
How to set up reminder emails

To set up reminder emails, go toMy Office > Staff > Staff Details:

Click on the green edit pencil next to your name:
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Scroll down to Email reminder options:

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:

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