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About Integration Resource Description

In this guide, you'll find general information about how Outlook 2007 Calendar Use calendars to schedule projects, appointments,
and SharePoint Server 2007 work together. These products offer the and milestones. A SharePoint Server 2007 calendar

ability to use Outlook 2007 to view and edit SharePoint Server 2007 can be viewed side-by-side with an Outlook 2007
collaboration resources. calendar, or the two calendars can be overlaid to
view all items at once. You can drag an item to your
Outlook 2007 personal calendar to see it on a mobile

Outlook 2007 and SharePoint Server 2007 device.
Tog ether Task List Use task Ii_sts to assign project duties and tragk them
to conclusion. Team members can see all project

In SharePoint Server 2007, you can create resources for team collaboration tasks in the Tasks window, or can view tasks

and then connect them to Outlook 2007 so that team members can assigned only to them in the To-Do Bar.

collaborate with them there. . : .
Document Team members use document libraries to preview,

Because of this connectivity, you can stay in the familiar environment of Library search, and open project documents. Site members

Outlook 2007 and work directly on SharePoint Server 2007 resources. You can edit documents locally or offline. Office reminds

can even work on the resources offline, because your changes will be members to update the SharePoint server with

synchronized when you go online. This way, you can work no matter what changes, as necessary.

your connection status is. Discussion Use Discussion Boards to discuss specific topics

SharePoint Server 2007 resources refers to the SharePoint Server 2007 Board during the course of a project. While e-mail

tools designed to assist in group collaboration. These resources are usually discussions require participants to find and sort many

lists, such as contact lists and task lists, but they can also be calendars, or messages, Discussion Boards isolate messages for

documents in progress. easy tracking.

There are five types of resources that can be used in Outlook 2007: Contact List Use Contact Lists to stay in touch with other team

e Calendar members and with important people outside the

e Task List team. And as one member adds contacts to a list or

e Document Library edits it, the entire team gets the new information.

* Discussion Board

e Contact List ) .
Consider what resources your project needs and then add them to your

SharePoint Server 2007 site. After you connect them to your own Outlook

See the following table for descriptions of these resources. . .
g P 2007 mailbox, you can share them with others.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Connecti ng Outlook 2007and SharePoint To share your connection with others, go to a SharePoint Server 2007 folder
in the Mail pane, right-click the folder, and then click Share [resource

Server 2007 name]. In the message window that appears, send invitations to share the
resources.

It's easy to connect resources to Outlook 2007 and then share the

connection with others. After creating a resource on a site—for example, a Mail - ||L A Inb
task list or a calendar—go to the resource and, on the Actions menu, click al RIS
Connect to Outlook. Favorite Folders| (5 Open
; ; =1 £ Mailb - %9 Move "Event Team Documents”..,
Actions - Sekbings - S Delete ) )
— Edit in Datasheet | Drafts U LCopy "EventTeam Documents™..
= ﬁ; Bulk edit ikems using a datashest L jinbox | [} Delete "Event Team Documents”
= InfoPa
Format. Ll_g.lunk E aIe Bename "Event Team Documents™..
ﬂ Connect to Outlook L3 Other 4 Mew Folder..,
= Synchronize items and make them (2 outhn :
' available offline. % [ Rss § Add to Favorite Folders
[ sent It hark All as Read
— Funinet bn Enepadchest _I o 35 Res
[= L3l search
O Lar Process &l Marked Headers
_/| Aza Process Marked Headers
When the connection is made, the resources appear as folders in your Uiy - N
. . . . ) Share "Event Team Documents™..,
Outlook 2007 mailbox. The folders are listed in the Mail pane under =l =3 SharePoir] [%
SharePoint Lists. SharePoint calendars do not appear as folders. Instead, (&) Delete Properties
they appear with other calendars in the Calendar pane. LI ERE it
y app P L.l Shared Document Ma: Woting test
Ll Team Site - Event e

2 All Mail Rems

To accept an invitation and connect to the same resources in Outlook 2007,
invitees click a button in the message.

