
1

RIMS University: Notice Management

September 26, 2017
Presented by: Greg Crews, VP Product Management



2

Subject: Notice Management

• Overview
RIMS Notice Management allows Content Administrators to manage the 
content and recipients of your RIMS generated email notices, as well as the 
ability to set conditional rules for sending of notices. 

• Topics for this session
• Enabling or Disabling Notices
• Adding, Editing or Removing Recipients
• Adding and Editing Content and Subject Lines 
• Understanding Events 
• Understanding and Using Conditional Rules
• Use Cases

• Editing Recipient 
• Editing Content and ‘Save as New Template’
• Enabling a Scheduled Notice 
• Using a Conditional Rule 

• Questions
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RIMS Notice Management

How to Enable or Disable a Notice
▪ As a Content Administrator select Settings and Notice Management 
▪ From the Template Search Filters select Search  
▪ All Notices will be shown 
▪ To Enable a Notice – check the Box in the Active Column
▪ To Disable a Notice – uncheck the Box in the Active Colum
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RIMS Notice Management

How to Add a Recipient 
▪ Search for the Notice you wish to change a recipient on  
▪ Click on the person wizard in the recipients column
▪ From the Edit Recipients page, select the person wizard in the ‘Default’ Rules Row
▪ In the Add Recipients pop-up, select the Level, Type, and Recipient and then Save

▪ The Recipient will now be listed on the Edit Recipients page 
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RIMS Notice Management

How to Remove a Recipient 
▪ Search for the Notice you wish to remove a recipient from  
▪ Click on the person wizard in the recipients column
▪ From the Edit Recipients page, select the ’X’ next to the recipient you wish to remove
▪ Click Ok to Confirm
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RIMS Notice Management

How to Add or Edit Subject Lines, Content and Footers 
▪ From the Template Search Filters select Search to see all notices   

▪ Use the Name, Active Event Filter options to limit this search, if desired
▪ Select the Edit Pencil to open the notice 
▪ From the Subject or Content select the ‘Edit’ link 
▪ Edit the text and/or update the smart fields as desired
▪ Select Save as New Template 

▪ Each Notice must have a Unique Name
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RIMS Notice Management

Additional Features when Editing Content of Notice Templates
• Send Sample

• Use this feature to send yourself the notice you have edited 
• Be sure to Save before selecting Send Sample 

• Inserting Conditional Statements
• Choose to show a field such as User Title, only when field is present in profile 

• Inserting Repeat Containers 
• Choose to bring in information on multiple tasks/jobs or other repeating 

elements (valuation scenarios)
• Inserting Calculations

• Choose to display all Fees associated with Job as a Sum Total vs Individual Fees 
by Task 
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RIMS Notice Management

Understanding Events
▪ All Types

▪ Notices for Events that occur during an Award, Job, Project, RFP, Service Request 
and Task status change 

▪ These follow the typical RIMS Workflow 
▪ Sampling 

▪ Feature specific
▪ General

▪ Such as Delegation Notices or Disabled User Accounts
▪ Schedule (or Task Service Notices)

▪ Notices to be used for ‘status’ checks such as Report Verification (Late Report)
▪ Will also need to set the Lending Group and Job Type(s) for these to send 
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RIMS Notice Management

Enabling a Scheduled Notice 
▪ A Scheduled Notice requires two steps

▪ Activate at Notice Management and Set Recipients 
▪ Select # of Days for each schedule notice to be sent for each Lending Group

▪ Navigate to Settings > Content Tables > Lending Group and for every 
Lending Group and every Scheduled Notice you Activated in Notice 
Management, use the drop-down to set the # of Days for each Job Type 

▪ Setting by Lending Group allows Scheduled Notices to be sent at different intervals for 
your lines of business.  
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RIMS Notice Management

Understanding Conditional Rules 
When Adding, Editing, or Removing Recipients from Notices, you want to consider the 
Conditional Rules as these will determine if/when notices are sent to recipients
▪ Default 
▪ Task Status
▪ Logged in User Type
▪ Job Type
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RIMS Notice Management

Creating or Using a Conditional Rule
Consider the “On Hold” and “Off Hold” Notices as an example of conditional rules (logic) 
for notices. 
• Your organization may want to include the Account Officer and Requestor as Default 

Recipients so they are notified any time a Project is placed on hold, but you may only 
want the Vendor to receive the notice when the Task is in an Open Award status. 
• Open Award state being Contracted Pending, Contracted, Contracted Pending-

Hold, Contracted-Hold, etc.   
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Questions
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What’s Next? 

• Next RIMS University Session will provide an Introduction to 
RIMS on Tuesday, October 24th at 4pm EDT (Invite coming 
soon) 

• If you have a suggestion for a future training topic email 
adanes@exactbid.com

• Have additional questions about Reporting? Email us at  
support@exactbid.com

mailto:adanes@exactbid.com
mailto:support@exactbid.com
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Thank You


