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1. If the message you are looking for is one you have not viewed yet, it will show up in your 'Unread Messages'

list on the right side of your home page.

2. If the message has not been viewed yet and your plan administrator has added it to your ToDo list, you may

also access the message by clicking on it in your ToDo list.

3. You can also access all the messages you have received by clicking on the Inbox button in the top left side of

the page.

4. To view a message in the Inbox, click on the message in the list on the top half of the page.

5. After selecting a message, you will see its contents in the lower half the page. Here you can also download any

attachments by clicking on the filename in the attachment list or by clicking the 'Download File' button at the

bottom. You can also reply to this message by clicking the 'Reply' button.




