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OOUUTTLLOOOOKK  WWEEBB  AACCCCEESSSS  PPRROOGGRRAAMM  --  PPAARRTT  VV  
  
TTHHEE  TTAASSKK  LLIISSTT  FFUUNNCCTTIIOONN  
 
 
(1.) Begin by clicking on Tasks 
 
 
 
 
 
 
 
 
 
 
 
 
 
(2.) This menu will appear at the top of the screen: 
 
(3.) Click on New to create a new task:  

(4.) Enter the subject of your Task 

(6.) Enter a reminder for your task here (optional) 

(5.) Enter the due date for your Task here 

(7.) When you are finished, click on Save and Close 
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Saved tasks appear in this list:  

(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. 

(3.) For example, you can make 
changes to the status of the task. 

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

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

fi i h d


