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Outlook 2003: Calendar and Tasks
Learning Guide

Understanding Outlook’s Calendar

At first glance, Outlook’s calendar window may seem complicated.
Take a moment to understand the elements that make up the
window and how they will be used.

Navigation View pane Standard
pane toolbar

Calendar, - Microsoft Outlook
i File| Edt Wiew Go Tools  Actions | Help
Eﬁ_ﬂm - | &4 X i g4 | Today | [1]]Day EWU[k Week jﬂeek EMDnth | EQF\_nd | [} Type acontacktofind = | (@) !
i (S shaglt |21 | window -~ I
Calendar Movernber 20 - December 05

Type a question for help |+

Monday, Movemnber 29 Thursday, December 02 @

4 December 2004 3
SMTWTFS
2a2a30[1] 2 3 4
5678 91011
12 13 14 15 16 17 18
1920 21 22 23 24 25
26 27 28 29 30 31

My Calendars

Tuesday, November 30 Friday, December 03

Ooc 'in Personal Folde
[ calendar in archive Folder:

Open a Shared Calendar...
Share My Calendar, .,

‘Wednesday, December 01 Saturday, December 04

|~ Mail
a; Calendar
Sunday, December 05
&EJ Contacts
A el (7] 2 v
Al folders are up to date. @ Connected

0 Ikems

e The Navigation pane allows you to move between Mail,
Calendar, Contacts, and Tasks, as well as to select folders
within each application.

e The View pane displays the items within the folder you have
selected in the Navigation pane.

e The Standard toolbar contains buttons for many of the
common tasks that you will use in Outlook.
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Using Outlook’s Calendar
Outlook’s Calendar is an electronic date book that allows you to

manage your schedule by creating appointments and viewing your

schedule in several formats.
From the Navigation pane, click on the button labeled

Calendar.

-:ﬂ! Calendar

Creating an appointment
e Click on the button labeled New.

P8 Mew - |

e The Untitled-Appointment window will appear.

i Untitled - Appointment

! Fle Edit Yew Insert Format Tools  Actions  Help
i il saveand Close | =4 (I | +¥Recurrence.., | ¥ 3 | X | @ !E@Snag[t ' | window -8
Appointment ‘ Scheduling
Subject:
Lacation; | v | Label: ||:| hone V|
Starttime;  |Fri 1243(2004 v| [mo0am  [v] CJalday event
Endtime:  |Fri 12/3/2004 v| [poam v
Contacts, .. ] | ‘ [Cataguries‘..] | | Erivatelj
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In the box labeled Subject, type a description of your
appointment.

Subject: Meeting with gr-:uup|:[

In the box labeled Location, type the location of your
appointment.

Location: | OFfice I
Click on the down-facing arrow next to the box labeled Label.

Label: |[ ] Mane \‘%

From the menu that appears, select a label that applies to your
appointment.

| Label: | [] Mone M

Mone

‘Wacation

Must Attend
Travel Required
Meeds Preparation
Birthdary
Anniversary
Phone Call

Setting the Date and Time
The date and time will default to the day you had clicked on in the
Calendar view, and the earliest available 30 minute period.

To change the start date of your appointment:

o0 Click on the down-facing arrow next to the box labeled
with the default start date (for example, Tues
8/16/2005)

o0 From the menu that appears, click on the actual date of
your appointment.

0 Use the same technique to change the end date of your
appointment.

Start timey Tue 8/16/2005 w

End time: 4 August 2005 »
SMTW T F 5
1 23 45 6
7 8 9101112 13

14 15[16]17 18 12 20

21 22 23 24 25 26 27
25 29 30 31
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e To change the start time of your appointment:
o0 Click on the down-facing arrow of the box labeled with
default with the start time (for example, 1:45 AM)
o0 From the menu that appears, click on the actual start
time of your appointment.
0 Use the same technique to change the end time of your
appointment.

1:45 AM w

Viewing your calendar and appointments
Outlook offers several ways to look at your electronic calendar.

The view...

Allows you to see...

Day A detailed list of appointments for any one day.

Work Week Your Monday through Friday schedule for any
particular week, with each day in its own column.

Week Any particular week, Monday through Sunday, with
each day in its own box and an abbreviated listing
of each appointment.

Month An entire month, with each day in its own box and a

very abbreviated listing of each appointment.
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Appointment Reminders

Outlook will remind you of your appointment 15 minutes before its

start time. If you want to change the timing of the reminder:

e Click on the down-facing arrow next to the box labeled
Reminder.

