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Learning Objectives

B After studying this chapter, you will be able to:

> Work with notes

> Create and edit tasks

» Assign and accept or decline tasks

» Use the Folder list and To-Do bar

> Integrate Outlook with Word and Excel

> Access Outlook information on a mobile device
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B Notes store miscellaneous bits of information.

B They are accessed via the Navigation bar.

Mavigation Opticns...
Motes

Folders

@ Shortcuts

B They can be used as “cheat sheets.”
2

Grant amount for Silver Falls
Oaks: 55,000
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B There are three standard views.

> lcon
> Notes List
Click this to
> Last 7 Days / share your note.
—== —— ﬁfﬁy II
= 2zzz —. 1]
lcon Motes List = Last7Days - rorward Move Categorize
Current View Actions Tags
£
[ | SUBJECT
oo GrantamnuntfnrSllverCreekE‘Iaks55,1}&!} ..................................

Note! You can copy a note onto your Desktop, but remember
that when you close Outlook, the note closes as well. 0
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B These are created in the Task window using the
Tasks button on the Navigation bar.

B They appear in the To-Do list.

B They contain due dates.
> You can set reminders for tasks.

> You can schedule time on the calendar to work on a
task.
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Tasks (cont.)

B Enter the task detalls Iin the task window.

Subject Set up quarterly training schedule /TraCk the status.
Start date Mon 9/9/2024 e | status | Not Started /

Due date Mon 9/25/2024 E Priority | Normal | % Complete

[ ] Reminder  Mone ne v | 4Bz Owner

Set up training sessions for shelter staff and in-hoMe staff

Add notes related Set start/due dates.

to the task.
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Editing Tasks

B Choose a task from the To-Do bar to open the Task
Tools—>Task List contextual tab.

Arrange by: Flag: Due Date | Today d / Receive Falder View -i Task List (' Tell me what you want to do

i ' d h
Type a new task ____; Meeting J |Pi > To.

amarrow |" Mo Date

[
I Defliecs E0N Categories Ih Start Date

4 I-' Today rward [ - Mark  Remowve 12
Em More Complete from jef || ThisWeek [* Custom Folder Tupe
Flease Contact Ahmed >
pond Manage sk Follow Up Arrangement]
Set up visit at Silverton ... | >

4 | This Week

Prepare contract for Silve..,

Write Community Metwao..,

4 | Next Month T
ESet up quarterly trai... 3/|

B The task is removed from the To-Do list when marked

as Complete. O
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Assigning and Recelving Tasks

B You can assign a task to someone else.

To... Sadie James [drsadie.james@yahoo.coml - Address box
Subject et up quarterly training schedule
Start date | Mon 9/9/2024 e status
Due date | Mon 9/23/2024 2l priority
Keep an updated copy of this task on my task list .
Send me a status report when this task is cnmplete__ Sender’s optlons

v & B 5
e =T [

Mark  Assign Send Status Cancel
Complete Task Report Assignment
Manage Task Manage Task

The Ribbon options change when atask is
assigned.

%
LABYRINTH

[EARNING™



Assigning and Recelving Tasks (cont.)

B The recipient accepts or declines your task.

I-Search Current Mailbox & | Current Mailbox "_ W' Accept M Decline

Al Unread By Date v | Set up quarterly training schedule

> ;a =]| Ann Hitchcock

. Y @ ~ssigned by Frasier Heron on 5/13/2024 5:08 PM.
Frasier Heron i A Due date  Starts on 9/9/2024, due on 9/23/2024
Set up quarterly training sc... 5:09 PM Status Mat Started
<This item contains active Priority Kisrinal
o i [ P |t Comnlete 086

Task requests
appear in the Inbox.
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B Categories are similar to a paper-based filing system.

Hm You can color code items in all T IEE
_ EE Add
elements. Ctegore Folow | o

B You can set a shortcut key to
a category.

Elue Category
Green Category
Orange Category

Purple Category

[ )

Red Category

Yellow Category

\
i ==| All Categories...

I Set Quick Click...
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Integrating with Word and Mobile Devices

B You can conduct a Mail Merge with Outlook contacts.

@ d Mormal - 5] = Document] [Compatibility Mode] - Word
FILE HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS
9 Envelopes B m n. | Address Block (5
. L & o [ Greeting Line o
[E Labels Start Mail ~ Select Edit Highlight ) _
Merge - Recipients = Recipient List  Merge Fields Insert Merge Field -
Create E Type a Mew List... rite & Insert Fields
] Use an Existing List...
B3 Choose from Cutlock Contacts... Select Contacts
Select a contact folder to import:
Mame
Cnntacts

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source |7 Last w | First - | Title | Company « | Address - | City

Contacts Frasier

Contacts |7 Jlames Sadie

Contacts [V McKay Mary From Shelter to Home «
Contacts [+  Sinatra Stephen From Shelter to Home V
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Integrating with Word and Mobile Devices (cont.)

B Using an account added to your mobile device Is

12

similar to using Outlook desktop.

il Sprint & 3113 PM @ 76% mm )

Add Account Skip

Enter your work or personal email

annhitchcock@outlook.com

Add Account

Privacy & Cookies

@hotmail.com @outlook.com @gmail.com

gwerr t vy ui op

w'l Sprint =

3:22PM @ 76% mm)

< Not Outlook.com (7)

BS Microsoft

< annhitchcock@outlook.com

Enter password

Password

Your account will be remembered on this
device.

Forgot password?

il Sprint =

Inbox

Mary McKay
Upcoming all-staff meeting

Hello team! It's that time of year 2
time to begin planning for our all-staff m

&
<&
LABYRINTH

[EARNING™



	FastCourse Series�Chapter 5: Tasks, Notes, and Integration
	Learning Objectives
	Notes
	Notes Views
	Tasks
	Tasks (cont.)
	Editing Tasks
	Assigning and Receiving Tasks
	Assigning and Receiving Tasks (cont.)
	Categories
	Integrating with Word and Mobile Devices
	Integrating with Word and Mobile Devices (cont.)

