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Welcome !!
Thank you for choosing GreySignal. This quick start guide will help you fully utilize and understand the GreySignal 
mail platform, GreyMail. If you are converting to GreyMail from another provider, please check with your 
administrator to ensure your mail is imported into our system. Once you get logged in, we recommend changing 
your password to at least 10 characters, including a symbol (!,$,#,%, etc) a number, and capital letter. This will 
provide the best possible security for your account. !
Logging In !!
Logging in is simple. Visit the following web 
address: !

webmail.domain.com !
(replace ‘domain’ with your domain name) !

Once you reach this page, you will see a screen 
similar to the following. Next, you will need to 
type in the credentials you were provided by 
your administrator. You may write them below for 
your reference: !
My Username: __________________________                          My Password:  __________________________ !!
When logging in, be sure to type in your full email address, such as tstark@domain.com. Your password may be 
case sensitive, so ensure you type in correctly. If you cannot log in, please contact your administrator for a new 
password. To change your password, click the “gear” icon on the right, then password on the left hand column. !!
The Interface !!
The interface was designed with you in mind. 
You will see an interface similar to the following.  !
Please notice the intuitive buttons across the 
top, including Refresh, Compose, Reply, Reply 
All, Forward, Delete, Mark, and More. !
If you do not see this interface, ensure you have 
logged into the correct mail system by following 
the steps above. !!!
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Composing A Message !!
To compose a new message, click 
Compose. You will now see the screen 
to the right.  !
As you start typing an email address in 
the “To” field, the system will 
automatically try to find a matching 
contact. Once it finds the contact, you 
can click the suggestion to add it. !!
★ Pro Tip: Click         near the top 
      right to pop the message out so 
      so you can work on it separately. !!
You may also click the Add CC, Add BCC, 
Add Reply To, or Add Followup-To to input 
other email addresses.  !
What’s a CC? !
A CC (carbon copy) allows you to keep another person in the conversation without talking directly to them. 
Imagine yourself as a homeowner talking to a utility services man and your spouse is listening on the 
conversation. In this example, the spouse would be the “CC”. Please note from time to time you may be included 
as a CC. It is recommended to “Reply All” to these messages so all users are notified of your response.  !
BCC (blind carbon copy) means the receiver will not see that you included the BCC’ed individual on the 
communication. When they reply, the BCC’ed individual will not be notified. !
Adding Directly from your Address Book !
If you don’t know someone’s address off hand, you may click 
“Personal Addresses” on the left hand side, and double an 
email address to add one. You may add as may as you’d like.  !
★ Pro Tip: Consider using the CC and BCC feature so the 

recipients know exactly who you are trying to convey your 
message towards. Some spam filters will also block 
messages with too many recipients in the “To" field. !

You can also type in the search bar to find someone you are 
looking for. !!
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Attaching a File !
If you wish to attach a file to your email, you can simply click the “Attach a 
File” button. Alternatively you may drag and drop a file into the area.  !
When you are hovering over the drop area, it will turn blue. You may release 
your mouse. You will see the file attached. !!
Please note that your organization may have policies and procedures in 
place regarding the types of files you are allowed to transmit. Please consult 
with your management before sending files. !
There is no current limit to the number of files you may attach. !!!
Working with Attachments !
Once attached, you will see the documents you’ve attached, 
the file type ( jpg, txt, zip, img) and also a Trash Can icon. You 
can send up to 200MB. !
To remove the attached file, click the Trash can icon. !!
★ Pro Tip: When writing an email with multiple attachments, 

it is easier for the person on the other end to understand 
which attachments you refer to if you name them 
intelligently. !!!

