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1 Introduction  

The purpose of this document is to capture the transcript for the Managing Tasks and 
Reminders Training Video in the Outlook Web App Learning Series.  The video can be 
accessed via the Portal Help Pages.  

The timings indicate the section of the video that is being referred to and its length.  To move 
to a particular section within this module, move the timer on the video to the time detailed in 
this document.  

 

2 Transcript  

This section covers the transcript of the Managing Tasks and Reminders module.  

 

2.1 Objectives (00:00-00:20) 

This is the Managing Tasks and Reminders module.  Upon completion of this module you 
will be able to create and manage tasks and create and manage reminders.   

 

2.2 Creating a Task (00:21-02:47) 

A task is an activity that you don’t want to add to your calendar but is something that you 
want to monitor and complete within a specified period of time and set a reminder for.  In the 
Tasks page you can create tasks and monitor their status. 

To create a task, click on Tasks in the navigation bar at the top right of the screen and then 
select New task at the top left of the page.  Enter the subject of your task into the empty text 
box and select a due date from the drop down list.  If you select Show more details, you can 
enter additional details such as Start date, Priority and Status by choosing from the various 
options in the drop down lists.  In the large text box towards the bottom of the screen, you 
can type additional details and notes about the task.  When you have finished creating your 
task, click Save at the top of the page.   

You can also use flags to set reminders on emails in your inbox.  To do this, click on Mail in 
the navigation bar at the top right of the screen and right click the flag icon towards the right 
on an email subject.  Select a task completion date from the drop down list.  You can 
choose, Today, Tomorrow, This Week, Next Week or No Date.  The email will then be added 
to your Flagged items and tasks list, located under My Tasks on the left side of the Tasks 
page.  

By clicking the tabs at the top of the screen you can view all Active, Overdue and Completed 
flagged items and tasks. 

 

2.3 Setting a Reminder (02:48-04:09) 

A reminder box appears on screen at a specified time, notifying you of a task to be 
completed or prompting you to do something. 
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To set a reminder when creating a new task, click Tasks in the navigation bar at the top right 
of the screen and select New task at the top left of the page.  When entering the details of 
your new task click Show more details and select the Reminders box where you can choose 
the date and time of your reminder.   

Select the frequency of any repetitions of the task and enter a date in the From and To 
boxes to set the time frame in which you want the task to be repeated.  When you have 
finished, click Save at the top of the screen.  

At the specified time, a reminder will appear on screen notifying you about the task.   

To manage reminders, refer to the Managing Reminders section in this module. 

 

2.4 Managing Reminders (04:10-04:50) 

A reminder box appears at the top of the screen, notifying you about a task to complete at a 
time specified by you.  When a reminder appears at the top of the screen notifying you about 
a task, you can either click Snooze to postpone the reminder for a specified period of time or 
Dismiss, to discard the reminder.  If you select Snooze you can indicate the amount of time 
you would like to pass before you are notified about the task again by selecting an option 
from the drop down list.    

 

2.5 Editing and Deleting a Reminder (04:51-06:06) 

To edit a reminder, click Tasks in the navigation bar at the top right of the screen.  Select the 
task that has the reminder you want to edit and you can choose a new date and time from 
the reminder drop down boxes at the right of the screen.   

You can also edit the repetitions of a reminder by clicking edit at the top of the screen and 
choosing a new frequency from the repetitions drop down box.  Once you have set a 
repetition, you can edit the start and end date of the repetitions by choosing an option from 
the From and To drops down lists.  When you have finished, click Save at the top of the 
screen.  

To delete a reminder, deselect the Reminder box towards the bottom of the screen.  

 

2.6 Editing and Completing a Task (06:07-07:26) 

To edit a task that you created, click Tasks in the navigation bar at the top right of the screen 
and then click Tasks on the left side of the page.  Select the task that you would like to edit 
and click Edit at the top right of the screen.  Here, you can edit the due date, notes about the 
task and more.   

You can also categorise your tasks.  Click the three dots at the top of the page and select 
Categorize.  For more information of categorisation, refer to the Categorising Emails sections 
of the Outlook Web App Learning Series.  

When you have finished editing your task, click Save at the top of the screen.  

To mark a task as complete, select the task and click Complete at the top right of the screen.  
The task will then appear in the completed tasks screen with a line through it. 
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2.7 Deleting a Task (07:27-07:46) 

To delete a task, click on Tasks in the navigation bar at the top right of the screen.  Hover 
the cursor over the task you want to delete and click the red cross to the right of it. 


