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Flags In Outlook 

There are many occasions when you receive an email that requires action at a later date and time.  

Instead of trying to remember to carry out the action, or making it an appointment in your Calendar, 

you can flag the message to remind you! 

How to Flag an Email 

1. The easiest way is to set the flag whilst you have the message open and 

can see the date for the task you need to complete, although flagging 

can be done back in your Inbox. 

2. Click on the Flag on the Home ribbon’s Tags group.  

3. Click on Add Reminder… in the drop down menu to get the Custom 

dialogue box which provides all your options for the Reminder. 

4. Click on the list arrow for both the Start date and Due date and click on 

the None button. 

 

5. Click on the list arrow for the Reminder date and select the date you wish to be reminded to 

complete your task. 

6. Click on the list arrow for the Time and set the time you wish the reminder to occur. 



 Page 2 

7. You will be returned to your message with a line added across the top of the message 

window showing you have set a date and time reminder for the message. 

 

8. When you close the message and return to your Inbox there is a bell added at the left, and 

the flag on the right will show as red. 

 

9. The flagged item will also be added to the Task list at the bottom right of the screen. 

 

10. When the due date and time arrive a dialogue box will pop up on the screen reminding you 

of your Task. 

 

11. You can select to Open Item to open the message which was flagged; Dismiss the Reminder  

totally, or Snooze it for as many minutes as you wish.  Snooze has a 5 minutes default 

setting. 

12. If you Snooze the Reminder, you will be over the time you set for your task.  In this case the 

message information showing in your Inbox will turn red to indicate you have an item that 

has not been actioned within the time limit you set yourself. 
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Note: You will have to move to another folder in Outlook, for example Sent Items, for the 

red to be applied to the text for the Flagged item during your current day.  When 

you open Outlook next the red will appear automatically. 

Any items that have been flagged remain flagged until you either mark them as complete or remove 

the flag completely. 

Mark as Complete 

It is very simple to mark a flagged item as Complete. 

1. Click on the Flag on the right of the Inbox. 

 

2. The red Flag is removed, the text returns to its normal colour and the flag is replaced with a 

tick. 

Other Options 

Right clicking on the flag presents you with a menu of choices.  The choices you are most likely to 

use are: 

1. Go to the Add Reminder… option to alter the date and time for the reminder. 

2. Select the Mark Complete option to remove the red text and replace the flag with a tick. 

3. Select Clear Flag to completely remove the Flag from your Inbox. 

 

 


