To utilize Corrective Action Notifications, you MUST have 2 ADMIN features configured:

1. In the ADMIN > Email page, you must have the appropriate email settings configured.
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2. In the ADMIN > Notifications page, you must have BOTH Corrective Action TYPES created. They are:

e Task Sent By User
e Task Completed
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e These can be configured by Clicking on Add Notification > choosing the “When” field dropdown
menu and selecting Tasks
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e Then, choosing the “are” field dropdown menu and selecting Task Sent By User or Task
Completed trigger (REMEMBER YOU MUST SET UP BOTH)
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e Then, enter the appropriate information into the Name, Subject and Body fields
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Once these have been configured appropriately, users can set up Notifications for Specific Users within
the Corrective Action Task of an Investigation (either users within the software or NON software users
by clicking Add Subscriber). Users choose when to Notify Subscribers (Now or When Task is Completed)
and an email notification that corresponds with the configured Admin Task Notification is sent.
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