
 
 
 

Quick guide to Basecamp 
Supercool’s project management tool 

 

 

 

 

 

 

 

 

Introduction 1 

Project Overview 1 

Inviting project members 3 

Updating/discussing a task 4 

Assigning tasks and deadlines 5 

Viewing deadlines/events 6 

Viewing Files 7 

Emailing the project 8 

Signing off tasks 10 

Useful Resources 10 

 

Supercool.     



 
 
 

 

 
 
Introduction 

Basecamp is a cloud based project management tool. We’ll be using it do the following 
things: 

● Communicate between project members 
● Add, update and work on specific to-dos 
● Store important files and documents 
● Confirm sign-off for specific areas of the project 

Your Supercool project manager will invite you and key members of your team to the 
Basecamp project.  

It’s a simple interface and easy to use, but in case you get stuck, here are a few pointers. 

Project Overview 

When you log in, you’ll see a list of to-dos with checklists: 
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At the very top of the page you’ll see the most recent events - these are things users have 
done within the project recently e.g. added a comment or completed a task 

You can navigate to any specific to-do list or task by clicking on the title. E.g. clicking on 
‘Project Kick Off’ will display just that to-do list: 

 

You can drag/drop to-dos to re-order them. 

As items are marked as done (by ticking in the little box next to each task) they will 
disappear from the main to-do list and appear underneath the main list: 
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Inviting project members 

We’ll be inviting key people, but you might need to invite extra people as the project 
progresses. Note that only people who are activity working on the project, or people who 
would like to see progress on the project should be invited.  

To invite people select ‘Invite more people’ from the top right hand corner: 

 

Once selected, you can invite people by email: 
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Updating/discussing a task 

To update a task, find the relevant task and click on the task title. From here, you can add 
comments, files or complete a task.  

When adding comments to the task, be sure to select the relevant people to notify. You 
might not need to notify everyone of the update: 
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Regardless of who you notify, all project members will be able to view the task and 
comments. 

Assigning tasks and deadlines 

For each task, you can add an assignee and deadline. To do this from the project overview, 
hover over the relevant task, you’ll see an ‘Unassigned’ button appear to the right of the 
task title, select this to add an assignee (only people who have joined the project) and a 
deadline: 
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You can also update this from within the task. 

Viewing deadlines/events 

In Basecamp an event is something that takes place, or needs to take place, on a certain 
day. Most tasks will have deadlines assigned to them. You can see an overview of these in 
the calendar. Select Events from the top menu: 

 

Once done, you’ll see an overview of the tasks in a calendar format (note, only tasks with a 
date attached will appear here): 
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Viewing Files 

To view files, select Files from the top menu: 

 

You can also add additional files to the project and attach them to comments on tasks. 
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Emailing the project 

When someone is notified of an update to a task, they will receive an email.  

Project members can log into Basecamp to view and reply to the task, or they can reply 
straight from their inbox to add their comment to the project. 

Occasionally, you might want to forward an email to the project (this usually happens when 
someone’s forgotten to use Basecamp to send information). To do this, first you need to 
get a unique email address from Basecamp. Navigate to the very bottom of the project and 
select ‘Email content to this project’: 

 

There are full instructions in Basecamp on what to do next as well as a unique email 
address for the project: 
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Once the email is sent to the project, you will find it as a stand alone task. You can view this 
at the bottom of the project (or if it’s a recent update, you’ll spot it at the very top): 
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Once in the project, you can reply from within the project.  

Signing off tasks 

Throughout the project there are some things we’ll need you to sign off (for example, the 
designs or the dev site before go live). There are tasks set up in the project that you will 
need to complete, we’ll take this as confirmation you’re happy and signing off this part of 
the project. 

Useful Resources 

If you want some help with using Basecamp, here are a few useful resources: 

● Intro to ​Basecamp video 
● Basecamp help pages 
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https://www.youtube.com/watch?v=6MDJwG4GTts&feature=youtu.be
https://2.basecamp-help.com/category/193-projects

