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To begin, select the case 
record that you wish to 
access from your user 
home screen page.
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Within the case 
record, go to the 
Actions drop-down 
menu. 
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Select send message. 
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A pop-up window will 
appear and it will prompt 
you to select the recipient 
of the message. 
Options will be based on 
your user role (i.e., 
Applicant, Respondent, 
or AAA). 
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After selecting the 
recipient, enter your 
message in the text box 
and click SUBMIT to post 
the message. 
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The message has been 
successfully posted, and 
the recipient will receive 
notification of a new 
message. 
A “REVIEW MESSAGE” 
task will be created for the 
recipient of the message. 
The message is also 
posted in the Timeline 
View. Click the yellow icon 
to review the entire 
message. 
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The message is now part 
of the case record and 
can be reviewed anytime. 
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