
Internal Only Note 
While all these guides are meant for an internal Quick Base audience, this guide, in particular, should not 
be shared with clients for the reasons outlined in the introduction below.  

Using Pipelines to Trigger a Notification on a Schedule 
 

Introduction 
 

Many customers struggle with the fact that you can’t include field references in email reminders, like 
you can in notifications. This is because Quick Base does not send separate reminder emails for each 
record. Instead, it sends one email for all matching records on a table. 

Notifications, on the other hand, send one email per record. However, a notification can’t trigger just by 
time passing. A notification can only trigger when a record is updated. If a formula / summary / lookup 
field changes on a given day, but no one updates that record, then a notification would not be sent. 

Customers began using automations to work around this. They would set up a scheduled automation, 
for example, to run every day and check which tasks are due within the next three days. For those 
matching records, the automation would then mark a checkbox on the task that a notification should be 
sent. Then they would set up their email notification to trigger when that checkbox becomes checked, 
and the email message would include field references and avoid the limitations of reminders. You can 
build this kind of workflow using pipelines. Before diving into how to build that kind of pipeline, consider 
the scalability and usability implications this kind of pipeline could have.  

 

A caution about scalability 

Be careful using this method when sending the notification to all users with access to the app. The fact 
that reminders do not send a separate email for each record is actually by design. While Quick Base is 
theoretically capable of quickly sending as many emails as we need it to, the Quick Base apps 
themselves are a bottleneck when sending huge batches of emails. This is because each recipient of a 
notification/subscription/reminder must have their own personalized copy of the email. This is to ensure 
that the email does not contain any fields which their role blocks them from seeing.  

For example, imagine you have 200 records on a table which match your criteria on a given day. You 
want to remind all users of the app about each of those records. Let’s say the app has 500 users. With 
an email reminder, this means we prepare 500 emails (running permissions for each user), then send 
them out. Each user gets 1 email, with a report summarizing the matching records. On the other hand, if 
you set up a scheduled pipeline/automation to trigger email notifications for each of those 200 records, 
for all 500 users in the app, you’re asking Quick Base to send 200 x 500 = 100,000 emails – which would 
cause the app to crash. 

This applies when the default notification type is used, called “recipient”. If a customer knows for sure 
that they will not include any sensitive fields in these emails, they can instead create an open-type 



notification. This means that Quick Base will generate a single version of the email for each record and 
send it to all recipients. So, permissions would not be run in this case. Keep in mind that when using 
open-type notifications, it is up to the builder to make sure that they only include fields in the email 
which all the recipients should be able to see. 

 

 

A caution about usability 

Even before scalability becomes an issue, using pipelines to trigger notifications could flood users with 
emails and cause them to either ignore them or send them to SPAM. This could also render other 
notifications from this or other QB apps useless, the more customers ignore Quick Base emails. Consider 
targeting these notifications to users who you know do not log into Quick Base on a regular basis. For 
users who do use Quick Base to complete their day-to-day work, consider relying more on dashboards 
instead. Also try to limit email recipients to those people who need to take direct action, to limit how 
many Quick Base notifications a given user gets. 

 

Due diligence 

Due to the above issues, Instructions for using pipelines to trigger a notification on a schedule should 
not be shared without a customer before having a conversation about the problem they’re trying to 
solve. We should first follow these steps to determine whether building a pipeline in this case will be 
helpful: 

1. Verify whether the email recipients log into the app on a regular basis, and if so, whether the 
app’s dashboard highlights the same records they want to send timed email notifications on 
instead of sending the email notifications. 

2. If the intended recipients for the email do not regularly log into the app, we should help the 
customer identify the narrowest relevant audience for the email. Stakeholders that only need to 
be aware, rather than actively contributing, may be able to get by with daily or weekly 
subscription instead. 

3. Then we should explore the volume of email those users already receive from Quick Base, and 
make sure that these new emails would not blow up their inboxes.  

