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Setting Reminders in Outlook 2007

Setting a reminder in Outlook is a good way to help you remember any number of things:
respond to an email, return a phone call, remember an upcoming meeting or appointment, or
other.

(Note: Reminders only work for Outlook items that are located in the Inbox, Tasks,
Calendar, and Contacts folder.)

To set a reminder to reply to an email message:
1. Click the Mail icon. (Open a new pane if not visible.)
2. Click on the Inbox folder in the Favorite Folders list.
3. Rightcl i ck on a message f
4. In the Follow Up menu, select Add Reminder.

or which you

Open
;;’; Print
{4 Reply
@ ReplytoAll
v Forward
Follow Up > Y Today
Categorize » | Tomorrow
% Mark as Unread \ This Week
Find All » |\ Next Week
|2y CreateRule... V¥ NoDate
Junk E-mail » ¥ Custom..
X Delete $ Add Reminder...
|22 Move to Folder... ' Mark Complete

:] Message Options...

Set Quick Click...




Remove a
Message
Reminder

Setting a
Calendar
Reminder

5. Make a selection from the Flag To dropdown menu.

Flagging creates a to-do item that reminds wou to Follow up, &Fter you
follows up, vou can mark the to-do item complete.
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Select a date, time, and reminder (if you wish) from the following dropdown menu.

Click OK to add the reminder.

8. When reminder message applies:

e Click Dismiss to close the Reminder dialog box and not show the reminder
again in this Outlook session.

e Click Snooze to display the reminder again at the time designated in the
Click Snooze To Be Reminded Again In text box.

e Click Open Item to launch the email message to which the reminder is
associated.
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Once the reminder is no longer needed for the email, removing it would be helpful so as not
to create confusion in your mail folder.

1. Inthe list of messages, right-click on the message that no longer needs its reminder.
2. Select Follow Up / Mark Complete from the resulting shortcut menu.

Setting a reminder in Outlook Calendar can help one remember an important meeting, a
birthday, an anniversary, a due date for bills, or anything else.

In the Navigation pane, click on the Calendar icon.

In Calendar, in the toolbar click New.

In the Subject box, type a brief description of the date or appointment.

In the Location box, type the place where the appointment occurs.

In the Show Time As list, choose how you want your schedule to appear for the
duration of the appointment - Busy, Free, Tentative, or Out of Office.

To change the reminder about this appointment, select the Reminder drop down box
and select a different time.
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7. You will automatically be reminded of the event 15 minutes before the scheduled
time. In the message body, type any additional information, such as a list of materials
to take to the appointment.

8. Click Save and Close.



Outlook
Tasks

Sort Tasks

A task is a personal or work-related errand you want to track through completion. A task can
occur once or periodically (a recurring task). A recurring task can repeat at regular intervals
or repeat based on the date you mark the task complete. For example, you might want to send
a status report to your manager on the last Friday of every month, or get a haircut when one
month has passed since your last haircut.

To create a task:
1. Click on the Tasks icon.
2. On the toolbar, click New.
3. On the Task tab window, type a task name in the Subject box.
4. Select the appropriate options for the task.
5. Click Save and Close.
To create a recurring task:
1. Create a new task or, in Tasks, open an existing task
2. On the toolbar, click Recurrence.
3. If necessary, fill out the rest of the task form (for example, due date and priority).
4. Click Save and Close.

To sort your tasks, click the Tasks list on the main toolbar, and then select one of the
following views:

e Simple List: The subject and due date for all your tasks including those marked as
complete. This is the default view.

e DetailedList: Eac h t as k 'tus, dusdatd gereect tomplets, and

categories. It also indicates whether each task has any attached files.

Active Tasks: Al I tasks that haven’'t been ¢

Next Seven Days: All tasks due within the next seven days.

Overdue Tasks: All tasks still incomplete as of the due date.

Completed Tasks: Al I t asks you've mar ked as

Taskpad: The subject and due date for all tasks whose status is Not Started, In

Progress, or Waiting on Someone Else.

If you have questions or need assistance, please call the Help Desk at (805) 493-3698 or send an
e-mail to helpdesk@callutheran.edu.



