Welcome!

Welcome to the documentation hub for eM Client, a fully-featured email client for
Windows and macOS.

eM Client also offers features for calendars, tasks, contacts, notes, and chat in one seamless
package for professionals and home users alike.

The documentation material describes and explains everything about eM Client - from getting
started, accounts management and settings, through the entire functionality, to advanced features.

Where to begin

¢ What's New - Check out the list of new features for this version of eM Client.
o Key Features - Take a look at some of the features that are unique and important.
¢ Tour of the Interface - Become familiar with eM Client's user interface first-hand.

e Getting Started - Now that you downloaded and familiarized yourself with eM Client, get
started.

Boost your email and skyrocket your productivity with eM Client!
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What's New

The list of implemented features is constantly growing. Here are just a few new features that have
been added in version 10.0 & 10.1:

General

- Search moved to the middle above toolbar
- Folder selector for search redesign

- NOT and OR operators in search

- Mentions in emails and chat

- Emoticons lookup

- Data files

- Overall UI and visual improvements

- Blacklist editable in settings

- Scrollbar options moved to Settings

- Postbox Importer

Email
- Generative Al integration
- Customizable email classification into Inbox Categories

- Quick Actions

- Conversations UI redesign with preview

- Change the Conversation order

- Conversations sync with Exchange

- Folder colors

- Folder filter

- Preview for PDF attachments

- New synchronization options for IMAP
- Custom color for unread messages

- Upload indicator

- HTML Reply/Forward headers

- Improved table editing

- Recent badges for new messages

- Delegated accounts and public folders as subaccounts
- Ignored paths for IMAP

- Server-side whitelist and blacklist for IceWarp and SmarterMail

- Search in whitelist and blacklist

Contacts

- Improved printing of contacts



Calendar
- Redesigned Invites section in the sidebar
- Support for Gmail Default visibility calendar setting

- Read-only calendars support

Chat

- Chat redesigned to be a left pane section

- Support for multichat and groupchat (Slack, MS Teams, IceWarp TeamChat)

- Support for Rocket.Chat

And much more
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Key Features

eM Client’s key features offer a unique mix of functionality for efficient work and communication,
suitable for individuals as well as for teams.

Email

This product is first and foremost an Email client, it supports all the standards email servers, and
provides you with all the functionality of a modern Email client. In addition it also provides you with
innovative ways to organize and explore your Email communications with tools such as the Sidebar.
Moreover eM Client enables you to view your messages in three different conversation modes, to
learn more about them go to Conversations.

Rules

One of the most important and powerful tools which will help you organize and manage your Emails
is the use of Rules. Rules are a set of logical conditions acting as filters; with Rule Based Filtering
you can construct rules containing various conditions to separate and categorize all your incoming
Emails according to their origins, subjects and time stamp; and apply different actions to each
incoming Email accordingly, such as blocking spam mails or moving them to different locations.

Follow these links to find out more about Rules, how to construct rules, or how to apply rules.

Contact Management

One of the staple roles of most modern Email clients is to act as a virtual contact book for all your
contacts. This product being more than "most modern Email clients" takes the role of virtual contact
book several steps further. Following its commitment to be the communications center for its users,
the application has the ability to merge your email contacts with your chat contacts, creating a
unified roster of contacts. And based on this central roster, this product parses all your emails and
Chat messages and recompiles them into communications history logs for each contact. This way
you can read all your email and Chat chat exchanges that have taken place between you and a
particular contact in one chronological log, and all this is done in real time in the Sidebar.

Follow these links to find out more about contacts, how to add new contacts, and the use of
Communications History.

Calendar

This product's Calendar service is more than a simple calendar, it has the ability to maintain
multiple types of calendar events, separating your professional and private engagements, keeping
track of the different activities and aspects of your daily life.

The Calendar has the additional ability to help you arrange meetings and activities with its
integrated event invite system that can automatically send invitations to and collect responses from
the participants of your events.

Follow these links to learn more about the Calendar, how to use the Calendar or how to share
your calendar events.

Tasks

While the Calendar can help you organize your daily activities, Tasks function can act as your
virtual personal assistant and help you manage all your important daily tasks. Tasks will provide you
information on your tasks and keep track of their progress.

Follow these links to find out more about Tasks.



Chat

The Chat tool will let you talk to all your contacts in all your Chat/Instant messaging networks,
without leaving the interface. XMPP, Slack, MS Teams and Rocket.Chat are currently supported.

Find out more about Chat here.
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Shortcuts

You can modify shortcuts by your own choice and preference. To learn how visit section Shortcuts
in Settings section.

These are the defaults:

Main window
Ctrl + 1 - Mail section

Ctrl + 2 - Calendar section
Ctrl + 3 - Tasks section

Ctrl + 4 - Contacts section
Ctrl + 5 - Notes section

Ctrl + 6 - Attachments section
Ctrl + 7 - Widgets section

Ctrl + Shift + 1 - Sidebar - Contact details
Ctrl + Shift + 2 - Sidebar - Agenda

Ctrl + Shift + 3 - Sidebar - Invitations
Ctrl + Shift + 4 - Sidebar - Chat

F1 - Help

F5 - Send and Receive + Refresh

Ctrl + N - Create new Mail / Event / Task / Contact. Depends on the opened section.

Ctrl + Shitf + N - New all day event / New distribution list. Depends on the opened section.
Ctrl + Shift + M - New mail

Ctrl + Shift + K - New contact

Ctrl + Shift + L - New disctribution list

Ctrl + Shift + E - New event

Ctrl + Shift + T - New task

Ctrl + B - Select Contact dialog

Ctrl + R - Reply

Ctrl + Shift + R - Reply All

Ctrl + F - Forward

Ctrl + Alt + F - Forward as attachment
Ctrl + Alt + R - Resend

Insert - Flag

Ctrl + Q - Mark as Read

Ctrl + U - Mark as Unread

Ctrl + J - Move to Spam/Inbox. Depends on opened folder.



Ctrl + P - Print

Ctrl + Shift + C - Copy to Folder
Ctrl + Shift + V - Move to Folder
Ctrl + Shift + A - Archive

Delete - Delete

Shift + Delete - Delete Permanently

Ctrl + A - Select All

Ctrl + X - Cut

Ctrl + C - Copy

Ctrl + V - Paste

Ctrl + Z - Undo

Ctrl + Y - Redo

Ctrl + Shift + S - Save As
Ctrl + Shift + F - Find
Ctrl + . - Next message

Ctrl + , - Previous message

Mail window

F1 - Help

F4 - Find in body

Insert - Flag

Ctrl + P - Print

Ctrl + Q - Mark as Read

Ctrl + U - Mark as Unread

Ctrl + Shift + S - Save As

Ctrl + R - Reply

Ctrl + Shift + R - Reply All

Ctrl + F - Forward

Ctrl + Alt + F - Forward as attachment
Ctrl + Alt + R - Resend

Delete - Delete

Ctrl + Shift + A - Archive

Ctrl + Shift + C - Copy to Folder

Ctrl + Shift + V - Move to Folder

Ctrl + J - Move to Spam/Inbox. Depends on opened folder.
Ctrl + . - Next message

Ctrl + , - Previous message



Send Mail / Compose window
F1 - Help

Ctrl + Enter - Send

F7 - Check Spelling

Ctrl + T - Translate

Ctrl + A - Select All

Ctrl + X - Cut

Ctrl + C - Copy

Ctrl + V - Paste

Ctrl + Shift + V - Paste as text
Ctrl + Shift + I - Insert image
Ctrl + M - Insert image as link
Ctrl + K - Insert link

F4 - Find

Ctrl + H - Replace

Ctrl + S - Save

Ctrl + Shift + S - Save as

Ctrl + Z - Undo

Ctrl + Y - Redo

Ctrl + P - Print

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Getting Started

First steps

After you run eM Client for the first time, you will be asked if you want to import your data from
other applications detected on your device (Mozzila Thunderbird, Windows live Mail, Microsoft
Outlook etc.). Following screen will appear:

New Account x

Import data

el Client detected installed mail applications. You can import accounts and data from them.

= uﬁ @ 3 =

Skip Import Microsoft Qutlock Thunderhird Windows Live Mail IncrediMail

Back Cancel

Select an application from which you want the data to be imported and click on Next

In the case of importing the data from Microsoft Outlook, please notice that data migration from
IMAP4 servers will be synchronized automatically, but in the event of importing data from local
servers (or if you choose to import from IMAP4 server locally), you can choose from importing up to
5 types of data (icons in the upper right corner) - messages, calendars, tasks, contacts, tags.

If you want to skip some of these five areas, just simply click on the icon and it will disappear.

The process of importing data from other applications is similar to the one described above,
just via Menu > File > Import.

Creating a New Account

Account wizard will help you to easily create a new account, giving you all the necessary information
to successfully complete the process in few steps.

To learn more about creating a new account visit: Create New Account




Interface

eM Client offers an industry standard environment that is found on most mainstream email clients,
such as MS Outlook. This tried and true layout is well-arranged, easy-to-use and intuitive.

This product's user interface consists of various sections:

Left side panel:



Mail

3 @ Inbowes

A 'f;-' Favorites
Ilgl All Inboxes
= Qutbox
(%) Unread

IZ Flagged
z[;_'[ Snoozed

) Search Folders

> O Tags

e 9 jerry.clark@x1solar.com
b @, Inbox

Sent

Trash

Drafts

Spam

User Archive
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> [] Marketing X1
> @ More

> @ jemyclark@gmail.com

> {q Local Folders
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Menu, Search field and Toolbar:

O Refresh v < Reply v €A ReplyAll v @ Forward v [X Mark v [F Archive T Snooze ~ [i] Delete  [E] AddNote  { QuickActions v G Print (%) MovetoJunk ~



Central panel:

Sorted by Received Select
#\ Clara Smith 10119
QE Organizer "Clara Smith" h;
10/30/2017 - 10/30/2017 RSV

Clara Smith, Jerry... 10/18/2017
: Pick up [4>]

Gotchal | will be there, Jerry

‘@ Eduardo Sousa Rib..  9/7/20

1; s Q2 almost done, what next?

Hiteam, here is our draft view to re...

Mary Kirkland a7
Marketing goods from Germany

Hi Mike, Please can you confirm w...

Casey Atwood 8/29/2017

Organizer "Casey Atwood" ...

8/29/2017 - 8/29/2017 RSV

£\ Paul Sauer

Rules of Engagement 2

J

Dear all, | am sending you just for y..

{' - Casey Atwood 1/6/20
bt Casey - vacation next week

Dear all, next week | will be on vaca...

e me, me 9/30/2016
Mew style quide 7>

17

07

17

Pick up &

Show 3 older emails

& From Jerry Clark Wed 10/18/2017 4:59 PM
. to Clara Smith v

Gotcha! T will be there.
Jerry

---—-- Original Message —--

From: "Clara Smith" <smith@x1solar.com>
To: "clark@x1solar.com” <clark@x1solar.com:>
Sent: 10/18/2017 4:59:10 PM

Subject: Re: Re: Pick up

(11

At the top is the Menu and New button. From there, all the important functions can be accessed.

In the middle is the "Search " on page 241 which you can use to lookup items.

-
l.\ Current folder

—_—
st —_—
—_

Using the search bar, you can simply search for your emails. A list of several useful command tools
will appear in the context menu when you type a question mark in the search bar.

Click on the pointing down arrow to bring up the context menu for search bar:

Recent History

»

«  Subject, sender, recipients, body, notes and attachments

Subject, sender, recipients and body

Subject, sender and recipients

Subject
Body
Sender

Recipients

« =g zerver search if available

Create Search Folder...

Here you can select, deselect or change area or areas that you want to use for your search.

Next to the drop-down menu is the Advanced Search icon

-
-y
-

- click it to open the Advanced



search pop-up and quickly specify more details so you can find the messages you're looking for. You
can also create Search Folders from this pop-up.

Current folder

Inchude Archive

Create Search Folder...

Also at the top is the Main Toolbar which allows you to quickly take actions.

O Refresh v Gy Reply ~ €A Reply Al v #D Foward ~ X Mak v [ Archive 1)l Snooze v [i Delete  [Z] AddNote £ QuickActions ~ & Print (%) MovetoJunk ~

On the left side panel is the list of Accounts, Favorite folders , and Local folders and their
folders/subfolders which you will use to navigate between all of your added accounts and saved
data. This side panel is shown as the Mail View in the picture, but similar left side navigation panels
occur for all the other services (Calendar, Contacts, Tasks, etc.) in eM Client as well.

The side panels contain icons and can be collapsed to save screen space!

If you have more than one account you can use Inboxes section above the favorite folders - this
section will store each of your Inbox folders separately so you can check your new messages, but
unlike with 'All Inboes' favorite folder you can keep the accounts separate. If you do not want these
folders, you can hide them via the setting in Menu > Settings > General> Folders.

If you right-click on any folder (for example "Inbox") you will bring up the context menu, which
gives you additional options.



Show in new Window...

Mew Folder...

Copy Folder...

Move Folder...

Delete

Mark All Messages as Read

Apply Rule...

Collapse All

Expand All

«  Show
Show if unread

Hide
Add to Favorites

Folder Color ¥

Properties...

Show in new Window - This will open a new eM Client Window which is focused on the selected
folder. Opening multiple windows in eM Client is useful for multi-tasking so you don’t need to switch
back and forth between things in the application.

New Folder - creates a new folder

Rename - renames the folder

Copy Folder - copies the folder to another location/account

Move Folder - moves the folder and its contents to another location/account

Delete - deletes the folder and its contents

Mark All Message as Read - All messages in the folder will be marked as Read

Apply Rule - runs a chosen rule on that folder

Collapse All - will collapse the entire left side panel folder structure to save screen space
Show - the folder will be shown in the left side bar

Show if unread - serves for the situation when you do not want the particular folder to be displayed
unless there are some unread messages. If there are none, the particular folder will be hidden
under the More folder

Hide - the folder will be hidden under the More folder
Add to Favorites - the folder will be linked to the favorite folder

Folder Color - change the color of the folder, for Google accounts the color is taken from Labels in
Menu>Tags, additional options on what to apply the color to are available in Folders settings
section.

Properties - Gives more information on the folder and allows for additional options/settings for that
specific folder



Navigation Panel

The Navigation Panel can be found in the lower left corner of eM Client and allows you to navigate
to different functions of the eM Client application. Based on the size of the left side panel and which
customization options you chose, the display will show different icons representing each section. If
an icon for a section doesn’t appear due to limited space, it still always be accessible by clicking on
the three dots

,% Contacts
Tasks

(_'@/ Attachrments
E| Motes

B[] widgets

[ Chat

Mavigation options..,

The Mail icon is used for navigating among your email folders and managing mail.

The Calendar icon provides you with access to your Calendar events.

The Contacts icon provides you with access to your Contacts.
The Tasks icon provides you with access to your Tasks.

The Attachments icon can be used to access your Attachments.
The Notes icon can be used to access your Notes.

The Widgets icon can be used to access your Widgets.

The Chat icon can be used to access your Chats.

You can add or remove any of these items by right-clicking them and selecting the Customize
Navigation Panel option.



Customize x
Available items: [terms to shows:
Attachments M ail
Maotes Add — Calendar
Widgets Contacts

— Remove

Tasks
Set Defaults Cancel

The Show icons only option will hide the text of the buttons, so you can fit more features on the
toolbar. You can hover over the buttons to have the title pop up.

The central panel of the interface can display various contents according to which navigational
bookmark you are currently working under in the left vertical panel. In this panel you can find the
contents of your emails, your calendar events, your tasks or your contact details.

Most sections include a Quick filter in the top right corner, find more about Quick filters here.

Right Sidebar

On the right hand side there is the Sidebar. It is a powerful tool in your communication toolbox. It
provides dynamic contents which will help you manage your contacts, send instant messages, and
make sense of your email communication. For a full description of what you can do with the Sidebar
click here.

Context menu

The Context Menu is a flexible and useful way to interact with the contents of the application. It is
useful because you can depend upon it to provide you with the most appropriate options according
to where you are in the program and what you are currently doing.

Context menu is accessed simply by right-clicking on any desired item (email, calendar event, task
etc.). A simple menu will pop up, contained within is a list of all the actions you can perform on the
selected item. In the Context Menu left-click an action to select it.

The content of the Context menu changes according to the type of the selected item or the location
of your right-click. For instance email messages will have different options in their context menu
than calendar events. Right click on an email would give you the option to reply to the email,
whereas right-click on a calendar event will give you the option to edit the event.

Grouping



This product allows you to group your items (messages, contacts etc.) in the central panel according
to the column that is currently being used for sorting. This feature was designed to make navigation
easier for you. It is enabled by default, but if you wish to disable it, just right-click the column
header and choose Show in Groups from the context menu (the tick next to this option will have
disappeared when you right-click the column headers again).

Primary Other
~ Today
~ Customize Current View...
ﬂ; Clara Smith  MNew web: ] )
Apply Column Cenfiguration to Other Folder(s)...
v Tuesday Enter Select Mode
Big meetin... Attendee sort 4
Filter »

You can easily expand / collapse all groups by right-clicking the group header and selecting Expand
All Groups or Collapse All Groups from the context menu.

Expand All Groups
Collapse All Groups

Renarne Group...

Remove Group

Grouping also works for your Chat contacts listed in the Sidebar.

Columns

You can configure your columns by clicking Columns Configuration - you will see the following
window:



Columns x
Available columns: Show these columns:
Sent Flag
Add — Read status
From
~ Remove
Subject

Recerved

Tag

Set Defaults icancel

You can add or remove any of the items to make your view more efficient for you. For example you
might want to keep the contact avatar or message Preview to quickly see who the message is from
and what's it about or you might want to remove them to save up space and see more messages at
once in your message list, since the lines in the list will be thinner.

You can choose to have all of these columns visible:

e Flag - a typical flag/follow up indicator

¢ Read status / Icon - orange dot that indicates that the message is unread, once marked
as read the dot turns into an empty circle

e From - sender of the message
e Subject - subject line of the email
e Received - time the message was received

e Size - size of the email, this option will be available only when Conversations are disabled
(Menu > View > Conversations)

e Tag - tags and labels assigned to this message

e Priority - important emails will show an exclamation mark icon

e Encrypted - a lock icon will show if this message is encrypted with PGP or S/MIME protocol
e Signed - a seal icon will show if this message has been digitally signed

e Snoozed - a bell icon will indicate if this message has been snoozed before

o Tracking pixel - a target icon will indicate that eM Client detected a tracking pixel in this
message

e Notes - if you add a note to this email there will be a note icon indicating you can edit or
remove it, read more about Notes for Emails

e Attachment - a paperclip icon will show that this email contains an attachment

e Preview - a 1-3 line preview of the email body



e Avatar - a contact avatar of the sender, you can decide if you want to see the avatars or
not or change its size in Menu > Settings > Mail > Read

¢ Folder - what folder is the message saved in, available only with Conversations disabled
(Menu > View > Conversations)

e Sent - time that the message was sent from eM Client, usually shown in Sent folder
o Delivered - confirmed sent time from the mail server, usually shown in Sent folder

e To - who the message was sent to, usually shown in Sent folder

If you click on Customize Current View, you will be redirected to the Mail tab of the Appearance
section in Settings, where you can customize the appearance of your Lists settings.

