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1. Introduction

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.

4|Page




2. How to Access

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

2. In the Address Bar, type https://mail.your-agency-domain

For example, “your-agency-domain” of e-Government Agency is ega.go.tz

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

Fig 1.0.0 Mailing System, Log in page.

The United Republic of Tanzania
Government Mailing System

B

Helpdesk
System

Login to Your Account

Username ‘ ® ‘
Ly

Contact us: Password e
egov.helpdesk@ega.go.tz
+255 764 292 299 >
For any technical inquery related to e-Government Services Register at Mode _ v
http://helpdesk.ega.go.tz Automatic

-~
‘ _‘\’e\ i 5./ E | Log n
£ @ é 24/7 ~ For slow Internet connections Select Mobile(minimal) Mode
\ /

Best viewed on: Firefox 3.5 and above ,IE 9 and above,chrome
18

AP0
Government

POMYAL| Gip | HELPDESK

Visit the Government Portal www.tanzania.go.tz “A One Stop Centre for Public Information and Services”. For any Technical inquiry, Please
contact your ICT Support Team at : ictsupport@egatest.go.tz.

When you successful see the log-in page of the mailing system,
1. Enter the Username (Will be provided by your administrator)
2. Enter the Password (Will be provided by your administrator)

Figure 1.0.1 below shows sample of the filled log-in form.
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https://mail.your-agency-domain/

The United Republic of Tanzania

Government Mailing System

Ry

Login to Your Account

contact your ICT Support Team at : ictsupport@egatest.go.tz.

Username ; : '
Tovuti Kuu ya Serikali... _o_, said2.said2 /.
Dirisha Moja la — i e
Huduma kwa Umma f eveseeed]
[ www.tanzania go.tz | Mode )
Automatic ¥
-
@ | | Log in
4 @ . 24/7 ~ For slow Internet connections Select Mobile(minimal) Mode
A - \ ¢ =i Best viewed on: Firefox 3.5 and above ,IE 9 and above,chrome
Government: — 18
PORVAL| cip | HELPDESK

Visit the Government Portal www.tanzania.go.tz “"A One Stop Centre for Public Information and Services”. For any Technical inquiry, Please

Type in

w

Type in
Password

I ——

Fig 1.0.1 Filled User-name and Password fields

On the log-in page there is Mode field. The Mode field gives options to specify what kind of device

you are using. There are three modes of which you can choose to open the Mailing system.

i. Automatic

The system will detect automatically the type of the device the user uses.

NB: It is advised to use this mode, if you are logging in using good network

connection speed.
ii. Computer (PC/Laptop)
Ideal for laptop or desktop workstations
iii. Mobile (Smart phone/Tablet)
Ideal for mobile devices
iv. Mobile (Minimal)
Ideal for devices with extreme small display
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3. Mall

-After login, the system will redirect you to the mail section where all inbox mails are listed.

The United Republic of Tanzania

top navigation

Government Ma]l]ng System [ Mail = | Calendar w | Address Book ¥ | Tasks ¥ | Notes v | Others v | -

Type here a phrase to search for mails

0 Refresh ’ Other ¥  Filter ¥

New Message /
From Subject ¥ 4 Date ¥ Size
g Inbox 0 ’

/ Drafts

@ Sent MAIL LISTING
{3 Trash

4% Folder Actions ¥

;j Junk

LEFT NAVIGATION

MAIL CONTENT DISPLAYED HERE

Fig 1.0.3 Inbox Listing

As you can see on above Fig 1.0.3, there is a Top Navigation Menu which can help user to navigate
into different major features of the GMS system. The menu item (Mail) which is highlighted with the
green color show the current section which the user navigates into.

Every Top Navigation Menu item has a drop down sub-menus to navigate into sub-sections of a given
feature. Despite of having sub-menu, every major feature of the system has Left navigation Menu (i.e.
secondary navigation to the top navigation) showing different options you can perform on that
feature.
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The United Republic of Tanzania
Government Mailing System [Vl ~ | Calendar + | Addfess Book + |
%
fters
LEFT HAND SIDE MENU ) Mew Message
f& ;~
£ Refresh
New Message / Search
From Subject ¥
g Inbox i To: Mwasa Maroi Gms trainine 4ma ual
/' Drafts 2 A To: Mwasa Maroi Fwd: GMS'  6ut Pla
= MAIL MENU
& Sent
éTrash ,/’—-_5‘\
N
W Folder Actions ¥ ,/ Click \|
y \
& Junk + Mail !
S ’
= N —_——— =
MAIL SUB ITEMS 0 NG e

Fig 1.0.4 Sub-Menu of the Mail Section

3.1. Create New Message

- Click New Message either on the left hand side of the sub-menu or on the top navigation of mail to
create new message as shown on the Fig 1.0.5 below.

T
The United Republic of Tanzania ‘
Government Ma]l]ng System | Mail » | Calendar v | Address Book v | Tasks v | Notes v | Others v | ¢
Filters .
¥ S r Entire essage
ﬁ-?' click here = ~»[ = ]
New Message / = Search Oiher
From Subject ¥ 4 Date ¥
é Inbox i To: Mwasa Maroi Gms training user manual 12/03/14
/ rifts & A  To: Mwasa Maroi Fwd: GMS Rollout Plan 11/28/14
ﬂ' Sent
I:] Trash
W Folder Actions ¥
;ég Junk
(i "

Fig 1.05 Create a New Message

-Click on the red border rounded sub-menu as shown on the Fig above, a New Window will pop up
to provide an editor for writing a message as shown below on Figl.0.6
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Type Username:

example:
= send | (@ Check Spelling ¥ ‘ Q Save as Draft ‘ mwasa.mwaroi@ega.go.tz
™| firstname.lastname@domain.go.tz <] HTML composition
Add Cc Add Bec = — v Save in Sent ¥
fact: [ Priority: Normal
Subject: I -G-ms tra,n,ng < 1 nnAntione w Type subject of the
&) ¢ Add Attachment ¥ c . \ J Mail example:
click to add attachment GMS TRAINING
A . [ Source @& | & @ e Ee EE =y EE=ZE &
EOE= & O Stles v | Format ~| Anal 1 - B I U =< x, x2
- A~ -
write the content of your E-mail
(message content)
body 4

Fig 1.0.6 Email Editor

- Click on Top Left corner menu and choose Send, Save or Draft after composing your email.

