Information Resource Center Training Center Petaluma

Setting Up Task Manager in Outlook

Introduction This Job Aid will show you how to organize Microsoft Outlook to
properly use Tasks. It is imperative that every individual who will be
sharing tasks complete this Task Manager Set Up in order for Task
Manager to work properly.

Step Action

1. Outlook by double clicking on the Microsoft Outlook icon on
your desktop.

2. On the menu bar click Tools and trace to Rules Wizard.

3. It will ask you to choose which set of rules to use Client or

Server. Choose Server.

4. Click New. The Rules Wizard screen is displayed.
Rules Wizard EHE

‘Which type of rule do you want to create?

i
Check messages after sending
Move new messages from someone
Motify me when important messages arrive

Move messages based on content

Delete a conversation

Flag messages from someone

Assian cateaories to sent messaaes LI

Rule description {dlick on an underlined walue to edit ith:

Apply this rule after the message arrives

@I Cancel | = Bach: I Mext = I Finish |
5. Highlight Check messages when they arrive from the top

window by clicking it once.

6. Click Next.

7. Scroll down and select Uses the form name form by clicking in
the check in the box next to the option.

8. After you have checked the appropriate box in the top window,
click on form name in the bottom window.
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Rules Wizard EH

which condition{s) do vou want to check?

[ | which has an attachment |
[ with selected properties of documents or Forms

[ with a size in a specific range
[ received in a specific date span
iuses the Fo - Farm

] suspected"to be junk e-rmail or From Junk Senders

=l

Rule description {click on an underlined value to edit it):

- itk Apply this rule after the message arrives
uses the form name form

@l Cancel | < Back I Mext = I Finizh I

9. Select Application Forms from the form pull down menu.

10. | From the Application Form menu Select and click Add for the
following (7) items: Accept Meeting Response, Decline
Meeting Response, Task Accept, Task Decline, Task
Request, Task Update, Tentative Meeting Response

Choose Forms
Selected Forms:
Answer Farm | - Accept Meeting Response
&dd -= "
Message Mo Reply Appointrment
Meeting Cancellation
Mo Rephyz ;
=~ Remove | |Meeting Request
Qanswer Farm Task Accept
Survey Form Task Decline
TestCole Task Reguest
Wihile Vou Were Out o l:;tautﬁfials'?eetin Response
weklyHrsz LI d R

[~ show categories

Description
This form is used ko respond ko surveys.

Forrn Murmber: 993.0 Version: 4.0 Contack:

Close I Help

11. Click Close.

12. Click Next.

13. Select move to a specified folder by clicking in the check in the
box next to the option.

14. Click on specified in the bottom window.
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Rules Wizard

What do vou want to do with the message?

skop processing es
[ move a copy ko the specified falder
: [ deleke it
2 " | permanently delete it

[ Forward it ta people or distribution list LI

Rule description {click an an underlined walue ko edit it):

Apply this rule after the message arrives

uses the Task Decling’ or 'Task Request’ or 'Tentative Mee

move it ko the
and stop processing

KIS 2

@l Cancel | = Back | Mext = | Finizh |

15. Select Inbox under Outlook Today. Ensure that the highlighted
Inbox is in your Mailbox (last name, first name) and not the one
in your ~Messages/Archive folders. Then click OK.

Rules Wizard H

Choose a fFolder:

@ Archive Folders = K
-1 Mailbox - IRC. Help
525 Mailbox - Stei
----- 7% Calendar
----- 2 Contacts
----- (& Deleted ltems
----- 5B Draftz

..... ek Inbo:)

{ﬁ Journal
----- Motes

- Outbox
----- Fockettimor
----- S Sent ltems b

""" D Tasks =

. Rager PO Cancel

ik

16. Select stop processing more rules by clicking in the check in
the box next to the option.

17. Click Next. The Exception Dialogue will open.

18. No Exceptions are necessary. Click Next.

19. In the box named “Please Specify A Name For This Rule”,
overtype the name with Tasks and Meetings.

20. Click Finish.

21. Check to make sure that “Tasks and Meetings” is at the top of
the Rules Wizard window list.
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If... Then...

“Tasks and Meetings” is | Highlight “Tasks and

not at the top of the Meetings” by clicking on it
Rules Wizard list... once. Use the Move Up/Move

Down buttons located under
the window, move the rule to
the top of the list.

“Tasks and Meetings” is | Click OK.
at the top of the Rules
Wizard list...

Rules Wizard

Apply rules in the Following order:

Tasks and Meetings Mew, . |
Inbox (client-onk)

Copy |

Modify... |

[Howeldy Move Down |

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives

move it ko the Inbox folder
and stop processing mare rules

1] | |

[0]4 | Cancel | Run Maow. .. Options. .. |

The task manager is now set up correctly.
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