
INSTRUCTION  
MANUAL        5
Send Bundle



1. On an existing bundle click either the THREE 

DOT MENU and select SEND BUNDLE

2. Or click EDIT and click SEND BUNDLE 
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3. Fill in the recipients E-MAIL (they do not need 
to be a member, it can be ANYONE) 

4. Enter INSTRUCTIONS for the recipient, you 
can write anything you would like them to know! 

5. Click SEND 

6. You will now get a RECEIPT of who has 
received the bundle 
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7. This is the E-MAIL the recipient will receive. 

They will receive an email with your 
organization's name and the production title in 
the subject line.  

The body of the email will include instructions to 
contact GPT support if they have any questions, 
along with a blue button they can click to access 
and fill in the data. 11



8. When they click the button in the e-mail, they 
will be taken to a new browser window. 

9. Here you can see the INSTRUCTIONS you 
wrote. 

10. When they click LEARN HOW IT WORKS 
they will need to click their way through a 
TUTORIAL. 
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11. Once they have logged all their ACTIVITIES 
and clicked SUBMIT, this window will appear. 
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12. Once they have clicked the final submit 
button this confirmation will appear.  

They will NO LONGER have access to the bundle 
or the project. 
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13. This is how the bundle will appear in your 
project once the task is done. 

You can see if it has been submitted and by who 

PS: You can still edit this bundle if needed. 
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