Reminder; |15 minutes

&

e From the menu that appears, select a new time for your
reminder to occur (for example, 1 hour).

[“]reminder: |15 minutes w

15 minukes ey
30 minukes

2 hours
3 hours
4 hours
5 hours w

e If you do not want Outlook to remind you of your appointment,
click to uncheck the box next to Reminder.

%&minder:

Creating a recurring appointment

If you have an appointment that occurs on a regular basis, Outlook

can save you the trouble of typing it in every time. To create a

recurring appointment:

e Double-click on the appointment in your calendar that you
wish to set as recurring.

2:00am  2:30am Meeting with group {OFfice)

e In the appointment box that appears, click on the button labeled
Recurrence.

@ Recurrence. ..

x




e The Appointment Recurrence window will appear.
e In the window, check to make sure the appointment time is
correct.

Appoinkrnent firne
{Start: 5:00 AM A4 End: |5:30 &M % | Doration: |30 minukes v

Setting the Recurrence Pattern
e In the section labeled Recurrence Pattern, set the recurrence
of your appointment to one of the following shown below.

If your appointment occurs... Click on...
Every day or every weekday () Daily
On one or more days each week () Weekly
On one or more days each month (%) Monkhly
On one or more days each year (%) Yearly

e From the recurrence pattern, select the days your appointment
occurs (for example, Monday, Wednesday, and Friday).

Recurrence pattern

) Dailky Recur every |1 week{s) on:

& weekly [ 5unday Monday [ JTuesday Wednesday
O Marithiky [ thursday Friday [ saturday

i ¥eatly
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Setting your Appointment’s End Date

By default, the starting date for the recurring appointment will
be set to the date of the original appointment. To change the
starting date:

o0 Click on the down-facing arrow next to the start date.

Skart:  |Mon 12/6i2004 v%

0 Select the date on which you want your recurring
appointment to begin.

4 December 2004 »
SMTWTFS
1.2 3 4

s[el 7 8 91011
12 1334 15 16 17 18
19 20 21 22 23 24 25

26 27 25 29 30 31

If you want your appointment to recur indefinitely, click on the
option button labeled No end date.

{*) Mo end date

If you want your appointment to recur a certain number of
times:
o0 Click on the option button labeled End after.

(%1 End after:

0 Inthe text box, type the number of times you want your
appointment to recur.

10| OCCUFFENCEs

If you want your appointment to recur until a certain date:
o0 Click on the option button labeled End by.

(%) End by:
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0 Click on the down-facing arrow next to the default end
date.

Start kime; |Tue a/16/2005 A

End time: 4 August 2005 3

SMTW T F 5
1 2 3 45 6

708 9101112 13

14 15[16]17 18 12 20
2122232425 2627
26 29 30 31

0 Select the date on which you want your recurrences to end.

Appointment Recurrence h—q

Appoinkment e
Skart: |3:DD AM V| End: |8:15 Al Vl Duration:

Recurrence pattern

() Daily Recur every EI weekis) ont

(%) Weekly [ 5unday Manday [ Tuesday [Iwednesday
OmMenthly | [rhursdsy  [Jrriday  []Saturday
O vearly
Range of recurrence
Start: | Mon 8/1/2005 | Onioend date
(D End after; occurrences
@Endby:  |Mon 10/3/2005 v

[ Ok %[ Cancel ] Remove Recurrence

Click on the button labeled OK.
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Requesting and managing meetings
e Click on the down-facing arrow next to the button labeled
New.

T |

e From the menu that appears, select Meeting request.

Sinew -

jﬁ Appointment Chrl+M
| ] mesting Reguest [Crrl+Shift+Q
[y Folder... Chrl+Shifk+E
2| Mail Message ChrlH+-Shift-+M
G| Contact Chrl+shift+C
@] Distribution List Chrl+5Shift+L
| Task Ctrl+-Shife-+K
J Mote Chrl+Shift+n

Choose Form...

)

e The Untitled-Meeting window will appear.
e Click on the button labeled To.
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The Select Attendees and Resources window will appear.
Navigate to the name of a contact you want to invite to your
meeting.

