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Creating Outlook Task from an Email Message 
 

The email message that contains relevant information about your to-do items can be turned into an Outlook Task by 

following these simple steps: 

 

1. Drag the selected email message from the Message list to the Tasks icon in the Navigation Pane 

 
 

A new Task form will launch with a subject line and the body of the email message in the Message area of the Task form 
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2. Setup additional Task properties such as Start/Due date, Priority, Reminders and then, click Save & Close to save 

the Task 

 

Saved Task will be displayed in the To-Do Bar 
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To add the message as an attachment to the Task instead of pasting the text into Task body,  

 

1. Right-click the email message from the Message list and drag it to the Task icon in the Navigation Pane 

2. On the shortcut menu, click Copy Here as Task with Attachment 
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The selected email will be an attachment to a new Task 
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We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form.  

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 

http://ho-sbsurvey.pjlhuillier.prod/
mailto:ict-process@pjlhuillier.com
http://pjliportal/sites/insider/Publications%20%20Electronic/Forms/AllItems.aspx?RootFolder=%2fsites%2finsider%2fPublications%20%20Electronic%2fIT%20Productivity%20Tips&FolderCTID=&View=%7bF8E129D7%2d257C%2d4266%2d9DF5%2d7132F2106346%7d

