
How to Send a Message Using Web View 
 
1. Sign in using your credentials (user name & password) 
 
2. Click on the “New Message” button under the green “Messaging” heading on 

the top left side of the page.   
 

 
 
3. Click the “To” button on the screen that pops up, then double click my name 

to get the message to me.   
 

 
 
 
 
 
 
 



4. Write your message then click “Send”. 
 
 

 