Once you are happy with your setup, you can easily apply your column configuration also to the
other folders, just right-click the column header, choose Apply Column Configuration to Other
Folders... from the context menu and then select the folders to which you would like the column
configuration to be applied.
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Main menu and toolbar



Toolbar

4O Refresh v G Reply ~ @R Reply Al v &0 Foward ~ X Mak v [ archive T Snooze v [i] Delete  [Z] AddNote £ QuickActions ~ & Print (%) MovetoJunk ~

Toolbar provides you with different quick-access options depending on which section of the
application you are currently working in. When you are in the email section, the email toolbar is
displayed, which provides you with quick access to various email operations. The same toolbar will
provide you with different options to perform different operations when you are in calendar mode or
task mode.



Menu

B

PG OARE O

Print... Ctrl+P
Backup...

Check for Update...
Operations...

Rules...

Cuick Actions...
Tags...

Rerminders...

Settings..
Accounts..,
Diata Files..
File

Edit

View
Message

Tools

L . . T "

Help

Exit

The Menu contains some of the most common functions and settings sections:

Print... - you can print your messages, calendar, events or contacts using our print preview
where you can adjust many aspects of the final layout of the page about to be printed.

Backup... - You can backup your data.

Check for Update...- if you click on this option, the application will try to look for available
updates for your license online. If an update is found, a list of new features will be displayed
and you will be prompted to confirm that you want to install the update.

Operations... - You can view ongoing operations, any errors that might have popped up or
the operations log that can be useful for troubleshooting.

Rules...- You create rules here. You can find further information about creating rules in the
topic_Rules.

Quick Actions... - You can manage Quick Actions here.

Tags... - Here you can manage your tags active in the eM Client. You can find more
information about managing tags in the topic Working with Tags.

Reminders... - View the Reminder window with pending reminders for your events or tasks.

Settings...- When you click on this button, a window with settings will appear. You can find
more information about settings in the topic Settings.

Accounts...- When you click on this button, a window for working with the accounts will be
displayed. You can find more information in the topic Accounts.



o Data Files... - Opens the Data Files manager.

It also contains six further sections - File, Edit, View, Message, Tools, and Help.
Those further options can be brought up only by clicking on the menu button first.

Under all these you have the Exit option to fully close down the app.

File

E Open...

Save As... Ctrl+Shift+S
Close

ok Import..,

T, Export.
Restore...
Work Offline

Menu File has these items:

e Open - You can open a saved email (an eml file).

e Save as - You can save a chosen email to an eml file.
e Close - Close current window.

e Import... - You can import data to the application.

e Export... - You can export data from the application.
e Restore... - You can restore your data.

¢ Work offline - When you choose this setting, the application will work without connecting
to Internet. If you send an email, it will be saved and it will be sent after connecting to
Internet.

Back to menu.

Edit
< Undo Ctrl+Z
—  Redo Ctrl+Y
g% Cut Ctrl+X
Eﬂ Copy Ctrl+C
F|:| Paste Ctrl+V
Select All Ctrl+ 4
Find... Ctrl+5hift+F
Find in Body... F4

Ernpty All Trash Folders

Menu Edit has many items:



¢ Undo - If you delete something, you can undo the operation of deleting.

e Redo - If you performed undo operation, you can now perform redo and the retrieved
operation will be deleted.

e Cut - Cutting copies selected item into clipboard and removes the item from its current
place.

e Copy - When you click on this button, it will make a copy of the selected item.

e Paste - Paste will insert the item currently stored in clipboard (one that was previously cut
or copied).

o Select all - All items will be selected.

e Find... - You can perform textual search - either simple, or you can specify advanced
options for your search.

e Clicking on Find option will bring your focus to the Search in the top right corner of
the window, opening the Advanced Search pop-up (see below).

e Find in Body... - This option will bring up a simple search window to search inside the body
of currently opened message.

o Empty All Trash Folders - This option, as the name suggests, will permanently delete all
messages in all Trash folders in the program (the Local folders and all your accounts'
folders).

Advanced Search

Advanced search represents a smart utility that enables you to search with predefined rules which
will filter out particular emails from the global folders, i.e. folders where all your emails are stored.
As you can see in the picture, search window consists of two parts: textual form of query and the

visual form of query.

nclude Archive

Create Search Folder...

To learn more about working with search queries and about creating a filtered folder see Search
Folders.



Back to menu.

View
Columns...
Layout »
Sidebar »
Conversations »

v Showtag bar

Previous Message  Ctrl+,

Mext Message Ctrl+.

Menu view has many items:

e Columns... - You can select columns which you want to see in the list of emails. You can
also change the order of columns.

Columns X
Available columns: Show these columns:
Delivered Flag
Folder Add — lcon
Sent From
~ Remove
To Subject
Received
Size
Set Defaults icancel

e Layout - You can change position of the panel with messages - Messages on the bottom,
Messages on the right, Messages panel off.

e Sidebar- You can change layout of the sidebar.
e Conversations - Enables you to customize and specify conversations.

o« Show tag bar - Enable or disable the bar with assigned Tags above the message header in
message preview.

e Previous message - The selected item is changed to previous message.

¢ Next message - The selected item is changed to next message.



Back to menu.

Message
<2 Reply »
€~ Reply Al >
“»  Forward »
lz Flag Insert
O Tag >
@ Mark as Read Ctrl+C
F.‘ Mark as Unread Ctrl+U
Mark All as Read
T_;] Snooze »
] Archive Ctrl+Shift+A
@ Move to Junk »
Co CopytoFolder..  Ctrl+Shift+C
Lo MovetoFolder..  Ctrl+Shift+V

Download selected for offline use

Eﬁé Create Meeting from Message
Eé Create Task from Message

Create Rule from Message »
[E] Add Note

Format »
]E Delete Del

Actions menu differs according to the section where you currently are (mail, calendar, tasks,
contacts etc.)

Actions Menu has several items:

e Reply - When you click on this button, you will reply to a selected email.

¢ Reply All - When you click on this button, you will reply to all people in a selected email.
(for example to people in CC)

e Forward - You can send a selected email to another person. Moreover you can choose from
three actions: Forward..., Forward as Attachment..., Forward as Original... and Resend...

e Flag - by clicking this, you will add a flag to your message (event etc.) - for example to
mark the emails you need to reply to etc.

e Tag- you can choose a color tag that will be added to the message.

¢ Mark as Read - You can mark your unread email as read.



¢ Mark as Unread - You can mark your email as unread. It is useful when you read an email
but you don't have a time to answer it so you can mark it as unread.

¢ Mark All as Read - You can mark all your emails as read.
e Snooze - Snooze your message to be re-added to your inbox at a more convenient time.
e Archive -Move the message into the Archive folder.

e Move to Junk - You can select from three options: Move to Junk, Move to Junk and
blacklist email, Move to Junk and blacklist domain.

e Copy to Folder... - You can copy a selected item into another folder. Last 10 folders you
copied messages to will be remembered in copy history.

¢ Move to Folder... - You can move a selected item to another folder. Last 10 folders you
moved messages to will be remembered in move history.

o Download Selected for offline use - You can download selected items.
e Create Meeting from Message - You can create a meeting directly from the message.
o Create Task from Message - You can create a task directly from the message.

e Create Rule from Message- Quickly create a rule based on this messages sender or
subject.

e Add Note - Add a local note to your message without altering the original.
¢ Format - Easily switch the view of current message from HTML to Plain text and vice versa.

e Delete - Deletes the message.

Back to menu.

Tools
Subscribe to Internet Calendar...
,% Contacts Ctrl+B

Deduplicator...

Automatic Replies
Mail Forwarder

$ Theme Editor

BS  OR Export

Menu Tools has these items:

e Subscribe to Internet Calendar... - You can set up a calendar access directly from
here.

e« Contacts - Clicking on Contacts will bring up the Address Book (see below). This feature can
be used for selecting the particular contact that you want to send a message to. Start writing
contacts's initial letters to search for particular contact.



2 Select Contact b4

Filter Contacts: Folder:

@ jerry.clark@x 1solar.cor ~ 4 Add..

Sorted by File As Select T ~
Afee, Shahab Afee, Shahab s.afee@in.kreditcorp.com
Casey Atwood Atwood, Casey casey.atwood @x1sclar....
Jerry Clark Clark, Jerry clark@x1solar.com
Gonzalez, Julio Gonzalez, Julic gonzales,julio@charlesu...

Graf, Sarah
Graham, Peter
Jones, Michael
Mary Kirkland
Martinez, Jenny
Paul Sauer

Lenni Schrader

Graf, Sarah
Graham, Peter
Jones, Michael
Kirkland, Mary
Martinez, Jenny
Sauer, Paul

Schrader, Lenni

graf@x 1solar.com
graham@x1sclar.com
michael jones@icewarp...
mary.kirkland @:x1sclar....
jenn@x1sclar.com
paul.sauer@x 1solar.com

lenni.schroder@x1solar....

Clara Smith Smith, Clara
John & Mary Smith Smith, John & Mary
Mike Sparrow Sparrow, Mike

smith@x 1solar.com
smith@x 1solar.com
mike.sparrow@x 1solar....

trweneendi@y Tenlar camm

e Deduplicator... - Deduplicator is a tool which enables you to get rid of duplicate (multiple)
items in following areas: mails, events, tasks, contacts. Click on Deduplicator to bring up
following window:

larmes Trawmeend Tramnmzend lames



Deduplicator
Type of items to be deduplicated

Choose the type of items to be deduplicated

Choose the itemn type:

O Mail
Event

Task
Contact

Back m Cancel

Select the item type and click on Next:

Deduplicator
Folders to be scanned

Choose the folders to be searched in and the mode of search

Folders:  Inbox Select...

o Search for duplicates in each individual folder

Search for duplicates over a group of folders

Back m Cancel

Here you can select folders that will be searched for duplicate files and moreover you can specify
whether you want to search for duplicates in each individual folder or over a group of folders. When

you are finished click on the Next button.




Deduplicator x

Action for duplicated items
Specify the action to be done for duplicated items found

Duplicate iterns action:  Move to trash ~

Custom folder: Select...

Back m Cancel

Here specify the action to be done for duplicated items found. Click on Finish to finish the process.

o« Automatic Replies - With a Google, Exchange/Office365 or IceWarp account you can set
up automatic responses for all your messages when you're out of office or away on holiday.

¢ Mail Forwarder - With an IceWarp account you can set up automatic forwarding for your
messages.

e Theme Editor - Open the Theme Editor to create your own theme or tweak one of the
existing ones to your preference, find more details in Themes settings.

¢ QR Export - used to export data to mobile version of eM Client via a QR code.

Back to menu.



Help

@ [

Documentation F1
FAC

Video Tutorials

Blog

Forum

License

Get VIP Support

Open Log Directory
Profile for 10 seconds

Record Memory Usage

Terms of Use

Privacy Palicy
Invite to eM Client

About

Menu Help has several items:

Documentation - When you click on this button, a web browser window with the eM Client
documentation will display.

FAQ - link to the Frequently Asked Questions section of our website
Video Tutorials

Blog - link to the company blog which can provide more details on certain features and
updates or current issues.

Forum - Community forum for all users, main support hub for users with Free licenses and
expired VIP Support

License - Here you can view, activate or deactivate your license.

Get VIP support -link to the online support web pagefor Pro license users with active
VIP Support subscription.

Open Log Directory - opens the Logs folder containing all created .log files

Profile for 10 seconds - Create profile log that runs for 10 seconds and then saves into a
text file, which can befound in the Logs folder. This can be useful for freezes and other issues
in eM Client that do not have dedicated logging options in the Advanced settings.

Record Memory Usage - Creates special log file to analyze memory usage of the
program.

Terms of Use - link to eM Client Terms of Use
Privacy Policy- link to eM Client's Privacy policy

Invite to eM Client - when you click on this button, a window with invitation to eM Client
for your friends will appear. You can invite them using: email, Twitter or Facebook.



e About - You can click on this button to see more information about this product and can
copy the currently installed version here.

x

eMClient

Version:  10.0.3530 (f0b23b7)

Copyright © 2006-2024 eM Client s.r.o.

Warning: This computer program is protected by copyright law and
international treaties, Unauthorized reproduction or distribution of this
program, or any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent possible under
law.

Back to menu.

Touch Input interface

eM Client supports touch-operated devices, if your device has such utility, you will be able to switch
to touch-operated mode by clicking on the appropriate icon in the right upper corner of eM Client
window:

_ o X

If you switch to the touch mode, all icons and features of the application will become a little larger
in order to easily control the application.

In the touch mode:

e You can scroll in all menus by touch movement (context menus etc.).
e In calendar view you can move in all directions by touching the screen.

e By the pinch-to-zoom action you can change the number of weeks displayed in the month
view of the calendar as well as zoom in/out in the week view.

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Sidebar

The Sidebar will allow you to quickly access your contacts and their details, your communications
history with a specific contact, list of tasks that you planned to do and a list of attachments
exchanged between you and specific contacts.

There are four sections that make up the Sidebar: Contact details, Agenda, Invitations and
Calendar. It can also show Threads for Chat conversations.

You can hide the Sidebar by clicking on the arrow near the right edge of the bar.

Contact Details

Just click on the arrow to hide the sidebar.

Contact Details

Contact Details window provides you with quick access to contact details of a selected contact that
include your contact's email address, mobile/telephone number, skype contact details, and chat
message contacts.

Contact Details

A

3

Clara Smith

smith@x1solar.com

836-571-6589

History Attachrnents

Clara Smith 2/16/2020
™ Holiday pictures

Search - Just start typing and search bar will appear. While using the search bar, you can
search for all types of messages (i.e. mails, chat messages) that you have exchanged with
your contact in the past. You can switch between History and Attachments by simply
clicking on the proper button.



Contact Details

ﬁ Mike Sparrow

mike.sparrow@x 1solar.com

+1 698 4571

History Attachments

Hello o

There are no items to show,

History

History panel is called so because it gathers all your written conversations with the contact. It
includes Emails, Chat messages and also Skype chat messages into one chronological
communications log. And thereby provide you with a holistic sense of your communications
with that particular contact.

Attachments

Attachments panel contains all the attachments that are attached in the emails exchanged
between you and the contact. Attachments are sorted in a chronological order, which you can
customize(ascending/descending) in the Attachment history Options.

Contact Details settings -You can customize your Contacts Details settings simply by left-

clicking on the Options button. This options button @ will appear by hovering with your mouse
cursor over the area next to the Contact Details header. You can choose the manner in which you
would like to sort the order of the messages (descending/ascending) and you can also adjust what
type of messages (mails, chat messages, skype calls) you would like to display or hide. By checking
the option Include Other Senders you can adjust if you want to include the third party of the
conversation (f.e. emails , where other participants are included in Bcc or Cc of the particular email)
and by checking the option Include Entire Domain you can adjust displaying of all emails that may
have different name of sender/addressee, but the same domain in the particular email address. You
can select Choose Folders... to select folders from which you would like the contacts to be
displayed.



Contact Details

Search

2 Clara

e Sort Order )

smithg ¥ >how Groups

836-37 +  Show Incoming

«  Show Outgeoing

History ¥ Show Mails

v Show Chat Messages

*  Today
i Include Other Senders
Clara Smith
Include Entire Domain
Ve Choose Folders..,

Agenda Section

Agenda section provides you a quick review of the tasks that you planned to do, upcoming
birthdays, upcoming events and email messages marked as flagged. All those items are sorted in
the order of the upcoming date, i.e. the most up-to-date items will be always on top. The Agenda
also uses the 'Getting Things Done' methodology for your tasks, read more about it in the "Task
List Display" on page 441.

Search bar - you can use the search bar for searching within your tasks and events by simply
starting to write and the search query will appear. Simply enter the "key word" of the item that you
want to find and the requested item will appear.

Agenda
Eh:u:ulci X

»  Tomorrow

Book club (10:30 AM - 11:15 AM)

Adding new task - You can add new tasks directly from the sidebar. First and foremost, write the
title of the new tasks in the field (lower arrow in the picture) and then press enter. Newly created
task will appear in the "Date:Today" section. By double-clicking on the task the window with
possible editing of the newly created item will appear.

For creating and editing tasks see_Creating and Editing of Tasks for more detailed description.

To choose folders from which you would like to display upcoming events, birthdays, tasks and
flagged emails, simply hover next to the Agenda title and click on the cogwheel icon that pops up.
Context menu will appear and your next step is choose the option Choose Folders... and a window
with list of various folders will appear as you can see in the following picture.



Select Folder(s) x
Select folder(s)
~ a jerry.clark@x1solar.com
) Inbox
Sent
Trash
Drafts
Spam
User Archive
w Archive
» Inbaox
Outbox
» All Departments
GAL

helpdesk2@x1solar.com

ﬂ ga " CE|

Moreover, you can choose the time horizon in which the displayed upcoming birthdays and events
will be shown. This time horizon can be changed by selecting various points of time from the
context menu, again the one which is evoked via the cogwheel icon next to the Sidebar section title.

b, Marketing X1




Agenda (| (o >
¥ Show Groups

Show Flagged Mails
¥ Today  +  Show Upcoming Birthdays >

Today Show Upcoming Events bl

Tomorrow «  Show Tasks »
3 Days Default Task Due Date >
Week
2 Weeks s =T
Month

Choose Folders..,

ire
3 Manths

& Manths as for more info (Monday mee...
Year

v  MNone e call with Jerry

Show of Flagged Mails, Upcoming Birthdays, Upcoming Events and Tasks is active by default.

Invites Section

This section will automatically take note of the invites in your mailbox and show them in this
section, so you can quickly resolve all meeting invitations in one place and not scroll through your
mailboxes to find them. You can also list invites by account or use the search next to the title to
look up specific events.

Invites () (0} >

El.% All Accounts W

Marketing Meeting
Friday, January 10, 2025 900 AM
Frormn Clara Smith

v X 7



Calendar Section

The Calendar sidebar can show a single-day in any section - so you can have your emails open
while checking your daily agenda on the side. The red line will show you current time to see which
event is near.

Using the Settings button next to the title you can select which calendars should be taken into
account in this view.

Calendar

+

{  » January9 ~

All-day

0930

10%

1030

1100

11 30

12 FM

12 30

010

0130

02 %

0230

03




Threads

The thread sidebar will only pop up when you're in the Chat section and decide to open a thread -
this way you can keep the main conversation in the middle section, and view or reply to the side-
conversations in the separate thread on the right.

Thread

D Alice 258 P

Hey should | order
snacks for the meeting?

oS %
[edited)
E1
Today

- Jerry (You) 2:15 P
That would be
awesome! Don't forget
Mark is allergic to
peanuts though &

¢ @ B ©~ L1
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Creating a New Account

New Account x

Set up an account

G Automatic Setup

Enter your email and press Start.

Mail

Chat / Group Chat

U K

Calendar

Contacts

Do

Back Cancel

When setting up a new account, you can choose from several options:

- Automatic setup - In most cases eM Client enables you to set up your account automatically
with just two simple steps - entering your email address and the password. We strongly recommend
using this method of setting up your account unless you possess thorough details about your
account's settings. The first step is typing in the email address of your existing email account as
well as the account password. The rest of the automatic setup is realized in 3 steps:

o server settings for pre-defined service providers
e try to use Auto-discover protocol
o try to detect server setting by special heuristics

- Connecting to standard email servers: eM Client will attempt to automatically retrieve the
server settings (this works for the most frequently used email servers i.e. Gmail, Yahoo etc.)

