
Transactional Record Emails

On-line Tutorial Series

Module  Ten



This module covers emails generated from the transactional 

record and using the record’s Communications Tab.

System generated workflow task emails are not covered in 

this tutorial but rather are addressed in application-specific 

training sessions.  

Please see your BuildSA Change Agent or supervisor if you 

have questions about system generated emails.



Emails are part of the historical referencing of a 

record and are not to be deleted. 

A deleted email cannot be retrieved.



Accessing Emails



1. Retrieve the Record.

2. From the Record’s navigation bar, click the 

Communications Tab.



3. Click on the hyperlink title of the email you 

wish to view.



2. From the record’s 
navigation bar, 
click on the 
Communications tab 
to access emails.

4. The Communication Detail page displays for viewing.



Forwarding Emails



1. Click on the hyperlink title of the email you want to 

forward.



2. From the Communication 

Detail page, click the 

Forward button.

3. The email template form 

displays. Complete fields as 

applicable.

4. Click the hand icon to Click 

display the Record ID #, the 

Contact, Owner, Professional 

and Public User email 

information associated with 

the Record.



5. Type email address or select an email address by using the 

hand icon. 

6. Click Send.



Add an Attachment

to an Email you Want to Forward

* Use Internet Explorer when attaching files to an email you want to forward.



1. Click on the hyperlink title of the email you wish to 

forward.



2. The Communication Detail page displays. Click Forward.



3. The body of the email message displays. Click Attach.



4. The File Upload page displays. Click Select File.



5. The Windows Explorer window displays. Select file(s) to attach.

6. Click Open. Note: More than one file may be selected and 

uploaded.



7. Click Continue.



8. Uploaded file(s) are attached to email.

9. Click Send.



10.The forwarded email displays on the transactional Record’s 

Communications tab.



11.Communication Detail of the forwarded email. Note the 

hyperlink for the attachments sent.



New Email



1. From the Record’s Communications page, click the New

drop-down menu arrow.

2. Select E-mail.



3. Complete fields, as applicable.

4. Click Send.



Transactional Record Emails

Congratulations!

This concludes Module Ten

It is time to test your recall……



TEST YOUR RECALL

1. Deleted transactional record emails are retrievable. ___True ___False

2. A transactional record email may be forwarded.  ___True ___False 

3. Several files may be uploaded and attached to an email being forwarded. 

___True ___False 

4. Accessing emails is done from the _______tab of the Record’s Navigation bar.

5. Creating emails is done from the _______tab of the Record’s Navigation bar.

Answers on the next slide…



If you answered:

1. False

2. True

3. True

4. Communications

5. Communications

You are correct!

Time to begin the next 

module…
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