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How to...
View and send messages

1. Sign into your account.

If you have one agreement with us, once you have 
signed in you will be taken to your availability page. 

From any other page, click on the Agreements icon.

2. If you have a group of agreements, select the  
account from the list that you wish to view by clicking 
on the name. You will then be taken to the Agreement 
Summary page. 

3. If you have a new message, a pop-up window 
will advise you. Message alerts display as a red circle 
on an envelope icon at the top right hand side of the 
screen. Click on this to view your messages.

In this example there is one new message showing.

From time to time our team will send you messages, for example; Disputed Invoice. You can respond directly to the 
sender from the Messages tab. You can also send messages to us.
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4. Once you click on the envelope icon, the following 
screen will load.

5. To view your new message, select Dispute  
message to CM User in the Message Type field  
and click on Message Level All.  

If the message is not about a dispute, click on the 
Non-Disputed button.

6. Click the tick box next to the message and view 
it on the right of the screen.

Please note: You can extend the message box size 
by moving the margins. Hover your curser over the line 
then left click and drag the screen until it is the size 
you want it.
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8. You can also view your sent messages from the 
message screen. This time, choose Dispute Message 
from CM from the Message Type field, click on the 
Disputed button, check the tick box next to the  
message and view it on the right of the screen.

7. This extended message box example shows  
the reply window. Once you click the Send button,  
confirmation of delivery will show in your notifications 
page.
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9. You can use this message system for a variety of 
reasons. This example shows a Funding Limit request. 

Click on Create Message and select Funding Limit 
Request as your Reply Message Type.

10. Include a subject, value required, account name 
and number and click Send.

Sending a message: 

11. Your notification screen will confirm that the 
message was sent.


