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Logging into IceWarp WebClient

To access IceWarp WebClient, you will need to access the URL specified by your administrator using a welubhoagser s

Internet Explorer 7 or Mozilla Firefox.

You will be presented with a login screen similar to this one:

Integrate with Windows

Icel/farp’webcClient

Email Address
[juhn.mitdﬂell

Passward

[-uu- ]|E| n

[ Professional Interface E[]

[ English E[]

Keep me signed

Forgot Password — Sign Up

Powered by IceWarp Unified Communications © 199%-2010

Version: 10, 2.0 (2010-09-26)
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Field

Description

Email Address

Enter your username (or email address) of your IceWarp Semail account (as supplied by your
administrator).

Password

Enter your password for your IceWarp Server email account.

Keyboard icon

Click the icon, if you want to use a virtual keyboard.

This feature enhances your email box security when using a pdtiputer. Various applications
can monitor key usage and save your credentials. Virtual keyboard use prevents this risk.

Use a mouse to write.

Username
[jcrhn.bow

Password

x]
[sesesseee == l

L Clear X |
|1)2]3]4]5]6]7|8]9]0]|-|=]|Bksp |
Tab|a fwle|r|t|yjulijofp|L|]|\ |
Caps|a|5|d|F|g|h|j |k|1 - | |Enter‘|
k| 5hift|z|x|c|v|b|n|m| , | . |f|5h1ft |
|ATE |
wd
Arrow Click the button to log in.
Interface Select the inérface type you want to use:
A Professionat fully featured email interface.
A Basic interface optimized for slow connection or older browsers (without JavaScript).
A Mobile ¢ interface optimized for mobile devices.
Language Select a language from the list.

Keep me signed

Tick the box if you want to stay signed.

Integrate with
Windows

Use the link to get to a download page where you can download utilities compatible with the
current IceWarp Server version and guides in the .pdf format.

NOTE: Windows whenusing a different operating system, its name is displayed instead.

Forgotten Password

Use the link in the case of forgotten password.

Sign Up

Use the link to create a new email account.
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Once logged into IceWarp WebClient, you will see the maireacre

B Favorites :'| 1] |E|Fru:um Subjeck Date 2y Crline
& Petr Hejduk = - Petr Hejduk [#FYI-642642]: aspel URL 20-08-2009 =1 | =+ Unsorted
& - . Lukas Dvorak.  Icewarp Web History 17-08-2008 — | 8 jan@icewarp,com
b
'E 1 Flavio [#B03-549099]; Connection Manager 15-03-2009 ﬂ lukasi@i
o | Mchfee Anti ukasi@icewarp, com
1 Jakub Klas Re[4]: REVIEWED: IcetWarp Qutlook Conne  25-05-2009
E]!I Archive . Budget Sailing  Re: wvacht charter info 25-08-2009
B_I inbo 1 Lukas Pritryl Re[2]: Dokurmentace nasledujich dnu ZD—DB—ZDT
L 200908 . N
Ll 200907 = | ¥ subject W From [T To [T Body ’_
: b 2009-05
“ ] Junk E-mail [#BO)-549099]: Connection Manager = =[x
B_I Sant Flavio <support@icewarp, coms [+]
|_| 2009-05 To: petr.hejduli@icewarp.com [+]
L. zo09-07 Cc: petr.hejduli@icewarp.com [+]; milan, vojnovic@icewarp.com [+]
-
i 2009-08 Sounds fine, T would make clear that if you mark 550 yvou would have to put by —
default 32001 ot if vou change to standard S50 443 port, then put 1443
| Bacukp
é Contacts Id skill like the PORT option back :) More user Friendly and avoiding user errar, s
4 »
Ll Deleted Items 1w keeping of course as fixed. I | |
1 | - wCard M3, Add

There are six main areas of the application:

A The blue Menu Bar across the top.
The Tree View on the left.
The Items View top centre.

The Search Bar (only visible when applicable).

> > > >

The Reading Pane botnh center (only visible when viewing an email folder or RSS Feed Item).

A The IceWarp WebClient IM client.

NOTE: The position of the reading pane can be changed by pressing the "Reading Pane" button which is situated to the left of
the "logoff" button on themenu bar (white X on red background).

Pressing this button will change your view so that the Items View and Reading Pane are displapgaisieleThis can be
very useful on widescreens and large monitors.

Menu Bar

The whole content of thiMenu bar changes depends on the folder type you have selected.

Tools = Help Y Reply Reply Tor &l Faorward Ielete Print
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The left side of the bar is constant for all folder types and is consistent for all folder types.

It hasthe following functionality:

Get New
Clicking orGet Newtells IceWarp WebClient to retrieve any new messages from the server.
New

Clicking orNewwill open a popup to create a hew Item of the type corresponding to the folder you are currently
browsing.

Hover oveiNew and a dropdown menu will appear allowing you to select the type of new Item you want to create.

Help

Conkack
Diskribution Lisk

Event

Journal
Moke
File

SM3

Folder

These items are discussed in their relevant sections.
Tools

Clicking orToolswill open the @tions menu.

Hover overToolsand a dropdown menu will appear allowing you to select various Tools:
TILZIEI b HE!||:|

Opkions

Rules

Accounks

Irnpott [ Ex

Licenses
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These items are discussed in detail in Tr@ols(see Tools Menti on page?4) section.

The right side of the bar is also fixed.
W an7s [ & (5
It has the following functionality:

3/ 178shows you

A The number of items selectegiin this case 3.

A The total number of items in this case 178.

Click thewindow icon to toggle thdtem and Readingpanes from above and below to side by side.
Click theasteriskicon to show/hide the Instant Messaging pane (on the right side of the window).
Click thephone bookicon to open theCalldialog that allows you to perform a call or view/manage your call history.

Click thewhite X on the red backgrountb log out of IceWarp WebClient.

