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My Inbox 

From your Home screen the My Inbox will be located at the top of your screen in 
the Menu Bar.   

 
If you have mail in your Inbox, you will not see the icon.  Instead you will see a 
yellow circle with a number which indicates the number of unread messages.  This 
will give you a preview of the ten most recent messages. 

 
 

To see all the items in your Inbox click on the area highlighted in red below “Click 
here to see all 2 items in your inbox.”  This number will change depending on the 
number of items in your Inbox.  
 

 
 
The items will display.  The items are hyperlinked, so you can click anywhere on a 
particular line to navigate to that that item. 
 

 
 
 



October 2019  Page 2 of 3 
 

The selected item will display. 
 

 
 
Drafts 

If a form was saved for later retrieval, it will be under the My Inbox menu. Click 
“Drafts” on the left side menu to retrieve the form. 

 
  



October 2019  Page 3 of 3 
 

The Draft documents will display.  Select the item that you wish to retrieve (items 
are hyperlinked), and the system will navigate to that item. 

 

 
 

Once the desired item is open, changes can be made and additional documents 
can be added by clicking the “Add Document” button at the bottom of the page.  
Make sure to complete all of the Deliverables prior to submitting any form.   
 

 
 