Ready to Send? !
To send a message, click the send icon at the top. To save it for later, click “Save” and it will be stored in your 

drafts. If you save a message, it will not send and can be worked on at a later time. !!!!!!!!! !!
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Reading Email !!
Reading email is easy and intuitive. When you start 
received email, it will show up in your email as shown. 
Once you read a message, you’ll notice the star goes 
away, and the text is not as bold. !!!!
In your browser, you’ll also see that the number of unread items you have. As you review unread items, this 
number will eventually become non-existent. !!
Changing the Preview Pane !
The default interface shows a preview of your 
email on the bottom half of the screen. To turn this 
default preview pane on or off, simply click the 
arrow. !!
If you turn the preview pane off, you may double 
click on the email in your inbox to open. It will 
open in the same window. !!!!
Right-Style Preview Pane !
To view your email on the right hand side, simply click the gear icon on the top right hand bar. !
Next, click the “Mailbox View” tab.  !
Now you can change the location of the preview pane.  !
Click Save. Click the Mail button on the top to go back to your mailbox. !!
To go back to the bottom preview pane, simply follow the steps above and select “below the message list”. !!!!!!
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Searching for Email !
To search your mailbox for an email, simply type in 
the search box.  !
You can use the drop-down menu to search for 
specific items, such as items that are specifically 
flagged, unread, unanswered, and more. !
★ Pro Tip: You can set up an advanced search. 

For example, if you have a lot of flagged 
messages, simply select flagged from the 
drop down then type what you are looking for 
in the search box. The system will return only 
flagged messages with the criteria you 
searched for. !!!

Organizing and Sorting Email !
Organization is very important in todays busy work place. We give you many options to sort, organize and retrieve 
your messages in an easy-to-use interface. !!
To organize the default list columns, simply click the blue labels. This will sort 
either ascending or descending. You’ll see a small arrow indicating so. !!!!
If you’d like to see more list columns, simply click the gear icon. You’ll see a 
popup that shows the available options. You may select as many as you’d like.  !
★ Pro Tip: The larger monitor you have, the better the mail system will fit in your 

screen. !!!
You may show email threads, or simply all emails. To switch, hit the toggle 
switches.  !!
What’s a Thread? !
A thread is a collection of messages based on the conversation. If you are conversing with someone and sending 
many emails back and forth, we’ll automatically group all of the messages together in a thread so your mailbox is 
not cluttered. !
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Creating and Managing Folders !
GreySignal makes using folders easy. You can create folders very easily and 
organize your mail much more efficiently. !
If you click the gear icon and select “Manage Folders”, you’ll be taken to the 
folder manager. This is where you can organize all of your folders to your liking. !!
★ Pro Tip: Once the folder has been created and you are on the main 

webmail screen, drag and drop mail into a folder as opposed to clicking 
move message once the message is opend. !!!!

From this view, you’ll see all of your folders, including the default one our system 
provides for you. !!
Create A New Folder !
To create a new folder for yourself, simply click the “Plus” icon. !
You’ll be able to set a name, a parent folder, and list view mode. !!
★ Pro Tip: If you import your mailbox from your old email system, we’ll 

automatically create all of your old email for you. If you’d like this done ask 
your administrator. !!!!!

Deleting a Folder !
To delete a folder, you'll want to click the folder, then click the “gear” icon, and select delete.  
Warning: this will delete all of the mail inside this folder. !
★ Pro Tip: If you want to keep the folder but just delete all of the mail 

inside, instead of hitting delete, click “empty”. By clicking the folder once 
you can see the size and the number of messages also. !!!!!!
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Subscribing to a Folder !
If you have imported mail from another email system, you may notice many folders you simply 
do not want cluttering your inbox. If you want to keep the folders, but just “ignore” them, you 
can uncheck the “Subscribed” checkmark. This will leave the folder on the system, but not 
show it on the webmail. !
Some folders you cannot unsubscribe from by default since they are used by the system. This 
would apply if you have, for example, imported a PST file. !!
Mail Quota !
Each mailbox has a usage quota that is assigned. It is important to 
 monitor your quota so that no messages get refused by the  
sending party. The quota is easily visible on all pages and shows 
 a small pie chart with the percentage full. !
While you most likely will never hit the quota given to you, it is 
important to understand how to stay under the quota. By clicking the gear on the 
main mail screen, you’ll be able to “Compact” your mailbox. This should greatly 
reduce your space. It is wise to run Compact every so often. !
★ Pro Tip: The larger the attachment someone sends you, the faster your mailbox 

quota will fill up. If possible, we recommend saving the attachment to your 
computer network in a safe place instead of keeping it in your mailbox. !!!

