
Job Notification Template User Guide

Introduction

A job notification template is an email template that is used to send job notifications.

The job notification template will be automatically selected and used when the user sends the job

notification for the job. We have filter criteria to filter which notification template is used at the time of

sending the job notification for a specific job.

We are comparing the Country, Service, and Customer of the job notification template with appropriate

job fields at the time of sending the job notifications and use the job notification template based on

these criteria.

Functionality Overview

Create a New Job Notification Template

Follow the below steps to create new job notification templates

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

2. Go to App Launcher

3. Search for the Job Notification Templates tab and click on it

4. It will show a list of all the job notification templates available in your org
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5. Click on the New button to create a new job notification template

6. It will open the UI where you can set the desired values for a new job notification template

7. Here you can set the Country, Service, and Customer for a new job notification template in the

Detail section.

Note: The job notification template will be automatically selected and used when we send the

job notification for the job using these three fields. We have filter criteria to filter which

notification template is used at the time of sending the job notification for a specific job. We are

comparing the Country, Service, and Customer of the job notification template with appropriate

job fields at the time of sending the job notifications and use the job notification template based

on these criteria. Contact Neilon support team for more information

8. Set checkbox values to true to whom you want to send the job notifications when this template

is used to send job notifications in the Send To section. The same applies to CC To and BCC To

sections as well.

9. Add a Subject and Body for the job notification template in the Notification section
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10. You can select and add the merge field in the subject and body using the Select Merge Field

dropdown. When you select any merge field from the dropdown it will show theMerge Field API

Name and you can simply copy and use it in the subject and body

11. Set the Include Client Code Of Conduct? checkbox to true if you want to add a code of conduct

document to the job notification email

12. Set the Include Sender Signature? checkbox to true if you want to add the sender's signature to

the job notification email

13. If you want to add attachments or a code of conduct document then you can upload them via

the Upload Files button in the Attachments section
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14. You can save or preview the job notification template using the Save or Preview button

15. Follow the below steps to understand how the job notification template preview works

Preview Job Notification Template

1. Go to App Launcher.

2. Search for the Job Notification Templates tab and click on it

3. It will show a list of all the job notification templates available in your org
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4. Open the job notification template details by clicking on its name

5. Go to the Preview section (If this section is not available then ask your admin to add the section

and preview component on this page)

6. Now choose a job for which you want to preview the template. After selecting a job, it will show

field values using the job data

7. The current logged-in user email will be set in the Test Email Address field. The test email will be

sent to emails you enter in the Test Email Address field. You can add multiple emails as well

separating by a semicolon (;) (for example

sales@amazon.com;support@flipkartindia.com;amitmishra@gmail.com).

8. Click on the Send button at the bottom
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9. Test job notification for the selected job will be sent to those email addresses in the Test Email

Address field
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