Organizing Tasks in Microsoft Outlook

Organize Tasks in Your Day at a Glance View

1. Click on Calendar 

2. Click on View from your menu bar

3. Click on 1 Day

4. Move your cursor/pointer to the middle right hand side of the screen and right click in the gray area of the task bar

5. A menu will appear – click on Customize Current View

6. A screen will appear – Click on Fields

7. Two columns will appear. The left column has a list of available fields to choose from the right column shows the items that will appear and the order they will appear in. You want the following items to appear in the following order.

a. Icon

b. Complete

c. Subject

d. Due Date

8. Click OK

9. Click on Group By

10. You will see Group Items By – then click on the down arrow to see the pick list and click on Categories

11. On the bottom right hand side of this screen you will see Expanded./Collapse default: Click on the down arrow to see the pick list and click on All collapsed.

12. Click Ok

13. Click Ok

Organize Tasks on Tasks List (not using your calendar view only tasks view)

1. Click on View from your menu bar

2. Click on Current View and then a submenu will appear

3. Click on Active Tasks

4. Click on View

5. Click on Customize Current View

6. A screen will appear – Click on Group By

7. You will see Group Items By – then click on the down arrow to see the pick list and click on Categories

8. On the bottom right hand side of this screen you will see Expanded./Collapse default: Click on the down arrow to see the pick list and click on All collapsed.

9. Click Ok

10. Click Ok
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Life is time…

Make it count!(                 P.O. Box 980666 ( 713-863-1256 ( 800-409-4226 ( www.suepistone.com
