Google Apps for Work

Calendar: Create tasks in your calendar

Have you tried Google Tasks in Gmail? If so, you already know how beneficial they can be in helping you
organize your day. Google Tasks are also available in Google Calendar.

Enable Tasks in Google Calendar

Enabling Tasks is really simple. They're already incorporated into Google Calendar; it just takes a few clicks to
make them visible.

1. Inthe My calendars section, click Tasks.
2. When highlighted, Tasks will display to the right of your calendar.
3. Click Tasks again, or click the small arrow, to minimize the section.
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Create tasks
You can create tasks in different ways in Google Calendar:
1. Determine the day the task should begin on, and click in the area below the date.

2. Click Task on the pop-up window.
3. Give the task a name and include any notes you wish to add.
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4. Optionally, you can create new tasks by clicking the + sign in the task area. However, the task won't

display on the calendar unless you modify it and add a date.
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Modify tasks

To modify the task date or add additional information:
1. Click the > to the right of the task name.
2. Enter the appropriate date and additional information.

3. Click Back to list when finished.

Note: Tasks created in Google Calendar are also visible in Gmail.
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Reorder and move tasks

After creating tasks, you may want to reorder the list. Click on Actions at the bottom left of your task list. You

can use this menu to move your tasks up or down, edit their details, print your task list, sort by due date, and
more.

Tasks

Abby's Tasks

[ Setup out of oMce »
information
Do both voice mail and e...
Thu, Mar 15

Indent Tab

Ln-indent Shift+Tab

Maove up Ctri+lUp

Move down  Ctrl+Down
Edit details  Shift+Enter
Help

Show tips

Print task list

View completed tasks
Sort by due date

Clear completed tasks

A-:.tiu-ns& + W =

To quickly drag tasks up or down in the list:

1. Place your cursor to the left of the check box until it turns into a hand.

2. Click on the blue-dotted border, and while holding down your left mouse button, drag the task up or
down in the list.
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Rename task lists
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You can create multiple task lists. The default name for your first list contains your username. To rename it, or

any other list:

1. Click the Switch list icon to the right of the trash can.
2. Select Rename list. Note you can also create or delete a list from this menu.
3. Enter a new name for the list, and click OK.
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Complete tasks

After completing a task:
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1. Check the task's box in the calendar, or...
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2. Check the task's box in the list. Checking one box also marks the other as complete.

PST

Gam

Tam

gam

Sam

10am

11am

< 2 Feb 13 - 17, 2012

Mon 2113 Tue 2114

A0 =11
Team Maating

Day | Vieek

Month 5Days Agenda More + ﬂ -

Wed 215 Th 2/ Fri 217 Tasks
Ann Arbor Trip

[ Setup out of office > »
infarmation
Lo both vosce mal &
Thu, Mar 15

-

Actionse 4 [ =»

Find more tips, ideas, and training at the Google Apps Learning Center!

learn.googleapps.com
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