
Message Center 
 

To view and create messages. 

 

 
To View: 
1.) Click Message Center on the left side of 
web page. (Figure 1) 
2.) Click on the message you wish to view. 
When there are messages there you may also 
delete them in this section. 

 
To Create: 
3.) Click on Create Message. (Figure 1) 
4.) Fill in subject. (Figure 2) 
5.) Type in your massage in the content area. 
Here you can type in your article and use the 
tool bar to help out with effects. (Figure 2) 
6.) Click on the group which you’d like to 
send the message in the Send To box. 
(Figure 2) 
7.) Click Send Message. 
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