3.2. Read New Mail

To read New Mail click on the Inbox sub-menu on left hand side, this will display messages listing on
the right hand side panel as shown on the Fig 1.0.7.

, , , LeT 7T o= ‘a
The United Republic of Tanzania R Select E- - -
Government Mailing System . mailto

N . ¥ search (Entire Message iSwn

) Refresh 1 4= Reply v ‘ = Forward ¥ Other ¥  Filter ¥

New Message /

I & Inbox (1) I

From S
¥ ) A bernard.amri@ega.go.tz

4+ Date ¥ Size
12/11/14 5.6 MB

BPR Report & Review Comments

u A To: Mwasa Maroi Gms training user manual

Drafts 12/03/14
= DA To: Mwasa Maroi Fwd: GMS RolloutPlan o - o 11/28/14
Sent -
) e T - =
‘; Right Panel Mail listing. ~ DA
@ Trash = M | t t
all contents =
#% Folder Actions ¥ ¥ Gms training user manual / \(pen in new window
I .
t‘:’ Junk From: Mwasa Maroi \ to be dISp|ayed Ither Options ¥
Date: Wednesday, December 03, 2014 (13:56:01 EAT) N h 4
5 i ere
Left Panel o2 H¥asa kol . L
-t . N

4| HTML Message (1 KB) & ¥ 7l Contents

Fig 1.0.7 Show Inbox Listing
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Click the Mail you want to read on the listing panel and the Mail body will be shown below the Inbox

—- ~o

Listing Mail as shown on the Fig 1.0.8. - ~s

7’

4 .
#~ Mail Contents ™\
The United Republic of Tanzania ll \ -

o s displayed
Government Mailing System ail ~ | & Py '

/| Notes v | Others v | <2
/ il

»  here .
~ P 2 W Search (Entire Message) )
~ o 3
S~o —_
‘Qnefr;ﬁh|4'up|yv|'>l:omrdVI.Delete| Other v  Filter v
New Message / =S ==
From Subject ¥ - Date ¥ Size
g Inbox (1) ) A bernard.amri@ega.go.tz BPR Report & Review Comffients 12/11/14 5.6 MB
/ Diafts To: Mwasa Maroi Gms training user manua} 12/03/14
é = 2 A To: Mwasa Maroi Fwd: GMS Rollout Plal 11/28/14 4 KB
ent
& Trash
% Folder Actions 7 Gms training user manual @ Open in new window
@ Junk firom: JMasa Marl @ Other Options ¥

: Wednesday, December 03, 2014 (13:56:01 EAJff

5

| HTML Message (1 kB) 3. ¥

Test Mail from Mwasa Maroi

Fig 1.0.8 Read Inbox Mail

OR

The United Republic of Tanzania W

Government Mai ling System Mail » | Calendar v | Address Book v | Tasks v | Notes v | Others v | .

v o
Qndmh|<-miyv|¢ﬁ:madv| Ddete| Other v Filter ¥
New Message / <SR- = 4 o ! i -»-V.. ke M-
Sort ¥ = =
b o ¥ Gms training user manual @ Open in new window
Lamri .go.tz 12/11/14 .
g Inbox (1) =) erna amn@egé go. /11/ o e © other options ¥
B BPR Report & Review Comments
/ ora Date: Wednesday, December 03, 2014 (13:56:01 EAT)
é - bt
& Trash
To: Mwasa Maroi 11/28/14
4% Folder Actions v DA 4. Gms Rollout Plan B HrML Message (1 k5) 3 il
& Junk

Test Mail from Mwasa Maroi

/” \\\ /
7’ . > /
,/ Mail Contents AN

displayed /"
\_ here ’

Figure 1.0.9 Reading inbox in vertical View
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3.3. Sent Mall

-All Mails that you have sent are stored in the sent directory and can be viewed by click sent item on
the left hand side panel

The United Republic of Tanzania - '\\1
Government Mailing System

Mail v | Calendar v | Address Book v | Tasks v | Notes v | Others v | .

v Sea

,J_

) Refresh ‘ 4= Reply v | = Forward ¥ ’ Delete Other v Filter ¥
New Message / =2 ]
v
208 7 test sending Mail @ Open in new window
g Inbox (1) 2 Bernard Amri 14:43:08 (ot e o Other Options ¥
/ Drafts Date: Today, 14:43:08 EAT
I @& Sent I To: Bernard Amri
& Trash
§8 Folder Actions | HTML Message (1 kB) 3, i
5 Junk
L Please ignore this Mail it is for testing purposes:
Regards
Regards,
Mwasa Maroi
—————— ~ S \ - -—o
//’ \\\ /z’ \\\ /z’ ‘\\
7 7 e .
H AN N N
/ Click Sent . ! Select e- . '/ Email Contents .
\ 1 . 1 . 1
N ’ ‘' Mail ’ N displayed here ’
N , N , N ,
~ - ~ Phe ~ -7
S~ o - - Se~ o - ~

Fig 1.0.9 Sent Mail

To Read the sent Mail click on one of the sent listing and the message will be shown below the listing
panel.