I_q,é_gE'u'Er'lt Team Documents % After connecting to the resources, invitees can begin collaborating with the
L4 shared Documents (£ resources in Outlook 2007.
L) Team Site - Event Team Discussion

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Online and Offline

To get the greatest benefit from working in Outlook 2007 and SharePoint

Server 2007, it helps to understand the difference between the online and

offline synchronization experiences.

When you Edits made in Outlook 2007 to resources are
are online automatically synchronized with the master files on the

SharePoint Server 2007 site. These changes are
synchronized with those made by others who share the
connection in Outlook 2007.

When you You can view and edit cached versions of resources, but
are offline your edits are not synchronized with the master files on

the SharePoint Server 2007 site, and not synchronized
with those made by others until you go online. Go online
periodically to trigger synchronization.

Tip To prevent the loss of information when more than one person is
working on a document at the same time, turn on version control at the
SharePoint Server 2007 site, or check out the document before you begin
working on it.

Notes
« When editing documents, you must first make a local copy of the

document, edit it offline, and then manually synchronize your changes
with the SharePoint site. You will be prompted to do so.

| Edit Offine L8 [

You are currently online. Would you like to try to update the server with your offline
I . changes?

After your update, you can Check Out the decument which will prevent others from
making changes while you are working.

Update | [ Do not update server

MailStreet Live Support: 866-461-0851

Documents you have edited but not yet updated can be found inside
your SharePoint Drafts Search Folder.

=1 Lo Search Folders
|_._1,AII SharePoint Documents

Email Support: ClientSupport@MailStreet.com
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About Multiple Calendars

Microsoft® Office Outlook® 2007 enables you to manage your time by
separating your personal and business calendars, and allowing you to
view them at one time. For example, you may find it useful to separate
your personal appointments from business appointments by creating
two different calendars. Also, if you schedule projects or team events
in the calendar on a Microsoft® SharePoint Server 2007 site, you can
connect this calendar to Outlook 2007.

With Outlook 2007, using multiple calendars is efficient—you can view
and use the calendars individually or together.

Topics in this guide include:

e Create Additional Calendars

e Connect to SharePoint Server 2007 Calendars in Outlook 2007
e View Multiple Calendars

e Move Appointments between Calendars

Create Additional Calendars

1

In the Outlook 2007 navigation pane, click Calendar.

Under My Calendars, right-click

Calendar, and then click New Folder. Calendar b

4, All CalendarHems -

MailStreet Live Support: 866-461-0851

| Open in Mew Wir

3 Inthe Name box, type a name for the new calendar, and then click
OK.

The calendar name and a check box Calendar «
appear utnder I\gy C(;a:jlindalrs. IRegeat this 3, All CalendarTtems -
process to create additional calendars. iy Candan S

| calendar

[v] :ﬁ Persanal %

Connect to SharePoint Server 2007
Calendars in Outlook 2007

View and use calendars from both programs in Outlook 2007. For example,
if your team uses a calendar on a Team Site to track vacations, you may
want to view this calendar in Outlook 2007 when scheduling team meetings
or events.

View and work with the calendar from either Outlook 2007 or from the
SharePoint Server 2007 site. Because the two calendars are linked, any
changes you make are saved in both calendars.

Important A calendar on a SharePoint Server 2007 site is required to
complete this procedure.

1 Navigate to a calendar on a SharePoint Server 2007 site.

2 Click ACtiOI’]S, and then click Team Site = Team SharePoint Calendar
Connect to Outlook. In the Team SharePoint Calendar
Microsoft Office Outlook dialog |, . .

- ew | Ackions Settings ~
box, click Yes. The calendar from | — | Connect to Outlook
the site will appear next to your €2/ |, - S B e
. — avallable orrine,
other calendars in Outlook 2007. ‘ - 2 - T qm;ﬂlm

Email Support: ClientSupport@MailStreet.com
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View Multiple Calendars

There are three ways to view your calendars: one at a time, side by side, or
overlaid on top of each other. Whichever view you use, you can move
calendar items between the calendars and create or delete items on the
calendars.

One-at-a-Time View
After adding additional calendars, there may be times when you want to

view just one of the calendars.

1 In the Outlook 2007 navigation pane, click Calendar.

? Under My Calendars, clear all the check all Calendar Folders
boxes except the one next to the calendar
you want to view.

