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What is E-mail Reminder 

 

E-Mail Reminder is an add-in for Microsoft Outlook™ which allows having a follow-up of your E-Mails. 

When you send an E-Mail with E-Mail Reminder, you will be reminded after a defined time about the 

messages that were not answered. 

When you are reminded, you have the opportunity to send the message again. 

 

 

 

How E-mail Reminder can help you 

 

You send an E-Mail and forget about it to discover a long time after that you never got an 
answer.  

Did this happen to you? 

It won’t happen again!  

E-Mail Reminder will remind you about your unanswered E-Mails, it will allow you to re-send that E-

Mail by creating a Task in Outlook with only one click. 

When they send an E-Mail for which they expect an answer, most people add a Task manually in their 

Outlook Task List allowing them not to forget about it. 

With E-Mail Reminder, you will save time because it allows you to  

send the E-Mail AND create The Task with ONLY ONE CLICK. 

  

  

  



 

 

How does it work 

 

1)   You prepare your E-Mail as usual. 

2)   You send your E-Mail using one of the new ribbon buttons Remind me or Custom. 

      The message is sent and a Task is created. 

3)   If the recipient of your mail did not answer within the specified period a reminder will pop-up which 

allows you to send the message again reminding him that you are still waiting for an answer. 

  

 



 

 

Getting Started 

 

Introduction 

 

You can use E-Mail Reminder in two different ways: 

Send the message by clicking on the Remind me button and use the default parameters you 

configured in the options menu. 

Open a parameter window with Custom button and set the options for this specific email. 

  

 

Send with one Click 

 

Most of the time, you will use the same options for your reminders. Let’s say that you always want to 
be reminded on the following day or after 2 days at a specified time or at the time you sent the 

message. 

To achieve this, E-Mail Reminder has a Remind me button in the new mail ribbon. 

When your message is ready, instead of click on “Send” click on Remind me. Your email will be sent 

and the reminder created with the default options. 

No further questions asked. 

When you place your mouse cursor on Remind me a Tooltip appears to show the default options that 

will be used. 

 

You can customize the default parameters by clicking on Default Settings on the E-mail Reminder 

Ribbon section in the Microsoft Outlook™ main window. For more information see Default Settings 

  

file:///I:/Help%20authoring/HelpmaticPro/English/Document%20Output/10_defaultsettings.htm
file:///I:/Help%20authoring/HelpmaticPro/English/Document%20Output/10_defaultsettings.htm


 

 

 

Send with Customized Parameters 

 

In some cases, you might need to use different reminder options for a specific email. 

For example, your default options are set to remind you on the next day, but for this specific email you 

want to be reminded after a week. 

When your message is ready, instead to use the standard Send button, you click on Custom.  

E-Mail Reminder will open a window with the reminder options. 

 

You will then be able to create a task and activate the reminder, or just create the task. 

  

You can choose one of the defined periods or type one yourself. For example, you can type “3” for 3 

days or type “4 weeks,” etc. 

 

 



 

 

The Show Options button allows you to access advanced settings, like the actions to take when the 

email has been replied to, or the task duration and priority. 

  

 For more information about each one of those options, please refer to chapter Default Settings.  

 

 

The Reminder 

 

If the recipient answers within the defined time, no reminder will appear. In case there was no answer 
and if you requested a reminder (not only the creation of a task), a pop-up will remind you that you did 

not get an answer to your email yet. 
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In this window, you can: 

Re-send the email with Re-send e-mail.  

Opens the e-mail that was unanswered with Open e-mail. 

Open the task (reminder) with Open Item or by double-clicking on the reminder line. 

If you click on Dismiss you won’t be reminded any more about this email. 

Be reminded later by clicking on Snooze after defining the snoozing time. 

If you decide to send the mail again, the reminder will be canceled and you will have the opportunity to 

create a new one using the Remind me or Custom buttons.  

If you chose the option to use a template, this template will be used to send the email. See Templates 

for more information. 
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E-mail Reminder Configuration 

 

Introduction 

All the options of E-Mail Reminder are located on the home ribbon in the main window of Outlook™. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Default Settings 

 

Here, you can choose the options used when you send an email using the Remind me button.  

 

You can create a task with a reminder; If you did not receive an answer to your email, a pop-up will 

appear on the given day and time to remind you about the unanswered email. 

Or you can create a task without a reminder. In that case, it will appear in Outlook but no pop-up will 

show up. 

You can choose one of the defined periods or type one yourself. For example, you can type “3” for 3 

days or type “4 weeks,” etc. 

 

Options: 

 

As soon as the response is received, the Task is marked as Completed.  

 

As soon as the response is received the Task is deleted (Sent to the Deleted Items folder). 

 



 

 

  

You can choose the duration for your Tasks. Microsoft Outlook™ defines a Starting date and an 

Ending Date. By default, no ending Date is defined. 

With this option, you can define an Ending Date by selecting the duration for your Task 

  

To help you organize your Tasks, you can choose here the priority that will be applied to your Tasks 

(Low, Normal, High). 

 

 

Templates 
 

When the recipient of your E-Mail did not answer, you have the option to re-send your E-Mail.  You 
can, of course, modify your message as usual but, to save time, E-Mail Reminder provides you with a 

template that will be added to your original message. 

If you choose the option , no text will be added to the message. 

If you choose the text below will be added to the message.  

 



 

 

 

You can use the following fields to customize your Message: 

 &[NAME] Recipient’s Name 

 &[E-Mail] Recipient’s E-mail Address 

 &[DATE] Sending date of the original message 

 &[TIME] Sending time of the original message 

  Inserts a small advertisement for E-Mail Reminder   

             

  

  



 

 

Preferences 

 

 

Reminders Subjects: 

Define what will appear in the description field of the task generated by E-Mail Reminder. Name, 

email address, send date, and a custom text can be combined. 

Categories: 

Assign a category to the tasks generated by E-Mail Reminder. This will help you to keep your E-

Mail Reminder tasks separated from your other tasks. 

License and Start up: 

You can enter your license if not already done, and you can reactivate the quick introduction on 

Outlook™ startups. 

 


