
 

I. Using the Calendar Feature in Outlook 
Creating a New Event 

1. Open the Calendar View: 
o In Outlook, click on the calendar icon in the left corner to switch to the 

Calendar view. 
2. Create a New Event: 

o Click on the "New Event" button at the top left corner of the Calendar view. 
o Alternatively, you can double-click on the date and time slot in the calendar 

where you want to add the event. 
 

 
 
 
 
 
 
 



 
 

 
3. Enter Event Details: 

o Event Name: Briefly write the event name in the provided field, it can be for 
example “"Do my Homework", "Study Group Meeting", "Math Exam 
Preparation", "Submit Assignment"…etc 

o Invite Attendees: If it is a meeting with your professor, you can enter their 
email addresses so it shows on their calendar as well.  

o Date and Time: Set the date and time for the event. 
o Location: Add a location if needed. 
o Reminder: Set a reminder time (e.g., 15 minutes before you will receive a 

reminder). 
o Notes: Add any additional notes or information in the text area provided. 

4. Save the Event: 
o Click the "Save" button to add the event to your calendar. 

 



 

II. Using the Tasks and To-Do Lists Feature in Outlook 
Creating and Managing Tasks 

1. Open the Tasks View: 
o In the lower-left corner, click on the task icon (a clipboard with a checkmark) 

to open the Tasks view. 

 
2. Create a New Task: 

o Click on "Add a task" in the toolbar (usually found under the "Home" tab). 

 
3. Enter Task Details: 

o Subject: Enter a subject for your task (e.g., "Math Assignment" or "Project 
Research"), add details or notes if necessary.  

o Due Date: Set a due date for the task. 
o Reminder: Set a reminder, for ex. daily until the due date. 
o Categories: Assign a category to organize tasks (for ex. all math tasks are 

under green category). You can also add a file. 
4. Save the Task: 

o Click "Save & Close" to save the task and add it to your task list. 
 
 



Managing and Tracking Tasks 
1. View Tasks: 

o In the Tasks view, you can see all your tasks listed. 
o Use the "Today," "Next 7 Days," and "Overdue" views to manage upcoming 

and overdue tasks. 

 
2. Mark Tasks as Complete: 

o Once you complete a task, check the box next to it in the task list, you can 
also delete it from the down right corner.  

3. Edit or Update Tasks: 
o To make changes to a task, double-click on it to open it, make your changes, 

and then click "Save & Close." 
• Note: You can access your emails, calendar, and tasks on the go with the Outlook 

mobile app. 
 
 
 
 
 
 
 
 
 
 
 
 



III. Flag or pin your important emails 
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