- Auto-discover technology: If eM Client is unsuccessful with the first attempt, it will try to use
the so called auto-discover technology, which basically tries to assess the predefined credentials of
email servers. This service is fully automatic and it can autonomously detect the settings if the
correct email information is provided.




- Predicting less usual email servers: In this case, the application tries to search for access
to your account details on the internet, it works on predicting how the address of your email
provider is realized. (For example, this service will be utilized in the cases when a private
company's email addresses will be prompted to set up.)

If all three services fail you will be prompted to specify the settings manually. Learn more about
setting up email manually here.

Automatic Account Setup

Step 1 - Account Details

In this dialogue you can enter additional information regarding your new account, such as the
account name and the name that you would like to be displayed in the "From" field of your outgoing
messages.

New Account x

@ Account details Account details

Enter additional information about your new account.

[Jerr}r Clark

jerry.clark@x 1sclar.com

Back Cancel

Step 2 - Set up Encryption (optional)

Next you’ll be asked if you want to set up PGP encryption for your account. This is an advanced
feature which encrypts your emails to provide better security and privacy. If you would like more
information on how to set up encryption, you can read about it here. Otherwise, simply click
“Continue without encryption” to continue setting up your account.



@ [”(-'prt%f).'? Protect your communication and data in this account with PGP encryption technology

wvacy with PGP encryption.

s account and want to import it

Back Cancel

Step 3 - Finishing up

Here you can enable/disable services for this account (Mail, Calendar, Contacts, Chat). These
settings can be changed at any time in Menu > Accounts.

Depending on if you chose a POP3, IMAP or Exchange incoming server, the final
options will change.

Sync Options

Message sync time period:This setting allows you to synchronize only the newest emails from
your server with a custom-set time frame.

The default option is to synchronize messages from All time, which will pose no limit on your
messages, all the ones on your server will be synchronized with eM Client.

In case you want to keep only the latest in the app, you can choose from Last 1 day, Last 3
days, Last week, Last 2 weeks, Last month, Last 3 months or Last year.

In case you need to check your older emails, at the end of the message list is a button Load more.
It allows you to download some of the older messages or all messages if the need arises.

Download options allow you to choose if you’d like to download messages so you can read your
previously received emails even when you're not connected to the internet (you will still need to
reconnect to the internet in order to receive new messages) and you can choose if you'd like the
search option to also work for your email attachments.




Finally, you can click on the Finish button to start using the application with your newly added

account.

New Account x

Almost there!
When you're all set, click the Finish button to create the account.

Account avatar

® Change...

Services

Mail
Chat

Calendar and Contacts
Sync Options

c time period: | All time ™

Download messages for offline use and to search in message bodies

Include attachments to search in attached documents

Back Cancel

Setting up particular email addresses:

In this section, you can select particular email accounts that you would like to set up. The first five
email providers displayed will always be the most used ones in the location where you currently are.
These five displayed providers will also always have predefined configuration and their server
settings will be retrieved automatically.



New Account x

Set up an account

{} Automatic Setup

B4 mai
|V[ ﬂ'j yahoo! e Bg‘] eoe
Gmail Qutlook.com Yahoo! Aol Exchange Other

m Chat / Group Chat

Calendar

@)
[ Contacts

Cancel

Manual Account Setup

In case the automatic setup didn't work or your email provider isn’t shown, click on the Other
button to manually set up a different email account. In this case, the setup will be a little more
complex. It's performed in seven steps and you will be asked to fill in all the email settings. You can
find out your account’s server settings by asking your email provider.

Step 1 - Identity:
Enter your email address to begin.




New Account

@ Identity Identity

Enter your email address,

Email address [jerr}nclark@ﬂsolar.con{

Back Cancel

Step 2 - Account type and incoming server information
Select if your incoming mail server type should be POP3 or IMAP.

Enter your incoming mail server address.

Enter your username (usually either the whole email address or just the part before the @ sign
depending on the provider) and your email account password.



New Account *

Incoming server

@ Incoming server - )
nCcoming server

Select the type of incoming server you're using.

©rProrz  IMAP

Server address

Enter the name of your incoming mail server (for example "mail.example.com”).

coming server: | popx1solar.com

Authentication
Enter your user name (if it differs from the email address).

sername:  jerry.clark@x 1solar.com

Back Cancel

Step 3 - Outgoing server information

Enter your outgoing mail server address. This section could be prefilled based on what you entered
for your incoming mail server, but it's possible that you'll need to change it to something else
depending on the provider.

Your username and password will also be prefilled based on your answers in Step 2. Usually the
credentials stay the same.



New Account *

Outgoing server

Server address
@ Outgoing SENVer Enter the name of your outgoing mail server (for example "mail.example.com”).

Jutgoing server x1sola.onice.io

Authentication

Enter your user name (if it differs from the incoming user name).
jerry.clark@x 1sclar.com
assses

Qutgoing server doesn't require authentication

Back Cancel

Step 4 - Testing configuration

During this step, your configuration will be tested. If your account details were typed in correctly, a
green checkmark will appear. If there are some problems with the configuration (for example if your
password was not entered correctly), a red cross will be displayed (as you can see in the picture).
You can always change your configuration by clicking on the Fix button.



New Account X

Test configuration

SMTP
& ok

@ Test configuration .
POP3

@ ok

Ignore test results (account might not work correctly).

Back Cancel

Step 5 - Adding additional information about your new account:

In this dialogue you can enter additional information regarding your new account, such as the
account name and the name that you would like to be displayed in the "From" field of your outgoing
messages (e.g. jerry@x1solar.com)



New Account

Account details

Enter additional information about your new account,

[Jerr}r Clark

Account name:  jerry.clark@x 1sclar.com

Back Cancel

Step 6 - Set up encryption (optional)

Next you’ll be asked if you want to set up PGP encryption for your account. This is an advanced
feature which encrypts your emails to provide better security and privacy. If you would like more
information on how to set up encryption, you can read about it here. Otherwise, simply click
“Continue without encryption” to continue setting up your account.



New Account x

Set up encryption

Protect your communication and data in this account with PGP encryption technology.

Learn more

Create encryption keypair

J

| want to protect my email privacy with PGP encryption.

Encryption =

Import existing PGP keypair
L= | already have a keypair for this account and want to import it.

Continue without encryption
- | don't want to encrypt my emails for now.

Back Vex Cancel

Step 7 - Finishing up

Account avatar - Choose which image you'd like to have to represent your newly added account.
You can choose from one of our default avatar images or select your own custom image by
uploading it from your computer.

Depending on if you chose a POP3 or IMAP incoming server, the final options will
change.

POP3 option:

On this final screen you can specify if you want the application to create a separate folder tree for
the messages for your POP3 account, or if the messages should be stored in Local Folders.




New Account

Almost there!
When you're all set, click the Finish button to create the account,

Account avatar

‘ ' Change...

Account folders location:

° Create separate folder tree for messages.

Store messages in Local Folders,

Back Cancel

IMAP option:

Sync Options allows you to choose if you'd like to download messages so you can read your
previously received emails even when you're not connected to the internet (you will still need to
reconnect to the internet in order to receive new messages) and you can choose if you'd like the
search option to work for your email attachments.



New Account

Almost there!

When you're all set, click the Finish button to create the account,

Account avatar

’:‘ Change...

Sync Options

Message sync time period: | All time
Automatically download messages for offline use and search

Download scope: | Full messages without attachments

Cancel

Setting up Chat

Here you can add a XMPP/Jabberchat, Slack, MS Teams or rocket.chat account.
For exact steps, go to the Add a Chat account section.




New Account

Set up an account

G Automatic Setup

B4 mai

g Chat / Group Chat

AMPP /[ Jabber Slack Teams

Calendar

% Contacts

Back

Cancel




Setting up your Calendar

Set up an account
O Automatic Setup
< wmai
g Chat / Group Chat

Calendar

31 yahoo! ‘o

Google Calendar Yahoo! Calendar iCloud Calendar

o]
[ Contacts

New Account

fruud’

Fruux Calendar

CalDAV

Back Cancel

CalDAV / CardDAV

CalDAV is a calendar sharing service and CardDAV allows you to share your contacts. In order to set
up a CalDAV / CardDAV account, you first have to have a CalDAV / CardDAV account on your mail

server (e.g. IceWarp eMail server).

Enter the account name, password and its internet location, and you are done!




New Account

@ Server information Server information

Enter your CalDAV/CardDAY account settings.

Account address URL (f.e. http://www.example.com/.well-known/caldav):

Back Cancel

Setting up Contacts

Here you can set up synchronization with your Google contacts, Yahoo contacts, iCloud Contacts
and Fruux Contacts. Please note that, in the case of Google, it's Google's native technology,
whereas in the case of Yahoo and others, this service works on CardDAV technology.



New Account x

Set up an account

Automatic Setup

Mail

Chat / Group Chat

U XK o

Calendar

Contacts

@ © - e 0

Google Contacts Yahoo! Contacts iCloud Contacts Fruux Contacts CardDAY

Do

Back MNext Cancel
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Accounts

If no existing accounts are detected, the account wizard will appear automatically, as you can see in
the following picture.

New Account x

Set up an account

O Automatic Setup

Enter your email and press Start.

[ |

Mail

Chat / Group Chat

B U X

Calendar

Contacts

Do

Back Cancel

Otherwise, the path to create a new account is Menu -> Accounts and then click on New account...

4+ Add account
button.

To add a new account click on Menu in the top left and in the drop-down menu select Accounts.
You will see the following account management window.



Accounts x

+ Add account ﬁ Set as default Save As E%E OR Export ]E[ Remove &

) General IMAP SMTP CalDAV / CardDAY XMPP Diagnostics
& Jerryclark@xlsolar.com
Mail, Calendar, Contacts, Chat, Mot...

jerry.clark@x1solar.com

Jerry Clark

jerry.clark@x1solar.com Aliases...
Authentication

jerry.clark@x1solar.com

L1 1111}

Copies

Send
Save copy of sent messages to "Sent” folder
Signing and Encryption

Encrypt messages by default
Digitally sign messages by default

Include certificates/keys in cutgoing messages

Here you can create new accounts, delete existing accounts or select your default account.

Please note the two arrows in the Accounts window toolbar. These can change the order of
accounts which will affect the order of the folders in the main window on the left.

Create a new account

Click on +Add account to create an email, calendar, contacts, chat or any other account. You can
read more about creating new accounts in the section: Create New Account .

Account Avatars

On the right side of your account details you can see an avatar. Account avatars will help you
determine which email account your messages belong to in mixed views or search results. You can
also use them for quick navigation when using minimized left pane.

For more details on how to change the avatar please go to Edit Account .




Delete an existing account
To delete an account, select the account you wish to delete and click on Remove account button

]E Remove
. You will be prompted to confirm the deletion.

This action can endanger your data in case of POP accounts.

POP protocol downloads messages from your server into your device and deletes them from the
server - this means that deleting this account from your device might delete the only copy of your
messages.

We suggest making a backup or exporting your messages before deleting a POP account.

IMAP and Exchange Web Services accounts synchronize data with the mail server, removing
these accounts is therefor safe.

Set a default account

Select the account you wish to be set as your default account and click on Set as default

‘f:? Set as default
. The default account will be active when the application starts.

Default account will be used when a specific account cannot be detected for use. This means the
Default account will be applied to new messages, contacts, events, etc. when the focus is set in
Smart folders or Local folders.

If you default account does not have its own Calendar and Contacts services you can specify default
folders in the General tab of the Default account.
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Accounts

If no existing accounts are detected, the account wizard will appear automatically, as you can see in
the following picture.

New Account x

Set up an account

O Automatic Setup

Enter your email and press Start.

[ | =N

Mail

U K

Chat / Group Chat

Calendar

Contacts

Do

Back Cancel

Otherwise, the path to create a new account is Menu -> Accounts and then click on New account...

4+ Add account
button.

To add a new account click on Menu in the top left and in the drop-down menu select Accounts.
You will see the following account management window.



Accounts x

+ Add account ﬁ Set as default Save As E%E OR Export ]E[ Remove &

) General IMAP SMTP CalDAV / CardDAY XMPP Diagnostics
& Jerryclark@xlsolar.com
Mail, Calendar, Contacts, Chat, Mot...

jerry.clark@x1solar.com

Jerry Clark

jerry.clark@x1solar.com Aliases...
Authentication

jerry.clark@x1solar.com

L1 1111}

Copies

Send
Save copy of sent messages to "Sent” folder
Signing and Encryption

Encrypt messages by default
Digitally sign messages by default

Include certificates/keys in cutgoing messages

Here you can create new accounts, delete existing accounts or select your default account.

Please note the two arrows in the Accounts window toolbar. These can change the order of
accounts which will affect the order of the folders in the main window on the left.

Create a new account

Click on +Add account to create an email, calendar, contacts, chat or any other account. You can
read more about creating new accounts in the section: Create New Account .

Account Avatars

On the right side of your account details you can see an avatar. Account avatars will help you
determine which email account your messages belong to in mixed views or search results. You can
also use them for quick navigation when using minimized left pane.

For more details on how to change the avatar please go to Edit Account .




Delete an existing account
To delete an account, select the account you wish to delete and click on Remove account button

]E Remove
. You will be prompted to confirm the deletion.

This action can endanger your data in case of POP accounts.

POP protocol downloads messages from your server into your device and deletes them from the
server - this means that deleting this account from your device might delete the only copy of your
messages.

We suggest making a backup or exporting your messages before deleting a POP account.

IMAP and Exchange Web Services accounts synchronize data with the mail server, removing
these accounts is therefor safe.

Set a default account

Select the account you wish to be set as your default account and click on Set as default

‘f:? Set as default
. The default account will be active when the application starts.

Default account will be used when a specific account cannot be detected for use. This means the
Default account will be applied to new messages, contacts, events, etc. when the focus is set in
Smart folders or Local folders.

If you default account does not have its own Calendar and Contacts services you can specify default
folders in the General tab of the Default account.
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Creating a New Account

New Account x

Set up an account

G Automatic Setup

Enter your email and press Start.

Mail

Chat / Group Chat

U K

Calendar

Contacts

Do

Back Cancel

When setting up a new account, you can choose from several options:

- Automatic setup - In most cases eM Client enables you to set up your account automatically
with just two simple steps - entering your email address and the password. We strongly recommend
using this method of setting up your account unless you possess thorough details about your
account's settings. The first step is typing in the email address of your existing email account as
well as the account password. The rest of the automatic setup is realized in 3 steps:

o server settings for pre-defined service providers
e try to use Auto-discover protocol
o try to detect server setting by special heuristics

- Connecting to standard email servers: eM Client will attempt to automatically retrieve the
server settings (this works for the most frequently used email servers i.e. Gmail, Yahoo etc.)

- Auto-discover technology: If eM Client is unsuccessful with the first attempt, it will try to use
the so called auto-discover technology, which basically tries to assess the predefined credentials of
email servers. This service is fully automatic and it can autonomously detect the settings if the
correct email information is provided.




- Predicting less usual email servers: In this case, the application tries to search for access
to your account details on the internet, it works on predicting how the address of your email
provider is realized. (For example, this service will be utilized in the cases when a private
company's email addresses will be prompted to set up.)

If all three services fail you will be prompted to specify the settings manually. Learn more about
setting up email manually here.

Automatic Account Setup

Step 1 - Account Details

In this dialogue you can enter additional information regarding your new account, such as the
account name and the name that you would like to be displayed in the "From" field of your outgoing
messages.

New Account x

@ Account details Account details

Enter additional information about your new account.

[Jerr}r Clark

jerry.clark@x 1sclar.com

Back Cancel

Step 2 - Set up Encryption (optional)

Next you’ll be asked if you want to set up PGP encryption for your account. This is an advanced
feature which encrypts your emails to provide better security and privacy. If you would like more
information on how to set up encryption, you can read about it here. Otherwise, simply click
“Continue without encryption” to continue setting up your account.



@ [”(-'prt%f).'? Protect your communication and data in this account with PGP encryption technology

wvacy with PGP encryption.

s account and want to import it

Back Cancel

Step 3 - Finishing up

Here you can enable/disable services for this account (Mail, Calendar, Contacts, Chat). These
settings can be changed at any time in Menu > Accounts.

Depending on if you chose a POP3, IMAP or Exchange incoming server, the final
options will change.

Sync Options

Message sync time period:This setting allows you to synchronize only the newest emails from
your server with a custom-set time frame.

The default option is to synchronize messages from All time, which will pose no limit on your
messages, all the ones on your server will be synchronized with eM Client.

In case you want to keep only the latest in the app, you can choose from Last 1 day, Last 3
days, Last week, Last 2 weeks, Last month, Last 3 months or Last year.

In case you need to check your older emails, at the end of the message list is a button Load more.
It allows you to download some of the older messages or all messages if the need arises.

Download options allow you to choose if you’d like to download messages so you can read your
previously received emails even when you're not connected to the internet (you will still need to
reconnect to the internet in order to receive new messages) and you can choose if you'd like the
search option to also work for your email attachments.




Finally, you can click on the Finish button to start using the application with your newly added

account.

New Account x

Almost there!
When you're all set, click the Finish button to create the account.

Account avatar

® Change...

Services

Mail
Chat

Calendar and Contacts
Sync Options

c time period: | All time ™

Download messages for offline use and to search in message bodies

Include attachments to search in attached documents

Back Cancel

Setting up particular email addresses:

In this section, you can select particular email accounts that you would like to set up. The first five
email providers displayed will always be the most used ones in the location where you currently are.
These five displayed providers will also always have predefined configuration and their server
settings will be retrieved automatically.



New Account x

Set up an account

{} Automatic Setup

B4 mai
|V[ ﬂ'j yahoo! e Bg‘] eoe
Gmail Qutlook.com Yahoo! Aol Exchange Other

m Chat / Group Chat

Calendar

@)
[ Contacts

Cancel

Manual Account Setup

In case the automatic setup didn't work or your email provider isn’t shown, click on the Other
button to manually set up a different email account. In this case, the setup will be a little more
complex. It's performed in seven steps and you will be asked to fill in all the email settings. You can
find out your account’s server settings by asking your email provider.

Step 1 - Identity:
Enter your email address to begin.




New Account

@ Identity Identity

Enter your email address,

Email address [jerr}nclark@ﬂsolar.con{

Back Cancel

Step 2 - Account type and incoming server information
Select if your incoming mail server type should be POP3 or IMAP.

Enter your incoming mail server address.

Enter your username (usually either the whole email address or just the part before the @ sign
depending on the provider) and your email account password.



New Account *

Incoming server

@ Incoming server - )
nCcoming server

Select the type of incoming server you're using.

©rProrz  IMAP

Server address

Enter the name of your incoming mail server (for example "mail.example.com”).

coming server: | popx1solar.com

Authentication
Enter your user name (if it differs from the email address).

sername:  jerry.clark@x 1solar.com

Back Cancel

Step 3 - Outgoing server information

Enter your outgoing mail server address. This section could be prefilled based on what you entered
for your incoming mail server, but it's possible that you'll need to change it to something else
depending on the provider.

Your username and password will also be prefilled based on your answers in Step 2. Usually the
credentials stay the same.



New Account *

Outgoing server

Server address
@ Outgoing SENVer Enter the name of your outgoing mail server (for example "mail.example.com”).

