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Company Documents - Automatic Email Notifications 

NOTE:  The fields displayed on the screen may vary from the illustrations below based on 

an individual user’s security rights or based on the specific configuration of the database. 

For any questions related to these fields, contact your system administrator. For 

additional definitions of fields which are not shown below, see Online Help. 

The Automatic Email Notifications functionality allows you to establish settings that 

cause automatic email notifications to be sent out informing people that a document is 

about to expire or has expired. These emails are sent out automatically on a schedule 

you define, without requiring manual intervention. For a given document, you can 

establish up to three notifications. For each notification, you select the time interval on 

which the notification is sent, the format of the email notification, and you enter the 

email addresses of the people to inform. 

This functionality must be enabled for your database in order to be used. See your 

system administrator if the functionality is not turned on, or if the appropriate Intervals 

and/or Email Format(s) are not configured in your database. 

This document outlines the following topics: 

o Adding Notification Records 

o Editing Notification Records 

o Removing Notification Records 

o Reporting on Auto Email Configurations 

o Checking on Auto Emails Sent 

See related documents or Online Help for details related to Company Documents and to 

other functionality within the Company module. 

 

ADDING NOTIFICATION RECORDS 

1. Using the Documents tab within 
the Company module, enter any 
criteria as desired to search for 
Company Document records.  

2. In the search results, click DETAILS 
to view the Company Document 
record. 

3. Note that you can also access the 
Company Document records by 
searching for a Company record 
using the Find Company tab, and 
opening the record to display the 
COMPANY DETAILS screen. Then 
you would click DETAILS on the 
desired Company Document 
record. 
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4. If there are already notifications set 
up, they will appear in the AUTO 
EMAIL SETUP section. 

5. To add records, click Edit 
Document to go to edit mode. 

6. In the AUTO EMAIL SETUP section, 
for each notification, specify the 
following values: 

7. Select the time Interval on which 
the notification should be sent. The 
time interval indicates the number 
of days before or after the 
expiration date the notification 
should be sent. For example, the 
“30 Days Prior” interval may send a 
notification 30 days before the 
document’s expiration date. These 
intervals are set up by your system 
administrator. 

8. Check Notify Contact if you want 
an email notification to additionally 
be sent to the Contact Person listed 
in the CONTACT INFORMATION 
section of the Company Document 
record. You must have a valid email 
address configured in that section 
for this feature to function. 

9. Select the Email Format for the 
email that will be sent for this 
notification interval. 

10. In the Email Address field, enter 
the email addresses of people 
(other than the Contact Person as 
outlined above) who should receive 
the notification. You can enter 
multiple email addresses separated 
by commas. If you do this, do not 
put spaces between the email 
addresses/commas. 

11. Continue to add additional 
notification records as desired, up 
to three. 

12. Click UPDATE at the bottom of the 
screen to add the notification 
records. 
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EDITING NOTIFICATION RECORDS 

13. Open a Company Document record 
as outlined above. 

14. Click Edit Document from the 
COMPANY DOCUMENT DETAILS 
screen. 

15. Make any changes within the AUTO 
EMAIL SETUP section. 

16. For definitions of fields, see the first 
section of this document, ADDING 
NOTIFICATION RECORDS. 

17. Click UPDATE at the bottom of the 
screen.  

 

 

REMOVING NOTIFICATION RECORDS 

18. You must manually remove the 
email notifications if you retire a 
Company or a Company Document. 
Changing the status of a Company 
or a Company Document to inactive 
does not stop the auto email 
notifications from being sent.   

19. Open a Company Document record 
as outlined above. 

20. Click Edit Document from the 
COMPANY DOCUMENT DETAILS 
screen. 

21. In the AUTO EMAIL SETUP section, 
click the Remove checkbox(es). 

22. Click UPDATE at the bottom of the 
screen.  
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EXCERPT from Auto Email Report (Note that some columns are hidden): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REPORTING ON AUTO EMAIL 
CONFIGURATIONS 

23. Using the Documents tab within 
the Company module, enter any 
criteria as desired to search for 
Company Document records.  

24. Above the search results, click the 
Auto Email Report link. 

25. This will provide you with an Excel 
report which will detail each of the 
Auto Email Configurations in place 
for each Company Document. 

26. In the example to the left, some 
columns have been hidden.  

27. Note that the Calculated Email 
Date displays the date an email 
would be or would have been sent 
based on the Interval relative to the 
Expiration Date.  
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CHECKING ON AUTO EMAILS SENT 

28. When an email is sent from the 
system, this will be recorded in the 
DOCUMENT HISTORY section of the 
COMPANY DOCUMENT DETAILS 
screen for an individual Company 
Document. 

29. Additionally, from this screen you 
can view the email sent using the 
Outbound link under OTHER 
OPTIONS. 
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