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Introduction 

Background 

During the implementation of the Public Participation Project, ADDA used Design thinking 

to identify challenges facing Persons with Disabilities in County Governance processes. 

Access to information was identified as one of the biggest challenges alongside 

accessible meeting places, access to sign language interpretation, low capacity of County 

Government staff on inclusion and low capacity of Persons with Disabilities and their 

organization to carry out social accountability. 

To address the challenge of access to information, ADDA’s Public Participation Social 

Lab and its innovation unit developed several prototypes including use of bulk SMS to 

distribute meeting notices, development of a website, using social media and distribution 

of information through leaders of organizations of Persons with Disabilities (OPDs). The 

prototypes aimed to address the following challenges: 

1. Distribute meeting notices timely and in formats accessible to diverse groups of 

Persons with Disabilities. The lab laid special emphasis on Persons with Visual 

impairments, hearing impairments and intellectual disabilities. 

2. Distribute information to citizens in accessible formats and appropriate channels.  

3. Provide a way for County Governments to access feedback from citizens 

4. Collect and analyze public participation data to inform County Government 

inclusion strategies. 

5. Building the capacity of County Governments on inclusion to unlock resources for 

inclusion 

6. Building the capacity of OPDs for self-organization, communication and 

collaboration 

ADDA worked with 5 County Governments and over 30 OPDs to develop a software that 

would address access to information for Persons with Disabilities. The prototypes were 

tested in Kajiado County, Makueni County, Kitui County, Kwale county, Nairobi County. 



  

The first prototype used bulk SMS and Whatsapp groups to share meeting notices with 

OPD leaders. We realized that the media had several challenges, especially the lack of 

organization of files and groups. The next prototype was build on the open source IDEAL 

software based on the Drupal Content Management System. With IDEAL, ADDA was 

able to organize users into groups and distribute information through SMS and email to 

users. This software is called Husishwa, Swhaili mean for “be included”. 

With funding from United Disabled Persons of Kenya (UDPK), ADDA has added more 

functionality to Husishwa including: 

1. Petitions to enable groups develop documents collaboratively. Groups can create 

folders, upload documents or create new documents. A future requirement is to 

provide a way for citizens to sign petitions using verifiable digital signatures. 

2. Organic groups support autonomous groups in Husishwa. This allows OPDs to 

self-organize themselves and manage files and other resources which are shared 

amongst themselves. 

3. Playing of videos is especially important for Persons with hearing impairments. 

Even when videos have no subtitles, users can use Youtube functionalities.  

4. Analytics is important in enhancing knowledge of citizens for public participation 

and social accountability. It is now possible for administrators to get data from 

external sources and create graphs making it easy for users to understand the 

topic under discussion. 

5. Events allow just about anyone in the system to create events and post them on a 

calendar and choose who should be invited.  

6. Announcements are a feature used by administrators to send system wide 

announcements that are also distributed to email and on SMS 

Accessibility 

Husishwa aims to be accessible. It includes a module that users can configure to increase 

contrast. We are working to make the website accessible inline with web accessibility 

standards. 

To make the site accessible: 



  

1. On settings, click accessibility. 

2. Select one of the choices. 

a. Enable high Contrast 

b. Dark Theme 

c. Dyslexia fonts 

Husishwa 

Introduction 

Husishwa is an initiative of the Agency for Disability and Development in Africa (ADDA), 

funded by Voice. Husishwa distributes information in accessible formats to support 

Persons with disabilities access information.  

Husishwa is a software used by organizations for communication. Although Husishwa 

was developed to support access to information for Persons with Disabilities, it can be 

used by anyone. There are three use cases: 

1. An organization uses Husishwa to organize around a topic. For example, a County 

Government using Husishwa to share information with Citizens and get Citizen 

feedback. 

2. An organization such as non-Governmental organization creating groups that 

share information. This is similar to Whatsap Groups but with a possibility to have 

millions of users per group and additional features such as polls and voting. 

3. As a document management system with possibility to organize documents, 

collaborate in document creation and share documents internally and externally. 