Tree View

The Tree view shows a hierarchical vies of all your personal folders of items and also to anyr Bhbliecdbfolders you have
subscribed.
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[ Favorites

£ Bruce Cooke
=] Inbox (7}
d aaaPending
| aalone
| aalocalization
A AIT Forum
| Ice-Localization
1 Qld Icewarp emails
A pwetc

] Sent Stuff

£ Contacks
5#| Drafts
" Events
"4 Files
=l ._:H Filkers
L) Blacklist
L wihibelist

H- | IceMarp internal
@ Journal
1 Junk E-mail
T4 LF

| Motes

&l | Public Folder For documentation

A Senkt

1 Sent Ikems
‘.? Spam (51)
Wb Tasks

| testdelete

0l Trash
Ll rss

£l Tech News (55

The view is similar to the folder view shown in MS Outlook and also similar
the folder structure view shown when browsing a disk directory structure in
most compuiter operating systems.

However, you should note that different icons are used to show the type of
data contained in each folder. The following icons signify email and spam
processing items:

1 - Thiscontains Standard Mail ltems.
__‘ - This signifies your default Inbox.
_I - This contains your Sent Mail ltems.

LZI - This contains Draft copies of Mail ltems.
==
22" This is your Spam folder.
i

=~2" - This is your Blacklist.

-
=== - This is your Whitelist.
-1

o Thisis your Quarantine Queue.

\—=¥ - This is your @am Queue

And these icons signify other item types:

"2
& - This contains Contact items.

ILFL1
el - This contains Event items.

r
<l - This contains File Items.
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@ - This contains Journal Items.

< _This contains Note Items.
L
- This contains Task Items.

=
=21 - This is a shared folder.

L"...' - This contains an RSS feed (note thaR&E feed folders are held
under one main RSS icon).

_-I—JI - This contains deleted items.

Folder Quick Filter

This feature lets you filter folder names. Just click to the folder tree pane and starngvifolders are filtered immediately.

I Favorites

& Alison

(g Sent
r Events

5B en

To reveal all folders, just delete the searched expression.

Context Menu

The Tree view has a contesgnsitive menu that can be accessed by Fgitking on a foldr within the tree view.
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The menu that appears will look something like this:

Add Folder
Move Folder

Create Search Folder

Fename Folder

Set As Default b

Add Shared Account
Folder Access Rights

Synchronize

Mark Folder Read

Empty Folder
Delete Folder

However, it may contain different menu items according to the item type of the folder onto which yotcligiked.

All possiblenenu items are:

Add Folder

Selecting the Add Folder option opens up a dialog where you can create a new folder.

A dialog opens looking similar to this:

Mame |New Folder Mame
Tvpe File L]
Channel|

£ Bruce Cooke | —

@] Inbox (&) -

>§3 Cankacks

> J#| Drafts

CK | | Cancel




10 IceWarp WebClient User Guide

Note that the folder you rightlicked will be highlighted in the display so you know where you will be creating your new
folder.

Simply enter &amefor the new folder and th&ypeof item it will contain from the dropdown, press OK and the folder will
be created.

By default, the folder will bereated as a subfolder of the folder you righicked unless you create &83ype folder, in
which case it will be created as a subfolder of the Parent RSS Node.

If you accidentally create the folder in the wrong place, do not worry, you can usdove Folderon pagel0) menu item
to re-locate it.

However, there is no way to change a folder's item type. Therefore, if you select that wrong one, you will need do use the
Delete Folder menu item and create it again with the corrgpet

Move Folder
If you want to restructure your folder tree by moving a folder, or-falder, you should choose tHdove Foldermenu item.

Rightclick on the folder you want to relocate and select Move Folder from the context menu, a dialog will:appear

£ Bruce Cooke
=] Inbox (&)
| aaaPending
=1 aabone
= testl
| TestZ
| test3
| aalocalization
o AIT Forum

| Irce-Localizakion
[

K Zancel Mew Folder

The highlighted folder will be the folder onto which you riglitked; this is the folder you are moving.
Locate the folder you wish to move this folder to, click it so it is now highliglatedi press OK.
Your folder will be moved and the structure will update in the Tree View to reflect the change.

NOTE: If you elect to move a folder which had one or more subfolders, the subfolders will move along with the parent. The
structure under the peent will be copied, no matter how many sidvels exist.
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Create Search Folder

You may want to have contents of more folders of the same type merged and shown in one folder. Furthermore, you may
want to have only specified items from some folders incluitedne folder. (E. g. you want to have all email sent to John Doe
and to Alison White plus emails received from Alison White in one folder.) Efficient way how to do it is to create a search

folder:

1. Rightclick the account name in tiEree View From popup menu, select th€reate Search Fold@em. The
Search folder dialog is shown.

I Search folder BrErm

General | [« ]

Mame | John plus Ali
Type |Mail |Z||
Filter from:{John or Ali}to:Ali

& Admin - |Falder

@_@ Inbox 3 . ISNEI:IX

_E) Cestovani =n

|3_| Customers 1oz

L L ey | Remowe
| oK || Cancel

2. IntheSearch foldedialog, fill in the foldeName select the foldeilype,in the lefthand frame, successively click
names of folders that you want to merge and move them to the righbd frame using the arrow button. See above.

In the Filterfield, you can filter folder items. For more information about filtering, refer to $®arch Bafon page
17) chapter as filtering mechanism and searching one are identical.

3. Inthe righthand frame, click the folder that you want to mark as the primary one.
The primary folder is used for saving items created within your search folder.

ClickOK

This search foldeaippears in theélTree Viewas a subfolder of th&earch Folderaode:

& Resources
E‘@ Search Folders

_J John plus Ali
Tz Sent

Rename Folder

You may decide you want to rename a folder. Again, the context menu comes into play.
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1. Rightclick the folder you want toename (in this casaaDong and select thekename Foldemenu item. The
folder name will be displayed in a standard text box allowing you to edit it:

w Faworites
£ Bruce Cooke

=1/~ Inbox (&)
| aaaPending

| |baDaone

| aalocalization

2. Edit the name as needed (In this example,ame renaming the folder tbone):

- Favorites

2. Bruce Cooke
=1~ Inbox (&)
| aaaPending

| Dl:une|

| aalocalizakion

3. PressEnterwhen the name is correct. Note that the folder has moved to reflect the alphabetical display within the
Tree View

- Favorites

E‘,\ Bruce Cooke
=] Inbox (&)
| aaaPending
| aalocalizakion %

| Done

Your folder is renamed and theree Viewupdates to reflect the new structure.

