How to send documents to stakeholders from e-Builder

Select the Documents tab, locate and select the documents you wish to send. Press Send.
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A new screen will appear for you to draft your message. You will see the documents you attached at the bottom. Select Links to
Download in the dropdown menu to use less email storage. Press Send.

(;Q Send File(s) - Google Chrome

@ app.e-builder.net/da2/Documents/SendFiles.aspx

ANY

Send File(s)

N
Send Method Check Spelling Qn-d)ancel
* How would you like to send ® Email
the files? ) Fax
W Notify
Email Information
* Send Files As Attachments ¥
Audunments
"_ Links To Download Lookup
‘ Type to search... ‘
CcC Enter Email Lookup

‘ Type to search...

¥/ Show List of Intended Recipients in Email

* Subject |

Message

Attached Files (3) = Exception Files (0)

0 MB

——

PDF Native File
Supplier Instructions for Oracle Portal - Sample Email.docx 58] 4
Supplier Instructions for Invoicing - Sample Email.docx o %]

ild a worklist view (Invoice Expirations) - Oracle 2019.docx |8 [54]




