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To access your inbox, click on the top menu bar, or hover over and click the section of yourInbox Inbox 
inbox ( , , etc.) you want to view. The tab is shown by default when youMessages Documents Documents 
simply click Inbox. To take action on a particular item, just click on its name.

Clicking the sub-tab displays all past actions you’ve taken for that particular item type, allowing youHistory 
to quickly view everything you've completed in PowerDMS.

Note: Discussion As you can see, you can also view history; however, keep in mind that this feature is only
available for documents.

To view your sent or received messages, click the tab.Messages 



To reply to a message, simply click on it, then click and fill out the body of the message:Reply 

If you've been given the necessary security privilege, you can also select the checkbox toCopy as Email 
notify message recipients externally, assuming they have valid e-mail addresses on file in PowerDMS.

Click to send your message, or to save it for later.Send Save Draft 