Set as Default
Select this item for a folder that you want to set as a default one.
For example, if you have more folders for sent emails, neerty emails will go into this default one.

Also, in the case, you want to create e. g. a new contact and uddeme¢ Contactmenu item, but do not have the
appropriate contact folder open, this new contact will go to the folder set as the default one.

Futhermore, some mobile devices synchronize only default folders. This is the way how to choose what folders you will have
synchronized.



Getting Started 13

Add Shared Account

A Shared Account is an account that you have permission to at least view, and is the way that &@goisgiplemented on
your server, if your administrator has activated it.

To learn more about this option, and much more about GroupWare itself, please s€&dhpWare Guide

Folder Access Rights

This menu item is used for sharing folders (accounts) ather users.

NOTE: This feature is available for mail folders of MlAPand IMAP & POP3Account types only. For tHeOP3ccount
type mail folders, this feature is not available.

For nonmail folders (i. e. for groupware ones), this feature is avéelédr all account types.

Sharing Folders
To share a folder in the IceWarp WebClient, do the following:

1. Select the folder you want to share, rigtitck it and select th&-older Access Righitem.
2. IntheFolder Access Righttalog, click theAdd Newbutton.

3. IntheSelect Contactslialog, add desired accounts to tixelectedield.

I Select Contacts =8l = 4l 4]
|Address Book |Z||
@ |_Search |
Contact Mame £ | Email Company |
Admin admin@icewarp. com -
Alex alex@icewarp. com
Alisan alison@icewarpdemo.cz 3
B Dias dias@icewarp. com
Mike Sparrow mike @icewarp. com

Selected "B Dias" «dias@icewarp.com>
0K || cCancel |

Choose the desired folder from the upper combo box. List of contacts is shown. You can search iq thgs lise
SearchHfield and button. To place the wished contact to tBelectedield, highlight this contact and click the
Selected button (or just doublelick the contact). Repeat it for all contact you want to select.
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4. IntheFolder Access Rightialog, select access rightor individual users for bottiemsandFolder ClickOK
Igg Folder Access Rights (Contacts) [ [l = [R5 3]
Ttems Folder
User |A FL|W|M|D F‘.|W|D
Everyone
alex@icewarp. com
Add New | | Remove
Permissions Write |Z|
All
ok |Read bncel
| i neel |

MNone
Custom

NOTE: You can use the same way for sharing of whole account.

NOTE: Do not set any rights for Everyone unless you want to grant access to al sesers.

Subscribing Folders

To subscribe shared folder(s) in IceWarp WebClient, do the following:

1.

If you useother client than IceWarp WebClientou have to create the appropriate folder (i.e. the folder with the
name of the shared account) in your dieE.g.: John Doe shares his account with you, you have to add a new folder
into your email client folder tree and name it ~john.doe@domain.com. (To do this;aligktthe user name in the

folder structure tree, select th&dd Foldeiitem and write theaccount name.)

(InlceWarp WebClientthis folder is added automatically after subscribing.)
In the client folder structure tree, rigktlick the user name and select theld Shared Accouritem.

In the Select Contactslialog (see above), select the apprigpie shared account from the left frame and move it to
the right frame using arrow buttons or write the shared account name (email address) into the right lower field and
click theAdd button. ClickOK

NOTE: Other IMAP clients require that you have tdtevthis address with the shared account prefix
defined on theGroupWareg Generaltab. By default, it is "~" (tilde).

~mikel@icewarptest,com #dd
Example.

NOTE: The left frame in IceWarp WebClient is-populated with accounts thashare folder(s) to you.
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The shared account with the shared folder(s) appears in the email client folder structure tree:

d;“l&- Suppoark
d&- jon@icewarpkesk, com

| Blanik

NOTE: Folders defined as shared within email clients do not appear in the GrouptM8MAP ¢ Public
Folders list (see above).

Working with Shared Folders

Shared folders usage is quite obvious but this feature combined with other ones can became a powerful tool for email
correspondence managing.

For example combination with email rules (haterver and client defined) can be very efficient and save a lot of time when
handling big amounts of email messages.

Synchronize
Available only for folders containing mail items.

TheSynchronizeoption lets you choose which folders will be synchronizéth the server data when you press tket New
button on theMenu Bar(on paged).

You should only choose to synchronize folders that are updated automatically by the server.
These folders are usually, but by no means limited to,ti@x and Spamfolders.

Other folders may be populated by the server in accordance wittRags(on pages7) you have set up to organize your
incoming messages.

If you have set up arigules(on pages7) to filemessages in other folders, you should probably set those folders to
synchronize.

Rightclick on the folder and check the box next to the Synchronize menu item to have the folder synchronizedheclun
the box to stop the folder being synchronized.

NOTBRhat folder names in the folder tree are followed by parenthesis with numbers of unread emails (if folders contain
them). If you want to have these numbers synchronized after clicking#ieNewbutton, use theSynchronizeption for

the appropriate foldes. Otherwise, this number is synchronized after clicking the folder name. (Inbox is synchronized by
default.)

Mark Folder Read

Only available for folders containing Mail or RSS item types.
As you browse through your messages or RSS feed items theytameatigally marked as having been read.

There may be times when you want to quickly mark all items in a folder as having been read, which this option allows you to
do.

For example
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A You subscribe to a mailing list which delivers hundreds of messageayer d
A Youonly read the ones where the subject catches your eye.

A You want to keep all the messages so you can search them for information at a later date.

In this case, once you have looked at the list of new (unread) messages and eaiétie ones of interest, you can mark all
the others as read. When the next messages come in you can easily identify them as they are displaiged in

Rightclick on the folder in question and select thtark Folder Readtem from the context menu andll the items
contained in that folder will be immediately marked as read.

NOTE Thereare many things that can be done automatically usitiges(on page57), and they should be investigated if you
find yourself repeating the same qeess over and over again!

Empty Folder

This feature is only available for mgipe folders.

Rightclick the folder name, select tHempty Foldeitem and confirm the action by clickifgK

Delete Folder

Rightclick the folder you want to delete, selethe Delete Foldeitem form a popup menu and clickOKto confirm the
action.

ltems View

This frame shows items of the folder selected in the Tree View.

E.g. when Inbox selected, Items View lists incoming emails. These emails are distinguishedeny idifins.

