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Introduction 

The Correspondence module is responsible for managing the correspondence between Users of the SL2021 application. It allows 

you to exchange correspondence under the specific project. 

Access to the Correspondence is available to Users holding the relevant rights after logging in to the SL2021 application via SSO. 
The exchange of correspondence (two way) is possible between: 
 

• Beneficiaries and employees of the contracting institution (MA); 

• Beneficiaries and employees of the project clearing institution (JS); 

• Beneficiaries and employees of the Interreg controller’s institution assigned to the specific beneficiary; 

• Project beneficiaries and partners; 

• Partners and employees of the Interreg controller‘s institution assigned to the specific partner. 

In the manual the terms: system, application are used alternatively. 
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1. Authorisation of the User-Beneficiary 

You will receive access to individual functionalities of the Correspondence module, after you have been granted the relevant 

authorisation.  

The “Correspondence” group comprises the following types of authorisation: 

• Message management - including creating, modifying, saving, sending messages, adding attachments to messages as well 

as deleting draft messages and managing the message footer; 

• Viewing messages - including viewing the list of messages, viewing message details and exporting messages to PDF; 

• Deleting sent messages - comprising deleting of sent messages; 

• Deleting attachments from sent messages - comprising deleting of attachments from sent messages. 

The first two authorisation types are basic rights that can be granted to any User who should have access to the correspondence. 

These rights apply not only to the functionalities indicated in their names, but also to a number of additional functionalities 

associated with creating or viewing messages.  

The other two authorisation types (to delete sent messages and to delete attachments from sent messages) are specialised rights 

that may be assigned to so-called Technical Administrators in Institutions (MA, JS and Interreg Controllers). 

2. Access to correspondence with SL2021 

2.1. Correspondence under the project 

You can navigate to the project correspondence screen in two ways: 

1) From the Project List by selecting three dots next to the project number and then by selecting Correspondence from the list.   
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Navigating to project correspondence from the project list 
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2) From Project Details by expanding the Project Implementation button and then selecting Correspondence from the list of 

items.  

 

Navigating to project correspondence from project details 
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Selecting Correspondence by default redirects to the list of messages in the Incoming tab.  

Moreover, from the project correspondence area you can also navigate to other areas of SL2021 indicated in the application side 

menu (for example, to the List of Projects or Tasks), or to project details and other modules within the project (the “Project 

Implementation” menu). 

3. Home screen  

3.1.  Correspondence under the project  

3.1.1. Grouping of messages 

You can view a list of messages in the context of a particular project regardless of their status. The system groups messages in 

three folders: Incoming, Sent and Draft Copies, where: 

• in the Incoming directory, the system displays messages sent to the User’s organisation; 

• in the Sent folder, the system displays messages sent by the User or other Users from the organisation of the User viewing 

the folder; 

• in the Draft Copies folder, the system displays messages under the “In preparation” status, created by the User or other 

Users from the organisation of the User viewing the folder. 

The Incoming, Sent, Draft copies folders are presented as tabs above the list of messages. After navigating to correspondence 

under the project, the system displays the Incoming tab by default. 
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Main screen - non-serial correspondence 

3.1.2. List of messages 

From the List of messages, you can access the message details. To that end, select the tab where the desired message is posted, 

then search for the message in the list and select it by clicking on its tile. The system will then display its preview it on the right-hand 
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side of the list (in the case of the Draft Copies tab, the system will display the message in the edit mode). Both the preview and the 

edit mode of each message displays audit data containing the following information:  

• Who created the message; 

• Date of creating the message; 

• Who modified the message; 

• Date of the message modification. 

Each message entered in the message list contains basic information about the message, such as: 

• Subject of the message; 

• Information on the Sender/Recipient; 

o the Incoming tab displays the full name of the sender of the message (“From”); 

o the full name of the recipient of the message (“To”) is displayed in the Sent tab of the project correspondence; 

o in the Draft copies tab, the full name of the recipient of the message (“To”) is displayed in the project correspondence 

- if no Addressee is specified, the field remains blank; 

• Date and time of sending/receiving the message concerned in the format YYYY-MM-DD HH:MM:SS (in the case of 

messages in the Draft copies directory, the status “In preparation” is displayed instead of this information); 

• Information on the number of attachments added to the message in the form of an icon, including the number of attached 

files. 

