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1. INTRODUCTION

1.1 About Government Mailing System (GMS)

Government mailing system is the web based communication suite for Government of United Republic of
Tanzania. The Government employees can read, send and organize email messages and manage and share
calendars, contacts, tasks, notes, files and bookmarks.
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1.2 How to access

1. Open the Web-Browser of your choice whether Internet Explorer, Chrome, Mozilla Firefox, Safari,
Edge, etc.

2. Inthe browser address bar, type the URL https://mail.your-institution-domain then press enter
button on your devices keyboard.

3. For example: mail.ega.go.tz, mail.latra.go.tz, mail.gov.go.tz

4. When successful, the login page to the GMS displays as shown below.

{8 Government Mailing System =\ X +

<& C | {8 https://mail.ega.gotz ¢ Type the URL here to
access GMS

The United Republic of Tanzania
Government Mailing System

username

Tu uri Password

°
Kuhesabiwa!
CIIRED) wewe Jo? & Forgot password? \ LOGIN
Ll ¢ park o

For any Technical inquiry, Please contact your ICT Support Team at : ictsupport@ega.go.tz
Copyright © 2014 - 2022 e-Government Authority. All Rights Reserved | GMS Version 4.0.0
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https://mail.your-agency-domain/
https://mail.your-agency-domain/
https://mail.your-agency-domain/
https://mail.your-agency-domain/

The site shows the Login screen, which is used to authenticate a user. Type in your email account
username (usually your email address) and password into the according fields. Hit the Login button or

press <Enter> on your keyboard to authenticate.

Taasisi

yva Umma

Hagkisha umesajili Miradi yako yote ya
TENAMA kabla ya kuanza kuitekeleza
ili kupata Ushauri wa kitaalamu na
kupunguza urudufu wa Mifumo

[ TEMBELEA v Sajili Mradi wa TEHAMA
WWW.gisp.gov.go.tz v'Omba Huduma ya TEHAMA
v Wasilisha TATIZO

“Tullengs Serikall Kidgrall”

www.ega.gotz

The United Republic of Tanzania

Government Mailing System

Username

Emmanuel.machange@ega.goAtz

Password

ssssssssens

& Forgot password?

€ park

For any Technical inquiry, Please contact your ICT Support Team at : ictsuppori@ega.go.iz
Copyright © 2014 - 2022 e-Government Authority. All Rights Reserved | GMS Version 4.0.0
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1.3 General view of user interface

Once authenticated, the screen of GMS is divided into functional parts which are explained here:

Ay | The United Republic of Tanzania S I —
o mmanuel Machange ¥
ga Government Mailing System =
. = A ( m B "
emmanuel.machange@ega.g.. § o u = 2 O 4, ¢ T & 09
Select Threads Options Refresh Reply Replyall  Forwarding Delete Archive Junk  Mark  More

& Inbox

YOUR MESSAGE
DISPLAYS HERE

Navigation through GMS has been made easy, just like counting 1,2,3, 4...

1. Main navigation menu

Main navigation menu (marked number 1) is located at the left of the page, this helps user to navigate
into different major features of the GMS system. This includes: Mail, Contacts, Notes, Calendar, Tasks
and Settings.
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2. Secondary navigation menu

Every main navigation menu item has sub-menus, to navigate into sub-menus of a given feature click on a
particular feature and list of submenus will be displayed in region marked number 2 in the figure above.

Example: The menu item (Mail) which is highlighted with the blue color show the current selection, under
which you have submenus like inbox, draft, sent etc.

3. Items list

When sub-menu is selected, the list of items under that submenu are listed in region marked number 3 in
figure above.

Example: The sub-menu inbox which is highlighted with the yellow color show the current selection, under
which received emails has been listed.

4. Content display
When item is selected from the list, the content for particular item is displayed in region marked number

Example: When particular email is selected from the list of inbox emails, contents of the email will be
displayed in region marked number 4 in figure above.

5. Account profile

On the top right there is a button with your name (marked number 5), this button provides quick access
to your profile and preference features such as my profile, out of office, change password.

- Your name L
o S O out of Office
€ Dark
B user Manual
? About
& Change Password

) Logout

5|Page GMS




2. EMAIL

2.1 Messages List

This part of the screen is displaying the list of all messages in the currently selected folder. The number of
messages displayed in the list and the total number of messages in that folder is stated right below the
list. According to your settings, this list only displays a limited number of messages at a time.

The United Republic of Tanzania

Government Mailing System

emmanuellmachange@egm: b “ - g - m = o
Compose Select Threads Options Refresh Reply Replyall  Forwarding Delete  Archive Junk

O Q kambey X v

& Drafts

A sent
Contacts

¢ Junk

e
ak

T Trash

W Archive

Navigate message list

Use the arrow buttons below the list to browse through the multiple “pages”.

€€ &£ Messages 51 to 100 of 79... 2 M

{+

The application periodically checks for new messages and will update the display if new emails arrived.
You can force this check manually by clicking the Refresh button in the email view toolbar.

h W —
Select Threads Options

Check for new messages

Q) search... ~
Emmanuel Machange o0 KB
Re: GMS TEST EMAIL: EMAIL S .

6|Page GMS




2.1.1 Open a Message for Reading

If the Preview Panel is visible, a single click
In order to open a message in full view or a

on a message will display it in the preview right below the list.
new window (depending on your settings), double-click it with

the mouse. Selecting a message in the list will also activate toolbar buttons that offer further actions

related to the selected message, such as re

The United Republic of Tanzania
Government Mailing System

=

Compose

emmanuel.machange@eg... 2

plying, forwarding or deleting it.

Tool bar

&2 Inbox

Q, search

Mail

= v

4 Drafts

o sent

Emmanuel Machange

als
-

Contacts

Re: GMS TEST EMAIL: EMAIL S

Mon 11:02

Emmanuel Machange

O Junk

Re: GMS TEST EMAIL: EMAIL S

preview panel

Mon 11:01

j Trash
L Emmanuel Machange

& Archive

Re: GMS TEST EMAIL: EMAIL S

Mon 11:02

Another way to open a message ina new b
choose “Open Link in New Tab/Window” fr:

rowser tab or window is to right-click on the subject and then
om the browser’s context menu.

Q Search... ~
Re: GMS TEST E
El el Machange MMon 11:02 From Emimz
S 4~ Reply To emims
= e date Mon 1
frmanue <y Reply all >
Re: GMS B Summary
Forwardin > =
Emmanuel i g 9 &= Print this message
Re: GMS W Delete
o _ X Download.. >
Emmanuel b B Archive Pr—
it as new
Re: GMS
Junk ]
Emmanuel N © B show source
= Mark >
Re: 6ms & _ B Move to... >
Emmanuel M . .o 5 -
Re: GMS I Copyto.. >
Emmanuel Machange Mon 11:01 I Open in new window I
Re: GMS TEST EMAIL: EMAIL S Y Create filter
Emmanuel Machange Mon 11:00
GMS TEST EMAIL: EMAIL SUBJ 88 Saveas event
L4 4 Messages 51 to 100 of 7. 2 a Sawve as task

v

7|Page
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2.1.2 Mark Messages as Read or Flagged

When opening an unread message for reading it’ll automatically be marked as read. This can also be done
directly in the list by clicking the unread star in front of the subject. Click it again to mark the message as
unread.

B Q search. >~ v

Emmanuel Machange Mon 11:02

Re: GMS TEST EMAIL: EMAIL 5

— " L . a am

If the flag column is visible (see Change message list columns) you can flag/un flag a message by clicking
on the flag column of the message row. Furthermore, there’s the Mark menu in the toolbar that allows you
to flag all selected messages with one click.

1
Q, search... ~ v

¥ Re: GMS
Emmanuel Machange Mon 171:0 From

Re: GMS TEST EMAIL: EMAIL 5 To

2.1.3 Change messages list sorting

The sorting order of the messages can be changed by clicking the column in the list header which you’d like
the messages being sorted by. Click it once more to reverse the order. The column used for sorting is
highlighted in the list header.

* .“ E $ : List options
Select Threads Refresh |

Sorting column Arrival date +
|
| Sorting order descending *
Search... v ‘
' List mode List s
EImianvel miduiidiygs INIRMD 111 |

Re: GMS TEST EMAIL: EMAIL S ‘

Ermmannal Marhanna Man 11072 |
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2.1.4 Threaded message listing

Instead of sorting messages by their date or subject, conversations spawning multiple messages can be
grouped together as “Threads”.

Go to options in the toolbar => toggle between List or Threads view on list mode field.

When in thread mode, groups of messages can be collapsed or expanded using the arrow icons in the
leftmost column of the message list.

I | : .
.. o, 5 List options x
Select Threac Refresh
Sorting column MNone e
Sorting order descending +
List mode List :
+ List

Threads

2.1.5 Selecting Multiple Messages

With a single click on a row in the messages list, the according message is selected and highlighted. By
pressing either the Shift or Ctrl keys on your keyboard while clicking on a message, you can select multiple
messages or unselect them.

There are also select option on tool bar menu. The menu allows you to select all unread or flagged
messages at once or to invert or reset the current selection.

Options Refr

Selection
Today 1
All
AR WA PILI
Current page Today 1
Unread nya Hospita
Today 1
Flagged
| WSSA
Invert Today 1
NISEA ADDIT

none
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2.2 Mailbox folders

On the left side you see a hierarchical list of all folders in your mailbox. Folders can be used to file email
messages by topic, sender or whatever you choose for organization.

&a Inbox

& Drafts

o sent
& Junk

T Trash

I Archive

Incoming messages usually appear in the Inbox folder which is the first item in the folder list.

There are some special folders which are used by the system to store sent (Sent) or deleted (Trash)
messages and where not-yet-sent message drafts (Drafts) are saved. These system folders are indicated
with special icons.

The number of unread messages in each folder is displayed at the right border of the folder list.

Click a folder in the list to show the contained messages in the message list on the right. The currently
selected folder is highlighted in the list.

Folders with hidden subfolders are indicated with a small [+] icon which can be clocked to expand or
collapse the folder tree.

2.2.1 Folder operations

In the header of the folder list, the Folder actions icon shows a list of folder-related actions when clicked.
Most of the actions in the menu affect the currently selected folder.
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'Q ] o
; @ emmanuel.machange@e(... $ @Cllck here for @ emmanuel. machange@eg... $ h
ompOse more options  |RElEE Select

&a Inbox -
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Mail o
Drafts |
" 4 & Empty
[1 1]
'-‘
= > Sent
Contacts 4 &) Mark all as read
& Junk
P Bm Manage folders
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Compact

This action will compress the folder size by finally deleting messages that have been marked for deletion.
Empty

This will delete all messages in the selected folder permanently. Be very careful with this operation as it
cannot be undone. For security reasons, this action is only available for the Trash and Junk folders.

Manage folders

This menu item will take you the settings section when you can manage the mailbox folders. This is where
you can create, delete, rename or re-organize your email folders.

2.2.2 Quota display

If your mailbox is limited by a maximum size, the quota display located in the footer of the folder list
indicates the current usage of the available disk space. Move the mouse pointer over the percentage
display to see the real numbers of your quota usage.

I — —— F4% £ 4 Messages 1 to 50 of 7963 1 > >

O

2.3 Viewing Emails and Attachments

Double-clicking a message in the list opens it in full size or in a new window, depending on your message
display preferences.
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The header block now shows all message headers including a photo of the sender if one is found in your
address book.

2.3.1 Open in a New Window

While looking at a message in the preview pane, it can be opened in a new window by pressing the button
“arrow” button.

r The United Republic of Tanzania
&a Government Mailing System

d 2 — e | P —
@ emmanuel.machange@eg... § k + = v 6 4 .. 0 = 0
Compose Select Threzds Options Refresh Reply Replyall  Forwarding Delete Archive Junk
& Inbox B Q search.

