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Getting Started  
with Inbound Emails



Manage and store your project correspondence with the Inbound Email tool. You can 
designate approved senders who will be able to send emails from any external client into 
dedicated ConstructionOnline project email addresses.

Every project has its own dedicated 
inbound email address

View email details, including any 
attached docs or photos

Emails are safely stored for future reference,
and can be filtered by sender and date received

Receive External Emails for Your Projects



How to Give Users Access to the Inbound Emails Tool

Choose Approved Inbound Senders Copy & Send the Inbound Project Email Address 

Set Employee Permissions for the Inbound Emails Tool

Using the Inbound Emails Tool is easy - simply choose the users you want to have access and enter their 
preferred email addresses. They’ll then be able to send emails to the dedicated project email address.  
Once received, you’ll be able to view details, download attachments, resend project emails and more.

Choose which of your employees on the project team 
will be able to send emails into the project, and what 
email addresses will be accepted.

Each project will have its own dedicated email address. Simply copy the 
address and send it to your approved senders, or they can visit the Inbound 
Emails page and copy the email address themselves.

To control your employees’ access to the Inbound Emails page in 
ConstructionOnline, simply set the desired permission level for each 
employee in their Company Employee Settings window.


