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CHAPTER 11 TASK REQU ESTS

( : INFOcus

At its simplest level you can use Outlook Tasks as a basic to-do
manager. But, Tasks can be used for more complex activities
including managing tasks for others to perform.

For example, if you are managing a project, you can assign tasks to
team members and have Outlook Tasks set up in such a way that
these people will advise you when the task is updated or completed.

When you assign a task to someone in the workgroup or your
contacts list, you are assigning them a task request. Just like the
scheduling tool in Outlook, the assigning task request feature uses
the email component of Outlook to communicate with the people to
whom you assign tasks.

In this session you will:

v'gain an understanding of how task requests work

v'learn how to create a task request

v" learn how to respond to a task request

v' learn how to complete a task that has been assigned to
you

v"learn how to view updated task requests.
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How TASK REQUESTS WORK

A task request is a task assigned by one person uses both the Task and Mail facilities to control the
in a workgroup to another. In Outlook the task process and the tracking of the task, and sets up a
initiator gives the responsibility for completing communication link between the two parties -

the task to another person (task owner). Outlook initiator and owner.

The Task Request Process

Step 1 - Initial Request

The initiator creates a task
request and then assigns that task
to another person. The initiator
can choose whether or not to
maintain an updated copy of the
task in their Tasks list using the
two checkboxes at the bottom of
the task request header. The task
request is then sent via an email
message with voting buttons
(Accept, Reject).

Step 2 - Request
Acceptance

The recipient receives the task
request in an email message with
voting buttons.

When the recipient accepts the
task (they then become the task
owner), details are copied from
the initiator's computer to the
owner’s computer. The task
appears in the owner’s Tasks list
as though they had created it
themselves.

An acceptance message is sent to
the initiator and the initiator's
Tasks list is updated to reflect the
fact that the owner has accepted
the task.

Step 3 —Task Updates
(Optional)

If the initiator ticked the two
checkboxes at step 1, they will
receive an update message
whenever the owner updates a
task (e.g. enters a % Complete
value). In actual fact the message
carries a copy of the task (with the
latest changes) and copies it to
the initiator's computer thereby
updating the initiator’s version of
the task.

Step 4 — Task Completion

When the owner has completed
the task a message is sent to the
initiator. It provides the initiator
with a final status report on the
task, which includes information
such as start and end dates,
duration in hours, and the like.
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This message is part of a tracked conversation. Click here to find all related messages or to open the original flagged
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From: Amanda Bennett Sent:  Fri 3/09/2010 1:05 PM
To: Peter Dawson
Cc
Subject: Task Completed: Collect sales figures for last quarter
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————— Original Task-———
Subject: Collect sales figures for last quarter
Priority: High
Due date: Mon 6/09/2010 =
Status: Completed
% Complete: 100%
Date completed: Fri 3/09/2010
Actual work: 0 hours
Requested by: Peter Dawson [+]
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CREATING A TASK REQUEST

A Task request is like a normal task except that
responsibility for completing it is given to
someone else. A task request is created and then
transmitted as an email message with voting

buttons. It ultimately ends up as a task in the
recipient’s own Tasks list. The requested task also
appears in your Tasks list with the other member’s
name as the owner of the task.
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in Subject
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Subject:

Start date: | None - | status: [Nt started
Due date: Mon 6,/09/2010 - | Priority: _Iv % Complete:

Keep an updated copy of this task on my task list
Send me a status report when this task is complete
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For Your Reference...
To create a task request:
1. Click on New Task ||

2. Click on Assign Task |5 in the Manage
Task group

Enter the desired task and recipient details
Send the message

Handy to Know...

You can create a new task from an email
message. To do this, drag it from the Inbox
to [Tasks] in the Navigation pane. A Task
window will open containing the details from
the message. Alternatively, you can drag a
message to the task list section at the bottom
of the To-Do bar in the Mail pane.
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RESPONDING TO A TASK REQUEST

When someone sends you a task request, you'll
receive it in the form of an email message with
voting buttons. These buttons allow you to either
accept or reject the task. If you accept it, a new

task will be created in your Tasks list and the
details from the task request will be entered into it.
A return notification will be sent to the initiator
advising them that you have accepted the task.

Search Inbox [Ctrl=E)

Try This Yourself:

P + Accept | ¥ Decline

rane By et Hewestontor Collect sales figures for last quarter
Before starting this 4 Today Amanda Bennett
i 5 Peter Dawson 1212 PM 1 @ Duein3 days. o .
exercise ensure that a E Task Request: Collect sales figures f... ! Assigned by Peter Dawson on 3/09/2010 12:13 PM.,
colleague has sent you a Due on 5/09/2010
new task request... :;:gthStarted

Click on [Mail] in the
Navigation pane, then
click on Inbox

Double-click on the Task
Request message to

0%

open it in a Task window

Click on Accept |~ -|in

Collect sales figures for last quarter - Task

ot oy X8 s v X3 8% 0
. . - 1 3 v A L
OUtIOOk WI” dISp|ay a Save & Delete OneMote Tas Details | Accept Decline L%REDIJ ! Assign Send Status | Categorize
message asking whether Close EpFowsrd | mask  Report -
a Actions Show Respond Manage Task
or not you want to edit the
H @ Duein3 days.
response before replylng L.sus?gI:ed ba;'?:‘eter Dawson on 3/09/2010 12:13 PM.
tO the initiator. 0o Subject: Collect sales figures for last quarter
Due date: Due on 6/09/2010
4 Ensure that Send the Status: Mot Started Priority: High % Complete: 0%
response now iS Owner: Amanda Bennett
selected, then click on
[OK]
5 Click on [Tasks] in the
Navigation pane, then
click on Tasks to display
the Tasks list
The icon for the accepted e Accepting Task =

task will now appear like a
normal task but with a red
flag

B

This task will be accepted and moved into
the Tasks folder. Do you want to edit the
response before sending it?

