
                          
                                                               Office of Information Technology 

 

Document Name 
Page 1 of 1 

 

Creating a Task in Microsoft Outlook 
_________________________________________ 

 
1. To create a task, start by locating the Tasks Menu in the 

lower left hand side of your Outlook navigation bar. 

 
 

2. Next, locate the New task button (circled below) 
OR 

Click Actions and Select New Task from the drop down 
menu. 
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3. Fill in the subject line and use the drop down menus to 
select when the task has to be completed. 

 

 
 

4. Any additional information can be included in the message 
body, just as it would if it were being sent as an e-mail. 
Also, like calendar reminders, you may opt to receive a 

reminder when the task is due. 
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5. To assign a task to someone: Click the Assign Task button 
(shown Below)  

 

 
 

6. Click the “To” button and select the assignee’s name from 
the list 
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7. When Finished click on Save and Close 
 

 
 

You now have a new task. 
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8. Tasks can be viewed by clicking the Mailbox folder at the 
top of Mail Folders. 

 

 
 

OR 
By returning to the Task Menu 

 
 


