Sendina Messades Mailbox Maintenance

Click on a name on the left of the Inbox
to reveal the messages for that contact.

A This is a message bubble

1337 2] @

Sorry to bother you, I need to send a texigeELRREELELES
record statuses. >
Delete message

A. Your outgoing messages will be
colored, any incoming will have a
white background.

B. In your inbox, message status
icons indicate if the message has
been read

. ' An opened envelope indicates
the message has been read

e D4 A closed envelope indicates that
the recipient has not read the
message.

. QA red exclamation point indicates
that the message has not been sent
(this may happen if there is a temporary
loss of connectivity)

C. The dropdown arrow next to the
envelope icon are message options
(Forward or Delete)

Create a new message
1. Clickon r-~

TIP: you can search by anything in
the user profile (first or last
name, title)

New Message

Tor| oTvpe recipients name

o 7 Type message here

A. Type the person’s name.

Note: you can only send Cortext
messages to other Cortext user:
in your directory (ies)

B. Type your message at the bottom
of the New Message window

C. Click Send

Request Callback

NOTE: You cannot
have a callback number
AND insert a photo on
Office: 898-5908 @) the same message.

Custom:

A. Clickon

Request Callback to

L @ Cand
A Request Callback to (716) 555-1212 ‘ =3z |

Documenting callback number 0
IGNORE ME!

B. Your defined Office number will
automatically populate. Click on Custom
field to put in a different number.(will not be
saved to your profile)

C. Type any additional message
D

. Click on Send

To send a photo:

1) In a new message, click on —

2) Select the photo from your computer or
device.

3) Add optional text,

4) Click Send.

¢ Photos must be in JPEG format, with a
maximum size of 260 KB.

e Users on a mobile device can snap
pictures and send them from within a
message.

¢ You can’t take a photo with the Desktop
Application, but you can attach a photo
that is saved to the computer.

e You can view and forward photos that
you receive.

¢ A reduced version of the photo appears
inside the message. To view it full-size,
click the photo.

Changing Status

@ Dawn Juliano
Busy — let’s contacts

know that you may not
reply immediately

Do Not Disturb — Will not
be able to send or receive
messages

' @ Available
Busy

@ Do Mot Disturb

Desktop: click on your name in the upper
right hand corner

SmartPhone: Upper right corner of the
app shows your status.

Click on the status indicator tap your
choice

Messages will stay in our mailbox for a
system determined amount of time
(usually between 2 weeks and a month)

Deleting Conversation

Inbox @
© Jacon Durant @ 13:38
s Erie County Medical Center - Netw...
In busy mode now
HIS MAY 04

# Erie County Medical Center
Reminder - Cortext Desktop client ove...

A. Click on the person’s name on the
left of the Inbox

B. Click on m the trashcan in the
upper right hand corner of the inbox

Deleting single message

13:37

Sorry to bother you, I need to send a texEeE I RutLEEY
record statuses.
Delete message

A. Click on the dropdown next to the
message

B. Select Delete message
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