
 
 
How to create and send a new message 
 
Message creation is evoked by clicking on the New Message button.  
 

 
 
 
 
Explanation: 

1. Click on the New Message button to evoke editing in a new tab. 

2. Type the message text. 

3. Type the message subject (optional) 

4. Right click (empty area) to add attachment/s. 

5. Type the addressee code on the addressee field or directly on the destination field to specify 
message destination. Navigate among destination fields,subject and text with Ctrl-Tab 

6. Click on the Submit button to send the message. 
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