4. Finally, we should estimate how many email messages might be generated by the new email 
notifications and assess whether it’s feasible for our platform to generate that volume of emails. 
Consider whether the email needs to be Recipient-type, and that in that case, a different email 
will be generated for each recipient. 

Only after going through that due diligence should we share instructions with the customer on how 
to use pipelines to trigger an email notification. 

 



Overview 
 

Creating your email notification 

With those caveats in mind, the next step is to set up your email notification: 

• First, add a checkbox field to your table called Send Reminder Email. 
• Then create a notification, set to send when the checkbox field becomes checked: 

 

 

Overview of example pipeline 

Now that you have the notification ready to go, it’s time to plan out what the pipeline will look like. 
Imagine you have a table of tasks, and you want to send a daily reminder email for each task that will be 
due within the next 3 days. The pipeline will have three steps: 

Step A: Search the Tasks table for tasks which have not been completed and are due in the next 3 
days. Then, for each matching record: 

Step B: Update the record, setting the Send Reminder Email checkbox to checked. 

Step C: Update the record again, setting the Send Reminder Email to unchecked. 

Note: Toggling the checkbox on, and then off again ensures the emails will be sent properly no matter 
whether this pipeline has run previously. 

After setting up all three steps, you’ll need to set the desired schedule for the pipeline to run. 

Step A: Search for open tasks due in the next 3 days 

Step A searches the Tasks table for tasks which have not been completed and are due in the next 3 days. 



 

 

Guided Instructions 
 

Setup: 

1. Create a new pipeline and give it a name. 
2. Open the Quick Base channel on the right. 
3. Connect to your Quick Base account if you haven’t already done so (click here to learn 

how). 
4. Click Records, then drag the Search Records action onto the canvas as Step A. 
5. Under Account, select your user token 



6. Under Table, select the Tasks table 
7. Under Fields, select the three fields you’ll be working with: Due Date, Send Reminder Email, and 

Status 
8. Under Query, you’ll need to add two filters: one to check whether each record is due within the 

next three days, and a second filter to check whether the task has been completed. Get this 
started by clicking Add Conditions. 

9. Select the Due Date field 
10. In the next box, select is before 
11. In the box below, enter the following jinja expression. It dynamically calculates the day four days 

in the future: 
 
{{time.today + time.delta(days=4)}} 
 

12. Click the blue plus next to And, and select the Status field 
13. In the next box, select is not 
14. In the box below, click and select Completed 

 

Step B: Update each matching record, to check the box 

Step B updates each task record matched in Step A, to mark the checkbox Send Reminder Email as 
checked. This triggers the email notification for that record. 

 

Setup: 



1. You need to add this step within the For each loop, so drag the Update Record action onto the 
canvas under the Do branch. The record from Step A is selected automatically. 

2. Click Add fields 
3. Select Send Reminder Email 
4. Under Send Reminder Email, click and select Yes / True 

 

Step C: Update each matching record, to uncheck the box 

Step C updates each task record matched in Step A, to mark the checkbox Send Reminder Email as 
unchecked. This ensures that the emails are sent every time this pipeline runs and the record meets the 
query conditions. 

 

Set up: 

1. You need to add this step within the loop, so drag the Update Record action onto the canvas 
under Step B. This will be your Step C, and the record from Step B is selected automatically. 

2. Click Add fields 
3. Select Send Reminder Email 
4. Under Send Reminder Email, click and select No / False. 

 

Scheduling the pipeline 

After setting up all three steps in the pipeline, you need to set a schedule for the pipeline to run. Here’s 
how: 

1. Click Schedule pipeline in the top-right corner 
2. Select your time zone 
3. Choose when your pipeline should run. Pipelines can run yearly, monthly, weekly, daily, or even 

hourly. 



4. Pick the time you want your pipeline to trigger 
5. Click Schedule pipeline 

 

 

 

 

 


