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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 web browser such as 
Internet Explorer 7 or Mozilla Firefox. 

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

Email Address Enter your username (or email address) of your IceWarp Server email 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 public computer. Various applications 
can monitor key usage and save your credentials. Virtual keyboard use prevents this risk.  

Use a mouse to write.  

 

Arrow Click the button to log in. 

Interface Select the interface type you want to use: 

Á Professional ς fully featured email interface. 

Á Basic ς interface optimized for slow connection or older browsers (without JavaScript). 

Á Mobile ς 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 ς when using 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 main screen:  

 

There are six main areas of the application: 

Á The blue Menu Bar across the top. 

Á The Tree View on the left. 

Á The Items View top centre. 

Á The Search Bar (only visible when applicable). 

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

Á 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 the menu bar (white X on red background). 

Pressing this button will change your view so that the Items View and Reading Pane are displayed side-by-side. This can be 
very useful on wide-screens and large monitors. 

 

Menu Bar 

The whole content of the Menu bar changes depends on the folder type you have selected. 
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The left side of the bar is constant for all folder types and is consistent for all folder types. 

 

It has the following functionality: 

Get New 

Clicking on Get New tells IceWarp WebClient to retrieve any new messages from the server. 

New 

Clicking on New will open a pop-up to create a new Item of the type corresponding to the folder you are currently 
browsing. 

Hover over New and a drop-down menu will appear allowing you to select the type of new Item you want to create. 

 

 

These items are discussed in their relevant sections. 

Tools 

Clicking on Tools will open the Options menu. 

Hover over Tools and a drop-down menu will appear allowing you to select various Tools: 
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These items are discussed in detail in the Tools (see "Tools Menu" on page 24) section. 

The right side of the bar is also fixed. 

 

It has the following functionality: 

3 / 178 shows you 

Á The number of items selected ς in this case 3. 

Á The total number of items ς in this case 178. 

Click the window icon to toggle the Item and Reading panes from above and below to side by side. 

Click the asterisk icon to show/hide the Instant Messaging pane (on the right side of the window). 

Click the phone book icon to open the Call dialog that allows you to perform a call or view/manage your call history. 

Click the white X on the red background to log out of IceWarp WebClient. 

 

Tree View 

The Tree view shows a hierarchical vies of all your personal folders of items and also to any Public or shared folders you have 
subscribed. 
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The view is similar to the folder view shown in MS Outlook and also similar to 
the folder structure view shown when browsing a disk directory structure in 
most computer 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: 

 - This contains Standard Mail Items. 

 - This signifies your default Inbox. 

 - This contains your Sent Mail Items. 

 - This contains Draft copies of Mail Items. 

 - This is your Spam folder. 

 - This is your Blacklist. 

 - This is your Whitelist. 

 - This is your Quarantine Queue. 

 - This is your Spam Queue 

 

 

And these icons signify other item types: 

 - This contains Contact items. 

 - This contains Event items. 

 - This contains File Items. 



 

8      IceWarp WebClient User Guide   

 - This contains Journal Items. 

 - This contains Note Items. 

 - This contains Task Items. 

 - This is a shared folder. 

 - This contains an RSS feed (note that all RSS feed folders are held 
under one main RSS icon). 

 - This contains deleted items. 

 

Folder Quick Filter  

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

 

To reveal all folders, just delete the searched expression.  

 

Context Menu 

The Tree view has a context-sensitive menu that can be accessed by right-clicking on a folder within the tree view. 
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The menu that appears will look something like this: 

 

However, it may contain different menu items according to the item type of the folder onto which you right-clicked. 

All possible menu 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: 
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Note that the folder you right-clicked will be highlighted in the display so you know where you will be creating your new 
folder. 

Simply enter a Name for the new folder and the Type of item it will contain from the dropdown, press OK and the folder will 
be created. 

By default, the folder will be created as a subfolder of the folder you right-clicked unless you create an RSS type 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 use the Move Folder (on page 10) 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 correct type. 

 

Move Folder 

If you want to restructure your folder tree by moving a folder, or sub-folder, you should choose the Move Folder menu item. 

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

 

The highlighted folder will be the folder onto which you right-clicked; this is the folder you are moving. 

