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1. Log into your account and select “Contact us”.

Jane.Doe@nowhere.com

2 Click “Add Subject”

Jane.Doe@nowhere.com

3. Make a selection
from the dropdown 
list and then add a  

topic/subject.

Jane.Doe@Nowhere.com



Jane.Doe@nowhere.com
1. Once you have 

selected your category 
and entered your topic 

click “Save”.

2. You can enter a message, 
attach files to be uploaded, or 

both from this window.



2. You can view your message.  Click 
the “Back” button when done.

1. If you are only entering a 
message, type your message in 

the message box and click 
“Save”.



1. If you need to upload a file, check 
“I need to attach a file”.

2. Click “Choose File” to browse for 
your  PDF file.



1. This is the file you selected.  Identify your 
file in the message box.2. Click “Save & 

Upload”.



1. Your message(s) 
and attached files 

are listed.

2. Click “Back” when done.



1. This is the information for entered messages.  Click the “Go Back” button 
to exit this feature when you are finished reviewing the messages.

Jane.Doe@Nowhere.com



THANKS!

@BmoreDhcd


