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Quick guide – create reminders in Public 360 

1. You can create a reminder for both cases and documents in Public 360, e.g. if 
SLU must reply to a consultative procedure before a certain date, or to follow up 
on governing documents or contracts. Top right in the document and case views 
you find the button “Reminder”.

2. Click the button to open a dialogue box, where you enter what the reminder is

about in the field Title, and then add a date and a responsible person. Click OK.

The responsible person will receive an email notification on the date of the 

reminder. Please note that the email will be sent exactly the date you enter, so it 

might be useful to choose a date a few days before the actual deadline to have 

enough time for the task.  
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3.. The person responsible will receive an email, containing the title of the 

reminder and a link to Public 360. Only an individual user can be set as responsible 

for a reminder, not a group or a function, but you can create more than one 

reminder on each case or document to ensure someone will receive it.  
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4. If you log on as caseworker, the desktop ”My tasks” will have a web part 

displaying reminders. Default is the upcoming week, but you can change dates or 

see all reminders for your organisational unit. 

 

 