Jutgoing server x1sola.onice.io

Authentication

Enter your user name (if it differs from the incoming user name).
jerry.clark@x 1sclar.com
assses

Qutgoing server doesn't require authentication

Back Cancel

Step 4 - Testing configuration

During this step, your configuration will be tested. If your account details were typed in correctly, a
green checkmark will appear. If there are some problems with the configuration (for example if your
password was not entered correctly), a red cross will be displayed (as you can see in the picture).
You can always change your configuration by clicking on the Fix button.



New Account X

Test configuration

SMTP
& ok

@ Test configuration .
POP3

@ ok

Ignore test results (account might not work correctly).

Back Cancel

Step 5 - Adding additional information about your new account:

In this dialogue you can enter additional information regarding your new account, such as the
account name and the name that you would like to be displayed in the "From" field of your outgoing
messages (e.g. jerry@x1solar.com)



New Account

Account details

Enter additional information about your new account,

[Jerr}r Clark

Account name:  jerry.clark@x 1sclar.com

Back Cancel

Step 6 - Set up encryption (optional)

Next you’ll be asked if you want to set up PGP encryption for your account. This is an advanced
feature which encrypts your emails to provide better security and privacy. If you would like more
information on how to set up encryption, you can read about it here. Otherwise, simply click
“Continue without encryption” to continue setting up your account.



New Account x

Set up encryption

Protect your communication and data in this account with PGP encryption technology.

Learn more

Create encryption keypair

J

| want to protect my email privacy with PGP encryption.

Encryption =

Import existing PGP keypair
L= | already have a keypair for this account and want to import it.

Continue without encryption
- | don't want to encrypt my emails for now.

Back Vex Cancel

Step 7 - Finishing up

Account avatar - Choose which image you'd like to have to represent your newly added account.
You can choose from one of our default avatar images or select your own custom image by
uploading it from your computer.

Depending on if you chose a POP3 or IMAP incoming server, the final options will
change.

POP3 option:

On this final screen you can specify if you want the application to create a separate folder tree for
the messages for your POP3 account, or if the messages should be stored in Local Folders.




New Account

Almost there!
When you're all set, click the Finish button to create the account,

Account avatar

‘ ' Change...

Account folders location:

° Create separate folder tree for messages.

Store messages in Local Folders,

Back Cancel

IMAP option:

Sync Options allows you to choose if you'd like to download messages so you can read your
previously received emails even when you're not connected to the internet (you will still need to
reconnect to the internet in order to receive new messages) and you can choose if you'd like the
search option to work for your email attachments.



New Account

Almost there!

When you're all set, click the Finish button to create the account,

Account avatar

’:‘ Change...

Sync Options

Message sync time period: | All time
Automatically download messages for offline use and search

Download scope: | Full messages without attachments

Cancel

Setting up Chat

Here you can add a XMPP/Jabberchat, Slack, MS Teams or rocket.chat account.
For exact steps, go to the Add a Chat account section.




New Account

Set up an account

G Automatic Setup

B4 mai

g Chat / Group Chat

AMPP /[ Jabber Slack Teams

Calendar

% Contacts

Back

Cancel




Setting up your Calendar

Set up an account
O Automatic Setup
< wmai
g Chat / Group Chat

Calendar

31 yahoo! ‘o

Google Calendar Yahoo! Calendar iCloud Calendar

o]
[ Contacts

New Account

fruud’

Fruux Calendar

CalDAV

Back Cancel

CalDAV / CardDAV

CalDAV is a calendar sharing service and CardDAV allows you to share your contacts. In order to set
up a CalDAV / CardDAV account, you first have to have a CalDAV / CardDAV account on your mail

server (e.g. IceWarp eMail server).

Enter the account name, password and its internet location, and you are done!




New Account

@ Server information Server information

Enter your CalDAV/CardDAY account settings.

Account address URL (f.e. http://www.example.com/.well-known/caldav):

Back Cancel

Setting up Contacts

Here you can set up synchronization with your Google contacts, Yahoo contacts, iCloud Contacts
and Fruux Contacts. Please note that, in the case of Google, it's Google's native technology,
whereas in the case of Yahoo and others, this service works on CardDAV technology.



New Account x

Set up an account

Automatic Setup

Mail

Chat / Group Chat

U XK o

Calendar

Contacts

@ © - e 0

Google Contacts Yahoo! Contacts iCloud Contacts Fruux Contacts CardDAY

Do

Back MNext Cancel
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Edit existing accounts

General

General

Account name: “err}r.clark@x'lsnlar.cnm

Mame: | Jerry Clark

Email: jerry.clark@x1solar.com Aliazes...

Authentication

Login name: | jerry.clark@x1solar.com
Password: | #eeses
Copies
Bee address:

Send
save copy of sent messages to "Sent” folder
Signing and Encryption

Encrypt messages by default
Digitally sign messages by default
Include certificates/keys in cutgoing messages

Services

@ XMPP
SMTP
IMAP

CalDAY / CardDAY

Include when sending/receiving emails




In the Account name field, enter a label for the account. It will not appear on your outgoing
emails, and is useful if you have multiple accounts.

In the Name field, enter the name which will be displayed in your outgoing emails and will be seen
by their recipients.

In the Email field, enter your email address.

Click Aliases.. to manage both your server-set aliases or to manually add those that this account
can use. You will then be able to select these aliases as a From email address.

+Add Alias button alows you to connect other aliases from other services or set just the ones you
plan to use and uncheck the option Use the following aliases from linked accounts, which is
a list of aliases synchronized from the server.

Email address aliases x

- 7 Edit U] Delete T L

Aliases ) )
“lerry" <jerryclark@gmail.com:

Use the following aliases from linked accounts
“lerry Clark" <jerry.clark@x 1sclar.com:>

"Jerry Clark" < clark@x 1sclar.com=

Allow Catch-All aliases

Ok Cancel

In the Login name, enter your login name for that account.

In the Password, enter your password for that account.

Note: Accounts set up using oAuth authentication (via external window) will not

have the Authentication section available, as a secure login token is used instead of
actual username and password.




The Copies field you can set Bcc email address to automatically make blind copies of your
messages - the actual recipients in the To and Cc fields will not see this copy.

In the Send field you can decide if you want to save a copy of sent messages for this account
in Sent folder or not.

Signing and Encryption is for custom settings of your PGP or S/MIME encryption of this account
- you can also change this setting in Account policies.

For accounts without native Calendar, Contact and Task services, meaning you only have the Mail
service available, you will be able to set Default Folders. Select folder for incoming scheduling
messages, taska and contacts by clicking on Select... button and choosing your preferred folder.

Under Services you can disable or enable any of the available services for a given account. For the
default account you will not be able to disable incoming and outgoing mail service, as the default
needs to have both to work correctly.

The box "Include when sending/receiving mails" is checked by default, you can uncheck it to
temporarily stop using the account (though IMAP and EWS messages will still update when the
server sends any new information).

SMTP

SMTP

[x'lsu:ula.u:unice.iu:u

587
Force usage of S5L/TLS
Authentication

Server requires guthentication
Use identity credentials
Q Use these credentials:

jerry.clark@x 1solar.com

In the Host field, enter the address of your outgoing server.

In the Port field, specify the port number to be used by the SMTP protocol. Default is port 25 . You
can read about email protocols in Advanced Information.

In the Security policy field, select a security protocol. Read more about Security Protocols.




Select Authentication method: Use Identity credentials or manually fill in user name and
password.



IMAP

IMAP

Server
Host: [P'Isu:ula.u:unice.iu:u
Port: | 993
Security pelicy: | Use S5L/TLS on special port (legacy)

Authentication

Use identity credentials

o Use these credentials:

Uszer name: | jerry.clark@x1sclar.com
Password: | esesss
Sync Options
Message sync time period: | All time
Autormatically download messages for offline use and search

Download scope: | Full messages without attachments

Enable raw download (entire messages at once)

Special Folders

Automatically detect special folder names

Sent: | 5ent
Drafts: | Drafts
Trash: | KoS
Junk: | Spam

Archive: | User Archive

In the Host field, enter the address of your incoming server.



In the Port field, specify the port number to be used for IMAP protocol. Default is Port 143. You can
find out more information on Email protocols in Advanced Information.

In the Security policy field, select the type of security protocol the server uses. For more
information, check out_Security Protocols.

Select Authentication method: Use Identity credentials or manually fill in login name and
password.

You can select Download messages for offline use to download email messages to your computer
when you are connected to the internet, making the emails fully readable when you work offline.

Checking the option Include attachments and images will download not only the messages but also
the attachments and images for use while offline.

By checking Automatically detect special folder names the folder names for incoming emails will be
detected automatically. You can also enter your custom settings into the following fields: Sent,
Draft, Trash, Junk.

Sync Options

Message sync time period:This setting allows you to synchronize only the newest emails from
your server with a custom-set time frame. You can change the time frame here at any time.

The default option is to synchronize messages from All time, which will pose no limit on your
messages, all the ones on your server will be synchronized with eM Client. In case you want to keep
only the latest in the app, you can choose from Last 1 day, Last 3 days, Last week, Last 2
weeks, Last month, Last 3 months or Last year.

Download options allow you to choose if you’d like to download messages so you can read your
previously received emails even when you're not connected to the internet (you will still need to
reconnect to the internet in order to receive new messages) and you can choose if you'd like the
search option to also work for your email attachments.



POP3

x1sola.onice.io
110

Use S5L/TLS if available
Authentication
o Use identity credentials
Use these credentials:
jerry.clark@x 1solar.com
I
Server settings

Leave a copy of messages on the server

Bernove from server after | 7

Remove from server when deleted from "Deleted” folder

In the Host field, enter the address of your incoming server.

In the Port field, specify the port number you want to use with the POP3 protocol. Default port
number is 110. You can find more information on email protocols in Advanced Information.

In the Security policy field, select the type of security protocol you wish to use. Find out more
about Security Protocols.

Authentication - select between using your account credentials, or manually filling in the user
name and password.
Server settings

Leave a copy of messages on the server - eM Client will keep a copy of your emails on the
server after downloading them into your computer.

Remove from server after x days - when checked, eM Client will remove your emails from the
server after a specified number of days after they are downloaded to your computer.

Remove from server when deleted from "Deleted" folder - your emails will be removed
from the server when you delete them from the Deleted folder.



Tip: For POP3 Email users, it is safer to have the "Leave a copy of messages on server" box
checked. Make sure that you check the space left in your mailbox from time to time.

You can learn more about email protocols in chapter Email Protocols.



Chat

EMPP

Host: | x1sola.onicedo

Port 5223

x1salar.com

Authentication

Use identity credentials

o se these credentials:

Jser name: | jerry.clark

Use legacy SSL

Miscellaneous

Disable Message Archive Management

Server
In the Host field, enter the address of the XMPP host server.

In the Port field, enter XMPP service port value, you wish to be used. Default XMPP service port
value is 5222.

Authentication - Select between using your identity credentials, or manually filling in the
user name and password.

Check in SSL (Secure Socket Layer) if you want your messages to be encrypted. This should be
checked if you want to keep your data secure.



CalDAV/CarDAV

CalDAV / CardDAY

Server

Address (CalDAV / CardDAY Url): | hitps://x1sola.onice.io/webdaw/

Authentication

Anonyrnous
Use identity credentials

o Llze these credentials:

ser name: | jerry.clark@x1solar.com
Password: | ssesss

Scheduling

Always use client for scheduling

Default Folders

Calendar: | /Calendar

Contacts: |/Contacts

Tasks: /Tasks
Motes: /Motes
Delegation

Accounts Yyou Can access

Change who can access your account:

CalDAV is the standard calendar and personal data sharing protocol
Protocols.

Select...

Select...

Select...

Select...

Show...

Edit...

. Read more about Calendaring



Server

In the URL field, enter the CalDAV/CardDAV server address you want eM Client to synchronize your
calendar with.

Tip: For Gmail users, the URL address is

https://www.google.com/calendar/dav/yourusername@gmail.com.

Authentication

Select a method of Authentication - Anonymous or manually specify login name and
password.

Default Folders
Select the default calendar to which mail invitations to Events, Tasks and Contacts will be saved.

Delegation

This option will enable you to entrust other users with the privilege to share Calendar and Contacts
with you. You can specify accounts you can access as well as users who can access your account.






Diagnostic

Diagnostics

On this page you can verify your account settings and atternpt to fix potential problems,
MAP

0 Unknown

SMTP

0 Unknown

Diagnose
Diagnostic logs

Enable diagnestic logs for:
IMAP
SMTP
CalDAV f CardDAY
XMPP

Advanced Options

In this section you can troubleshoot your account settings and attempt to fix potential problems
with the setup.

The Diagnose button will prompt eM Client to try different Port settings to connect to your server.

Accounts that do not use direct password login will not have the Diagnose option available, as the
authentication token is connected to specific settings.

You can also specify for which of the following would you like to enable diagnostic logs: SMTP, IMAP,
XMPP, CalDAV / CardDAV.
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Settings

eM Client offers a wide range of settings that allow users to customize even the most technical
details under the hood and tailor the program to their preference.

To access Settings, click Menuat the top and then select the Settings... option from its drop-down
menu.

The Settings window:

Settings X

v Apply o, Impett T, Export  B& OR Export
Genera
Appearance

Ma

KO m

Signing and Encryption

Calendar

[

Contacts

[ EE Do

Mo section is selected

In the top menu, you have the Save & Close button on the left side to save any changes made to
the Settings.

The Apply button can be used to save any changes you made, the difference is that you will see
the new changes but the Settings window will stay open.

Import and Export can be used to import and export these settings from/into a XML file for
import/export into different eM Client app on another device.

QR Export is used primarily tp export your data into mobile devices - read more about this feature
here.

On the right side you have a Search filed that can be used to easily find specific settings if you are
not sure which section to look into.

Settings are divided into 12 sections, while each of the sections contains several subsections to
make it easy to customize the app.
General:

¢ General

e Language



¢ Notifications
¢ Confirmations

e Reminders

o Storage

e Password protection
e Backup

o Print

e Spell Checker
e Shortcuts
e Folders

e Swipe
Appearance:

e Themes

e Layout
e Lists

e Toolbars
Mail:

e Read

e Conversations

o Categories

¢ Send
e Compose

e Replies and Forwards

¢ Templates and Signatures

e QuickText

e Privacy

o Blacklist and whitelist
e Receipts

e Attachments

¢ Automatic archiving

¢ Translation

e Watch for Reply

o Artificial Intelligence

Signing and Encryption:

¢ General

e Account policies

o Certificates and Keys

e Key Lookup Services




Calendar:

e General

e Weather
Contacts:

e General
Tasks:

e General
Chat:

e General

Online Meetings:

e General
Widgets:

e General
Advanced

e Loggin

You can switch between these sections and subsections by clicking on the bookmarks in the left-
most vertical panel of the Settings window. When you click on any of these bookmarks, the central
panel of the window will change and it will display the settings of the selected section.
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General

The General subsection of the general section of the Settings window contains four sub-panels:
General,Synchronization, Operations Window, Default Email Application:

Settings x

W bpply 4, Import T, Export  B& OR Export

v [E Genera General
Bl General Minimize application to tray
@ Language Close application to tray
[ Notifications Run on system startup

@ Confirmations Empty trash on exit

Delete spam on exit olderthan | 30 days
Q Reminders
Show on startup: | Inbox

E Storage \
A Password Protection Synchronization
Eé) Backup Download messages from POP3 accounts at startup
_ 7 o .
= print @ Synchronize items every | 10 minutes

Spell-Checker Operations Window

Show window on send and receive

e
& Shortcuts
O
L]

Folders Hide window when send and receive completes
7 Swipe Show window when an error occurs
’ @ Default Email Application
> B Ma This application is not the default mail handler,
> (1 Signing and Encryption Make default

> Calendar
> [% Contacts
> Tasks

> B Notes

> D Chat

General

Minimize application to tray

Usually, the default behavior of an application window when minimized (e.g. by pressing the
minimize [dash] button in the top right corner of application window), it goes to the taskbar. But
when this field is checked, the application will minimize to the tray at the lower right corner of the
taskbar instead. To restore the application window simply double-click the application's icon (in the
shape of orange envelope) in the tray.

Close application to tray

When checked, the application will minimize to tray (instead of closing) when you click the
close button (cross). To restore the application window simply double-click the icon in the
tray.



Run on system startup
By checking this option, eM Client will automatically start on Windows startup.

Empty trash on exit

By checking this option you will set the application to automatically empty the trash when you exit
the application.

Delete spam on exit older than X days

All messages older than the specified amount of days will be deleted from all recognized Junk E-mail
and Spam folders.

Show on startup

Here you can choose (from the following drop-down menu) what you want to display in the
central panel upon startup.

[Inl::n:ux

Inbox

Glebal Inbox
Global Unread
Calendar

Tasks

Contacts
Motes
Attachments
Widgets

Last selected folder
Specific folder...
Favorites...
Search folders...
Tags...

Inboxes

Chat

Synchronization

Download messages from POP3 accounts at startup
When checked, the application will automatically synchronize your items at startup.



Synchronize items every X minutes

Check this field to automatically synchronize your items in every X minutes . This action will be
performed every given humber of minutes and you can change this frequency in the numeric field to
the right of the checkbox.

Note: IMAP and EWS accounts will synchronize even outside of this interval if the server
pushes an update.

Operations Window

Show window on send and receive

When checked, an Operations Window will appear displaying the operation details during sending
and receiving Emails.

Hide window when send and receive completes

When checked, the Operations Window will close itself automatically after sending and receiving
Emails.

Show window when error occurs

When checked, the Operations window will only appear when encounters errors during sending and
receiving Emails.

Default email application

Click on Make default button to make this product the default email client or bring you to system
settings where you can set it.
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Language

In this section you can select the application language for the program. You don't need to restart to
have the change apply - simply select the new language and click Apply or Save & Close.

~ [B General
El General
@ Language
D Motifications
@ Confirmations
Reminders
Storage

Password Protection

d % M O

Backup

[ J

Print

®
]
a

Spell-Checker

Shortcuts

o @ <

Folders

€

Swipe
> @ Appearance
> B Mail

> & Signing and Encryption

oy

Settings

v Apply b, Import T, Export

Languages

Current language:  English

List of installed languages:
Language

English

Catalan

Chinese (Simplified)
Croatian

Czech

Danish

Dutch

French

German

Greek

Hungarian

[talian

Japanese

E‘E QR Export

Created by

e Client

eM Client

eM Client

eM Client

eM Client

eM Client

eM Client

eM Client

e Client

eM Client

eM Client

e Client

eM Client

Version

10.0.3530.0

10.0.3085.1

10.0.3504.0

7.2.33404.0

10.0.3504.0

10.0.3504.0

10.0.3504.0

10.0.3504.0

10.0.3504.0

10.0.670.0

10.0.3504.0

10.0.3504.0

10.0.3085.0
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Notifications

The Notifications Settings window:

Settings x

« Apply  d, Impot T, Export  B& OR Export

” El Genera Default Settings
El General
@ Type (3 [J ) Seundfile
Language

Incoming mail [_,E D ‘:]’) C\Program Files (x86)\eM ...\new_mail.wav E
D Motifications

Chat message [_,E D ‘:]’) C\Program Files (x86)\..\ChatMessage.wav E
@ Confirmations

Incoming file [_,EI D ':]’) C\Program Files (x86)\eM ...\new_mail.wav E
Cl Reminders

Change chat status to Away [@ @) C\Program Files (x86)..\ContactOnline.wav E
E Storage

Change chat status to Do not disturb [@ @) C\Program Files (x86)..\ContactOnline.wav E
4@ Password Protection

Change chat status to Free for chat @ E*) C\Program Files (x86)..\ContactOnline.wav E
E{, Backup

Change chat status to Mot available [@ @) C\Program Files (x86)..\ContactOnline.wav E
= Print

Change chat status to Offline @ @) CMProgram Files (x86)..\ContactOnline.wav E

? Spell-Checker
[_.ﬁ Show popup windows

D Show notification icon in the tray area

Al

~

@ Shortcuts
07 Folders ) Play sound
@—)

Swipe Hide popup window after | 6000 milliseconds

Disable notifications while fullscreen application is detected.