Husishwa uses three ways to communicate with users: 

1. SMS notifications are sent based on certain events. For example, if a group 

administrator creates a calendar event, an SMS is sent to users of that group or 

the everyone group if it is selected. Users have control whether to receive an SMS 

or not.  

2. Email notifications are sent based on certain events. For example, if a group 

administrator creates a calendar event, an email is sent to users of that group or 



  

the everyone group if it is selected. Users have control whether to receive an email 

or not. 

3. Push notifications are sent based on certain events. For example, if a group 

administrator creates a calendar event, a notification is sent to users of that group 

or the everyone group if it is selected. Users have control whether to receive an 

Push notifications or not. Push notifications only appear users Dashboard.  

Registration 

The easiest way to use Husishwa is to register at the https://www.citizens.ke/civics.  On 

registration, a user is placed on the everyone group. A user can then subscribe to various 

groups. Some groups require invitation and may not be visible. 

Creating Events / Triggers 

Administrators can log in and send SMS, create events, upload files and manage groups 

and users. Users may also be assigned specific roles and access rights. 

SMS 

Currently all SMS comes from ADDA. In future an Application Programming Interface 

should enable users to use other Sender IDs. 

Husishwa allows users to reply to SMS texts, for example to vote for a poll. Currently, 

we use simple polls with one question only. This is important in ensuring that Husishwa 

remains simple so that users on feature phones are able to use the system. 

Husishwa Philosophy 

People who have no access to internet or a smartphone are often left out. This is called 

the digital divide. This divide is very pronounced among Persons with Disabilities and 

other marginalized groups. Husishwa is a collaboration system that uses SMS and an 

extra channel to reach people without Internet or smartphones. The system is web based 

enabling communication and collaboration, whether in the office or on the road, to share, 

collaborate and communicate across organizational boundaries. 

https://www.citizens.ke/civics


  

Husishwa Key Features  

1. Notifications on SMS, Email and Push notifications. Users have a say on what 

notifications they can receive if at all. 

2. Groups. Users are organized into groups. There are public groups where anyone 

can join and private groups where users join by invitation only. This provides 

opportunities to create autonomous entities similar to WhatsApp groups. A user 

can join one or more groups. 

3. Document Management functionalities include the ability to upload documents, 

organize documents into folders, create files and edit them collaboratively and 

share files. 

4. Knowledge Management which allows users to jointly create documents. This is 

geared towards Public Participation. Features used here include chats, approval 

workflows, collectives and documents. 

5. Announcements are specific administrator generated announcements that act for 

triggers for email and SMS. The sender can send the announcement to everyone 

or to specific groups. 

6. Events are similar to announcements only that they carry extra information such 

as venues and dates and a message is sent to a users email where they can 

confirm attendance or not. 

7. Multimedia. It is possible for online users to access rich media including video and 

images. 

8. Remote Sharing is a feature that enables various instances of Husishwa to share 

files, potentially allowing outside users to access files. For example the Smart 

Governance Project runs an instance of Husishwa called Citizens and another 

ADDA runs an instance of Husishwa called Husishwa. Federation allows sharing 

of files between these instances. Federation enables branding and customization. 

In the next section, we describe the Husishwa features with a bias to the Smart 

Governance Project. 



  

Husishwa Use Case - UDPK 

Introduction 

This section describes the Husishwa use case for UDPK’s Smart Governance project. 

The SMART Governance Project is a project based in Narok County. The project is 

implemented by United Disabled Persons of Kenya (UDPK) in collaboration with 

DUPOTO Integrated Disability Program. The aim of the project is to enhance participation 

of persons with disabilities in governance and political processes in Narok County by 

activating and empowering inclusive Local Urban Forums (LUFs) in 5 urban centres in 

the county. Inclusive LUFs are envisioned by the Urban Areas and Cities Act (2011) and 

comprise of persons with disabilities, youth, women and ethnic minorities. 

