and then click today’s date.

15. Click the dropdown arrow to the right of the priority field and then click High.

16. Click the recurrence button on the toolbar.  The recurrence dialog appears.

17. In the recurrence pattern area, be sure that the weekly option is selected and that the Monday checkbox is selected.  When you complete the current task in the sequence of recurrences, Outlook generates a new task for the next instance in the sequence.

18. In the range of recurrence area, select the end after option, type 8 in the occurrences box.

19. Click OK.  Outlook will generate eight instances of the task over the next eight weeks.

20. Click the Save and Close button.  The task form closes and a new task appears in the tasks folder.

21. Double click the “Order New Brochures” task.
22. Click the dropdown arrow to the right of the due date field and then click the date one week later than the current due date.  The current due date is indicated by a gray box.

23. Click the dropdown arrow to the right of the status box and then select the “In Progress” option.

24. Be certain that the reminder check box is selected.

25. Click the dropdown arrow to the right of the first reminder box and click the date two business days before the new due date.
26. Click the dropdown arrow to the right of the second reminder box and then click 10:00 A.M.

27. Click in the comments area and type the following: “Contact marketing for layout materials”.

28. Click the Save and Close button.

29. You will now proceed to modify task settings.  On the Tools menu, click Options.  The options dialog box appears.
30. In the tasks area, click the dropdown arrow to the right of the reminder time field and then click 9:00 A.M.  Reminders for all tasks you complete will default to 9:00 A.M. on the date which you set to be reminded.

31. Click the task options button.

32. Click the dropdown arrow to the right of the completed task color box, scroll up and then click the navy blue color (which is the fifth color from the top of the list).

33. Clear the Send status reports when assigned tasks are completed checkbox.

34. Click OK.

35. Click OK again to close the options dialog.

36. Mark the “Submit Timesheet” task complete by selecting the checkbox to the left of the task.  The task list is updated to show the completed task in navy blue and crossed out.  It also displays the next instance of the recurring “Submit Timesheet” task.

37. Call your teacher for a grade for today.