> €7 Appearance
> B Ma @ Sound @ Popup

Use system notifications

Disable the following notifications when the main application window is active:

> [ Signing and Encryption

en

You can use default settings or modify the settings for all enabled accounts separately.

An icon without a red cross means direct settings and an icon containing the red cross
means explicitly forbidden.

You can set three forms of notifications, Popup windows, notification icons in tray and
playing sounds.

e Notification icon in the tray area is discrete and the least intrusive, suitable for less important
events.

e Show popup windows will display a popup window containing all the relevant information
about the event.

e You can specify a different sound file to be played for each type of event by choosing the
option Play sound.
You can disable notifications when a full-screen application is detected running on the computer by
checking the appropriate box.

You can cause pop-up windows to be hidden after a certain period of time by checking the
appropriate field and specifying the time value in milliseconds.



There are many types of actions that you can set notifications for. You may choose a combination of
notifications for each event according to their level of importance to you.

Moreover, you can disable /enable the appearance of sound and popup notification while the main
window is active.
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Confirmations

In this menu you can specify (by checking/un-checking the appropriate field) which actions will
require confirmation by the user and when the user will be notified of important events.

!

Genera

El General
@ Language
D Motifications

@ Confirmations

" Apply

Settings X

ok, Import T, Expot  B& ORExport

Confirmations
Ask before deleting folder
Ask before Drag 8 Dropping folder
Ask before deleting mail
Ask before deleting mail permanently

Ask before deleting event

f;l Reminders
Ask before deleting contact
E Storage
Ask before deleting task
4@ Password Protection @ Ask before deleting note
Eé’ Backup @ Ask before deleting attachment
=P Print @ Ask before deleting rule
%% Spell-Checker & Ask before deleting Quick Action
@ Shortcuts Ask before deleting QuickText
b A ore deleting signature
Ask before deleting sig
D Folders
Ask before deleting template
& Swipe
Ask before emptying trash
> @ Appearance Ask before applying a rule on messages
> B Ma Ask before modifying mail properties
9 Asl ore changing mail catego
Ask bef hanging mail gory
> @ s gning and Encryption
Ask before sending a message if Ctrl+Enter is pressed
? @ Calendar Ask before clearing log files
» % Contacts Motify if subject is not set when sending a mail
e L@ Motify when group header is selected in data lists for specific action
, Tacke @ Notify when group P
Motify if forwarding or replying to a message containing decrypted text
¥ Notes
E MNotify if sending a message larger than | 10 ME
> D Chat MNaotify if sending a mail without an attachment and words similar to "attachment” were found in the email
body
> Online Meetings
@ g Move to Junk Action: | Always Ask v
Lo ow
B Widgets Default rules scope: Always Ask v
R na o

Below the default settings for specific confirmation, you can find Move to Junk and Default rules
scopes options.

You can set up your Move to Junk Action by selecting one of the 3 options - 'Move to Junk', 'Move to
Junk and blacklist email' and 'Move to Junk and blacklist domain'.

Action that you select here will be automatically performed when you hit the Move to Junk button.




Always Ask ‘-’

Always Ask
Mowve to Junk
Mowve to Junk and blacklist email

Mowe to Junk and blacklist domain

Default rules scope is used when you create a quick rule via right-click on the message and use the
'Create rule from Message' feature. You can either create local rule or server rule for accounts which
can synchronize rules with the mail server, so your rule is applied no matter which device you check
your email on.

Default rules scope: [Alwa}rsﬁxsk V ]

Always Ask
Local Rule

Server Rule
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Reminders

In this menu you can adjust the behavior of Reminders.

~ [E] Genera
@ General
@ Language
[ Notifications
@ Confirmations
1 Reminders
E Sterage

4@' Password Protection

Ll

Backup

i J

Print
Spell-Checker

Shortcuts

0 & <&

Folders
™ Swipe

> @ Appearance

A

" Apply

Settings

ok, Import T, Export B QR Export

Show Reminders window instead of notifications
Show reminders on top of other windows

Automatically dismiss reminders for past calendar events

Default event reminder Set

Default task reminder Set

Reminders

Show Reminders window instead of notifications

By default event reminders are shown the same way as other notifications (set in Menu >
Settings > General > Notifications), but with this setting enabled you will be able to
manage all your reminders in one place and easily Dismiss them or postpone them via the

Snooze button.

Show reminders on top of other windows

This setting will ensure that the Reminders window pops up in the forefront so you don't

miss any events or important reminders.




Automatically dismiss reminders for past calendar events

This setting dismissed reminders for events that have already passed, for example if you
have an event set in the evening, you attend it before it pops up on your device, and then
open eM Client next day - the reminder will not show up even though you did not dismiss
it manually.

Default Reminders

Default event reminder
Set a default reminder time before the start of the event for all your calendars.
Default task reminder

Set a default reminder time before the start of the tasks for all your task folders.
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Storage

Here you can specify the path to the Database directory, in which all your data will be stored.

If you are moving the database you need to manually move the files - or eM Client will create a
new, empty database on the new location.

Save & Close

e El General
E| General
@ Language
D Naotifications
@ Confirmations
Reminders
Storage

Password Protection

d % M O

Backup

]

Print

®
]
a

Spell-Checker

Shortcuts

O ® <

Folders

G

Swipe
> @ Appearance
> B Mail

> Signing and Encryption

oy

v Apply b, Import

Database Location

Database directory: | C\Users\AppData‘\Roaming\eM Client

Please note: changing the database location will create a blank database. No data will be copied. If you want
to preserve your data, please copy all the data files from the previous location to the new one.

Settings

T, Export

88 OR Export

Changes will take effect after you restart the application.
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Password protection

In this section you can set up password protection when starting up the application by
checking/unchecking this option.

You need to create your password here. This password cannot be reset remotely, so make sure to
not forget or lose it.

Settings x

" Apply A, Import T, Export E‘E QR Export

- E| General Password Protected Startup

E| General
Use password protected startup

@ Language

D Notifications

Password: eeee

Confirm password: | #ees

@ Confirmations Mote: The password is used for startup protection only. The database itself is not encrypted.
I:l Reminders
E Storage

4.3 Password Protection

Ll

Backup

Print

[ J

Spell-Checker

Shortcuts

0 & <&

Folders
@_"]_) Swipe

> @ Appearance

> B Mail

> & Signing and Encryption

[N

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Backup

Here you can set up an E-mail backup.

Settings x
 Bpply 4, Import T, Export  B&i OR Export
v [ Genera Backup
G | i .
[ Genera Target directory: | £ |sers\DocumentsheM Client
Language

@ 9129 @ Enable periodic backup

(- Notifications Last backup date:  20/09/2024 9:44:53 am

@ Confirmations Frequency: 1day

f‘j Reminders

Preserve last: 1 backup

E Storage

4@ Password Protection

E{, Backup

Print

222 Spell-Checker

@ Shortcuts

El Folders

™ Swipe

> @7 Appearance
| v I
Target directory:
click on to select target directory for backing up your files.

Check Enable periodic backup to allow backup in your email client.

Frequency:

Set up your frequency of backup from the range of 1 day to 6 months. When the frequency which
you have chosen will elapse, eM client will ask you if you are willing to back up.

The time of backup can be changed in Windows Task Scheduler.

Preserve last:

You can select from 1 to 5 backups, which you would like to preserve saved and ready to be
restored if needed.

Note: eM Client supports Live Backup, so it can create backups while the program is running.
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Print

Here you can set up printing preferences.

Settings x

« fpply 4, Impott T, Export Bl OR Export

A El Genera Print

El General . .
Print each mail on a separate page

Language Print user name in page header

Motifications
Confirmations
Reminders
Storage

Password Protection

g% MO O O

Backup

Print
Spell-Checker
Shortcuts

Folders

[ @ <&

Check Print each mail on a separate page to set the application to print each mail on a
separate page when you are for example printing larger conversation.

Check Print user name in page header to adjust the application to display the application
account's name in the header of the printed page. This can be, for example, useful when various eM
Client users print emails on a single printing machine.
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Spell Checker

The spell checker can help you to avoid typos. It is turned off by default but you can simply turn it
on by checking the field Use automatic spell checker in individual areas. If you check this field,
make sure to choose the appropriate Language. Note, that you can use spell-checker also for Chat.

B save & Close

e El General
E| General
@ Language
D MNotifications
@ Confirmations
Q Reminders
E Storage
4@ Password Protection

E{, Backup

Print
257 Spell-Checker

@ Shortcuts
D Folders
™ Swipe

> 67 Appearance

> B Mail

Settings

 fpply b, import T, Export B OR Export

Default Spell-Checker Settings

Use automatic spell-checker

Language: | Application Language

Mail Spell-Checker

Use automatic spell-checker when composing message

Language: | Use Default Language Settings

Chat Spell-Checker

Use automatic spell-checker in chat

Language: | Use Default Language Settings

Download dictionaries...
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Shortcuts

In this section of general settings you can adjust various shortcuts that you want to function in your

application.

Shortcut section is divided into three subsections: Main, Mail and Send Mail.

To change a shortcut simply click on it in the list, and press the NEW shortcut you want to change
on your keyboard - eM Client will detect it.

~ El Genera
E| General
@ Language
D Motifications
@ Confirmations
Q Reminders

Storage

o [

Password Protection

Ll

Backup

Print

=
=
]

Spell-Checker

Shortcuts

O & <

Folders

&

Swipe
> G7 Appearance
> B Ma

> /@) s gning and Encryption

=]

v Apply b, Import

Shortcuts

v Main

Archive
Contacts

Copy

Copy to Folder
Cut

Delete
Documentation
Find

Find in Body
Flag

Forward
Forward as Attachment

Shorteut:

Reset to default Reset all to default

Settings

T, Export

B8 OR Export

Ctrl+Shift+A

Ctrl+B

Ctrl+C

Ctrl+Shift+C

Ctrl+X

Del

Fi

Ctrl+Shift+F

F4

Insert

Ctrl+F

Ctrl+Alt+F

Click on Reset to default to reset the single selected function (for example Paste, Find... etc.) to the

setting by default.

Click on Reset all to default to reset all shortcuts to the setting by default.

You can view all current shortcuts here - "Shortcuts" on page 6.
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Folders

In this section of general settings you can set which special folders to show or hide and set some
general settings for all folders.

r

v [E Genera
E| General
@ Language
| D Motifications
@ Confirmations
| Q Reminders
E Storage
P Password Protection
E{, Backup
'E' Print
Spell-Checker

Folders

v
S Shortcuts
|
L]

7 Swipe

@
[
» E‘| Signing and Encryption
@ Calendar
> 5 Contacts

| 2 Tasks

Show folders

« Inboxes - This seaction is for showing all accounts' Inbox folders, but separately.

o Favorites - Section for special global folders and for pinning any folders manually

e All Inboxes

e Outbox

e Sent

e Trash

e Drafts

e Junk Mail
e Unread

e Flagged

e Unreplied
e Snoozed

v/ Apply

Settings

A, Import T, Export E‘E QR Export

Show folders
Inboxes
Favorites

@ Al Inboxes
Outbox
Sent
Trash
Drafts

Junk Email
Unread
Flagged
Unreplied
Snoozed
@ Search Folders
Tags in Mail
Tags in Motes

Local Folders
Colors

Use folder colorfor | Icon enly

Tooltips

Show tooltip with items count



e Search Folders
e Tags in Mail

e Tags in Notes
e Local Folders

You can change these even in the main program window via right-click in the folder list.

Colors
Use folder color for sets the behavior for colored folders

e Ignore folder color
e Icon only
e Icon and text (excluding calendars)

e Icon and text

Tooltips

Show tooltip with items count - this option enables a pop-up tooltip when you hover over a
specific folder to show you the number of items in it.
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Swipe

Please note that swipe gestures are currently only supported for the Windows version of eM Client

on touch screen devices.

Settings

« bpply L, Import T, Export B OR Export

~ [E Genera options
Bl General @ Allow long swipe left
@ Language @ Allow long swipe right

E‘ Motifications
Mail

@ Confirmations

. Swipe left action: Delete
f‘j Reminders \

g Storage Swipe right action: | Flag

4@ Password Protection
Notes

m

Backup

. Swipe left action: Delete
Print

il J

®
m
o

Spell-Checker Swipe right action: | Forward

Shortcuts

Folders

G O ® <

Swipe

Swipe Options
This allows you to enable/disable long swipe mode for left or right swipes.

A short swipe gives you a chance to confirm if you want to take the swipe action by doing a short

swipe and then a tap on the icon that appears.

IVIOLLLISVY FELLY ~SHILIS b TS50 IVITSSaYT [EREF LT

Matthew Petty <emclien... Test Message 1/17/2018

A long swipe will take the swipe action without confirmation.
Matthew Petty <emchen... lest Message 1177208

Mail

Set the swipe actions in the mail view for left and right swipes.

Notes
Set the swipe actions in the Notes view for left and right swipes.

[E= T eI

728 B None

{28 B Mone
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Themes

In this menu, you can adjust the look of the user interface - you can choose among the
default themes Modern, Light, Dark, Classic, Arctic, Mystic, Pink, Bordeaux, System,
Red Effect, Blue Light, Aqua, Industry, Yellow Jacket, Green, Rose, and Viola themes,
create a new theme via Theme Editor based on existing theme or color, or import any
custom theme from a file with .emtheme extension.

Settings x

 fpply b, import T, Export B OR Export

> [El Genera Themes
v 7 Appearance v Built-in
$ Themes
Modern
E Layout ‘ by eM Client s.r.o.
= Lists
El Toolbars

Light
Ma — by eM Client s.r.o.

&4
> @ Signing and Encryption
]

-

» Calendar
Dark
> & Contacts by eM Client .r.o.
? Tasks
> El MNotes A
Classic
3 D Chat = by eM Client s.r.0.
> EJ Online Meetings
> gl Widgets Arcti
rctic
> @ Advanced - by eM Client s.r.o.

Import theme...  Theme Editor..  Advanced

The bottom of the window allows 3 options:

Import theme

Import a custom theme file with .emtheme file type, either one you created or edited, or one
downloaded from our Theme Gallery.

Theme Editor

This is a tool you can use to create or edit themes. You can also reach it via Menu > Tools
> Theme Editor menu.



https://www.emclient.com/themes

& Theme editor - 0O x

E Open + MNew S Apply / Pick Element

General

» Buttons
Datagrid
Pregresshar
Spinning wheel
Scrollbar
Tab control
Group box
Label
Link
Texthox

Tree view

Save

The save button allows you to save changes you made to your theme or save the theme into a new
file with the 'Save as' option.

Open
Open an existing .emtheme file for futher edits.

+New

Create a new theme, you will be able to make one from default themes using the Create from
existing option, Create from file based on an existing .emtheme file or Create from color,
which will automatically create a whole theme based on the color you pick from the color wheel. You
can then tweak details using the options in the left pane of the Theme editor window.



Mew theme - O %

Create a new theme

ﬁ Create from existing

Create a new therne based on an existing one
F__I Create from file

Jr Create a new theme from emtheme file

/ Create from color
Create a new therne from a single color

Back Cancel

Apply

Apply the changes you made in the Theme editor to the actual app - this way you can preview what
your current changes look like and you can keep editing or check if everything looks good.

Pick Element

If you need to edit a specific part of the app but cannot find the correct section in the left pane, you
can use this tool to click on the main app window and the Theme editor will take you to the correct
section.

The left pane you can go through the list of options to customize specific elements of the user
interface. The panel on the right will show you preview of which type of element you're editing and
you can see the changes to these specific details.

Advanced
This button contains additional options for the Themes settings.

By clicking on the Advanced button following context menu will appear:

Save current theme as...

Change theme directory...
You can Save current theme as(however modified) into a file by clicking the appropriate option.
You can later customize this file by means of simple XML editing or open the file in Theme editor.
Change theme directory... changes the folder in which the theme files are saved.
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Layout

In this section you can select if you would like to have the messages displayed on the bottom, on
the right or if you would like to have the messages panel off.

You also can choose between three options of the visual display of your sidebar. If you check the
option Expanded your sidebar will appear in its full size on the right-hand side. By checking options
Minimized and Hidden you can make your sidebar minimized (so it is still available via single click)
or completely hide it from the main screen.

Settings x

« Apply  d, Impot T, Export  EF OR Export

> E| Genera Layout
v ¢ Appearance Messages on the bottom
E Themes °Message5 on the right
E Layout Messages panel off
= Lists .
Sidebar
El Toolbars
°§xpanded
> B Ma Minimized
> (A Signing and Encryption Hidden
> fi@ calendar
> & Contacts
> Tasks
> [B Netes
> [ Chat
> EJ Online Meetings

> B Widgets

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Lists

In this menu you can specify the appearance settings for the individual parts of the application. The
changes you will make here will show in following parts of the application: General, Mail,
Calendar, Tasks, Contacts, Sidebar. Using these options you can customize the appearance so
that it fits your personal preferences.

The settings and options you choose here will affect the appearance of the information displayed in
all parts of the application (in messages, calendar etc.)

Settings x

« Bpply 4, Import T, Export B OR Export

u El Genera tem Lists

- @ Appearance Use alternating colors for rows
B3 Themes Show grid lines
E Layout Use color of tag as text color
= Lists Allow in-cell editing

7 Toolbars Scrollbar style: | Use setting from theme

&4
> @ s gning and Encryption
i

Item lists font: Segoe UI, 9pt Select...
» Calendar )
Item lists group font: | Segoe Ul Semibold, 10pt Select...
> [% Contacts
Folder lists font: Segoe UI, 9pt Select...
? Tasks
Row Dimensions
> @ Motes
b D Chat Item lists row height: 32 pixels
3 |g| Online Meetings Item lists multiline line height: 21 pixels
3 ED Widgets Item lists groups header height: | 37 pixels
> 8} Advanced Folder lists row height: 30 pixels
ndentation
Folder lists indent: | 7 pixels

Reset to default

Item Lists Properties

Use alternating colors for rows - if checked, the messages in the list will be displayed on a
background of alternating colors.

Show grid in list - by checking/unchecking this option, you can show/hide a grid in the list of
messages. This grid is more visible if you uncheck the previous option.

Use color of tag as text color - by checking this option you can choose if you would like to
display the text of an entry in the same color as is the entry's tag in which it is classified.

Allow in-cell editing - this option applies for editing in main window. If checked, you will be able
to edit the parameters of the items (contacts, events, tasks) inside the appropriate cell.



Scrollbar style - instead of using themes, you can now manually switch the scrollbar style in
settings:

e Use setting from theme

e Use narrow scrollbars

e Use wide scrollbars

Fonts

Item lists font: Font for the items listed in the lists for the given items - emails, events
in Agenda, etc.