Select Attendees and Resources r>__(|

Tvpe Mame or Select from List: Show Names from the:

| | |Global address List “ |

| Name Business Phone Office
Ardizzoni, Susan Garrity 75172 ~
Armstrong, Melanie 75ETL —
asfour, Lana FFZ194
Abwood, Katheyn Untermeyer
Baer, Sandra 75571
Biaffi-Dugan, Caral TITET

@ Balkin, Brandon
Barbaour, Christopher
Baron, Louise 75579
Barretk, Kristen
Barrett, Peggy

Rarrett. Sarab 7PAN4 q;}i
£ I >
[ Required - l |Reeder Leslie: |
[ Optional -= ] | |

[ Resources - ] | |

o [ o ]

Double click on the name of the contact you wish to add to
your meeting.

i@ Haack, Dan
Haley, Jeanne

[

|#{Hardware Upgrades
Harman, Shawn 73158
Harrington, Jil 75857 =

Heckbert, Rick

Herbert, Jean g TEZE6Z

Higharn, Margaret
Hilley, William
Hirsig, Meal
HifFrewer, Dimibri

| £

Y

|

10
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Repeat the process for all of the contacts you wish to add to

your meeting.
When you are finished, click on the button labeled OK to
return to your appointment window.

e Edt View Insert Format Tools Actions  Help
i-cigend | =4 Il | 8 & | ¥Recurrence... T3 CancelInvitation | ¥ B | X | @ ! i & snaglt 2f' | Window
Appointment | scheduing |
esting.
Daley, Andrea; Daley, Lauren |
Subject: | IT5 Meeting
Location; |Canference Room | vabel: [T mene v
Starttime;  [Tue 7/26/2005 v [1os0am v | Al day event
Endtime: |Tue 7/26/2005 v [1rooam v
Meeting Workspace... | []This s an online meetingusing: | 1crosoit eieing |
Please be prepared to discuss your part of the project\\
Contacts... | | | [[categories... | | | private [

In the box labeled Subject, type the subject of your meeting.

In the box labeled Location, type the location of your meeting.
In the boxes labeled Start Time and End Time, verify that the
start and end times for your meeting are correct.

If you want to receive a reminder, choose the length of time
before your meeting.

If you would like to add a message to the recipients of the
invitation, type the message in the empty text box located at the
bottom of the window.

Click on the button labeled Send.
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Sharing your Outlook calendar
Often times you may wish to share your calendar with other
members of your department so that they can add, change, or

delete appointments. To share your calendar:
If you are not in Outlook calendar window

0 On the Navigation Pane, click on the button labeled

Calendar.

On the Navigation Pane, click on the link labeled Share My

Calendar

4 Cckcher 2005 MNovember 2015 »
SMTWTF S SHMTWTF S
1 123 45
23 456 7T 8 6 F 8 91011 12
QIN11 121314 15 131415 1R 1718 19
1617 1819 2022 202122 232425 26
23224 2526 2T 28 9 27 232020
3031
December 2005 ddiugy 2006

SMTW T F 3 SN TwW TF 5

1 2 3 1 2345686 7
4567 & 910 g 3101 1213 14
1112131415 16 17 151517 .8 1920 21
18319 2021 22 23 4 22 2324 15 2627 Z8
2526 27 26 29 30 =1 29 31 31

My Calenidars

Calendar

Coen a shared Calendar, .,

Share My Calendar...:

|4 Mail

gy
-~ Calendar
e

Contacts

[}

ﬁ Tasks

o (] =
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The window labeled Calendar Properties will appear.

[

&8

5y
NN

°
Calendar Properties E|
| General || Home Page Autoarchive |
| &drinistration || Forms | Permissions Synchronization
Marme: Permission Level:
[one
Daley, Lauren Reviewer
Ananymous Mane
add... ] [ Remowe Properties. ..
Permissions
Permission Level: |N|:|ne L
[Jcreate items [JFolder owner
[Jread items Folder contact
[]create subfalders [IFalder visible
Edit. items Delete items
@Nune l@}Nu:une
() o () own
Cal Call
[ o] l [ Cancel ] apply
Adding Shared Calendar Recipients
In order to allow colleagues to view your calendar, you must first
add them and then assign their permissions. To add a recipient:
¢ Inthe middle of the Calendar Properties window, click on the
button labeled Add.
[ General I Horne Page Aukodrchive |
| Administration | Forms | Permissions Synchronization
Marne: Permission Level;
Mone
Anonymous More
Add... N [ Remowve Properties...
Powered SR,
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The Add Users window will appear.
Confirm that Global Address List appears in the box labeled

Show Names from the.