3.4. Reply or Forward a Message

To reply or forward a message click on the reply or forward button on the menu displayed above the
mails list when you read contents of the respective message.
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’
The United Republic of Tanzania \\‘
Government Mailing System Mall v | Calendar v | Address Book v | Tasks v | Notes v | Others v |

v = cntire b = c)

) Refresh I 4 Reply v ‘ = Forward ¥ i Delete 1 Other ¥  Filter v

New Message /

Sort ¥ 5 3
b o 7 Gms training user manual @ Open in new window
ernard.amri@ega.go.tz 12/11/14 -
£ Inbox (1) moL €039 b o © other Options ¥
Drafts BPR Report & Review Comments
/ Date: Wednesday, December 03, 2014 (13:56:01 EAT)
& sent To: Mwasa Maroi 12/03/14 Tos) Mitaan Mars]
& Tresh d
To: Mwasa Maroi 11/28/14 &) HTML Message (1 KB) i ﬁ
$8i Folder Actions ¥ 24 Fwd: GMS Rollout Plan =
& Junk

Test Mail from Mwasa Maroi

—————

- - = ~
e e - > N

4 t Cli A i
, 1st Click to \ ,/ 2 Clickto AN
'\ select the Mail | ' Reply K
\ /

.. . ‘. [forward the L/

~ ~o _ - - ~ ~ - - - -

~ - -

Fig 1.1.0 Reply and Forward Button

3.5. Filters

Filters enable you to specify action rule which defines what to do when a message from specified
address sent to you.

To define a Filters rule click on the Filters drop down sub-menu of Mail menu as shown on the Fig

below.
““ —
The United Republic of Tanzania ’\\‘
Government Ma'il'ing System | Mail v | Calendar v | Address Book v | Tasks v | Notes v | Others v | -

| Cikin
g Filers | e " )
New Messak :
G Refresh | Other ¥ Filter v
Search \

New Message /

g Inbox (1) =94 bernard.amri@ega.go.tz 12/11/14
/ Drafts BPR Report & Review Comments
:', Sent 2 To: Mwasa Maroi 12/03/14
= Gms training user manual -~ N
&y Trash : ~
2 To: Mwasa Maroi 11/28/14 . \
48 ‘FolderActions v 2 Fwd: GMS Rollout Plan . Click \
8 1
& Junk \ .
v Filters ¢
N e
~ - -

Fig 1.1.1 Filters Sub-menu on Mail drop down menu

When Filter menu is clicked the following window is opened to enable some one to define other filters
rule. Click on the New Rule menu on the left hand side as shown on the Fig below.
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—
The United Republic of Tanzania 4
Government Mail_ing System | Mail v | Calendar v | AddressBook v | Tasks v | Notes v | Others v | .c

ixisting Rules o

@ Whitelist
@ Vacation X Disabled
@ Blacklist
@ Spam Filter
= Forward «/
Ii Ministries
il A
New Rule ) .-
LT RN N
Y Filter Rules z . \
= 4 Click -> \
@ Whitelist | k
® Blackiist . New 4
’,
& Vacation S~ __- -~
=» Forward
@ Spam
Script

Fig 1.1.2 Create a New Rule

-When you click, the following window will open to allow someone to specify the rule's details

The United Republic of Tanzania ‘
Government Ma]l]ng System | Mail v | Calendar v | Address Book v | Tasks v | Notes v | Others v |

Filter Rule @

New Rule
Y Rule Name: New Rule o < Enter RUIe
Filter Rules
. For an incoming message that matches:
@ Whitelist o name
@ ALL of the following () ANY of the following
® Blacklist
Select a field X F
$ Vacation !
+ ford ootz @
0 Spam Deliver into my Inbox X
B soint Mark message as: - Select
Seen Flagged " Answered Deleted .
0 Fields
@ Stop checking if this rule matches? G
m Return to Filters List
e

Fig 1.1.4 window to define Rules.

3.6. Search Messages

To search inbox, you can either click on top right hand side search field or the sub-menu option search
on the Mail drop down menu. You can specity the search criteria such as search by recipients, subject
and from. The following Fig shows field options for the search.
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————
- ~

ld ~
/, N
\
The United Republic of Tanzania P — ] Enter \
oe |
Government Ma]lmg System | Mal v Calendar v | Address Book v | Tasks v | Notes v | Others v | Body \\ Search )
Aes iifrem \ value 4
—— Recipients (TolCcBec) N . ’
O Refresh Sbect Seo_ -7
New Message f = _ — [P
& Inbox(1) bernard.amriega.go.tz /1114 0 o & e
a, L BPR Report & Review Comments - S
/ Drafts -, N
© set 1 To: Musasa Marci e , \\
- s Select .
8™ ,
Felder Adtions ¥ a1 To: e \
T - I Search [
g ek \ |
- T T =< \ .
e o ' Field ,/
e 7’
’ To set search \ S~ -
\ S
l Criteria !
/
N N ’
~o _ - s

~—_—— -

Fig 1.1.5 Search Inbox

4. Calendar

Calendar is one of the mailing system section where someone can view, organize and share events and
tasks according to the date of the calendars. To view the calendar click on the calendar menu on the Top
navigation menu.

When the calendar sub-menu is clicked it displays the calendar of the current Month and date as shown
on the Fig Below.

5 The United Republic of Tanzania ——— \. |
§ Government Mailing System 1 +| coer - s - o s - 00+ |

_—_———
- ~
AN

Click on A

5 12/19/14 4 | December2014 ® | fif Day [5 Work Week [ week [ Month [T Year () Tasks Agenda

New Event

Sunday Monday Toesday Wednesday Thursday
4 December2014 # g 1 2 3 4 5 6 [
Su Mo Tu We Th Fr Sa

I
‘. Calendar !
4

~ 7’
\‘5_ —”

~

B0 1 2 3 456
Bl 7 8 9 01213
B 14 15 16 17 1818 20
B 21 22 23 24 25 26 27 MR [ 9 10 1 2 13
f 28 29303 1 2 3
Bl 4 56 78 910

7 My Calendars otu 15 16 17 18 20

@ Calendar of Mwasa Maroi /'
£ GMS Rollout Plan ¢ /

7 MyTask Lists [+]

Shared Task Lists

Resources
Resource Groups @
Remote Calendars @

vevvewv [}

Fig 1.16 Calendar
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4.1. New Event

To Add a New Event you can either click direct on the specific date on the calendar or click on the New
Event menu on the left hand side panel.