Local Urban Forums are organized into several autonomous groups that work with the 

County Government in several areas: 

1. Public Participation 

2. Social Accountability 

3. Advocacy 

To meet their objectives, Husishwa uses SMS, email and Push notifications to distribute 

meeting notices and information. For users who have access to Internet and a 

smartphone or laptop, Husishwa has tens of features including document management, 

chats, comments and voting. We have limited voting to users logged into the system due 

to challenges associated with SMS voting. We believe that users on SMS can vote but 

providing them with enough information on SMS to make the right decision is difficult. It 

is even more difficult to organize incoming SMS into specific areas. 

SMS and Email notifications 

SMS is an integral part of Husishwa. All SMS are sent from a sender ID called ADDA. It 

is possible to change this to your specific sender ID but currently only ADDA can map the 

SenderID into Husishwa. 



  

It is possible to send SMS to all users registered in the system. To avoid spamming, users 

can opt out of SMS and email notifications using the user settings menu. Those using 

SMS only can opt out using Safaricom through STOP *456*9*5#. 

All users must accept the terms of reference. Among the key terms in this document is 

the commitment against sending prohibited SMS such as those that incite others. 

1. Anyone registered in the system can potentially send an SMS but an administrator 

may limit this. By default, announcements are only available to users in the Admin 

Group. 

2. When sending an SMS, a user can restrict the SMS to a specific group. By default 

SMS are sent to all users in the Everyone group. 

3. A user can opt out (web users only) from receiving an SMS. Users on mobile 

phones can also stop SMS using the Safaricom Opt Out through STOP *456*9*5#. 

4. To opt out (web only), log in and use the settings menu. 

Creating and administering users and Groups 

Users can either register themselves or an administrator can register a user. We prefer 

self-registration because it places a user directly on the everyone user group with 

appropriate access to Husishwa files and functionalities. This user however cannot view 

or share documents restricted. 

There are two Groups in Husishwa.  

Creating User Groups 

The first type of group is the one used to categorize users. These groups can only be 

created by an administrator. Once a group has been created, then a user can be added 

to the group. Check out the administration manual on how to create a user Group. 

This group is the one used by Organizations, including Organizations of Persons with 

Disabilities, for self-Organization. A group administrator has the tools to add users to a 

group.  



  

Users in a group can control their files, announcements, collaborative creation of 

documents, create petitions and polls. 

To create a user group: 

1. Log in as an administrator 

2. On the top right locate your profile icon and click users as shown in the figure below 

 

3. Click the Users menu. Now you can add a group or add a new user. To do this, 

click the Add group. Type the name of the group and click the enter key. 

4. You can add a user to a group you just created. To do this, click the everyone 

group. This is the group with all users.  

 

When you click the edit user, you can add a user to a group, change the user email 

or reset the password. Click what you want to change to edit. For example, to add 

the user to a group, click where you see everyone to get a list of user groups.  



  

 

Self-Registration 

Although administrators can add users to groups, the recommended approach to user 

subscription is self-registration. However, this feature is only possible to users have an 

email account. Where users have no email accounts, an administrator can create an 

email using the citizens.ke domain. For simplicity, the email should be 

phonenumber@citizens.ke e.g 724848232@citizens.ke  

To self-register: 

1. Open the Husishwa instance such as https://www.citizens.ke/civics/index.php. 

You will see the window below. If you have already registered, or you were 

registered by the Administrator, enter your credentials and click login. If this is your 

first time then make sure you have an email account and that you can access the 

email. We are working to add social login using either facebook or gmail. 

mailto:phonenumber@citizens.ke
mailto:724848232@citizens.ke
https://www.citizens.ke/civics/index.php


  

 

2. To self-Register, click register. 

 



  

3. Enter your email and click Request Verification Link. An email will be sent to the 

email you provided. Open the email and click the link. If you are unable to click the 

link, copy the verification code and click verify.  

 

4. Whether you clicked the registration link directly or used the verification code, the 

next step is to provide more information. 

 

 



  

5. Enter the details requested and click create. The administrator may configure 

strong passwords. Ensure that your password is strong, say 8 or more characters. 