Moreover, in the Incoming tab, if a response to the message has been given, the  icon (arrow) is displayed in the top right-hand 

corner of the message tile. The icon is also visible in the Sent tab when a reply has been given to the sent message.  

Note: After navigating to a message included in the list, full information on the subject of the message, the Sender/Recipient and 

the date and time of receipt/sending of the message is displayed shortly (in the case of messages in the Draft copies folder, the 

status “In preparation” is displayed instead of information on the date and time of receipt/sending of the message). 

The sequence of the messages displayed in the list under each tab is as follows:  
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• in the Incoming tab, the last message received is positioned on the top of the list by default; 

• in the Sent tab, the last message sent is positioned on the top of the list by default; 

• in the Draft copies tab, the last draft created is positioned on the top of the list by default. 

 

The Incoming tab in the project correspondence 
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The Sent tab in the project correspondence 
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The Draft copies in the project correspondence 

You can refresh the list of incoming messages manually by clicking the Refresh button above the filtering and sorting panel.  
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3.1.3. Filtering and sorting of messages in the list 

You have the option of sorting (with the additional option of specifying the ascending or descending order) and filtering the 

messages in all lists by specific criteria.  

Filtering of messages is possible by using either the quick search or the filtering and sorting panel. The quick text filtering function 

(Message Search) enables filtering by the name of the sender or addressee (depending on the tab), the subject of the message and 

the text of the message. Filtering is possible across the entire text or a part thereof and it operates on a case-insensitive basis. 

 

Quick search field 
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On the other hand, when filtering in the panel, you must first indicate the field you want to filter from the drop-down list, then specify 

the condition (e.g. equal, contains, larger, smaller) and indicate the value by which you want to search. 

 

Window with the filtering panel 

Note: In case of text fields, the search is case-insensitive. 

Moreover, you can filter the messages in the list by several fields or by several separate conditions for a single field. To that end, 

complete the first condition and then select the Add Filter button that will appear once all the fields for the previous condition have 

been completed. If you resign from filtering by an added field, you can remove the filter by selecting the Delete button next to the 

specific condition. In addition, you can delete any items you have added in the filter by clicking the Clear Filters button.  
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If you have indicated all the fields by which you want to filter the list of messages in the filtering panel, select the Search button 

which is activated when all the fields for condition one have been completed. Consequently, the system will display messages in the 

list that comply with the restricting conditions provided. 

Note: The maximum number of search restriction conditions that can be added for the filtering panel is 20. 

The filtering and sorting options for the fields in the message list are as follows: 

• In case of correspondence incoming (Incoming tab) to the Institution/Interreg Controller/Beneficiary/Partner: 

FILTERING PARAMETERS 

Field name 
Condition: equal 

to 
Condition: 
contains 

Condition: smaller Condition: greater Field type 

Sender - + - - list (multiple choice) 

Subject of correspondence + + - - text 

Correspondence category - + - - list (multiple choice) 

Correspondence content + + - - text 

Received date + - + + calendar 

Who created (login) + + - - text 

When created + - + + calendar 

Who modified (login) + + - - text 

When modified + - + + calendar  
 

SORTING PARAMETERS 

Field name: 
Subject of correspondence, Correspondence category, Date received, Who created, When created, Who modified, 
When modified 

 

• In case of correspondence sent (Sent tab) by the Institution/Interreg Controller/Beneficiary/Partner: 

FILTERING PARAMETERS 

Field name Condition: equal Condition: Condition: smaller Condition: greater Field type 
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to contains 

Addressee name - + - - list (multiple choice) 

Subject of correspondence + + - - text 

Correspondence category - + - - list (multiple choice) 

Correspondence content + + - - text 

Date of sending + - + + calendar 

Sending person (login) + + - - text 

Who created (login) + + - - text 

When created + - + + calendar 

Who modified (login) + + - - text 

When modified + - + + calendar 
 

SORTING PARAMETERS 

Field name: 
Subject of correspondence, Correspondence category, Date of sending, Sending person, Who created, When created, 
Who modified, When modified 