Item lists group font: Font for the group in the list, such as 'Today' 'Yesterday' in emails when
emails are grouped by received date.

Folder list font: Font for the folder list on the left side.

Row dimensions

Item lists row height: Row height for the items in the lists in single-line layout.

Item lists multiline line height: Row height when Compact version of the mail list is used
Item lists group header height: Row height for the group header.

Folder lists row height: Row height for the folder list on the left side

Indentation
Folder lists indent: Set the indent of the folder list for subfolders in pixels.

The Reset to default button will change all settings in this section to the default amounts.
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Toolbars

There are many toolbars which exist in eM Client and some of them (especially for Mail) have so
many available options that we let users customize them to fit their specific needs.

Settings x

 fpply L, import T, Export B OR Export

> El Genera Toolbars
7 @ Appearance Main Toolbar Customize...
5 Themes
Mail Compose Window Toolbar  Customize...
E Layout
Mail Detail Window Toolbar Customize...
= Lists
El Toolbars Toolbar Alignment
y BR Ma Main toclbar alignment
OCenter
» Encrv
& s gning and Encryption Left
> F:;| Calendar Other teclbars alignment
- Center
> [% Contacts O
Left
> Tasks
> El MNotes
> [ Chat

> EJ Online Meetings

Main Toolbar
This is the Main Toolbar that appears at the top of the Mail View in eM Client.

| <O Refresh ~ [C:\ Reply v €A Replyall v & Forward v [ Mark v [ Archive T Snooze v & QuickActions v [I] Delete J

Mail Primary Other " Welcome to eM Client @ <

By clicking Customize... you can change which buttons appear in this toolbar and in what order. The
options are a bit different in other sections, but each one can be customized.



Customize X

Available tems: [terns to show:

Forward as Attachment Reply

Forward as Original Add — Reply All

Resend Forward

~ Remove

Flag Mark

Mark as Read Archive

Mark as Unread Snooze
' Show icons only

|

[ Set Defaults icancel

The Show icons only option will hide the text of the buttons, so you can fit more features on the
toolbar. You can hover over the buttons to have the title pop up.

Mail Compose Window Toolbar

This is the toolbar which appears when you are writing an email to enable you to quickly change
things about the email message, such as adding formatting (Bold, Italic, Underline) or adding an
attachment.

By clicking Customize... you can change which buttons appear in this toolbar and in what order. All
the options which you don’t pick to be included in this toolbar can still be accessed by clicking on
the ... button on the far right side of the compose message window.

= [no subject] - New Message - O %

@ “Jerry Clark" <jerry.clark@x1solar.com>

Add Cc & Bee

[@ v #v B ©vBv B Q B I U & A~

111
<
i
<
Il
<
@)
—
)
®
<
N,

Mail Detail Toolbar Window

This is the toolbar which appears at the top of the message window when you open an email. It's
similar to the Main Toolbar for Mail, but has some added options such as moving to the
previous/next message in the folder to open another email. By clicking Customize... you can change
which buttons appear in this toolbar and in what order.

= Welcome to eM Client - 0o %

[ G Reply v €A ReplyAll v & Forward v 'Z Mark E Archive B Snooze v ]i[ Delete T 4 J

Welcome to eM Client

&




Toolbar Alignment
Main toolbar alignment

This lets you choose if the Main Toolbars which appear at the top of the page should be aligned
towards the left or center.

Other toolbars alignment

This lets you choose if the other toolbars (besides the Main Toolbars) that appear at the top of a
window should appear at the center or left side of the window.
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Read

The Read Settings window. In this section you can specify everything about the way you view your
messages.
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Advanced

Settings

 Bpply 4, Impot T, Export B3 OR Export

Read

Mark messages read after displaying for | 1 seconds
Mark messages read after cpening in separate window
Mark messages as read after move to Trash
Mark messages as read after move to Junk
Mark messages as read after move to Archive
Bead all messages in plain text
Replace text smilies with emoticons
Show erail address in email header
Show name from contact
Close original message window after deleting the message
Show tag bar
Show unsubscribe bar
Show email tracking bar

Show counter for recent messages instead of unread

Preferred Style

Preferred font for messages: Segoe Ul, 12pt

Preferred text color:

o Use color from theme

Use color specified: .
Preferred background color:

o Use color from theme
Use color specified: l:‘

Use preferred font for fixed-width plain text messages

Message List

Show messages in groups
Show full date
Show "Delete” icon on mouse hover
Always show "Read" and "Flagged" icons on mouse hover

Show Avatars

HAuvatar size: Regular
Message preview: 1line
Highlight colors for unread messages: If enabled in theme

Tags in preview field in compact layout: | Full if possible
Tags in subject field in single-line layout: | Full if possible

Set default date sort order: MNew messages on top

Use compact layout in widths smaller than | 600 pixels
Always use compact layout

Always use single-line layout

Select...

Change...

Change...




Read

Mark message read after displaying for X seconds

The application tries to track which emails you have read and which you haven't by marking an
email as "read" after it's been opened for a certain amount of time. You can specify the amount of
time in seconds in the numeric field after which you would wish to mark the currently opened email
as "read".

Mark messages read after opening in separate window.

The application will mark messages as read after opening them in separate window.

Mark messages read after move to Trash.
This setting will mark messages as read when they are deleted in the application.

Mark messages read after move to Junk.

This setting will mark messages as read when they are moved to Junk (or Spam) folder in the
application.

Read all messages in plain text

Check this box if you wish all incoming messages to be displayed in plain text format.

Replace text smilies with emoticons
Check this box if you wish to replace text smilies with emoticons/emoji.

Show email address in email header

Check this box if you want to have the email address displayed in the email header in the message
view.

Show name from contact

With this option, the name in your opened message will be replaced with the name stored in your
saved contacts, in case the name in the message code itself is different.

Close original message window after deleting the message

If you check this option, the original opened message window will be closed when you delete the
message. If you leave this option un-checked, the original opened message window will still remain.
Show tag bar

Check this box to show tags in the Message detail header.

Show unsubscribe bar
Check this option to show the unsubscribe link contained in the message header.

Show email tracking bar

This option is for the info line in the message preview informing about the email tracking pixel
inside the given message.

Show counter for recent messages instead of unread

This option will show a red counter next to your folders and category tabs if there are new, unread
messages that just came in. After you open the folder, the number is again replaced with full
number of unread messages.



Preferred style

Set a style you wish to have your plain text emails to be displayed in.

Preferred font for messages
Click "Select" to choose a preferred font for your plain text emails to be displayed in.

Preferred text color

Click "Change" to choose a preferred text color for your plain text emails to be displayed in. Or use
the default for the selected theme.

Preferred background color

Click "Change" to choose a preferred background color for your plain text emails to be displayed in.
Or use the default for the selected theme.

Use preferred font for fixed-width plain text messages

By (un-)checking the very last option in the window you can enforce using the mono-space font for
pre-formatted plain text messages.

Message list

Show messages in groups

Check this option if you want your messages to be displayed in groups. Your messages will be now
sorted in groups like "Older" , "Two weeks ago" etc.

Show full date

If you check this option, the full date of receiving your message will be displayed (including day,
month, year and exact time instead of the default day and month)

Show "Delete" icon on mouse hover

This setting will show a Trash/Delete icon on each message in the message list when you hover over
it, making it easy to delete it using a mouse.

Always show "Read" and "Flagged" icons on mouse hover

This setting will determine if only read indicator or flagged button are shown or both will be
available with Avatars enabled.

Show Avatars

This setting will either show or hide all avatars in message list, this will not change the Columns
configuration though.

Avatar size

Avatar size in the message list can be set to Regular or Small.

Message preview
Message preview can be disabled or set to 1, 2 or 3 lines of the message text.

Highlight colors for unread messages
This setting will use different colors for background and text of Unread messages, making them
stand out more in your message list.
« If enabled in theme - if the theme is set to use different colors, they will be used, if not,
then not.

« Use highlight colors defined in theme - always use the colors defined in theme, even if
the theme is not set to have different unread colors by default



o Don't use highlight colors - never use different colors for unread messages

Tag in preview field in compact layout

When viewing tags in the preview field in compact view you can select to see Full if possible to
see the full names of the tags or Icons only to save space.

Tag in subject field in single-line layout

You can view tags in the single-line view Full if possible, Icons onlyor Don't show the tags at
all.

Set default date sort order

You can choose whether you want your message to be displayed on the top or on the bottom from
the drop down menu:

Mew messages on top

Mew rnessages on top

Mew messages on bottom

In addition there is also the Preserve current setting option, which is selected by default. This option
preserves current setting, which means that the settings which you have for various mail folders will
be preserved. But on the other hand if you for example choose New messages on the top option in
this section, the setting will be changed for all your message folders.

Use compact layout in widths smaller than X pixels

Here you can customize your compact layouts by selecting the number of pixels. You can also
uncheck this option and then select one of the 2 options:

Always use compact layout
Always use single-line layout

This way you can have the same layout no matter how thin or wide the message list is in the
current window.
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Conversations

You can find the same settings here as in Menu > View > Conversations.
Find detailed explanation of the Conversations feature here.

Settings x

" Apply Ay Import T, Export E‘E QR Export

v B Ma Conversations

@ Read o I
° Show conversations in all views
l;‘l“;] Conversations Show conversations in message detail only

EE Categories Disable conversations

ﬁ Send
f Compose

<= Replies and Forwards

O Latest messages on bottom

Latest messages on top
Qf Templates and Signatures

=% QuickText

@ Privacy
Conversations

e Show conversations in all views - messages are shown as full conversations in
Message List and Message Detail/View panel

e Show conversations in message details only - messages are shown separately in
Message List, but as conversations in Message Detail

¢ Disable conversations - messages are shown separately in all views

Sort Order

o Latest messages on bottom - read messages chronologically from top to bottom
e Latest messages on top - read messages starting with newest at the top, with older
below in reverse order
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Categories

In the Categories setting you can enable or disable the feature, specify which categories
go where and also manage your rules for assigning specific categories.

Go to this section to read about how to use Inbox Categories.

Settings x

 Bpply ok, Impert T, Export  B& OR Export

v B Ma General

Show categories

lv_—.l;l Conversations X X
Default categories for Gmail accounts Primary, Prometions and Social

EB Categories
Default categories for non-Gmail accounts | Primary and Other

<ZJ' Send

Default categories for global folders Primary and Other
f Compose
<= Replies and Forwards Category tab shown by default Primary

559 Templates and Signatures
Display

=% QuickText

Show number of recent messages
@) Privacy

Show number of unread messages

Blacklist

Message counters style | Badge
E,E Receipts
@ Attachments Custom Rules

E Automatic Archiving
@ jerry.clark@x1solar.com
'1% Translation

® Watch for Reply Personal  Promotions  Social  Updates  Forums — No category

Artificial Intelligence There are no custom rules for this category
> (@ Signing and Encryption
> @ Calendar

Contacts

Do

&k

Tasks

Motes
Modify

1 m

Chot

General

Show Categories - if you uncheck this option the category tabs will be hidden from all
sections of the app. If you want to use the categories in just selected Inboxes, you can



make that decision per each account in that specific Inbox folder, reach more in the
feature description here.

Default categories for Gmail accounts - tabs that will be visible for any Gmail and
Google Workspace accounts

Default categories for non-Gmail accounts - tabs visible for all other account types

Default categories for global folders - tabs visible for Favorite folders such as All
Inboxes

Each of these has these customization options:

e Primary, Promotions and Social

e Primary and Other

e Custom - with the Custom selection you get the chance to not only specify which
tabs to show, but also which categories should be part of the Primary and Other
tab if you choose to view them, for example if you view specific category as more
or less important.

Default categories for Gmail accounts Custom
Visible tabs Prirnary, Other
Primary categories fl:'erscunal, Mo category, Mot categorized yet
Other categories Promotions, Social, Updates, Forums

Category tab shown by default - this will be the tab that is shown when you open your
Inbox.

The default option is Primary, but it can be also be All, Promotions, Social, Updates,
Forums or Other.

Display
Show number of recent messages

Show number of unread messages



Message counters style - this can either be

e Badge - a number with colored rectangle in the background
e Parenthesis the number is shown in parenthesis, without any specific background
¢ Dot without specific number

Custom Rules

In this section is an Account selector since the custom rules for Inbox categories are
always for that specific account.

Below you can see rules for each of the specific account and category - click Modify to
add or remove addresses from specific category rules.

e — -

Filter Update mails for jerry.clark@x1solar.com x

E'e Add address v Delete

H Received from

Addresses list:

Received from MAILER-DAEMOMN@x1solar.com
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Send
The Send Settings window:

Settings x

« bpply L, Import T, Export  B& OR Export

» E| Genera Send
> @ Appearance @ Enable Undo Send: 5seconds
v B Ma Send messages immediately

@ Read

Send all messages when closing application: | Always ask
|V_T_|J Conversations
Eg Categories Send Later
ﬁ Send Enable Send later for all messages: | 1 minute
f Compose
<A Replies and Forwards
ﬁ Templates and Signatures
=05 QuickText
@) Privacy

5] Blacklist

Undo Send - paid feature

Enable Undo Send - All messages will be held for 3, 5 or 10 seconds so you can hit the Undo
button to return the message into Drafts folder and edit it.

Send messages immediately

Check this box to have your emails sent as soon as you click the Send button in the upper left
corner of the New message window.

Otherwise the messages will be stored until you click the Refresh button on the toolbar or the
Synchronization interval(set in General settings) passes.

Send all messages when closing the application
You can decide what should be done with unsent messages (messages still in Outbox folder) before
the program is closed.

e Always ask

e Close immediately without sending

e Send messages and then close

Send later - paid feature

Enable Send later for all messages - All messages will be sent with a specific delay set in the
X minutes field
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Compose

Compose section enables you to adjust the email lookout.

Settings x

« Apply  d, Impet T, Export  B& OR Export

> [E General Compose
> @ Appearance Automnatically complete email addresses when composing
v X Mail Automatically save emails to drafts every | 3 minutes
@ Read Show Cc and Bec fields when compaosing
|V—_||J Conversations Capitalize first letter of sentences
oo When selecting account show aliases in submenu
oo Categories
Check spelling before sending message
ﬁ Send
Account used for a new mail | Current account if applicable, then default account ~
/ Compose
(e Replies and Forwards Mail Format
éf Templates and Signatures
Mew mail formats as: | HTML v
by QuickText
Mail format for reply: | Autodetect from original message V
@ Privacy
E Blacklist Preferred Style
B2 :
=) Receipts
L' P Preferred font for messages: | Segoe Ul, 12pt Select...
(9 Attachments
E Automatic Archiving Default Paste Format
23, Translation Default text paste format: | Keep formatting v
@ Watch for Reply
Email Address Suggestion
Artificial Intelligence

Enable @ mentions

Signing and Encryption
Use all recipients from Sent folders for suggestion

E [b

> Calendar Store composed mail recipients for suggestion
> .-% Contacts Clear recipients history...  Show recipients...
2 Tasks
mages
» Notes
Default size: | Medium -
Chat

Autornatically resize large images

6 1 m

Online Meetings

Cloud Storage Attachments

oo
—_

Widgets

@

Advanced Action when added | Always ask v

Compose

Automatically complete email addresses when composing

Check this box to let the application attempt an auto-completion of the email address you are typing
in.

This function enables you to quickly insert the receiver's address when composing a new email.
Simply type the first few letters of the desired receiver's address into the email's To: field and the



application will display a list of all the contacts from your address book whose email addresses begin
with what you have typed in.

= Monday meeting - New Message - 0 %

9 “Jerry Clark™ <jerry.clark@x1solar.com> +

[sames Towr] / Add Cc & Bee |
]

townsend@x1solar.com
¢ '~ F~v H~y oy EyH @ B I U F Ay Evyi=Ey =v 0 © ~

Hi James,

Automatically save emails to drafts every X minutes

Check this box to have the application periodically save the email message you are currently
composing in the Drafts folder. Thus if you are interrupted while writing an email, you can recover
the unfinished email from the Drafts folder.

In the numeric field you can specify how often the application saves your unfinished email.

Show CC and BCC field when composing

By checking or un-checking this field you can show/hide the CC and BCC fields in the message
window when you are composing a message.

Capitalize first letter of sentences

This utility works on a principle that every first letter of a new sentence will be automatically
capitalized. (This can basically save your time, in means that you do not have to pay attention
whether you have written capital letter at the beginning of a new sentence or not.)

When selecting account show aliases in submenu

With this setting aliases are shown in a separate menu under the specific account. With this setting
disabled, all addresses are shown in one list.

Check spelling before sending message

With this option the Spell-check window will pop up after you hit Send if there is any misspelling in
your text. If there is none, the message will be sent immediately.

Account used for a new email

This setting helps specify which email account should be pre-selected in the From field when a New

message window is opened

e Current account if applicable, then default account - the email is selected based on
which email account you're in, and in favorites, search and other mixed folder the Default
account is selected

¢ Always default account - always the account marked as Default in Menu > Accounts

« Don't select any account - the From field will stay empty, you will need to select the
address manually

Mail Format

New mails format as:

You can set a permanent mail format for your new messages. Choose from the two following
options:



HTML

HTML

Plain text

You can choose between HTML or Plain text emails. A HTML email can retain any customized
formatting that you apply to your email (font, colors...), a plain text email will contain only the text
with no colors, font and so forth.

Mail format for reply:

You can also set a permanent mail format for your reply messages. Choose from three options:

Autodetect from original message

Autodetect from original message
HTML

Plain text

You can choose between HTML or Plain text emails. A HTML email can retain any customized
formatting that you apply to your email (font, colors...), a plain text email will contain only the text
with no colors, font and so forth. You can also use the utility to auto-detect the format from the
original message.

Preferred Style

Here you can define the preferred font, font style and size that you want to be used
automatically when you are composing a message.

Default Paste Format

Here you can define the default format for pasting content - either keep the formatting of the
original, or keep just the text in plain format.

Email Address Suggestion

Enable @ mentions - type @ and then start typing name or address of a contact - eM Client will
suggest people to mention in your email or chat message.

Use all recipients from Sent folders for suggestion - all recipients from your sent emails are
used for email suggestion when writing a new email.

Store composed mail recipients for suggestions - with this option enabled eM Client will
save addresses into recipients history list, including how often you send emails to specific emails.
This way the suggestion can be more relevant and offer more often used contacts first.

Clear recipient history... - this button will delete all items in the saved recipients history

Show recipients... - this button will open the list with the currently saved emails in recipients history
- it can be used to save them to contacts or clear out specific items from suggestions



Images

Emojis
Suggest emojis based on text after typing colon - this setting enabled or disabled the pop-
up suggestion window for emojis/emoticons

Search text must be at least 2 characters long - this option stops the suggestion for emoji
to pop up unless you write at least 2 characters after the colon

Suggest recently used emojis after typing colon - if you have favorite emojis this option can
help you insert them quickly

Cloud Storage Attachments

This settings sets what should happen when you add a file from recognized Cloud Attachment
Storage.

You can either have the program Always Ask how the attachment should be added, Add it as
shareable link or Add as regular attachment.
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Replies and Forwards
In this section you can adjust many preferences for your reply messages and forward messages.

This section is divided into four subsections: General, Subject modifications, Reply Header,
Forward header.

