E-Mailing Reports from Care 3000 
If setup properly, Care 3000 reports can easily be e-mailed from within the Care 3000 program.  An internet connection is required.  
Special Notes:

· This feature is for those with their own e-mail server.  If your e-mail address is on a public server (ex. Hotmail, Yahoo, etc.) save the file as a .PDF or .EMF file and  attach the report in an e-mail message from within your e-mail account.
· The file attachment is sent as a .PDF file.  Therefore, the recipient must have the Adobe Acrobat Reader in order to open and view the file.
To setup the e-mail system, follow the steps below.  This will be a one time setup, as long as your internet connection does not change.

1. Select Maintenance Tools from the Tools menu in the program’s menu bar, as shown below:
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2. The Maintenance Tools screen will appear.  Left click on the E-Mail tab.
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3. Enter the SMTP Server and select the SMTP Port provided by your IT department or internet service provider. These are user specific. PigCHAMP cannot provide you with this information.

4. Left click on the save button, then on the close button.

5. Select Preferences from the Settings menu in the program’s menu bar, as shown below:
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6. The Preferences screen will appear. Left click on E-Mail Settings.
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7. Enter the e-mail address, user name, and password associated with the e-mail account.

8. Click on Apply, then on OK.

You are now prepared to send reports electronically from within the Care 3000 program.  To send reports via e-mail, follow the steps below:

1. Generate and view the report on screen.

2. Left click on the E-Mail Report icon in the Report View toolbar.  The Send E-Mail screen will appear:
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3. Some fields will be auto-populated with the information recorded during the e-mail setup steps.  These fields include:  Server, Port, User Name, Password, and From.  The Subject field will also be auto-populated with the report and farm name.  

4. Enter the e-mail address for the recipient in the To field.  You may also include e-mail addresses in the CC and BCC fields, as well as a message in the Body field.

5. Left click on the Send button.  The report will be e-mailed as an attachment to the recipient.  The recipient can then download the attachment and view the report.

