
 

 

Recruitment Email Alerts 
 

Module: Recruitment 

Feature Release Date -: 08-SEP-2022 

We have introduced 3 additional Email Alerts in the system. Details are as follows: 

 

• Reminder Email to the Candidate Prior Joining (X Days Before) –:  

This Email was designed to send a reminder mail to the Candidate before joining the company. This 
email will be triggered ONLY to the Candidate (TO : Candidate). User can define the No. of days 
before which the email has to be triggered in the front end as per the screenshot below.  
 

How to Enable this Email? 

Go to Setup Circle  Recruitment and Onboarding  System Configuration 

 

 Note: If the value is set as 0 then the email will be DISABLED.  

Below is the Sample Email Output. Candidate Name will be displayed as defined in the Employee 
master database. 

 

 

 

 



 
• Reminder Email to the Candidate Asset owner (X Days Before) –:  

This Email alert has been developed to send reminder email to the Asset Owner defined, Employee 
details will be sent to the asset owner in Tabular format as displayed in the screenshot below.  
The emails will be triggered to each of the Asset Owner (TO : Asset Owner).  

Configuration is available in the front end to enable this email alert; the user can define the No. of 
days prior to which the email has to be triggered as well.  

How to Enable this Email? 

Go to Setup Circle  Recruitment and Onboarding  System Configuration 

 

Note: If the value is set as 0 then the email will be DISABLED.   

Below is the Sample Email Output.  

 
     
   

 

 

 

 

 

 

 

 

 

 

 

 



• Reminder Email to the Employee to Upload onboarding Documents –:  

This Email was designed to send reminder email to the New joiners/Existing employees to upload 
his/her Documents. Once the candidate’s employee code and official email id is created and updated 
in the system, this email will be triggered until all the documents are successfully uploaded under 
the Documents Section. 
This email is sent out to the Employee (TO: Employee and CC: Recruiter). 
Configuration is available in the front end to enable or disable the email alert. 

How to Enable this Email? 

Go to Setup Circle  Recruitment and Onboarding  System Configuration 

 

Below is the Sample Email Output.  

 

 

Important Note: 

• The email scheduler for all the above emails will run every day after 12 AM, the schedule 
cannot be modified/customized. 

• We currently do not have a front end to customize the Email Template as of now, this will 
be considered in the Road Map. 

 