Settings x

" Apply A, Import T, Export 515‘3 QR Export

> [E] Genera General

> @ Appearance Close original message window when replying or forwarding

v B Ma When replying to a message: | Include and indent original message text ~
@ Read

When forwarding a message: | Include original message text N

lv_—.l] Conversations
Eg Categories Subject Modifications
ﬁ Send Subject modification for replies: Re[3]: -
y Compose Subject modification for forwards: | Fw[3]: v
<A Replies and Forwards
ﬁ Templates and Signatures ey
=% QuickText Style: Standard N
© Privacy Preview: |- Original Message ------
5 Blacklist pomiton]
To {to}
B Receipts Cefcc}
Date {date}
(@ Attachments Subject {subject}
'E]‘ Automatic Archiving
2%, Translation
@ Watch for Reply Forward Header
Artificial Intelligence Style: Standard N
~ - - "~ - -
General

Check/Un-Check Close original message window when replying or forwarding to Close/
leave the original message when you are replying or forwarding.

You can choose from various actions (see below) in When replying to a message section:

Include and indent criginal message text v

Do not include original message text
Include original message text
Include and indent original message text

Attach eriginal message




You can also choose from various actions (see below) in When forwarding a message section:

Include original message text

Include ariginal message text
Include and indent original message text

Attach criginal message

Subject modifications

Here you can define the style to be used in the "Subject" field in replies and forwarded messages
such as Re for replies and Fw for forwards.

Reply header

Here you can choose the style of format for your reply headers (see below), there are these
possibilities:

e Standard

e Short

e Custom Plain (plain text version without formatting)
e HTML

e Custom HTML (custom formatted version)

Standard

Standard

Short

Custom Plain

HTML

Custorm HTML

Forward header

Here you can the style of the format for header when forwarding a message (see below), there are
again these possibilities:

e Standard

e Short

e Custom Plain (plain text version without formatting)
e HTML

e Custom HTML (custom formatted version)



Standard b

Standard

Short

Custom Plain

HTML

Custorm HTML

You can check the headers in the preview windows below the selector.
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Templates and Signatures
You can customize your mail templates and signatures in this section.

Here you can see how Templates and Signatures menu looks like:

Settings x

 Bpply 4, Import T, Export  B&i OR Export

? E| Genera Mail Templates
u @ Appearance Select template for account: jerry.clark@x1solar.com
" A
&4 Ma Template for new mail: Mot Selected
© Read
Temnplate for replies: Mot Selected
lV_Tl] Conversations
Template for ds: Mot Selected
Eg Categories emplate for forwards: ot Selecte
ﬁ Send Mail Templates...
f Compose
Signatures
<A Replies and Forwards
Select signature for account: jerry.clark@x1solar.com
Templates and Signatures
=03 QuickText Signature for new mail: Mot Selected
@ Privacy Signature for replies: Mot Selected
E Blacklist Signature for forwards: Mot Selected
E,E Receipts
Signature position: Before quoted text
@ Attachments
Signatures...
E Autornatic Archiving
Apply template and signature to emails sent from external applications
%3 Translation

Attach "Sent from eM Client" signature to every email
@ Watch for Reply

By (un-)checking Attach signature to emails sent from external applications you can enable/disable
attaching signatures to emails sent from external applications in this device.

By (un-)checking Attach "Sent from eM Client" signature to every mail you can enable/disable
attaching this signature to every mail that you send.



Mail Templates

Settings x

 Apply b, Import T, Export & OR Export

o E Ma
@ Read .
Select template for account: jerry.clark@x 1solar.com
|V_Tl;l Conversations
oo Template for new mail: Mot Selected
Oo Categories
ﬁ Send Template for replies: Mot Selected
f Compose Template for forwards: Mot Selected
<= Replies and Forwards Mail Templates...
ﬁ Templates and Signatures
Signatures
247 QuickText
© Privacy Select signature for account: jerry.clark@x1solar.com
E Blacklist Signature for new mail: Mot Selected
B :
& Receipts Signature for replies: Mot Selected
@ Attachments
Signature for forwards: Mot Selected
E Automatic Archiving
Signature position: Before quoted text
%3, Translation
& Watch for Reply Signatures...
Atificial Intelligence Apply template and signature to emails sent from external applications

A Mail template is a set of font and color settings that you can first store and then collectively apply
to your email messages. You simply choose your favorite type of font, color of background or even a
picture for the background, store this information in the application's Templates window and the
selected template will be automatically applied to all your future emails.

Select template for account:

Select the account for which you want to use the mail template selected in the edit boxes below.

Template for new mails:

This drop-down menu contains a list of all your saved templates. Select one to be used for all the
new messages you create.

Template for replies:

This drop-down menu contains a list of all your saved templates. Select one to be used for all the
reply emails you create.

Template for forwards:

This drop-down menu contains a list of all your saved templates. Select one to be used for all the
forwarded emails you create.

'Mail Templates..." button

By clicking on the Mail Templates... button the Templates window will appear:



Templates o =

ok, Import [ SaveAs  B& QR Export 7 Edit  [U] Delete T |

Ternplates
Formal

Party Invitation

Preview

Hello,

This is where you manage your email templates - you can modify, import, remove existing, or
create new templates here.
Templates:

Templates contain all of your existing mail templates. If you want to modify or remove an existing

template, select it from the list and click on the corresponding button located on the right. (wheel or
trash icon)

Preview:

This window displays a preview of the mail template you have selected in the Template List.

+New

Click on New button to bring up the New Template window:



Template Editing o x

Name Formal

Ta Add Cc & Bee
Subject

Font type 12pt, Lucida Calligraphy Font color . Gray

Background Custem color..,

Attachments  Browse files

Template

B I U & Avi=vizyv=v0Q ¢ B B~ Q @ -

Enter the name of your new template in Name field.
Enter any pre-defined recipients into To, Cc or Bcc fields.
Enter the Subject of your template in to the Subject field.

Font type

Font settings can be changed by clicking on the down-pointing arrow. A standard font settings
window will open, where you can adjust the font's size, style (bold, italic...) and type (Arial, Courier
New etc.).

Font Color

Select the text color you would like to set for your template by clicking on down pointing arrow in
the font color section, and select the preferred font color from the roll-down menu.

Background

You can also preset the background of your mails. Simply click on the down-pointing arrow and
select from set of simple color. It is also possible to use custom color by clicking on the Custom
color... button and then defining your own color.

If you want to use a picture, click on , click Browse picture... button and select the desired image
file from the file explorer.

At the very bottom there is a Template window, where you can edit your template and
simultaneously see how will your emails look with the given template.

Click OK to finish creating the new template, which will be added to the template list.



Attachments

Add any files you want to include in your messages by default, this can be useful for inserting your
own contact file, CV, public keys for encryption or anything that you want to send out with each
message that you cannot include in a signature.

Import

1
— Import a template from an .emlt file.

Save as

Save a selected template into an .emlt file.

QR Export

[afio)
waley
" Export selected templates into a QR code which can be scanned by an eM Client mobile app.
Edit
&

/ Clicking on Edit will bring up the same signature construction window as Add template and will
also allow you to modify an existing template.

Delete

]E To delete an existing template, click on the trash icon.

Change order

.T.
Change the order of your templates, the order will be the same when selecting them
from the +New button Mail sub-menu in main window.



Signatures

Settings x

 fpply b, import T, Export B OR Export

Read
© Rea Mail Templates
'v_-.l] Conversations
Select template for account: jerry.clark@x1solar.com
Eg Categories
Temnplate for new mail: Mot Selected
<87 Send
f Compose Temnplate for replies: Mot Selected
<A Replies and Forwards Template for forwards: Mot Selected
éf’ Templates and Signatures )
Mail Ternplates...
=47 CuickText
@ Privacy
E Blacklist Select signature for account: jerry.clark@x1solar.com
E,E Receipts - -
= P Signature for new mail: Mot Selected
(@ Attachments
Signature for replies: Mot Selected
E Autormnatic Archiving
Signature for forwards: Mot Selected
2% Translation
@ Watch for Reply Signature position: Before quoted text
Artificial Intelligence Signatures...

_ Apply template and signature to emails sent from external applications
> (@ Signing and Encryption
Attach "Sent from eM Client" signature to every email

> fi@ calendar

Signatures are texts, pictures and even web links that can be automatically appended to the end of
your email messages as your signature. You can create and save any number of signatures in the
Signatures window and select a signature to be used for all your future emails.

Select signature for account:

Select the account for which you want to use the signatures selected in the edit boxes below.

Signature for new mails:

This drop-down menu contains a list of all your saved signatures. Select one to be used for all the
new messages you create.

Signature for replies:

This drop-down menu contains a list of all your saved signatures. Select one to be used for all the
reply emails you create.

Signature for forwards:

This drop-down menu contains a list of all your saved signatures. Select one to be used for all the
forwarded emails you create.

Signature position

Specify if the signature should be placed Before quoted text or After quoted text.



'Signatures..."' button
By clicking on the Signatures... button the Signatures window will appear:

Signatures o %

ok, Import Save As E'E OR Export / Edit ¥ Refresh ]E Delete T 4
Signatures o
Official
Synced with GMail (jerryclarke:1solar@gmail.com)

Synced with ceWarp (jerry.clark@:x1solar.com)

Preview
Best regards,

Jerry Clark
Marketing

You can modify and remove or create new signatures here.

Signatures:

Signatures contain all your existing signatures. If you want to modify or remove an existing
signature, select it from the list and click the delete button at the top.

Synchronized signature

If you use a Google account, you will also see a signature called 'Synced with Gmail' with the email
address next to it. This is your server signature. You can edit it and the signature will be synced to
the server, so you can use it in other eM Clients or in Gmail. Signature synchronization is also
available for IceWarp and Exchange accounts.

If you already have signatures in the webmail, simply select the signature you want to sync to
Gmail (Settings > General) and set the signature for NEW EMAIL USE and ON REPLY/FORWARD
USE. After those steps signature will be synced to the eM Client.

Note: it is possible to synchronize only one signature for an account at a time.




Preview:

In this field will be displayed the preview of the signature you have selected in the Signatures field.

+New
Click on New to bring up the New Signature window:

= Signature Editing x
MName:
Official
B I U & A~ iz~ iz~y =~ ¢ B B~ Q @ ~

Best regards,
Jerry Clark
Marketing

Enter a name for your new signature in the Name field.

In the field below construct a signature as you would in any text editor. Confirm the changes by
clicking OK and your new signature will be created and added to the signature list.

Import

4
—! Import a signature from an .html file.

Save as

Save a selected signature into an .html file.

QR Export

o]
" Export selected signatures into a QR code which can be scanned by an eM Client mobile app.

Edit

"l
/ Clicking on Edit will bring up the same signature construction window as New, which will allow
you to edit an existing signature.



Refresh

o
Refresh synchronized signatures.

Delete

]E To delete an existing signature, select it in the Signatures list and click on Delete (trash icon).

Change order

{T.
Change the order of your signatures, the order will be the same in the compose
window and will determine keyboard shortcuts for the signatures.
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QuickText

QuickText enables you to insert pre-made chunks of text (snippets) to your messages within
seconds. This spares you from having to type the same phrases, sentences or even whole emails
over and over again.

Settings

« Bpply 4, Import T, Export B OR Export

> [E] Genera QuickText
> @ Appearance QuickTexts List of available products
v M Ma Polite ending

@ Read Server description

. Steps for account setu
lV_Tl] Conversations P P

Preview

Categories In case of any other questions or requests, please do not hesitate and

Send contact us immediately.
We are here for you 24/7.

Replies and Forwards Best regards,

g5
<
£ Compose
&
&

Templates and Signatures Development team

5 QuickText

Privacy

5] Blacklist
E,M Receipts
Attachments

E Automatic Archiving Manage QuickTexts

W% Translation

Click Manage QuickTexts... button to create and view QuickTexts.



QuickTexts O

ok, Import B Savess BB ORExport P Edit (U] Delete T L

QuickTexts List of available products
Polite ending
Server description
Steps for account setup
Preview

In case of any other questions or requests, please do not hesitate and contact
us immediately.

We are here for you 24/7.
Best regards,

Development team

+ New button

Click to create a new text snippet which will bring up an editor window for customization of your
new QuickText:

= MNew QuickText

w
b—y
Ic
X
p
£
i
£
i
£
i
£
®
®
£




Here you can customize your own QuickText, enter the name and then customize the text in the
text window.

Once you have finished your QuickText, click on the OK button to finish the process.

Import

'i' Import a QuickText from an .html file.

Save as

QR Export

Save a selected QuickText into an .html file.

o]
" Export selected QuickTexts into a QR code which can be scanned by an eM Client mobile app.
Edit

’

Clicking on Edit will bring up the same QuickText construction window as New, which will allow you
to edit an existing QuickText.

Delete

]E To delete an existing QuickText , select it in the QuickTexts list and click on Delete (trash icon).

Change order

.T.
Change the order of your QuickTexts, the order will be the same in the compose
window and will determine keyboard shortcuts for the QuickTexts.

How to use QuickText

QuickText button is located directly in the compose email window (see below). Once you have
created your own QuickTexts you will be able to implement them into your text in two clicks or the
correct keyboard shortcut.



Te

Subject:
G !~
Jerry Clark

Lagnos Ltd.
Marketing

[no subject] - New Message

. “Jerry Clark”™ <jerry.clark@x 1solar.com>

éfvi&v@v v&l Qv

List of available products
Polite ending
Server description

Steps for account setup

Manage...

Ctrl+Shift+1
Ctrl+5hift+2
Ctrl+5hift+3
Ctrl+5Shift+4

B I

Add Ce & Bee

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Privacy

In this section you can customize the settings concerning the privacy and potentially unsafe content
in received messages.

Settings x

 Apply  d, Impot T, Export & OR Export

> E| Genera Externa

and Other Content

Qﬁlock external content

Display content from whitelisted senders

Display content from pecple in contact list

. Display content when email tracking is detected
Conversations

Display content when email tracking is not detected
Categories
Display content from whitelisted senders

Send . -
Display unsafe content in all messages

Manage Whitelist

Replies and Forwards More info

W
B8
<
& Compose
&
&

Templates and Signatures

External Content Confirmations

07 QuickText
@ Ask before downloading external content when editing, forwarding or replying to an email
Privacy

& Blackiist Email Tracking
E,‘Z Receipts QAIways ask
@ Attachments Always block detected email tracking content

. - Always allow detected email tracking content
E Autornatic Archiving

More info

%3, Translation

& Watch for Reply

Artificial Intelligence

External Images and Other Content are objects in an email that are not directly a part of the
email, but that are downloaded from an external source once you open the message. Inside the
given message there is only a link that will give instructions to your internet browser or email client
to download and then display this external content, which can be an image, sound, video or any
other file linked to an external server or even a script or code that once downloaded and executed,
could compromise your security.

This method can be used to track if you have opened the particular email, since downloading the
external content will cause a connection to a specific mail server that the sender can be tracking.
This action is not always malicious, but can be misused by spammers to check if your email address
is still in use and by getting this confirmation of the email being read they can send you more
unwanted messages or share your email address to other third parties for profit.

Tracking pixels which are used for Email Tracking can be part of this external content are able
to show your actual IP address every time you open the message and nowadays with GeolIP services
that means that the sender can find out your location very accurately, down to the street or even a

building you were in at the time, opening you up to dangers not only online but in real life as well.

If you deactivate external content, some messages may not look as they were designed by the
sender, since the pictures or custom fonts are missing. However, this will most likely only affect
commercial emails, as this method is rarely used in private email conversations. In most cases, the



blocked content will be a logo or style sheet, adding prettier visuals but not content, so you won't
miss much by not downloading it. In the case of advertisements that are all images, you can opt to
download the content when the message subject or text in the body is interesting enough to
convince you that the blocked content is worth reading.

When there are any external images or content in the message, you will see this confirmation in the
information bar under the message header:

A\ Download pictures or always download pictures from this sender. To preserve f

Download pictures or always download pictures from this sender. To preserve privacy, external
content was not downloaded.

External Images and Other Content
Block external content

This option will block all external content by default. There are exceptions that can be set for this
option, since it’s quite a finite one:

- Display content from safe senders

With this option you can block everything but content from senders in your Safe Sender list -
which is a list of senders you can curate by adding trusted contacts into it via the option to ‘always
download pictures from this sender' in the information bar under the message header. Using the
Manage Safe Senders... button you can view and remove any contacts in you change your mind.

- Display content from people in contact list

This option will use all addresses in your contact list as an automatic Safe Senders list. This can be
useful when you curate your contacts and keep only trusted senders in them, but some email
providers with synchronized address books can add some emails to your list automatically when you
respond to them, so keep this in mind before using this option or check to see if this feature is
present and desirable for your purposes.

- Display content when email tracking is detected

Leaving this option unchecked will allow you to download all external content but leave out the parts
that eM Client detected are used for email tracking. Since it is rare that all images, links and other
details in a single email are used for tracking, this option can make it easier to read the message in
full but keep your privacy protected. If you enable it, items that are used for mail tracking will be
downloaded automatically.

Display content when email tracking is not detected

This option will download external images and content only for emails that are not showing any
signs of email tracking elements, which makes it less likely that the message is used for marketing
or spam.

Display unsafe content in all messages

This option will automatically download and show all external content, no matter who it is from or if
it contains any email tracking elements. It is the least secure option.

External Content Confirmations

Ask before downloading external content when editing, forwarding or replying to
email.

Using the checkbox for this option to you can enable or disable the warning in the information bar.
If you are set to either never or always display this content, then hiding this confirmation can save
you some space in the message detail section of eM Client.



Email tracking

Email tracking is a method of email delivery monitoring. It allows the sender to get a notification or
log of the time the email is opened and viewed by the recipient. Unlike with Read receipts which
only send one confirmation that the email has been opened (and is usually purely optional), email
tracking can provide details such as which app the email was opened in, if it was a phone or a PC,
or even details about your actual location, IP address and other personal details about you and your
device, so it's a bit more invasive and you should be able to choose whether you want to share such
data or not.

That is why eM Client now offers options to block Email Tracking in the mail privacy setting and
if detected, will not by default download any content that could be used to track you.

You will see this confirmation in the information bar under the message header:

© Allow email tracking. Salesforce email tracking was blocked to preserve privacy.

The setting options for this feature are as follows:
Always ask

With this option, you will always be asked if you want to have your emails tracked each time a mail
tracking pixel is detected in a message. The option to allow download of the mail tracking pixel will
be offered in the information bar under the message header in the message detail view. The
tracking pixel is of course not downloaded until you confirm the choice.

This allows you to filter out which emails you want to load fully or keep the tracking pixel blocked.
Always block detected email tracking content

With this option, email tracking will automatically be blocked, and you won't be asked if you would
like to allow or restrict email tracking for any message. This can save up space when viewing the
message as the information bar will not pop-up, but you won't be able to easily change your mind
about it.

Always allow detected email tracking content

By selecting this option, email tracking will automatically be allowed so all detected tracking pixels
will be downloaded, so the sender will get all information about the tracking each time the message
is opened.

These custom options for Mail tracking are available in paid version of the program, but free
versions can keep tracking pixels blocked using the general option to block all external
content.
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Blacklist and Whitelist

Blacklist is a special type of rule that moves messages into Junk/Spam folder based on
the sender's email or domain.