H Lukas Pribyl INFO: Znovudostupnost FTP 25-05-2009 12:07 1.4 kB
=] Michael Filip Re[3]: [PARTNERS #S¥0-564402]: smartattach 27-05-2009 16:04 53.8kB
] 4 Petr obr 05-06-2009 13:37 11.7 kB
1 Petr HEJDUE Fuad: zvuk 05-06-2009 10:56 1.9kB
-] Michael Filip Fwd: sMs Authentication- zmeny 28-05-2009 22:05 11663 kB
=] Michael Filip Fwd: Re: [PARTNERS #S¥0-564402]: Smartattach 21-05-2009 16:27 3 kB
1 =] Mail Delivery Subsystem  Warning: could not send message for past 5 hours  12-05-2009 17:586 5.9kB
Zbynek Bartos [#%TB-502751]: ODEC settings in &4bit O5 05-06-2009 13:55 1.5kB
Icon Description
| Unread message

Read message

1l Message with attachment
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& Read and replied message

=g

High importance

Doubleclick the item that you wish to open.

Search Bar

Search bar uses Smart &ga It is a simple text input where you specify your words to search for. Special search keys can be
used (but you can still use a search without keys). These keys are specific to each folder type. To reveal a listtef lkegs, en
appropriate folder (hbox, Contacts etc.) and write?dquestion mark) to the search box. Keys are different for different

folder types. (E. g. keys:free, is:busyetc. (for calendar type folders) do not occur for mail type ones.)

2

AOR  logic operafor
after: Search for messages sent after 3 penod of tme (after: 200404/18)

&

boo:  Lsed fo speciy recivenis in &he boe: feld

before: Search for messages sent before 3 period of Gme (before: 20040475}
oo Uised fo spedfy reciients in the oo feld
from: Lised fo speafy

fulltext: Searches the body of messages (i

et fest)

greater:  Search depending on size in &5 (greater: 1024)

has:attachment Search for messages with an aftachment
is:flagged Ssarch for messages that are fagoed

issread  Seargh for messages that are resd

is:unread  Search for messages that are unread

keyword: Search for ifems v
priority:  Search by prionfy Aighest.r

soedifed tag (tag:Business)

i1 nommal low, fowest (Driarity:h

smaller: Search depending on size in &8 (smaler: 1024)
sms: Lied fo speafy recipients in the sms: fald

subject: Search for words in the subject fne (subject:dinner)
tag: Search for ifems with specifed tag (teg:Busness)

to:  Lised fo spedfy 3 reaoient (to:david)

NOTE: Keys are case sensitive, searched expressions are not.

NOTE: You can search also for special charac®tsand (underscore).

Examples

Search box entnyMike Sparrow

will search for Mike, mike, Sparrow, sparrow, ... in the From, Toe&ui®glds.
Search box entry'meeting room"

will search for this phrase.

Search box entry(from:"john doe" -"icewarp") or michael
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will search for John Doe in the From fields without IceWarp in any of default fields or with Michael in any default field.

The automatic whisperer suggests the correct syntax and keywords.

.“| 1 | E|me Subject Date © | Size
| Mike Sparrow  Re: server maintenatce 091610 12:51 1.8kB
| Mike Sparrow  Fw: kidk-off meeting 09/16/10 12:48 0.8 kB
1 Alison Fw: Re: kick-off meeting  09/16/10 12:48 1kB

| from:(Mike or Ali)

Fw: kick-off meeting

"Mike Sparrow” <mike @icewarp.com> [+]

Reading Pane

This pane lets you view emails without necessity to dowalitk them in thdtems Viewframe.

invitation
"Pett" <petr@migration.com= [+]
To: "Hanka" <hanka@testdomain,com = [+]

Dear Hanka,

I'd like ko invite you tothe project kick-off meeting that takes place ...

Minimized ltems

This pane shows icons of minimized items. Click the icon to show the dialog again.
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=
ﬁ' Icons in the order of appearance:
= A Email message
— A Contact
._/J:b ~
A Event
A Options
| A Distribution Ist
O A Note
A File
Iﬁl A SMS
1= A Phone call
[C) A Task
A Create New Folder

Printing Options

Besides of usual printing of emails, WebClient allows you to print contacts, events, tasks, notes and journal items using the
Print Previewfeature.

You can combine all mentioned itelypes.

To print more object types, do the following:

1. Doubleclick the appropriate item to open it.

2. Click thePrint button in the lower righthand corner of the item window.
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ThePrint Previewdialog opens. (With more items combined here.)

I Print Preview ='|'=

[Calendar] kick off meeting

Pensacola
04/03/2010 14:30 - 04/03/2010 15:30

[Contact] Peter M. Sailor
US Mawy -
Email 1 peters@navy.org

[ Task] Asia — business trip
18/03/2010 - 24/03/2010

I S

3. Close the item.

4. Repeat these steps for all items you want to print.

5. Click thePrint button in thePrint Previewdialog. The usud®rint dialog opens.
(Optionally, change printing preferences.)

6. ClickOKto print the selectd items.



New Menu 21

New Menu

Clicking this menu item allows you to create a new item of the type corresponding to the folder you are currently browsing.
To create different item type, select it from tidew submenu. See thilenu Bar(on paged) chapter.

As creation of emails, contacts, events etc. is obvious, we do not find necessary to describe it.

In This Chapter
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TheNew menug¢ Callitem isthe only one that can be a bit compdited.

IE call
Phone Book || History | Missed | Incoming | Outgoing | IT"T
|°
Contact Name ! |Cornpar1y |Depart‘nent |
Alex -
B Dias
vike E
-
< | 1] I

Filter SIP Contacts

Enable WebPhone

YWebPhone was successfully registered to icewarpdemo.cz |

| [SIP] 244

Ef o

—{ [SIF] 244

[Home 1] 79451236
[Work 1] 73455932
[Mobile] 509456123

Field Description

Phone Book Phone numbers of contacts from the default contact folder (set ufaeisg Options¢
Generalg Default Folder$ are shown here.

History Lists all calls.

Missed Listsonly missed calls.

Incoming Lists only received calls.

Outgoing Lists only calls realized by the user.

