
 
 
HOW TO SET REMINDERS  
 
1) Go to Home and click on Cases.  
 

 
 
 
2) Type into search fields and click Find button.   
 

 
 
 
 
 
 



 

3) Open the case by clicking on the  icon. 
 

 
 
4) Click on the Reminders tab. 
 

 
 
5) Click Add Reminder button. 
 

 
 
 
 
 
 



 

6)  Enter the information and once done click Add Reminder button.  
 

 
 
7) The reminders window will display.  If you want to update/modify an existing reminder, click on  icon.  If 
you want to add another reminder, click on Add Reminder button.  
 

 
 
Note: On the Home page to the right side you will see My Reminders box, which displays how many 

reminders you have.  To view the reminders just click on the day’s link. 
 

        
 



 

Related Articles: 
 
How to email reminders: 
http://www.cerenade.com/eimmigration/HowToEmailReminders.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 
 