28 The United Republic of Tanzania = -{%
Government Mailing System [ Ml » Calendar + | Address Book » | Tasks v | Noes w | Others « |

I pr— & 12/19/14 4  December2014 ® il Day [T WorkWeek  [5 week [{ Month i Year () Tasks Agenda
lew Even - - = - = -
o Monday Tuesday Wednesday Thursday Friday Saturday

4  December2014 ® g 1 5 3 4 5 G
Su Mo Tu We Th Fr Sa

______
EEl 0 1 2 - ~

Bl 7 8 9 10 11 12 13 . \\
Bl 14 15 16 17 1848 20 I/ Click to \\
B 21 2 23 24 25 2% 27 [ 8 5 10 1 12 13 B |
s 203123 \ create Event Il
y A ,
S _-
7 MyCalendars o i 14 15 16 17 18 20
7 MyTask Lists [+]
T S 7 5 u 2 3 2
D> shared Calendars
D> Shared Task Lists
D> Resources
 mmene®
12 2 30 31
Fig 1.1.7 Create New Event
When one of the Red bordered Area as shown on the Fig above is clicked the form will Pop Up to
enable you to create a New Event. The Fig below shows the pop form to create a new event.
Event title: e
[l E- 7 - RN N
’
From 121914 fHat 1510 to 121914 Hat a0 | Aldayevent | Timezone: Enter \
et ' ‘. Event /
Status: Confirmed ¥ | Location: Seee - -
Add event to: Calendar of Mwasa Maroi ¥ | | “ Private — hides details it cale Ty o
Description ~ Reminder Repeat URL  Attend Resources Tags Map e - - = ~ N
4 Enter

7
4 S o - - -
Bl o -
P ~
s - RN
4
, Select Calendar
| to which the
\
.  eventbelong
~ 7’
~ -~ - -

SN _———_——

Fig 1.1.8 New Event Form
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4.2. Reminder

- To add reminder on the event click the word Remainder as shown on the Fig below.

Event title:

000 AM |

From 10/09/14 Eit 12:00 AM to  1070%

All-day event | Timezone:

Default Y

Status: Confirmed ¥ | Location:

Add eventto: Calendar of joseph shiima@ega.gotz ¥ |  Private — hides details if calendar is public

Description|

Remindergs URL  Attendees Tags

o You can cHange the default s¢ttings in the lotification options

® Don'tsetor - set 15  minutes 7 before the event

Alert me ¢ as default or using: “ Inline - Desktop notification (with certain browsers) “ Email

o cancel

Fig 1.1.9 Event Reminder

4.3. Attendees

In Event, attendees are the list of Guests that you want to share the event together.

J— -

’ Select Date

. andTime

//
/ Select
\ .
. Reminder

ST~

To add the attendees on the event, click on the Tab named Attendees as shown on the Fig below.

Event title:

From 10/03/14 [f at 1200 AM to 10/09/14 [ at 0100 AM | — All-day event | Timezone:

Default W

Status: Confirmed ¥ | Location:

Add event to: Calendar of joseph shirima@ega.gotz ¥ | '~ Private _ g details if calendar s public

Description Reminder Repeat URL| Atte Tags

Add attendees e-mail addresses: — scparatd e-mail addresszes |with a comma

ﬁ

—_—

4= Wednesday 10/09/14 =
[oh [ 1h [ 2h [3h [ ah [ 5h [ 6h | 7h | 8h [ 9h [10h[11h|12h[13h |14k |15k |16h | 17h [ 18h | 19h [20h | 210 |22k |23k |

|Availability

Fig 1.2.0. Add Attendees
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5. Others

The Top navigation menu has two others sub-menu which are Bookmarks and File Manager.

- - o

_ e
’~ /" Click Others \
| Tasks - | Notes = | Others €= . B -
Bookmarks el
File Manager »

Fig 1.2.1 Others Menu

5.1 Bookmarks

Bookmarks help a user to store the web page URL for future reference.

-If you want to add bookmarks click New Bookmark on the left hand side and then fill in the
form displayed on the right hand side.

S -

- ~
e . N
/ Click New \
New Bookmark \ K
New Bookmark <= = ~ v Bookmark -
URL S __- -~
http://
I Browse
" Title
& Import
V. Tags Description emmmmm=—l R
e ~
Ho items to display l/ Fill the Fields \\
Tags \\ /1

-~ =

See previously used tags

S [

Fig 1.2.2 Add Bookmark
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5.2. File Manager

File Manager helps user to organize and share files with others.
How to Add a File

- To add a file click choose file button and browse the file you want to upload.

2rnment Mailing System | M

[Home] /joseph.shirima@ega.go.tz

i Change Folder

G Refresh ‘ “ Share Folder

There are no files in this folder.

Click to
choose a file

File 1: | Choose File CNOsen Upload File(s) 9

Fig 1.2.3 Choose a File to Upload

After selecting the file to upload click the Upload file button on the right to upload the file.
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5.3 File Listing

All files and folders are listed on the file listing panel as shown on the Fig below.

[Home] /joseph.shirima@ega.go. tz

G Refresh ‘ “ Share Folder | [ Change Folder | C
[ ] + Type Name e
] il my document ,’/ Folders and \‘\
. . \ . . Vi
] php code guideline.odt } NS Files listed 7

-~ I

Fig 1.2.4 File Listing

5.4 How to a Create Folder

To create a folder click on the Create Folder button on the left then write the folder name on the form

pop up as shown on the Fig below.

