
 
 

 

SharePoint Tasks 

Create a Task List: 

 On the upper right hand corner of the site, select the Settings Menu icon (looks like a 

gear) 

 Choose Add an App. 

 From the list of available apps, choose Tasks. 

 A pop-up box will appear 

 Enter a Name for your Task List 

 Click on Create 

 

Create a New Task 

 Click on the Task List you just created on the left navigation under Recent. 

 Click + new task. 

 This enables you to add action items in your project. 

 To enter your first task, just type the Name, Start Date, End Date, and the Person to 

whom it is assigned. 

 

 Click on SHOW MORE for more options 
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 Click on Save when complete 

Modify the All Tasks View 

The default All Tasks view does not include very many fields, next we will modify this view to 
include more fields. 

 Click on the ellipsis (…) beside the Completed View and choose Modify this view. 

 

 Check the boxes for % Complete, Start Date and task Status.  You can rearrange 

order if you like. 
 Scroll to the bottom and click on OK 
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Edit the Task List 

If you want to create several tasks quickly you can create from edit view. It is like a datasheet 
view where you can also add columns to this view dynamically. 

 

 

 Click on edit this list   

 

 

 

 

 

 

 Click on the + sign to add another 

column. 

 

 

 

 

 

 Select the column type 

 Give the column a heading name 

 Fill in the blanks! 
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 Click on Stop editing this list when complete. 

 

 

Create a Subtask 

 You can also create Subtasks to keep track of smaller details in a larger project. 

 To do this, click on the Main Task and then click on ellipsis (…) and choose Create 

Subtask. 

 

 

 Enter all of the information just like you would for a new task. 
 Click on Stop editing this list when complete. 
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Delete a Task 

 Click on … beside task you want to delete  

 Click on … again for the drop down menu 

 Click on Delete Item 

 

 Click on OK to confirm deletion 

TimeLine 

 Users have ability to display or remove tasks or subtasks from the timeline. 

 Click on … beside the task name 

 Click on Add to Timeline 

 You will need to do this for each task that you want added to the TimeLine. 
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One of the other features of timeline is that now you can Color (highlight) the Tasks in the 

timeline. 

 Select the task and click on the Timeline Tab at the top. 

 Format the task with your color, font and highlight color.  (The color choices will vary 

depending on your site theme.) 
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