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Read	more	about	personal	planning	in	the	book:	Planlæg	bedre	–	få	mere	tid		
by	Kirsten	Andersen,	Mariann	Bach	Nielsen	and	Claus	Bekker	Jensen	
©	www.planlaeg.dk		
You	can	also	read	the	book	in	English:	Plan	Better	–	Get	More	Time	–	www.planbetter.dk		
	
	

How	to	copy	a	To	Do	into	an	e-mail	or	a	meeting	in	Notes		
	
Whar	are	you	going	
to	do?	

How	to	do	it?	 Where	is	it?	

	
To	create	an	e-mail	
from	a	To	Do		
	

	
Mark	the	task	on	the	To	Do	
list.	
	
Click	Copy	into	New	and	
select	Message.	
	
The	To	Do	now	opens	as	a	
new	e-mail.	
	
Similarly	you	can	create	a	
meeting	or	another	
calendar	item	from	a	To	
Do	by	choosing	Calendar	
Entry.	
	

	
	

	

	 	
Tip:	You	can	also	right-click	
a	To	Do	in	the	task	list	and	
choose	Copy	into	New	>	
Message.		

	
	
	
	
	
	
	
	
	
	

	