Mail e S

¥ Re: GMS TEST EMAIL: EMAIL SUBJEC
4 Drafts

Re: GMS TEST EMAIL: EMAIL S From Emmanuel Machange Click here to open
als .
c 'l-‘t 4 Sent Emmanuel Machange Today 11:01 To emmanuel machange in a new wondow
Sz date Today 11:01
o Junk Re: GMS TEST EMAIL: EMAIL S Y
T &3 summary @) Headers = Plain text
Emmanuel Machange Today 11:02 -
T Trash
v G GMS TEST EMAIL- EMAIL SUBJECT

& Archive Emmanuel Machange Today 11:01

When opening a message in full-size view, the toolbar below shows buttons for possible actions to choose
for this message.

o« & o i 8 @ 60 % - ¢ >

w

Reply Replyall Forwarding Delete  Print Archive  Junk  Mark  More Previous  Mext

2.3.2 Move to Another Folder
Use the drop-down list by clicking “more” on the top right of the toolbar to move the current message to

another folder. When a folder is selected from that list, the message is moved there right away and the
window will display the next message in the list.
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Junk  Mark Previous Mext

&= Print this message

2. Export

&a Inbox
& Edit as new -

& Drafts
B show source -

I% «d sent

B Move to... » K

& Junk
I cCopyto.. ¥ | n

M Trash
Open in new window

B Archive

Y Create filter

B Save as event

B Saveastask

2.3.3 Jump to the Next or Previous Message

Use the arrow buttons on the right side of the headers box to jump to the next or previous message on
the folder. If there’s no next or previous message, the buttons will be disabled.

o @& oo m B = OO0 e - « >
Reply Reply all Forwarding Delete Primt  Archive Junk Mark Maore Previous MNext
VIAIL: EMAIL SUBJECT ﬁ

2.3.4 Add Contacts to your Address Book

Every email address referenced in the current message, either as sender or recipient, can be saved to the
address book with a single click on the Add contact icon-add contact icon right next to it. Of course it won’t
be saved twice if a contact with that email address already exists in the address book.
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Reply Replyall  Forwarding Delete

Re: GMS TEST EMAIL: EMAIL SUBJECT

From Emmanuel Machange & Add to address book

To emmanuel machange
date Today 11:01 [ Compose mailto

B3 Summary @ Headers = Plaintext
GMS TEST EMAIL: EMAIL SUBJECT

2.3.5 View or Download Attachments

If the opened message has any files attached, these are listed on the right, next to the message text. Click
on the file name to open or download it. If the file can be displayed directly in the web browser, a preview
window will be opened showing the attachment. This will happen for images, text files and PDFs if your
browser indicates being able to display them.

Options and attachments

L Maximum allowed file size is 20 MB
&

gms_user_manual.pdf (3.7 MB) - 'ﬁ

Otherwise clicking the file name will initiate the download process and a dialog will most likely appear,
asking you were to save the file. If that doesn’t happen, check the default “Downloads” folder on your
computer for the attachment file.

Forcing Attachment Download

For files being opened in the browser directly, you can force download by either clicking on the Download
link in the preview window or by right-clicking the attachment file name in the message view and then
choosing “Save Link As...” from the browser’s context menu.
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THE UNITED REPUBLIC OF TANZANIA

PRESIDENT'S OFFICE - PUBLIC SERVICE AND GOOD GOVERM

2.4 Sending Email Message

2.4.1 Composing a New Message

1. Click on the Compose icon at the left side menu bar, opens the message compose screen.
Depending on your settings it opens in the current browser tab or in a new window.

The United Republic of Tanzania
Government Mailing System

b

Select

Re: GMS TE

2. Enter at least one recipient address or select them from the address book, type in a subject and

the message text and
3. Click the Send button in the toolbar when you’re ready to send the message.
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8 mail.ega.go.tz/?_task=mail8_action=compose&_id=133151070162fa47064fb468_extwin="1#languages

click here to save AB
o B é o Y., @&
as dratt Save J Attach Signature Responses Spell  Encryption

From Emmanuel Machange <emmanuel. machange@ega.go.tz>

To ¢ RECIPIENT EMAIL ADDRESS F1H

Subject I EMAIL SUBJECT GOES HERE | wemmy EMAIL SUBJECT

X B I = Arial v T1ipt v A v e

a

Ic
i
1]]]
ihl

Dear Client,

Type your email message here, then click send button below to send your message to recipients above.

Regards,
Retumn receipt

ﬁ Delivery status @

EMAIL MAIN BODY notification

Priority Normal

Save sent message [N

click here to send your :

" Government Mailing System : Compose - Google Chrome = B

Save it as Draft (toolbar icon) if the message is not yet complete and you'’d like to finish and send it at a
later time. The email will be stored in the Drafts folder and can be double-clicked there in order to resume

composition.

Note: While composing a message, copies are periodically saved to the drafts folder to avoid
unintentional loss. In case the session terminates unexpectedly or your computer or browser crashes,
you'll find a copy of the message on the Drafts folder. You can configure the automatic saving interval

in the preferences.

Reply to a Message

If you want to respond on a received message, click the Reply or the Reply all button in the toolbar or the
equivalent buttons in the Preview Pane. This will also open the compose screen but with a quote of the

message you’re replying to and with the recipient(s) pre-filled.
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) The United Republic of Tanzania
sga Government Mailing System Il

3 ®, = ~ ™ —
= emmanuel.machange@ega.g... $ * = - = ) “ - (ad - m =
Compose Select Threads Options Refresh Reply Reply all 4 Forwarding Delete  Archive

| = RENEce ¥ Re: GMS TEST EMAIL: EMAIL SUBJECT

Mail 3 Re: GMS TEST EMAIL: EMAIL SUBJECT
& Drafts From Emmanuel Machange

L Emmanuel Machange Today 11:01
e 4 Sent To emmanuel machange
Contacts Re: GMS TEST EMAIL: EMAIL SUBJECT date Today 11:01

o Junk Emmanuel Machange Today 11:02 B9 Summary (@ Headers = Plain text

ﬁ Trash Re: GMS TEST EMAIL: EMAIL SUBJECT

S YefETe Today 11:01 GMS TEST EMAIL: EMAIL SUBJECT

Re: GMS TEST EMAIL: EMAIL SUBJECT

@ Archive
While Reply will copy the sender address into To field, Reply all will add all recipients of the original
message to the To and Cc fields.
Forwarding Messages

Messages can also be forwarded to somebody by clicking the Forward button in the toolbar. The compose
screen will contain the message text and all attachments already added. You can still add more attachments
or remove some you don’t want to forward.

The United Republic of Tanzania
Government Mailing System

Delete Archive .

N %

5 Options Refresh Reply Replyall

&a Inbox Q, search.. v

T T ITH IR L LAY A I T LT L

-]
@ emmanuel.machange@ega.g... &
Compose Select T

Mail

Forwarding

Re: GMS TEST EMAIL| & Forwardinine

e Emmanuel Machange Today 11:02 From Emmanuel M4

= A sent Re: GMS TEST EMAIL: EMAIL SUBJECT To  emmanuel m;
Contacts date Today 11:01

&
Drafts
I 4 ¥ Forward as attachment

 Resend (bounce)

0 Junk Emmanuel Machange Today 11:01
3 Summary o Headers = Plain text
- Re: GMS TEST EMAIL: EMAIL SUBJECT
[@ Trash
Emmanuel Machange Today 11:02 GMS TEST EMAIL: EMAIL SUBJECT
W Archive Re: GMS TEST EMAIL: EMAIL SUBJECT
Emmanuel Machange Todav 11:01 i -

The Forward toolbar button offers the following options:
Forward inline

In this (default) mode, the content of the original message is copied to the message text editor and can
be altered or deleted. Also attachments of the original message are copied to the new message and can
be removed individually. Attention: this mode can truncate or re-format HTML formatted messages.
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Forward as attachment

With this option, the original message is copied as attachment to the forwarding message. This will
preserve the message with all its formatting and attachments and doesn’t allow you to alter anything.

2.4.2 Selecting Recipients from Address Books

The recipients of the composed message can be freely entered into the To or Cc fields in the header section
of the compose screen. Separate multiple addresses with a coma (,). Make sure you enter full and valid
email addresses.

B ¢ » ® &

.

Save Aftach Signature Responses  Spell Encryption

From Emmanuel Machange <emmanuel.machange@ega.go.tz= :

| : : Type recipients tull email .
To I raila.odinga@kenya.go.ke X | address here 2 o+
ce &

Subject EMAIL SUBJECT GOES HERE

Address Book Auto completion

While typing a recipient address, the app continuously searched your address book and suggests matching
entries right below the input field. Use the cursor keys (up/down) on the keyboard to select one and then
hit <Enter> or <Tab> to copy the highlighted address into the recipient field.

From Emmanuel Machange <emmanuel.machange@ega.go.tz> s &
+

To Lemn1 ‘at

; emmagloria oswald <emmagloria oswald@ega go tz=

Cc

-
subiect & emmanuel alphonce <emmanuel alphonce@tnbc.go.tz>
ubjec
; emmanuel budigilaZ <emmanuel.budigilaZ@tira.go.tz=
b 4 B [ L ~ A v & v e
& emmanuel machange el machange@ega.go.tz=
Dear Client,
; emmanuel mugwabuso <emmanusl. mugwabuso@ushirika.go tz>
Type your email m age to recipients above.
R d ; emmanuel nchimbi2 <emmanuel nchimbi2@taec.go tz>
egards,

; emmanuel runuro <emmanuelrunuro@ega.go.1z=

= emmanuel sai <emmanuel sai@ega.go.tz=

ona emmanuel <yona.emmanuel@ega.go.iz=
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Select recipients from a list of contacts.

If you prefer to select recipients from a list of contacts, use the address book widget on the left side to look
them up. First, select the address book to browse on the upper part of the widget and see the contacts
listed below. Only a limited number of contacts is displayed at a time so use the arrow buttons in the widget
header to jump to the next page of contacts.

B ¢ » o %N 4

Save Attach Signature Responses Spell  Encryption

From Emmanuel Machange <emmanuel.machange@ega.go.tz> s 4
To emm address book widget i @
Cc B4 ce
Subject EMAIL SUBJECT GOES HERE & Bee

X B I Y === nai v 11pt v A vy e B4 Reply-To
Dear Client, B4 Followup-To

Select one or more contacts in the list and then click either one of the buttons below (To+, Cc+, Bcc+) in
order to copy the selected contacts to the according recipient field. Double-click a contact in the list to
have it added to the To field immediately.

2.4.3 Adding Attachments

In order to attach files to the message, click the Attach button in the toolbar and then select the file on
your computer using the file picker dialog that opens. Attachments to be sent with the message are listed
on the right and can be removed again by clicking the Delete icon of the according file.
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Options and attachments

______________________________________

Drag and drop your
attachment here

Maximum allowed file size is 20 MB

@ smnone | s

AUTHORIZATION LETTER.pdf (282 KB)

- Delete attachment

______________________________________

Return receipt
Delivery status notification

Priority Noarmal

Sawve sent message in Sent

If your browser supports HTML5, you’ll see the file-drop icon at the bottom of the attachment list. That
means you can drag a file from your computer’s file explorer with the mouse onto that icon in order to
attach it to the message.

2.4.4 Composing Formatted (HTML) Messages

Depending on your settings, the compose screen shows a simple text field to enter the message or a rich
text editor with a toolbar that enables text formatting, bullet lists, image embedding and more.

You can toggle the composition mode between plain and rich text (HTML) with the Editor Type selector
which is hidden in the sending options bar. Expand the Sending Options by clicking the down-arrow on the
left border of the message headers block.

Embedding Images

When in HTML editor mode, you can embed images right into the message text. And here’s how to do that:
Add the image as attachment to the message.

Click the Insert/Edit Image icon in the editor’s toolbar

Select the image from the Image List drop-down menu in the dialog
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Hit the Insert button
Resize the image in the text area if necessary

2.4.5 Using Prepared Responses

Saved responses can be handy when repeatedly writing emails with the same text, e.g. when answering
support requests or sending invitations with always the same introduction.

The Responses button in the compose screen toolbar holds your personal set of “canned responses” which
can be inserted into the message body by a single click. Note: these are only text snippets that can be
inserted anywhere and not message templates with subject, text or attachments.

Insert a Response

Clicking the Responses button opens a menu that lists all the saved boilerplate texts by name. Simply click
on one and the saved text will be inserted into the message at the position of the cursor, exactly where
you stopped typing. If you selected some part of the message text with the mouse before, the saved
response text will replace the selection.

) & > . &
Save Attach SignatureN Responses §' Spell Encryption
Insert a response
From Emmanuel Machange =emman
@ Reported incident acknowledgement
To emm Manage responses
Ce @ Create new response
. Edit responses
Subject EmMAIL SUBJECT GOES HERE ® ?
X B I Y = = = = aal v 1pt v | A v B e

Dear Client,

We have received your email reporting an incident, we are working on it and will feedback shortly.

Regards,

Save a new Response

Select the section of the message text that should be saved with the mouse and click Create new response
from the menu behind the Responses button. This will open a dialog where you can review the text before
saving. Give the new response a snappy name and click Save. It's now added to the list of snippets to be
inserted.

Edit Responses
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Switch to the Settings section where you can manage all the saved responses.

