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You can send emails directly from Osprey, with a copy saved right into the matter history automatically.

Please ensure your SPF record is configured. Failure to do so may result in emails being flagged as
illegitimate and may even be blocked by the recipient's email provider.

Accessing the Send E-Mail Window

This can be accessed from the top of the page, when a client is loaded.
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Upon selecting, the Send Email window will appear.

Composing the Email
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Diear Mr O'Wilsen

Property: The Channel 42 New Daks Lane Shoredale War. hire AB12 3CD
| i pleased 1o eanfim that | have naw received replies o my engquines liom the sellérs solicitors. | will now prepare my Repart on Title snd providé you with & copy in the rexd few days

M you have any queres in the meantime, please do nat hesiate to get in towch

Kind regards,

Osprey Approach Test

e From: Select who the send the email from. Options are User, Fee Earner or Practice.

e To/CC/BCC: Clicking the ... on the right will show a list of all email addresses linked to the matter.
You can also select a contact or organisation from your Osprey system, or manually enter the email
address.

e Subject Line: Subject line of the email

e Folder: Matter history folder to save a copy of the email into

e Description: Email description to appear within Matter History

You can also attach items from your PC or Matter history, by selecting the Attach toolbar icon.

If configured, you can also select a signature or email template to help compose your email. If you apply a
template, any previous information within the Subject Line or Email Body will be overwritten.



Change template?

Are you sure you want to change the template? The existing content will be
overwritten. Please click OK to continue or Cancel to quit the action.

Once sent, the email will automatically appear within the matter history.
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From support@pracctice.net
To Daniel Heame <support@pracctice.net>
Subject RE: The Channel 42 New Oaks Lane Shoredale Warchestershire AB12 3D
Dear Surs,

Property: The Channel 42 New Daks Lane Shoredale Warchestershire AB12 3CD
Seller: JJ Jones VI Vendor vendor

Buver: Second? P2Surname
We are pleased to confirm that we have now exchanged, with completion set for 01/01/2024.

I you have amy quenies, please do not hesitate to contact us.
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