4«

|2, All Calendar Ttems -

= My Calendars
O ] Calendar
[= Other Calendars
O ﬁ Zonkoso Team - Team Share

Side-by-Side View
Side-by-side viewing is ideal for moving appointments between calendars.

1 In the Outlook 2007 navigation pane, click Calendar.

7 Under My Calendars, select the check JoL e s R LD ¥
box next to each calendar you want to |4, All Calendar Items -
view. = My Calendars

[v]
|N er Calendars

O ﬁ Contoso Team - Team Share

MailStreet Live Support: 866-461-0851

SharePoint Integration How To’s / Multiple Calendars | 2 of 5

As you select calendars, they appear side-by-side in the main window. To
close a calendar, clear its check box.

h

Calendar -4 Personal

30 Man 31 Tue 1 ‘wed 2 Thu o ] 30 Man 31 Tue 1 ‘wed 2 Thu 3 Fi
| Ground|
7 am
N Appt.
500 4 e
.Meeting “ \' Meeting
goo Meeting; \S .&
10 oo || Meeting L’ Appt.
i1 oo Meeting
Appt.
12pm Meeting
.Meeting
100

Tip To create more viewing room on your screen, collapse the left
navigation pane or the To-Do Bar. To collapse one of these, go to the top of
the left navigation pane or the top of the To-Do Bar, and then click the
arrow. To expand the pane, click the arrow again.

Calendar (« T“'P“E’ar_ @x

| & Al calendar Ttems - 4 Jarasary 2006 bk |

Navigation Pane To-Do Bar

Email Support: ClientSupport@MailStreet.com
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Overlay View — Zalendar \E} Personal T — Conkoso Team - Team SharePoint Cal b ;I

Overlay view is ideal for identifying scheduling conflicts. By using a 30  Monday 31 Tuesday 1 Wednesday 12 Thursday 3 Friday
transparent overlay with color-coded calendar items, overlay view allows
you to see all your meetings as if they are on one calendar.

1 In the Office Outlook navigation pane, click Calendar. Apt. )

Meetlng i TeamR| Meekimn
- e
All Calendar Folders ﬂo&\ Meetim | Meetin |

‘\ (%
Appt.

%t Team R | Meetin
S N N> . Tear
Meeting ; Team Rl Site Yisit Room
—_— O Conkoso

Meeting ; Team P|

<«

? Under My Calendars, select the check
box next to each calendar you want to |4 All Calendar Ttems - Meetin
overlay. The calendars appear side-by-
side.

=l My Calendars

Appt.

= Other Calendars

Appt.

Meeting ; Team R | Meeting ; Team R |

N
Meeting ; Team R |

3 On the tab of any calendar you want to overlay, click the arrow. As you
click the tab arrows of various calendars, the calendars overlay across )
each other. Tips

e To bring a calendar to the front, click the calendar tab or an

appointment.

e To move a calendar back to side-by-side view, click the tab arrow.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Move Appointments between Calendars

Moving appointments keeps them attached to specific calendars, and
prevents others from seeing personal items. For example, if you move
personal appointments to secondary calendars they cannot be shared with
others because only your main (default) calendar or calendars from
SharePoint Server 2007 sites can be shared.

1 Open two or more calendars in side-by-side view.

2 To move or copy appointments, do one of the following:
To move an appointment, right-click it, click Cut, and then paste it on
the other calendar.

—OR-

To copy an appointment, right-click it, click Copy, and then paste it on
the other calendar.

Note Single occurrences of an appointment series cannot be moved to
another calendar; however, you can copy a single occurrence. To move an
entire appointment series, you must move the first meeting in the series.

MailStreet Live Support: 866-461-0851

Delete a Calendar

If you no longer need a calendar, remove it.

1 Under My Calendars, right-click the name of the calendar you want to
remove.

Note Your main calendar cannot be removed.

? Click Delete [calendar name].

Restore a Calendar

The way you restore a calendar depends on where the calendar was
created.

Restore a Calendar Created in Outlook 2007

From the Go menu, click Folder List. In the Folder List, expand the
Deleted Items folder.