2.4.6 Other Message Sending Options

The other message sending options are displayed at the right border of the message headers block.

a é » . &

Save Attach Signature Responses  Spell Encryption

Options and attachments

From Emmanuel Machange <emmanuel.machange@ega.go.tz> s &
+

o &

i

Cc

Subject

Arial ~ Opt v | A v A v e

ic
]
1]
il
1]

x B I

Return receipt

Delivery status
notification

Priority Normal

save sent message in AN
o send

There you can switch the editor type to compose html messages and adjust other settings concerning the
message delivery.

Priority
The priority flag of the message to be send. This will be displayed in the recipient’s mailbox.
Return receipt

Request the recipient to return a receipt confirmation when opening the message. This will be sent by the
recipient’s email program if she confirms it.

Delivery status notification

Request a notification message when the message is delivered. This will be send by the email server upon
message delivery. Please note that this doesn’t confirm that the actual recipient has received the message.

Save sent message in

Select the folder where to save a copy of the message after sending it. This defaults to the Sent folder and
can be changed here. Select don’t save to just send the message without saving a copy.
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2.5 Searching Email Messages

For searching email messages, first select the folder you want to search in the Mailbox folders list on the
left. Then enter the search term into the search box above the message list and press <Enter> on your
keyboard to start the search. Search results will be displayed in the message list.

&2 Inbox [ 5 | IQ GMS TEST| X & v ¢
Mail

# Drafts

= 4
Sent
Contacts S |
° e Search results

T Trash

B Archive

Reset the search by clicking the Reset search icon on the right border of the search box. Switching to
another folder will also reset the search and clear the search box.

2.5.1 Choose what parts to search

Open the search options menu by clicking the search icon left in the search box. You can select which parts
of the message should be searched for the entered term. Check Entire message to search them all.

[
Q, search... @@ Click here for
more search options

@O subject
@ From

To
Cc
Bcec
Body

Entire message

Type All =
date =
Scope Current folder =]
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You can also type specific search criteria directly into the box, such as “from:Scott” or
“subject:Conference.” Supported criteria keywords are:

from:

to:

cc:

bec:

subject:

body:

Choose where to search

Also located in the search options menu, the “Scope” selector controls whether messages are searched in
the currently selected folders, including subfolders or across all folders. If a search query is already active,
changing the scope in this menu will immediately execute the search again and update the results in the
message list.

2.5.2 Message List Filters

The drop-down menu next to the search box offers some predefined filters to quickly reduces the messages
listed to their status or priority.

The filter rules selected here are applied in addition to the search term entered in the search box. For
example you can choose to only list unanswered messages from Paul by selecting the filter Unanswered
and enter “from:Paul” in the search box.

The message filters also depend on the “Scope” selected in the search options menu. Change the scope if
you want to expand the active filter to list matching messages from all folders.

2.6 Import/Export

The common exchange formats for email are MIME (.eml) and Mbox (.mbox) which are both supported for
import.

2.6.1 Importing Email Messages

One or multiple files with either MIME or Mbox data can be uploaded to add email messages to the
currently selected folder:
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1. Click the folder where the imported messages should be added.
2. Select Import messages from the Folder actions “more” menu in the toolbar.

[ ) = ~ 2 o —
emmanuel. machange@eg... $ k = = & A ® | c m m O S
Select Threads Options Refresh Reply Reply a Forwarding Delete Archive Jun Viari%y, More
&2 Inbox B Q scarch v B erintt
& Drafts Re: GMS TEST EMAIL: EMAIL S Y .
mpor
4 sent Emmanuel Machange Mon 11:01 —
Re: GMS TEST EMAIL: EMAIL S & Downloa
0 S Emmanuel Machange Mon 11:01 * Edit as ne

1. Select the file to import from your computer’s hard drive. You can select multiple files in the file
picker dialog by holding down the Shift or Ctrl keys while selecting a file.
2. Press Upload to start the import process.

,  Import messages b4

You can upload mail using files in MIME or Mbox format. Multiple files can be

compressed into Zip archives.
-~ e

Choose files... ( Browse l
I Maximum allowed file size is 20 MB
I 2. import I

2.6.2 Exporting Email Messages

Messages from your inbox or any other folder can be downloaded to your computer for archiving or
backup. When exporting, messages will be saved as single .eml files.

Download a Single Message

To download an email message, first select a message in the Messages List and then choose Download
(.eml) from the More menu in the toolbar. Choose where to save the exported .eml file if prompted,
otherwise find the file in the “Downloads” folder on your computer.
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E?Eﬁlgualihéﬂﬁchange Mon 11:01

ResGMS TES™ 4% Reply

Ef Macha

Wy Reply all »
AE ST > Forwargin X & Print this message X Source (.eml) I
Emmanuel Macha 9
Download... > i_ dbox format (.zip
Re: GMS TES™ [ Delete Ié I
Edit as new & Maildir format ( zip
Emmanuel Macha B Archive & ..
G =S ® Junk B show source
Emmanuel Macha
& Moveto. »
GMS TEST EN @ Mark »
i reely i Copyto... >
Obadia Marcely M ., \100e >I & Copy
v Dar Furd: Dar T

Download Multiple Messages

Multiple messages will be packed into a Zip file for downloading. Select individual messages in the
Messages List and then follow the instructions for downloading a single message. You need to unpack the
downloaded .zip archive to access the individual message files.

Export an Entire Folder

For archiving purposes all messages from a folder can be downloaded as .zip archive without first selecting
them in the list.

Switch to the folder you want to export and then select Download folder from the Folder actions menu
behind the gear icon in the folders list footer
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3. CALENDAR

The Calendar gives you access to your personal and shared calendar and scheduling functions.

3.1 Overview

The screen of the calendar module presents the following parts: The Calendar View itself, a small Calendar
Widget the Calendars List as well as the usual toolbar and search box.

4

Calendars Toolbar
Compose

search Q, search...
Mail

0 Africa/Dar_es_Salaam

Contacts

calendar view

calendar widget

3.2 Calendar View

The central part of the screen displays the schedule with events from the active calendars matching the
current date range. The active date range is displayed above the calendar in the toolbar area and can be
moved forward or backward in time using the arrow buttons right next to the title.

Change Views

You can view your calendar events in Day, Week, Month or Agenda view. Toggle the view mode using the
toolbar buttons above the calendar view.
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m 15 -21 Aug 2022
Africa/Dar_es_Salaam

Day

All events of a single day appear at the time the begin and spawn a box until their end time. The time scale
is displayed in the left side of the view. All-day events appear at the top.

Week
Similar to the day view but lists all days of the week horizontally. All-day events again appear at the top.
Month

Shows all events of the selected month at a time. Each event only appears as a single line and if there are
more events in a day than can be listed, a number at the bottom of the day field indicates that. Click that
link to open a zoomed view of that single day.

Agenda

The agenda view shows a list of events for the selected range in a chronological order and divided by
headers denoting either days, weeks or months. Both the number of the days considered for the listing as
well as the mode how to divide list can be adjusted with the controls at the bottom of the agenda view.

For all the views, the small calendar on the left highlights the currently listed days.
Go to a specific Date

Use the mini calendar widget on the left to jump to a specific date. Simply click a date and the date range
of the current view moves to include the selected day. The left/right arrows in the mini calendar’s header
quickly cycle through the months. Use the drop-down menus hidden under the month and year display in
the widget header to directly jump to another month or year.
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A shortcut to switch the calendar view back to today or the current week provides the Today button located
in the toolbar.

Show Event Details

Click an event box in the calendar view to open a dialog displaying all details of the event.
Q, search..
m ! 16-08-2022 07:30 — 08:00 x
I 1

"]
Mon 15-08 Tue 16-08 Wed 17-08 GMS TRAINING

(@ EGA OFFICES MWANZA

by

all-da
y GMS TRAINING
06:00 Calendar Default
Show me as Busy

07:00 Created 18-08-2022 21:11

07:30 - GMS TRAINING Last Modified 18-08-2022 21:11

e Armince L
08:00

&

09:00

Searching Events

The search box above the calendar view lets you quickly get a list of events matching the entered keyword
in either the title, location, description or attendees. Enter the search term into the box and press <Enter>
on your keyboard to start the search. The calendar view will switch to Agenda mode in order to display a
list of matches. Of course you can switch the view again to display the search results differently.
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Q, cMms I Search here

Africa/Dar_es_Salaam

I Range to display: = 365 days I search range
16 Aug 2022
07:30-08:00 @ GMS TRAINING EGA OFFICES MWAMZA

search results display here

Note Events are searched within a certain date range only which is displayed above the calendar view. Use
the mini calendar widget or the arrow toolbar buttons and the range selector below the agenda view to
adjust the time frame to search in.

Reset the search by clicking the Reset search icon on the right border of the search box. This will also switch
the calendar view to whatever mode you had before the search.

Q, cMms Reset search —- x
Africa/Dar_es_Salaam

3.3 Calendars List

Events can be organized in different calendars which are all displayed in the lower left list. Use the
checkboxes in that list to show or hide events from the specific calendars in the main view.

Calendars

Q, Find calendars...

Default
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Beside your personal calendars, the list also displays calendars shared by other users or ones that are
shared amongst your workgroup. Small icons in the list give a hint about the origin and some of them are
possibly read-only which is denoted with a small lock icon.

3.3.1 Colorized Events

In order to better distinguish the events from various calendars in the calendar view, calendars have a color
assigned which is used to colorize the events on the screen. Check the Calendar Preferences for more
advanced options how to colorize events in the calendar view.

3.3.2 Create a New Calendar

You can create any number of calendars to store all your events and name them individually.

Click the three dots icon in the calendars list header, then select + add calendar.
In the dialog, give the new calendar a unique name and assign a color.

Click Save to create it.

The calendar view will reload and list the new calendar on the left.

1.
2.
3.
4,

Calendars

Q, Find calendars... Porp—
& Edit/Share calendar

fH PERSONAL

T Delete calendar dis

& Show calendar URL 2

07:30 - 08:00
3.3.3 Edit Calendar Names and Settings

Select the calendar to edit by clicking it in the list.

Click the gear icon in the calendars list footer and select Edit from the options menu.
Adjust name, color or reminders settings in the edit dialog.

Click Save to finally update the calendar.

A
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Calendars .

Q, Find calendars..

B3 Add calendar

Default

il PERSONAL

& Edit/share calendar i

M Delete calendar (

& Show calendar URL

3.3.4 Remove entire Calendars

1. Select the calendar to edit by clicking it in the list.

2. Click the gear icon in the calendars list footer and select Remove from the options menu.

3. After a confirmation dialog, the selected calendar with all its events will be deleted. Caution: This
action cannot be undone!

Calendars 8 .

Q, Find calendars... A calendar

1
E . -

f§ PERSONAL

I'|]']]' Delete calendar (

& Show calendar URL

3.4 Manage Your Schedule

All functions to maintain your events are accessible from the main calendar view.
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=

Calendars Toolbar
Compose

= search Q, search..

Mail

sl Africa/Dar_es_Salaam

Contacts

calendar view

L4 August | 2022

Settings

calendar widget

3.4.1 Add Events to a Calendar

Via toolbar

1. Click the New event button in the toolbar to get an empty dialog
2. Enter the event properties such as summary, date/time, reminders, etc.
3. Click Save to finally add it to the selected calendar.
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New event x
Die 1 &
. Summa Recurrence Participants Attachments
Create § Print  Import Export N ’

summary

Location

Description

Start 16-08-2022 22:00 all-day

End 16-08-2022 23:00

Reminder none : -+
Calendar PERSONAL =

At a specific date/time

Navigate the calendar view to the date you want to add an event for. Then mark the range of time (or dates
in month view) with the mouse by pressing the button at the time the event should start and releasing it
again at time it finishes. This will open the event dialog with the selected date/time range already filled in.

In order to create new all-day events, double-click the desired day in the calendar view.

3.4.2 Edit and Reschedule Events

The Event Dialog

1. Click an event in the calendar view, a dialog showing its details is displayed.
2. Clicking the Edit button in that dialog opens the form to edit all properties of the selected event.

16-08-2022 07:30 — 08:00 x

GMS TRAINING

(@ EGA OFFICES MWANZA

GMS TRAINING

Calendar Default

Show me as Busy

Created 18-08-2022 21:11
Last Maodified 18-08-2022 21:11

£x options [ii] Delete
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The edit form is divided into different section which can be switched using the tabs on top of the dialog:

Edit event

Summary Recurrence Participants Attachments
Summary
Summary

This general section has text fields and selectors for various properties of an event. Here’s a description of
all the possible values:

1 Edit event X

Summary Recurrence Participants Attachments

Summary

GMS TRAINING
Location

EGA OFFICES MWANZA
Description

GMS TRAINING

“

Start 16-08-2022 07-30 all-day

End 16-08-2022 08:00
7 Reminder none : <+
! calendar Default +

Summary: The title of the event. This is what you will see in the calendar view.
Location: Where the event will be taking place.

