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Foreword

This manual introduces the new LabBook Messaging feature, which enables the exchange of 
information between LabBook users. It is accessible to all users, regardless of their rights.

Introducing the messaging interface

Messaging is a feature available in LabBook 3.5 and accessible to all roles. To access it, click on 
the message icon on the Navbar to the right of the user profile icon.

On the Messages page, you'll find a list of received and sent messages, with the option of 
reading or deleting a message, as well as downloading an attachment.

Unread messages received are automatically highlighted in bold, and messages sent and read are 
indicated by a green icon.
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How to send a message

To send a message, you need to: in each folder, in the "Action" column, click on the down 
arrow next to the "i" icon, to access several choices:

Click on the send message button to be redirected to the Message page.

Choose a recipient from the list of registered profiles  

Enter a title (subject)

Write the body of the message

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

Click on send message
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Fondation Mérieux
Fighting infectious diseases since 1967

www.fondation-merieux.org