In the box labeled Type Name or Select from List, begin
typing the name of the recipient or your shared calendar.

From the list that appears, click on their name.
Click on the button labeled Add.

Add Users

Type Mame or Select from List:

Showe Mames From the:

|daley |

|Glnbal Address List w |
| Mame Business Phone Office
Daley, Andrea (617) 627-5897 Tisch A
Dalesy, Lauren
Dalton-McZaoy, ¥vette C, (617) 627-3629 Ballou
Damon, Kerrin L, (617 627-3170 Bende._—
Dantas, Cynthia &, (6171 627-4168 Cahat
[ DARS
DefAmato, Laura (617 627-3158 Dralir
DeAmata, Morbert C. (6173 627-2000 Droalie
i CeBold, Joe
Deqgree Audit Certification Front
Dennett, Daniel C, (617) 627-3297 Miner
Dennison, Claire 75195 Admis
Denoncourt, Donna M, (6171 627-3248 South
Dente, Edmund M, (617 627-3036 Qlin Cas
< | >
Add Users
| add-» NS | |
o [Ccmea ]

Repeat the previous steps to add more recipients of your shared

calendar.
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e When you have added all recipients, click on the button labeled

OK.
Add Users E|

Type Mame or Select from List: Show Mames From the;

|daley | |Glnbal Address List v |

| Mame Business Phone Office
Daley, Andrea (617) 627-5897 Tisch A
Dalesy, Lauren
Dalton-MoCoy, Yvette C. (6171 627-3629 Ballou
Damon, Kerrin L, (617 627-3170 Bende
Dantas, Cynthia &, (617 627-4168 Cabot

[ DARS
DefAmato, Laura (617 627-3158 Dranlir
DeAmata, Morbert C. (6173 627-2000 Droalie

i DeBold, Joe
Degree Audit Certification Front
Dennett, Daniel C, (617) 627-3297 Miner
Dennison, Claire 75195 Admis
Denoncourt, Donna M, (6171 627-3248 South
Dente, Edmund M. (617) 627-3036 Qlin C o

L4 >

Add Users

| add-> | Dalev.lauren |

T (o ]

Assigning Permission to Shared Calendar Recipients

Once you have added recipients of your shared calendar, you must

assign them permissions. To give shared calendar recipient

permissions:

e In the middle of the Calendar Properties window, click on the
name of the recipient you wish to assign permissions.

e Click on the down-facing arrow next to the box labeled
Permission level, and select the permission you wish to give
the recipient (for example Reviewer).

Permissians
Permission Level: Mone w
Cner
[ create items |Publishing Editor
Editor

[Jread items |publishing Author
[Jcreate subfo Adthor

Monediting Author
Edit itemns
Contributor
(%) None Hone

O wn TT0Own
Oal Cal
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Repeat the previous steps until you have given permissions to

all shared calendar recipients.

When you have finished assigning permissions, click on the

button labeled OK.

Calendar Properties E|
| General || Home Page Autoarchive |
| &drinistration || Forms | Permissions Synchronization

Marme: Permission Level:
Defaulk Mone
ey, Lauren [one
Ananymous Mane
add... ] [ Remowe ] l Properties. ..
Permissions
Permission Level: Mone v
Cwnier
[] create items |Publishing Editar
Editor
[Iread tems |Publishing Authar
Author
[ create subfa Monediting Author
Edit items M
Conkribukor
@ Mone Hone
(::} Cn T_T0win
Cal Call
[ o] l [ Cancel ] [ Apply
16
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Opening a Shared Calendar

Although a colleague may have listed you as a recipient of their
calendar, you must open the shared calendar in order to view it.
To view a shared calendar:
e On the navigation pane, click on the labeled Open a Shared

Calendar

4 February 2006 March 2006 »
SMTW TF S SMTW TF S
1 2 3 4 1 2 3 4
5 6 7 8[ 91011 56 7 8 91011
121314151617 15 1213141516 17 15
192021 222324 25 192021 2223 24 25
262728 2627282930 31
April 2006 May 2006
SMTW TF S SMTW TF S
1 1 23 45 6
23 456867238 7 8 91011 12 13
91011121314 15 14 15 16 17 15 19 20
161718 19 2021 22 21 22 23 2425 26 27
2324252627 25 29 2829 30 31
30
My Calendars
Calendar
Open a Shared Calendar,
Share My Calendar... i J
|4 Mail
,;ﬂi Calendar
&=| Contacts
=
ﬂ Tasks
o] 3 (a2

e The Open a Shared Calendar window will appear.
e Click on the button labeled Name.