Description: Any text that describes the event.

URL: A link to more information about this event.

Start: Date and time when the event starts.

End: Date and time when the event starts.
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all-day: Check this if the event has no start/end time.

Reminder: Will pop up with an notification at a the specified time before the event.

Calendar: The calendar the event is saved in. Change it to move an event from one calendar to another.
Category: The type of event. Categories can also be used for coloring.

Show me as: The representation in your free/busy scheduling calendar visible to others.

Priority: The priority value of the event.

Privacy: Flag an event as “private” or “confidential” when sharing your calendar with others.

Recurrence
For periodically recurring event series, this tabs have the settings how an event is repeated over time.

Edit event x

summary Recurrence Participants Attachments

Repeat daily +
Every 1 +  day(s)
Until @ forever
O for 1 +  time(s)
O the

Repeat: Start with selecting a repetition interval (e.g. monthly)

Every: How often the frequency will be relevant. For example, for an event that takes place every other
week choose Weekly and then 2. If you choose a frequency of weekly or monthly, you can select which
days of the week or month the event will occur.

Until: Determines the duration of the repetition. The recurrence can either run forever, for a number it
times or until a specific date.
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Participants

Edit event *
Summary Recurrence Participants Attachments

Role Participant Avail. Status
Organizer = Emmanuel Machange =emmanuel.mach... % =

Il Free [l Busy [l Tentative Unknown

An important part of managing your schedule is to invite others to events and track their RSVP. In this part

of the edit dialog you can manage the participants of an event. Read more about this further down in the
Inviting Other People section.

Attachments

Edit event b 4

Summary  Recurrence  Participants  Attachments

Sometimes a description text isn’t enough to collect information for a specific event. Switch to this tab to
attach files to the current event or to remove them again. Adding files works pretty much the same as

attaching them to email messages: first select a file from your local disk and click Upload in order to attach
it.
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Moving and Resizing with the Mouse

09:00

10:00

11:00

12:00

3.4.3 Get Notifications

If an existing event shall be rescheduled to another time or
date, you'll find it handy to do that directly in the calendar view
without opening the edit form. Simply grab the event block
with the mouse and move it to the new date or time. Release
the mouse button to complete. In Month and Day view, the
event blocks have a small handle at the bottom. Drag this with
the mouse in order to resize the event meaning to adjust its

duration.

While logged in to the GMS, event reminders will be displayed with pop-up boxes at the specified time
before the event starts. You can specify if you want to see alarms for every calendar individually. Enable or
disable reminders in Calendar Settings from the Calendars List.

Dismiss or Snooze Reminders

When a reminder box pops up, you can either dismiss the

notification for all events or each one individually. When
dismissed, no further reminders will be displayed. Choose a time

4 Upcoming events

An Upcoming Event

from the Snooze menu to get another reminder after the 30/01/2014 13:00 — 14:00

selected time.

3.4.4 Inviting Other People

Dismiss Snooze ¥

Repeat in 5 minutes

Repeat in 10 minutes

If you need to set up a meeting, and keep track of who's attending and who is not, the calendar can do this
as well as you to automatically send invitations and read their responses.
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New event
Summary Recurrence Participants Attachments

Role Participant Avail. Status
Organizer * Emmanuel Machange <emmanuel... # =
Required +  gregory katiti © © W

Invitation/notification comment

Kindly confirm participation.

Il Free @ Busy W Tentative Unknown

When creating a new event, switch to the Participants tab. You're already listed as the organizer of the

event.
1. Click Add participant to add the person to the list.
2. Select a Role (e.g. required or optional) for this person.
3. Repeat 1-3 for further participants.
4. Check the Send invitations box if the application should send out invitation emails.
5. Invitations will be sent out when you click Save and the event is created.

3.5 Import/Export

Event data is usually exchanged using the standard iCalendar format which is supported for import and

e L
Create Print Import jfjExport

15— 21 Aug 2022

Africa/Dar_es_Salaam

export.

Tue 16-08 Wed 17-08 Thu 18-08 Fri 19-08 Sat

07:30 - GMS TRAINING

N N e et PITTY
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3.5.1 Importing Events
This is how to add events from an iCalendar (.ics) file:
E Import events x

You can upload events in iCalendar format (.ics).

Import from file Choose file...

Maximum allowed file size is 20 MB

i Calendar Default

L3

L13

Events from 1 month back

|

Click the Import toolbar button in the calendar view.

Then select the file to import from your computer’s hard drive.
Select the calendar to import the events to.

Select the threshold for old events to be imported.

Click Import and wait for the upload to finish.

vk wnN e

The calendar view will be refreshed to display the newly imported events. Verify that the according
calendar is active if you don’t see them.

3.5.2 Exporting Events

Events from your calendars can be exported and downloaded in the iCalendar format.
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L — Y — L — ] —

|
Export to iCalendar x

4

Calendar Default

4

Events from All

With attachments O

& Export

Click the Export toolbar button in the calendar view.

Select the calendar where events should be exported from.

With the Events from selector you choose the time constraints for exporting.

Click the Export button to start the export.

Choose where to save the exported .ics file if prompted, otherwise check the “Downloads” folder
on your computer.

vk wh e
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4. SETTINGS

4.1 Preferences

The user preferences let you adjust various options and settings that control the behavior and the Ul of the
GMS application. The numerous settings are grouped by the following sections:

The United Republic of Tanzania
Government Mailing System

=

Compose

= Preferences | ) user Interface

Mail
B rolders B4 Mailbox View

Settings

Contacts B8 Identities &a Displaying Messages

@ Responses -ﬂ Composing Messages

&P PGP Keys 282 Contacts

Y Filters 3 special Folders

@®© outof office = Server Settings

[ Forwarding & Encryption

& Password # Message Highlights

£ Lastlogin

£ Custom Skin Colors

@ Calendar

Note after changing preferences, don’t forget to save them by clicking the Save button below the
settings form
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4.1.1 User Interface

Settings

Sroee | [Doeree

Main Options

I Folders B2 Mailbox View

Language

B Identities &a Displaying Messages

Time zone

#® Responses 4 Composing Messages

P PGP Keys :&: Contacts

Time format

Y Fiters [ special Folders

Date format

© outof office = Server Settings

Pretty dates

[* Forwarding & encryption

Display next list entry after delete/move

a el f Message Highlights

Refresh (check for new messages, etc.)

£ Lastlogin

R Custom Skin Calors

Show last session information

English (US)
(GMT +03:00) Africa/Dar es Salaam
07:30

24-07-2022

O
[ o]
every 1 minute(s)

for 10 seconds

a»

"

i calendar

Browser Options
Handle popups as standard windows

Register protocol handler for mailto: links

Language

The GMS is available in two languages (English and Swahili). Switch it here if you like. When accessing the
application, the language is automatically chosen from your computer’s operating system language.

Time zone

Dates displayed anywhere (e.g. when a message is sent) will be automatically translated into your local
time zone. Set this to Auto to let the system use your computer’s time zone settings or select a specific
time zone from the list.

Time format

Select how time (hours, minutes) are displayed.
Date format

Select the format how dates should be displayed.
Pretty dates

With this option checked, dates close to today will be translated into relative terms like “Today”,
“Yesterday”, etc.
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Refresh
Set the interval where you want the system to check for updates (e.g. for new messages arrived)
Interface Skin

Choose the visual appearance of the user interface from a selection of themes.

Interface skin

karume

(O] by e-GA

License: Government Mailing System

by e-GA

License: Government Mailing System

ﬁ Nyerere

Browser Options
Handle popups as standard windows

Register protocol handler for mailto: links

Handle popups as standard windows

When GMS opens messages or the compose form in a new window, this can either be a detached window
with a smaller size and without toolbar buttons or, with this option activated, be a regular browser window
or even just another tab in your current window. If enabled, all windows opened by the GMS application
obey the settings of your browser.

Register protocol handler
You can register this GMS app to be opened whenever you click an email link somewhere on the web.

4.1.2 Message highlights

This feature enables you to highlight important emails for easy visual impact. Here you can set condition
and select color to be displayed for emails that meets the condition. Example you can set all messages
received from particular user e.g manager to have different color or emails sent to you to appear with
different color.

Here is how to set message highlight:

1. Go to settings => Preferences => Message highlights
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==

Settings
Compose
Mail
Bm Folders B3 Mailbox View
wilhe
" B8 Identities &= Displaying Messages
Contacts
¥ Responses 4 Composing Messages
2P PGP Keys 283 Contacts
Y Filters C3 special Folders
Calendar
= (© oOut of Office = Server Settings
:
[ Forwarding Bk Encryption
o & Password & Message Highlights
£ Lastlogin £ Custom Skin Colors
i Calendar

2. On message highlight panel set condition and select preferred color, you can add more
conditions by clicking on “add row”
3. Once done click save button.

Message Highlights
To $+ matches | jnachange ‘ color I:I delete add row
Cc $ matches | machange color I:I delete add row

4.1.3 Custom skin colors

This feature enables you to set appearance of GMS interface background and texts to your preferred
taste of colors.

Here is how:

1. Go to settings => Preferences => Custom skin colors
2. Select colors of your preference.
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3. Click save buttons at the bottom of colors selection panel to complete and for the changes to

take effect.

4

Compose

= = Preferences

Mail
B Folders

Settings

&
B8 Identities
Contacts &

@ Responses

P PGP Keys

Y Filters

Calendar
@® out of Office

]
z [ Forwarding

Password
. a

€2 Last login

4.1.4 Mailbox View

g

Compose

‘ = Preferences

Mail
I Folders

Settings

o
85 Identities
Contacts &

@ Responses
P PGP Keys
Y Filters

(© out of Office

[ Forwarding

& Password

£ Lastlogin

Show preview pane

This shows or hides the Preview Pane in the mail view.

) user Interface

B4 mailbox view

&a Displaying Messages

4 Composing Messages

81 Contacts

3 special Folders
Server Settings

Encryption

Custom Skin Colors I

o

& Message Highlights
Qo

i Calendar

[ User Interface

B4 Mailbox View

&a Displaying Messages
A composing Messages
84 Contacts

3 special Folders

= Server Settings

& encryption

& Message Highlights
£ Custom Skin Colors

i Calendar

Mark previewed messages read

Custom Skin Colors

First Sidebar Menu

Background Color

CCOIOT

Active Background Color

Active Text Color

Second Sidebar Menu

Backaround Color

Main Options

Mark messages as read
Expand message threads

Rows per page

New Message

Check all folders for new messages

Display browser notifications on new message
Display desktop notifications on new message
Play the sound on new message

Close desktop notification

immediately
never

50

@) Test
Test

Test

after 5 seconds

4

@

Select the delay to mark new messages as “read” when opening them in the preview pane.
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Request for receipts

This option controls the behavior when you open message the sender requested a receipt when you read
it.

Expand message threads
When listing messages in threads, this option controls how conversation groups are expanded in the list.
Rows per page

The messages list displays this number of messages at a time (aka a “page”). Increasing this number may
result in longer loading times when opening a mailbox folder.

Check all folders for new messages

By default, only the Inbox is checked for new messages periodically. If you have server-side filters installed
that will move incoming messages to other folders, you should check this option.

4.1.5 New mail notification

Waiting for an important email you don’t want to miss? Set up notifications in GMS so you’ll know as soon
as it arrives. Notification are coming in form of sound, browser notification and desktop notification.

Here is how to set up notification:

1. Go to Settings => Preferences => Mailbox view

3
r g Settings
Compose
Mail
Bm Folders B4 Mailbox View
alls
- B8 'dentities & Displaying Messages
Contacts
4P Responses «d Ccomposing Messages
2P PGP Keys 283 contacts
Y Filters 3 Special Folders
(© out of Office = server Settings
[ Forwarding & Encryption
@ Password & Message Highlights
£ Last login ¢ custom Skin Colors
@ Calendar

2. Under new message you will have options below
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New Message

Check all folders for new messages

Display browser notifications on new message @ Test
Display desktop notifications on new message @ Test
Play the sound on new message @ Test
Close desktop notification after 5 seconds =
Deskiop Notifications 3 seconds s

L L

don't show mailbox

Configure browser Test

Show anly new messages

Motification's excluded directories

L3

How to open message on notification click Ina new tab

=

Display browser notification on new message

When checked this will enable notification on your browser when new message is received. Click test link
at the right of check button to check how this feature is working on your browser.

Display desktop notification on new message

When checked this will enable notification on your desktop when new message is received. Click test link
at the right of check button to verify how this feature is working on your browser

Play sound on new message

When checked this will enable sound notification new message is received. Click test link at the right of
check button to verify how this feature is working on your device.

