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Creating and Sending a Message to an Individual

My Staff Workspace

My Staff Dashboard ‘ Communication Te
Why Staff Resources Correspondence

Communication
Templates

Directory of Services

Go to My Staff Resources under “My
Staff Workspace” from the navigation
menu on the left side.

Click Messages.

Create New Message

Click Create New Message at the bottom
of the page.

Recipient Info

* Recipient Type:

Indrvidual -

Recipient Type: Individual.

" Recipient(s): [ Search |
Recent Recipient(s): JOHN DOE &
OR
Recipient(s) By : ® Login Name (O UseriD

(Comma delimited list. Limit your entry to 500 users,

[Add ]

Recipient(s):

e Search: Launches Individual
Search page.

e Recent Recipient(s): Lists recently
assisted individual(s).

and/or

e Recipient(s) By Login Name or
User ID: Type in text box and then
click Add.

*Multiple recipients can be added to
one message.
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Delivery Method

*Select Method:

Internal Message (Message Center)
] Email (If Available)
D Text Message (If Available)
D Text Message Notification (If Available)

D Use Recipient's Preferred Motification Method

Delivery Method: Select one or more
methods.

*There is an option to request a read
receipt.

Request Read Receipt Q Yes @ No
M : Enter Subject and message.
Message essage ) g
* Subject:
* Message:
Blewee O &= B @ E| & Q b5
B I UsS T x »|] E E ===
e size A-B-
Click Send.
Send Cancel

Individual Reply to Staff Message

B8 My Individusal
Weorkspace

| CQId

My Dashboard

How We Can Help You

Directory of Services _
My Resources My Messages

Go to My Resources under “My Individual
Workspace” from the navigation menu on
the left side.

Click My Messages.
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Open message and click Reply.

Case Manager Request for Documentation
Delete Reply Cancel
Message: Enter reply.
Message
“Subject: | pE. Request for Documentation

* Message:
@ Source D @ B @ & [l-—.J] =
B I USTI x x| := & | = & 4
Styles -~ | Format -~ | Font - | Size -
Attachments Click Browse to attach documents.

Browse... No file selected.

Attach File(s):

Browse...  No file selected.

Browse... No file selected.

Browse...  No file selected.
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Send

Cancel

Click Send.
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