Daily Task Reminder Emails
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Start each day knowing exactly what's due — Pipeline emails you a rundown of the tasks that are overdue, due
today, and due tomorrow.

Introduction

The first question of the day is what's late. The second is what's due before you get to tomorrow. Both answers are
already in Pipeline, on a page you'd have to remember to open, at the hour you're least likely to openit.

The daily task reminder brings them to you instead. Once a day, one email gathers your tasks into what's overdue,
what's due today, and what's due tomorrow, so the morning starts with the list rather than the hunt for it. It's built
from the tasks you can see, which for anyone with a wide view of the office makes for a long email. The reminder
follows your access rather than your name, so everything inreachisin it.

Nothing has to be held in your head overnight. The deadline turns up in your inbox while there's still time to move
onit. If the email runs longer than it's useful, that's a question of scope rather than a fault, and a filtered view of the
Tasks page you check yourself is the tighter tool.

How It Works

One email, once a day, built from the tasks that are coming due or already past due for the person receiving it.

What's in the Email

Each reminder groups your tasks three ways — overdue, due today, and due tomorrow — so the most urgent work
sits right at the top.

Which Tasks Show Up

Only tasks that meet the reminder window appear: due today, due tomorrow, or overdue. Tasks further out, or
ones a person can't see, aren't included — so the email stays focused on what needs attention now.

Who Controls the Setting

An admin can turn the reminder on or off for their own profile, and on or off for any user from Manage Users.
Agents can't edit this on their own profile, so an admin manages it for them.

Turn Your Daily Reminder On or Off

Switch the daily reminder on or off for your own profile.

Who Can Do This: Admins, on their own profile. Agents can't change this setting themselves — an admin
sets it for them.




To turn your daily reminder on or off:
1. Click the [Gear]in the upper-right corner, then [My Info].
2. Onyour Personal Profile page, click Receive daily email with upcoming tasksto toggle it on or off.

3. Click [Save].

Your own daily reminder is now on or off, based on what you set.

Turn the Daily Reminder On or Off for a User

Switch the daily reminder on or off for any agent or staff member from Manage Users.

Who Can Do This: Admins with access to Manage Users.

To turn the daily reminder on or off for a user:

1. Click the [Gear] in the upper-right corner, then [Admin / Settings].

2. Click[Manage Users] from the left menu.

3. Click the user's name to open their settings.

4. Check Send daily email with upcoming tasks to this userto turn the reminder on, or uncheck it to turn

the reminder off.

5. Click [Update User].

That user will start — or stop — receiving the daily task reminder with their next day's email.

Cut the List Down to Your Own Work

The reminder follows your access rather than your name, so an admin who can see the whole office gets the whole
office every morning. Nothing in the email narrows it. What does is a Tasks page you filter yourself and check on
your own schedule.

Narrow the Tasks page to an exact set — search by task or transaction name, then filter by @mention, agent, due
date, status, and more.



See

Daily Task Reminder Emails FAQ

The daily reminder gathers a person's overdue, due-today, and due-tomorrow tasks into one morning email — with
admins controlling who receives it. Answers to the common questions about what's inside, who can change it, and
why reminders sometimes arrive for tasks that feel finished. See


https://paperless-sandbox.knowledgeowl.com/help/tasks-search
https://paperless-sandbox.knowledgeowl.com/help/daily-task-reminder-emails-faq