Locate the folder you wish to move this folder to, click it so it is now highlighted, and 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 parent will be copied, no matter how many sub-levels 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 included in one 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. Right-click the account name in the Tree View. From pop-up menu, select the Create Search Folder item. The 

Search folder dialog is shown. 

 

 

2. In the Search folder dialog, fill in the folder Name, select the folder Type, in the left-hand frame, successively click 

names of folders that you want to merge and move them to the right-hand frame using the arrow button. See above. 

In the Filter field, you can filter folder items. For more information about filtering, refer to the Search Bar (on page 

17) chapter as filtering mechanism and searching one are identical.  

3. In the right-hand 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. 

Click OK. 

This search folder appears in the Tree View as a subfolder of the Search Folders node: 

 

 

 

Rename Folder 

You may decide you want to rename a folder. Again, the context menu comes into play.  
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1. Right-click the folder you want to rename (in this case aaDone) and select the Rename Folder menu item. The 

folder name will be displayed in a standard text box allowing you to edit it: 

 

 

2. Edit the name as needed (In this example, we are renaming the folder to Done.): 

 

 

3. Press Enter when the name is correct. Note that the folder has moved to reflect the alphabetical display within the 

Tree View: 

 

 

Your folder is renamed and the Tree View updates 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, newly sent emails will go into this default one. 

Also, in the case, you want to create e. g. a new contact and use the New ς Contact menu item, but do not have the 

appropriate contact folder open, this new contact will go to the folder set as the default one. 

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

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

To learn more about this option, and much more about GroupWare itself, please see the GroupWare Guide. 

 

Folder Access Rights 

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

NOTE: This feature is available for mail folders of the IMAP and IMAP & POP3 account types only. For the POP3 account 
type mail folders, this feature is not available. 

For non-mail folders (i. e. for groupware ones), this feature is available for all account types. 

Sharing Folders 

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

1. Select the folder you want to share, right-click it and select the Folder Access Rights item. 

2. In the Folder Access Rights dialog, click the Add New button. 

3. In the Select Contacts dialog, add desired accounts to the Selected field. 

 

Choose the desired folder from the upper combo box. List of contacts is shown. You can search in this list ς use the 

Search field and button. To place the wished contact to the Selected field, highlight this contact and click the 
Selected button (or just double-click the contact). Repeat it for all contact you want to select. 
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4. In the Folder Access Rights dialog, select access rights for individual users for both Items and Folder. Click OK. 

 

 

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 all server users. 

Subscribing Folders 

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

1. If you use other client than IceWarp WebClient, you have to create the appropriate folder (i.e. the folder with the 
name of the shared account) in your client. E.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, right-click the user name in the 

folder structure tree, select the Add Folder item and write the account name.) 

(In IceWarp WebClient, this folder is added automatically after subscribing.) 

2. In the client folder structure tree, right-click the user name and select the Add Shared Account item. 

3. In the Select Contacts dialog (see above), select the appropriate 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 the Add button. Click OK. 

NOTE: Other IMAP clients require that you have to write this address with the shared account prefix 
defined on the GroupWare ς General tab. By default, it is "~" (tilde). 

Example:  

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

 

NOTE: Folders defined as shared within email clients do not appear in the GroupWare ς IMAP ς 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 (both server 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. 

The Synchronize option lets you choose which folders will be synchronized with the server data when you press the Get New 
button on the Menu Bar (on page 4). 

You should only choose to synchronize folders that are updated automatically by the server. 

These folders are usually, but by no means limited to, the Inbox and Spam folders. 

Other folders may be populated by the server in accordance with any Rules (on page 57) you have set up to organize your 
incoming messages. 

If you have set up any Rules (on page 57) to file messages in other folders, you should probably set those folders to 
synchronize. 

Right-click on the folder and check the box next to the Synchronize menu item to have the folder synchronized, or un-check 
the box to stop the folder being synchronized. 

NOTE that 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 the Get New button, use the Synchronize option for 

the appropriate folders. 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 they are automatically 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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Á You subscribe to a mailing list which delivers hundreds of messages per day. 

Á You only read the ones where the subject catches your eye. 

