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ACCESSING THE MESSAGE CENTER

1. Navigate to your portal's login screen.
2. Enter your User ID and Password, then click Login.

3. If the Message Center portlet does not display in your portal, click Message Center in
the top navigation menu.

RESULT:

You have successfully accessed the Message Center.






EL EMENTS OF THE INBOX SCREEN

Compose = Delete BE® New Folder |
Inbox( 22) Move To:l Drafts - IE
] Drafts( 1)
Inbox |
B sent mail )
View 1 - 10 of 24 fl23 Mexts
Deleted Items
8 T Trron——oromzinon lueecr
8 personal Folders - [ MylHieUser my1HIE LLC FW: Oct 07, 2010
|Zs] mel's folder (1) = @]
%5 mine (2) ¥ - = MylHie User my1lHIE, LLC Testing Oct 07, 2010
01:23 PM
s test =
M= my1HIE Admin my1HIE, LLC Oct 07, 2010
& My Contacts 01:08 PM
@ Add to My Contacts myl1lUP Admin My Workspace May 13, 2010
< Add to To O & 02:41 PM
il ABSTON, ME...
Gl ar ',
=] Rod A4 Mar 25, 2010
il ADMIN, MED... O i 03:53 PM

Number Description
1 Main Navigation Menus - Select menu options on the toolbar as required to
perform tasks such as compose messages, delete messages, and create folders.

Move To - Move selected messages to the folder chosen from the Move To drop-
down list.

N

Search - Enter search criteria in the box, then click IE' to search messages.

Per Page - Select the number of messages you want to view on a page.

Page selection - Navigate to other message pages, if multiple pages exist.

(o2 NS0 F-N OS]

Column headings - Click a column to sort messages on the column. The = icon
indicates the current sort column. Click the = icon to toggle the sort order
between ascending order and descending order.

7 Message information - == = unread message. = = read message. L= high
importance message. I = message includes attachments.







USING THE MIESSAGE CENTER

Creating Personal Folders

1. Onthe toolbar, click New Folder. A text box displays below the last existing folder.

Where is the Toolbar?

Compose = pelete | B Mew Folder | BT Download z# My Groups ® Help
Inbox({ 21) Move To: Inbox =
=] Drafts{ 1)
Drafts I
bﬂ View 1 - 1 af 1 Par Paga
5 Personal Folders Dremonstration  Covisint message 2 Oct 02, 20

2. Type the name of the new folder in the text box.

Compose ‘

Inbox( 22) 1 Tu:lDraﬂs = E
Drafts{ 1
B Drafts( 1) nbox

@ Sent Mail
View 1 - 10 of 24

L % | |mom JoRaan
L] ORGA

ﬁ Personal Folders - H@Hie User mylH]I
[Z5] mel's folder (1) ]
25| mine (2) + o My1Hie User my1H]
=&l test = )
| u my1HIE Admin my1H]

3. Click anywhere on the screen and the new folder is added to your personal folders menu.
The new folder is also available in the Move To: drop down menu.

RESULT:

You have successfully created a personal folder.
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Creating and Sending a Message

1. Onthe toolbar, click Compose. The Compose window displays.

Where is the Toolbar?

Compose ‘= Delete | % NewFolder | B Download = My Groups
Inbox( 21) Move To: Inbox >
=] Drafts{ 1)
Drafts |
B sentvs View 1 - 1 of 1

FT o lowomonfwea |

5 Personal Folders Demonstration  Covising message 2

™ send ‘ ™ Save as draft ‘ . 4 ‘ X Cancel & Attach ~ |

Inbox( 22)

Compose
E Drafts{ 1)
@ To
@ Sent Mall
@ Deleted Items @ CC:
|§ Personal Folders
v "
[Z5 mel's folder (1) ~ © ecc;
& mine (2) = SUBJECT |
s test = = —_— — :
—— [ izEE sEza@n-.. - 7 |

& My Contacts

@ Add to My Contacts [ Message body area ' Formatting Controls
+ Add to To

2. Click the add icon beside, To:, CC:, or BCC: to display the User Directory window,

where you can search for and select the people or groups to which you want to send a
message.

a. Type the name (or partial name) of the user or group in the Type in name field.

b. If you want to restrict your search, click the Include drop-down arrow and select
a filtering option from the list. The default selection is All - all users and groups

available on your portal will be searched for the data you entered in the Type in
name field.

Click Find. The screen refreshes, and the search results display.

d. Select the check box of each user or group to which you want to send the
message.

e. Click OK. The User Directory window closes and the selections display in your
message.