Search Fill in a name, phone number or its part. To perform search, clické&archbutton.

Filter SIP Contacts

Tick the box to have only SIP numbshown.
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Enable WebPhone

Tick the box to enable WebPhone calling. These calls can be realized using only plugge
headsets (no telephones needed) and you can call any other WebPhone or softphone b
their email address with no special configuration reqdir

Leave unticked to dial numbers from Address Book externally via a desk phone or
softphone. When a call is dialed externally, the caller's phone is rung first. After the callg
picks up, the called person's phone starts to ring.

<WebPhone Offline ...>

Information whether an internal client or external one is used.

Call

Select the contact's name and click the button to perform a call. You can select the
appropriate contact's phone number from tig@alllist.

Refresh History

(on the History, Missed,
Incoming and Outgoing
tabs)

Click the button to update a shown list.

NOTE: You can reveal this dialog either fromN@wvmenu item or by clicking the phone book icon on the right side of the
Menu bar (see theMenu Bar(on paged) sedion).
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Tools Menu

TheToolsmenu, accessed by hovering ovieolson the Menu bar:

Accounts

Impart [ Export

Licenses / Integration

Google Maps

Switch to Basic Interface

The menu allows access to IceWarp WebClient tools items:
Options

A Mail Options(on page25) ¢ Whereyou define actions for your email ltems, including Autoresponders, Signatures,
Sounds, and Personalities.

A General Optiongon page46) ¢ Where you can personalize lceWarp WebClient, including language and skin selection.

A Calendar Optins(on page50) ¢ Choose how our calendar will look, including working hours, holidays and reminder
settings.

A Sharing Optiong; Share folders, define friends and choose privacy settings.

A Security Optiongon page55) ¢ Add security Certificates fro encrypted data and set up your-8pém options

Rules(on pageb7) ¢ Create rules to automatically deal with incoming messages as they arrive.

Accounts

A Primary(on page52) ¢ Your main email account.

A Other Accountgon pages3) ¢ Collect messages from other mailboxes, directly from IceWarp WebClient.
Import/Export ¢ Backup and restore your contact and GroupWare data.

A Import (on pages4) ¢ Restore contacts from a file.
A Export(on pages5) ¢ Backup contacts to a file.
A GroupWare (on pagé6) ¢ Backup or restore your GroupWare Data.

Licenses/Integration(see 'Licenseson page67) ¢ Allows transfer of activation keys for IceWarp Outlook Connector and
IceWarp Desktop Client.

Google Mapg; Opens a new window with Google Maps.
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Switch to Basic Interface Allows switching to the basic interface mode. When siétt to this mode, you can switch either
back to the advanced mode or to the mobile one. The mobile mode allows you to switch to the basic one and, consequently,
to the advanced one. Consider your mobile device performance before switching to the advanded m

In This Chapter

General OPLIONS......ccoivveeeiiiieerieeee e A0
Calendar Options

SECUIMEY OPLIONS....iiiiiiieiiiiee ettt
RUIES. ...ttt s s 57
ACCOUNTS. ...t 61
IMPOIt @Nd EXPOFL.......ciiiiiiiiiiiieeiiieee e 64
LICENSES ..ttt e 67

Mail Options
ClickingOptionsfrom the Toolsmenu opens théptionspop-up window, with theMail ¢ Generaltab selected.

Mail options setting is described in detail in this section.
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General

L

# Options

Mail " 1 " YolP " General ” Calendar ” SECUriky | IT"T

| General ” Diefaulk ” Autoresponder " Forwarder " Read Confirmation " Signature " Personalities | | 1 " 2 |

Default Flag | % Green flag E“

Forward messages |Inline E“

¥ Enable sound notification
¥ Check for new emails every (Minutes) | 5
[T save draft messages every (Minutes) | 2

¥ Empty Trash every (Days) |2_

[T Move deleted messages to Trash Folder

¥ Delete messages on "Empty Folder" action

¥ automatically add message recipients to addressbook,
[T aAutomatically display message images

W Group Subject prefizes (2.g. Re[4], Fwl2])

| O | | Cancel |
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#~ Options

Mail " M " Phone " General ” Calendar ” Security | IT"T

| General ” Default ” Autoresponder " Forwarder " Read Confirmation " Signature || 1 || I |

Default flag

| % Green flag |Z||

Forward messages |In|ir1e |Z||

Enable sound notification

Chedk for new emails every {Minutes}lﬁ_

Save draft messages every {Minutes}lE_

Empty Trash every {Days}lz_

Move deleted messages to Trash folder

Delete messages on "Empty Folder™ action
Automatically add message redpients to addresshook
Automatically display inline images

Automatically display attached images

Group Subject prefixes (e.g. Re[4d], Fw[Z])

| OK || Cancel
Field Description
Default Flag Use the dropdown to select the color of the flag you wid like as your default.

When you click on the flag icon next to a message it is automatically flagged with this default
color.

Forward messages

Use the dropdown to choose how you would like forwarded messages to be handled.

A Inline - the original messagwill appear as part of your forwarded message (you can still ag
your own message to it).

A As attachment- the original message will be packaged in a file to be attached to your
message. The filetype is .eml, which is readable by most email clients.

Enalte sound
notification

Check this box and a sound will be played when a new message is recieved, notifying you o
event.

Check for new emails
every (Minutes)

Check this box to have IceWarp WebClient automatically check for new messages. Enter a
numberin the textbox to specify how often this check should occur.

An interval of 5 minutes is usually frequent enough for the needs of most people. Entering to
short a time interval may put unnecessary resource strain on your mail provider's server(s).
Rememler you can always click @et newin the Menu bar (on page4) if you are waiting for

an urgent message.

Save draft messages
every (Minutes)

Check this box and any message you in the process of creating will be saved at theyoterval
specify in the text box.

This can be extremely useful if you are using an unstable connection to access and reply to
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messages. Messages are saved to the Drafts Folder.

Empty trash every
(Days)

Check this box and all messages in your Trash Foldier than the number of days you specify
in the textbox will be permanently deleted.

NOTE: This option is directly affected by the next setting. If you select to Move deleted mess
to Trash Folder then you should use this option.

It can also be affecttby Folder Mapping as you can specify a different folder to be your Tras
folder!

