How to Email a Folio through the TaskStream Message Center for Copyin

Click on Folios & Web Pages in the top navigation bar.
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Click the name of the folio you wish to email.
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Click the Publish/Share tab.
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Click Email this Web Folio.
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Portfolio Style

Your work may be customized
Create a Printable PDF |n Email this Web Folio with your own colors and
L thermes by clicking 'Change
Visual Style’
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Click Select Recipients and search for the individual(s) to whom you would like to send
the folio. Select the individual and click Save and Close.

Select TaskStream subscribers:

E@E Any future changes will be autormatically reflected in vour e-rmailed warls,
Sent via internal Message Centar

Click Select Recipients [ Select Recipients
Member Locator !r TaskStream Director ]
Search by Member Name: Francesco Dibartolo
Advanced Search Basic Search | Search results Selected Member(s)
Select criteria and click 'Search’ Check all that apply Uncheck to remove from list

.
[+l Expand | [=] Collapze | Claar 2arc Francesco DiBartolo Cancel Save and Close
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After selecting your recipient(s), be sure to select the second radio button to allow
recipients to make an editable copy of the work.

Select TaskStream subscribers:

E(;)E Any future changes will be automatically reflected in your e-mailed waorl:,
Sent via internal Meszage Center

Click Select Recipignts

O Do not allow recipientl(s) ta make an editable copy; send 'web view' only,

@ Allow recipient(s) to rmake an editable copy of this presentation folio, All associated
#  TaskStrearm work will be copied, editable copies as well.

o Allow recipient(s) to rake an editable copy of any of the TazkStream work contained within
“ the presentation folio (e.g. lessons, units, etc,]

At the bottom of the screen, click Send Message.

Your email address: | hjett@taskstream.com
Must be a valid e-rmmail address if sending to external recipients
Send a copy to thiz e-rnail address

Customize web address (URL): https:/fwww taskstream.com /ts/fjettd/ Educationalle adershipFali.htrml
(Use only nurnbers and letters, no spaces.)

Create password: & Mo password needed

(@ptionall ™ peguire password:

[(Use a minimurn of 4 numbers and letters, no spaces.)

Cancel Send Message




