
 

 
HOW TO EMAIL REMINDERS  
 
1) Go to Home then click on Cases.  
 

 
 
2) Type data into search fields and click on Find button. 
 

 
 
 
 
 
 
 
 



 

3) Open the case by clicking on the  icon. 
 

 
 
4) Click on Reminders tab. 
 

 
 

5) Under Actions, click on the envelope   icon. 
 

 
 
 
 



 

6) Enter the information and when done, click on Email Reminder button.  
 
NOTE:  

• You can directly type email addresses (separated by comma) into the “To:” field or select recipients from 
the list and click the TO: button. 

• To Select/Unselect multiple recipients from the list press and hold “Ctrl” key on your keyboard and then 
click on names from the list.  

 

 
 
7) A confirmation message will appear on the screen. 
 
 
Related Articles: 
 
How to set reminders: 
http://www.cerenade.com/eimmigration/HowToSetReminders.pdf  
 
How does tickler work?  
http://www.cerenade.com/eimmigration/HowDoesTicklerWork.pdf    
 
How to manage my calendar:  
http://www.cerenade.com/eimmigration/ManagingMyCalendar.pdf   
 
For more information and articles, please visit www.eimmigration.com 