Move deleted
messages to Trash
folder

If you check this option then any messages you delete (using the Del keyboard shortcut, the
Delete Menu Bar Item or the Righlick Catext-sensitive menu) will be moved to the Trash

folder rather than actually be deleted. Used in conjunction with the previous option this can g
you a "window of opportunity" during which you could retrieve an accidently deleted messag

Remember thathe actual location of the Trash folder can be affected by Folder Mapping.

Delete messages on
"Empty Folder" action

This option overrides the effect of the "Move deleted messages Trash folder" option above
when you use the rightlick contextsensitive nenu and select "Empty Folder".

If this option is checked then all items in a folder will be deleted rather then moved to the Tra
folder.

Automatically add
message recipients to
addressbook

Checking this box tells IceWarp WebClient to automatically adetir Contact List anyone you
send a message to whose email address is not already listed.

Automatically display
inline images

Checking this box tells lceWarp WebClient to automatically display images of emails in html
format.

Images of emails iBpamfolder are not displayed.

Automatically display
attached images

Checking this box tells IceWarp WebClient to display any attached image file(s) in the readin
pane.

Group Subject prefixes

Checking this box tells IceWarp WebClient to show a nhumber afages with the same subject.

E.g.Re[4]: Document correctionseans that this is the fourth replay.
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Default
#~ Options B ENm
Mail " 1 " YolP " General ” Calendar ” SECUriky | IT"T
General || Default ” Autoresponder " Forwarder " Read Confirmation " Signature " Personalities | | 1 " e |
[T Request read confirmation
¥ Use Smartattach
¥ Save sent message ko Sent Folder
| Encrwpk
=
Message Format |Text |Z||
Priority Marmal =]
Spelichecker language | Enaglish |Z||
Charset | ko Unicode (UTFB) =]
Alias |"J|:|hn Do <john doe@icewarpdema.com = |Z||
Reply-to address |
Ol | | Cancel
Field Description

Request read
confirmation

Check this box to have a read confirmation ersaiit to you when your recipient reads the
message.

NOTE that the outcome is entirely dependent on the settings of both the receiving server an
the recipient's client setting, so a request for a read recdipes not guaranteeyetting one.
You may also get receipt from the receiving server before the receiving client picks up the
message, so the fact that yalo get a receipt could be as misleadingrat getting a receipt.

Use SmartAttach

Check this box to use the SmartAttach content filter. This fitracts message attachments,
saves them to the specified directory and adds a link to them to the email message body.

Save sent message to
Sent folder

You should check this option if you want to save a copy of the messages. A copy of each se
message W be saved in the Sent folder.

NOTE: The Sent folder's actual location can be affected by Folder Mapping.

Encrypt Check this box to have your messages encrypted,
NOTE: You must acquire and install a valid secceitiificate (on pages5) for encryption to
work correctly.

Sign Use this option to have your messages automatically signed with the signature you set up in

Signature(on page35) options.
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Message format

Use the dropdown to select the type of meage format you want to use as default (this can be
overridden when you are drafting a message.

A HTML- this format lets you use a selection of formatting options within your email, such as
Bold, Italic and Lists. Most modern email clients are capable dingeaith HTML format
emails.

A Text-this format uses a plaitext format for the email, which pretty much every email client
will understand.

Priority

Select a default Priority for messages you send. Most email clients can be configured up to g
a priarity and it can help your recipients streamline the way they work if used correctly.

Choose fronL.owest Low, Normal, HighandHighest

Spellchecker language

Choose a language from the dropdown for your spelichecker to use.

The dropdown will display alhvailable languagesf the one you require is not there you should
contact your lceWarp WebClient administrator.

Charset Select the character set you want to use to create your messages. This affects the way that
characters are represented within youressage. If the language you want to use is not listed ir]
the dropdown list then will probably be safe using "Auto Unicode (UTF8)".

Alias Select the default User that a message will be sent from. Use the dropdown to select one of

Accounts you have spified in Primary(on page62) or Other Accountgon pages3).

Replyto-address

You can specify an email address here that will be used if the recipient hits the "reply" button
his email client.

Autoresponder

TheAutorespondersheet allows you to set up an automatic reply to incoming messages.
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This feature is useful for announcing that you are on vacation. However, please note that if you respond to a Spam message,
you are effectively proving that you existathat your email address is vakidhus causing a large influx of Spam messages
to your address.

#~ Options ="\

Mail || ™ " Phone " General || Calendar || Security | IT"T

| General || Default || Autoresponder " Forwarder " Read Confirmation ” Signature " Persor| L || 3 |

Mode: |F‘.espor1d once |Z||
Respond again after (Days): IC_

From | john doe@icewarpdemo.com
Subject | Re: %%Subject %

Text

Dear %%From_MName %%,

I can not respond to your email message because of my well-earnd vacation. I'll be badk at
my desk from August 21st, T'll be glad to hepl you.

Best regards

John

Respond to messages sent to user's email address only

Respond only if between: |:|
L]

Mo Responder For | | Add |

<mike @hotmail. com =
<alison@nawy. com
<myboss@company. com

Remove
| OK || Cancel
Field Description
Mode Select whether the Autoresponder should be used and, if so, what Mode it shouid.run

A Disabled- The autoresponder is never invoked.

A Respond always The autoresponder will be invoked for all incoming messages, even
they are from the same person.

A Respond once The Responder will respond once to each sending email address;
thereforeif you receive 10 emails from the same person he will only get a response tq
the first one.

A Respond again after periodThe responder will respond to the first email form a
sending address, and will not respond to that address again for the number &f day
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specified in the next option.

Respond again after
(Days)

Enter the number of days between responses for Respond again after periodption above.

From Specify &rom:address for the response message.
You could set this to a dead address to foolmspeer techniques, but you should check that youp
IceWarp Email Server policies allow this.

Subject Enter a subject line for the response here. This should be reasonably informative, something
along the lines of "Out of Officedo not respond". You can uServer Variable this fieldg
see the figure.

Text Enter freeform text in this box.

This text will be used as the body of your email. Again, it should be something informative or|
useful to the recipient.

Note thatServer Variablesan be used withithe text area.

