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IMPORTANT NOTE: 
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“Moderator Online” 
means that an 
organization rep is 
logged in and available 

Select Chat Room & 
Click “Join Chat” 
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Messages from all users 
appear on the right 

Click and enter text you 
wish to send to all users in 
the room (Note: You may 
have to click “done” to 
minimize your keyboard) 

You will enter the chat session 
in the “Group Messages” area 
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You will see a number next to “Private 
Messages” indicating how many private 
messages you have received.  Click 
“Private Messages” to review them. 
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Click on the User Name to review 
“Private Messages  
 
Note:  A number indicates the 
number of private messages sent 
by the User awaiting review 
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Not shown:  After leaving a private chat,  
click the “Group Messages” to get back to 
the organization’s group chat session.  
 
Click  the “Rooms” tab to leave the chat room  
and enter a different organization’s chat session. 

Click “Back” to exit 
a private chat 


