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Emailing a Single Project

Open the Project you wish to email in the Project window of Trackbase Pro.

4 Trackbase Pro
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CHICKEN FARM BARROW-IN-FURNESS
SITE ADDRESS: The Hatchery,, Swallowy Road,, Barrow-In Furness, %
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_ ||OUTLINE PLANNING
Area: 0 Sguare Metres, Storeys: 0, Units: O, ALTN/CONV
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MATERIAL: precast concrete decking, timber beams; Grid 34124
Construction Start Date: Mot Specified, R;_,Iference'
Tender Bebwn Diate: hlot Srecifiecd: - b
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Save the rale and append it to the project

Click on the Email button 22 on the bottom toolbar. The Email window will open allowing you to
type in the recipients email address, a subject for the email and add an attachment if you wish. You

can also request a read receipt from the recipient and make a diary entry to remind you to make a
follow on call if required.

¥ Trackbase Pro gl

Email
Recipient(zx [kEMTER EMAIL ADDRESS HERE:

Subject [Enter the email subject here

Body: v 4B Reference: 3-10 ~
Title: CHICKER FARM

alue: £200000

Address: SITE ADDRESS: The Hatchery,, Swallony
Foad,, Barrow-In Furness, BRES TRD

Feported: 23/02/2005

Stage: Outing Planning

Type Of Work: AtniCory;

Attachment:

4=

[ Receipt Required

¥ Make Diary Entry

Recall (00000000 ‘UD:UD %:
[ Cancel
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To add an attachment, click on the arrow button ¥ at the right-hand side of the attachment bar.
This opens the ‘Select File’ window.

Select File

Loak: in: |ﬁ j |‘fi‘€ *
[ drivers |4 backup.db |%)emptyth.db | %|PECDEEO.DLL (2
Chgs7.05 *bannert.gif | %) libjee.dl %) phodban. di =
I=)sglamys0 |:"] bannerz. gif I}] libjsvbheap. dil r_’-’hj pbodbao.dl @
[)svbtoals DielsL1.isu |%|PEDWEED.DLL | %|PEVMED.DLL T
_DEISREG.ISR [F]del.bat |%]pbdwegn.dl %) pbvmao.di £
%] _ISREG32.DLL | %] empty.db |%]pbdweso.dl %) pbvmao.di =
< | *
File name: |

Files of type: |l Files [*.%]

j Cancel

Locate and select the file you wish to attach to the email, and then click the ‘Open’ button to attach

the document.

Select File

Laak in; |D by Diocuments

~| & E eF E-

@autnexec.exe
B aukoexec.nt
IEﬂ.E||_|I:n:--rn35|:n:|nse.u:In:u:

[-EI Chicken Farm Crder Form.doc
B cmassoc 70304, s
B company, doc

< |

IEIJn:|:|m|:|.Eu|'|\)flzem|:|IaI:E.|:||:u:
Bl dataimpartz, %L T

B dataimpart21.ls

B Email letrerhead - news.
B error, doc

@errurlng.reg

X

File name:

|Ehin::ken farrm Order Farm.doc

Filez af type: |.-’-'-.II Files [*.7]

j Cancel

Your file is now attached. To make a diary entry, ensure the ‘Make Diary Entry’ box is ticked and
enter a date in the format dd/mm/yyyy, or use the arrow button to select a date from the calendar.

Calendar
! February 2005 !
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Enter the time you wish to make a follow up call in the time box either by typing in the time, or by
using the arrow keys to the right of the time box. When your email is complete click on the ‘OK’
button to send it.

% Trackbase Pro

Email
Recipiert{z): |infn@al:uil:uuildingdata.u:u:um |

Subject: |Clrder Form attached for appaintment |

Body: ID; ABI Reference: 3-10 T
Title: CHICKEM FARM

Walue: £200000

Addresz SITE ADDRESS: The Hatchery,, Sweallowy
Foad,, Barrovw-In Furness, BRES TRD

Feported: 230202005

=tage: Outline Planning

Type Of Work: AtniCony, v

Attachiment: |C:1.D|:u:uments and SettingzElaing Turburvillethly Docume +

[ Receipt Redguired

[w Make Diary Ertry
Recall: |24IEIE.I‘2EIEIS | *|1 4:30 &l
x - |

0] | Cancel |

A warning window will open alerting you to the fact that Trackbase Pro is sending a message
through your email program. The message will vary depending on the email program you use.
Below are examples from Outlook Express and Microsoft Outlook. Click on ‘Yes' or ‘Send’ to
continue.

Outlook Express EI g|

& A program is attempting to send the follawing e-mail
message on your behalf Microsoft Office Outlook §|
To: A program is trying ko automatically send e-mail on vour
behalf.
Do you want ta allow this?
Subject: |D[de[ Form attached for appointment If this is unexpected, it may be a virus and you should
choose "Ma”,
YWiould you like to send the meszage?
(ERRRRRRRRRRRRRRRRRRRRRARARARARRRARE 3
Send | Do Mot Send | [ Ves ] [ Ho ] [ Help ]

You will then see a message box telling you that the message has been sent.

‘Er) Mail sent,
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