
Messages Tab
�

Last Modified on 04/07/2026 8:05 pm EDT
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Select the Messages tab to view a list of your sent and received messages.

Create a message
1. Select SEND MSG.
2. Select the recipients from the dropdown.

3. Type a subject and your message, and then select SEND.
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View or manage a message
To view the contents of a message, select the message.
You can reply to or forward a message.
You can print, download a PDF of (select Save), or delete a message.

Reply to a message
1. Select a message.
2. Select REPLY. 
3. Type your response in the text box and select SEND.
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Forward a message
1. Select a message.
2. Select FORWARD. 
3. Enter the Direct email address.
4. Type your response in the text box and select SEND.


