
How	
  to	
  use	
  the	
  in-­‐site	
  messaging	
  

Find	
  the	
  care	
  you	
  need.	
  Hire	
  who	
  you	
  want.	
  



Click	
  here	
  to	
  
open	
  your	
  
mailbox.	
  

Viewing	
  your	
  Mailbox	
  



Unread	
  
messages	
  will	
  be	
  
highlighted	
  in	
  
pink.	
  To	
  open	
  the	
  
message,	
  click	
  
on	
  the	
  subject.	
  

Click	
  the	
  red	
  X	
  to	
  
delete	
  the	
  
message.	
  

Viewing	
  your	
  Message	
  



Click	
  the	
  Reply	
  
button	
  to	
  open	
  
the	
  response	
  
message	
  box.	
  

Write	
  your	
  
response	
  here.	
  

Click	
  Send	
  Reply	
  
here.	
  

Replying	
  to	
  a	
  Message	
  



You	
  will	
  see	
  this	
  green	
  
message	
  box	
  if	
  the	
  
message	
  was	
  successfully	
  
sent.	
  

Sending	
  your	
  Message	
  



Deleting	
  Messages	
  

Tip:	
  Once	
  a	
  
message	
  is	
  
deleted,	
  it	
  
cannot	
  be	
  
retrieved	
  later.	
  

Read	
  	
  messages	
  
will	
  not	
  be	
  
highlighted	
  
anymore.	
  

Click	
  the	
  red	
  X	
  	
  
to	
  delete	
  the	
  
message.	
  



Click	
  here	
  to	
  see	
  
your	
  sent	
  
messages.	
  

To	
  read	
  
previously	
  sent	
  
messages,	
  click	
  
on	
  the	
  subject.	
  

Click	
  the	
  red	
  X	
  to	
  
delete	
  the	
  
message.	
  

Viewing	
  Sent	
  Messages	
  


