Assigning Tasks to other Employees Assign an existing task to another person:

Creating and assigning a new task to another person: e Right click on the existing task and choose to either “assign task” or “forward” the task
Open Microsoft “Tasks” in “Outlook” [ Tasks - Micrasolt Outlook M=
Double click in the box to “add a new task” or Select “New Task” under “Actions” Do £y Yoy evortes oo Actonibeo . ]

1Dtew - | & 23 X | Borra Fgorgmze [ £
(@) Tasks - Microsolt Outlook !EI!H G| e-= | BmER] | s
]Eﬂn Edt View Favorites Tools Actons Help | —
SR e o !
| Einew - | @ |3 % | Bornd Sgorganee | @ - 8. E”L"‘“_H AN AR o S e L _%
i y . = j 7, Folderist _ x!|[y[[AlSubect __ |puepate =
J @ ]”@ it ] & @ ? | Serple Lkt . ‘ E PR ‘@\ - Calendar _AJ Click heee to add 3 rew Tas
Outioo... J R R A QOO j%g;t‘““ I T;aseigning toske] [Wedoj5j004
s - Dus Date =] T <& meetingr :
) T T . | g ooinan
3 & Drafts
There are no ltems to shaw In this view. B Inbox
3 Journal
& Loans
& Misc
3 Notes Wt ‘,,_.,J
¥ | b B operational Subject: assigningtasks Due Date: B{25/2004
, B Dalyproc || Stekus NotStated iDmnen Eal_h?"ni@fT?u_,, — . o
R . | $& Monthly F -
e [ P S N | B Weekdy Pr
M 4 | | -2 outbox
- | R 7
B SB Rates
B Security Alert
=3 : - B sent Items
-_ @ Tasks -
Bk [ 1 O _ U
1 Item
Enter your task, using a subject, due date, and description

Select “Assign Task” on the toolbar p
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Here you choose who you would like the task assigned “To”
o  There is also an option to make tl/lC task reminder recurring
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