To send TRACS Files in CornerStone

1. Click the HUD icon.

2. Click the TRACS icon.

3. Click the TRACS Communication Center button at the bottom of the screen.

4. All unsent TRACS Files will be displayed on the on the next screen with a checkmark next to them.  To send only specific files, click the Unselect All button at the top of the screen and then place a checkmark next to the desired files.

5. Once you have selected the files to send, Click the Send button.  This will open CornerStone's external communications program, T-Mail.

6. The fields on the T-Mail screen will be prefilled with information set up in TRACS Settings in CornerStone.  Click the Start button to begin transmitting files.  

7. While the transmission is taking place, a status bar at the bottom of the T-Mail screen will indicate the progress of the transmission.  When the transmission is complete, click the Close button to close T-Mail and return to CornerStone.

8. After returning to CornerStone, a message will be displayed indicating the number of files that were sent and the number of files that were received.  Click OK.

9. Click Close to close the TRACS Communication Center.

To receive TRACS responses

1. Click the HUD icon.

2. Click the TRACS icon.

3. Click the TRACS Communication Center button at the bottom of the screen.

4. Click the Receive Messages button.  This will open CornerStone's external communications program, T-Mail.

5. The fields on the T-Mail screen will be prefilled with information set up in TRACS Settings in CornerStone.  Click the Start button to begin transmitting files.  

6. While the transmission is taking place, a status bar at the bottom of the T-Mail screen will indicate the progress of the transmission.  When the transmission is complete, click the Close button to close T-Mail and return to CornerStone.

7. After returning to CornerStone, a message will be displayed indicating the number of files that were received.  Click OK.

8. Click Close to close the TRACS Communication Center.

To view and/or print TRACS responses

1. Click the HUD icon.

2. Click the TRACS icon.

3. Click the Message Control Center button.

4. Double-click on the desired response to view its detail.

5. If desired, click the Print button.

