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Open Outlook 2010

and select from the
menu on the left
pane.
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Adding Tasks
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Adding a Task

-
We Can add Tasks - robbins@waorldclasscad.com - Microsoft Qutlook | = | (5|
. Send Eceive Fﬁer Vie & e
appointments : . . -
x & J Y-ip, v /:) il ] |E| [ @& (Find a Contact =
and thingS we & New E-mail & LA = _J 5‘5’11 = ¥ [0 Address Book N
, Delete N e Mark Remove  Follow |  Change Move OneMote Categorize "
d [ New Items ~ kg Forward = Complete from List | Up~ View = - - 4
nee to Mew Delete Respond Manage Task Current View Actions Tags Find
. <
accomplish to Ry Search Tasks (Cti<E) s «
Ta-Do List
H =5 O Subject Due Date Categaories % :‘E
. g Tasks
the IISt For eaCh Click here to add a new Task Z
Subject |tem \2| I First Thursday - October Thu 10/6/2011 = v g
& [T First Thursday - Septembe ‘ Octaber 2011 , \'d 5
E}
that we add, we SuMo TuWe Th Fr Sa E
|
. 1 o]
5
should include a = R E
9 10 11 12 13 14 15 E
due date. 16 17 18 19 20 21 22 =
23 24 25 26 27 2B N9 ’
3003
Today None Y
)
a
&
=
§ =
[»—] Mail %
ﬁ Calendar
8=| contacts
=T
4] Tasks
o] O3 (4] -
Items: 2 | | 0D EF 100%
N u




After typing in
the First
Thursday task
for the next
four months,
we type Install
Security
Device in the
Task Subject
text box.

Task Subject Text Box
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We use the
right arrow
to advance
to
September
2011 and we
pick Friday
the 2319,
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We can enter
more dates
into the To Do
List. The To-Do
List is under
My Task on the
left pane.
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Many times
we will want to
email our
schedule, so
we change
over to the
Calendar view
on the left
pane and we
san see the
Email Calendar
link on the
ribbon. We
should pick it.

Email the Calendar
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Send Our Calendar Via Email

The Send a Calendar via
Email and a new mail
window will open. We
pick the Specify Dates
for the Date Range. We
use the arrow on the
right side of the date
textbox to open the
calendar and choose the
dates. We press the OK
button,
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Email the Calendar
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