6. Congratulations. You should see your dashboard. You have been placed in the 

Everyone Group. To be placed on another group, ask an administrator to add you. 

Delete an account 

An administrator can remove a user or a user can delete an account. To delete your 

account, follow the following steps. This feature is available to web users only. 

1. While logged in, click settings (top right) 

2. On your left, at the bottom, locate the delete account menu 

3. Confirm that you want to delete. You will be directed to the login page. This action 

is not reversable and all your data will be deleted. 

Users who do not have access to internet should request the administrator to delete their 

account. 

Friends or Circles 

A second type of group is purely user controlled. Any logged in user can create a circle 

of friends. A circle can be public where anyone can join or private where individuals join 

by invitation only. Documents can be shared among the circles. Petitions or polls can be 

shared among circles. 

You can add your own circle or request to join a circle. To send a join request follow the 

following steps: 

1. Log into the system 

2. Click Contacts menu 

3. On your left you will see groups and circles. Groups enable you to create contacts 

4. To join a circle, click the circle and the click Request to join. The administrator of 

the group will receive a notification. 

For more information on contacts, see the section on contacts. 



  

You can also create your own circle. 

Note that you cannot send SMS or announcements to this type of group. 

OPD Organizations 

The Smart Governance project envisions groups as Organizations of Persons with 

Disabilities. This has been implemented using two ways: 

1. An administrator creates a user group and assigns an administrator. This is purely 

for account management. It is important that members of an OPD are placed in 

the same group. The group administrator, however, is placed in the admin group. 

2. A group then creates a circle similar to WhatsApp groups and adds the user group 

created (an administrator may limit this). It is this second group that provides 

control and privacy. 

Circles allow users to create their own groups of users/colleagues/friends. Those groups 

of users (or 'circles') can then be used by anyone for sharing purpose (files, social feed, 

status update, messaging, …). 

Different type of circles can be created: 

1. A personal circle is a list of users known only to the owner. This is the right option 

if you want to do recurrent sharing with the same group of people. 

2. A public circle is an open group visible to anyone willing to join. Your circle will be 

visible to everyone and everyone will be able to join the circle. 

3. A closed circle requires invitation or confirmation by an admin. This is the right 

circle if you are looking for privacy when sharing your files or ideas. OPDs should 

create this type of circle. 

4. A Secret circle is an open group that can be protected by a password. Users won't 

be able to find this Circle using search engine. 



  

Creating a Circle 

A closed circle or a secret circle are the best ways to create Organizations of Persons 

with Disabilities. Below is how to create a closed circle. Let us create and configure a 

closed group called UDPK. 

1. First ask the Administrator to create a user group (if you are creating an organized 

group. If yours is an adhoc group, skip go to 2 below) 

2. On the contacts menu, click Contacts. On this screen you can do many things such 

as creating contacts, creating groups, creating circles and joining a circle.  

3. The image below shows how to create a circle. 

 

4. Click the + (circled above). A pop-up window shows up. Enter the name of the 

circle. The name should be descriptive enough to enable your users know what it 

does. If the circle is an OPD, then enter the name of the OPD, but not exactly 

similar as the group created in 1 above. 

5. Next we need to configure the group. This can be done now or edited later. To do 

this, click the Circle name (you can only change settings for a circle you created). 

Enter the group description. 



  

 

6. To configure the circle, let us run through the settings: 

 

a. 1: Anyone can request membership. Although you can still have a closed 

circle with this setting, it will give you unnecessary workload. So do not 

select this. If you have many users you want to join, instead send them a 

link on email. 

b. 2: Select this, Members need to accept an invitation, to ensure members 

join voluntarily. 

c. 3: For a closed group with members only, ensure you check this setting. An 

admin (or owner of the group) must confirm or accept a member 



  

d. 4. Do not select this unless you want your members to invite. This is 

sometimes good in situations where the administrator needs other 

members to invite. 

e. 5: For a closed groups perhaps you need to ensure this is not selected. 

However, non-members will not see group members when they try to open 

the group. 

f. If you don’t want your group to be a member of another group (network) 

then prevent the group from being a member of another group. 

