NTHMP Mitigation & Education Subcommittee

Basecamp Cheat Sheet




Features

Discussions
To-do lists
Calendar
Files
Notifications
“Me”

Help



ISCUSSIONS

Start a stand-alone discussion
Comment on a message, to-do, or event
Reply to your email notification

Notify select people

Discussing files Discussing events
€D when you click on a file, it will pop open in an overlay. Click the 'Discuss’ button Go to the Calendar page and click on a specific event. Click 'Discuss this event' to
to add a comment. add your comments.
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https://basecamp.com/help/2/guides/projects/discussions

To-do list

Organizing To-Do Items (1:11)
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To-do lists Add a to-do list
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Current to-do lists

Before owning a horse
Find a seller
Choose a breed
Name the horse
Take riding lessons
Watch Ben-Hur
Check pedigree

Join a horse club


https://basecamp.com/help/2/videos/organizing-to-dos
https://basecamp.com/help/2/videos/organizing-to-dos

Calendar

Subscribing to Your Basecamp Calendar (1:11)
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https://basecamp.com/help/2/videos/subscribe-to-your-calendars
https://basecamp.com/help/2/videos/subscribe-to-your-calendars

Files

Upload afile

Attach files to comments and messages
Attach files directly to your to-do
Download afile

Add a label for easy sorting
Select who is notified when you upload a file



Files

Tutorial on Files available on

Files Add files Watch a quick video about Files

MES Meeting AGENDA
running ppt 2016 DRAFT 2.

pPtx

2016-MES-
SummerMtg_Rizzo_pptx

2016 Summer Meet NTHMP_Modeling_Mapping
_Guidelines.pdf


https://basecamp.com/2052786/projects/11823747

Notifications

You will receive a notification if...
You're invited to join a project or calendar
You're assigned a to-do task by another user
Your assigned task is given a due date and
when that due date is changed
The day before a task assigned to you is due
Someone completes a to-do you created

When you're included on a message,
comment or file notification


https://basecamp.com/help/2/guides/you/your-notifications

Update “"Me"”

Your “Me” page is where you can see all your
assignments and activity. From here, you can
make updates to your personal info, like your

email address, photo, and other preferences
Learn how to

Basecamp 2 nNew stuff

. Update your personal info Your Basecamp settings
- ﬁ Gala Gulacsik Update your personal info Your Basecamp settings
=5

{  Gala.Gulacsik@fema.dhs.gov



https://basecamp.com/help/2/guides/you/me

PROJECTS
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Get an in-depth guided tour of every

feature of Basecamp 2 with Merissa

from Basecamp! You'll be a bonafide
Basecamp Pro after watching this.


https://basecamp.com/help/2/guides
https://basecamp.com/help/2/videos
https://basecamp.com/help/2
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