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I. Creating and Sending a Message to an Individual 
 

 
 

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

Click Messages. 

 

 
 

 
Click Create New Message at the bottom 
of the page. 

 

 
 

 
Recipient Type: Individual. 

 

 

 

 
Recipient(s):  

• Search: Launches Individual 
Search page. 

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

and/or 
• 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 one or more 
methods. 

 

*There is an option to request a read 
receipt. 

 

 
 

 
Message: Enter Subject and message. 

 

 
 

 
Click Send. 

II. Individual Reply to Staff Message 
 

 
 

 
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. 
 
 

 

 
 

 
Message: Enter reply. 

 

 
 

 
Click Browse to attach documents. 
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Click Send. 
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