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2) Use ‘My Day’ 

Use My Day to help focus on daily tasks. 
You can add new tasks directly to My Day, 
or add tasks from other lists, by selecting a 
task to view its details and then selecting 
Add to My Day. You can also use 
suggestions to pick tasks to add to My Day. 
To see suggested tasks, select the 

suggestions icon  at the top of the My 
Day list.  

The My Day smart list resets every night, 
so you have a blank slate to add the tasks 
you want to accomplish each day. Any 
tasks in My Day that aren't completed 
before the list resets will be saved to your 
Tasks list and included in your suggestions 
the following day. 

 

1) What is Microsoft To Do?  

It is a simple and intelligent to-do 
list that helps manage all your 
tasks in one place. You can work 
through your tasks for the day in 
My Day and create any number 
of additional lists. In each list you 
can: add unlimited tasks, set due 
dates and reminders, star the 
most important tasks, use steps 
to break down larger tasks into 
more manageable pieces, and 
add notes to record extra details. 
Since all your tasks are stored on 
Exchange Online servers, they'll 
also appear automatically. in 
Outlook tasks.   

 

3) Add Lists 

• Assign tasks in shared 
lists 

• Get notifications for 
shared lists 

• Organize lists 

• Sort and search in lists 

• Customize lists 

• Delete and restore 
lists 

4) Add Tasks 

• Create, edit, delete, 
and restore tasks 

• Add due dates and 
reminders to tasks 

• Smart Due Date, 
Reminder Recognition 
in Microsoft To Do 

• Add steps, 
importance, notes, 
tags, and categories to 
your tasks 

• Add files to tasks 

5) Need More Help? Visit the 

following link to explore 
troubleshooting and other 
resources: To Do help & 
learning 

 

Windows Tips and Tricks 

• Adding an email as a task in Outlook on 
Windows 

• Duplicating lists on Windows and web 

• Using Live Tile with Microsoft To Do 

• Using Ink with Microsoft To Do 

• Using keyboard shortcuts in Microsoft 
To Do 
 

 

Using To-Do with Other Microsoft Products 

• Using Microsoft To Do with Outlook Tasks 

• Using Microsoft To Do with Outlook.com 

• Using Microsoft To Do with flagged email 

• Using Microsoft To Do with Cortana 

• Using Microsoft To Do with Microsoft Launcher 

• Using Microsoft To Do with Microsoft Power Automate 

• See Planner tasks in Microsoft To Do 
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https://support.microsoft.com/en-us/office/assign-tasks-in-shared-lists-1b12ff41-f204-4a2c-975d-edbf631a4b34
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https://support.microsoft.com/en-us/topic/14eb65d0-d1b1-4321-83e5-5f952196ce1a
https://support.microsoft.com/en-us/office/sort-and-search-in-lists-133fa637-3f47-4633-8d78-7289059fa630
https://support.microsoft.com/en-us/topic/a43143fa-5960-4b60-b038-0cd4e18bdb92
https://support.microsoft.com/en-us/topic/44a31ee7-cb3d-4906-8bfd-ccebd853b89a
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https://support.microsoft.com/en-us/office/create-edit-delete-and-restore-tasks-30346281-30d4-4d6b-a6fa-55beca8d38a3
https://support.microsoft.com/en-us/office/add-due-dates-and-reminders-in-microsoft-to-do-064d9696-08d1-4433-bfdd-f661dc97491f
https://support.microsoft.com/en-us/office/add-due-dates-and-reminders-in-microsoft-to-do-064d9696-08d1-4433-bfdd-f661dc97491f
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https://support.microsoft.com/en-us/office/smart-due-date-reminder-recognition-in-microsoft-to-do-b8cde14b-28da-42e1-9ce8-d75cc3717993
https://support.microsoft.com/en-us/office/add-steps-importance-notes-tags-and-categories-to-your-tasks-bf9fdff6-f85f-4e03-9534-c587eb32515c
https://support.microsoft.com/en-us/office/add-steps-importance-notes-tags-and-categories-to-your-tasks-bf9fdff6-f85f-4e03-9534-c587eb32515c
https://support.microsoft.com/en-us/office/add-steps-importance-notes-tags-and-categories-to-your-tasks-bf9fdff6-f85f-4e03-9534-c587eb32515c
https://support.microsoft.com/en-us/office/add-steps-importance-notes-tags-and-categories-to-your-tasks-bf9fdff6-f85f-4e03-9534-c587eb32515c
https://support.microsoft.com/en-us/office/add-files-to-your-tasks-13cd5a6a-6d23-47c6-860d-3550404643c7
https://support.microsoft.com/en-us/todo
https://support.microsoft.com/en-us/todo
https://support.microsoft.com/en-us/topic/64527933-3c4e-4f0e-86e1-7016a654f00c
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https://support.microsoft.com/en-us/topic/4b895322-0873-4af0-8dfe-2e508db6b6d1
https://support.microsoft.com/en-us/office/using-live-tile-with-microsoft-to-do-7d73ea0f-c7da-4124-856a-046be2e5d7f0
https://support.microsoft.com/en-us/office/using-ink-with-microsoft-to-do-a0b2327b-ccaa-41af-b998-2e580644c56f
https://support.microsoft.com/en-us/topic/ab4197e1-2922-463e-b6cc-e7f6fc8033f3
https://support.microsoft.com/en-us/topic/ab4197e1-2922-463e-b6cc-e7f6fc8033f3
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-outlook-tasks-c7a0253d-b8cc-4054-b94b-c194e0e5308a
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-outlook-com-416865a1-0c4d-4e69-af6f-f98ffce3747c
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-flagged-email-from-outlook-f90c37b0-4453-4756-a6d5-e2ef8d33b395
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-cortana-46a5aab7-9466-4ecd-971b-cbd2245df932
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-microsoft-launcher-6246b357-a571-4098-85af-eadbfcd37826
https://support.microsoft.com/en-us/office/using-microsoft-to-do-with-power-automate-526e8f75-217b-46e0-9e06-44780b72c295
https://support.microsoft.com/en-us/office/see-planner-tasks-in-microsoft-to-do-4cac0115-4e4c-44f7-80ae-d1e25ec0527e

