How to enter a new Discussion Topic on SiteScape and send a notification e-mail about it
To create a new Discussion Topic (i.e. an entry on the team website) go to folder you want to create your new entry.

Within that folder you select from the Menu "ADD" the option "Add discussion topic"
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The following Window appears.

· There you enter the Title of your new Discussion Topic, the text you want to distribute and add also attachments.

· Finish your entry by clicking on the "OK" button.
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Filled in it looks like this:
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You will receive following screen with your new Discussion topic now saved on SiteScape.
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To inform your Team about the new Discussion topic, use the "Send mail" from the "TOOLS" menu.
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· Select from the button "Find groups" your team. Enter text in the Subject line (otherwise you send out an e-mail without subject line). You can also add other people for your e-mail notification by entering the e-mail address in the box "Add e-mail addresses" or via the "Find users" button (there you find only for registered SiteScape users).

· If you want to add the attachment(s) with the e-mail you send out you have to click on the "tick-box" "Include Attachments".

· Do not use the "Include Attachments" option if the attachments are very big. E-mails with a size bigger than 1,5 MB are often rejected by the e-mail server. Your Team members receive with the e-mail notification always the link to the new Topic, where they can download the attachments themselves.

· Click on "OK" to send out the e-mail.

As confirmation of your e-mail sent you get following screen which you can exit with the CLOSE button
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