Á 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 viewed all the 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 displayed in bold. 

Right-click on the folder in question and select the Mark Folder Read item from the context menu and all the items 

contained in that folder will be immediately marked as read. 

NOTE: There are many things that can be done automatically using Rules (on page 57), and they should be investigated if you 
find yourself repeating the same process over and over again! 

 

Empty Folder 

This feature is only available for mail-type folders.  

Right-click the folder name, select the Empty Folder item and confirm the action by clicking OK. 

 

Delete Folder 

Right-click the folder you want to delete, select the Delete Folder item form a pop-up menu and click OK to confirm the 

action. 

 

Items 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 distinguished by different icons. 

 

Icon Description 

 Unread message 

 Read message 

 Message with attachment  
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Read and replied message 

 High importance 

Double-click the item that you wish to open. 

 

Search Bar 

Search bar uses Smart Search. 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 list of keys, enter the 
appropriate folder (Inbox, Contacts etc.) and write a ? (question mark) to the search box. Keys are different for different 

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

 

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

NOTE: You can search also for special characters: "%" and "_ " (underscore). 

Examples 

Search box entry: Mike Sparrow 

will search for Mike, mike, Sparrow, sparrow, ... in the From, To, Subject fields. 

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. 

 

 

Reading Pane 

This pane lets you view emails without necessity to double-click them in the Items View frame. 

 

 

Minimized Items 

This pane shows icons of minimized items. Click the icon to show the dialog again. 
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Icons in the order of appearance: 

Á Email message 

Á Contact 

Á Event 

Á Options 

Á Distribution list 

Á Note 

Á File 

Á SMS 

Á Phone call 

Á Task 

Á 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 Preview feature. 

You can combine all mentioned item types.  

To print more object types, do the following: 

1. Double-click the appropriate item to open it.  

2. Click the Print button in the lower right-hand corner of the item window. 
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The Print Preview dialog opens. (With more items combined here.) 

 

 

3. Close the item. 

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

5. Click the Print button in the Print Preview dialog. The usual Print dialog opens.  

(Optionally, change printing preferences.) 

6. Click OK to print the selected items. 
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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 the New submenu. See the Menu Bar (on page 4) chapter.  

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

 

In This Chapter 

Call ......................................................................................................... 22 
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Call 

The New menu ς Call item is the only one that can be a bit complicated. 

 

Field Description 

Phone Book Phone numbers of contacts from the default contact folder (set under Tools ς Options ς 
General ς Default Folders) are shown here. 

History Lists all calls. 

Missed Lists only 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, click the Search button. 

Filter SIP Contacts Tick the box to have only SIP numbers shown.  
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Enable WebPhone Tick the box to enable WebPhone calling. These calls can be realized using only plugged 
headsets (no telephones needed) and you can call any other WebPhone or softphone by 
their email address with no special configuration required. 

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 caller 
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 the Call list.  

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 from the New menu item or by clicking the phone book icon on the right side of the 

Menu bar (see the Menu Bar (on page 4) section). 
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Tools Menu 

The Tools menu, accessed by hovering over Tools on the Menu bar: 

 

The menu allows access to IceWarp WebClient tools items: 

Options: 

Á Mail Options (on page 25) ς Where you define actions for your email Items, including Autoresponders, Signatures, 
Sounds, and Personalities. 

Á General Options (on page 46) ς Where you can personalize IceWarp WebClient, including language and skin selection. 

Á Calendar Options (on page 50) ς Choose how our calendar will look, including working hours, holidays and reminder 
settings. 

Á Sharing Options ς Share folders, define friends and choose privacy settings. 

Á Security Options (on page 55) ς Add security Certificates fro encrypted data and set up your Anti-Spam options 

Rules (on page 57) ς Create rules to automatically deal with incoming messages as they arrive. 

Accounts: 

Á Primary (on page 62) ς Your main email account. 

Á Other Accounts (on page 63) ς Collect messages from other mailboxes, directly from IceWarp WebClient. 

Import/Export ς Backup and restore your contact and GroupWare data. 

Á Import (on page 64) ς Restore contacts from a file. 