Open a Shared Calendar

17
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The Select Name window will appear.

Confirm that Global Address List appears in the box labeled
Show Names from the.

In the box labeled Type Name or Select from List, begin
typing the name of the person whose shared calendar you wish
to view.

From the list that appears, click on their name.

Click on the button labeled OK.

Select Name ['S__<|

Type Mame or Select from List: Show Mames From the:

|daley | |Glnbal Address List “ |

| Hame Business Phone Office
Daley, Andrea (6171 627-5397 Tisch A
Daley, Lauren N
Dalton-McZoy, Yvette C, (6170 627-3629 Ballou
Darnion, Kerrin L (6171 627-3170 Bende
Dantas, Cynthia A&, (617) 627-4168 Cabot—

3 DARS
DeAmata, Laura (617) 627-3158 Dialir
DefAmato, Morbert C, (6170 627-2000 Drali

% DeBold, Joe
Degree Audit Certification Front
Dennett, Daniel . (617) 627-3297 Miner
Dennison, Claire 75195 Admis
Denoncourt, Donna M, (6170 627-3248 South
Dente, Edmund M. (6171 627-3036 Clin C
DePrizio, Donna M (617) 627-2308 Ballou
Dillon, Jeanne C. (6170 627-2000 Drali
DiPerna, Kathleen T, (617) 627-3346 Tisch
Nicahility Servicras Ararde ¥

< | >

.

The Open a Shared calendar window will appear.

The name of the person whose shared calendar you wish to
view will appear in the box labeled Name.

Click on the button labeled OK. To view the shared calendar.

Open a Shared Calendar,

Mame... ] |Daleg Lauren |

| K %J’ Cancel ]
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Using Outlook’s Tasks

The Tasks section of Outlook is essentially a thorough to-do list,
through which you can remind yourself of simple chores or
manage complex, long-term projects among several people. Using
Tasks, you can integrate calendar items, e-mail, contacts, and
computer files into one easily accessible project.

Creating a new task
e In the Navigation Pane, click on the button labeled Tasks

;Z] Tasks

e On the standard toolbar, click on the button labeled New.

P New +

e The Untitled-Task window will appear.

B Untitled - Task EEE
Vfe B e et Fymat Tk Al ek

: e e el e | meagrence.., | o3t dason Tak | 2 K |-l§e>nqll o | W ._!
Tesh | Dolak

Subject I I

L dates Mo . Stsbus (Mot Started b

Ractdste:  |Nore . friorky [Momdl w SComplete: 0% S

lramns: [@] o= [paley, Lauem

| gontet..,_| [ Bvte

e Click in the box labeled Subject.
e Inthe box, type a brief description of your task.

Subject: ||

19
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Assigning a due date
If your task must be finished by a certain date, you can assign a
due date. To assign your task a due date:

Click on the down-facing arrow next to the box labeled Due
date.

From the calendar that appears, click on the due date of your
task (for example, Fri 8/9/2005).

Due date: Fri 8/19/2005 R

Start date: | [ 4 Augusk 2005 »
SMTWTF S
1234568
7 & 91011 12 13
14 15[16]17 18 12 20
21 22 23 24 25 2&??
28 29 30 31

To move the calendar to a future month, click on the right
facing arrow next to the month and year.

[4  February 2005 btj\%

Assigning a starting date

If your task has a specific starting date, such as a project planning
meeting, you can designate that in Outlook task. To assign your
task a starting date:

Click on the down facing arrow located next to the textbox
labeled Start date.

Start date: Mane v%

A small calendar will appear, containing the month and year at
the top.

Mone w

4 February 2005 3
S M TW T F 5
1 2 3[4 s
& 7 § 9101112
13 14 15 16 17 15 19
20 21 22 23 24 25 26
27 25

20
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e To move to a future month, click on the right facing arrow next
to the month and year.

| 4 February 2005 ?J\}S

Assigning priority level

You can order your tasks by importance by giving each a priority

of high, normal, or low. To assign your task a priority level:

e Click on the down facing arrow next to the box labeled
Priority.

Priority: | Mormal |+

b3

e From the menu that appears, select the appropriate priority
setting.