 

• In the case of messages with the “In preparation” status (Draft copies tab) created by the Institution/Interreg 

Controller/Beneficiary/Partner: 

FILTERING PARAMETERS 

Field name 
Condition: equal 

to 
Condition: 
contains 

Condition: smaller Condition: greater Field type 

Subject of correspondence + + - - text 

Correspondence category - + - - list (multiple choice) 

Correspondence content + + - - text 

Who created (login) + + - - text 

When created + - + + calendar 

Who modified (login) + + - - text 

When modified + - + + calendar 
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SORTING PARAMETERS 

Field name: Subject of correspondence, Correspondence category, Who created, When created, Who modified, When modified 

 

4. Creating a message 

4.1.  Creating a message under the project  

You can create and send messages to authorised persons under the project from the “Contract in preparation” status occurring in 

SL2021. The exchange of correspondence can take place between (it can be initiated by both parties): 

• Beneficiary and the contracting institution (MA); 

• Beneficiary and the project clearing institution (JS); 

• Beneficiary and the assigned Interreg Controller; 

• Beneficiary and partner; 

• Partner and the assigned Interreg Controller. 

 

To create a message, select the Create Message button above the filtering and sorting panel. You will then see a blank template to 

fill in on the right-hand side of the message list, and the Send, Save, Attach File, Cancel buttons will appear below the text 

window. The newly created message assumes the status “In preparation” until it is sent. 



SL2021 Application User Manual Ministry of Development Funds and Regional Policy  
Correspondence Module Version 1.6 20.04.2023 
 

19 

 

 

New message template 

The message template contains the following fields to be filled in: 

• Addressee - a list type field used to specify the recipient of the message (mandatory field). The values available for selection 

within the list are adjusted according to the sender and the project. If only one value to choose from is included in the list, the 

field is automatically completed by entering this value. 

o For the Beneficiary in Interreg partnership projects, where the contracting institution and the project clearing institution 

are different institutions: 
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▪ Name contracting institution (MA) 

▪ Name of project clearing institution (JS) 

▪ Partners (names of individual Partners) 

▪ Name of Controller - if assigned to the Beneficiary 

o For Partners in Interreg projects: 

▪ Name of Beneficiary 

▪ Controller name 

• Subject - text field used to specify the subject of the message with a maximum number of 500 characters (optional field); 

• Correspondence category - a list-type field (single-choice) used to specify the category to which the message relates. 

Items in the list are completed based on values from the non-horizontal dictionary from the Administration (mandatory field); 

• Content of the message - text field used to enter the of the content of the message with a maximum number of 30,000 

characters (mandatory field). 

In addition, you can add attachments to the message by selecting the Attach File button - attaching and detaching attachments to a 

message is described in detail in the “Attachments” section. 

4.1.1. Saving of a message under the project 

The message you create does not have to be sent immediately, as you can save it as a draft copy. To that end, from the buttons 

below the message text window, select the Save button. You will then see the message stating “Message has been saved” and the 

message will be saved in the Draft Copies tab.  
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Message confirming message saving 
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Saving the message results in: 

• Closing the message form from which the function was initiated; 

• Saving the message in the Draft Copies tab; 

• Leaving the status of the message as “In preparation”. 

Note: When the Save button is selected, the system does not trigger validation of the message fields.  

4.1.2. Sending messages under the project 

If you want to send the created message immediately, select the Send button. The system will then check the validity of completing 

the fields and, in the event of validation errors, the system will present messages about the fields required, while preventing the 

message from being sent.  
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Field requirement messages 

On the other hand, if everything is in order, the message is sent and a message “Message has been sent” will appear on the 

screen.  

 
Message confirming sending the message 

Sending the message results in: 

• Closing the message form from which the function was initiated; 

• Saving the message in the Sent tab; 

• Change in the message status from “In preparation” to “Sent”; 

• Blocking the possibility to edit messages (with the exception of detaching the attachments); 

• Sending an email notification to the addressee informing that a new message has been received in the system. 