— -

, . N
/7 Clickto Y
\
«_ Create S
~o _-
P . T~ SO
’ N
Create Folder Enter Folder \’
\

~ -

Fig 1.2.5 Create a Folder

5.5 How to Share a File

To share a file select the file you want to share and click the share folder menu at the Top.
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) Refresh | “ Share Folder W

] + Type MName

~~

ﬁ my document

W | php code guideline.odt

Fig 1.2.6 Select a Folder to Share

When you click Share Folder button the new window pop up to specify th
user and specify the user you want to share with by their email address.

0

“ Edit permissions for "GMS "

R Ouner

-

—_——_———

e permission for different

- -~

e
4
]

Email address

mwasa.maroi@ega,; < Cm—

“ All Authenticated Users Show Read Edit Delete
Gygs_t Permissions Show Read Ed;'.t Delete
A Object Creator Show Read  Edit  Delete

i Individual Users Delete

bernard.amri@ega.go.tz

eden.mathew@ega.¢

specify user by Email

D Groups Read  Edit  Delete

I
Select a group to add: —

\
~
~

of the owner

S~ ——

- -~

2 Enter Email of

/(

individual

S~ ——

- =~

Set

~ - J—

- - <

Save "GMS " Save and Finish

I
/

Enter Group
Mail Address

—

\
N
~

Fig 1.2.7 User Permission

6. Notes:

e

e
-

Here is where you can create and manage your notes; the notes created can be shared among other users, to get

started with notes click the notes link. The one in the red circle in figure 1.2.8
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ania

I
System | Mail v | Calendar » | Address Book | Tasks vv BF ‘\\ Notes /,’

N_——_—-

Figure: 1.2.8

6.1 Notepad:

Notepad is a place where you put your notes, you can have a number of notepads, each categorizing kind of
notes it stores.

By default you will have one notepad, named 'Notepad of (youemail address)' eg. Notepad of xxxx@xxx.go.tz.

6.2 Create Notepad

To add new notepad, click on the plus icon beside 'my notepads’ link.

The
Governi
e -TTT T RN
/ Click to Add %
B List notes ‘. aNew !
Qgearch \\~- ,—”/
a Import/Export

Y My Notepads

¥ nNotepad of “
stanslaus.kayombo@ega.

¥ Technical ,/’

[> Shared Notepads

Figure 1.2.9, Add new note pad

After clicking the plus icon, you will be provided with the new notepad form. It contains two fields a name and
description field, the name field is mandatory, it should be filled, the description field is an optional field, and it
describes what the notepad is about. To save the notepad click the create button, the one with blue color.
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http://192.168.20.90/horde/mnemo/?display_notepad=ti2DPWKaNBA0x7srp3JWpA1&actionID=remove_displaylist
mailto:xxxx@xxx.go.tz

ment maiting system | Mail w | Calendar v | Ad

Create Notepad

£
Name Codeigneter
Enter Name of

Description Stores godeigniter material ] Notepad and

Description

’ Click Create

J

\ N
v_ toFinalize

N ——-

Figure 1.3.0 new notepad form.

6.3 Edit notepad:

To edit the notepad details, click on the pen icon beside the notepad name.

Gover

New Note

List Motes

Search

Import/Export | el

My Notepads o " Clickto Edit

Motepad of
stanslaus.kayombo@ega.

e ey e

Technical

VA & dgaOom

Shared Notepads

Figure: 1.3.1 pen icon to edit a notepad

The form below will appear, provide the new information and click save button.
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ment Mailing System

Edit Technical

| Mail » | Calendar « | Ad

S
Name Technical )

Description Contains technical notes of various stuff..

>

\

Change Permissions

Figure 1.3.2 Notepad edit form

6.4 Delete Notepad:

4
/

Y
~

- -

Edit Name

and Describe

Fields

SN~ o -

NS_——-

To delete a notepad click on the pen icon beside the notepad name, and then click the delete button, the one with

the orange color.

| Mail w» | Calendar » | Ad

ment Mailing System

Edit Technical

* Name :
Technical

Description Centains technical notes of various stuff..

Change Permissions

= .

ancel

Figure 1.3.3 Delete notepad
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6.5 Share notepad:

To share a notepad, click on the pen icon beside the notepad name, then click the change permission button.
Look at the figure 1.0.6.

ment Mailing System | Mail - | Calendar ~ | Ad U
T — ,/' Click to
* Name . 1 Change
Technical

\ - .
i _ i v Permission
Description Contains technical notes of various stuff.. >

~N_——_—-

< Change Permissions
B

Figure 1.3.4, Share notepad

You will be provided with the form on figure 1.3.5; the form contains five options of which you can share your
notepad. All authenticated users, Guest permissions, Object creator, Individuals and Groups.
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'\ Edit permissions for "Training"

Y\ Ouner

mwasa.maroi@ega.c

“ All Authenticated Users

Guest Permissions

L Object Creator

A Individual Users

M Groups

e
V4

Show Read Edit Delete
Show Read Edit Delete
Show Read Edit Delete
, 7
Show Read Edit Delete =
\
reys
Show Read Edit Delete —
\

Select a group to add: Y Sele
- J
Save and Finish

Figure 1.3.5

Per each option you can grant four permissions.

1. Show

You will provide the ability of only seeing your notepad

2. Read

You will provide the ability to only read the notes under that notepad

3. Edit

You will provide the ability for others to edit your notes
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4, Delete

You will provide the ability for others to be able to delete your notes.

Select the options you want and hit save button.

6.6 Create new note

To create a new note, click on the 'new note' link, the note form will appear (figure 1.3.7), put your notes in the
text area, after that select the destination of the note (i.e. notepad), then click save. And the note will be under the
selected notepad.

— -

_’,. 2 The . P ~o .
V2 .
Moot p Click to N
B Govern — ,
T N Create New /
\ ’
B List Notes o
Q Search
-5 Import/Export
%7 My Notepads o

!f Notepad of r
stanslaus.kayombo@ega.

