Deleting Tasks

Task Selection
Thefirst step to deleting atask isto select it. Find the task in either the task pane
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or in the task window.
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and click on it with the mouse.

Deletethe task

The task is then deleted using the menu item Edit - Delete Task (alternative — Press
Del). A confirmation box will appear.
Tazks for Spencer Julie M. - EST-10EDT E2

L
(:::) Are you sure pou want to delete this Task?

Selecting Y es removes thetas from the task pane or window.