7. To add users to a circle, click the three dots (…) next to a circle and click add 

member. 

 

 

On the pop up, start typing a user and then add the user by clicking the ADD button. 

Note that you can add a user group or even a circle. Always avoid adding the user 

group everyone because it may contain millions of users.  

To learn more about sharing files and other resources see the files section. 

Creating a network 

A network is a group of groups who can share files and other resources. To create a 

network, crate a group but instead of inviting / adding users, add circles. Only circles that 

have not restricted being in another group can be added. A use case for a network is 

UDPK. Several circles (OPDs) can join a network. 



  

Files Management 

Introduction 

File management is a new feature in Husishwa. It aims to make it possible for users to: 

1. Create and edit files or petitions collaboratively 

2. Organize files into folders and sub folders 

3. Create intranets for OPDs 

4. Share files across groups 

Important:  

To restrict a file or folder from other users: 

1. Create a circle and make the circle private 

2. Create a file of folder and share it with the circle. Now only users in that circle can 

see the file or folder. 

To have your private files (available to you only): 

1. Create a folder  

2. Add files and media to it 

If you do not share this folder, all files and media you place there are personal. 

An administrator may restrict disk space quotas. If you try to upload a file and you get an 

error, check your quota. Default is 1GB. If quotas are not set, then you will not see this 

feature. 

The file and document management component provides groups with opportunities to 

have private files only accessible to members. 



  

Folders / Directories 

We use folders to organize files, the same way we do in windows or on your phone. 

Anyone logged in can create a folder and determine how to share contents of a folder. 

Follow the following instructions to create a folder. 

In this section we show how to create folders or files, share folders or files. 

1. Click the files icon 

 

2. By default, folders created by non-admin users are only visible to them and those 

they have shared with. If you want everybody to see your files, add the files inside 

the global folders (the ones you see but you never created. You can also share 

your folder with the everyone group. 

3. To create a folder or file, click the + and then click New Folder or any action of 

interest. 

 



  

4. Enter the name and press enter. A folder is created and its detail properties window 

opened on your right. You can always come back to the details section by clicking 

the 3 dots (…) on the file or folder and selecting details. 

5. On the details window, click sharing (if you want to share. Otherwise you are done).  

 

6. Enter the name of group, individual or circle you want to share with. If you don’t 

share, this file or folder is only visible to you. Interestingly, you can share a file with 

other Husishwa servers using the Federated Cloud. An administrator must activate 

this feature. 

7. On any file or folder that you can view, you can be able to: 

a. View file activities 

b. Add comments 

c. Share. Note that the administrator may limit this 

Tags and Favorite 

If you want a file to be easily found, you can add a tag or set it as your favorite. Files you 

have marked as favorites will be available on the favorite link. To add a file to the favorite 

section: 

1. On the file manager, locate the file.  

2. On the 3 dots (…) click add to favorite. 



  

To tag a file: 

1. Select a file as shown below (The actions menu at the top when a file is selected 

has different menus from the 3 dots) 

 

2. On the Actions menu, click tags 

3. Start typing a keyword. If it shows up click enter or click it. If not type what you 

want and click enter.  

4. Now click apply tag to selected. 

Now if you look for the tag on the tags menu on your left, you should get your file. If you 

share this file, then other users can search using the tag and find it. 

Signing Documents 

This feature is requested and is under active integration. The objective is to provide a way 

for users to sign documents in a way that can be verified.  

Transfer File Ownerships 

You may want to transfer a file or folder for some reason. Follow the following steps to 

transfer a file or folder. 

1. On the personal menu (top right), click settings 

2. Locate sharing and click it. You will see the screen below 



  

 

3. Select a file or folder you want to transfer 

4. Search the user you want to transfer to 

5. Click transfer. 

File actions 

- Delete 

- Download 

- Details 

- Move  

- Copy 

- Tag 

- Meta Data 

- Versions 

- Discussions 

- Chats 

- Comments 



  

Add Content to Folders 

It is very good if users can quickly know the purpose of a folder. This section looks at how 

you can achieve this. 