Besides of those shown in the figure, you canUskbDate%%nd %% Time%%

Respond to messages
sent to user's email
address only

Check this box and only messages sent directly to your mailbox (i. e. your email address is i
To:header) wil be responded to.

This can be useful to stop the responder responding to mailing list messages and the like.

Respond only if
between

Use the two boxes to specify to and from dates for the responder to be active.
Use the '..." buttons to open calendaglsctors.

This option allows you to set up the responder in advance of your absence, as long as you k
the dates.

No Responder For

Fill in an email address of a person you do not want to respond to.

Click theAdd button to add the address to a list.

Remove

Select an email address from the list and click the button to remove this address.
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Forwarder

The mail Forwarder will automatically send your messages to other addresses, for archive or backup purposes.

#~ Options =\

M ail || M " YWebPhone " General " Calendar " SECLFiky | IT"T

| General || Diefault || Autoresponder " Forvearder " Read Confirmation ” Signature " Personalities | | L || 3 |

Forvard bo; | hackupf@icewarpdemo.com
¥ keep emails in mailbox

™ Forward mail alder than (Days):

Farward alder mail ta: |

(8].4 | | Cancel |

Field Description
Forward to Enter an email address to have all messages forwarded to that address.
Keep mails in mailbox Check this box to leave a copy of the forwarded messages on the server.
Forward mail older Check this box and enta value in the text box to have older messages forwarded to an addrg
than (Days e

(Days) Once a message has been on the server for the number of days specified it will be forwarde

the addressed specified in the box below.

Forward older mail to Specify the address #h older messages should be forwarded to.

Read Confirmation

TheRead Confirmatiorfeature allows you to structure a standard message that will be sent if a message comes in with a
request for Read Confirmation.
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Variables can be used here to automatigaltid values to the message.

#~ Options BN Erm

M ail || M " YWiebPhone " General " Calendar " SECLFiky | IT"T

| Genetal || Default || Autorespondet " Farwarder " Read Confirmation ” Signature " Personalities | | 1 || 2 |

Subiject |Read: WEUBJECT %

Your message has been read,
Message details Follow:

Fraom: %aFROM%:

To: %T0%:

Dake: %DATE%:
Subject: %%SUBIEC T

Ol | | Cancel
Field Description
Subject Enter a subject fro the Read Request.

In the example above th#oSUBJEC W4riable is used to append the original subject of the
message to the subjecif the receipt. This adds value to the message as the sender can
immediately identify what message has been read.

Textbox Enter the standard message you want to send as a Read Confirmation.

In the example above the server variables %FROM% and % TO%bavesbd to identify the
original sender and recipient to add value.
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Signature

You can define a standard signature which will be applied to all outgoing messages:

#~ Options =8 =
Mail || ™ " Phone " General || Calendar || Security | IT"T
General || Default || Autoresponder " Forwarder " Read Confirmation ” Signature " Personalities | 1 " J
Signature at the top of the message |~
Paragraph B E==E EE = ‘EE ‘E?|Sans Serif B|2 B
B 7 UuZ-A-aPEOY
Best regards! ]
John Doe
Senior Navigator |
US Navy
OK || Cancel
Field Description

Signature at the tp of
the message

If you wish to place the signature at the start of the message check this box.

Whenever you start to compose a new message the signature text will automatically be inse
with no empty lines before it.

With the box unchecked the signatutext will be inserted after a blank line.

NOTE: You can also insert blank lines within the signature

Text area

Enter the text of your signature in the text area. Use rich edit text icons to highlight your
signature.

Click the<>(HTML tag) icon to svah to the HTML code format for inserting HTML tags that af
not included in the tool bar.

Text in this field is checked by a spell checker.




36 IceWarp WebClient User Guide

Personalities
ThePersonalitiestab allows you define multiple email accounts that you can send messages from.

For example, if you have a Google email accoatitr{.doe@gmail.comyou could define this as a personality and then
use it as the replo address in messages you send using your WebClient email account.

#~ Options (==l

M ail || I " YaoIP " General || Calendar || Security | IT"T

| General || Default || Autoresponder " Forwarder " Read Confirmation ” Signature " Personalities || 4 | 2

Personality |jnhn.d@hntmail.u:u:um Add

<john, doe@gmail,com =

Retnove

| (8].4 | | Cancel

Field Description

Personality Enter the email address that you wish to add here.

Add Press the button to add the personality.

Text area This shows a list of personalities already defined.

Remove Select a personality and press tRemovebutton to permanently delete the personality from
the list.

To use this feature, do the following:
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1. When composing a new message in lceWarp WebClient, clid®pti®onsmenu item (within theMessagewindow).

[] request read confirmation

Save sent message to folder
|:| sailor@icewarp, com)Sent

Priarity | Marrmal B|

apellichecker language | English E|

Charset | &uko Unicode (UTFS) E"
Alias <john.doe@grnail.com s E‘
Reply-to address "John Doe" < john.doe@icewarp. com=

<john.doe@grail. com=
<john.d@hotmail. com =

Ok, | | Cancel

2. IntheMail dialog, select the appropriatdliasfrom the list. ClickOK

3. Compose an email message as usually.

Instant Messaging

To reveal thdnstant Messagingane, click theasterisk icoron the right side of théMenu bar. (See théMenu Barsection.)

General

#" Options

Mail " 1 " WebPhone " Genetal " Calendar || SecLriky | | 4 " 3

| General ” Zhat Window | IT"TI

[ Remember skatus

¥ Enable sound naotification

W auto open chat window

[T auto subscribe new users

| O | | Cancel
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Field Description

Remember status Tick this box if you want the IM client to remember your last statuslifen off-line etc.)
when closing it and use it next time.

Enablesound Tick this box if you want to switch on sound alerts for incoming communication.

notification

Auto open chat Tick this box if you want the chat window to atdpen when incoming communication

window arrives.

Auto subscribe new Thick this boxf you want to subscribe new users without necessity to authorize them.

users

Chat Window
#~ Options (==l

Mail " 1M " WebPhone " General " Calendar || Security | | 4 " 3

General || Chat Window | IT"TI

¥ Send message by Enter

¥ chat on new line

O | | Cancel
Field Description
Send message by Enter Tick this box if you want to send just typed message by hittind-thierkey.
Chat on new line Tick this box if you want to have chat text started on a newdinext one to the
information about the contact.

