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SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS 

 

MANAGING YOUR EMAIL WITH THE FOLLOW-UP 

FEATURE 
 

Purpose 
This handout describes how manage your email with the Follow-up Feature. 

 

When should I use this feature? 
The Follow-up Feature should be used to manage Emails that you need to reply or take action on.   

 

Let’s look at the following sample email: 

 

 
 

This email requires a download and installation of the new software by myself.  In this case, I 

need to take action. 

 

 

How do I use this feature? 
Start up MS Outlook on your PC.   

 

Move to the email that you wish to mark for follow-up.  See the following example: 
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Click on the White Flag – note the color changes to RED 
 

 
 

To see all of you items that need attention in your email, note the right-hand area of Outlook 

 
 
Note the number indicates how many items need follow-up action 

 

You can arrange items by date, importance, week, etc. 

 

 
 
Once you have completed a request – just click on the RED flag – the item will change 
to a check mark and no longer will appear in your follow-up list – see example below: 
 

 