Close desktop notification
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This will set duration of time that new message pop up notification will remain on your desktop before
automatic closure.

Note: For notification feature to work, make sure notification and pop ups is allowed in your browser
for GMS domain.

4.1.6 Displaying Messages

.
@ Settings
Compose
(= pecen | O
Mail ) .
B Folders E4 Mailbox View
L3 o~
B8 !dentities &a Displaying Messages
Contacts
@ Responses 44 Ccomposing Messages
& PGP Keys 283 Contacts
Y Filters 3 Special Folders
Calendar
®© out of office = Server Settings
el
.
(@ Forwarding & Encryption
& Password R .
¢ & Message Highlights
£ Lastlogin £ Ccustom Skin Colors
@ Calendar
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Main Options

Open message in a new window

Show email address with display name

Display HTML [ @]
Allow remote resources (images, styles) never =
On request for return receipt ask me =
Display attached images below the message [ @)

Display emoticons in plain text messages

Hide citation when lines count is greater than

Advanced options v

Open message in a new window

With this option checked, double-clicking a message in the email view will open it in a new window instead
of the current browser window/tab.

Display HTML

Check this option to display formatted messages as the sender intended it. When disabled, formatted
emails will be converted to plain text.

Display remote inline images

Formatted (HTML) messages can contain references to images which have to be loaded from a remote
server. That can harm your privacy and reveal to the sender that you opened the message. This technique
is often used by spammers to verify that your email address works and you can be sent more spam.

Display attached images below the message

Enable this option if you want image attachments being displayed below the message text.
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Advanced options

Advanced options ~

Default Character Set IS0-8859-1 (Western European)

4

Default Character Set

Some email systems do not specify the character set when sending messages. In such rare cases the
receiver (your GMS application) has to make an assumption how to display the special characters (e.g. éac)
and therefore uses this setting. Select the character set/language the majority of your email
correspondents use.

Composing Messages

-
] Settings
Compose
Mail
Bm rolders B Mailbox View
alhe
— B8 1dentities &= Displaying Messages
Contacts
4 Responses «@d composing Messages
2@ PGP Keys 282 Contacts
Y Filters Ca Special Folders
Calendar
_ ® oOut of Office == server Settings
-
[ Forwarding & Encryption
& Password > U
# & Message Highlights
£x Last login £ custom Skin Colors
@ Calendar

51| Page GMS




Main Options

Compose in a new window O
Compose HTML messages always =
Automatically save draft every 5 minute(s) =

Always request a return receipt
Always request a delivery status notification

Place replies inthe folder of the message being replied to

When replying start new message above the quote (ne indentation) 4
Messages ferwarding inline 5
Default font of HTML message Arial $ 1pt :
Default action of [Reply all] button reply to all =

Remind about forgotten attachments

Enable emoticons O

4.1.7 Compose in a new window

With this option checked, the message compose form will open in a new window instead of the current
browser window/tab.

Compose HTML messages

Check this option to enable the rich text (HTML) editor when start to compose a new message. This is only
the default setting for HTML message composing. It can be toggled at any time while composing.

Automatically save draft

While you write a new message, a copy will be saved to the Drafts folder ever few minutes. Select the
interval or disable the automatic saving here.

Always request a return receipt

Activate the “Return receipt” sending option by default for new messages.

52| Page GMS




Always request a delivery status notification

Activate the “Delivery status notification” sending option by default for new messages.

Place replies in the folder of the message being replied to

Choose the current folder for saving the reply message to instead of saving it to the “Sent” folder.
When replying

This option controls whether and where to place the quoted original text when replying to a message.
Messages forwarding

Controls the mode how messages are forwarded by default when clicking the Forward button without
choosing a forward mode.

Default font of HTML message

When writing a formatted (HTML) message, this font faces and size is used for the default text
formatting.

Default action of the “Reply all” button

When replying to messages coming from mailing lists, this setting controls how to reply to them.
Automatically add signature

Select in which cases the signature text from your sender identity is added to a new message.
When replying remove original signature

As the name suggests, this setting removes detected signatures from the original message when citing it
in the reply.

Spelicheck Options

These checkboxes control the behavior of the spell checker function.

53| Page GMS




Spellcheck Options

Checlk spelling before sending a message 9
Ignore words with symbols @)
Ignore words with numbers )
Ignore words with all letters capitalized @

Advanced options

Advanced options ~

Attachment names RFC 2047/2231 (MS Outlook) :
Use MIME encoding for 8-bit characters o
Save in the browser's local storage (temporarily) [ @)

Attachment names

Sometimes receivers of your email messages have difficulties to correctly see the names of attached files.
Adjust this setting in case you get complaints about garbled attachment names.

Use MIME encoding for 8-bit characters

This enables sending message texts the “safe” way but slightly increases the amount of data to be sent.
Activate this option in case people cannot properly read message you send out.
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4.1.8 Contacts (Address book)

Settings

——
— Preferences

I Folders
BB dentities
@ Responses
P PGP Keys

T Filters

Calendar
(O out of Office
il
[* rorwarding

Password
& &

settings | #% Lastlogin
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Mailbox View

&a Displaying Messages

A

Composing Messages

28 Contacts

[

Special Folders

Server Settings

Encryption

Message Highlights

Custom Skin Colors

0o s p

Calendar

GMS




Main Options

Default address book Personal Addresses 3
List contacts as Display Name =
Sorting column Last Mame s
Rows per page ]
Contact form mode Private (Home) =
Skip alternative email addresses in autocompletion O

Collected addresses

Ak

Store outgoing email recipients in Collected Recipients

Store trusted senders in Trusted Senders

I

Default address book

Ak

Select the default address book where new contacts are saved to when adding them from the mail view.
List contacts as

Choose how names are displayed in the contacts list.

Sorting column

Select the contact attribute used for sorting the contacts in the list.

Rows per page

The number of contacts displayed at a time (aka a “page”) in the contacts list.

Skip alternative email addresses in auto completion

56 | Page GMS




With this option checked, every contact will only appear once in the auto completion list that appears
when you start typing in the recipient field. The first email address of the selected contact will then be
inserted. If disabled, all email addresses of a matching contact are displayed for selection.

4.1.9 Special Folders

Settings

| [ user Interface
Il Folders B Mailbox View
B8 Identities &a Displaying Messages
» Responses 4 Composing Messages
P PGP Keys 28 Contacts
Y Fitters 3 special Folders
@® out of Office == Server Settings
[* Forwarding & Encryption

o & Password & Message Highlights

Setlings * Last login

£x Ccustom Skin Colors

e
@8 Calendar

Some folders have special purposes and are used by system processes to store messages. This form
allows you to choose which folders are used to store Drafts, Sent or deleted messages (Trash).
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Main Options

Show real names for special folders

Drafts Drafts :
Sent Sent S
Junk Junk :
Trash Trash 3
Archive Old_Mails :
Archive

Divide archive by Year (e.g. Archive/2012) =

Show real names for special folders

With this setting enabled, the original names of the assigned special folders are displayed in the folders
list instead of localized names.

When hitting the Archive button in the mail view, the selected messages are moved to this folder.
Divide archive by

This option allows you to organize your archive folder in various ways. The selected message(s) can be
filed into sub-folders of the archive according the sent date, the sender’s email address or the folder the
message is moved from.

Archive

Divide archive by none

L 13

When set to None, all messages will be stored in the Archive folder without any sub-folders being
created.
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4.1.10 Server Settings

This section provides more advanced settings that control how messages are treated by the email server.

E‘

Settings
Compose
Mail
. I Folders B2 Mailbox View Mark the message as read on delete O
20
- = e
B8 Identities &a Displaying Messages
Contacts paying 9 Flag the message for deletion instead of delete
# Responses 44 composing Messages
Do not show deleted messages
P PGP Keys 1% Contacts
Directly delete messages in Junk
Y ritters [3 Special Folders
Calendar Mark the message as read on archive
- O outof office = Server Settings
" Use IMAP Subscriptions
[P Forwarding & Eroypion P ©
& Password o .
- 3 & Message Highlights Maintenance
Settings Last login ;
L o9 @ Custom Skin Colors Clear Trash on logout
i Calend
I Galendar Compact Inbox on logout

Mark the message as read on delete
With this option enabled, unread messages are also flagged as read when deleting them right away.
Flag the message for deletion instead of delete

Email messages can be flagged as deleted first before they’re finally removed from a folder. That also
allows to “undelete” them later on. In order to finally delete them, use the Compact command from the
Mailbox folders operations menu.

Do not show deleted messages

This option suppresses messages flagged as deleted from being listed.

Clear Trash on logout

As the option name says, this will empty the Trash folder when you terminate the session.
Compact Inbox on logout

This will remove all messages flagged for deletion from the Inbox when you log-off.
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4.2 Managing Folders

This section of the settings task allows you to manage the tree of mailbox folders.

Settings

== Preferences Q, search...
fre T a
B5 Identities & Drafts
#® Responses A sent
P PGP Keys O Junk

Y Fitters M Trash
Calendar

6606060608

" ® out of office B Old_Mails
[ Forwarding

Password
o a8

Semings || ¥ Lastlogin

The hierarchical folder tree is displayed in the middle list widget where you can select a single folder by
clicking it. Folder information and some settings then appear in the right properties pane.

There might be folders which are grayed out and which cannot be edited nor deleted or renamed. Such
folders are “virtual” folders which are only there for structuring but which cannot contain any messages.

Some Special System Folders cannot be renamed or unsubscribed because they have special purposes
and are used by system processes.

4.2.1 Subscribe to Folders

In the folders list, the right column indicates whether a folder is subscribed and by clicking the checkbox,
the subscription for that folder can be changed.
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B.

Settings

= Preferences Q, search...

Mail
;- | |-

B8 Identities
i 2 =] & Drafts

@ Responses <A sent

& PGP Keys ® Junk

Y Filters @ Trash

O
&O
O
O
O
©

[ rorwarding

Password
o a

Settings | ¥ Lastlogin

Subscribed folders appear in the email view whereas unsubscribed ones are hidden and only visible
here.

4.2.2 Create a new Folder

1. Click the Create New Folder icon (+) in the toolbar

B’

Settings
Compose

== Preferences Q, search..

Mail
—

-l
- r— ere
Identities
P =] & Drafts

<

@ Responses A sent

, PGP Keys o Junk

Y Filters T Trash

Calendar

(@® out of Office

606060006

B 0ld_Mails

[ Forwarding

Password
o a8

Settings * Last login

2. Enter a name for the new folder in the properties form on the right
3. Select a parent folder or — to create the folder on top level
4. Click the Save button below the form to finally create it
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m

Create

Location

Folder name DG EMAILS
Farent folder Inbox
Settings

List view mode List

on the left.

Note the Parent folder field is already pre-selected with the folder currently selected in the folders list

4.2.3 Manage the Folder Hierarchy

Folders can be nested to build a hierarchical structure to store your emails. Even existing folder can be

made a subfolder of another ore or move to top level.

To move a folder simply drag & drop it with the mouse from the list onto the desired parent folder.

Alternatively, the parent folder can be selected in the properties form in the right and by hitting Save the

currently selected folder is moved to its new parent.

4.2.4 Delete Folders

Search... -
Q. search ~ Location
v el INboOX €  coidername
Bm DG EMAILS O
Parent folder
& Drafts [ &]
d sent @O Settings
& Junk @ Listview mode
m Trash <«
Information
B Old_Mails [ @]

Messages

1. Select a folder in the list

2. Open the Folder Actions menu in the toolbar and click Delete
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3. Confirm the deletion dialog

4.2.5 Share Folders

Personal folders can be shared with other users of the email server either for reading only or with fine-
grained permissions. Select a folder in the list and if you’re permitted to control sharing for this folder, the
sharing section below the folder properties on the right shows a list of users the folder is already shared
with and their individual access rights.

Grant new Access Rights

1. Click the Add entry button (+) in the sharing list footer
Enter the username or choose one from the auto completion menu that appears when you start
typing. Instead of a specific user, permissions can be granted for all users or guests.

3. Select the access rights you want to grant for the user

4. Click Save to add the permission

Edit Access Rights

Select the permission entry in the list

Click Edit in the Access rights actions menu in the list footer or just double-click the line
Adjust the Access rights in the dialog that appears

Click Save to close the dialog again

P wnNe

Revoke Access Rights

1. Select the permission entry in the list
2. Click Delete in the Access rights actions menu in the list footer
3. Confirm the deletion dialog

4.3 Sender ldentities

The settings here control the name(s) and email address(es) stated as sender when you send out email
messages. Depending on the server configuration, you can define multiple sender identities or only adjust
the name and other control fields.
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Settings

== Preferences BE Emmanuel Machange =<emmanuel. machange@me...

