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MANAGE CASELAWG TASKS IN OUTLOOK 2007

Outlook Integration: You can connect to tasks lists in Caselawg andenchlnges to them by
using Microsoft Office Outlook 2007.

1.1 Overview

Microsoft integration with SharePoint and Outloakmits a user to work with tasks in
Caselawg directly in Office Outlook 2007, insteddwitching to your project site in a Web
browser. After you connect a tasks list to Outldble, contents of the list appear un@¢her
Tasksin the Navigation Pane and in the To-Do Bar. Yan view, update, and add new tasks to
Caselawg without leaving Outlook.
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When working in Outlook, you can also apply flagsl @ategories to your tasks in Caselawg as
you do with your Outlook tasks. The flags and categgy do not appear in Caselawg, but the
flags and categories are available when you wothk your tasks from Caselawg in Outlook.

After you connect a tasks list from Caselawg tol@uk and its contents appear in your
Navigation Pane, you can take the tasks offlinevaok with them. If you create or update the
tasks offline, your work is posted to the serveewlyou reconnect and refresh the view in your
browser.
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3. When you are prompted to confirm that you wantdonect
the tasks list to Outlook, clicKes.
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In Outlook, inTasks, in theNavigation Pane, the tasks list is added und@ther Tasks.

Note You can work with your tasks from your Caselawtg similar to the way you work with
your Outlook tasks. You can drag or copy tasks l@akforth between the folders for Outlook
and the Caselawg site. However, recurring taskdastdrequests from Outlook are converted to
regular tasks in Caselawg.

Tip After you connect a tasks list to Outlook, yon send a sharing message to other team
members that invites them to connect to the tasksRight-click the tasks list name in Outlook,
and then clickShar etasks list name. This creates an e-mail message that contaimk atid a
command to connect to the tasks list.

1.3 Update a task from Caselawg by using Outlook

To update a task in a tasks list from CaselawgdyguOutlook 2007, first you need to connect
the tasks list to Outlook. Depending on the task tipdated task information may also be sent in
e-mail to the person the task is assigned to.

1. InTasks, in the OutlookNavigation Pane, underOther Tasks, click the name of the tasks list from your
Caselawg site.

If the name of your task does not appear, verify the view that is selected unda&urrent
View includes the task that you want to update.

2. Double-click the task to open it.
3. Update the settings that you want, such as théstatkus or percent complete.
4. Do one of the following:

* To save the changes that you made to the task,%diee & Close.

* To specify that the task is complete, clidlark Complete.

Tip In some views in Outlook, you can quickly updaisk information, such as updating the
status of a task or marking it as complete, withapéning the task. You can click specific items
and change them, such as editing the title ofladaslisplaying a drop-down list to change the
status. When you view the tasks as a simple lat,can select the check box next to the task to
mark it as complete.

1.4 Add a task to a Caselawg site by using Outlook

To add a task to a tasks list in Caselawg by uSuatlook 2007, first you need to connect the
tasks list to Outlook.

1. In Tasks, in theNavigation Pane, underOther Tasks, click the name of the tasks list from Caselawg.
2. On theNew menu, clickTask.
3. Enter the information that you want for the task.
4. Click Save & Close.
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15 Remove a tasks list from Outlook

1. InTasks, in theNavigation Pane, underOther Tasks, click the name of the tasks list that you want to

remove.

2. Right-click the name of the tasks list, and thackdDelete tasks list folder name on the shortcut menu.

3. When you are prompted to confirm the deletion kclies.

Note This procedure removes the tasks only from Outloot from the Caselawg site.

x

* & 2 iE GoloMesting - | a3 Meethow (D Schedule Meeting z

Assigned Ta

H

R e ad
InProgress  Mormal [ Fri 3/20/2010
Hamiton Flak.,, In Progress Hormal [0 Thy 819/2010
In Progress High I Sat£:21/2010
Scott Cohen  InProgress  Mormal [ Tued/24/2010
Scott Cohen  In Progress High [T Sun 8222010

- Weda/isioio |

Work St o = s
= Propcts ) mo0Srocessng fontical Desdine] | ne

A Al E -

(v Department Home - Tasks In SharePoint Lists - Microsoft Qutlogk
P Hew v | i X | ChBrply @ Reph oAl G Fonward | L)l Search address books
i Bls Edt View Go ool Adions Help
Folder List «| 4% Department Home - Tasks
ANFskers 2 ll[c > enable Instant Search
5] Al Outiook Items *na
imns -
3 L3 search Folgers = ]
B 2 Archive Folders ]
S [ htiakker S caselavg.com ]
# £ Personal Folders =]
# o Fersonal Folders 2] Sthedule Data Processing
s :‘ ShdreERieh foiet 21 New collzction in Scotiand
v - = 3 SharePaint Lists o 3 =
a - 8] Caselawg - Contacts —| 2 Converting Athur Dodger ACME PST file
G._-_ g - Hck _ > "y Deleted items i LoadVendor Disk
Gaogle G- e GO E- S ; Department Home - Caj pracess M. ABC's Thumb Drive
o Department Home - Ta| Hasting invaice
WO g xR e e el i LS Home Site - Cale
e 5 tsrone ste g
N T {
4 LegalScience

1eg 0g-0)

v Bupmosdn on [

spsel § tAepo) ~f

10 ems - Updated 32002010 8:22 PM.

1325 G Street, NW Suite 500
Washington, DC 20005
(202) 368-8868

Proprietary and Confidential




