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What is the 
Task List 
Section? 

• The Task List section is similar to the task list in the Projects section.  
• This section is automatically included in every workspace and is accessible to all 

workspace members.  
  

 
  
What You 
Can Do With 
Task List  

You can access the task list and perform different functions from the: 
• Team Home section, or 
• Task List section  
 

With Task List You Can… Team Home 
Section 

Task List Section 

Look at a task   
Sort the information    
Add a new task   
Modify a task   
Delete a task    

  
 
 

Working 
with Task 
List in the 
Team Home 
Section 

The list of tasks appears in the Team Home section. 
 
Task List section in the Team Home section 
 
 

 
 
 
 
 



To… Do This in the Team Home Section… 
Sort information 
 

• Sort by Task Title, Status, Priority, Task Owner, Start 
Date, Due Date, or % Done.  

• To sort, select the column heading title.  
• To sort in reverse order, select the heading again or 

the arrow.  
 
NOTE: The arrow next to the column heading title shows 
you the direction of the sort and which column is 
controlling the sort. 
 
 
Sort direction arrow        Column heading       
 

 
 
 

Go to the Task List 
section 

• Select the Task List tab at the top, or 
• Select the right arrow next to the Task List section title 

in the Team Home section. 
 

Open a task on the Task 
List 

Select the task name 
 

Email a task list owner • Open a task by selecting a task name. 
• In the Modify Task window, select the Email icon  

next to the Task Owner name. 
• Use your computer’s email program to send the email. 
• NOTE: If you use email other than Outlook, such as 

hotmail or other web mail, then you may have difficulty 
sending email from within the workspaces. 

 
 Email icon 
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Accessing 
the Task List 
Section 

To go to the Task List section from the Team Home section, select one of the following:  
• Small arrow next to the Task List section title, or 
• Task List tab. 

  
 

Layout of 
the Task List 
Section 

The Task List section includes a list of tasks. You can select various displays by selecting 
from the drop down list.  
 
 
Display drop-down list  
 

 
 
  
 
You also can display everyone’s tasks or only yours. 
 
 
Task drop-down list 
 

 
  

 
 
 

Navigating 
in the Task 
List Section 

To… Do this… 
Go back to the 
Team Home 
section 

From the Task List section, do one of the following: 
• Select the Go Up icon on the Quick Toolbar, 
• Select the breadcrumb, or 
• Select the Team Home tab. 
 
      Go Up icon 
 

 
 

Display a task in 
a task list 

Select a task name in the Task Title column. The Modify Task 
window displays.    

  
 



 
Sort the 
Task List 
Section 

• Sort by Task Title, Status, Priority, Task Owner, Start Date, Due Date, or % Done.  
• To sort, select the column heading title.  
• To sort in reverse order, select the heading again.  
  
NOTE: The arrow next to the column heading title shows you the direction of the sort and 
which column is controlling the sort. 
 
Column heading      Sort direction arrow         
 

 
 
 

  
 

Send Email 
to a Task 
Owner 

To send email to a task owner: 
• Open a task by selecting a task name. 
• In the Modify Task window, select the Email icon  next to the Task Owner name. 
• Use your computer’s email program to send the email. 
• NOTE: If you use email other than Outlook, such as hotmail or other web mail, then you 

may have difficulty sending email from within the workspaces. 
 
   Email icon 
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Add a New 
Task 

From the Options Toolbar, select Task List and then select Add Task.  
 
   Task List  Add Task on Options Toolbar  
 

 
 
The New Task pop-up window, with three tabs, displays: 
 

 
  

 
Modify a 
Task  

To modify a task: 
• From the list of tasks in the Team Home or Task List section, select a task. 
• The Modify Task pop-up window, with several tabs, displays. 
 

 
 

  



 
Delete a 
Task 

WARNING: Once you delete a task, you cannot get it back. 
 
To delete a task: 
• Select the task from the task list. 
• In the Modify Task pop-up window, select the Delete This Task button in the bottom left 

corner. 
• In the pop-up window, delete the task by selecting OK or keep the task by selecting 

Cancel. 
 

 
  

 
 


