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Sending a Message to Landgate 

 

a) Navigate to the Cases dashboard in the Client Portal. 

b) Locate the relevant case, then select Message Landgate from the action drop down list on the far 

right. 

 

 

 

 

c) Messages are saved directly to the case and can be viewed by selecting View Case Details from 

the action drop-down list on the far right. 

 
 

d) Select the Communications tab to view all sent messages associated with the case. 

 
 

 

 

 

 



 
 
 

3 
 

e) Message details can be viewed by clicking the Communication ID or by selecting View Details 

from the action drop-down list on the far right. 

 

 

f) Messages are received directly by the Landgate officer assigned to action the case. Where a 

case has not yet been assigned, the message will be received by a Team Leader. 

 

g) All messages sent can be viewed in the Case Communication table by selecting the My Sent 

Communications filter. The search function allows you to search across all table columns.  
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Receiving a Message or Information Request 

 

A communication received from Landgate will be either: 

• Message – provides an update or information and may include attachment(s). 

• Information Request – requests a response or additional information and may include 

attachment(s). 

An email notification is received by the case contact and will include links to the associated case and the 

message or information request. 

There are two locations within the Dashboard where you can view messages and information requests. 

1. Cases Dashboard 
 

a) Navigate to the Cases dashboard in the Client Portal. 

b) Locate the relevant case and select View Case Details from the action drop down list on the far 

right. 

 
 

c) Select the Communications tab to view all messages and information requests associated with the 

case. 

 

2. Communications Dashboard 
 

a) Navigate to the Communications dashboard in the Client Portal. By default, My Open 

Communications will display which includes all unread messages and unactioned information 

requests. 
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b) Locate the relevant communication, then either select the Communication ID hyperlink or choose 

View Details from the action drop down list on the far right. 
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Replying to a Message received from Landgate 

 

Messages are identified by the Communication Type “Message” in the Case Communication table. 

 

There are two actions available for Messages: 

✓ View details – displays all information relating to the message, including any attachments. 

✓ Mark as read – marks the message as Read and moves it to My Closed Communications, removing 

it from the default My Open Communications list. 

Note: to reply to a message, create a new message as described in Sending a message to Landgate on 

page 2 of this document. Where relevant, include the original Communication ID as a reference. 
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Responding to an Information Request from Landgate 

 

Information Requests are identified by the Communication Type “Information Request” in the Case 

Communication table. 

 

 

There are three actions available for Information Requests: 

✓ View details – displays all information relating to the information request, including any attachments. 

✓ Reply with information – opens a response form where you can provide the requested information 

and attach supporting documents. Once submitted, the information request is moved to My Closed 

Communications, removing it from the default My Open Communications list. 

✓ Mark as No Reply Required – use this option when a response is not required, such as when you 

have already provided the requested information. The information request will be moved to My Closed 

Communications, removing it from the default My Open Communications list. 

 

 