Printing & Downloading !
We’ve made it easy for you to print and download your email. To print or 
download in (.eml) format, you simply select the message you’d like to 
work with. Click the “More” button, and find the option you’d like to use. !
★ Pro Tip: If you’d like to work with the message in a separate window, 

you can click the “open in a new window” button. !!
It is recommended to keep paper copies of messages that are 
extremely important. !!!!!!!
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!!
Mailbox Automation: Filters !
We’ve made it easy to set up advanced logic in your mailbox, by default. We call them “filters”. This feature allows 
you to automate folder sorting, send notifications of received email messages, send vacation notices, automatic 
replies, and more. Let’s create our first filter. !!!
Filter Example: Automatically Move Messages to Folder !
Assuming you already have a folder called “To-Do”, we’re going to 
automate movement of incoming emails from a test email account into this 
“To-Do” folder. !
Let’s select our sample message. Click the “More” icon, and choose 
“Create Filter”.  !!
Once we do that, you’ll see a popup with a few options on it. !
★ Pro Tip: You can also set up filters by clicking the               gear icon at 

the top of the screen and selecting “filters”. !!!
Filter Rules !
Now, let’s set up actual filter rules of the filter. In this example, I 
am going to uncheck everything but “From:”. What that means is 
only messages incoming from this user will be evaluated in the 
filter.  !
★ Pro Tip: If you’d like to be more advanced, you can also 

select “Subject” and evaluate if the subject and from address 
match. !!!!

Now we’ll move into the next step and set up the Filter Logic. 
Click “Next Step”. !!!!!!!
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Filter Logic !
At this screen, you will set up the actual 
logic portion of the filter. !
Name the filter first. The default Filter set is 
fine. !!
Matching Rules !
At this point you’ll leave this alone. This 
means that it will only look at any From 
addresses that contain the specific email 
address. !!!
Execution !
The next section below is what get’s 
executed. You’ll want to select “To-Do” 
folder instead of inbox. The last step must 
always been “stop evaluating rules”. !!!!!
Final Result !
Now, any messages coming in from our test user email account will automatically be put into the To-Do folder. The 
mail will still be marked unread and you’ll be able to tell when you receive a message. !!
Removing or Editing a Filter !
To remove or edit a filter, simply hit the               gear icon on the top right hand 
corner and select filter.  !
★ Pro Tip: You may also prioritize rules by dragging and dropping rules in a 

specific order. This will ensure rules are executed in a specific order. !!!!!
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!!
Settings !
You can personalize your mailbox to meet your specific needs. By hitting the               gear icon on the top right 
hand corner, select “Preferences” and inside this tab, you’ll have many options to  visit and set accordingly. !
If you’d like your HTML5 capable browser (Google Chrome) to open GreyMail every time an email address is 
clicked on a site, you can click “Register protocol handler for mailto: links” by visit Preferences > User Interface. !
Setting a Language !
If you feel more comfortable viewing GreyMail 
in a different language, you can change your 
language settings in Preferences > User 
Interface > Language !!!!!
Address Book !!
GreyMail's address book allows you to keep all your vital contact information in one place. By clicking the  
icon at the top right hand corner, you’ll enter the Address Book. You may ask your administrator to import 
your contacts, or you can manually enter them yourself. !
Creating a Contact Group !
To create a new contact group, click the “Plus” symbol on the left hand column. This is 
way to organize contacts into groups, and sort through them much easier. !!!
Create a New Contact !
To create a new contact, first select a contact group, then on the middle 
column, click the “Plus” button. !!
Searching for Contacts !
You may use the search field to do a simple search, or 
click the “Advanced”button to search for more specific 
contact information. You can even search by  
department, Job title, and more. !!!
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Encryption (GreyMail Advanced users) !
Message encryption allows you to send a secured message to a recipient, without the message getting to the 
receiving parties email server in plain text, as other emails would. This allows you to control the message so the 
opposing party does not have a record of the message. 
 !
To Send Messages Encrypted !
To send a user an encrypted message, you will simply click 
the “Encrypt” button. This will add the correct syntax into the 
subject of the message. !
As long as you click this button and do not modify the 
[encrypt] syntax in the subject, the system will perform the 
following actions: !
1. The message will be encapsulated by the mail system 

