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Message Flags

What are message flags? How do | change the default flag?
Message flags can be used to highlight ; When you flag a message the default option is ‘Follow Up
messages which you need to follow upata ... F 1 Today'. Follow the instructions below to change this option.
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Method Two:
1. Locate the message you wish to flag for follow up. 3. Choose one of the options from """ %
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How do | view only flagged messages? How do | set a reminder for my flag?

1. Ensure your mail folders are on view. 1. Rightclick on the flag. E |CA... |[MENTION |5

2. Click ‘Search Folders’. vmeieu s 2. Click ‘Add Reminder....".

3. Click ‘For Follow Up'. Archive The ‘Custom’ dialogue box will WKEB B Todsy EE
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How do | change the ‘Flag’ to ‘Reminder’ boxis X
3 ,7 Flagging creates a to-do item that reminds you to follow up. After
Complete H ticked. you follow up, you can mark the to-do item complete.
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5. Click ‘OK:.



How do | cancel a reminder?
1. Rightclick on the flag.
2. Click ‘Add Reminder....".

The ‘Custom’ dialogue box will be displayed.
3. Untick the ‘Reminder’ option.
4. Cick ‘OK.

How do | amend a reminder flag?
1. Rightclick on the flag.

2. Click ‘Add Reminder....".

3. Amend the reminder as appropriate.

4. Click ‘OK.

How do | clear a flag?

1. Rightclick on the flag. By vate v |
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For help and assistance,
call the ICT Helpdesk

0141-342 1570

Available during office hours. For critical support
at other times refer to the out-of-hours phone list.

Part of the ‘How do |...’ series of helpsheets. For more, visit ictsupport.key.org.uk
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