OuUTLOOK WEB ACCESS PROGRAM - PART V

THE TASK LIST FUNCTION

(1.) Begin by clicking on Tasks |

|-_—:<j Inbox
tﬁ Calendar
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@ Rules

: Zj Options

(2.) This menu will appear at the top of the screen:  =——p- B Tasks |

Simple List =

(3.) Click on New to create a new task:

(7.) When you are finished, click on Save and Close

l (4.) Enter the subject of your Task
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|7l Save and Clase ] |+ ¥Rrecurrence.|. #% | @) Help

Task | Details l

Subject: Pick up Curriculurn Guide Materials From Adminiskration Building

Akkachments: ]

(5.) Enter the due date for your Task here
Due date:  |Fri 4/1/2005 [-] status: | Mot Started v
Start dake; |N|:|ne |E] Pricrity: % Complete; D
Reminder: |Fri 4/1/2005 (-] |:00 am -]

T T T

(6.) Enter a reminder for your task here (optional)
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Saved tasks appear in this list:

([ Simple List =) Ikems ko3 of 3 04 4 & B0

. Log Off
Due Dake &

e ~—

|5 1 Set up chairs in Auditoriom For afternoon Assembly

Thu 3;31;2005
2"] [ Pick up Curriculum Guide Materials Frorn Administration Building Fri 4/1/2005

i] [] Callect Fund-Raiser Money fram all students in 4th Grade Thu 472005

(1.) Placing a check in this box
will mark the task as completed.

(2.) Double Clicking on an item will open it, so
that updates to the task can be entered.

(5.) Click on Save and
Close when you are

‘A httre:Thyebmail. pasadenaisd.org - Collect Fund-Raiser Money from all students in 4th Grade - M... |:||E|rz|
H Save and Close )= lm +_¥Recurrence. .. 39 ?‘.' &) Help

Task I Details

(3.) For example, you can make
Subject: Collect Fund-Raiser Maney from all students in 4th Grade changes to the status of the task.
Atkachments:
Due date: |Thu 41712005 |B Skatus: | Waiting on someone else | W |—> Waiting on someone else | W

Mok Started
Start dake: |Nu:une |E] Priotity: % Complete: 45 In Progress

Cornpleked —
Reminder: |Thu 4/7/2005 (] &:00 am ] '\ /‘ T ———

(4.) You can also enter the % complete
or change the priority of the task.
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