7 Drag the calendar from the Deleted Items folder to the Calendar
folder.

Note If the calendar no longer exists in the Deleted Items folder, it is
permanently deleted and cannot be restored.

Restore a SharePoint Server 2007 Calendar

If you mistakenly remove a SharePoint Server 2007 calendar from Outlook
2007, restore it by going to the site and reconnecting the calendar. For
details, see the “Connect to SharePoint Calendars in Outlook” topic earlier in
this guide.

Email Support: ClientSupport@MailStreet.com
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Add a Second Time Zone to a Calendar

If you work with people in other geographic locations, adding a second time
zone to your calendar can help you manage the time differences.

On the Tools menu, click Options.
Under Calendar, click Calendar Options.

Under Advanced options, click Time Zone.

In the Label box, type a description, such as “Tokyo.”

In the Time zone list, click the time zone, and then click OK. The

1

2

3

4 Select the Show an additional time zone check box.
)

6 second time zone appears next to your default time zone.

Tip When you enter the area with a different time zone, you can use the
secondary time zone as your main calendar time by going into
Tools>Options>Calendar Options>Time Zone. In the Time Zone
dialog box, click Swap Time Zones. This syncs all your calendar items with
the new time zone. To switch back, click Swap Time Zones again.

MailStreet Live Support: 866-461-0851
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About Microsoft Office Tasks

Tasks in the Microsoft Office system are similar to a to-do list. Tasks
make it easy to use Microsoft® Office Outlook® 2007 to organize your
time and your work. Tasks are integrated across Outlook 2007,
Microsoft® Office SharePoint® Server 2007, and Microsoft® Office
OneNote® 2007—enabling you to smoothly work between applications.

Topics in this guide include:
e About the To-Do Bar in Outlook 2007
e Create a Task in Outlook 2007
e Flag Incoming E-Mail Messages for Follow-Up
e Attach Files and E-Mail Messages to a Task
e Use Outlook 2007 to Work with SharePoint Server 2007 Tasks

\-Create an Outlook 2007 Task from Microsoft® Office OneNote®
2007 /

About the To-Do Bar in Outlook 2007

The To-Do Bar includes calendar and task information. Tasks include regular
tasks in the task folder and e-mail messages flagged for follow up.

Most of the procedures in this guide use the To-Do Bar. If the To-Do Bar is
not displayed on your screen, go to the View menu, point to To-Do Bar,
and then click Normal.

MailStreet Live Support: 866-461-0851
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Doy | Week | Momn To-Do Bar » x| To-Do Bar Task List

(€ (3) May 04, 2006 ¢ mEm b Inclut_:les flagged
s e e-mail messages,

T & 3101112 13

14 15 16 17 15 19 20 tasks’ and

21 22 23 24 25 26 27

Search Calendar o v|

4 Thursday

yod [y ¢

estTime 2 2830 31 downloaded
gam .
o Anpt. SharePoint Server
— Fri 9:00 Ak - 10000 AW
gm 2/l 2007 tasks.
g0 p Appt.
e -~ Fri 5712 9:00 AM - 10:00 AM
1900 . -
1g™ £ £ | [Aeet.
= = Fri 5713 9:00 AM - 10:00 AM
1" £ : " o
fel a
oo - o
b 3 ; Arra}é&d By: Due Date \ /£
12PM 55 = \
12 am E [ e = newtask X|
on
— 1 h = ¥ Today
1 P Financial Forcast Do, Y
2 o “Wenue Planning Y
200 Marketing Preparati.. | ||
an
| 8 = ¥ Tomorrow
E TN | Event Logistics ¥
Show tasks oni Due Date 1 R
= = X This Month
inancial Forcast Document
Senue Planning Y017 Planning \
Marketing Preparation arePoint 3.0 Pro...
ShagePoint 3.0 - Pro...
StakePNyder's Agends \ -

Daily Task List Displayed in Calendar

Completed tasks stay on the day of completion in your calendar and are
recorded as work performed on that day. Tasks not completed move on to
the next day until they are completed.

