Cheat Sheet - Outlook

How to delegate a task in Outlook

What are How to do it? Where is it?
you going

todo?

Delegate a Open the task you

tasktoa want to delegate.

colleague

Click Assign Task
on the TASK tab.

Click To, and select
a recipient.

Choose whether to
save a copy of the
task on your task
list.

Choose whether
you want the
status report when
the task is
complete.

Click Send.

Manage Task

To...
To... Public Data
Subject Opfolgning pa mandags mode
Send
Start date | None [5]| status Not Started
Due date to 27-08 E Priority Normal

Keep an updated copy of this task on my task list

v| Send me a status report when this task is complete

Send

-

% Complete

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




