How to set up staff email reminders

To set up staff email reminders, go to, My office > Settings > Automation Settings (Beta) >
Organisation Settings:
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Customise the relevant fields to your requirement then Save:

ORGANISATION AUTOMATION SETTINGS
- CLIENT CHECKLIST SETTINGS -

Details

O Do not auto-send Client Checklists
Auto-send Client Checklist Queue checklist emails for manual approval
O Automatically email Client Checklists and notify after sending
([ Display Companies House fee message on Client Checklist
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Automatically send reminder emails

O Send reminder email if return date missed

O Do not send reminder emails by default

OTurn off all client reminders - over rides individual company settings.

Auto-send reminder emails

Do not send
O Send to relevant Partners, Managers and Staff
Upcoming alert emails O Send to relevant Managers and Staff
OSend to relevant Staff only
O Send to specific Staff Member

Do not automatically send CS01
Auto-send CS01 options O Automatically send CSO1 on review date upon client approval
O Automatically send CSO1 immediately upon approval (not recommended)



AUTOMATION EMAIL SETTINGS
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