Bm Folders | BE emmanuel.machange@ega.go.tz <emmanuel.m...

BEe Identities

#» Responses

#® PGP Keys

Y Filiers

(O oOut of Office
[e* Forwarding
& rassword

£ Last login

4.3.1 Sender profile

Settings

This first block contains general properties of the selected sender identity:

Settings

Profile photo Mo file chosen
Display Name emmanuel.machange@ega.go.tz
Job Title

Phone

Email emmanuel machange@ega.go.tz

Organization

Secret question

Answer to a secret question
Reply-To

Becc

Set default [ @]

-I

Profile photo
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The profile picture that will be displayed in the recipient’s email program when you send out a message.

o)
4

Note: Profile picture to be uploaded should be below 64KB and in JPG or PNG format

Display name

The full name displayed in the recipient’s email program when you send out a message
Job title

Enter your designation

Phone

The valid phone number, this number will be used to receive password recovery SMS when you forgot your
password and use password recovery feature of the GMS.

Email

The email address stated as sender of email messages you send with this identity. Please enter a valid email
address that is handled by your GMS email account. Otherwise message sending might fail because of an
invalid sender address.

Note The Email field might not be visible or editable. This is no malfunction but a restriction set by the
server administrator to prevent users from sending email with faked sender addresses.

Organization

Some email programs do display the organization field when receiving messages from you with this filled
out.

Secret question
Secret question that will be used in password recovery.
Answer to secret question

Correct answer to secret that will be used in password recovery.
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Reply-to

Enter an email address that differs from the identity’s Email address here in order to force recipients to
send answers to that address instead of the sender email address.

Bcc
Specify an email address here that will receive blind copies of every message you send with this identity.
Set default

Check this box to make the current identity the default selection when writing new messages. You can
still choose another sender identity while composing a message, though.

4.3.2 Signature

Every sender identity can have its own signature text which will be appended to the message text when
you start writing a new email message. Visit Settings > Preferences > Composing Messages to configure
when and how signatures are inserted.

Add Signature

Go to settings => identities => Select sender identity => Enter your signature in signature field.

— —
— Preferences BS Emmanuel Machange <emmanuel. machange@e... Email emmanuel.mach:
I Folders 3
Organization
= B9 Identities :
Mail = 2 Replv-T
eply-To
. @ Responses
h‘
Contacts ’ PGP Keys Beo
Q Y Filters Set default O
Help
& Password
o ] Signature
Settings @ Userinfo . _
X BT Y = = == Robax

Enter sighature here

HTML signature
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Check this option if you mainly send formatted (HTML) messages and to enable formatting of your
signature. The text box above will then show a toolbar to adjust formatting.

Signature

Adding Images to a Signature

HTML formatted signatures also allow to embed images which are sent with outgoing messages. To add an
image to your signature,

1. First check the HTML signature box.

2. Click on three dots icon for more options

3. Click insert image icon

4. Then find an image file on your computer or you may drag & drop image file into the signature box.

Signature
p—
X B I Y = = = = Robotosanss.. v 12pt v( ) Insert/Edit Image %
Avey Q- & ARG
Source
insert image | o)
Width Height
i

5. The image can be moved around or resized within the editor box using the mouse.

Signature

= = Courier New ~  11pt R T
Ave v Q— K 2o

Dr. Mzee Nankokonumbi

Lecturer

4 +255445454545|
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Note Instead of pulling and image file into the editor, you can also paste an image from your clipboard
after copying it from another application or browser window.

Open the image in an image viewer or browser window, then press Ctrl+C to copy it, click into the
signature text box at the position where you want the image to appear and press Ctrl+V to insert it from
the clipboard.

4.3.3 Managing Multiple Sender Identities

Go to settings >> Identities >> Click the “+ Create” icon in the toolbar to create a new identity. Fill out the
form and click Save to create it. The new identity is now added to the list and can be edited or deleted

from there.

== Preferences B5 Emmanuel Machange <emmanuel. machange@ega.go...
Il Folders BB emmanuel machange@ega.go.tz <emmanuel machan Note: These are variable usage on signature,
.8 Stz_staff_position : Job title, $tz_staff_email
hr | BB Identities phone number, $tz_staff_organization : orgar
Contacts
# Responses
P PGP Keys
Settings
T Filters
Calendar Profile photo Choose File | No file chosen
@© out of Office
e
[ Forwarding Display Name
o a Password Job Title

Settings * Last login

Phone

The Delete button also located in the toolbar will delete the currently selected identity after displaying a
confirmation dialog.

4.4 Passwords

4.4.1 Change password

There are two ways that you can access password reset menu
From settings

Go to settings => Password
Reset password panel will open and you will be required to enter current password then enter
new password and repeat new password for confirmation then

3. Click save button to complete
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Note:
Password must be at least 8 characters long.
Password must include at least one number and one punctuation character.

7.4

Compose

Settings

Preferences

Current Password: |
Mail

Folders

20 MNew Password:
] Identities
Contacts

4 Responses Confirm Mew Password:

& PGP Keys Password must be af least 8 characters long.

Y Filters Password must include at least one number and one punciuation character.
Calendar

e s (=]
— + Save
[ rForwarding

& Password
« (S

¢ Last login

From quick access menu:

1. On the top right there is a button with you name on it, Click the button and you will have quick
options
2. Click on change password and you will be redirected to password reset panel.

e your name 3

B = o i

L o | © Out of Office

Dark

(- o

User Manua

=

About

Change Password I

(M Logout

69| Page GMS




4.4.2 Forgot password

To recover your forgotten password, follow the steps below

1. On GMS login page, click on forgot password? button.

The United Republic of Tanzania
Government Mailing System

Username

|£‘| Forgot password? I LOGIN

€ park
2. You will be prompted to enter your username that is your email address in full and your phone
number that is registered in the system. Enter the required information and click “recovery”
button.
3. Ifinformation provided is correct you will be prompted to answer security question, input correct
answer and click recovery button.
The United Republic of Tanzania The United Republic of Tanzania
Government Mailing System Government Mailing System
Username (1) Your best history teacher?
Enter your email address in full
Answer to a secret question
FPhone |
Enter phone number registered in the systerﬁ
& Dark [ Recovery ] Cancel ] € park [ Recovery ]I Cancel ]
——
4. If the information provided is correct, SMS notification with new password will be sent to your
phone number. Use the new password to login.
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4.5 Incoming mail filter

With mail filter rules, you can organize your incoming email, as well as automatically delete or send to your
Spam folder messages containing specific text. For example, you can automatically move emails from social
networks into their own separate folders, or any emails containing "michango" in the subject can be
discarded immediately so they never even show up in your inbox.

Rules: Refer to certain components of incoming emails, such as the sender or the email size. Depending on
the selected condition type, different criteria are available, like "greater than" or "contains the text".

A filter rule is applied if one or all conditions are fulfilled
Actions are triggered when one or all of the previously defined conditions occur.

4.5.1 Filters list

To access filters list, go to Settings => Filters => Available filters will be displayed in filter list section

Please Note

Filter rules are processed in the order in which they are arranged in the overview. If, for example, you
discard the email of a certain sender in your first filter rule, the filter rules defined afterward will no
longer apply to this sender.

=]

"
@ Settings o &

Compose Acticns Create fDelete

== Preferences » ingo

Mail

& B rolders Y«
113
ar

Contacts 85 Identities Y DG EMAILS

@ Responses

P PGP Keys

Filters -
O]

Out of Office

[ Forwarding

& Password

£ Lastlogin
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4.5.2 Create new filter

1. Go to settings => Filters => On filters toolbar click (+) Create icon.

2. Input filter name, rules and action to be taken when email meeting the set rule is received. You
can apply multiple rules by clicking + Plus icon in rules section to add more rules.

3. Click save button to complete creating new filter.

m
Create | Delete

Filter name l pG EMAILS

Filter enabled [ @]
Scope matching all of the following rules -
Rules

From = contains = benedict.ndomba@ega.got: [ ¥4

Actions

Move message to : DG EMAILS s 4m

-

4.5.3 Changing the Order of Filters

When you receive a new email, all of the filters created are checked in the order they appear. You can
change the order of the filters by dragging and dropping them on the desired position using your
computer mouse.

4.5.4 Delete mail filter

1. Go to settings => Filters => Select a filter in filters list => On a toolbar click dustbin icon
2. You will be prompted for confirmation, click confirm button to complete action.

= @
Actions Create| Delete

» ingo .
Filter name DG EMAILS

Y #
Filter enabled [ @]

Y DG EMAILS
Scope matching all of the following rules
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4.6 OQut of office

You can set automatic reply email while going on vacation or leave. This email will be automatically
replied to incoming mails sent to you during the period of time that you will set.

Set up out of office message

1. Go to Settings => Click Out of office => In the reply message section type in email that will be sent
out automatically.

2. Set start time and end time

3. On the status field select “on” to activate.

4. Click save button at the bottom to complete setting up autoreply message on out of office

Settings
Compose

= Preferences
Mail

Reply message

Folders )
ron L Subject Out of office
B dentities
Contacts Body

@ Responses
P rePKeys

Y Fitters

Calendar Regards,
ol

[ Forwarding

Greetings,

Thank you for your email, Im on annual leave until 30th December,2022 with limited access to
emails. In case of emergency kindly contact Mr. XXXXXX. Phone: 255888999333

ﬂ Password Start time 26-08-2022 03:00

o

£ Lastlogin End time 31-08-2022 0300

Status off

@

47 Calendar Preferences

The settings for the calendar module are listed in Settings >> Preferences >> Calendar and are grouped
by the following sections:
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Settings

——
— Preferences

) user interface

Mail
Im rolders B9 Mailbox view
=il
- — o
Identiti i i
Contacts B8 Identities &a Displaying Messages
Composing Messages
@ Responses | p g d
& PGP Keys s2: Contacts
Y Filers 3 special Folders
Calendar
- @© out of Office = Server Settings
.
[* Forwarding & Encryption
o & Password & Message Highlights
Setti i
SHInas & Last login £ Custom Skin Colors
il Calendar I
4.7.1 Main Options
Main Options
Default view Wesk
Time slots per hour 2
First weekday Monday
First hour to show 056:00
Working hours 06:00 #  — | 1800

Event celoring
Default reminder setting
Create new events in

Display wesk numbers

Default view
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Let’s you select the Calendar View which is visible by default when opening the calendar.
Time slots per hour

How one hour in day and week view is divided vertically. If for example set to 2, you will see events
displayed in 30 minute blocks.

First weekday
Which weekday to begin the week view with.
First hour to show

When opening the day or week view, the listing of events starts at this time. Of course all hours of a day
are visible by scrolling further up.

Working hours

This time range will be used in the availability finder when automatically selecting free slots for a
meeting.

Event coloring

The coloring of the title of an event block (“outline”) as well as the background color of the box (“content”)
in day and week views is influenced by the color of the calendar an event belongs to and/or the color of
the category it is assigned to. This setting lets you control which source for coloring to use or if you even
want a combined coloring that reflects both, the assignment of calendars and categories.

Default reminder setting

When creating new events, they’ll have this type of reminder set by default.
Default reminder time

When enabling reminders in a new event, use this preset as default.

Create new events in

This is the default selection for saving new events. Used in both the calendar view and when accepting
event invitations.

4.7.2 Categories

This block allows the management of categories used in your calendar and assign colors to them. Use the
color picker to change the color by clicking on the square color box in the categories list.
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Categories

Personal #c0c0c0 T
Work B :oo00 (0}
Family B #oorioo o
Holiday B #iesoo 0}

< Add categary

To add a new category, enter its unique name into the text box below the listing and then click the Add
category* button to add it. Note that you still need to click the Save button at the bottom of the
preferences panel in order to finally register the new categories.

4.7.3 Birthdays Calendar

The calendar view and also display birthdays from contacts saved in your address book. This block
controls how this is done.

Birthdays Calendar

Display birthdays calendar

From these address books Perzonal Addresses
GMS Global Addresses
Collected Recipients

Trusted Senders

Show reminders none = |1 days before %

Display birthdays calendar

Enable the birthdays calendar feature with this checkbox.

From these address books

Choose from which address books you’d like to see birthdays in your calendar.
Show reminders

This option controls whether and when to display reminder notifications for upcoming birthdays.
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4.8 Canned Responses

This settings section lets you manage your personal boilerplates (aka “canned responses”) which are
handy when replying to messages with prepared responses. Go to Settings >> Responses.