3. Optional - type the message subject in the SUBJECT field.



Using the Message Center

4. Type your message in the main arrow of the window. Use the formatting controls as
desired.

5. Optional - perform any of the following:

a. attach afile to the message by clicking Attach. Follow the on-screen prompts to

attach files stored on My Computer (files available from your PC), or files stored
on the Secure File Exchange system.

Where is Attach?

B send ‘ ™ Save as draft ‘ | | ' ‘ X Cancel

Inbox( 22)
[ Drafts( 1)
Bgl sent mail

fil Deleted Items

|5 Personal Folders

|Za| mel's folder (1) + @ P

Gl mine (2) ~ SUBJECT:

|58 test + = —— = .
— [BroEE EsamE-s |

&. My Contacts
@ Add to My Contacts

» Add to To

Important: If your organization does not use Covisint Secure File Exchange, the
drop-down menu does not display. In that case, click Attach and follow the on-
screen prompts to attach files available from your PC.

b. mark the message as important by selecting the exclamation point check box.
Where is the exclamation point?
™ send P save as draft
' Inbox{ 22}
[ Draft=( 1) Select the check box to
indicate "High Importance.”
g
@CE:
q Personal Folders
ol mEl's folder (1) - a BCC
sl mine (2) * SUBJECTS
r—;_ BIODEE SEEIEE- s 1
& My Contacts
6. Click Send.
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RESULT:

You have successfully created a message.
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Deleting Messages

See Managing Messages
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Deleting Personal Folders

@ You can delete only your personal folders.

1. Move or delete all existing messages from the folder you want to delete. You cannot
delete a folder that contains messages.

2. Click the drop down arrow at the far right of the folder name. A menu displays.

Where is the drop down arrow?

Compose = elete B? New Folder F~ Download -} My Groups
Inbox( 22) Muove To:l Drafts - I E
] Drafts{ 1)
Inbox []
B sent mail _
View 1 - 10 of 24 [23 Nexts

@ Deleted Items

8 personal Folders Jie User  my1HIE, LLC FW:

|Z5) mel's folder (1)
|z mine {2) = 2 User my1HIE, LLC Testing

[E) test =

mulUTE Admin_ mw1UTE 117 I wnatte Halli dawr

3. Click Delete folder.

Compose " Delet B% New Folder | BT Download | =& My Grou
Inbox( 22) Move Tn:l Drafts = E
4 Drafts{ 1) Tl

@ Sent Mail
View 1 - 10 of 24

E Deleted Items
= R FRON

L‘S Personal Folders

55l mel's folder (1) | pelete Folder

|5l mine (2) + Rename Eol my1HIE, LLC Testi

| L toct o

RESULT:
You have successfully deleted personal folders.

10
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Downloading Messages

1. Navigate to the selection option whose messages you want to download.

B

Where are the selection options?

Compose = Deleta B? New Folder BT Download ‘ -} My Groups -

Inbox({ 22) Move Tc::l Drafts -] m
Drafts( 1
B Drafts( 1) Inbox .

b sent mail
View 1 - 10 of 24
@ Deleted Items

[23 Mexts

orcavizATn

|5 Personal Folders my1HIE, LLC FW:

IZa] mel’s fnlder(l) gIptons

|5l mine (2) vl_ = MylHie User my1HIE, LLC Testing

— teSt ~ e d DITE A Aevafen  wvnned DITE 0§ 7 I R L P | L
e Inbox

e Drafts

e Sent Mail

e Deleted Items
e Personal Folders

Click Download. The system assembles the messages n the selected folder in a zip file,
and a file download window displays.

Click Save.
Navigate to the location to which you want to save the download zip file.

Click Save. A zip file containing HTML versions of all the messages in the folder you
selected at step 1 is saved to the chosen location.

RESULT:

You have successfully downloaded messages. You can read your downloaded
messages at any time.

11
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Drafting a Message

1. Onthe toolbar, click Compose. The Compose window displays.

Where is the Toolbar?

Compose | = Delete

Inbox{ 21)
=] Drafts{ 1)

q Personal Folders

™ nNew Folder ¥ Downlozad

=& My Groups

Move To: Inbox

Drafts
View 1 - 1 of 1

FT o lowomonfwea |

Demonstration  Cowvisint

message 2

s o W o e

Inbox( 22) Compose

E Drafts{ 1) =

@ Sent Mail @ “

@ Deleted Items @ CC;

|§ Personal Folders
|Z5l mel’s folder (1) ~ @ ok
&l mine (2) ¥ SUBJECT: |
e ||n FDEE  “"FSEERANT-s: -0 W ‘l
I 1

& My Contacts
@ Add to My Contacts

w Add to To

' Message body area ' Formatting Controls

2. Click the add icon beside, To:, CC:, or BCC: to display the User Directory window,

where you can search for and select the people or groups to which you want to send a
message.

a.
b.