Á Export (on page 65) ς Backup contacts to a file. 

Á GroupWare (on page 66) ς Backup or restore your GroupWare Data. 

Licenses/Integration (see "Licenses" on page 67) ς Allows transfer of activation keys for IceWarp Outlook Connector and 
IceWarp Desktop Client. 

Google Maps ς Opens a new window with Google Maps. 
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Switch to Basic Interface ς Allows switching to the basic interface mode. When switched 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 advanced mode. 

 

In This Chapter 
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Instant Messaging .................................................................................. 37 
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Licenses .................................................................................................. 67 

 

 

Mail Options 

Clicking Options from the Tools menu opens the Options pop-up window, with the Mail ς General tab selected. 

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

Default Flag Use the drop-down to select the color of the flag you would 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 drop-down to choose how you would like forwarded messages to be handled. 

Á Inline - the original message will appear as part of your forwarded message (you can still add 
your own message to it). 

Á 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. 

Enable sound 
notification 

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

Check for new emails 
every  (Minutes) 

Check this box to have IceWarp WebClient automatically check for new messages. Enter a 
number in 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 too 
short a time interval may put unnecessary resource strain on your mail provider's server(s). 

Remember you can always click on Get new in the Menu bar (on page 4) 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 the interval you 
specify in the text box. 

This can be extremely useful if you are using an unstable connection to access and reply to your 
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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 Folder older 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 messages 
to Trash Folder then you should use this option. 

It can also be affected by Folder Mapping as you can specify a different folder to be your Trash 
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 Right-click Context-sensitive menu) will be moved to the Trash 
folder rather than actually be deleted. Used in conjunction with the previous option this can give 
you a "window of opportunity" during which you could retrieve an accidently deleted message. 

Remember that the 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 right-click context-sensitive menu and select "Empty Folder". 

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

Automatically add 
message recipients to 
addressbook 

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

Automatically display 
inline images 

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

Images of emails in Spam folder are not displayed.  

Automatically display 
attached  images 

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

Group Subject prefixes Checking this box tells IceWarp WebClient to show a number of messages with the same subject.  

E.g. Re[4]: Document corrections means that this is the fourth replay. 

 

 



 

 

 Tools Menu 29  

Default 

 

Field Description 

Request read 
confirmation 

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

NOTE that the outcome is entirely dependent on the settings of both the receiving server and 

the recipient's client setting, so a request for a read receipt does not guarantee getting one. 

You may also get a receipt from the receiving server before the receiving client picks up the 

message, so the fact that you do get a receipt could be as misleading as not getting a receipt. 

Use SmartAttach Check this box to use the SmartAttach content filter. This filter extracts 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 sent 
message will 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 security certificate (on page 55) for encryption to 

work correctly. 

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

Signature (on page 35) options. 



 

30      IceWarp WebClient User Guide   

Message format Use the drop-down to select the type of message format you want to use as default (this can be 
overridden when you are drafting a message. 

Á 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 of dealing with HTML format 
emails. 

Á Text - this format uses a plain-text 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 show 
a priority and it can help your recipients streamline the way they work if used correctly. 

Choose from Lowest, Low, Normal, High and Highest. 

Spellchecker language Choose a language from the dropdown for your spellchecker to use. 

The drop-down will display all available languages - if the one you require is not there you should 
contact your IceWarp WebClient administrator. 

Charset Select the character set you want to use to create your messages. This affects the way that 
characters are represented within your message. If the language you want to use is not listed in 
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 the 

Accounts you have specified in Primary (on page 62) or Other Accounts (on page 63). 

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

 

 

Autoresponder 

The Autoresponder sheet 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 exist and that your email address is valid ς thus causing a large influx of Spam messages 
to your address. 

 

Field Description 

Mode Select whether the Autoresponder should be used and, if so, what Mode it should run in. 

Á Disabled - The autoresponder is never invoked. 

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

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

Á Respond again after period - The responder will respond to the first email form a 
sending address, and will not respond to that address again for the number of days 
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specified in the next option. 

Respond again after 
(Days) 

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

From Specify a From: address for the response message. 

You could set this to a dead address to fool spammer techniques, but you should check that your 
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 Office - do not respond". You can use Server Variables in this field ς 
see the figure. 

