
OVERVIEW PAGE
THREADED MESSAGING: START A THREAD

1. Navigate to the Style Overview page, click on the Notebook icon.                

Note: The notebook icon will turn pink when there is a message. 

2. The Tech Spec Comments window will open. Click New Comment.

3. The Create New Comment window will open. Fill in the category field by clicking on the down arrow and selecting from 
the drop down menu. 
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OVERVIEW PAGE
THREADED MESSAGING: START A THREAD (CONT’D)

4. Type ahead to fill in the subject field and new comment field. Make sure to sign the message. 

5. To choose Actors, click the box next to their name. All chosen actors will receive an email notification of the message 
along with any responses. Once all fields are filled out and actors are selected, click Post.

Note: All internal and external users included on the style can see ALL messages. If an external partner replies, 
no other external partner will see their reply. 
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