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Foreword 

This manual introduces the new LabBook Messaging feature for exchanging information between 

LabBook users. It is accessible to all users. 

 

Messaging interface overview 

Messaging is a feature available from LabBook 3.5 and accessible to all roles. To access it, click on the 

message icon on the Navbar. 

 

 
On the Messages page, you'll find a list of messages received and sent, with the option of reading or 

deleting a message, as well as downloading an attachment. 
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Unread messages received are automatically highlighted in bold, and messages sent and read have 

green icon. 

 
 

 

How do I send a message? 

To send a message: 

 
1. Click on the Send a message button to be redirected to the Message page. 

2. Choose a recipient based on the list of saved profiles 

3. Enter a title (object) 

4. Write the body of the message 

5. If necessary, attach a file by clicking on Browse to select the relevant file. 

6. Click on send message 
 

 