!f Technical _I'

[> Shared Notepads
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Note Jext (157 characters):
Polling, or polled cperation, in computer science, refers to actiy

- -

// \\
’ Type Y
«  description )
\\ ’//
P - - N N
+ Click to \
Save B \ Save )
\\ //
//’ \‘\
/ Select v
" 1
| Test Note [denis.bahati@ega.go.tz) '\_ Notepad

—_——-

Figure 1.3.7 new note form

Provide your notes; select the notepad where you want the notes to be added. Then click the save button.

6.7 View notes:
To view the list of your notes, click on the list notes link. The list of all your notes will appear (Figure 1.3.9).

16/09/14 - stanslaus.kayon

_————

New Note e .
= [ Click to \
List Notes D \ . 1
’
T Seorch . list Notes .
ﬁ Import/Export S -
7 My Notepads o

& MNotepad of
stanslaus.kayombo@ega.i

& Technical j

[> Shared Notepads

Figure 1.3.8 List notes link
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The United Republic of Tanzania
nment Mailing System [ Mail v | Calendar » | Address Book v | Tasks v | lotes » | Others v |

My Notes (4) Q
£ ¥ Note Date
4 el 15/09/14 - = S~
/ Long Polling is a technique used for optimizing AJAX requests by 15/09/14 H
. ‘ i e ! Listed Notes )
‘/ The most obvious implementation would consist of a timer on the 15/09/14 \ N
-
,/ Websocket, is the likely successor of long-polling and other HTT 15/09/14 S~eo__ ___- -

Figure 1.3.9 List of notes

To see only notes of a certain notepad, uncheck all the notepads and leave the check mark to only that notepad,
like in the diagram below.

————

b ~
16/09/14 - stansiaus.kayombo®ega.uo.tz , \\
4

* The United Republic of Tanzania / Uncheck \
\ Government Ma]l]ng System | Mail v | Calendar v | Address Book v | Tasks v | I\ Notepad ;
New Note My Motes, (3) Q \ l
- e N here %

7 loo ologis o echme v fr bz Aoy o= - -

) mmim, o NN

-

Figure 1.4.0

6.8 Import notes:

To import notes, click on the Import/Export link, then select the type of the file you are uploading, only two
formats are supported, CSV and vNote, select the notepad you want the notes to be added, upload the file and
click next.
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16/09/14 - stanslaus.kayombo

- -~

The LT s
, . N
| 1
1
. Export/Import ,
~ '
1 S _- -
B List Notes
Q Search
§ Import/Export
m
!f Notepad of ,
stanslaus.kayombo@ega.
Technical P/’

[> Shared Notepads

Figure 1.4.1

6.9 Export notes:

To export notes, click on the Import/Export link; select the format you want and then click export button.

7 Tasks
7.1 Task List

Task list, contain numbers of tasks you created, by default you will have one task list, named 'Task list of_ (your-
mail address)' eg. Notepad of Xxxx@xxx.go.tz,

Create Task list.

To add new task list click the plus icon beside 'my task lists' link.
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http://192.168.20.90/horde/mnemo/?display_notepad=ti2DPWKaNBA0x7srp3JWpA1&actionID=remove_displaylist
mailto:xxxx@xxx.go.tz

17/09/14 - stanslaus.kayomb

Th
Govern

New Task ﬁ>

List Tasks

Search

Impart/Expo

n

A

ks Task list of :
stanslaus.kayombo@ega.

[

Shared Task Lists

Figure 1.4.2 Task list plus icon

4
/

\
N

—————

Click My
Task lists

N —— -

o ————

~N_——-

The new task form will appear, provide the name, and the description of the task lists, you can also choose the

color you want the tasks in that list to have.

Create Task List

*
Name ' oA Tasks <

color tatod &

:"

Description My 8GA Tasks stays here

Create

Figure 1.4.3 New Task list form.
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7.2 Edit Task list

To edit a task list click on the pen icon beside the task list name,

oy - N
Mew Task = 7 N
/ Clickto
1
List Tasks ' Edit ’
N N _ 7
Search S===-
Import/Export

My Task Lists [+
eGA Tasks '/‘

Task list of .
stanslaus.kayombo@ega.

Shared Task Lists

=
Q
|
kv
9
v
[>

Figure 1.4.3, Pen Icon to edit task list

The edit form will appear, provide the new information and click save

“1

The United Republic of Tanzania
Government Mailing System | Mall v | Calendar v | Address Book v | Tasks v | Notes v | Others v |

Edit eGA Training

" Name

0
New Task i
€GA Training

i List Tasks

Q Search R [
- - =~

§ ey — Description’ £GA Training Taskg| . N .
D My Task Lists (4] / Edit
b Shared TaskLists 4 >‘
https://mail.ega.go.tz/nag/list.php?display_tasklist=ecgdebBKtcYTdoZulewjIAS \ H
oo http ’ l e tz/ g’ I pdp / o @ . tz/task: J,]bBKt YTdoZulew)IAS/ ~ rEQUIrEd 7
ail.ega.g0.tz/rpc/calendars/mivasa.maroi@ega.go.tz/taskswecgdebBKtcT4oZulcnIAS/ ~
CalDAV Subscription URL "EP 92:90.2/p 92. g J ~. _- -

N _———-

CalDAV Account URL Nttps://mail.ega.go.tz/rpc/principals/mwasa.maroi@ega.go.tz/
WebDAV/ICS Subscription https://mail.ega.go.tz/rpc/nag/mwasa.maroi@ega.go.tz/ecgdebBKtcYT4oZuLcwjIAS.ics

Change Permissions

Cancel

Figure 1.4.7, Task list edit form.
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7.3 Delete Task list

To delete task lists, click in the pen icon beside the task list name (See Figure 1.4.3), and then click on the delete
button,