Email Support: ClientSupport@MailStreet.com
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Create a Task In OUthOk 2007 ? To add a specific start date, due date, reminder, or any additional

information, double-click the task in the To-Do Bar Task List. Make

1 On the To-Do Bar, in the Type a new T —— ‘: changes in the task window, and then click Save & Close.
task box, type the name of the new task,
| Type a new task I
and then press ENTER to complete T — x|
creating your task. N @
= ¥ Today
—— RXELS @ s 20 2 HYa Y
. Financial Forcast Do... Y Swef | Delete || Task (Details | Assign Send Stbus  Mark | | Reoumence  Ohip  Ctegorize Fallow Frivate | Speling
The task appears in the To-Do Bar Task y Blanmi v e S — v r— T et pioing
List with a default due date of the current | == 7#""ne i m—
date Marketing Preparati,.. Y Subject [fear Fra Repart
N stagtente:  [Man 6772006 =| status; [Not Started |
j v Tomorrowr Cuedate:  [Wan 7708 x| briosing [Normsl =] % compiete: [ =
Event Logistics ‘f" [ Remincer [ 2] [Nene 2 ] owner v rae -
= X" This Month W
FY07 Planning kil ] -
SharePoint 3.0 - Pro... N\
SharePoint 3.0 - Pro.., \
Stakeholder's &genda \ -
Tip To create a task from an Outlook 2007 item, drag the item (such as an

e-mail message, contact, or calendar event) onto the Task List in the To-Do
Bar.

Note If the Type a new task box does not appear, on the To-Do Bar

Task List, right-click the Arrange By bar, click Custom, and then click

Reset Current View. Click OK.

MailStreet Live Support: 866-461-0851 Email Support: ClientSupport@MailStreet.com
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Schedule Time for an Outlook 2007 Task

Schedule time in your Outlook 2007 Calendar to work on a task, or schedule

B
Street
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a meeting to talk about a task.

1 On the Outlook navigation pane, click Calendar.

7 Drag the task you want to schedule time for from the To-Do Bar Task

List to the Calendar.

Day | Week | Manth

To-Do Bar » X

(€) () March 20, 2006

20

g am

10 an

|Search Calendar

5

Monday

1opm End of Year Report

Show tasks on: Due Date
Q3 Report
End of Year Report

Tasks

End of Financial Year Presentation

Start Date
Tue 10/4/2005

Due Date
Wed 10/19...

Wed 1041972005 Fri 10/21/2...
Mon 10/3/2005  Tue 11/8/2.

Ov =
ovE
ov

4 March 2006 »

SM TW T F 5

12 3 4

5 6 7 8 91011

12 13 14 15 16 17 18

1a[20] 2 22 23 4 5
2% 27 28 29 30 H

Airport
Tue 7:30 AM - 10:30 AM

trranged By: Due Date >

Type a new task
(11
X

Q3 Report

ask
test task
Cffice 2007 traini
End of Financial Y.
Office 2007 traini.
End of Year Report
Planning Meeting
End of Year Report

o H

E ¥ Mext week

P

Mawe

4

3 Double-click the calendar appointment you created. On the

Appointment tab, select the options you want, and then click Save &

Close.

MailStreet Live Support: 866-461-0851
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Flag Incoming E-Mail Messages for Follow-Up

Use flags to add an incoming e-mail message to the Tasks list. When you
flag an e-mail message, it appears in the Daily Tasks List in the Calendar

and in the To-Do Bar Task List.

1 Right-click the flag icon on an unopened e-mail message.

?  Click the flag with the preferred due date. To choose specific start dates

and due dates, click Custom.

Arranged By: Date

Mewest on top

=l Today

1 Kim Ralls
Financial Report for Mext Year

234 PM (

B R A N

Today
Tamorro

This Week
Mext Week

Mo Date
Custon..,

Add Reminder..
Mark Complete
Clear Flag

Set Quick Click..

Tips

* To apply the default flag (Today), click the flag icon on the e-mail
message. To mark the task complete, click the flag again and a check

mark appears.

» To change the default flag, click the flag icon on the e-mail message, and

then click Set Quick Click.

Email Support: ClientSupport@MailStreet.com
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Flag Outgoing E-Mail Messages as a Reminder

To remind yourself to follow up on e-mail messages you're sending, add
flags when you send e-mail messages.

