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Creating a follow-up reminder or a flag for an e-mail 

 

1. Click on the e-mail that you wish to have a follow-up reminder flag. 

 

 
 

2. You can now do one of two options. On the home ribbon bar, under tags you can click the 

follow-up flag. 

Or you can right-click on the selected e-mail and choose the follow-up flag option from the 

context menu. 

 

Option one 

 
 

Option two 
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3. You now have several options from the follow-up menu. 

 

 
 

4. In addition you can add a reminder so Outlook will remind you to follow up on the particular e-

mail. 

 

 
 


