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Tutorial: How Messages Are Organized in My 
Business Mailbox  
 
Your time is valuable and Briz is about maximizing your time with the most 
efficient tools possible.  Your business mailbox is a shared mailbox.  That means 
that all employees or owners of your organization that you give communication 
access to will be able to send, receive, and view messages in your business 
mailbox.  If an employee responds to a message you’ll see that they have 
responded, and you’ll be able to see the response.  You no longer have to worry 
about duplicating work or being unorganized when communicating with clients. 
 
See the next page. 
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Step 1 
 
Click on “Messages”, under your business.  
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Step 2 
 
Your messages will now appear in order starting with the most recent.  You can 
also view your messages from your other business locations by using the scroll 
menu below. 
  

 


