
Step 1: Select Send a 
message/ask a question.



Step 2: Select dropdown icon.
Step 3: Select desired message type.
Step 4: Enter Subject and Message.
Step 5: Select Submit.

-NOTE- If you want to attach a document to 
the message:

Step 1: Select either Attachments and 
documents or Other topics
Step 2: Select Add to attach document(s).
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