E-mailing PDF Files

PDF files can easily be emailed from within any module reports or documents are generated.

Note: Prior to sending e-mail, please set options for this feature in Administrative Options.

Once this set it will not have to be reset.

1.

Once your report has processed, Report Preview will open.
Click File. Highlight Send as E-Mail and click.

A Contact Selection window opens.

Contact Selection

Alicia Klein Fine Art: main office

American Art Gallery, The : gallem

Anne Grigwold Gallery

Art Moves Incorparated, Miami: main office

Bradford, Alan: secondary

Chrigtie's East: Christie's E ast

Chrigtie's Toronto: Toronto
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Artzystens Gallery ;I
11 West 25th Strest
Fifth Floor
Mew ork, WY 10017
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4. Make a contact selection by clicking on a contact name and clicking OK. The contact

5. A message box will appear.

record must have an e-mail address associated.
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6. Click Continue to open the Outlook e-mail form. If the Outlook form is not visible, it will
be found on the workstation’s taskbar.

7. Write the message in Outlook.

™ Layman Foster Multi-Image Repi = |EI|£|
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Subjeck: |Layman Foster Mulki-Image Report

Dear Alan,

It was a pleasure speaking with you the other

day. | believe you will find this artist of particular
interest. | think the works will compliment your
collectian. =
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8. Once the e-mail is written, click on GalleryPro either by minimizing the Outlook email

window or by clicking the GalleryPro button on the workstation’s taskbar. In GalleryPro,
this message will then appear.
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9. C(lick send and the e-mail will be sent and saved to the Contact’s record. If a record of this

e-mail is not to be saved in GalleryPro, click Cancel and return to Outlook to send the
message there.

The e-mail reference created on the Contact record is a copy of the e-mail

body not the PDF attachment. To save a copy of the attachment , follow the
steps for Creating a PDF File.