Type the name (or partial name) of the user or group in the Type in name field.

If you want to restrict your search, click the Include drop-down arrow and select
a filtering option from the list. The default selection is All - all users and groups

available on your portal will be searched for the data you entered in the Type in
name field.

Click Find. The screen refreshes, and the search results display.

Select the check box of each user or group to which you want to send the
message.

Click OK. The User Directory window closes and the selections display in your
message.

3. Optional - type the message subject in the SUBJECT field.
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4. Type your message in the main arrow of the window. Use the formatting controls as
desired.
5. Optional - perform any of the following

a. attach afile to the message by clicking Attach. Follow the on-screen prompts to

attach files stored on My Computer (files available from your PC), or files stored
on the Secure File Exchange system.

Where is Attach?

™ send ‘ B Save as draft ‘ . ‘ X Cancel

Inbox({ 22}
[ Drafts( 1)
Bg sent mail

fil Deleted Items

Compose

|& Personal Folders

|Z4l mel's folder (1) + @ P
Gl mine (2) ¥ SUBJECT;
58] test + = —— = .
l— ”EBIEi:E_: ‘.?*E.:_-E'Sme

& My Contacts
@ Add to My Contacts

- Add to To

Important: If your organization does not use Covisint Secure File Exchange, the
drop-down menu does not display. In that case, click Attach and follow the on-
screen prompts to attach files available from your PC.

b. mark the message as important by selecting the exclamation point check box.

Where is the exclamation point?
™ send | P save as draft
. Inbox{ 22}
[ Drafts( 1) Select the check box to
9 indicate “"High Importance.”
Q
5 Personal Folders
| mel's folder (1) + a LER
| mine (2) - SUBJECTS
['7 BIrIODEE FEEIANTE- - 1
& My Contacts

13
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6. Onthe Compose window toolbar, click Save as draft.

RESULT:

You have successfully drafted and saved a message.

14
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Forwarding Messages

See Managing Messages

15
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Managing Draft Messages

1. Navigate to the drafts folder.

Where is the Drafts folder?

Compose = Delete B? New Folder F© Download -jr My Groups

Inbox{ 22) -
{| Drafts( 1)~
[ prafts( Inbox ]

Bgl sent mail _
View 1 - 10 of 24 [123 Nexts

@ Deleted Items
- | Jron ——Jorwaamon

[ Personal Folders MylHie User mylHIE, LLC FW:
Lg

|Z5l mel's folder (1) *
[Z5] mine (2) = ~ MylHie User my1HIE, LLC Testing

|5 test -

e M L% o ol W s e W I e o ol B B [ e W I | e e

2. Open the message by clicking any text in a column of the message .

Where do | click to read the message?

Compose = Delete " new Folder ¥ Download @ My Groups
Bl nbox( 21) Mn-.veTn:] Inbox - IE
=] orafts( 1)
_ Drafts [
G sent Mail
View 1 - 1 of 1 Per Paga

! Deleted Items u

ﬂ Personal Folders

Demonstration  Covisint message 2 Oct 02, 200
Za| mel’s folder (1) - PortaliMe 03:43 PM
il mine (2) - ul (5 | Group:
! Madical Services

test -
- Portal/Melanie’s

& My Contacts Group 2

3. Perform any of the following:

Note: When you use Message Center, you can communicate only with other
registered portal members.

¢ Read the message
e Forward the message to other portal members by clicking Forward.
e Reply to the sender of the message by clicking Reply.
e Reply to all the people on the message distribution list by clicking Reply to All.
e Delete the message by clicking Delete.
4. Click Inbox when you have finished managing draft messages.

16



Using the Message Center

RESULT:

You have successfully managed your draft messages.

17



Message Center User Guide

Managing Messages

1. Navigate to the folder containing the messages you wish to manage.

e Inbox
e Drafts
e Sent Mail

e Deleted Items
e Personal Folders
2. Open the message by clicking any text in a column of the message.

Where do | click to read the message?

Compose = pelete ¥ New Folder | F Download @ My Groups
Bl nbox( 21) Move To inbos -IE
[=] Drafts( 1)
Drafts I
M View 1 - 1 of 1 Per Page
_A Personal Folders Demonstration  Covising message 2 oct 02, 200
2| mel’s folder (1) Portal/Me 03:43 PM
Sl mine (2) - ul (5 | Group:
! Madical Services

test -

Portal/Melanie’s
& My Contacts Group 2

3. Perform any of the following.

Note: When you use Message Center, you can communicate only with other
registered portal members.