"] ——

+
@ Settings C
Compose Create gelzte

== Preferences o Reported incident acknowledgement
Mail

W Folders

8 Identities
Contacts

o |

P PGP Keys

Y Filters

Calendar
® out of Office

[ Forwarding

Password
o &

Settings | ¥ Last login

4.8.1 Edit Reponses

The middle pane displays a list of saved responses. Select one to see its name and text in the form on the
right. You can right away edit both and save the changes by clicking the Save button.
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m

Create Delete

#® Reported incident acknowledgement

Name Reparted incident acknowledgement

Response Text Dear Client,
list of saved responses

will feedback shortly.

Regards,

We have received your email reporting an incident, we are working on it and

by the system administrator which cannot be edited.

Note If the fields are not editable and there’s no Save button below, this is a global response defined

4.8.2 Create a New Response

Click the + icon in the responses toolbar to create a new response. Give it a name and enter the response

text and finish with clicking the Save button.
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=]

Mame |

Response Text

4.8.3 Delete a Response

The Delete button also located in the responses list footer will delete the currently selected item after
displaying a confirmation dialog.

m

Create, Delete

49 PGP Keys

Pretty Good Privacy (PGP) is a security program used to decrypt and encrypt email and authenticate email
messages through digital signatures and file encryption.

Email is a prime attack method for cyber criminals who can easily forge messages using a victim’s name or
identity. PGP aims to solve this and enhance email security by encrypting the data to make the
communication method more private.

PGP uses the public key system in which every user has a unique encryption key known publicly and a
private key that only they know. A message is encrypted when a user sends it to someone using their public
key, then decrypted when the recipient opens it with their private key.
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How to send encrypted emails using PGP in GMS?
We take into account the following scenario: Alice and Bob want to send encrypted emails.

4.9.1 Create PGP key

Step 1: Alice and Bob create their key pairs by clicking on Settings => PGP Keys => Create.

" —
] Scttings m QU & |
Compose Select Create fDelste  Search Import Ex

== Preferences Q, search...

Mail o All public and private keys are stored on the server.

I Folders [J Emmanuel Machange <emmanuel. machange(@...

1.0
. .T-t 5 Identities Identity @ emmanuel.machange@ega
ontacts
@ Emmanuel Machange <emn

@ Responses

I b PGP Keys Key type RSA - 2048 bits

Y Filters Password
Calendar

Out of Offi
e @ ¢ € Confirm password I I

[ Forwarding

o & Password

£ Lastlogin

After creating the key, you can view it by clicking Setting => PGP Keys => Click on user on PGP keys list

-3 -
kd
@ st 0@ Q& &,
Compose Select Cregte Delete  Search Import Export
——
= Preferences Q Search... Basic Information
Mail
. i Fokders || e UserID Emmanuel Machange <emmanuel machange@ega.go.tz>
(11}
L~ — "
dentities
cotacts B Key ID 212DE638
P # Responses Keytype key pair
Notes | ’ PGP Keys Fingerprint E75C 9855 3F58 5E10 D472 599F B986 A99C 2120 E638
s
Filters
B Y Subkeys
Calendar
® Outof office
ek ID Algorithm Created Expires Usage
[ Forwarding
212DE638 RSA (2048) 26-08-2022 never Sign,Certify§
3 & Fassword
Setings | ) Last login 14761884 RSA (2048) 26082022 never Encrypt
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4.9.2 Export PGP key

Step 2: Alice and Bob have to export their public keys.

To export public key Go to settings => PGP Keys => Click on the key in keys list => Click export icon in
taskbar

m Q | X
Select Create Delete Search Importfl Export
Q search.. Basic Information . Exportall
FUMEIE LR 1 <emmanuel,machange@___| User ID Emmanuel Machange <¢ R Export selected 1tz
Key ID 212DE638
Key type key pair
Fingerprint E75C 9B55 3F58 5E10 D472 599F B986 A99C 212D E638
%
Export key(s) b4

Do you want to include secret keys in the saved OpenPGP keys file?

. Export Public Keys Only

1 R Py R W] (RN R R ]

PGP key file will be downloaded to your computer, share the public key with the person you want to
exchange encrypted emails with. In our example Bob share public key to Alice and Alice share public key
to Bob.

4.9.3 Import PGP key

Step 3: Alice and Bob import each other’s key: To import key go to Settings => PGP Keys => Import =>browse
to a file you want to import => click import button
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Import key(s)

o All public and private keys are stored on the server.

You can import private and public key(s) or revocation signatures in ASCIlI-Armor format.

Choose file...

Maximum allowed file size is 20 MB

Q, search.. Basic infi ;

<aliceg servermy.com> User In <PabiBEEIeTIL Ao

o e
e

Fingenrint FBAD EA4E E11F DEAC FO30 GDBZ D4DE E0GD BFEE 4409
Subkeys
o algorithm Created Expires Usage
BFIB4ADD RS {2048) 20191223 never Slgn Cartity
1000C3H H5a (2048) WNGIE-E nesver Encrypd

4.9.4 Send encrypted email

Step 5: Alice sends an email to Bob

To send encrypted email, while in compose window check on digitally sign this message and encrypt this
message checkbox then enter your passphrase.
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o

alice@servermx.com
Maximum allowed file size is 50 MB

bob@servermx.com X =+ m

PGP to Bob

Digitally sign this mes- | @D
sage Sl

Encrypt this message [ @D
Altach my public key
Return receipt

Delivery status notifica-
tion

Enter key passphrase x

A passphrase is needed to unlock the secret key (B1D2DDDE)
for user: <alice@senvermcoms.

G | x|

4.9.5 Read encrypted email

Step 6: Bob reads Alice's encrypted and signed email.

When opening encrypted email, you will be prompted to enter your passphrase and hashed email will be
decrypted and you will be able to read it.
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e b
& onafts
o et
& Junk
il Trazh
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Enter key passphrase

A passphrase is needed to unfock the secret key (1000C391)
for user: <bob@servermx.com=.

4

A % = D “ & e 0% -
Select Thvesds Opliong Relresh Reply Rephiall  Foreard Dalste  Mak  Morg
Search.. - I
Q PGP to Bob
alesEsemammecom Today 1232
i ey From <:I|ICE‘EJSI:"‘|-'E‘TTIK.CDP'I on2018-12:25 12:32
= PGP 1o Bob
B Detals

a Mezaege decrypted,

a Verified signaturs from <alicefservemmy com=

PGP to Bab

GMS




5. TASKS

5.1 Overview

The content area of the tasks screen is divided into three areas: The Tasks itself, the Tags and the Task
List Selector.

p = + o4

L] Tasklists : % = B 8 O LA
Threads Options Create Print  Delete Import  Export

Q, Find tasklists... |Q gms X

Default [ ] » Next7 days
ag

kel
Contacts GMS PROJECT O o

Calendar

e

Settings

The list is empty. Use the Create button to add a
new record.

5.1.1 The Tasks List

The main content are lists the task items that match the current selection of active lists, filters and tags.
The listed tasks are sorted by due date (ascending) and completed ones move to the bottom.
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——
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—

Options

Tasklists
Threads
Q, Find tasklists... Q, search...
Default ™ > Al
— v
GMS PROJECT B e 5 08-2022
[ ick off meeting
24-08-2022
Inception
25-08-2022
Report
Tasks

Tasks can be organized hierarchically and the list appears like a tree structure. A small arrow icon on the
left side of a task bar indicates subordinated tasks and expands or collapses the tree upon click. Some
basic editing like flagging, assigning a due date as well as completing tasks can directly be done in the list

by clicking the checkbox, the flag icon or the date selector.

A single click anywhere else on a task bar displays all details in a dialog box. Hit <Esc> on the keyboard or

click the close icon to hide it again.

Q, search... REpOI‘t
> All
Report
25082022
Kick off meeting Start 25-08-2022 08:00
24-08-2022 Due 25-08-2022 15:00
Inception Tasklist GMS PROJECT
25-08-2022 Complete 0
Report
Created Today 13:40
Last Modified Today 13:40
& Edit Add subtask
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Double-clicks open the clicked task item for full detail editing.

5.1.2 Task Lists

Organize your tasks in various lists. All of your personal task lists as well as those shared by others are
listed in the box in the lower left area of the screen.

-
o = Tasklists H
ompose

I Q Find tasklists.

& Default

-t
—— e,
= GMS PROJECT ‘ ) A=
Conmacts I _

M ail

Calendar

=

Settings

You can create any number of lists to store and manage all your tasks and name them individually.

Create a Task List

87| Page GMS




g

Tasklists Add list

Q, Find tasklists...

Mail

Add list Name

s
Default it/ i
& Edit/Share list show reminders

ra
ra

GMS PROJECT

Contacts I Delete list

3

24-08-2
Incepti
25-08-2
Calendar Report

L

Settings

<<NEW TASK LIST NAME=>

©

- i

1. Click the three dots (...) icon beside the task lists.
2. Inthe dialog, give the new list a unique name.
3. Click Save to create it.

Edit List Names and Settings

Tasklists

Q, Find tasklists... E3 Addlist

el
Default & Edit/Share list I 4

| GMS PROJECT

M Deletelist

1. Select the task list to edit by clicking the name in the box.

2. Click the three dots icon at the task list header and select Edit from the options menu.

3. Adjust name or reminders settings in the edit dialog.
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4. Click Save to finally update the list.
Remove entire Task Lists

1. Select the task list to edit by clicking the name in the box.
2. Click the three dots icon at the task list header and select Remove from the options menu.

After a confirmation dialog, the selected list with all its tasks will be deleted. Caution: This action cannot
be undone!

5.2 Managing Tasks

All the described functions to manage your tasks are accessible from the main task view.

5.2.1 Create new Tasks

The New Task Dialog

e @ 2 &

Import Export
Summary Recurrence

Title

Description

-

Start no date
Due no date
Reminder none : =4
Complete (] %

Status — -
Tasklist GMS PROJECT s

I " Save I
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1. Click the New task button in the toolbar to get an empty dialog where you enter the tasks
properties like title, description, start/due dates and reminder settings.
2. Click Save to finally add it to the selected task list.

5.2.2 Edit Tasks

Tasklists 2 = e T
Threads Options Create  Print  Delete
Q, Find tasklists... Q, search... Kick off mee“ng
e
DL s Start 24.08-2022 06:00
(B P EET o S Due 25-08-2022 08:00
Kick off meeting
Tasklist GMS PROJECT
24-08-2022
Inception Complete 0%
25-08-2022 Created Today 13:39
Report Last Modified Today 13:39

=

1. When clicking a task item in list a dialog showing its details is displayed.
2. Clicking the Edit button in that dialog opens the form to edit all properties of the selected task.

The edit form is divided into different section which can be switched using the tabs on top of the dialog:
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& O L X
Create Frin elete mport Expor
Summary Recurrence
Title
Kick off meeting
Description
i
Start 24-08-2022 06:00 no date
Due 25-08-2022 08:00 no date
Reminder none -+
Complete (4] %%
Status — -
Tasklist GMS PROJECT >
Summary

This general section has text fields and selectors for various properties. Here’s a description of all the
possible values:

Title: The title of the task. This is what you will see in the list.

Description: Any text that describes the task. Links and email addresses will be become clickable.
Start: The date/time, the task is supposed to be worked on.

Due: The date/time this job is due. Define a time when setting a reminder for this task.
Reminder: This will pop up with a notification at the specified time before the task is due.
Complete: The completeness state of a task in percent. Use the slider or enter a number.

Tasklist: The list the task is saved in. Change it to move an event from one list to another.

Note Don’t forget to finally save the changes by clicking Save in the edit dialog. Switching back and
forth the tabs will not yet save the data.
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Mark Tasks as Complete

In the Edit Tasks section, we learned how to set a percentage value for a task’s completeness. Until a task
isn’t fully completed, the percentage is displayed as a think horizontal line in the list view.

Complete 33 %

In order to mark a task as complete, simply click the checkbox in the list view. The task is now grayed out

and moved to the bottom of the list. After some time or when refreshing the list, completed tasks will be

removed from the view. You can still find them with the Complete quick filter. Uncheck the box to bring it
back to the normal list.

-, =

Threads Options

Tasklists

Q, Find tasklists... Q, search...

Default > All

GMS PROJECT O . 25082022
Kick off meeting

25-0B-2022

Report
24-08-2022 @

For bigger jobs or entire projects, tasks can be divided into subtasks and organized hierarchically to
visualize dependencies.

5.2.3 Organize Tasks in Groups

Create a Subtask
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Q search.. Kick off meeting
> Al

Start 24-08-2022 07-:00
e Ll Due 25-08-2022 08:00
Kick off meeting
Tasklist GMS PROJECT
25-08-2022
Report Complete 0%
24-08-2022 Created Today 13:39
neeption © Last Modified Today 15:04
Iz e |
1. When clicking a task item in list a dialog showing its details is displayed.
2. Select Add subtask
3. Enter the subtask properties in the Edit Dialog
4. Press Save to insert it

Re-organize Groups

The hierarchical nesting of tasks and subtasks can be changed at any time. Simple grab a task with the
mouse and drop onto another one to make it a subtask. This works for entire subtrees equally well. While
dragging, a possible drop target is highlighted when moving over it.

