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Show Multiple mini-months in Calendar To-Do Bar

This feature allows you to show multiple mini-months both horizontally and vertically in the Calendar To-

Do bar.

How to turn the To-Do Bar on or off

a)

To display the To-Do Bar, select View > To-Do Bar.
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TRINITY WORLDWIDE TECHNOLOGIES, LLC

MULTIPLE MINI-MONTHS AND CUSTOMIZE TO-DO BAR IN OUTLOOK

Customize the sort order of Tasks in the To-Do Bar

a) Atthetop of the To-Do Bar's tasks area, click Arrange by: Flag: Due Date, then select Arrange
By to change how tasks are organized.
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Importance

b) To sort tasks in the opposite order, select the up or down arrow on the right side of the To-Do
bar to reverse the sort order.

Change which contacts appear in the People section of the To-Do Bar

e Toadd acontact to Favorites, right-click the person's name either from an email message or from your
Contacts folder and select Add to Favorites. That person will now appear in the People section of the
To-Do Bar if you've enabled that section.
e Toremove a contact from Favorites, right-click the person's name in the To-Do Bar and select Remove
from Favorites. That person is still in your Contacts but won't appear in the To-Do Bar.
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