Text Enter free-form 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 that Server Variables can be used within the text area. 

Besides of those shown in the figure, you can use %%Date%% and %%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 in the 

To: header) will 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 calendar selectors. 

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

No Responder For Fill in an email address of a person you do not want to respond to.  

Click the Add button to add the address to a list. 

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

 

 



 

 

 Tools Menu 33  

Forwarder 

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

 

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 
than (Days) 

Check this box and enter a value in the text box to have older messages forwarded to an address. 

Once a message has been on the server for the number of days specified it will be forwarded to 
the addressed specified in the box below. 

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

 

 

Read Confirmation 

The Read Confirmation feature 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 automatically add values to the message. 

 

Field Description 

Subject Enter a subject fro the Read Request. 

In the example above the %SUBJECT% variable is used to append the original subject of the 

message to the subject of 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% have been used 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:  

 

 

Field Description 

Signature at the top 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 inserted 
with no empty lines before it. 

With the box unchecked the signature text 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 switch to the HTML code format for inserting  HTML tags that are 
not included in the tool bar.  

Text in this field is checked by a spell checker.  
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Personalities 

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

For example, if you have a Google email account (john.doe@gmail.com) you could define this as a personality and then 
use it as the reply-to address in messages you send using your WebClient email account. 

 

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 the Remove button 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 IceWarp WebClient, click the Options menu item (within the Message window). 

 

 

2. In the Mail dialog, select the appropriate Alias from the list. Click OK. 

3. Compose an email message as usually.  

 

Instant Messaging 

To reveal the Instant Messaging pane, click the asterisk icon on the right side of the Menu bar. (See the Menu Bar section.) 

 

General 
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Field Description 

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

Enable sound 
notification 

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

Auto open chat 
window 

Tick this box if you want the chat window to auto-open when incoming communication 
arrives.  

Auto subscribe new 
users 

Thick this box if you want to subscribe new users without necessity to authorize them. 

 

 

Chat Window 

 

 

Field Description 

Send message by Enter Tick this box if you want to send just typed message by hitting the Enter key. 

Chat on new line Tick this box if you want to have chat text started on a new line ς next one to the 
information about the contact. 

 

 

Adding Contact, Service Subscription 

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

1. Right-click the instant messaging roster and select the Subscribe Service item. The Add dialog with the tab of the 

same name is shown. 

 

 

2. Select the service you want to register to and click the Register button. (Or just double-click the service name.) The 

Subscribe Service dialog is shown: 

 

 

3. Fill in your Username and Password for this service. (You have to have an account created there.) Click OK to finish 

registration. 

4. Go to the Add Contact tab. From the Service list, select the service you have just registered to.  

Fill in the User ID of the contact you want to add to your roster and his/her Nick Name.  
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Optionally, select the Group you want to include the contact to. Click OK to finish adding of the contact. 

 

NOTE: If you want to add only another WebClient instant messaging user, let the Service field set to Default and as User ID 
use the contact'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 to the step #3.  

4.  After clicking OK, you will receive a chat message with an authorization link: 

 

Follow this link.  

5.  Within the An application would like to connect to your account screen, click the Allow button.  
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6.  From the next screen, copy the PIN provided: 

 

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

 

and hit the Send button. 
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8.  Twitter will appear among your contacts: 

 

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

/replies ς gets all replies 

/refresh ς gets new tweets instantly  

/tag, /btag, /untag  ς automatically tags all your messages 

 

Miscellaneous 

Roster Search 

As you can have your friends from other chats (Facebook, Twitter, ...) integrated into 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 appear. Contacts 
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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Open All Pending Messages 

When you are offline (or in DND), you can have multiple incoming communications. 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 people 
wishing to chat with you. 

 

 

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 select more 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 communication history. Right-click the person you communicated with about the 

subject and from a pop-up menu, select the History item. Fill in your subject (or at least a part of this word) and hit Enter.  

You will see the results matching to your term.  

Now you can click the actual line date/time. This brings you to the complete conversion history starting at that time. Then you 

can click the << >> (arrows) buttons to move in time.  

 

 

 






















































