How to set up reminder emails

To set up reminder emails, go to My Office > Staff > Staff Details:
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Click on the green edit pencil next to your name:
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Access level

6. (Administrator) All priveleges of lower
levels and can also configure staff and
settings

5. (Default) (Recommended) Full access to
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5. (Default) (Recommended) Full access to
all companies and exchange of 'staff
responsibility'

5. (Default) (Recommended) Full access to
all companies and exchange of 'staff
responsibility'

6. (Administrator) All priveleges of lower
levels and can also configure staff and
settings

1. View only access to all companies
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Deadline email reminders

Not sent deadline reminders by email.
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andrew.prewett@gmail.com  Staff
sam@hop.com
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Access level

6. (Administrator) All priveleges of lower
levels and can also configure staff and
settings

5. (Default) (Recommended) Full access to
all companies and exchange of 'staff
responsibility'

5. (Default) (Recommended) Full access to
all companies and exchange of 'staff
responsibility"

5. (Default) (Recommended) Full access to
all companies and exchange of 'staff
responsibility'

6. (Administrator) All priveleges of lower
levels and can also configure staff and
settings

1. View only access to all companies

Deadline email reminders

Not sent deadline reminders by email.

Not sent deadline reminders by email.

Not sent deadline reminders by email.

Not sent deadline reminders by email.

Not sent deadline reminders by email.

Sent deadline email reminders for all

companies. Reminders for all types of
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Scroll down to Email reminder options:

Text to match for filtering
references (Not case
sensitive)

EMAIL REMINDER OPTIONS FOR ABBIE TESTNAME

Details

Do not send emails to Abbie TESTNAME (default)
® Send emails to Abbie TESTNAME for companies allocated to:

Abbie Testnarﬁe v

Send emails for all companies

Match any company reference

Match any company reference or the staff reference field
Match on staff reference field only

Match client reference/account number only

Match on the three "non-specific" company references only

EVENTS TO BE PROMPTED FOR

Confirmation Statement filing date
Accounts filing date (Companies House)
Confirmation Statement preparation date

P S S RSN

You have many filtering options, you can choose not to receive emails, you can choose to
only receive emails for companies allocated to you or someone else, you can also choose to
receive emails for all companies.

If you would like to utilise references i.e. Practice references, enter the reference code in the
Text to match for filtering references (Not case sensitive) field, then tick the option to
which you want the reference to match.

Now you can scroll down further and select which events you want to receive emails for, as
well as choose which e-filing notification emails you would like to receive:

Tick those required

When Companies House
respond to a submission

EVENTS TO BE PROMPTED FOR

[¥] Confirmation Statement filing date

[¥] Accounts filing date (Companies House)

[¥ Confirmation Statement preparation date

[¥] Accounts preparation date (Companies House)

VIAGM

[¥] Accounts filing date (HMRC)

[¥] Accounts preparation date (HMRC) All categories you want to be informed about

@l Corporation Tax payment need to be ticked. Companies containing dates
for a category, even those becoming imminent

FIVAT payment will not show i the corresponding tickbox is

[¥ Client meeting unticked.

/) Click here if this user's mail option keeps switching off after you set it.

E-FILING NOTIFICATION EMAILS

Send notification emails to this staff member when their e-filing submissions are acknowledged.
[ Email not required, the results are on the e-filing pages anyway.

[EIRejected submissions should be notified

[E1All responses should be notified

NOTE: You will only receive one email with everything at the start of the day to avoid any

spamming.



