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Mon, 10/08/2012 - 08:53 — I-childs
Turning an Email into a Task

When an email enters your inbox and it requires an action you can easily categorize it, add it to your
task list and get it out of your inbox. Simply right click on the email, find the Defer tab and click 'To
Task'.
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After choosing to move into ‘Task’ or ‘Calendar’ you will be able to categorize.
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Select Project

Select a project

Projects

DO0000 - None
000010 - Personal Projects
000114 - Training Dev and Delivery
000115 - Project Onganization System
000120 - Web Presence
000190 - Customer Drupal Support
000200 - Ceptara Admin
000202 - Ceptara Recnuing
000210 - Marketing

000215 - Engagement Bidding

Add pecple to the notification list by specifying
names separated by a semi-colon

@ Embed Object ' Text + Attachments

| Cancel | Skip | | Net>> |

Once a Project is selected or the ‘Skip’ button is pressed, a new task or new appointment is created that
encapsulates the initiating email as either a) text with attachments, or b) embedded object depending
on which is selected in the Options. (Reminder: You can modify the Options in the Project Explorer via
Tools - Options). The originating email will also be ‘Categorized’ to the selected project and will show up
in the Project Explorer if it’'s not deleted and/or archived out of the default folder set.

The task can now be scheduled via the ‘Due Date:’ field or show up on the Master Task List. A Focus can
be selected, and the action can be clarified in the ‘Subject:’ field so it's clear what work is to be
performed.

OR

The appointment can be modified to meet the schedule expectations.
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