and turned into a secure PDF.  
2. The message is then stored on a cloud server, not sent 

to the recipient. 
3. The mail system will then send a separate plain text 

message to the recipient stating they received a secure 
message. 

4. The recipient must click the link included in the message 
to open the secure message. The message will expire 
after 30 days automatically. !!!!!!!!!!!!!!!!
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Submitting SPAM to GreySignal !
While we use the best commercially available system to scan for spam messages, we cannot stop every last 
message. If you are receiving a heavy amount of spam that is not automatically being pushed into your Junk Mail 
folder, follow these steps to submit the message to GreySignal engineers for analysis. !!
Selecting The Message !
Select the message that is spam. Click the “More” button and click “Show 
source”. A new window will pop open with diagnostics information our 
engineers needs to see where the spam is coming from. !
Send Us Diagnostic Data !
Copy and paste all of this information into a new message. Send this 
message to spam@greysignal.com for analysis. A message will be sent 
back to you for confirmation. There is no further action needed on your 
end. !!!!
Common Issues !
As a user, you may experiencing some issues with the GreyMail service. To help you resolve you issue quickly, 
we’ve gave some examples of errors you may report to us. You’ll be able to fix these issues yourself without 
waiting for help from your administrator or GreySignal. !!
๏ I can’t login. !
If you are having trouble logging in and see a message as such: “Connection to storage server failed” this means 
that you are not entering your full email address into the username field. If you forgot your password, you must 
contact your administrator to reset it. If you can’t get to the webmail login page, open a ticket by visiting 
greysignal.com and clicking “Ask Us” and filling out the form. Ensure you use your work email address. !
๏ My webmail is very slow. !
You may click the large gear on the bottom left once logged in and select “Compact”. This will allow   
GreySignal to load the your mailbox much quicker. Is you are still experiencing issues, please check   
your browser to ensure no extensions, toolbars, and other adware/malware infections are inhibiting   
performance. This may also be caused due to a slow computer. !!!!!
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๏ Someone is sending me email but it’s not coming through. No errors on their end. !
While this is likely a spam catching issue, GreySignal servers may have flagged their email as spam. Please report 
the email address, subject, and general content of message to your administrator for further diagnosis. !
๏ I am trying to send an email and it keeps coming back to me. !
This could be happening for many different reasons. If you are trying to send some type of restricted information, 
the system will deny delivery and you’ll see the reason on the bounce back message. This may also be caused by 
a misspelling of the person’s email address.  !
If the user you are trying to email is no longer with that company, their system may bounce it back to you as a 
rejection. This is not an issue on your end, this is a problem at the receiving end. !
Again, to see the actual reason of the bounce back, you can open the message and see the error. If you are still 
having this issue, forward the entire message to support@greysignal.com  !!
๏ I am getting a lot of SPAM. How can I get rid of it? !
The directions to submitting spam to GreySignal is on page 13 of this guide. !!!

For general support inquiries please visit us at help.greysignal.com and submit a new request. !!!!!!!!!!!!!!!!!!!!!!!!
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TERMS OF SERVICE !

