Windows Desktop Setup Guide: Applying with One Click

The "Apply Now" button on our job postings generates a pre-filled email containing all
the screening questions we need to review your application quickly.

</ This works automatically on mobile phones (i0S/Android).
£ On a Windows desktop, you just need a quick one-time setup.

& Choose your email method below:

e Option A: | use webmail (Gmail, Outlook.com, Yahoo Mail) in my browser.
e Option B: | use the Outlook desktop application (installed on my PC).

Option A: Webmail (Gmail, Outlook.com, etc.)

Step 1: Set your browser as the default for email links

Your computer needs to know which program to open when a website tries to send an
email. We'll point it to your browser.

Press Windows + | to open Settings.

Go to Apps — Default apps.

Scroll down and click "Set a default for a file type or link type".

In the search box, type MAILTO.

Click the current app next to MAILTO and select your browser (e.g., Google
Chrome, Microsoft Edge, or Brave) from the list.
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Step 2: Enable the email handler inside your browser

Now we'll tell your browser to use your webmail (e.g., Gmail) whenever you click an
email link.

6. Open your email provider (e.g., Gmail, Outlook.com, or Yahoo Mail) in your
browser and log in.

7. Look at the far right of the address bar — you should see a double-diamond
icon (it looks like two overlapping squares).

8. Click that icon and select "Allow" to let your email handle mailto: links.

9. Refresh the page.
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Step 3: Confirm protocol handlers are enabled
Make sure your browser is allowed to ask for these permissions in the future.

10.  Type chrome://settings/handlers in the address bar and press Enter.
11.  Make sure the toggle for "Sites can ask to handle protocols" is turned ON.
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</ You're all set for webmail!

Visit our Jobs Page and select any job posting. Scroll down, click "Apply Now", and it
will open a compose window in your browser's webmail with the form pre-filled.

5 Project Manager/Leader | Gov X + 4+ Ask Gemini - 0o X ’ i v M Compose Mail - freedwong@g X+ 4+ Ask Gemini - 0 X
€ > C % govtechtalentsolutions.ca/jobs/rq11148-project-manager-leader.html h+d @ Enter passphrase ‘ \ C % mailgoogle.com/mail/u/0/?fs=1&tf=cm&source=... & Y @ Enter passphrase
|
« Excellent customer service skills, including tact and diplomacy to ensure client needs are managed 4 Job Application: Project Manager/Leader (RQ11148) - [FULL NAME]
effectively |
« Amotivated, flexible, detail-oriented and creative team player with perseverance, excellent resume@govtechtalentsolutions.ca

organization and multi-tasking abilities, and a proven track record for meeting strict deadlines. o .
Job Application: Project Manager/Leader (RQ11148) - [FULL NAME]

Before applying, | confirm that | meet all the MUST HAVE requirements listed in the job posting.

1 confirm that | have reviewed any Evaluation Criteria included in the job posting (if present) and understand
they will be used to assess my submission.

Key Skills & Competencies

Open link in new tab
MS Project, Planview, Jira, Microsoft DevOps Azure, Java, Mic
Kubernetes, Docker, HL7 FHIR, Solaris, Red Hat, IBM WAS, IE
services, AP, business process modeling, service lifecycle moi

e To proceed with my application, I've provided my information below and attached my updated resume.

Open link in split view

Open link with. > BB
Sl i) "“5'"9_55 process re-engineering, User Storil Open el i Eicogritn Window “Please replace [FULL NAME] in the email subject line with your full name.*
Waterfall, DevOps, Iterative, JAD, Information Management
Openlink as >
Preferred Name:
s Legal First Name:
ave link as
5 : i Legal Last Name:
Applications for this position will be accepted until Fri Copy email address Date of Birth (DD/MM): __/__ (consent verification)
Ask Gemini Phone Number: )
If you meet the requirements for this rc Email:
Inspect
Apply N Work Status in Canada (select one):
() Canadian Citizen
Click "Apply Now." For priority processing, tap this button on your mobile phone (i0OS/Android) - it j : Se;::;‘e:: :esld‘e(m
/alid Work Permit (type:
opens a pre-filled email with all required screening questions, so we can review your application () Other (specify: L ) )
immediately. :
Manual emails sent to resume@govtechtalentsolutions.ca skip this form and will delay your application while we request the © 2 SansSerif v 7T~ B I U A~ =~ i = < X
missing details
CE o056 s
t=Job Project Manager%2FLeader %28RQ11148%29 - %SBFULL NAMES%SD&body=Before ap. v,

Option B: Outlook Desktop Client

Step 1: Set Outlook as the default for email links

Your computer needs to know which program to open when a website tries to send an
email. We'll point it to the Outlook desktop app.

. Press Windows + | to open Settings.

. Go to Apps — Default apps.

Scroll down and click "Set a default for a file type or link type".
In the search box, type MAILTO.

Click the current app next to MAILTO and select Microsoft Outlook (the desktop
client) from the list.

R


https://www.govtechtalentsolutions.ca/jobs/

— — - - o X
& Settings Q  Find a setting
@) Apps > Default apps
@  Local Account
Set a default for a file type or link type
) Home MAILTO Q
B System
m Outlook @
e Bluetooth & devices -
@ Network & internet
Set defaults for applications
#  Personalization
Search apps
| &% _Apps
e
© Accounts Adobe Acrobat >
® Time & language
9 Gaming w App Installer >

Step 2: Verify Outlook is signed in and ready

Make sure the Outlook desktop application is open and you are signed in to your
Microsoft 365, Exchange, or Outlook.com profile.

e This ensures the new email draft opens immediately without prompting you for an
account or password.

/7 You're all set for Outlook!

Visit our Jobs Page and select any job posting. Scroll down, click "Apply Now", and a
new email draft will open directly in your Outlook desktop application with all fields
pre-filled.

I Troubleshooting Tips

Issue Solution

Sign out of your email and sign back in, or open
your email in a private/incognito window to
force the prompt.

The double-diamond icon doesn't
appear (Webmail users)

It keeps opening the wrong app Go back to Step 1 — Windows is still pointing to



https://www.govtechtalentsolutions.ca/jobs/

the wrong program. Double-check that you
selected the correct app for MAILTO.

The link does nothing when | click it

Ensure your chosen app (browser or Outlook)
is open in the background. Restart it and try
again.

Outlook opens, but the window is
blank or asks for a profile

Close Outlook, reopen it, and make sure you
have a default email account configured
under File — Account Settings — Email.

| don't have Outlook Desktop installed

Switch to Option A (Webmail) instead or use
your mobile phones (i0S/Android).
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