
Job Request Setup

Introduction

This guide helps you to configure which email address will be used to send job request notifications,

coordinator team email addresses to manage job requests, and external booking site URL to send

approve and decline job request links.

Below are the settings you can configure for the job requests in Job Request Configuration.

● "From" Email for Request Notification

● Coordinator Emails to Send Notification

Functionality Overview

Set "From" Email for Request Notification

When a job request gets created, the job requester and coordinator team will receive an

acknowledgment email for the newly created job request. You can configure which email address will be

used to send these emails.

Follow the below steps to set "From" Email for Request Notification.

1. Add your desired email address which you want to use to send job request notifications in

organization-wide addresses.

If your desired email address is not added in organization-wide addresses, then follow the below

steps to add organization-wide addresses, otherwise you can skip the below steps and use your

organization-wide address.

a. Go to Setup

b. Go to Quick Find. Search and open Organization-Wide Addresses.

c. Click on the Add button.

d. Provide Display Name and Email Address. Select Purpose as User Selection.



e. Click on the Save button.

The organization-wide address is added successfully.

2. Navigate to the Neilon Project Management application from the App Launcher.

3. Go to the Neilon Jobs Administration tab. Click on Job Request Configuration.

4. Put the organization-wide address in the "From" Email for Request Notification field.

5. Click on Save button to save the configuration.



Set Coordinator Emails to Send Notification

When a job request gets created, the job requester and coordinator team will receive an

acknowledgment email for the newly created job request. You can configure which email addresses will

be used as coordinator emails. Here you can add comma separated multiple emails of coordinator as

well. The coordinator team will receive the emails and manage job requests.

Follow the below steps to set the Coordinator Emails to Send Notification.

1. Navigate to the Neilon Project Management application from the App Launcher

2. Go to the Neilon Jobs Administration tab. Click on Job Request Configuration.

3. Provide the email address that you want to set as the coordinator's email address.

4. Here you can add comma separated multiple emails as well (for example

salesteam@amazon.com,support@flipkart.com,snapdealteam@gmail.com)

5. Click on Save button to save the configuration.

Set External Booking Site URL

External booking site URL will be used when we send job request quotations to the customer with

approve or decline links.

Follow Approve & Decline Job Request Quote Setup guide to know more about approve or decline job

requests using external booking site URL.


