Using Microsoft Outlook “Tasks” to Stay Recognized
Microsoft Outlook is used by many agencies as their email management client.  It can also be a very powerful tool in the management of an organization if all personnel have email addresses and use Outlook as their email client.  It is not necessary that all emails be on the same server or even the same ISP as long as they all use outlook as their primary email client.

Set-up of the system for use by a police department is relatively simple and for medium size departments (50-60 employees) may take an afternoon of work.  Once set up, the system is easy to use and will serve the department well for many years.

Prior to setting up the system, thought should be given to the best method of establishing the system internally.  If a Training Sergeant is tasked with this duty, he may set up the system using his personal email and password.  This will work fine until that Sergeant is transferred to patrol or some other function.  If he or she is promoted or transferred, the work of assigning Tasks will have to be re-done by the new Program Manager.  To prevent this, the department may want to establish a permanent generic email address for this purpose such as Training@sppd.com or Administration@sppd.com .  This will allow the administration of the system to change simply by providing a new person with the password, modifying the tasks assigned to the Program Manager, and showing them how it works.

Using Outlook Tasks:

There are a number of excellent tutorials on learning how to use Outlook Tasks.  One is:
http://www.jmu.edu/computing/tutorials/outlook-email/wm_library/Using-Tasks.pdf 

Others can be found by opening Outlook and clicking on the help Icon and entering “Tasks” in the search field.

Step 1:  Determining what Tasks are Needed

Before assigning Tasks, it is important to determine what tasks must be done, when they must be done and who must do them.  If the agency Program Manager is responsible for doing all the tasks, then using the Microsoft Calendar as a reminder tool is usually simpler.  However, if the Program manager is ggoing to assign tasks to others in the organization, the Tasks system is the best.

First, the Program Manager should download the “Annual Compliance Requirements” list from the Staying Recognized section of the Downloads.  Note on that document what sections of your policy manual require the actions listed and how often.  Meet with the Chief and determine who in the agency is best prepared to complete those tasks. Determine which “optional tasks” you will do and who will do those.  Create a master list of tasks for input.
Note:  As a matter of courtesy, and of operation, the Chief of Police should inform all employees that the Program Manager will be making assignments using Microsoft Outlook Task system in order for the agency to complete the annual compliance requirements.  The Chief should clearly indicate that he or she was the one who determine who was responsible to complete the assignment and that the Program Manager is simply informing the members of the department through the Task system.  All assigned Tasks should be “Accepted” and not declined.  Employees may need some basic instruction on receiving and completing tasks in Microsoft Outlook and there are tutorials in the help section of Outlook.
Step 2:  Create a Task

1. On the File menu, point to New, and then click Task.

2. In the Subject box, type a name for the task.

Note   You have now entered enough information to create a task. The following steps are optional, but will help you better manage your tasks in Outlook.

3. On the Task tab, in the Actions group, click Save & Close or continue with the 


following steps to customize your task.

4. If you want, set the Start date and the Due date for the task.

If you specify a Start date, the Due date field is automatically set to the same day. You can change the Due date field to any date that you want.

5. If you want to make the task recur, on the Task tab, in the Options group, click
Recurrence. 
6. In the Task Recurrence dialog box, click the frequency (Daily, Weekly, Monthly or 



Yearly) with which the task should recur, and then do one of the following: 

To make the task recur based on a regular interval     In the Recurrence pattern section, select the options for the frequency interval that you want. Do not select Regenerate new task, or the task will not recur at regular intervals.
To make the task recur based on completion date     Select Regenerate new task, and in the box, type the amount of time after which a new task must be generated.  Each time that you mark the task complete, a new task will be created based on your specifications.
 Tip   This is your best choice when you do not want the next reminder for a task to appear until the previous one is marked as complete. If you do not mark the item complete, the next reminder will never appear. For example, if you have a reminder to pay your utility bill on the 15th of each month and you do not mark the occurrence on April 15th as complete, in May you will still see the not yet completed April 15th task. Only after you mark the April 15th task as complete does the May 15th occurrence of the task appear.
7. Click OK to close the Task Recurrence dialog box.

8. If you want to add a reminder alert, select the Reminder check box, and then enter the 

date and time for the reminder.
9. If you want to track your progress on this task, in the Status, Priority, and % Complete 
boxes, enter the values that you want. 
10. If you want to assign a color category to your task, on the Task tab, in the Options 

group, click Categorize, and then click one of the color categories on the menu. For more color categories, click All Categories.

The first time that you use a color category, you are prompted to provide a name for the color category that is more meaningful to you. You can create custom color categories, associate custom colors with the color categories, and assign shortcut keys to the color categories. Make the color designation for “Recognition Program” Click OK to return to the Task window.

 Tip   Changed your mind about a color category assignment? Right-click the color or name of the color category, and then click Clear Name of Category or Clear All Categories.If your task involves a person or organization in your Contacts, you can create a quick link to the contact, by clicking Contacts at the bottom of the window, and then selecting an entry. Click OK to close the Select Contacts dialog box.

13. On the Task tab, in the Actions group, click Save and Close.
Step 3:  Assigning Tasks to Others in the Department
1. To assign an existing task     In the task list, open the task that you want to assign. On the Task tab, in the Manage Task group, click Assign Task.
2. In the To box, enter the name or e-mail address of the person to whom you want to assign the task.
To select the name from a list, click the To button.
3. In the Subject box, type a name for the task.
Note   For an existing task, the Subject box is already filled in.
4. Select the Due date and the Status options that you want.
5. Select or clear the Keep an updated copy of this task on my task list check box and the Send me a status report when this task is complete check box.
6. If you want the task to repeat, on the Task tab, in the Options group, click Recurrence, select the options that you want, and then click OK.
7. In the body of the recurring task, type any information that you want to include in the task.
8. Click Send [image: image1.png]


.

 Note   If you assign a recurring task, a copy of the task will remain in your task list, but it will not be updated. If you select the Send me a status report when this task is complete check box, you will receive a status report for each completed occurrence of the task. 
Step 4:  Sending A Task Request to Yourself

1. If your are the Program Manager, it is imperative that you keep up with the status of the Tasks assigned to ensure they are completed.  One method is to send yourself a Task to “Check Recognition Program Tasks Status” as a recurring monthly Task.

Step 5  Updating Tasks using Outlook

1. Open the task for which you want to send a status report or comment.
2. On the Task tab, in the Manage Task group, click either Send Status Report, Reply, or 


Reply to All.
3. Enter recipient names or e-mail addresses in the To and Cc boxes.
If the task is assigned to you, then the names of people to be updated are added automatically.
4. In the body of the message, type any information that you want to include in the status 

report.
5. Click Send [image: image2.png]


.
Tips:

There are numerous tutorials on using Outlook Tasks and once a system is established with Recurring periods, it is easy to manage.

A number of Recognition Standards require Quarterly actions.  Unfortunately, Outlook Task Manager does not automatically recur “Quarterly.”  Program Managers can set a separate task for January 1, April 1, July 1 and October 1 each year, or Recur every 91 days or so.
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