By using the GreyMail service, you agree to the following: !
Prohibited Uses  
User is solely responsible for any and all acts and omissions that occur under User’s account or password, and User agrees not to engage 
in unacceptable use of the Service, which includes, without limitation, use of the Service to:  !
(a) disseminate, store or transmit unsolicited messages, chain letters or unsolicited commercial email;  
(b) disseminate or transmit material that, to a reasonable person may be abusive, obscene, pornographic, defamatory, harassing, grossly 
offensive, vulgar, threatening or malicious;  
(c) disseminate, store or transmit files, graphics, software or other material that actually or potentially infringes the copyright, trademark, 
patent, trade secret or other intellectual property right of any person;  
(d) create a false identity or to otherwise attempt to mislead any person as to the identity or origin of any communication;  
(e) export, re-export or permit downloading of any message or content in violation of any export or import law, regulation or restriction of 
the United States and its agencies or authorities, or without all required approvals, licenses or exemptions;  
(f ) interfere, disrupt or attempt to gain unauthorized access to other accounts on the Service or any other computer network;  
(g) disseminate, store or transmit viruses, trojan horses or any other malicious code or program; or  
(h) engage in any other activity deemed by GreySignal to be in conflict with the spirit or intent of this Agreement. !
Spamming * 
Sending unsolicited bulk and/or commercial messages over the Internet (known as "spamming") is prohibited, regardless of whether or not 
it overloads a server or disrupts service to GreySignal's Users. The term "spamming" also includes, but is not limited to, maintaining an open 
SMTP policy, engaging in spamming using the service of another ISP or IPP and referencing in the spam a Web site hosted on a GreySignal 
server, and selling or distributing software (on a Web site residing on a GreySignal server) that facilitates spamming. Violators will face 
immediate suspension. GreySignal reserves the right to determine, in its sole and absolute discretion, what constitutes a violation of this 
provision. User agrees not to engage in unacceptable use of the Service, which includes, without limitation, use of the Service to: !
(a) Your intended recipients have given their consent to receive e-mail via some affirmative means, such as an opt-in procedure; 
(b) Your procedures for soliciting consent include reasonable means to ensure that the person giving consent is the owner of the e-mail 

address for which the consent is given; 
(c) You have procedures in place that allow a recipient to revoke their consent — such as a link in the body of the email, or instructions to 

reply with the word "Remove" in the subject line; you honor revocations of consent within 48 hours, and you notify recipients that the 
revocation of their consent will be implemented in 48 hours; 

(d) You must post an email address for complaints (such as abuse@yourdomain.com) in a conspicuous place on any website associated 
with the email, you must register that address at abuse.net, and you must promptly respond to messages sent to that address; 

(e) You must not obscure the source of your e-mail in any manner. Your e-mail must include the recipient's e-mail address in the body of 
the message or in the "TO" line of the e-mail; 

(f ) You must not attempt to send any message to an email address if 3 consecutive delivery rejections have occurred and the time 
between the third rejection and the first rejection is longer than fifteen days; !

* This material is not intended to provide a comprehensive description of the “Controlling the Assault of Non-Solicited Pornography and 

Marketing Act” and is not intended as legal advice.  You should consult your own legal advisors for full CANSPAM Information. 

!
Protection against Viruses 
Users are solely and entirely responsible for their Antivirus application, except as expressly agreed to by GreySignal. GreySignal agrees to 
make our best commercial efforts to protect Users mailbox using a variety of techniques and scanning engines that may be switched at any 
time. Although this system has proven effective GreySignal cannot make any guarantees in the systems filtering efficiency. 
  
Protection against SPAM  
GreySignal provides anti-SPAM filtering as part of the Service, and will make our best commercial efforts to protect against unwanted 
emails. The filtering is an integrated hardware and software solution for complete protection of your mailbox. Although this system has 
proven effective GreySignal cannot make any guarantees in the systems filtering efficiency. !
An updated Terms of Service can be found at: http://help.greysignal.com/hc/en-us/articles/202019013
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