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The purpose of this document is to show you how to use Outlook and your inbox to 
create tasks and appointments. The benefit is to have a place for those important emails 
that you have to follow-up. You can move or copy these emails, task yourself or others 
and invite colleagues to a meeting. 
 

1. The image below is an example of a right click and hold and drag to the 
appointment (calendar) icon. If you left click and drag it will automatically create 
a copy instead of giving you the 5 options below: 
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Hold down the right mouse key and drag to Calender/Appointments
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2. The below image will automatically pop up when you chose one of the four 

options above. I chose “Copy here as Appointment with text” so I can see the 
email in the body of the appointment.  

  
You now have the option to schedule the appointment and set the reminder.  
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Use this option if the meeting is recurring.
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To set the reminder, use the pulldown.
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3. The image below now gives us the opportunity to invite other clients or 

employees to your meeting. You can also click and hold these bars to move 
appointment or adjust the time committed. 

 

 
 

a. As you can see from the below screenshot, creating a task is the same 
process as steps 1 through 3.  Similar to inviting a client or co-worker, you 
can task another person 
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Click here to switch from the above screen shot, to this one.
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As you become more familiar, you will be able to assign tasks to a specific Project or Subproject.
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4. Repeating the same steps as above, by moving an email to the contact field. This 

window will pop up. 
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This is your first step in the organization of your client database.