The United Republic of Tanzania |
Government Mall]ng System [ Mail v | Calendar v | Address Book v | Tasks » | Notes v | Others |
m Edit eGA Training T T ~o
New Task B ,7 - AN
* Name @
€GA Training / . \
i List Tasks - / CI'Ck Delete \‘
olor -
I
Qe 3 | to Delete !
B import/Export Description [¢GA Training Taskg \ /
/
[> My Task Lists (4] N TaSk ,
[> Shared Task Lists Y So _’
Display URL hitps://mail.ega.go.tz/nag/lst.php?display_tasklist=ecqdebBKtcYT4oZulewjlAS SN e =~ -

CalDAV Subscription URL https://mail.ega.go.tz/rpc/calendars/mwasa.maroi@ega.go.tz/tasks~ecgdebBKtcYTdoZul gy

CalDAV Account URL https://mail.ega.go.tz/rpc/principals/mwasa.maroi@ega.go.tz/

WebDAV/ICS Subscription https://mail.ega.go.tz/rpc/nag/mwasa.maroi@ega.go.tz/ecgdebB|

Change Permissions

Save - ancel

Figure 1.4.8, Task list delete button.

7.4 Share Task

To share tasks list, click on the pen icon then click (See Figure 1.1.5) and then click on the change permission
button

The United Republic of Tanzania |

Government Mail]ng System [ Mail v | Calendar v | Address Book v | Tasks v | Notes v | Others v |

s} Edit eGA Training

New Task
Hame €GA Training o
a . o -
H List Tasks - -
Color - ~
Q Search - & Ve 3 ~ N
jon [FGA Training Taske] / Click To
a Import/Export Description {844 Training Tasks| ' .
1
D> My Task Lists (4] \ change ,
[> Shared Task Lists 4 AN N P
Display URL https://mail.ega.go.tz/nag/list.php?display_tasklist=ecg4ebBKtcYT4oZulcwjIAS S o _- -

~ = -

CalDAV Subscription URL https://mail.ega.go.tz/rpc/calendars/mwasa.maroi@ega.qgo.tz/tasks~ecqdebBKi @I IAS/

CalDAV Account URL ftes
WebDAV/ICS Subscription https://mail.ega.go.tz/rpc/nag/mwasa.maroi@egam®ecgdebBKtcYT4oZulewjIAS.ics
URL

ail.ega.go.tz/rpc/principals/mwasa.maroi@ega.go.tz/

Change Permissions

Cancel

Figure 1.4.9, Change permission button.

The option for sharing will appear,
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Y\ Edit permissions for "eGA Training" 0

“ Ouner

mwasa.maroi@ega.¢

“ All Authenticated Users Show Read Edit Delete

Guest Permissions Show Read Edit Delete  Entere-Mail )
~_ Address R

y § Object Creator Delete R Enter Mail s

1
_ listAddress  ’

e

A Individual Users Delete

i Groups Edit  Delete

Select a group to add:

Save "eGA Training” | Save and Finish

Figure 1.5.0, Option for sharing.

Per each option you can grant four permissions.
1. Show
You will provide the ability of only seeing your notepad™
2. Read
You will provide the ability to only read the notes under that notepad
3. Edit

You will provide the ability for others to edit your notes
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4, Delete

You will provide the ability for others to be able to delete your notes.

7.5 Create new Task

To create a new task click on the new task link,

n
Goverr [ Clkio
\_ addNew .
New Task
) .
H List Tasks e -
// \\
Q, search / Listed Y
1
ﬁ lmpurbf&(purt \\ Task /7
7 My Task Lists o Seeo-- -
¥ eGA Tasks ra
ki Tasklistof 4--7 y
stanslaus.kayombo@ega.
[+ Shared Task Lists
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Figure 1.5.1 new task link

The new form task will appear, the form contains three tabs General, Recurrence and Description

—_————

//’ RN
/" Select N
[ _ ,
New Taslk ' different K
S - v
General || pecurrence | [Description | 77
1 2 3 Pl ~~.
____-----"EnterTask \
*MName lae====T \ )
<--- \_ name L
 Task List Task list of stanslaus.kayombo@ega.go.tz Mg _ P -
________ P ~<
Parenttask .. .. .o T T ! /, Enter \\
\ )
Figure 1.5.2, three tabs for a new task ‘o Select Task

~ - -

Under the recurrence tab you provide the details on the behavior of the task, like how many times it appears per
week/ month or yearly.
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New Task

General Recurrence Description

Recurrence (g
= Mo recurrence

= Daily: Recurs every 0O day(s)
= Weelly: Recurs every 0 week(s) on:
MDD TL||:| WED ThE| Frj:| SaD SLID

= Monthly: Recurs every 0O

month(s) on the same date

o Monthly: Recurs every 0O month(s) on the same week / SEIeCt/ﬂ“
O Yearly: Recurs every 0 year(s) on the same date > '\ approprlate
o Yearly: Recurs every 0 year(s) on the same day of th Settlnqs

O Yearly: Recurs every 0 year(s) on the same weekday, ] === 0zT = - a o=~ --7
Recur Until
@® o end date
&
O 1] recurrences
Figure 1.5.3, Recurrence tab
Under description tab you will provide, the details of what the task is about.
New Task
General Recurrence Description Select
1
/ description Tab
Description |\ to type
Descrintion

S_——m—_——-

Figure 1.5.4, Description tab

Under general tab there are general information about the task, fill the form accordingly; you will also have to
select in which task list you want the task to be added.
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The United Republic of Tanzania
Govern ment Mail]ng System | Mail v | Calendar v | Address Book v | Tasks v | Notes v | Others v |