1. Name your files and folders using meaningful names. For example, Narok County 

Budgets. Inside this folder you can have many files such as Approved Budget 2022 

etc 

2. Create a file called Readme.md. Its contents will be automatically be displayed 

when users open the folder. An administrator may already provide an automatic 

.md file which you can edit. 

3. A readme.md file provides an opportunity to describe the contents of a folder. 

Below we show you how to create an automatic file. 

1. Create a folder normally 

2. Open the folder. Check if the administrator has automatically added a readme.md 

file. If not, we are going to copy the default readme.md and edit it. If it is already 

available, skip number 3 below. 

3. To copy a readme.md file: 

a. Click the file Files menu, then select the readme.md file found inside the 

Documents Folder and on the Move or Copy command, click copy. DO NOT 

MOVE Please! 

 



  

b. In the next window, select the folder you created early by clicking it. Now 

click copy. Do Not click Move! 

c. Go to your folder and you will see file called Readme.md 

 

4. Now you can open the readme.md file by clicking it. An editor opens that allows 

many people to edit a file concurrently. The file gets saved automatically and has 

a list of versions. For your folder, now type the information you want users to see 

when they open this folder. 

Videos 

We have placed help video on how to use this system on a folder called video. Open 

these videos and learn. 

Petitions 

Petitions have been implemented in Husishwa using collectives. A Collective provides a 

way for activist and community projects to organize together.  

We have created a folder called Petitions which has all the information you need to 

create a petition. This section walks you through the process of creating a Petition. 



  

Requirements 

1. An account at www.citizens.ke/civics . If you don’t have an account head there 

and self-register. It is possible you may have an account at another Husishwa 

instance. If both administrators have allowed federated cloud accounts, then a 

petition created here can be shared with you. Ask your administrator about this 

so that you do not create multiple accounts. 

2. A circle to enable you create a petition with a specific team. You can create a 

circle from the Contacts Menu and add your team to that circle. 

3. Access to Forms is an advantage 

Creating a petition 

1. Log in to https://www.citizens.ke/civics . If you do not have an account, create one. 

Note that petitions are best done by a group. 

2. If you have not created a circle, head to the contacts menu and create a circle. 

Add members to your circle. If the members you have added to the circle have 

allowed email notifications, the system will send an email and a SMS notification 

to notify them. 

3. Head to the Collectives Menu and create a collective. Make sure to Name the 

collective well because this is the folder name to be created in the document 

management system. 

 

4. After entering the collective name, you will see the screen below. 

http://www.citizens.ke/civics
https://www.citizens.ke/civics


  

 

5. Enter the name and press enter 

 
6. Although we can edit this file, I suggest you do not edit it. It shall be the base for 

the creation of our Petition and provides more information to all users. Note that 

this file is called displays information for all users. Edit this page to describe your 

Petition. 

7. Let us create a page now. This page, and many more shall be jointly developed 

with your team. We want this petition to be available to a small group of people. 

Let us share now. 



  

 
8. To create a page, click the + sign, enter the name and press enter. It is possible to 

create subpages but avoid this. 

9. To edit a page, click Edit. Now enter the Title and extra information. Click done 

10. To share a page click the 3 dots (…) and select show in files.  

 
11. Now you can share this file or page with your circle 

 
12. Now your members should come and edit the page. If you have not invited them, 

ask the group administrator to send an announcement (SMS and email) to the 

specific user group. 

 



  

 

 

Analytics 
Let us get our hands dirty. Whether you are doing a petition, an advocacy campaign or 

lobbying your local MCA, access to verifiable data is very important. Unfortunately, this 

data is sometimes missing or is available in very big volumes. 

The Analytics menu is an attempt to make data available as graphs. This menu is not 

for everyone (the design part) but once designed, everyone can use it. 

Ground Rules 

1. Anyone can contribute data. Just make sure that your data is accurate and it 

does not violate any copyright. Remember the system tracks data ownership. 

