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Viewing Correspondence 
 

 To view correspondence in iRIS, click My Correspondence on your iRIS home page. 

 



 Click the View Message icon to read the email message. 
 

 
 

 To reply to the message you must go into the study.  
 

 

 

 

Sending Correspondence 
 

 Click My Studies on your iRIS home page. 
 

 
 
 

 
 Click the Open icon to access the study. 
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  Click Study Discussion/Message Center. 

  Click Add a New Correspondence. 

 
 
 

  When this box is checked the message is sent within iRIS and to the recipient’s email 

address. It is recommended that you leave this option checked. 

 
 Click Recipient(s) to select the recipient(s) for your message. 
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 Click the check box next to the name(s) of the recipient(s). You may select more than one 

recipient. 

 
 

 When you have finished selecting recipient(s), click Save Changes in the top right corner of 
the screen. 

 

Adding Additional Recipients 
 If you need to send email to someone not on the list of recipients, click Additional 

recipient(s). 
 

 
 

 Click Add A New Contact. 
 

 
 

 Type the name of the contact and the email address of the contact. 
 

 
 Click Save and Return in the top right corner of the screen. 

Sending Correspondence 3/31/2005 4 



 Type a subject for the email message. 
 

 
 

 Click here to edit the content brings up the text editor for you to type your message. 
 

 
 

  When you have finished typing your message click OK. 
 
 

  Click Save Correspondence. 
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  Click OK. 

 
 

Responding to Correspondence 
 

  Click on Post a Reply to this Topic to reply to a message. 
 

 
 

  Click on the icon to view the message. 
 

  To post a reply to the topic, Click here to edit the content. 
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  Type your reply here. 
 

 
 

  When you finish typing your message, click OK. 
 

  Click Save Correspondence. 
 

 
 

  Click OK. 
 

 
 

  Your reply will be posted just above the original message. 
 

 

Sending Correspondence 3/31/2005 7 


	Viewing Correspondence
	Sending Correspondence
	Adding Additional Recipients
	Responding to Correspondence

