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LALAAYI Messaging System 

Step 01 – Opening the Messaging system 

LALAAYI includes its own messaging system so registered users can communicate with other LALAAYI 
users and, where permitted, send business-related email to people outside LALAAYI.  
Messages written by users are kept separate from automatic system alerts. Human-written 

communication is found under Messages, while system-generated alerts remain under 

Notifications .  

Click Messages in the top menu to open the Messaging system. 

 

The first page displayed is the Inbox.  

Across the top of the Messaging page you can see the available message areas:  

Inbox — messages received from other LALAAYI users.  
Sent — internal messages you have sent to registered LALAAYI users.  

External Sent — emails you have sent to people outside LALAAYI.  
Archived — internal messages you have archived.  

External Archived — external emails you have archived.  

Compose — create a new internal LALAAYI message.  
External Email — send an email to an address outside LALAAYI.  

Folders — create and manage your own message folders.  

 
The dark-coloured button shows which section you are currently viewing. In the screenshot 

above, Inbox is selected.  

 
Messages in the Inbox show the sender, subject, a short preview of the message, the date and 

time, and whether the message has been read. 
 

The New message button can also be used to begin composing an internal message. 
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Step 02 — Composing an internal message 
  
To create a new internal LALAAYI message, click Compose or the New message button from 

the Inbox.  
 

The Compose message page opens. At the top of the card, the Message type is set to Internal 

LALAAYI message.  
 

Under Direction, choose who should receive the message.  
 

For a Business Owner, the available options can include:  

 
LALAAYI Site Administrator — sends a direct message to LALAAYI administration.  

 

Farm staff / management — allows you to select Managers, Workers or other staff who have 
been added to and approved for your company. If no staff have been added yet, there will be 

nobody available to select.  

 

All farm users — sends the message to everyone attached to the company except yourself.  

Enter a Subject and write the message in the Message field.  
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The compulsory fields are shown with the normal LALAAYI yellow background and red 
asterisk. 

At the bottom of the form, Also send by email can be selected. When this option is ticked, 

the message is still stored inside LALAAYI, but an additional copy is also sent to the 
recipient by email. 

Let’s create an internal LALAAYI message to the site administrator. 

 

Step 03 — Sending your first internal message  
 

For this first test, leave LALAAYI Site Administrator selected under Direction. Enter a subject 
and write your message. 

  

If Also send by email is ticked, LALAAYI will keep the message inside the Messaging system 
and will also send an email copy to the recipient.  

 

When you are ready, click Send message. 
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After the message is sent, LALAAYI opens the Sent folder and shows the me ssage you have just 

sent. Click the message to open and review it. 

 

 

The Sent button is shown as the active dark-coloured section.  
 

The message card shows the subject, the sent date and time, the company it was sent from, 

and the message text.  
 

Under Recipients & read status, LALAAYI lists each recipient and shows whether that person has 

opened the internal message.  

 
A status of Not yet read means that the recipient has not yet opened the message inside 

LALAAYI. It does not indicate whether the optional email copy has been delivered or read.  

Click Back to Sent to return to the list of internal messages you have sent.  

 



LALAAYI Help · LALAAYI Messaging System · Updated 10 Oct 2026 · Page 5 of 14 

Step 04 — Checking the email copy 

If Also send by email was ticked when the internal message was sent, the recipient can open 

their normal email program and check the Inbox.  

 

 
 

The email is an additional delivery copy of the LALAAYI message. The original message 
remains stored inside LALAAYI under Sent.  

The email copy and the LALAAYI read status are separate. A recipient may receive the email 
while the internal LALAAYI message still shows Not yet read until that person opens the 

message inside LALAAYI.  
In this case, the recipient logs in and checks the top menu. 

 

 

The top menu shows that a new LALAAYI message has arrived. When the recipient clicks 

Messages, the Inbox opens and the new message is marked as unread. 
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Click the new message to view its contents. 
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Below the message is the reply card. If the recipient wants to reply, enter the response in the 

Reply field and click Send reply. The reply is stored inside LALAAYI as part of the message 
conversation. If “Also send by email” is selected, an additional email copy of the reply is sent to 

the original sender’s registered email address.  

 

Enter your reply message and click the “Send reply” button. 
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The reply is now shown in the Sent folder of the person who sent it. 

 

12 

The sent reply can be opened for viewing. 
 
Now let’s see what the Test Owner sees on the dashboard. 
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The Test Owner can see in the top menu that a new message has arrived. Click Messages to open 

the Inbox. 

 

Test Owner can see that the message is a reply to the earlier message sent to the Site 

Administrator. To read the response, click the message.  
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Test Owner can now read the reply and, if required, continue the conversation by replying to the 
Site Administrator’s message. 

Now let’s see what happens when an authorised LALAAYI user sends an email to an external 
address. For example, a farmer may want to contact a local veterinary clinic. 



LALAAYI Help · LALAAYI Messaging System · Updated 10 Oct 2026 · Page 11 of 14 

 

 

Click Compose, then choose External Email. The External Email form allows authorised users 

to send business-related emails to addresses outside LALAAYI. 
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Complete the required fields: the recipient’s email address, the subject, and the message.  
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As each required field is completed, its background changes from yellow to white. If needed, one 
or more permitted files can be attached to the email. 

When the message is ready, click “Send external email”. LALAAYI confirms that the email has 

been sent and stores a copy in External Sent.  

Emails sent to outside addresses are kept separate from internal LALAAYI messages.  
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To view the email you just sent, click it in External Sent. 

 

LALAAYI stores a copy of each external email in External Sent. Any reply from the external 

recipient goes directly to the sender’s registered email address. LALAAYI does not capture or 
import those replies into the Messaging system.  

 

 

The external recipient receives the message in their normal email inbox. 

 