(©) Edit the response before sending

@ Send the response now

OK ] [ Cancel
For Your Reference... Handy to Know...
To accept a task request: ¢ If you choose to decline a task request by
1. Double-click on the Task Request message clicking on Decline | x| in the Respond
in your Inbox group, the initiator will receive a message
2. Click on Accept ~~|in the Respond grou saying LTt 57000 e rgjected L2 EEs Ve
) Pt P group initiator can then reclaim the task (so that
3. Click on [OK] they can reassign it) by opening the
message and selecting Return to Task List.
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COMPLETING AN ASSIGNED TASK

Task requests are progressed and completed in
exactly the same way as normal requests. You
can update the details as you work or leave it
until everything is done and then mark it as

completed. When you update or complete a task
request, an updated task mail message will be sent
to the initiator unless they specified that they didn’t
want to be notified when they assigned the task.

=l
|

i A &+ ¥ = Collect sales figures for last quarter - Task
Try Thls Yourse”: File. Task Insert Format Text Review
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Actions Show Respond Manage Task
a task request and that © Dus i3 day
ue in 3 days.
you have previ0u5|y Accepted by Amanda Bennett on 3/09/2010 12:26 PM.
accepted /t oo Subject: IC-JIIect sales figures for last quarter
1 |n the TaSkS I|St double_ Start date: Mone - | Status: Mot Started
CIiCk on the task to Due date: Man &/09/2010 - | Priority: High - % Complete: |0% =
WhICh yOU ha.Ve been |:| Reminder: MNone Mone \f)é Owner; Amanda Bennett
assigned and have
accepted
Tasks that you have
accepted will appear in
the Tasks list with an
icon with a de tick and cearch Taske (Ctrl-E] 2
tWO hands g‘ O Subject Due Date Categories W
q Click here to add a new Task

Click on Mark

Complete |«|in the
Manage Task group

The % Complete value
will change to 100% and
then the Task window
will close. The task will
now appear in the Tasks
list with a grey line
through its text and with
a tick in the Complete
checkbox

For Your Reference...

Handy to Know...

To complete a task request: e Whenever you change a task an update

1. Click in the white checkbox to the left of the message may be sent to the initiator — so
task request in the Tasks list ensure you don’t change a task too often!
or o If you partially complete a task you can show
Click on the task in the Tasks list and click this by iyping the apt igure in/% Complete.
on Mark Complete [/ You can click on Send Status Report |2 to

* send a report to the task initiator.
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VIEWING UPDATED TASK REQUESTS

As the owners of the task requests update their report for the updated task. When you receive a
tasks, including marking a task as completed, status report, your copy of the task in your Tasks
you will be sent an update message by default. list will be updated to reflect the change made by
The update message simply contains a status the owner.
i =N N L RS Task Completed: Collect sales figures for last quarter - Message (Rir
Try This Yourself: W
i Ignare —2 — [—4 Meeting ‘) Thames _bn IﬁRUIES "
Ensure you have a task ] x Q. @ [3 i 23 Amazon : 1 Wonenete
request that has been & Juni - Delete | Reply Reply Forward By More - | |y 1o panager mf e
accepted and Completed by Delete | Respond | Quick Steps I | Move
anOther person... @ This message was sent with High importance.
This message is part of a tracked conversation. Click here to find all related messages or to open the original 1
1 Click on [Mall] in the From: Amanda Bennett
Navigation pane, then click = Peter Dansan
on In bOX Subject: Task Completed: Collect sales figures for last quarter

Two messages should
appear at the top of the list —

a Task Accepted and a Task | ||| gup Original Task--

Subject: Collect sales figures for last quarter

Completed message... Priority: High
Due date: Mon 6/09/2010
2 Double-click on the Task
Status: Completed
Completed message to see o, Complete: 100%
the status report for the task Date completed: Fri 3/09/2010

in the body of the message Actual work: 0 hours

Requested by: Peter Dawson

3 Click on the orange InfoBar
at the top of the message to
display a shortcut menu

4 Select Open Original e

Flagged Message to open

the updated task e HEd9 U« 9= Task Completed: Collect sales figu
. NG | Message
5 Close the task window, then o
& Ignore —g — —a Meeting &) Thames
close the message % X = @ L = 03 Amaron
&Junkv Delete | Reply R,ei\?||y Forward QE Mare = 63 To Manager

Delete | Respond | Cuick Step

@ This message was sent with High importance,

This message is par }‘ amst timtedonnebosimo 3l related
From: Amanda Find related messages
To: Peter Da Open Original Flagged Message
Cc
Subject: Task Completed: Collect sales figures for last quarter
For Your Reference... Handy to Know...
To view an updated task request: e A Task Completed email message is only
1. Double-click on the Task Completed email sent when the task is completed by the
message in your Inbox to view the status owner. A message with the task details,
report however, is sent every time the owner makes
2. Click on the InfoBar and select Open a change to the task.
Original Flagged Message to view the ¢ Only the task owner can change the details

updated task in a task.
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