4.1.3. Cancelling the creation of a message under the project 

You can also cancel the creation of a new message, thereby resigning from both its sending and its saving. To that end, select the 

Cancel button from the buttons below the message content window. Consequently, the system will display a message “The data 

has not been saved and will be lost. Are you sure you want to leave the form?”, warning of a possibility of losing the data after 

leaving the message creation form. 
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Message creation cancellation message 

Cancelling of the message results in: 

• Closing the message form from which the function was initiated; 

• Losing the data entered in the message. 

5. Attachments 

If you create a message, you can link a file/ files to the unsent message. To that end, select the Attach file button located below the 

content window of the message you are creating/modifying. The Attachments window will then appear on the screen, allowing you 

to: 

1) Link a file that already exists in the system (the Documentation tab);  

2) Adding and linking a new file from the local drive that is not yet entered in the system (the Local Disk tab). 

In the case of project messages, the Documentation tab is displayed by default in the Attachments window.  

Added attachments are presented within the message in the “Attachments” section, as collapsed tiles. You can select the number of 

attachments displayed on the page. To that end, click the “Items per page” field and select a number from the list that reflects how 

many attachments will be displayed on the page.  
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List of attachments 

Moreover, you have the option of sorting (with the additional option of specifying the ascending or descending order) and filtering 

the list of displayed attachments by specific criteria. When filtering, you must first indicate the field you want to filter from the drop-

down list, then specify the condition (e.g. equal, contains, larger, smaller) and indicate the value by which you want to search.  

The filtering and sorting options for the list of Attachments are as follows: 

FILTERING PARAMETERS 

Field name Condition: equal to Condition: contains Condition: smaller Condition: greater Field type 

Attachment name + + - - text 

File name + + - - text 
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Attachment type - + - - list (multiple choice) 

Who added (login) + + - - text 

Date added + - + + 
calendar  

 

Made available for partners + - - - slider: YES/ NO 

Visible for Beneficiary + - - - slider: YES/ NO 

Owner + + - - text 
 

SORTING PARAMETERS 

Field name: Attachment name, File name, Attachment type, File size , Made available for partners, Visible for beneficiary 
 

Note: In case of text fields, the search will take place on a case-insensitive basis. When the attachment tile is expanded, the system 

presents information divided into three sections with fields, respectively:  

• Main part 

o Name of attachment 

o File name 

o Attachment format 

• Particular Information part: 

o Abbreviation 

o Owner 

o Made available for partners 

o Visible for beneficiary 

o File size 

• Audit data part: 

o Who added (User) - indicating the person adding the file to the message 

o Date added 
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Attachment added 

Note: Linking attachments with messages is not mandatory. 

5.1. Linking the existing file in the system to a message 

Selecting the Documentation tab results in displaying a list of files that have been added to the system, broken down into the 

following columns: 

• File name, 

• Attachment name, 
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• Attachment type, 

• Abbreviation, 

• Size. 

 
Attachments window - Documentation tab 
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You have the option of sorting (with the additional option of specifying the ascending or descending order) and filtering the list of 

displayed of files by specific criteria. When filtering, you must first indicate the field you want to filter from the drop-down list, then 

specify the condition (e.g. equal, contains, larger, smaller) and indicate the value by which you want to search.  

The filtering and sorting options for the fields in Documentation tab are as follows: 

FILTERING PARAMETERS 

Field name Condition: equal to Condition: contains Condition: smaller Condition: greater Field type 

Attachment name + + - - text 

File name + + - - text 

Attachment type - + - - list (multiple choice) 

Size + + - - text 

Shortcut + + - - text 

Made available for partners + - - - slider: YES/ NO 

Visible for Beneficiary + - - - slider: YES/ NO 

Owner + + - - text 
 

SORTING PARAMETERS 

Field name: 
Attachment name, File name, Attachment type, File size, Made available for partners, Visible for beneficiary, 
Attachment format  

 

Note: In case of text fields, the search will take place on a case-insensitive basis. 

