Cheat Sheet - Outlook

How to use flags in Outlook

What are you going to
do?

How to do it?

Where is it?

Assign standard flag to an | Click on the light grey flag Niels Jarge.. ol
e-mail to the right of the mail. S3 indvier vi k... fr 16:30
Kzere kolleger

Assign a flag - other than [> Today

the default for e-mail Click Follow Up on the [= > Tomorrow
HOME tab. |*  This Week

Follow | Next Week

Select a flag from the Up~ [> NoDate
drop-down list. > Custom...

Add Reminder...

v/ Mark Complete
Set Quick Click...
H H 1 o
Edit or remove a flag Click Follow Up on the twt 0ol B Totm
HOME tab. > b Tamoron
|*  This Week
F “ | " Next Week
Select another flag or ollow P NoDate
Up v > Custom...
Clear Flag to remove. e
/' Mark Complete
— Clear Flag
Set Quick Click...
Add a reminder Click Follow Up on the
P Custom ﬂ

HOME tab.

Click Add Reminder.

Flagging creates a to-do item that reminds you to follow up. After
you follow up, you can mark the to-do item complete.

Y Flag to Follow up
Start date | 26. august
Due date |26. august

Reminder
26. august

Clear Flag
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v

v
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Cancel

TIP: You can also simply
right-click on the flag to
the right of the e-mail to
assign, remove, remind
etc.
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Read more about personal planning in the book: Planlaeg bedre — fa mere tid

by Kirsten Andersen, Mariann Bach Nielsen and Claus Bekker Jensen
You can also read the book in English: Plan Better — Get More Time — www.planbetter.dk

www.planlaeg.dk