2. Anyone can create visualization. Its abit difficult but by getting your fingers dirty 

you can learn. Just make sure you do not share analytics that are wrong. 

Creating Analytics 

1. Check out the analytics documentation in a folder called analytics to learn about 

creating visualizations. 

2. Create visualizations 

3. Share your visualizations.  

a. If the visualization is an image, create a folder inside the Visualization 

Folder and place your visualization there. The folder is already shared by 

everyone. This visualization is not directly visible on the users dashboards. 

b. For actual visualizations created using the Analytics component, publish 

them and share them with the groups of interest. Users can add them as 

favorite into their dashboards. 

c. To share a visualization, use the basic settings menu from the three dots 

(…). Note that once you share a visualization the basic settings menus 

become unavailable. You first unshare to see the menu. 



  

 

 

4. ADDA provides data visualization. Provide us with data and we shall visualize it 

for the common good. 

Using Analytics 

Some analytics are derived from real live data. This means that data changes as data 

becomes available. As a user you can add visualizations that you see to your favorites 

and they will become available on your dashboard. 

 

You can also refresh; drill down or even do further analysis. These menus may not be 

available if the owner has not shared. 



  

 

  

Communication 
Ever wanted to send SMS or email to a group? If yes, here is how to do it. 

1. First create a user group. You will need to have an administrator right. This is how we 

create Organizations. Talk to the administrator to make you an administrator. 

2. Add users to your user group. Ask them to register. They should include email and a 

phone number. For those without internet or a smartphone, add them manually. 

3. We do not need a circle to send SMS, but for a good measure, add a circle and add your 

user group to the circle. You will thank yourself later when sharing documents. 

Husishwa SMS is hooked on two events: an announcement and an event. But let us first 

prepare users to receive SMS or email. 

Ask your users to enable the following events from their user settings: 

1. Log in as a user (the users of your group) 

2. On the User menu (Top right corner), click settings as shown below. 



  

 
3. On your left locate the notifications menu and click it 

 
4. Now you need to allow some settings. These settings can SPAM you with SMS or email, 

so be VERY careful here and do exactly what we advise. We only want to receive an SMS 

when: 

a. An event is created 

b. An event is updated 

c. An announcement is made 

Optionally you may want 

d. You were invited to a conversation or had a call 

5. We want three things to happen: 

a. The systems send an email to you 

b. The system sends an SMS to you 

c. A notification is posted on your Dashboard 

If you want to receive emails ONLY, then select email, and make sure Push is not 

selected. SMS is a Push notification. 



  

6. As shown below, we have enabled SMS and a dashboard notification for the events 

calendar. If you want to also receive email then check the respective checkbox under 

email. 

 
7. Users may also share polls and forms with you. This is usually used when administrators 

want your opinions e.g. when creating petitions. Accept Push under forms. Note that for 

a poll answered by a million People, if you check Someone Answered a form, you will 

receive a million SMS. I have checked it because this is usually done by small groups. 

 
8. Now let us also accept notifications from administrators when they send 

announcements. The administrator can send an announcement to one user or group 

(but not a circle). Ideally, all groups (OPDs) have an administrator listed under the 

admins usergroup to facilitate the sending of global SMS. Ask user to subscribe as shown 

below: 



  

 
9. Now the users are set to receive SMS /Push notification or Email when: 

a. An event is created 

b. An event is updated 

c. An announcement is made 

All SMS originate from a Sender ID called ADDA. Some SMS may have code that facilitates a 

reply, for example those that take an opinion Poll.  

You cannot directly reply to SMS, but if you want to reply then follow the following steps: 

1. Check if the SMS you received has any code e.g.  

a. 1 means an announcement. An announcement is provided in the SMS 

b. 2 means a poll. A pollID is provided in the SMS 

You cannot reply to a survey as this introduces complexity into the Husishwa. 

2. Compose an SMS starting with a code and ID and then your information and send it to 

21446 eg 

1#123#your message 

Sometimes this might be an option e.g 1or 2 for example 

1#123#2 

 



  

Events calendar 

To share event information, we use the events calendar. The following steps describe 

how to create an event.  Any user can create an event or personal appointments. 