ﬁ) New Task

General = Recurrence ~ Description

* Name
§ Import/Export

> My Task Lists (+] *Task List [ Training X

D> Shared Task Lists

Parent task No parent task ¥

Tags
Assignee |0 .1 [
Private? P - - =
7 .
DB © e cate ’ Fill the General
) : p
12/20/14 (saturday) [} : 15:45 \\ Tab settings
Delay Start Until b S o
12/6/14  (Friday) ) Tt .
Alarm g None
15 Minute(s) ¥
Notfcation @ Use default notification method
Use custom notification method
Priority 3 v
Figure 1.5.5, General tab
7.6 List tasks
To see the list of tasks click on the task list link,
g - . . s N
/ Click List Y
\ 1
. \ Tasks ’
New Task ﬁ’ N ’
~ - _ 7
B Lt Tasks <
Q Search
ﬁ Import/Export
7 My Task Lists [+]
5 eGA Tasks /.

stanslaus.kayombo@ega.i

ki Task list of
[>

Shared Task Lists

Figure 1.5.6, List tasks link

Under task list there are four tabs.
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Click all

My Tasks (1) Q task tab
All tasks w F ompleted tasks
1 2 4

Figure 1.5.7, Tabs under tasks list
1. All Tasks
Under this tab shows all tasks
2. Incomplete Tasks
Under this tab you will see the list of all you tasks which are not yet completed.
3. Future Tasks
Under this tab you will see the list of the coming task.
4. Completed Tasks
Under this tab you will see the list of all completed tasks

To view list of tasks for a specific task list, uncheck all the tasks list and leave the mark to that
specific task list.

;
Gover

i+
New Task =
i List Tasks /// ‘\\
’ Click to \
Q Search ! \
5 ] select )
v

1 Import/Export \ .
- \ thelist
My Task Lists 'ﬂ AN ’

_____

eGA Tasks

Task list of _/‘

stanslaus.kayombo@ega.

[ Shared Task Lists

Figure 1.5.8, Select a specific task list
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7.7 Edit a task,

To edit a task click on the pen icon beside the task name,

ment Mailing System Mail v |Caen
My Tasks (1) Q ,'/ Click to
\
edit task
All tasks Incomplete tasks Future tasks Complet R ~o _
ﬂ * Pri j Name
3 ‘/. design

Figure 1.5.9, Pen icon to edit a task

The edit form will appear, provide the new details
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Edit: web design

General Recurrence Description
*
Name | Lob desi gn \
* Task List

Parent task

Task list of stanslaus.kayombo@ega.go.tz | ¥

No parent task | v

Tags
Assignee stanslaus.kayombo@ega.go.tz | ¥
Privata?
Due By (g

O Mo due date.

" 18/09/14

I -

(Thursday) ﬁat 02:12 pm -
Lo , Edit Task form \
Delay Start Until g ]
: Mo delay . U
' 2a/09/14 | (Wednesday) i) S~ ____--
Alarm (O] None
s Minute(s) v
Motification (@) L
= Use default notification method
O Use customn notification method
Priority 3 w
Estimatad Time o
Completed? O j LT 7T TS
[
. Save
Figurel.6.0, Edit task form
To change status of the task, click on the task name. L7 RN
7 A Y
\
13 _ 4 Click task *
1en al ]ng ys em [ Mail = | Calendar = K .
h name to \
M 1
My Tasks (1) Q | change status !
' of the Task K
All tasks Incomplete tasks Future tasks Completed tasks AN L,/
N 4
~ 7

¥ ¥ pn fl_m:
] web design

Figure 1.6.1 name of a task
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ii.

1il.

8. Settings.
8.1 Changing Password

To change password, click on the “Settings” icon in the Top Navigation menu.

Y i.i
\ —
Tasks v | Notes v | Others m

Password > Ny Account /

Preferences )

Then, Go to “My Account” and Click on “Password”

The United Republic of Tanzania

Government Mailing System 1e « cotor st

m Delete

® Forward ¥

() Refresh | 4= Reply ¥ Other ¥ Fiter ¥

New Message / Toagle Aerts Log

Password Reset Form will be displayed as shown below:

The United Republic of Tanzania E
Govemment Ma]l]ng SyStem | Ml v | Calendar v | Address Book v | Tesks v | Notes v | Others v |

Changing password for GMS Reset Password

0ld password: ‘ | ‘ 0 (Your Current Password)

New password: (At least 8 Characters, not match your username, have a combination of letters and other characters)

Confirm new password: 0 (Re-enter New Password as above)

Change Password G

Old Password field: Type (Enter) the existing or current User Password.

New Password field: Type (Enter) the new password for your email account you want to change.

NB: New Password must meet the minimum standards (i.e. “At least 8 characters length, not match

your username and have a combination of letters and other characters”)
Confirm Password field: Re—enter the same password as typed in “New Password field”.
To complete, Click on “Change Password” button.

GMS shall log the user out, and re—direct to GMS login screen. Now, User will use the new

password when logging into the email account.
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9. Help.

To get an online help at any time, hover on a gear icon and then click on help link

=
] ~e _-emT T T T~ -
| ':_,:' ,° ) S~
i | / Click Help for \
Preferences [ ( 1
«~_ Online Help S
Topgle Mlerts Log S Pid
Problem o
Help

Figure 1.3.1 Help link
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10. Report a problem,

To report a problem found, during the use of a system hover on a gear icon and click on the problem link.

————

- -~

, - /" Clicktoreport
| T3 [ \

' a Problem !
Preferences ] .o -7

-~ e

Toggle Merts Log

Help

Figure 1.3.2 Problem link

The form for reporting a problem will appear, fill the form and send problem report.

Describe the Problem

Married man arrested for bringing three young kids to prostitute -~

Your Name

Your Email Address stanslaus.kayombo@ega.go.tz

Short Summary

Attachment | Bowse | No file selected.

- -

Full Description

/“ Fillthe formand  »
send to Mail b
N system support /

ER RN el ol Droblem Report _’

Figure 1.3.2 Problem form
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We just hope that the guide has helped you to solve most of the issues/problem faced during GMS operations
however if you still face difficulties or have any comment with regards to GMS, please write to us via:
egov.helpdesk@ega.go.tz
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