Moreover, you can filter the list of attachments by several fields or by several separate conditions for a single field. To that end, 

complete the first condition and then select the Add Filter button that will appear once all the fields for the previous condition have 

been completed. If you resign from filtering by an added field, you can remove it by selecting the Delete button next to the specific 

condition. In addition, you can delete any items you have added in the filter by clicking the Clear Filters button.  
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If you have indicated all the fields by which you want to filter the list of attachments in the filtering panel, select the Search button 

which is activated when all the fields for condition one have been completed. You will only see the messages that are interesting for 

you.  

 

Filtering attachments 

Note: The maximum number of search restriction conditions that can be added for the filtering panel is 20. 

From the list of files displayed, you can select the attachments you wish to link to the message. To that end, in the first column of 

the list, tick the checkbox next to the attachments you wish to add to the message. Then select the Save button in the bottom right-

hand corner of the window, as a result of which the system will link the selected files to the message and create message links for 

the selected file from the system. 
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In addition, you can resign from adding attachments to your messages at any time. To that end, select the Cancel button in the 

bottom right-hand corner of the displayed window. Consequently, the system will close the Attachments window, and the data 

entered will be lost. 

5.2. Linking a new file from the local disk to a message 

Selecting the Local Disk tab redirects you to a screen allowing you to add a new file to the system. When adding a new file, you 

should complete the following attributes of the attachment: 

• Name of attachment - text field; 

• Attachment type; 

• Visible to Beneficiaries - values Yes/No, field visible only to Institution's Employees (by default marked “Yes”). The logic for 

presenting attachments depending on the selected value is the same as in the Project Domain. 

• Shared with partners - values Yes/No, a field visible regardless of the type of User, occurring only in projects with more than 

1 partner (marked “No” by default). The logic for presenting attachments depending on the selected value is the same as in 

the Project Domain; 

Moreover, select a file from the disk, whereby: 

• The file can have xml, pdf, jpg, jpeg, png, xls, xlsx, doc, docx, xades, pades format; 

• The addition of executable files is not permitted; 

• The maximum size of a single file must not exceed 50Mb. 

After adding the attachment, click the Save button in the bottom right-hand corner of the window, as a result of which the system 

will add a new file to the list of attachments, link the files to the message and create message links for the selected file from the 

system. 
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Attachments window - local drive tab 

In addition, you can resign from adding attachments to your messages at any time. To that end, select the Cancel button in the 

bottom right-hand corner of the displayed window. As a result, the system will close the Attachments window.  

5.3. Detaching an attachment from the message  

If a message has not been sent (“In preparation” status) and has attachments linked, you can detach them. To that end, select the 

Attach file function again and check the attachments you wish to detach from the message.  
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Note: An attachment detached from a message is not automatically removed from the system, only the link of such an attachment 

with the message is removed. 

However, once a message has been sent, only Institution Administrators or Interreg Controller Administrators of the addressee in 

the case of incoming messages or of the sender institution in the case of sent messages, and a User with an individual role holding 

the appropriate authorisation, are able to detach attachments from the message. 

Detaching an attachment from a message sent will have the following results: 

• Such an attachment will no longer be visible from the level of this message (neither to the sender nor to the addressee).  

• There will be no information next to the message indicating that the attachment was previously attached to it. 

• Next to the attachment, the information about linking the attachment with the message will no longer be presented. 

6. Modification of the message 

You can modify most of the attributes in a created and saved message, both in a serial correspondence and a message within a 

project, with the exclusion of attributes completed automatically by the system.  

To start editing in the Draft copies tab, select the message to be modified from the list of messages. The content of the message 

will then be displayed in edit mode on the right-hand side of the list, and the Send, Save, Attach File, Cancel buttons will appear 

below the text window.  



SL2021 Application User Manual Ministry of Development Funds and Regional Policy  
Correspondence Module Version 1.6 20.04.2023 
 

34 

 

 
Window for editing a saved message 

The following fields are available for editing: 

• Subject  

• Correspondence category 

• Content of the message 

Moreover, you can introduce changes in the Addressee field. In the case of a non-serial message, the addressee field is only 

available for editing to: 

• Beneficiary in partnership projects 
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• Partner in Interreg projects 

• Interreg controller (in the case of at least two partners or a Beneficiary and at least one partner) 

In each message modified, you can also delete attachments or link them by selecting the Attach File button - linking and detaching 

attachments to a message is described in detail in the “Attachments” section. 