Drop a task onto the small bar on top of the tasks list to make it a main task again.

If you organize your tasks in different lists, dropping a task onto a task list in the box on the left moves it
(and all child tasks) to that particular list.

5.2.4 Get Notifications

While logged in to the GMS, reminders about soon-to-be due tasks will be displayed with pop-up boxes at
the specified time before the task is due. You can specify if you want to see reminders for every task list
individually. Enable or disable reminders in Task List Settings from the Task Lists.

Read how to Dismiss or Snooze Reminders in the calendar section.
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5.2.5 Delete Tasks

Usually finished tasks are marked as complete. But there are still situations where you might want to
actually delete a task.

B &8/0 1+ X

Create  Print | Delete Import Export

1. Open the options menu of a task from the arrow icon on the tool bar.
2. Select Delete.
3. Click Delete again in the confirmation dialog.

I Delete task >

Do you really want to delete this task?

M Delete ¢ Cancel i
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6. CONTACTS (Address Book)

The content area of the address book screen is divided into three areas: Directories and Groups, Contacts
List and the Contact Details.

= Groups r Tool bar 8 o Q & & >

Compose * Selzct Create  Print  Delete Search Import Export More

@ Personal Addresses Q Search...
Mail

<

| [} 6Ms Global Addresses
FUTON &
- ole g
e Mailing List:
Contacts fing et

[2} collected Recipients
r |EEEEETTT

Notes [Z} Trusted Senders

o Contact list

Calendar

Contact details

G

Settings

6.1 Directories and Groups

The leftmost pane displays a list of address directories and contact groups within each of the directories.
Depending on your server configuration and installed plugins you might see multiple directories but there’s
at least one directory which contains your personal contacts.

Click a directory or a group in the list to show the contained contacts in the list on the right. The currently
selected directory or group is highlighted in the list.

6.1.1 Create a Contact Group

In order to create a new contact group, first select the directory you want the group being created in. Then
use the three dots icon on the groups list header to get you an input field for the group name. Enter a
unique name for the new group and hit <Enter> to finally create it.
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Groups

Create new group

Mail

Name ENTER GROUP NAME HERE]

L ]
als
Contacts

2 Mailing Lists

[E} collected Recipie

Calendar

6.1.2 Assigning Contacts to Groups

Contacts can be assigned to groups by dragging & dropping them with the mouse. Select one or multiple
contacts in the list and drop them onto the desired group. It’s a simple as that.

6.1.3 Remove Contacts from a Group

List mode:
Groups H h 8 0 Q Lt X -
Select Create Print Delete  Search Import Export | More
v [2] Personal Addresses Q search.. v/ Address Book: Personal Addresses 308 Cade

abdul kindamba

3 abdul kindamba

I 4% eGA CONTACTS

v [2} 6Mms Global Addresses & zbela masinde

-+ Assign to group.. »

|

&R Remove from group

O il
as Mailing Lists = ahmad mtele i copyto

2} Collected Recipients
) & Forward vCard
Properties  Groups

&} Trusted Senders

1. Select the group in the list on the left
2. Select one or multiple contacts to be removed from that group
3. Go to more action on the toolbar and Click the Remove from group button.

Single mode:
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Groups h & o

Select Create  Print  Delete 4

v [z} Personal Addresses Q search... v Address Book: Personal Addresses

I 283 eGA CONTACTS & abdul kindamba abdul kindamba

v [2} GMS Global Addresses = abela masinde

282 Mailing Lists & ahmad mtele

[2} collected Recipients
Properties Groups

|:>©GA CONTACTS

1. Select a contact in the contacts list

2. Switch to the Groups tab in the Contact Details area on the right
3. Uncheck the Group(s) you want it to remove from

[2} Trusted Senders

6.1.4 More actions

Also in the header of the groups list, the three dots icon shows a menu with actions related to the
selected directory or group.

Groups

w
[z} Personal Ade 5.

1 I
“aai €GA CO & Rename group

v [z} GMs Global .

Contacts

MM Delete group
q- Mailin L
Wl
- Q

[z} collected Re

[z} Trusted senders

Rename Group

Only enabled when a contact group is selected in the list above, this will let you enter a new name for
that group.
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Delete group

Deletes the group selected in the list above. Note that the contacts assigned to that group will NOT be
deleted.

Save search
If you executed an address book search before, this option will let you save it as a filter for later use.
Delete search

Only available when a saved search is selected in the list above, this will delete that search filter.

6.2 Contacts List

The contacts of the selected address directory or group are presented in this list with their names. The
total number of contacts in the particular directory or group is stated right below the list as well as the set
that is currently displayed. Use the arrow buttons in the list header to navigate through the pages.

-
= Groups *
Compose Select
~ [2} Personal Addresses Q) search... ~

Mail
282 eGA CONTACTS

Contacts

~ [2} GMS Global Addresses

282 Mailing Lists

I [} collected Recipients - Contact list

[} Trusted Senders

Note you can change the way and order the contacts are listed here in the Address Book section of the
user preferences.
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6.2.1 Contact List Actions

The toolbar of the contacts list provides buttons that operate on the list or the current selection of
contacts relatively:

B 8 01 Q &£ X -

Create Print Delete Search Import Export More

Create new contact (+)

Opens the form to add a new contact to the selected directory.
Delete selected contacts

Deletes the contacts selected in the list above permanently.
Remove from group

Removes the selected contacts from the currently selected group.

6.2.2 Copying Contacts

Contacts can be copied from one directory to another in a similar way as assigning them to groups.
Simply drag one or multiple selected contacts with the mouse and drop them onto the target directory.
Please note that some properties might be saved into other fields or not be copied at all if the address
directories have different schemas.

6.3 Contact Details

The full details of a contact are displayed in the rightmost box of the address book screen. Select a single
contact in the list in order to see the details here. Contact properties are structured with tabs and boxes
grouping similar properties like phone numbers, postal or email addresses.
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| Q) search...

I - abdul kindamba I

-
an 3abela masinde

- ahmad mtele

Properties Groups
Email
Internet abdul. kindamba@ega.go.tz

Address Book: Personal Addresses
abdul kindamba

Contact details

The groups tab allows direct assignment or removal for the contact to/from contacts groups.

6.4 Creating and Editing Contacts

Select a contact from the contacts list and then press the Edit contact button in the contact properties

area on the right to start editing it.

| Q, search... ~

I & abdul kindamba I

& abela masinde

& ahmad mtele

Address Book: Personal Addresses
abdul kindamba

Properties

Email

Internet

Groups

abdul kindamba@ega.go.tz

In the upper part of the contact edit area are the name and organization fields as well as the contact

picture to be uploaded.

The lower part shows the same groups of contact properties as the Contact Details structured with tabs

and boxes.

When done with editing, save your changes by clicking the Save button below the form. Abort editing and
discard your changes with the Cancel button.
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6.4.1 Add more contact properties

To add another property field, select one from the Add field... drop-down menu located below the form.
The similar drop-down below the name fields in the header lets you add more name-related fields.

First Name first name
Last Mame last mame
Display Mame name surname

I Add field. .. = I

I - Add field.__
Pe

Properties

Prefix
Email
Middle Mame
Home - gi .go.tz
Suffix
Phone MNickname
Home - Organization

6.4.2 Upload a Contact Photo

Contacts have a picture assigned which is also displayed in the email task of the application if the sender
of the message is saved with a picture in one of your address books.

First Name first name
Last Name last name

Display MName name surname

Add field... =

Properties Personal MNotes

To add or replace a contact picture,

1. click the picture placeholder in the edit form.
2. Then select an image on your computer using the file picker dialog that appears.
3. Once selected, the picture will be uploaded and shown immediately as a preview.

Note that the new picture will be stored with the contact only after you saved the contact.
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In order to remove the currently assigned picture from a contact, use the Delete button right below the
picture and save the contact to apply the changes.

6.4.3 Create a New Contact

A new contact can be added to the currently selected address directly by

1. Clicking the Create new contact button (+) in the toolbar of the Contacts List.
2. The form to add names and properties is the same as for editing.
3. Finally create the new contact by clicking the Save button below the form.

m Q L X _ -
Delete Search Import Export More
Address Book Personal Addresses
First Name
Last Mame
Add field... =
Properties Personal Notes
Email
Home = m

6.5 Searching Contacts

For searching contacts enter name or email address into the search box above the in the toolbar area and
press <Enter> on your keyboard to start the search. Search results will be displayed in the contacts list in

the middle. The number of contacts matching your query is displayed in the footer area of the contacts
list and in case the results span multiple pages, use the arrow button in the list header to browse through

them.
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L3

Groups
Select

[2} Personal Addresses Q, search... search bar

28: =GA CONTACTS

[2} cMms Global Addresses contact list

282 Mailing Lists

[2} collected Recipients

[2} Trusted senders

Reset the search by clicking the Reset search icon on the right border of the search box.

Searching convers all directories and the results are mixed together from all sources. Which directory a
particular contacts belongs to is displayed at the top of the contact properties box, right above the
contact’s picture and name.

6.5.1 Choose what properties to search

Open the search options menu by clicking the search icon left in the search box. You can select which
properties of a contact should be searched for the entered term. Check All fields to search them all.

Q. search.. o

@O Display Name
@O First Name
@O Last Name
@ Email

@ Al fields

6.5.2 Advanced Search Form

While the simple search box in the toolbar area just searches for the entered words somewhere in the
contact, the advanced search function allows a more specific query on the address book.
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Create F Delete Search fmport Export ore

g & o] Q |& X -

Click the Advanced toolbar button and the search form appears in the contact area on the right. Here you
can enter search parameters for the individual contact fields. For example, you can search for all contacts
named “Paul” (First Name) who are living in “dodoma” (Address). Start the search by pressing the Search
button below the form

| Advanced Search x

Properties Personal Other

£ Display Name | ]

) First Name

| Last Name

: Middle Mame
Prefix

Suffix
Nickname
Job Title
Organization
Department

Email

6.5.3 Saved Searches

When having access to huge address directories, searching is probably the preferred way to navigate
through them. Beside organizing contacts in groups, you can also create filters aka “saved searches”. Such
a filter remembers the parameters used when searching for contacts and executes that search again when
recalled.

Create a Saved Search
Search the address book either by using the simple search box or the advanced search function.

Select Save search from the options menu of the Groups list on the left.
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lobal S <dindamba

Give that saved search a name and press <Enter> on your keyboard to save it. This will add an item to the
Groups list on the left.

Click it to execute the search again and to see the results in the contacts list.
Delete a Saved Search
Select a saved search query in the leftmost pane.

Open the options menu in the list footer and then click Delete search to remove it again. This won’t
delete any contacts but only the saved filter.

6.6 Import/Export

6.6.1 Importing Contacts

Contacts can be imported into the GMS address books from vCard and CSV files.

O 8 @ alxz]1s . -

Create F L Delete Search § Import jExport ore:

1. Click the Import button from the top toolbar in the address book view to open the import wizard.
Then select the file to import from your computer’s hard drive. Make sure it’s either .vcf or .csv
file.

3. Select which address book the contacts should be imported to. The checkbox lets you delete all
contacts from the selected address book before importing. Be careful with this, the deletion
cannot be undone!

4. Click the Import button to start the importing process.
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Import contacts >

wou can upload contacts from an existing address book.
wwe currently support importing addresses from the vCard or CSWw (comma-separated) data

format.

Import from file Choose files... Browse
haximum allowed file size is 20 MB

Import group assignments none =

Replace the entire address
boolk

[

The next screen will display the results of the import process. Click Done to get back to the address book
view and see the imported contacts.

-

6.6.2 Exporting Contacts

Contacts from GMS address books are exported in the vCard format only.

1. Select the address book or group you want to export.

2. Click the Export button in the top toolbar.

3. Choose where to save the exported .vcf file if prompted, otherwise check the “Downloads” folder
on your computer for a file named “gms_contacts.vcf”.

) 8 =& 0

Select Create Print Delete

Groups

v [2} Personal Addresses rch.. X v

383 eGA CONTACTS

v (2} GMS Global Addresses

283 Mailing Lists

[} collected Recipients

[} Trusted senders

The Export toolbar button offers the following two options:
Export all
That’s the default action of the button and will pack all contacts currently listed into the vcard file.

Export selected
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If there’s one or more contacts selected in the list (do this by holding down the Shift or Ctrl keys of your
keyboard while clicking individual contacts), this option will generate a .vcf file with only the selected
contacts.
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