Note When you flag e-mail messages, the flags are only viewable by you—

unless you specifically set a flag for the recipients as well.

1 Create a new e-mail message.

7 0On the Ribbon, on the Message tab, click Follow Up, and then click
the time on which you want to follow up.

o o = ; -Bx
03 H o) > ¥ Year End Report Follow up - Message (HTML)
Message Tnsert Options Farmat Text @
= <= — Business Card ~ ~
] ]| |53 ‘ ﬂ #/] @ E ! = 3
Ep| = £ Calendar I 9
Paste B 7 U|[®- A -|[= = =|[z= s5||| Address Check Attach Folloi] Spelling
7 || ] = I J|| "Bk Names (2% Slgnature = up-ll & -
Clipboard & Basic Text Mames Include ¥ Today
| N7 Tomorrow
N\ This Week
Cc. I
Sena N\ Mextweek
Subject:  [Year End Report Follow up ¥ HoDate
¥ custom...
4 &dd Reminder..,
Flag for Recigients...
-

e If you want to also set a flag for the recipients, click Follow Up, and
then click Flag for Recipients.

e To set a specific date for follow up, click Custom, and then click a date

that you want.

MailStreet Live Support: 866-461-0851

Attach Files and E-Mail Messages to a Task

Attach related files and e-mail messages to a task—task-related content is
conveniently located in one place.

1

Open a task.

Note This procedure will not work with flagged e-mail messages. To
make sure you actually opened a task, the window must be labeled with
“[Task Name] - Task” at the top and include a Task tab.

Select the file or e-mail message, and then drag it into the Task
window.

Tip You may need to resize your windows to drag items into the Task
window.

Bacurance  Goip  Categorize Follow Fradie | ipsting

[ e aof Tear Report

e [Fiawains =] st [Retstnea =l
[Frame—— =] aeng [l =] ¢ comgit: [

= [ 2l ] oumer [it mans

G

3 Click Save & Close.

Email Support: ClientSupport@MailStreet.com
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Mark a Task Complete

On the To-Do Bar Task List, right-
click the flag to the right of the task,
and then click Mark Complete.

The task no longer appears in the
To-Do Bar Task list and appears as
complete in the tasks To-Do List.

Tips

To mark a task complete, right-click
on the task and then click Mark
Complete. Or in the Outlook
navigation pane, click Tasks, and
then select the check box to the left
of the task.

To delete a task, click Tasks in the
Outlook navigation pane, right-click
the task, and then click Delete.

To-Do Bar » X

L | harch 2006 3
S MOT W T

Airport
Tue 730 AM - 10:30 Ak

|Arranged By: Due Date |:

| Type a new task |

=1 ¥ Mo Date

| RE: exchange w@
?’ Today

W Tomorrow
S This Week
S Mextweek
] ¥ Mo Date

? Custam..

e s

RE:SEl\M

Set Quick Click..

MailStreet Live Support: 866-461-0851
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Use Outlook 2007 to Work with SharePoint
Server 2007 Tasks

With Outlook 2007, you can now view and change tasks that exist on your
Team Site. Any changes that you make to tasks in Outlook 2007 are
automatically synchronized with SharePoint Server 2007.

To use Outlook 2007 to view and edit SharePoint Server 2007 tasks, you
must connect Outlook 2007 to the SharePoint Server 2007 Task list. After
you do, the SharePoint Server 2007 tasks appear in your Outlook 2007
Tasks list.

Note Working with SharePoint Server 2007 tasks in Outlook 2007 requires
a SharePoint Server 2007 site.

Email Support: ClientSupport@MailStreet.com
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Connect Outlook 2007 to a SharePoint
Server 2007 Task List

n a Team Site or My Site, in the left navigation pane under Lists, clic
OnaT Si My Site, in the lef igati der Li lick
Tasks.