Setting a reminder

Outlook can automatically remind you of a task close to its due
date. To set a reminder:

e Click to place a check mark in the square labeled Reminder.

eminder:

e |If you want to change the default date:
o Click on the down-facing arrow next to the default date.

Thu 3/17/2005 “

b

o A small calendar will appear, containing the month and
year at the top.

o0 To move to a future month, click on the right facing arrow
next to the month and year.

0 When you have found the date on which you would like
Outlook to remind you of your task, click on it once.

21
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To change the time of your reminder
o0 Click on the down-facing arrow next to the box containing
the time.

2:00 AM | W

b

o From the menu that appears, select the new time you wish
to set for your reminder.

Setting a task to repeat
If your task is one that occurs on a regular basis, Outlook allows
you to create a recurring task. To set a recurring task:

On the Untitled-Task window, click on the button labeled
Recurrence.

{} Recurrence. ..

The Task Recurrence window will appear.

In the Recurrence Pattern section, set the frequency with

which you want your task to recur. For example, if your task is

something that must be done each week on Tuesday, such as

payroll:

o0 Click on the option button labeled Weekly.

o0 Click on the option button labeled Recur every.

0 Click to place a checkmark in the box labeled Tuesday.

If you want your task to end on a certain date:

o0 Click on the option button labeled End by.

o0 Click on the down-facing arrow next to the default end
date.

o0 Navigate to the date you want your task to stop repeating
on.

o0 Click on the date.

22




e If your task will occur a certain number of times and then stop:
0 Click on the option button labeled End after.
o Click in the text box labeled End after.
0 Inthe text box, type the number of times you want your
task to repeat.

e When you have set the recurrence pattern and range, click on
the button labeled OK.

Task Recurrence [‘S_<|

Recurrence pattern

O Daily (@ Recur every week(s) on

[ sunday [IMonday [FlTuesday  [Jwednesday
(&) wieeky
) Manthly [thursday  [Friday [(Jsaturday

Ovearly () Regenarate new task weel(s) after each task is completed

Range of recurrence

Start: | Tue 8{2/2005 v|  ®noenddate
(CJEnd after: oCcUrrences

(CIEnd by: Tue 1042005 v

e When you have finished setting up your new task, click on the
button labeled Save and Close.

|7l Save and Close

e Once you have created and saved a new task, it will appear in a
list of tasks in the View Pane of the Outlook window.

[ 4 8 Subject Due Date “ Complete Cateqgories

Mon 2/28/2005
Task 2 In Progress  Thu 2[2<4/2005 0%

E]

&4 Taskz Hot Started  Mone 0%
# 1 Tasks Mot Started  Thu 2/24/2005 [
E] Task5 Kot Started  Sat 3/19/2005 0%
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Sorting tasks

Outlook allows you to sort your tasks according to a variety of

criteria, including priority level and due date.

e To arrange your tasks by priority level, click on the
exclamation point icon located in the grey bar at the top of
your tasks list.

¥
e To arrange your tasks by due date, click on Due Date in the
grey bar at the top of your tasks list.

e Datke [%

Viewing and editing a task

After you have created your new task, you may wish to access it

again to view details that do not appear in the View pane, or to

change information related to your task. To access a task:

e Click on the task you wish to view so that it is highlighted in
blue.

Blll=kz )

e From the File menu, select the Open submenu.
e From the Open submenu, select Selected Items.

e |
Mew 3

| Open r || Selected Items R Chrl+0 |
Closg All Items Other User's Folder. L@
Save As... Qutlook Data File. ..
Jave Attachmepks » 1 Daley, Andrea (Calendar)
Folder 3

Import and Export...

Page Setup 3

Prink Prewview

W e

Print... Chrl+P

Exit

£

24
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The Task window will appear.
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In the Task window, make any changes to the appointment you
would like.

Click on the button labeled Save and Close.

Attaching files to a task

If your task involves files on your computer or network drive, you
may wish to attach copies of your files to the task for easy access
through Outlook. To attach a file to a task:

Open up your task for editing.
In the Task window, click on the paperclip icon.

oy,

The Insert File window will appear.
Navigate to the file you wish to attach to your task.

When you have found the file you want, click on the button
labeled Insert.
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e The file you inserted will appear as an icon in the main text
box of your Task window.

A

small classroam
spec 2003.doc ..,

Click on the button labeled Save and Close.
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