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Disclaimer

For the purposes of this Disclaimer:

- Company (referred to as either "the Company’, "We", "Us" or "Our” in this Disclaimer) refers to Vitextra SIA, LV-1009 Riga,
Matise iela 61 - 25.

- Document refers to the Knowledgebase Article.

- You means the individual accessing the Document, or the company, or other legal entity on behalf of which such
individual is accessing or using the Document, as applicable.

- Website refers to Vitextra, accessible from https://vitextra.com

Disclaimer

The information contained in the Document is for general information purposes only.

The Company assumes no responsibility for errors or omissions in the contents of the Document.

In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any
damages whatsoever, whether in an action of contract, negligence, or other torts, arising out of or in connection with the
use of the contents of the Document. The Company reserves the right to make additions, deletions, or modifications to
the contents in the Document at any time without prior notice.

Errors and Omissions Disclaimer

The information given by the Document is for general guidance on matters of interest only. Therefore, errors can occur
even if the Company takes every precaution to ensure that the Document's content is current and accurate. Plus, given
the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information
contained in the Document.

The Company is not responsible for any errors or omissions, or for the results obtained from the use of this information.

Fair Use Disclaimer
The Company may use copyrighted material that the copyright owner has not explicitly authorized. The Company is
making such material available for criticism, comment, news reporting, teaching, scholarship, or research.

The Company believes this constitutes a "fair use” of any such copyrighted material as provided for in section 107 of the
United States Copyright law.

If You wish to use copyrighted material from the Document for your own purposes that go beyond fair use, You must
obtain permission from the copyright owner.

"Use at Your Own Risk" Disclaimer

All information in the Document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the
results obtained from the use of this information, and without warranty of any kind, express or implied, including, but not
limited to warranties of performance, merchantability and fitness for a particular purpose.

The Company will not be liable to You or anyone else for any decision made or action taken in reliance on the
information given by the Service or for any consequential, special or similar damages, even if advised of the possibility of
such damages.

Contact Us
If you have any questions about this Disclaimer, You can contact Us by email: support@vitextra.com.
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My Tasks: Choosing and Arranging Columns

Overview

The My Tasks web part shows all your tasks from Planner, To Do, Outlook, SharePoint,
Project Online and Azure DevOps in one list. Which columns that list has, and in which
order, is decided by the page editor in the Columns group of the web part property
pane. You tick the columns that should be visible and drag them into the order you
need. The same settings apply to every user of the page.

This article describes the available columns, the difference between the plain and the
linked variants, the default set, and which columns remain empty for which data
source.

Before you start

- You need permission to edit the page where the web part is placed.

- The web part must already be added and configured. See KB10289. How to Add and
Configure the My Tasks Web Part.

- The Columns group controls only the table on the page. The Excel export and the
task details panel have their own fixed set of fields; see KB10296. How to Export My
Tasks to Excel and KB10295. My Tasks: Viewing Task Details Without Leaving the
Page.

How to choose and arrange columns

1 Open the page and click Edit.

2 Select the My Tasks web part and click the Edit web part (pencil) icon to open the
property pane.

3 Scroll down to the Columns group. It lists all available columns, each with a
checkbox.

4 Tick a column to show it, clear the checkbox to hide it.

5 Drag a row up or down to change the position of the column. The column at the top
of the list is the leftmost column in the task list.

6 Click Save or Publish to make the new layout available to all users.
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Clearing a checkbox does not delete anything. The position of the column is

remembered, so if you tick it again later it returns to its place in the list.

Available columns

Column Content Default
A small icon that shows
where the task comes

Source Icon from (Planner, Outlook, To | On, first
Do, Azure DevOps,
SharePoint or Project)

Attachments A paperclip icon with the Off
number of attachments

Comments A chat icon with the Of
number of comments

Task Name Thg title of the task as Off
plain text
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Column

Task Name (linked to
item)

Project Name

Project Name (linked to
item)

Created Date

Due Date

Author

Task Status

Priority

Source

Tags

Content

The title as a link that
opens the original task in
a new tab

The project, plan, list or
site of the task as plain
text

The same name as a link
to the project, plan or site,
when the source provides
an address

The date the task was
created

The due date; overdue
dates are shown in red

The person who created
the task, shown with a
profile picture where the
source provides one

The status of the task
The priority of the task

The name of the source as
text, for example Planner

The tags of the task in one

cell

Plain and linked variants

Default

On

Off

On

On

On

On

On
On

Off

Off

Task Name and Project Name exist in two variants. The plain variant shows only text.
The variant marked (linked to item) shows a clickable link. If a task has no address,
the linked variant also shows plain text. Tick only one variant of each pair; ticking
both shows the same text twice.
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The link in the linked Task Name column and the double-click on a row both open the
original task. The plain variant is useful when you want users to select a row without
accidentally leaving the page.

Which columns are empty for which source

Not every source supplies every value. An empty cell is not an error.

SharePoint | Azure

Column Planner To Do Outlook / Project DevOps
Attachment
s empty empty empty empty counts
’ shown
Comments
Tags empty empty empty empty tags shown
Author shown empty empty shown shown
if the work
Due Date if set if set if set if set item has a
due date

For the description of the sources, see KB10290. My Tasks Data Sources: Planner, To
Do, Outlook, SharePoint, Project Online and Azure DevOps.

Note

The Author column is empty for To Do and Outlook tasks by design, because these
tasks are personal and have no other author.

Default set and new columns

A newly added web part starts with these columns on: Source Icon, Task Name (linked
to item), Project Name (linked to item), Created Date, Due Date, Author, Task Status
and Priority.

When a new version of My Tasks introduces a new column, it is added automatically to
the web parts that already exist on your pages. You do not need to reconfigure
anything. The new column appears in the Columns group and can be ticked or moved
like any other.
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Priority
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Azure DevOps
Azure DevOps
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The task list with the default columns

Created Date
10/17/2026
10/17/2026
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The column set is a setting of the web part and is the same for all users. A user
cannot show or hide columns on their own; users can only filter and sort the list,
and these personal choices are described in KB10293. My Tasks: Filtering, Sorting

and Personal View Settings.

Tip

For narrow page sections and for use in Microsoft Teams, keep only the columns
that matter: Source Icon, Task Name (linked to item), Due Date and Task Status are
usually enough. Fewer columns make the list easier to read on a phone. If you want
the Due Date to stand out, see KB10292. My Tasks: Due Date Column, Overdue
Highlighting and Quick Filters.

KB10294

Page 8 of 8


https://vitextra.com/en/support/kb/10293
https://vitextra.com/en/support/kb/10293
https://vitextra.com/en/support/kb/10292
https://vitextra.com/en/support/kb/10292
https://vitextra.com/en/support/kb/10294