However, for now, only events created by an administrator can trigger an SMS 

Notification. This is important to avoid chaos. 

Create an Event 

Let us create an event and invite users. To avoid complexity events are local. This means 

that you must manually invite users. You cannot even add a circle or user group. But you 

can add contact group.  

1. If you will be sending events regularly to a big group, head to Contacts, create a 

contact group and add your users. These users must be registered. 

2. Head to the calendar and follow the following steps: 

a. On your left, select the date of the event. Use the calendar and select the 

month, day and year. See below. 

 

b. If this is a personal event click Personal 

c. Now click New Event and then click more 



  

 

 

Enter the title, select all day if it is a full day event. Make sure the start date 

and end date are ok (from -to) 

d. Add all the information you need under details tab. 

e. Click Attendees and add the users you want to invite. An email or SMS will 

be sent to these users based on their settings. If you have a contact group, 

type it here to invite all contacts in that group. At this point you can create a 

talkroom for this event to enable chats and discussions or even calls. 

f. On the Resources tab add any other information 

g. Click save 

Your event has been created and an SMS or emails sent to users selected under 

attendees.  

Editing an Event 

To edit an event, locate it on the calendar and click it. 



  

Confirm Event attendance 

Users on email are able to confirm attendance by clicking a menu on the email. We 

currently do not have a way for users on SMS to confirm attendance. 

Advance settings 

1. To receive notifications, a user MUST set the setting under settings  / notifications 

2. There are more settings on your left where you can configure many things. 

 

3. When editing an event, if you click the three dots (…) you can be able to export an 

event as an ICS file. 

Announcements 
This is the easiest way to send an email or SMS to one user, a group or groups of users 

or to everyone registered in the Husishwa system. 

Important 

1. This feature is currently available to a user group called Admins. An administrator 

can add more user groups but we advise against this. 

2. Circles are not supported. In other words, an announcement is sent only to user 

groups and not circles. 



  

3. Users must accept notifications for them to receive SMS or email when 

announcements are made. 

4. Users on SMS only can optout using Safaricom. 

Sending an SMS to Everyone 

1. Make sure you have a group created by an administrator. 

2. Make sure you have administrator rights or that an administrator has added your 

group under announcement settings 

3. Log in as an administrator. You will see New Announcement Subject. If you see 

something different from the one shown below, talk to the system administrator. 

Chance are you are not in a group that can send global messages. 

 

4. Type the Subject and write an announcement. At this point if you click Announce 

it will go to all people. 

Sending an SMS to one Group 

To send an announcement to a specific group (think of an organization), then the 

following conditions must be met. 

1. The group has been created as a user group (not a circle) 

2. The User group has members 

3. Members of the group have allowed announcement settings 

4. The user phone can receive premium SMS. This is important. Some 

Smartphones block premium SMS. Notice that although SMS from ADDA is free, 



  

it is classified as premium because it originates from an alphanumeric SenderID. 

To unblock smartphones that block premium SMS, look for notification settings 

on your phone. 

To send an announcement to a group: 

1. Add an announcement normally (see above) 

2. Next to the announce button, click the three dots (…) 

 

3. Now you can point your mouse to users and you will see all groups. Select one 

or more groups. 

4. Click Announce. SMS and email will go to users in those groups who: 

a. Have allowed push / email notifications for announcements 

b. Have a phone that can receive SMS. Smartphones may block premium 

SMS. 

Notice that you can allow users to comment or stop notifications (which is self-

defeating). 

Chats 
 

 

Polls and Surveys 
 



  

Personalization 
Husishwa is not just work. You can use it for many things. For example: 

1. Use it as your email server. All you need is an email@citizens.ke and then you 

configure an email client on your dashboard.  

2. You can use Husishwa to take notes, organize Photos and video 

3. You can personalize your dashboard colors and modules. 

4. You can track your phone incase its stolen. 

End 

mailto:email@citizens.ke