7 On the menu bar, click Actions, Tasks

and then CI ICk Con nect to e the Tasks list to keep track of work that you or your team ne

Outlook. In the Microsoft New - | Actions ~ | Settings
Office Outlook dialog box, T |==p EditinDatasheet
CliCk YeS. There are n _ﬁ ?\;er;r.ltltems using a datasheet
...... A Connect to Outlook
Synchronize ite d make th
All tasks are now added to your wy el
Out|00k 2007 TaSkS L|St Only 7] | Exportto Spreadsheet
. Uen Analyze items with a spreadsheet
the tasks assigned to you are | itaton,
displayed in the To-Do Bar task | Open with Hicrosoft Office
list and the DaIIy Task List. Rl | '.'-.n’c-l'lfss:'mw items in a Microsoft Office

Access database,

- Vi RSS Feed
Repeat the procedure above for A Piraiiiai O

each SharePoint Server 2007 A, | AlertHe
Task List you want to connect =) i
to Outlook 2007. @ | p Il tasks

iy’ Drr;:a:ss i:rkﬂo:' tasks in bulk.

MailStreet Live Support: 866-461-0851
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;J Task Site - Tasks in SharePaoint Lists - Microsoft Outlook NOteS

Eﬁile Edit  Wiew Go Toaols Actions Help P |f yOU receiveataSk e-mail

i@Aew - | G X | % | eReply (Replyto Al message from a SharePoint

Tasks <« 2007 site, you can
3, All TaskItems - automatically connect Outlook
My Tasks 2007 to a SharePoint 2007
¥ To-Do Bar Task List Task list. See the next topic,
P — = “Respond to a Task E-Mail
L > Message from a SharePoint

Curent view Server 2007 Site.”
® Simple List « As with any SharePoint Server

»

g Dermiea Lt 2007 site, you need the proper
O Next Seven Days 1 permissions_ to view, edit, add,
—————— and delete items. If you do not
e have the correct permissions to
"] calendar the SharePoint Server 2007
5] Contacts task list, you neeq to request
B access from the site
7 i Jy administrator.

i B

& Items - Updated 3/21/2006 12:03 PM,

Outlook Tasks List

Respond to a Task E-Mail Message from a
SharePoint Site

When you receive a task e-mail message from a SharePoint Server 2007 site
in your inbox, you can add the task to your Outlook 2007 task list. When
you add the task, Outlook 2007 automatically creates a connection to the
SharePoint 2007 Task List. All the tasks in the SharePoint 2007 Task List will
be displayed and synchronized in your Outlook 2007 Task List.

Only the tasks assigned to you that you received in your inbox are displayed
in the To-Do Bar Task List and the Daily Task List.

Email Support: ClientSupport@MailStreet.com
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< In the reading pane of Qutlook 2007, in the SharePoint Server 2007 task Use OUtIOOk 2007 to Create SharePomt
e-mail message, click View and Synchronize ‘[Task List Name]’ list. Server 2007 Tasks

You can create and assign tasks from Outlook 2007 to a SharePoint Server

- view and synchronize 'Team Tasks' list

2 2007 task list. This allows you to use Outlook 2007 to manage tasks that
Tasks: een assigned a task exist on a SharePoint Server 2007 site.
A Team Web Site
ro: Kim Ralls Note To complete the procedure below, you must be connected to a
SharePoint Server 2007 task list. See “Connect Outlook to a SharePoint
7 Follow up with customers regarding document Server 2007 Task List” earlier in this guide.
: fo: Tom Perham *
Active 1 On the Outlook 2007 navigation pane, click Tasks.
(1) Category 1 .
. . 1/31/2004
Last modified at 1/11/2004 7:17 PM by Craig Playstead 2 Inthe All Task Items Tasks «
section, under Other Tasks, N
R Y T | . . . L, All Task Items -
temn information changed click the SharePoint site
. My Tasks F
where your tasks reside. W To.Do Bar Task List
After you click the link, the task on the SharePoint Server 2007 site is added 2] Tasks (1 =
to your To-Do Bar task list. A folder with the SharePoint Server 2007 Task < sk =
List name also appears under Other Tasks in the tasks navigation pane. —

Note To opt-out of receiving SharePoint Server 2007 Tasks in Outlook 3 On the File menu, point to New, and then click Task.
2007, click Modify Notification Settings in the body of the SharePoint

Server 2007 task e-mail message. 4 In the task window, add a specific start date, due date, any additional

information, or assign the task, and then click Save & Close. Any
changes made to the task in Outlook are saved to the SharePoint tasks
list.

