
Noti�cations

Noti�cation channels:

Currently Xoralia sends noti�cations only via email. Emails are sent by

noti�cations@xoralia.com via the Xoralia SMTP service.

IMPORTANT: You should ensure that noti�cations@xoralia.com is white listed on your email

service so that it doesn’t end up in your users’ spam folders.

Noti�cations via Teams and Windows 10 Noti�cations are coming soon.

Noti�cation frequency

When a document is assigned to a user they will receive a noti�cation. The noti�cation

contains a default message, the name of the document, a link and a due date. Reminder

noti�cations are sent 30, 15, 7 and 3, 2, 1 and 0 days before the due date. A �nal noti�cation

is sent the day after the due date. If an assignment is sent with a due date say, 14 days away,

they will receive noti�cations 7, 3, 2, 1 and 0 days before the due date.

If a user reads a document they have been assigned, they will stop receiving reminders.

If a user has multiple document reads set at the same time, they will receive just one

noti�cation that lists all the documents they have to read.

If a user is removed from a group that has current assignments then they will receive a

noti�cation telling them that the assignment has been cancelled. Their name will be removed

from the ‘Not read’ tab in reporting. However, if they have already read the document this

record will remain intact in the read report.

If a user belongs to more than one group that is assigned a document they will only get the

one noti�cation. The system de-duplicates the assignment so as not to �ood users with

duplicate noti�cations.

When a document is �rst assigned Xoralia sends out a noti�cation right away. Reminder

noti�cations are sent once a day.

If an assigned document is deleted or removed from the document library, all read tasks for

that document will be cancelled and assignees will receive a noti�cation.
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Mandatory read task 

0 
Xoralia 
Fri 10/15/2021 6:50PM 

To: Xoralia Reader 

Hello, 

This is a reminder. 

6 

You have been assigned one or more documents to read. You must read each document before the date specified and confirm that you have done so for our records. Simply click the 
document link[s) below to begin your mandatory read task. 

Name of document: Coronavirus CCOVID-190 coml2fill)Li2Q!k)<.docx 
Read by date: 16/10/2021 

Name of document: Coq2orate Governance Policy.xlsx 
Read by date: 16/10/2021 

Name of document: Coq;2orate Social ResP-:onsibility.docx 
Read by date: 16/10/2021 

This message was sent by Xoralia, the system we use to help us distribute important documents and track who has and who hasn't read them. 

Powered by: � xoralla 

Reply Forward 

A document you were assigned a must read task for has been removed 

• 
Xoralia Policy Management 
Tue 07/12/2021 05:30 

To: 

Hello, 

➔ 

You were assigned a must read task for a document that has now been removed or deleted. Your must read task has now been 

cancelled. If you feel you still need to read the below document please speak to the document contact stated. 

Name of document: Non-discrimination policy.docx 

Document contact: HR Service desk 

This message was sent by Xoralia, the system we use to help us distribute important documents and track who has and who 

hasn't read them. 
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Reply Forward 
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