
Setting Reminders in iOS 
 
iOS provides a helpful tool which allows us to set up reminders. Setting a reminder in iOS is 
called “Add Task” and only takes a few steps to accomplish. A copy of the reminder is saved in 
the eCenter and a copy is saved in the client’s chart, which you will have attached. Please 
remember that the tasks cannot be permanently deleted and make sure to only type reminders 
relavent to the chart you are attaching. 
 
In this job aid, you will learn how to set up a reminder by adding a new task and how to manage 
and view the reminders.  
 
Step 1: Click on the Find Task tab on any iOS screen, which is located on the very bottom, in 
the right corner.  
 

 
 
Step 2: Click on New Task. Note, if you are in a chart, the system automatically populates the 
client’s name. You can replace the populated name with another client’s name by deleting the 
current name and typing in the new name. Please remember to allow the system to populate 
names when you start typing the first and last name of the client, and click on the name you wish 
to set the reminder for (this works similar to selecting a client’s name in the eCenter when 
attaching a chart). Make sure to verify the date of birth to ensure accuracy. 
 

                   



   Step 3: Click in the Area field and select eCenter 
 

 
 
Step 4: Skip the Action field because it automatically selects “General” category.  
Step 5: Click inside the Note field and type in your reminder. When finished, click Add. 
 
 

                 
 
 
 
 
To view your task (reminder), go to the eCenter and scroll down until you reach My Tasks. 
 

 

Example of selecting a name 

Example of a completed reminder 



Managing your Reminders (Tasks) 
 

Tasks can be managed only in the eCenter by changing their status from Active to Done or 
Deleted. Done tasks can be tasks you are tracking as completed and Deleted tasks can be tasks 
that will no longer be tracked.  
 

 
 
You can mark your reminder as done by clicking on the checkmark inside the green icon, which 
will move it to the Done tab. You can also move the task to the Deleted tab by clicking on the 
red icon with x inside of it. Tasks can also be moved back to Active by clicking the icon to the 
far right of the task. When hovering the cursor over the icons on the far right, a small title will 
show what the icon represents. 
 

 
 
To view the reminder (task) in the client’s chart, click on the on the client’s name in the task 
manger, which will take you to the client’s chart (works similar to clicking on View Chart in an 
email with an attached chart in the eCenter). Once in the chart, you can view tasks in the 
Notes/Messages widget. 
 
To view reminders (tasks) in the Notes/Messages widget, click on the blue ribbon of the widget 
to open it and scroll all the way down to the very bottom of the widget until you reach the Tasks 
section. You can view tasks under the Active, Done, or Deleted tabs.  
 

 
 
 
 

Click one of the icons 
below to change status 
to Done or Deleted. 


