


Entering the Message Board
http://www.macpza.org/



Enter the Password: zasboard



Helpful Hint: If you access both the 
MACPZA and SWAA Message Boards, 

click “no” on the remember password prompt





Click on Any Message to Read



Reading Attachments to Messages

Click on the 
link to open 

and view 
attachments



Messages with Responses

Click on the 
original message 
on the left to see 
the message and 
all responses in 
the right frame

Or click on an 
individual 

response to see 
only one specific 
response in the 

right frame



Click on “Reply” at the top of any 
message in the right frame

Responding to a 
Message

Enter  & format 
Your response here

Click “submit message” 
when you are finished



Posting a New Message
Click “Post Msg” in 
the top left frame 

Select the forum to 
post your message 

under



Posting a New Message
Enter the title for 

the message

Enter the body of 
the message

Enter your name & 
e-mail address

Check the box if 
you have a 

document to attach 
(you’ll select the 
document later)

Click “submit
message” when you 

are finished



Attaching a Document to A Message

After message has 
been submitted, 

click “attach” 

Click “Browse…” to 
select the 

document to 
attach



Attaching a Document to A Message

Select the document to
attach to the message

After document
has been selected, 
click “upload this 
file” to complete 
the attachment



Attaching a Document to A Message
After document has been 
attached, you can click 

“attach” to attach 
another document; 
repeat the previous 
steps as necessary

When you are finished 
adding attachments, 
close the window to 

continue. 



Helpful Hints: 

Attaching a Document to A Message

• Document names cannot contain spaces.

• If necessary, rename the file before 
attaching to a message. 

• Documents with spaces in the name will not 
post on the message board 





Notification of New Messages
Scroll down to 

the bottom of the 
left frame

Click on the link 
to sign up for 

notification when 
new messages 

are posted



Notification of New Messages
Enter your 
password: 
zasboard

Enter your 
e-mail address

Enter your
user name 
(optional)

Click “Submit” 



Notification of New Messages

Confirm the
information 

entered in the 
previous screen

Select the forums 
you would like to 

receive 
notifications of 
new messages
(default is all)

Select your 
preferred format

Click “submit” 
when finished 



Notification of New Messages
Use this same process to…

• Change/Update your contact 
information

• Change your notification 
preferences

• Stop receiving e-mail 
notifications



Notification of New Messages

Helpful Hint: 

• You will only receive one e-mail notification 
per day that a new message is posted.

• If multiple messages are posted in a day 
you will receive only one e-mail notifying 

you of all of the new messages.
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