Adding Contact, Service Subscription

You can chat with your friends that use various instant messaging servicedgurdivat there is a the appropriate gateway
defined on your IceWarp Server. To see the list of gateways, go ®ubscribe Servicb. If your wished service is not
involved, ask your server administrator.
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Otherwise, you have to register to the appragig service first:

1.

Rightclick the instant messaging roster and select Bubscribe Servidem. TheAdd dialog with the tab of the

same name is shown.

A Add

Add Contact || Subscribe Service |

=8 =

[« ]

Name ’ |user [Type |
AIM Transport Gateway aim.icewarp.com aim
E-mail Transport email.icewarp.com SErvice
Facebook Gateway facebook.icewarp. com facebook

@ ICQ Transport Gateway icq.icewarp. com icq
MSM Transport Gateway S ICewarp, com msn

@ Service Monitor Gateway monitor.icewarp, com service
Yahoo Transport Gateway vahoo.icewarp.com yahoo

| FRegser | | Cancel

Select the service you want to register to andictie Registerbutton. (Or just doubleelick the service name.) The

Subscribe Servicdialog is shown:
I Subscribe Service ErErm

Please enter your username and password

Lsername | 9376045321

password TTIITITIL)

OK | | Cancel

Fill in yourtUsernameand Passwordor this service. (You have to have an account created therek)@Kto finish

registration.

Go to theAdd Contactab. From theServicdist, select the service you have just registered to.

Fill in theUser IDof the contact you want to add to your roster and his/idick Name
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Optionally, select th&sroupyou wantto include the contact to. ClidRKto finish adding of the contact.

£ Add ==

Add Contact | Subscribe Service | IT"T

Service | icg.icewarpdema. com |E||
UserID | 987654321
Mick Mame | Alison

Group | icq.icewarpdemo, com |E||

OK | | Cancel

NOTE: If you want to add only another WebClient instant messaging user, Bethécdield set toDefaultand asUser ID
use the contat's email address.

NOTE: If you have changed credentials for a service already subscribed (MSN, ICQ, ...), you have to remove this service from
your roster and subscribe again with your new credentials.

Subscribing Twitter

Follow the description above tiie step #3.

4. After clickindK you will receive a chat message with an authorization link:

@ guthorization_ad min@twitter.icewarp.com

authorization_admin@twitter.icewarp. com (Offline) || Histary || vCard ” Clear |
authorization_admin @twitter icewarp.com £ | 4 IT
01/02/2011 o

[11:18:40] <authorization_admin@twitter.icewarp.com=> This gateway needs to
register to the Twitter service. Please login to the following web page and reply with the
PIM number which you can find there: https: (fapi. twitter . com/oauth

fauthorize?oauth token=54zetHrEyXWSI158vz27aZh138m0OrFY gEcJOMEVBUL4

m

.1

Send

Follow this link.

5. Within theAn application would like to connect to your accoustreen, click théllow button.
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6. From the next screen, copy the PIN provided:

You've successfully granted access to mbpidgin!

Simply return to mbpidain and enter the following PIM to complele the process,

0001565

7. Go back to the chat window, paste this PIN to the answer field:

& authorization_admin@twitter.icewarp.com

authorization_admin@twitter.icewarp. com (Offline) || Histony || vCard ” Clear |
authorization_admin@twitter .icewarp.com [ | IT"T
a01/02/2011 -

[11:18:40] <authorization_admin@twitter.icewarp.com:> This gateway needs to
register to the Twitter service. Please login to the following web page and reply with the
PIM number which you can find there: hitps: //api. twither com/oauth

Jauthorize?oauth token=54zetHrByXW5158yz279Zh 138mDrFY gEcJOMNEVEUl 4

1

0001565

Send

and hit theSendbutton.
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8. Twitter will appear among your contacts:

0/15
{} Online - * Hide

= Twitter
£ twitter.com

= Unsorted

0 Alex
* Alison

E'} Barth Dias

twitter .icewarp.com

4 (L 3
i, Add vCard

You will receive all tweets from thwitter.com user of that gateway. You can post new tweets by sending messages
to the twitter user too.
There are additionadommands you can use:

replies ¢ gets all replies
/refresh ¢ gets new tweets instantly
/tag, /btag, /untag ¢ automatically tags all your messages

Miscellaneous

Roster Search

As you can have your friends from other chats (Facebook, Twitter, ...) intelgrad WebClient Instant Messaging, its roster
can became packed with lots of contacts.

To ease contact search, just click into the roster and start to write searched contact name. A search field will appeas Cont
are sorted as you continue writing.

To reveal all contact, just click the cross on the right side of the search field or delete written letters.
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iumi’.‘? [IEI

7% Online - W Hide
+ Unsorted

‘if_\_? Albert

‘i:f Alex

‘?':f Alison

al | x
vCard ﬁ. Add

Open All Pending Messages

When you are offline (or in DND), you can have multiple incomingraarications. Once you are online again, you could
have a trouble to locate all of them to display all messages.
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In this case, just click the icon blinking in the top of your roster. This will display a chat window with tabs for all peopl
wishing to chat ith you.

- o =
¢ Online ~  fip Hide ™

* || ¥ Unsorted

- BE

% Albert

& Mike Sparrow

mike @icewarp.com (Onling) || Histany ” vCard || Clear |
Mike Sparrow |3 " Alison 3 | IT"T
04/20/10

[13:06:10] =Adminz wiXYDCVF

[13:07:53] =<Mike Sparrow= Hi John,
Are you online?

Roster Contact Multi Select

You might want to delete multiple users, send the same message to multiple users or even send an email to couple of users in
your roster.

Use CTRL + left click to s#lenore users.
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NOTE that selecting more users does not allow you to start a chat with them. After sending a message, the window is closed.

History Search

You may want to search within your IM communicatiostory. Rightlick the person you communicated with about the
subject and from a popp menu, select thélistoryitem. Fill in your subject (or at least a part of this word) andamiter.

You will see the results matching to your term.

Now you can atk the actual line date/time. This brings you to the complete conversion history starting at that time. Then you
can click the<< >Xarrows) buttons to move in time.

















































