¢ Read the message
e Forward the message to portal members by clicking Forward.
e Reply to the sender of the message by clicking Reply.

e Send a reply to all the people on the message distribution list by clicking Reply to
All.

e Delete the message by clicking Delete.

@Deleted messages are moved to the Deleted Items folder.

Where is the Deleted Items folder?

18
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Compose = Delete F? nNew Folder ‘ P~ Download ‘ -:4 My Groups ‘ ‘ |

Inbox({ 22) Move To:l Drafts hd i E

w4 Drafts( 1

ety Inbox | Q
Sent Mail

@ ent Mai [M23 Nexts PerPagelw vi

Deleted Items
o e | owrere_|B

Deleted Messages are
moved to Deleted ltems
15 Personal Folders

E LLC FW: Oct 07, 2010
[Z3) mel's folder (1) ~ [ﬁ] 01:31 PM
[ZE mine (2) « - = My1Hie User my1HIE, LLC Testing Oct 07, 2010
01:23 PM
5@ test = .
M = my1HIE Admin my1HIE, LLC Oct 07, 2010
& My contacts 01:08 PM
@ Add to My Contacts mylUP Admin My Workspace May 13, 2010
< Add to To O &4 02:41 PM
fll ABSTON, ME...
3 = Rod A4 Mar 25, 2010
ADMIN, MED...
. 03:53 PM
_ I i

4. Click Inbox when you have finished managing messages.

RESULT:

You have successfully managed your messages.

19
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Moving Messages to Other Folders

20

1. Select the check box of each message you want to move.

Where are the message check boxes?

Compose = Delete ® new Folder ¥ Download = My Groups ¥ Help
' Inbox{ 21) Move Toc| Drafis -I E
] Drafts{ 1)
= Inbox [
Sent Ma

View 1 - 10 of 24

a fz3 Hexts Per PaM|
Deleted Itams I

FRCM
|5 Personal Folders T

i : Oct 07, 20
==l mel's folder (1) ~ 01:31 PM
S mine (2) T F & My1Hie User mylHIE, LLC Testing Oct 07, 20

01:23 PM

2. Select the destination from the Move To: drop down menu (such as Deleted, Drafts,
etc).

Where is the Move To drop down menu?

Compose = Delete ® New Folder T Download =% My Groups ® Help
. Inbox{ 21} Move To:| O L3 E
(] Drafts( 1) Sent Mail
Bl sent Ma Inbo Deleted llems

mel's foldar ParPags

& Personal Folders

£ MylHie User mylHIE, LLC  FW: Oct 07, 20
ral
s mel's folder (1) = ﬂ 01:31 PM
5 mine (2) = &= MylHie User  my1HIE, LLC  Testing Oct 07, 20
01:23 PM

3. Click GO. The messages are moved to the selected destination folder.

RESULT:

You have successfully moved messages to other folders.
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Permanently Deleting Messages

1. Click the Deleted Items folder.

2. Select the check box of each message you want to permanently delete from your
message center.

Where are the message check boxes?

Compose = Delete ® new Folder ¥ Download = My Groups ¥ Help
' Inbox{ 21) Move Toc| Drafis -I E
] Drafts{ 1)
- Inbox [
Sent Ma

View 1 - 10 of 24

W Deleted tems -

|5 Personal Folders

| |FRom
L

filz2 Hexts Far Pam|

" ie Oct 07, 20
_sl mel's folder (1) -~ 1 01:31 PM
= mine (2) * F & My1Hie User my1HIE, LLC Testing Oct 07, 20
01:23 PH

F Download =% My Groups ® Help

- Inbax{ 20)

& prafts{ 2)

L‘ Fer Fape

I& Personal Folders Mar 25, II.I|
—a mel’s folder (1) - 08:18 AM
I2al mine2 (2) Hospital

4. Click OK to confirm deletion.

RESULT:
You have successfully deleted messages from the message center.

21
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Reading Downloaded Messages

1. Navigate to a zip file of HTML messages you previously saved by performing
Downloading Messages.

2. Unzip the file into a folder of your choice.
3. Double-click the unzipped index.htm file to read the messages in your web browser.

RESULT:

You have successfully read downloaded messages.

22
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Reading Messages

1. Navigate to the folder of the message you wish to read.

Where are the folder options?

