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1. Sign-in to the Member Portal and 
click on the CPSO Review Tile
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2. Click on a Case Number to review details
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3. Review Case Details and then click 
Schedule of Requirements
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4. Review the Case Requirements, then click 
on a Case Requirement
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5. Click Add Files to add any 
additional documents

6. Click Choose Files to 
select the files 

7. Click Add files to confirm 
submission

8. Click New Message to send 
a message from the 
requirement

9. Fill in the subject and 
message body

10. Click Attach Documents to 
attach documents to the 
portal message

11. Click Send Message
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12. Click Messages to review your messages
13. Click on a message to see more information
14. Click on the Document attached to the message 

to review it
15. Click Reply to reply to the message
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