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Company Documents - Manual 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 system provides the ability to manually generate email notifications using the data 

stored in Company Document records. Common email “form letter” notifications include 

COI renewal letters, work authorization letters, and contract renewal letters. The email is 

produced using a pre-established Email Format. The Email Format uses a combination of 

data stored in Company Documents and fixed text. See your system administrator if the 

appropriate Email Format(s) are not configured in your database. 

This document outlines the following topics: 

o Configuring the Company Document Record for Manual Email 

Notifications 

o Sending Manual Email Notifications for Company Document(s) 

o Company Documents Reporting (Checking Configurations) 

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

other functionality within the Company module. 

 

 

CONFIGURING THE COMPANY 
DOCUMENT RECORD FOR EMAIL 
NOTIFICATIONS 

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. From the COMPANY DOCUMENT 
DETAILS screen, click Edit 
Document. 

5. In Edit mode, add the name of the 
Contact Person who will receive 
the email notification. 

6. In the Email field, enter the email 
address for the Contact Person. 
Only one email can be entered. 

7. Set the Send Manual Email flag to 
Yes. 

8. Click UPDATE at the bottom of the 
screen. 

 

 

 

 

 

 

SENDING MANUAL EMAIL 
NOTIFICATIONS FOR ONE OR MORE 
COMPANY DOCUMENTS 

9. Using the Documents tab within 
the Company module, enter any 
criteria as desired to identify a list 
of Company Documents for which 
emails will be generated. An email 
will be sent for every document 
listed, so be sure to refine your 
search results so that only the 
appropriate documents are listed. 

10. Specify a Document Type. This is 
required for this functionality. 

11. Use Select a format to specify a 
specific email format. 

12. Note that the Email Format must 
match the Document Type 
configured by the system 
administrator for that format. If it 
does not, the system will generate 
an error when you attempt to send 
emails. 

13. Click the Email link. A dialog box 
will open asking you to confirm that 
you want to send emails. Click OK. 

14. A dialog box will display the 
number of email messages sent.  

15. If this number does not match the 
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number of documents in the search 
results, then some emails were not 
sent because errors occurred. 
Usually this is a result of the 
document not having the Contact 
Person, Email address or Send 
Email values properly defined.  

16. To identify configuration issues, run 
the Company Documents Report to 
review the Contact Person, Email 
Address and Send Manual Email 
configurations for each document 
listed (see instructions below). 

17. Also, 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. 

18. Additionally, from the COMPANY 
DOCUMENT DETAILS screen you 
can view the email sent using the 
Outbound link under OTHER 
OPTIONS. 
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EXCERPT from Company Documents Report (Note some columns are hidden): 

 

 

COMPANY DOCUMENTS REPORTING 

19. Using the Run Report tab within 
the Company module, select the 
Company Documents Report. 

20. Enter any criteria as desired to 
identify the appropriate Company 
Documents.  

21. Click OK to run the report. 

22. Review the columns for Contact, 
Email and Send Email? fields in 
order to identify any missing 
configurations. 
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