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This Quick Reference Guide (QRG) will provide an overview of the process for Creating a Message in the 
Employer Portal.  
 

 
 
 
Let us look at the steps in detail for Creating a Message. 

 

 
 

Step 1: 

1. From the ConnectiCare Home page, click the Secure Messaging tab. 

 
 
 
 

Purpose: Create a Message. 
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Step 2: 

The Message Center page displays.  

1. Click Create Message. 
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Step 3: 

The Message Subject screen displays. 

1. Select a Category from the drop-down menu. 

2. Select a Subcategory from the drop-down menu. 

3. Click Next. 
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Step 4: 

The Select Subgroup screen displays. 

1. Enter Subgroup ID in the Search field. 

2. Click Next. 
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Step 5: 

The Member Information page displays.  

1. Select the relevant option from the Search by drop-down menu. 
Note: Populate the fields on this page if your message is member specific. If you are not 

inquiring about a specific member, click next.  

2. (Optional) Search by Member ID. 

3. (Optional) Search by First/Last/SSN. 

4. Click Next. 
Note: For Billing and Payments messages, after clicking Next, you will be directed to the 

Billing and Payments screen, where you will be required to select your Billing Account 

Number from a drop-down menu. 
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Step 6: 

The Message Details screen displays. 

1. Enter text in Message field. 
Note: It is important to include specific and detailed information in your message. 

2. (Optional) Click Upload Files to add supporting documents. 

3. Click Submit. 
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Step 7: 

The Confirmation screen displays. 

1. Click Done. 

 
 
 

Step 8: 

The Message Center page displays.   

1. Click the Message ID to view message details. 
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Step 9: 

The Message Details screen displays. 

 
 

 

 

 
 

 

 

 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 

Thank 
You 