Note: When the message is displayed in the Draft Copies tab, the other tabs are locked. On the other hand, when the displayed 

message is closed by saving/cancelling it, the tabs are activated.  Moreover, the wish to view the next message from the Draft 

copies tab must also be confirmed by accepting the message.  

6.1. Saving a modified message 

You do not have to send the modified message immediately, as the system allows you to re-save it as a draft copy. To that end 

select the Save button from the buttons below the message text window. Then the system displays the “Message has been saved” 

message on the screen and the message will be saved in the Draft Copies tab.  

 

Message confirming message saving 

Saving the message results in: 

• Closing the message form from which the function was initiated; 

• Saving the message in the Draft Copies tab; 
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• Leaving the status of the message as “In preparation”. 

Note: When the Save button is selected, the system does not trigger validation of the message fields.  

6.2.  Sending a modified message 

If you want to send the modified message, select the Send button from the buttons below the message content window. The 

system will then check the validity of completing the fields and, in the event of validation errors, the system will present messages 

about the fields required, while preventing the message from being sent.  

 

Field requirement messages 

On the other hand, if the validation is successful, the message is sent and a message “Message has been sent” will be displayed on 

the screen.  
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Message confirming sending the message 

Sending the message results in: 

• Closing the message form from which the function was initiated; 

• Saving the message in the Sent tab; 

• Change in the message status from “In preparation” to “Sent”; 

• Blocking the possibility to edit messages (with the exception of detaching the attachments by administrators); 

• Sending an email notification to the addressee informing that a new message has been received in the system. 

6.3.  Cancelling the modification of a message 

You can also cancel the modification of a message, thereby resigning from both its sending and its re-saving. To that end, select 

the Cancel button from the buttons below the message content window. Consequently, the system will display a message “The 

data has not been saved and will be lost. Are you sure you want to leave the form?”, warning of a possibility of losing the data after 

leaving the message creation form. 
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Message creation cancellation message 

Cancelling of the message results in: 

• Closing the form from which the function was initiated; 

• Losing the data entered in the message; 

• Leaving the status of the message as “In preparation”. 

7. Creating a response 

You can reply to a message stored in the Incoming folder. To that end, select the message you wish to reply to from the message 

list and then, when the preview window appears, select the Reply button located in the top right-hand corner of the message 

window.  

Creating and sending a reply is analogical to creating and sending a message in a non-serial correspondence, as described in the 

section “Creating a project message”, except that: 

• the Subject field is automatically completed with the value “REP:” (ODP) and the value of the “Subject” field of the 

aforementioned message; 

• the Correspondence Category field assumes by default the same value as in the message to which the reply is made. 

You can introduce changes to both the Subject and Correspondence Category fields. In addition, the content of the last message 

is visible below the reply creation window.   
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Creating a response 

Messages and replies are presented in the form of a “tree” showing all related messages (i.e. the original message and all 

messages that are replies to it and replies to those replies, etc.).  
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8. Deleting the message 

Any User with access to the project correspondence has the option of deleting messages with the “In preparation” status. On the 

other hand, in the case of both sent and incoming messages, only Technical Administrators belonging to the institution which is the 

addressee or the sender of the message have this possibility.  

To delete a message, locate it in the list and then select the three dots shown next to its subject line. A list will then be displayed 

with the Delete function available.  

