
Mg for Outlook
Installation and User Manual

Version 1.1

Last reviewed: January 2011

1



What is Mg?

• Tool that helps you manage your everyday 
tasks and meetings

• Mg connects tasks and meetings together

Meetings

Followups

Tasks 

Targets
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Why use Mg?

• Keep track of your opens tasks

• See status of tasks that you delegated

• Assemble agenda for meetings quickly

• Record meeting notes and distribute tasks 
during meetings

• Quickly followup with tasks in follow-up 
meeting
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Installation

1. Close Outlook

2. Run setup.exe

3. Press Next every time you’re prompted

4. You’re ready. Start Outlook.
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Login
• After you run Mg for first time, you’ll be prompted 

to enter e-mail and password that you received in 
invitation e-mail.

5



A bit of Terminology

• This guide is written from your perspective

Manager

You

Subordinate

Task owner

Assignee

Assignee Task owner
(relative to manager)

(relative to you)

(relative to you)

(relative to subordinate)
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Start using Mg

Select Mg Taskboard in your 
personal folders list
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Incoming tasks

Your tasks

Delegated tasks

Basic structure

Task info
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Creating tasks
• Good tasks have

• clear description

• due date

Create new task
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Targets

• Each task can have company specific targets.

• This allows your coworkers to understand 
why it’s being done.
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Priority

• You can set task priority
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Task sidebar
• use sidebar to

• attach notes to tasks

• attach files to tasks

• see who’s connected to 
task (through 
delegations)

• see related meeting 
minutes
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Delegating tasks
• Now that have created your first task, it’s 

time to delegate it to someone.

Drag and drop 
your task
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Delegating tasks (2)

• You have just delegated your task.

• Now let’s take a look at what the person at 
the other side sees.

14



Accepting tasks

• When someone delegates you a task, it 
appears in your incoming panel.

• To commit to it, drag it into your ToDo.

Drag and drop 
your task
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Delegation notes

• You can further delegate a task that was 
delegated to you

• Use popup to check the status of your 
delegated task
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Completing a task
• Once you complete a task, you drag and 

drop it into Complete.

• If you are owner of task, then the task is 
complete

• If the task was delegated to you, task 
owner can now review task.
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Reviewing completion request

• As your delegated tasks get completed, 
you’ll want to review them.

• To complete tasks, drag them into 
Complete. To signal that it needs more 
work, delegate them them again.
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That’s it for the basics!

• Now you know how to create, assign and 
review tasks by using simple drag and drop 
operations.

• It’s now time to take a look at more 
powerful feature: defer cycle.
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What’s defer cycle?

• Efficient task execution requires that 
everyone involved (e.g. you and your boss) 
commits to the task and agrees what the 
task is and when it’s due.

• Defer cycle is a way for you to indicate that 
you’d like to modify task, e.g. extend due 
date for a couple more days.
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Defer cycle
• Let’s say you want to change due date. You 

would drag and drop the task into Defer.

• Dialog will open asking 
you about requested 
task changes.
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Defer cycle (2)

• Since defer doesn’t stop execution, you still 
keep task with original information inside 
your ToDo

22



Defer cycle (3)
• Task owner receives information about 

defer request inside their incoming panel.

• To accept defer, merge it with delegated 
task. Otherwise modify defer in your ToDo 
and then merge it with the delegated task. 
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Defer cycle (4)

• Reviewed deferred task is once again visible 
in your incoming panel. Merge it with your 
ToDo to update your task.
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Possible statuses for ToDo

• Besides ToDo, Defer and Completed, there 
are also other options:

• Canceled - tasks that were canceled

• Wait - tasks without due date

• Delegate - tasks you want to delegate 
further, but haven’t got around to it yet
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Propose task

• Often you want to record a task in Mg that 
someone delegated to you verbally. To 
accomplish this in Mg, you propose a task.

• With task proposal, you transfer task 
ownership to the person that you’re 
proposing task to. The task is automatically 
delegated to you, so you can start working 
on it.
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Propose action (2)

• Propose action by 
dragging task into 
Incoming.

• You can then drag task back to your Todo 
and it’s going to behave like delegated task.
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Propose action (3)
• Your manager can modify the task or accept 

it as it is and confirm it by merging it with 
the corresponding outgoing task.
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Task grid

• Use Filter sidebar for general filtering

• Filter any column or group columns

• Group by column
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Splitting task

• You’ll often want to break the task into 
smaller, more manageable tasks that you 
can further delegate.

• Mg has built-in split functionality.
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Splitting task (2)

• Split tasks are prefixed with *. You can 
rename them.

• Extra rules

• Original task can’t be delegated

• Split task’s due date can’t be later then 
parent task’s
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Inviting coworkers

• If your coworker is not already using Mg, 
you can invite them by assigning a task to 
their e-mail

Drag to outgoing
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Inviting coworkers (2)

• Use Invite New User 
tab to enter e-mail of 
your coworker
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Inviting coworkers (3)
• Your coworker will get e-mail notification 

about the assigned task. They can use 
described e-mail commands to manage task.
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Inviting coworkers 

• Mg will also send them 
instructions how to 
download and setup 
their Outlook.
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Create a task with e-mail
• When composing e-mail, tick ‘Create Mg 

Task’ checkbox. This will automatically 
delegate the task to recipient. 

• E-mail body will be added as a task note.

• E-mail attachments are added as task 
attachments.
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That’s it for Task board

• You now know all the major tricks and 
operations that you can do.

• Don’t be afraid to explore and assign a few 
tasks to your coworkers. You’ll appreciate it 
in not time.
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Meetings module

• Conducting a good meeting requires 
preparation

• Mg makes it easy to create good agendas, 
write meeting minutes and distribute 
agreed tasks.
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Creating new meeting

• Create meeting using Calendar in Outlook
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Inviting attendees
• You select attendees by entering their e-

mail addresses into meeting invitation

• If you click ‘To..’ you can also select attendees 
from Mg contacts
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Meeting module

• Select Mg from toolbar
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Agenda

Drag and drop tasks

New agenda item

Task groups
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Task groups

• Actions of meeting participants - tasks that 
you delegated to meeting participants.

• Delegate - your Delegate

• Deferred - any tasks that are part of defer 
cycle

• Reviewing tasks - Complete and Cancel 
tasks waiting for your review
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Meeting agenda (2)
• Agenda is automatically added to your 

invitation e-mail.
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Conduct meeting

Conduct

Enter meeting minutes 
for selected task
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Conduct: tasks

Manipulate tasks
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Finishing meeting

• Mark present participants and 
finish the meeting

• Schedule time for next 
meeting.
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Summary

Export minutes
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Distribute

• Distributes changes to 
tasks that you agreed on 
in the meeting

• On task board these 
tasks display meeting 
context - information 
about past and future 
meetings.
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That’s it for Meetings

• Well prepared agenda speeds up meeting 
considerably.

• If possible, write meeting minutes directly 
during meeting. This ensures that everyone 
can immediately see what was agreed on.

• Remember to follow up with tasks at next 
meeting. Recognition and timely review 
does wonders for team efficiency.
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Mobile Mg (beta)

• Mg for your BlackBerry

• Mg for iPhone and iPod Touch

please contact us - info@mativy.com to 
receive a copy
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Questions?

• If you have any questions or if anything was 
not clear, please let us know 
info@mativy.com
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