Note Only the tasks assigned to you are displayed in the To-Do Bar task
list and the Daily Task List.

= - —
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Create an Outlook 2007 Task from OneNote

2007

Create Outlook 2007 tasks using OneNote 2007, and then view and manage
the tasks using Outlook 2007. Changes you make to these tasks in Outlook
2007 or OneNote 2007 are synchronized automatically.

1 Click the note to which you would like to add a task.

(= [ i)

i File Edit View Inset Format Share Tools Table Window Help 7]
(@~ @ - | CuNew -| ¥ 3 (]9 - | W Task - {rTag ~ L-1SAXFEHEIB|E- ¥ &
» | UL Work 4 [[Project & 5\ Projec... “\ Web R... \ Busine...  Miscel..| Planning . Search All Notebooks £ ~
i
B 1 SN
3 2007 Budget Planning
= Monday, December 04, 2006 2007 Budget Planning
s 0:37 40
5
&
u Prepare 2nd Quarter Presentation|
o
5
z
T
z
i; Organize Team Meeting

7 On the Insert menu, point to Outlook Task, and then click a flag. The
flagged task now appears in Outlook 2007 on the task list and the To-
Do Bar Task List.

E 2007 Budget Planning - Microsoft Office DneNote— u_lg':'@ )
¢ File Edit View | Insert i Format Share Tools Table Window Help [7]
(@ ®-|one  Tag PlirTag - BIZ-ISAUXFHE =W, =
Outlook Task L et e R A
:: 1 work e . Outlook Tasks: Search All Notebooks 2 v
g _____ Files... ¥ Today Crl+Shift+1 Bl -
83 20 Files as Printouts... o e CurkeShift-2 About this section ]
“Wior & Screen Clipping... R s Weet CtrleShift-3 2007 Budget Planning
o 103 2 audio Recording U Mext Week Ctrl+Shift+4 =
Eﬁ Bn Video Recording " MNoDate Ctrl+Shift+5
2 —— ¥ Custom... Ctrl+ Shift+K B
) DatesndTime AbsShifsf | Mark Complete Ctrl+Shift+9
@ 2 Outlook Meeting Details. X Delete Outlook Task ~ Ctrl+Shift+0
Eg} 8, Hypelnk. I Open Task in Outlook ;
= == Bxtra Wiiting Space

MailStreet Live Support: 866-461-0851
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3 To add task details in
OneNote 2007, right-click
the flag, and then click
Open Task in Outlook,
-OR-

To add task details in
Outlook 2007, double-

click the task in the To-
Do Bar task list.

4

In the task window, add a
reminder, any additional
information, specific start
or due dates, or assign
the task, and then click
Save & Close.

The task is now in your
OneNote 2007 notes and
Outlook 2007 To-Do Bar

) 2007 Buget Parning - Mrosoh Otice Orehiote N =T |
Ble Ed Yoow Jsen Famat Shee Jook Tabke Mndew Hep X
@ - - Culew - M- Pk -l - BIL-SM X FUGE =-%- &
| L) werk 4 [Pacgecr A Prepec "~ Wb A i Ml | Plasning Soach 38 Houbosts 2 v |
g | | amewrage |
L 2007 Budget Planning | At thi vection
1 . 2007 Budget Plarwin
13 PP ——
3 'Y Todey Eritation
¥ Tgmomow
g N Tha e
B N ot Wedk
N MaDpe
] ¥ Gustom
" Mk Complete
= X Dol Outicok Tk [ nEDOTUMent
Sl - gen Takin Outock |

task list. You can manage the task using Outlook 2007.

Notes

e Make minor changes to the task in OneNote 2007 without opening the
task in Outlook 2007. In OneNote 2007, right-click the flag next to the
note, and then click a flag, mark the task complete, or delete the task.
The change is automatically saved in Outlook 2007. To make more
detailed changes, open the task in Outlook 2007 as described earlier in

this guide.

» To go from the open task in Outlook 2007 to the OneNote 2007 page
where the task resides, double-click the OneNote 2007 icon in the task
body. See the image earlier in this guide.

Email Support: ClientSupport@MailStreet.com
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