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Emails

Each project team has its own unique email address. Follow the instructions below to find the email
address and set up a redirect rule in your email client to automatically copy your project emails to
ProjectTeam.

Find Project Emails

Project Email Address as Microsoft Outlook Contact
Forward Emails from Outlook to ProjectTeam

View Emails in ProjectTeam

Finding Your ProjectTeam Project Email Address

1. Click the Files icon located on the left navigation pane.

3. The Project Email Address is located on the Project Details page. This is what is referred to as
your forwarding alias.
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Project Administration

roject Details | Currency Exchange

Project Details

Projec
ining and Documentation Portal

Project Email Address @

Project End Date
12/31/40

Setting Up Your Project as a Contact in Microsoft Outlook

1. Copy the project email address from the Project Details form in ProjectTeam.

2. Open Microsoft Outlook and open the Contacts page. Click the New Contact button.

Send / Receive Folder View Add-ins Grammarly Q Tell me what you want to do...

]| & o ChEN B s <
New [NewContact New  Delete | Meeting More People | BusinessC..  Card Phone =
Contact| Group  ltems~ -
New Delete Communicate Current View
Search Contacts (Ctrl=E) yel

4 My Contacts

- We didn't find anything to show here.
= 1= Double-click here to create a new Contact.

3. Enter the Project Name in the Full Name field. Select how to display the contact name in
the File As field and paste the email address copied in Step 1 into the email address
field.

ProjectTeam Training Project - Contact

ProjectTeam Tre

€85b40DTed504
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4. Press the Save & Close button to save the contact record.

L] x El_l_l F_) ﬁ@iﬁ [, Details

2 Certificates
Delete Save & Forward OnebMlote  General
New= = E Al Fields

Adtions Show

ProjectTeam Quick Reference Guide I
Last updated 19 May 2022 nvenergy



Emails Page 4

Forwarding an eMail from Outlook to ProjectTeam

1. Open Outlook and open an email in your inbox. Press the Forward button to send the
email to ProjectTeam.

Hardhat ssues - Message (HTML)

s . - | Y
e X (2 2 veang Aok Glothese |- Vg Shes |y ML gy e Q
aite | Rk Ros = Team Email v Done " B OneNote Mok Gt Fol C [ Related ~
Junk- Delete | Reply Repl [ ove ark Categorize Follow  Translate
& i 2 Reply & Delete  # Create New T RActons | Umead o Upe " select~
Delete Respond Quick Steps [ Move Tags 5 Editing Zoom -

Tue 5/14/2019 402 PM
Susan Mills

Hardhat Issues
To  SusanMils
pear susan

Can you please speak withthe plumbing crew about the safety requirements on the job? Several of the team were observed without the proper safety attire andthis is a violation of OSHA rules.

John Smith
Project Manager

2. Inthe To: box begin entering the name you assigned to the Project Email address
account in the previous section.

5 FW: Hardhat Issues - Message (HTML)

Inset  Options  FormatTet  Review  Grammarly @ Tell me what you want to do...

e Cut . A 3l 82 iy . |* Follow Up -
O S0 v B2 &% 0 v @
Copy ' High Importance
Paste B I U |3 A Address Check Attach Attach Signature Close
- Format Painter Book Names Filer lem= - ¥ Low Importance  (Grammarly
Clipboard [F} Basic Text Names Include Tags = Grammarly
To.. pr
= e ProjectTeam Training Project (c85b40b7ed504d8e8fd4210336b768e2@ projects.projectteam.net) X
Send
Subject FW: Hardhat Issues

From: Susan Mills <smills@projectteam.com>
Sent: Tuesday, May 14, 2019 4:02 PM

To: Susan Mills <smills@projectteam.com>
Subject: Hardhat Issues

Dear Susan

Canyou please speak withthe plumbing crew about the safety requirements on the job? Several of the team were observed without the proper
safety attire and this is a violation of OSHA rules

John Smith
Project Manager
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3. Enter additional information in the message section if needed and press the Send
button to email the message.

(A= Inset  Options  FormatTest  Review  Gammary Q@ Tellmew

s

c e ol = . .
o CalibriBoc= |11 | A & =+ i= | A 0 *? [» Follow Up ®
Copy ! High Importance
Paste " X Iy Ww-A- === Address Check  Attach Attach Signature Close
- Format Painter - Book Mames File Item- - ¥ LowImportance | Grammarly
Clipboard = Basic Text = Mames Include Tags 5 Grammarly
To... ProjectTeam Training Project (c85b40b7ed 504d3esfd4210336b 7682 2@oroiects projectteam.net);
=3
Ce..
send
Bec..,
Subject FW: Hardhat Issues
Set up an action item for this task in ProJectTeam‘

From: Susan Mills <smills@projectteam.com>
Sent: Tuesday, May 14, 2015 4:02 PM

To: Susan Mills <smills@projectteam.com>
Subject: Hardhat Issues

Dear Susan

Canyou please speak with the plumbing crew about the safety requirements on the job? Several of the team were observed without the proper
safety attire and this is a violation of 0SHA rules

John Smith
Project Manager
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Viewing the Email Messages in ProjectTeam

1. Open ProjectTeam and click the Forms icon on the left navigation menu.

III

2. Enter the word “email” in the Search box or scroll down to find the Email form type.

Form Types

* MY F
Enhancement Requests
Product Video Tutorials
QRGs

Report Templates

Budget Amendments
Budget Items
Change Orders
Contract Exhibits
Contracts

Cost Proposals
Directives

Drawing Packages

Drawings

Emails
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3. The Email log will open with a list of emails forwarded to the project.

Emails shared with me

V: Hard! 5/14/19 4:11 PM F &

5/14/19 3:45 PM 2

Project Team Meeting 4/29119 :11 PM 2

4. Click the Edit button beside the email title to open the email Details page.
Emails shared with me

== F— 1 I=n
1 [

5. Update any of the applicable fields and press the Save or the Save & Share button.

i Emai

]
e
-
-
i
fii
&
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6. Toopen an email in the full screen and add attachments, assign action items, share the
document, workflow or link reference documents, click the email title hyperlink

w © You can send external emails directly to the project by sending to

Emails shared with me N ‘ P ‘ ‘

subject Created On ~ Shared

I

5/14/19 4:11 PM 1

5/14/19 3:45 PM L1

Project Team Meeting 412919 4:11 PM e

7. The email contents are contained in the Details section. To add information or make
changes, click the Edit button.

SHARED WITH (1) View All ‘ N

a

DETAILS ‘ Edit

subject
FW: Hardnat Issues

Date Sent
Tue, May 14, 20194:11 PM EDT

From
smills@projectteam.com

To
cc

Body
Set up an action item for this task in ProjectTeam

From: Susan Mills <smills@projectteam.com>
Sent: Tuesday, May 14, 2019 4:02 PM

To: Susan Mills <smills@projectteam.com>
Subject: Hardhat Issues

Dear Susan

Canyou please speak with the plumbing crew about the safety requirements on the job? Several of the team were observed without the proper safety attire and thisis a
violation of 0SHA rules

John Smith
Project Manager

8. The Shared With section will show the team members who have access to the email. By
default, all emails which you send to the project will only be shared with you. Click the
Share button to share the email with other users.

SHARED WITH (1) View All

é
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