 

Delete function 

When you select the Delete button in a message with the “In preparation” status, the system displays the message “Are you sure 

you want to delete the message?”. You can confirm that you wish to delete the message by selecting the YES button or cancel the 

process with the NO button. Once the deletion has been confirmed, the system will display a message successfully completing the 

process stating "The message has been deleted". Cancelling of the process, on the other hand, will result in the return to the List of 

messages. 
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Message for deleting the “In preparation” status messages 

 

Message confirming deleting of the message 

Deleting of a message with the “In preparation” status results in: 

• disappearance of messages from the list of messages in the Draft copies folder; 

• complete deletion of entered message data (also from the database); 

• detaching this message from the attachments area (from the attachments area you can no longer see the attachment link to 

the message).   
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9. Exporting messages to PDF 

You can export messages to the PDF file. To that end, go to the message to be exported and select the three dots shown next to 

the message subject.  A list will then be displayed with the Export to PDF function available. Once you have selected the Export to 

PDF item, the system will start downloading the file. 

 

Export to pdf function 

The exported file contains, in addition to the message itself: 

• Information on the application from which the data was exported;  

• number of pages; 

• date and time when the PDF was generated; 

• list of attachments; 

• watermark: “Draft version” - only in messages with the "In preparation” status. 
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Preview of exported message 
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10.  Change in the message reading status 

You can change the reading status of a message, located in the Incoming folder. To change the reading status of a message from 

the “unread” to “read” you should: 

1) Navigate to the message for which you wish to change the status and select the three dots shown next to the message 

subject.  A list will then be displayed with the Mark as read function available. After selecting the Mark as read item, the 

system will change the status of the message to “read”; 

or 

2) From the list of messages, select the message for which you wish to change the status and then, when the preview window 

appears, select the Reply button to create a reply (following the steps described in the "Creating a reply” section). As a result 

of replying to the message, the system will change the status of the message to “read”. 

 

On the other hand, to change the status of a message from "read" to "unread", go to the message for which you want to change the 

status and select the three dots shown next to the message subject. A list will then be displayed with the Mark as read function 

available. After selecting the Mark as read item, the system will change the status of the message to “read”. 
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Message with the “unread” status 

11. Message footer  

11.1. Creating and activating a message footer 

You can activate the footer, which will be automatically added each time you create messages within various projects (including the 

message replies you create). To that end, select the Manage footer button located above the message filtering and sorting panel. 

The system will then display the Message Footer window, in which the footer text must be entered.  

You can resign from adding the footer at any time. To that end, select the Cancel button in the bottom right-hand corner of the 

displayed window. If any unsaved changes occur in the window, the system will display a message stating “The data has not been 

saved and will be lost. Are you sure you want to leave the form?”. When the YES button is selected, the Message Footer window 

will be closed, and the data entered will be lost.  
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On the other hand, to save your changes and activate the footer, select Activate. Consequently, the system will display the 

message “Message footer has been activated” and from that moment, the system will add the footer entered to each message/reply 

created. 

 

Message footer window before activation 

Note: When activating a footer, you must specify its content (text) - it is not possible to activate an empty footer. 

You can also activate a deactivated footer. To that end, select the Manage footer button, located below the message filtering and 

sorting panel (in both serial and project correspondence). The system will then display the Message Footer window by default with 

the same content as entered before the footer was deactivated (unless it has been changed and saved in the meantime, without 

activation). To activate the footer, select the Activate button. Confirming the activation of the footer, the system will display the 

message “Message footer has been activated” and from that moment, the system will add the footer entered to each message/reply 

created. 
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11.2. Deactivating the message footer 

You can deactivate the active message footer. To that end, select the Manage footer button located above the message filtering 

and sorting panel. The system will then display the Message Footer window, in which the message footer text is entered. To 

deactivate the footer, select the Deactivate button. As a result, the system will display the message “The message footer has been 

deactivated” and from then on, the system will not add the footer to newly created messages/replies, while the footer will not 

disappear from messages that were created before deactivation. 

 

Message footer window before deactivation 

11.3. Modification of the message footer 

You can modify the content of the message footer, regardless of its activity status. To that end, select the Manage footer button 

located above the message filtering and sorting panel. The system will then display the Message Footer window, in which the 
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message footer text will be entered. In the window displayed, make your changes and then select the Save button. As a result, the 

system will save the data entered and display a message stating “Changes have been saved”. 

 

Confirmation of saving changes in the message footer 

Note: Changing the footer content does not affect footers introduced in messages previously created. 

 


