
Send or View a Secure Web Message



The data you see in this tutorial is completely fictitious. It was made for 

instructional purposes only. Any resemblance to a real person or business 

is completely coincidental.



To contact Maine Paid Leave, you can send and view secure web messages. To do so, first log in to the 

portal using the email or username and password you registered with. If you have not yet registered, 

please refer to the Registering for Employers tutorial.



Once logged in, click the More… tab.



In the Messages panel, click View Messages.



Then click Send a Message.



Select one of the options listed. 



Iyour message is regarding a specific period, select the period. Otherwise, select "This message doesn't 

concern a specific period."



Select a message area. On the next page, you may also be asked to select a message category. 



Enter in your subject and message, then scroll down. 



You may click Add Attachment to include an attachment with your message.



When finished with your message and attachments, click Send.



To return, click Messages or your business name in the top left corner.



When a reply has been received, it will appear in the Inbox in the Messages page. Click on the subject 

to open the message.



If you need to follow up, you may click Reply.



Click here for more tutorials!

http://www.maine.gov/paidleave
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