Compose = Delete  new Folder ¥ Download =& My Groups M Halp

[ Drafts{ 1) |
Sent Mail
ﬁ h 23 Mexts PerPage
B ocleted tem: -mmm-
- DA
EP’E'“‘““' Folders - [  mMylHie User mylHIE, LLC FW: Oct 07, 20
il mel's folder (1) ~ ] 01:31 PM
2l mine (2) ~ [ G "iHieUser mylHIE LLC Testing Oct 07, 20
D1:23 PM
tesk *
- ¢ = s My1lHIE Admin my1lHIE, LLC Lynette Holli day Oct 07, 20
e Inbox
e Drafts
e Sent Mail

e Deleted Items
e Personal Folders
2. Open the message by clicking any text in a column of the message.

Where do | click to read the message?

Compose = Delete " new Folder ¥ Download =% My Groups

Bl nbox( 21) Mn-.veTn:] Inbox - IE

=] orafts( 1)

. Drafts I

G sent Mail

View 1 - 1 of 1 Per Page

Delated Items

o " a IRGANIZATION |SUBIECT

ﬁ' Personal Folders Demonstration  Cowvising message 2 Oct 02, 2008
| mel's folder (1) + Portal/Me 03:43 PM

Group;

8| mine (2} r (=4
! Madical Services
Portal/Melanie’s

& My Contacts Group 2

oml| test

RESULT:

You have successfully read a message. For other message operations you can
perform, refer to Managing Messages.

23
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Renaming Personal Folders

@ You can rename only your personal folders.

1. Click the drop down arrow at the far right of the folder name. A menu displays.

Where is the drop down arrow?

Compose = ek % new Folder BT Download | =% My Groups
- Inbox{ 21) Muowve Toc| Drafis vl E
B Drafts( 1)

Inbox |

@ Sent Mail
flz3 Mexts Far Page

Deleted [tems
- « A o forezanion ~osreym

j Personal Folders T User Selection Menu fYY: Ot 07, 20

2a| mel's folder (1) + 01:31 PM

%l mine (2) | Detote Foldor ”~ my1HIE, LLC  Testing Oct 07, 20
A 01:23 PM

- S AL i IE Admin my1HIE, LLC  Lynette Holli day oOct 07, 20
ﬂ, My Contacts L 01:08 PM

2. Click Rename folder.
3. Type the new name of the folder.

Compose = Delete ® new Folder ¥ Download | =& My Groups ® Help

. Inbsox( 20) Move Tn.| Drafls - | E

=] Drafts( 2)
g Sent Mail

@ Deleted ltems

Inbox
View 1 - 10 of 24 23 Nexts Per Pa

Oct 07, 3

LA;. Personal Folders

i=a} mel's folder (1) = 01:31 Pp
L2l mine2 (2] * Testing Oct 07, 3
- 01:23 P

my1HIE Lyn Oct 07, 3

4. Click anywhere on the screen to save the name change.

RESULT:

You have successfully renamed a personal folder.

24
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Replying to Messages

See Managing Messages

25
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Viewing the "Message Viewed" Audit Log

You can determine if users have viewed a sent message.

1.
2.
3.

4,

Navigate to the Sent folder in the Message Center.
Select the check box of each sent message you want to audit.

Click Audit Log. The audit log displays. An audit log section displays for each message
you selected at step 2. Each section displays:

e the date on which you sent the message

e the message subject,

e alist of message recipients

e acheck mark in the Viewed column for recipients who have viewed the message

Where is the Audit Log?

The Audit Log option displays on the main toolbar, after you click Sent Mail.

Compose = pelete P New Folder T Download E Audit Log =% My Groups ® Help

B nbox( 20) Move Too inbax
] Drafts{ 1)

Sent Mail |
Cofl Sent Mail
View 1 - T ol 7 Par Paga
—— | e [orcawizanosueEc |
[ personal Folders BLor e 3 C=eleoabotem, Covisint smile Mar 25
= SRl = T, y
—a! mel's folder (1} ~ I+ ' Foana i 2009
sl mine2 (2) - : 02:09 P

Compose = Delete B® New Folder | P" Downlnad ‘ B auditioa | w& Mv Groups ™ hHelp

No check mark indicates this person
Inbox( 20) = has it viewed the message.
[ Drafts{ 1) : —
@ Sent Mail

Person 1
@ Deleted Items

Person 2
L‘B Personal Folders Person 3
| mel's folder (1) ~ Person 4

To exit the log, click a folder in the left column.

RESULT:

You have successfully viewed the "Messages Viewed" audit log.
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