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E M A I L  M U L T I P L E  C O M P A N I E S  A T  O N C E

HERE’S HOW



STEP
ONE

Find your project by:
Typing the Project ID into the Quick Search bar;
Selecting it from My Tracked Projects; or
Navigating to Projects > All Projects Out For Bid,
and locating it in the list.

Under ‘My Nightly Emails’ (in red)



STEP
TWO

Click on the Bidders tab.



STEP
THREE

Note the white square boxes next to both the
division headers and each company name.



STEP
THREE

To email all companies in a division (e.g.,
Electrical, General, Mechanical), check the box
next to the division title. This will automatically
check all companies under that division.CONTINUED



STEP
THREE

To email specific companies, check the box next
to individual company names.

CONTINUED



STEP
FOUR

Once all selections have been made, click the
orange button with the envelope icon on the 
left-hand side.



STEP
FIVE

A blank email will open automatically with the
selected companies’ addresses in the BCC line.
Write your message and hit ‘Send’. 

Repeat Steps 1-5 as needed for other projects.
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T h a n k s  f o r  c h e c k i n g  o u t  t h i s  h o w - t o  g u i d e !

Y o u  c a n  a l s o  v i s i t  o u r  Y o u T u b e
c h a n n e l  f o r  v i d e o  t u t o r i a l s :