The Local Blacklist is used when you use the 'Move to Junk and blacklist email /domain’
feature.

Whitelist is a list on the server that will prevent a message from specific senders ever
being put in Junk/Spam folder.

Settings X

o bpply &b, Impot T, Export  E& OR Export

- E Ma
& Read

9 jerry.clark@x1solar.com
lV_Tl] Conversations

Eg Categories Blacklist Whitelist

Send '@lagnos.com’ domain

<

f Compose
<= Replies and Forwards

Qf Templates and Signatures
=47 QuickText

@) Privacy

Blacklist and whitelist

x

E,IZ Receipts

@ Attachments

E Automatic Archiving
@3 Translati

Ae lransaten Manage Blacklist
@ Watch for Reply

In the Blacklist and whitelist settings section you can add or remove items from each list
using the Manage Blacklist and Manage Whitelist buttons.
This window will then open:



Blacklist x

Ee Add address ~ b, Impert Export Delete

Exact Match

Addresses list: Exact Match
Domain
Contains
Starts with
Ends with

Wildcard

e Save & Close - use this button to save any changes made to the list and close the
window

e Add address - use this to confirm the input of the text/email address/domain
below. You can also use the drop-down option to add email from contacts

e Import - import a list of email addresses/domains/queries to populat the list.
TXT files with eat item on new line is supported

e Export - export the list into a TXT file

o Delete - delete the selected item from the list

e Search field - use this field to search through the list

Under the toolbar you have the main text field which is used to type in what you want to
add to the Blacklist.
You can add partial addresses or domains too, using the selector to the right:

e Exact match - insert the full email address, only messages from this exact email
address

e Domain - match the full domain after the @ symbol

e Contains - the text can be inside any part of the email address, for example just
part of the domain or name part of the address

e Starts with - the beginning of the email address

e Ends with - the ending of the email address

e Wildcard - you can insert a more complex query using the * wildcard (which can
mean 0-x characters) or ? to mean 1 character

The options work the same for blacklists and whitelists.
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Receipts
In this section you can set the behavior for sent and received receipts.

Settings x

 bpply L, Import T, Export B OR Export

> E| Genera Delivery Receipts
> @ Appearance Use this option to verify if a message has been delivered to the recipient
Request delivery receipts for all sent messages
« B Ma
© Read
l"__'h Conversations Use this option to verify when a message has been read by the recipient

Eg Categories Request a read receipt for all sent messages

When reading a message with read receipt:

ﬁ Send

Mever send read receipts
& Compose © Motify me of read receipt requests
G Replies and Forwards Always send a read receipt

é‘f Templates and Signatures
=% QuickText
©) Privacy

5] Blacklist

E,E Receipts

Delivery Receipts

Check the Request a delivery receipt for all sent messages box to have an auto-generated
confirmation message sent back to you when your message has been delivered to the recipient's
server.

The recipeint's server is the one that needs to create this receipt which is sent back to you as an
email. Some servers (such as Google) unfortunately do not support this feature to avoid spam.

Read Receipts

Check the Request a read receipt for all sent messages box to have an auto-generated confirmation
message sent back to you when the recipient of your messages has opened and read your
messages.

Returning Read Receipts

Here you can specify whether you wish to Never send a read receipt or to be notified for
every read receipt request to decide per-email if you want to send the receipt or not, or to
always send a read receipt for your incoming emails.
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Attachments

In the Attachments settings you can set default actions for received files as well as specify your
settings for attachments saved in Cloud storage.

Settings X

~ Apply A, Import T, Export E‘ﬁ QR Export

> E| Genera Default Actions for Attachments

’ @ Appearance Attachment extension Default action

~ B Ma png Save ><
@ Read xlsx Open ><

lV_Tl] Conversations

ES Categories

ﬂ Send

f Compose

<A Replies and Forwards

Cloud Storage Providers

ﬁ Templates and Signatures

=% QuickText larme .
@ Privacy % Dropbox

E Blacklist L Google Drive

E,E Receipts °00 MNextcloud

@ Attachments L) OneDrive

E Automatic Archiving E3 ownCloud

f\% Translation Add ~ Remove Set as default

@ Watch for Reply

Default Actions for attachments

Here you can delete predefined actions that you have set up for various attachment file types.

Delete the predefined action by clicking on the cross icon:

Cloud Storage Attachments

Add

a Cloud Storage Service

eM Client currently supports these cloud storage providers:

OneDrive
Google Drive
DropBox
ownCloud
Nextcloud
IceWarp
LeitzCloud
vBoxxCloud



IMPORTANT: To use these services in eM Client, you first need to install the cloud storage
application of the provider on your computer.

You can add these services by going to Menu > Settings > Mail > Attachments and clicking the Add
button. You will then select the provider.

Add Remove Set as default

Add, Remove and Set as default buttons for Service providers.

Add Cloud Storage Provider x

Select

Ok icancel

Add Cloud storage set up

Dropbox
Google Drive
Mextcloud
Onelrive
owniCloud
lceWarp
LeitzCloud

vBoxx Cloud

Cloud Provider selection.

The first time you use cloud storage in eM Client on your device, you will be asked to log in to the
service and give consent for the eM Client to access the service. Depending on the selected service,
the login will appear differently.

Remove a Cloud Storage Service

To remove a cloud storage service, simply go to Menu > Settings > Mail > Attachments > Select
the service > Remove

Set as default

If you add a large file (>10mb) into an mail and try to send it, eM Client will ask if you would like to
upload the file to a cloud service.
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Automatic Archiving
In this section you can enable /disable automatic archiving of the messages.

Automatic archiving moves message older than selected threshold to archive folder stored locally.
This reduces amount of storage required on the server and at the same time helps you to keep your
folders clean.

Settings x

" Apply oy Import T, Export E‘E QR Export

> E| Genera Automatic Archiving
» @ Appearance Enable automatic archiving
v B Ma Ask before archiving
@ Read Archive every 7 days.

Archive messages older than | 21 days.
lv_‘.l] Conversations g v

Perform Archivin
Eg Categories 2

@ Send Account Preferences

f Compose ~ ~

o Replies and Forwards jerry.clark@x1solar.com Mone

ﬁ Templates and Signatures jerryclark@gmail.com None

=47 QuickText

@ Privacy

& Blacklist

) .

El Receipts The automatic archiving moves messages older than the specified date to the locally stored Archive folder.

It reduces the amount of storage required on the server and helps keep your folders clean.
@ Attachments

'El' Automatic Archiving

A% Translation

) S LT P TR, D

Automatic Archiving
Enable automatic archiving - check this option if you want to enable automatic archiving.

Ask before archiving - check this option if you want to be asked first before the archiving
process will be launched.

Archive every - here you can specify the time span in which you would like your messages to be
archived.

Archive messages older than - here you can set up the age of the messages which you wish to
be archived.

Click on Perform Archiving to start the process manually.

For Archiving to be performed you also need to set the Archiving scope for each of your accounts
under Account preferences.



Automatic Archiving

Enable automatic archiving

Ask before archiving

Archive every 7 : days.
Archive messages older than 21 : days.
Perform Archiving

Account Preferences

Account Mame Archived Folders
jerry.clark@x 1solar.com Mone

Mone

Inbaowx

Inbox and Subfolders

Description All Mail Folders
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Translation

In this section you can disable or enable message translating. Furthermore you can set default
actions (Ask or Never) for every language in the list and specify the target language (the language
to which you want the source language to be translated) as well.

®

0

e

% 7N 4 8

O G @

»
©H

@

~ B Mail

Read

Conversations
Categories

Send

Compose

Replies and Forwards
Templates and Signatures
CuickText

Privacy

Blacklist

Receipts
Attachments
Autormnatic Archiving
Translation

Watch for Reply

Settings

v Apply b, Import T, Export

Translation
Enable message translating
Language
Afrikaans
Arabic
Bosnian
Bulgarian
Catalan
Chinese
Croatian
Czech
Danish
Dutch
English

Estonian

B8 OR Export

Default action
Ask
Ask
Ask
Ask
Ask
Ask
Ask
Ask
Ask
Ask
Ask

Ask

Translate to language

Language of application
Language of application
Language of application
Language of application
Language of application
Language of application
Language of application
Language of application
Language of application
Language of application
Language of application

Lanquage of application

How does translation work?

When you receive an email written in language different than in the language of the application, eM
Client will automatically detect and ask you if you want to translate the foreign language to your

default language.

A? German language detected. Do you want to translate message now or never.

Translations are powered by Lingvanex.
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Watch for Reply

In this section you can set the default behavior for watched messages, to avoid having
messages pile up when they are not responded to in expected time frame.

Remove Watch for reply messages from Unreplied folder:

When received
In 1 day

In 3 days

In 1 week

In 2 weeks

In 1 month
Never

Settings x
" Apply Ay Import T, Export E‘E QR Export

59 Templates and Signatures

Watch for Reply
=3 QuickText
Remowve Watch for reply messages from Unreplied folder: When received
@) Privacy '
] Blacklist and whitelist
E,E Receipts
@ Attachments
E Automatic Archiving
23, Translation

@ Watch for Reply

Artificial Intelligence

[ - S
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Artificial Intelligence

In this section you can enable or disable the Al features.

Unchecking the "Enable Artificial Intelligence” box will his the AI and Reply with
Al buttons from the eM Client interface.

You can find out how Artificial Intelligence works for writing emails in the Generative
Al section.

Settings x

 Apply L, Import T, Export BB ORExport

v B Ma General

®© Read Enable Artificial intelligence

Al Features in eM Client are used to help with generating new messages, replies, optimizing message text, and |

lV_Tl] Conversations wr = == K
similar text-editing and rewriting actions.

Eg Categories &M Client never sends text or queries to the server without explicit user action (such as using the "Reply with Al

button” or generating text in the Al window).
Send

ﬁ &n The information used for the text generation or editing is sent only to the Al provider and is not stored by eM
Client.

f Compose
More info

<~ Replies and Forwards

éjp Templates and Signatures Check Quota

=47 QuickText

@) Privacy |

] Blacklist

E,E Receipts

@ Attachments

E Automatic Archiving |
23, Translation

& Watch for Reply

Artificial Intelligence

The Check Quota button can be used to check how many Al credits are available to you.
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General

Security is our big priority but you need S/MIME Certificates or PGP keys to digitally sign and
encrypt your emails, or decrypt and read encrypted emails from others. You may get the necessary
certificates from your company's intranet system, from an independent security source like
VeriSign, or from your correspondent that encrypts their emails.

With our new PGP support you can even create your own PGP keys directly inside eM Client - go to
the Certificates and Keys section to find out more about that.

General settings for Signing and Encryption determine how long will your password for your
certificate/key be remembered within the application and which format of encryption is to be
preferred.

Settings x

 Apply 4, Import T, Export  B& OR Export

» E| Genera PGP Support
» @ Appearance Remember entered key passphrase: [Until Application Exit
> B Ma Format of PGP: Autoselect (PGP/MIME or Inline PGP)

~ & Signing and Encryption
E| General

8@1 Account Policies
Certificates and Keys
}D Key Lookup Services

> riﬂ Calendar

> [% Contacts
> Tasks

> El Motes

> El Chat

> @ Online Meetings

PGP Support
Remember entered key passphrase:

e Until Application Exit
e For 5 minutes

e Never

Format of PGP:

e Autoselect (PGP/MIME or Inline PGP)
e Only use PGP/MIME
e Only use Inline PGP




PGP /MIME format lets you encrypt and sign the whole message, including attachments.
Inline PGP encrypts the OpenPGP sections directly inside an email message and cannot
encrypt/sign attachments.
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General

Security is our big priority but you need S/MIME Certificates or PGP keys to digitally sign and
encrypt your emails, or decrypt and read encrypted emails from others. You may get the necessary
certificates from your company's intranet system, from an independent security source like
VeriSign, or from your correspondent that encrypts their emails.

With our new PGP support you can even create your own PGP keys directly inside eM Client - go to
the Certificates and Keys section to find out more about that.

General settings for Signing and Encryption determine how long will your password for your
certificate/key be remembered within the application and which format of encryption is to be
preferred.

Settings x

" Apply A, Import T, Export 515‘3 QR Export

» E| Genera PGP Support
? @ Appearance Remember entered key passphrase: [Until Application Exit
> B Ma Format of PGP: Autoselect (PGP/MIME or Inline PGP)

¥ @& Signing and Encryption
E| General

8@1 Account Policies
Certificates and Keys

}‘9 Key Lookup Services
> riﬂ Calendar
> [% Contacts
> Tasks
? El Motes
> p Chat

> @ Online Meetings

PGP Support

Remember entered key passphrase:

e Until Application Exit
e For 5 minutes

e Never

Format of PGP:

e Autoselect (PGP/MIME or Inline PGP)
e Only use PGP/MIME
e Only use Inline PGP




PGP /MIME format lets you encrypt and sign the whole message, including attachments.
Inline PGP encrypts the OpenPGP sections directly inside an email message and cannot
encrypt/sign attachments.
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Account policies

Account policies will determine when messages are to be signed or encrypted automatically.

Settings x
 Apply 4, Import T, Export  B& ORExport
E| Genera Account Policies
@ Appearance Account Name
e ~  All Accounts
[ Signing and Encryption Encrypt messages by default
E| General Digitally sign messages by default
8 Account Policies Include certificates/keys in outgoing messages
Certificates and Keys v~ jerry.clark@x1solar.com
;9 Key Lookup Services Encrypt messages by default
Digitally sign messages by default
> @ Calendar
Include certificates/keys in outgoing messages
£y going g
> [% Contacts
~  jerryclarlocsolar@gmail.com
’ Tasks Encrypt messages by default
> [ Notes Digitally sign messages by default
» D Chat Include certificates/keys in cutgoing messages
> @ Online Meetings
> Bl widgets
> @ Advanced

Encrypt messages by default
Digitally sign messages by default

Include certificates/keys in outgoing messages

The All Accounts setting will be applied to all accounts by default.
You can manually change the settings for individual accounts and aliases below.

If you do not have a certificate/key corresponding to an email address/alias the settings will not be
available and a message "No matching certificate/key found for this account" will be displayed
instead.
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Certificates and Keys
In this section you can import and manage all S/MIME certificates and PGP keys.

Settings x

 Bpply 4, Import T, Export  B&i OR Export

> E] Genera Certificates and Keys
> @ Appearance
My certificates/keys Others' certificates/keys
> B Ma
v PGP

¥ [ Signing and Encryption

E | Jerry Clark valid from 17/ 24
Eenera jerry.clark@x1solar.com Ao Q
o .

@ Account Policies Jerry Clark valid from 22/

S - jerryclarkx1solar@gmail.com
Certificates and Keys

ﬁ) Key Lookup Services

> ﬁ:ﬂ Calendar
> [% Contacts
> Tasks

> El MNotes

> D Chat

> [2] Online Meetings

Manage Certificates/Keypairs

My certificates/keys tab will show your certificates and keys, those you can use to Sign and
Encrypt your messages.

Others' certificates/keys tab will show Other certificates of your recipients and senders. You
can import these manually or directly from a received message (if the original sender attached their
public key in their message).

Click the 'Manage Certificates/Keypairs' button to open the 'Manage
Certificates/Keypairs' window, where you can add, remove and manage your certificates and
keys.




ok, Impat I, Espest ~ 97 Dutails

Othars certificates oays
Jerry Clark

Jerry Clark
jerryclano sodar @gmd. com

+ Create PGP certificate

B Sind Public by

[#] Upload te eM Keyboak

0D Upkad to OpenPGParg [ Dalete

This dialeg helps you manage PGP keypairs and
S/MIME certific ates For digital encryplion and
signing of email messages

Vou can also manege certificates and leys
P uploaded to e Keyboak (eur public key
diractony).

BnesQ

Walid from 2200.2022
|.| a

With this option you can create your own PGP keypair inside eM Client.

All you need to do is select the mail address/alias you want to generate the keypair for and input

your own data.

eM Client currently generates PGP keypairs with no Expiration date.

Create PGP Keypair

>

Ernail jerny.clark@x 1sclar.com
Marne Jerry Clark

Key size (bits) 2048

Password [TITIY]

Confirm password ""--I

Cancel

Make sure to remember your password as you will need it to encrypt and sign your messages.

Import

With this option you can import your existing Certificates and Keys.

If the imported file contains only a Public key/certificate it will be saved in the Others'

certificates/keys section.

If the file also contains your own Private key/certificateit will be imported into the My

certificates/keys section.



Export
With this option you can export your keys, either just the Public key or the whole keypair.

Export certificate x

Which keys do you want to export?

Public key only

? The public key is used to encrypt messages sent to you and can be
freely shared.

Private and public key
The private key is used to decrypt messages sent to you and shouldn't

be shared with anyone else,

Details
{5} Details
Clicking the Details button will open the following information window:
PGP keychain information x
Key #1

Key ID: 6A493CD4B59791ER

User [D: "Jerry Clark" <jerry.clark@x 1solar.com>
Has private key: Yes

Is master key: Yes

Is encryption key: Yes

Is signing key: Yes

Algorithm: RS54 (Encrypt or Sign)

Length: 20428

Creation date: 11/24/2020 2:44:5% PM UTC
Expiration date: Mever

Fingerprint: B1C66B3A452ACTDOFDFCE2486A493CD4B59791E8

Key &2

Key ID: 9D02EB29730A45B3

User [D:

Has private key: Yes

Is master key: Mo

Is encryption key: Yes

Is signing key: Yes

Algorithm: RSA (Encrypt or Sign)

Length: 2043

Creation date: 11/24/2020 2:4%:01 PM UTC
Expiration date: Mever

Fingerprint: AS6DBE305EE225BCA2EALCIRODO2ER29729A45B3

Export ~ Send Close

Here you can see all the information about your certificate/key but also Export them or Send your
public key to a contact with whom you wish to converse via encrypted messages in the future.



Export Public Key
Export Private and Public key

You can export the whole keypair or just the public key into an .ASC file.
You can also right-click the certificate/key using the right mouse button to open the Details or
access its features.

Export »

Details

Send Public Key

Delete

Rermove from ¥

Send Public key

With this button you can quickly just send the public key of the selected certifiate or keypair to the
recipients.

Upload to eM Keybook / Remove to eM Keybook

With this option you can manually upload your public PGP key to the "What is eM Keybook?" on
page 592 service. If the key has already been uploaded, this button changes to the removal option
instead.

Upload to OpenPGP.org / Remove from OpenPGP.org

With this option you can manually upload your public PGP key to the https://keys.openpgp.org/
service. If the key has already been uploaded, this button changes to the removal option instead.
When you add your key to OpenPGP.org you will get this confirmation window in your browser:

keys.openpgp.org

Wt o e P Y i lioherd Faar e ol ki
four key D4 3 now published for the identity

jerry.clarkixlsolar.com

]E Delete

Clicking the Delete button will remove the certificate/key from eM Client.
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https://keys.openpgp.org/

Key Lookup Services

You can enable or disable specific PGP key lookup services in this section.

Settings x

v Apply  , Impet T, Export  B& OR Export

> El Genera
u @ Appearance Enable eM Keybook support
> B Ma Search
- More info
v @ s gning and Encryption
El General keys.openPGP.org
o Account Policies Enable keys.openPGP.org support
Certificates and Keys Search
,G) Key Lookup Services More info
» fid Calendar ProtonMail
» % Contacts Enable Proton Mail support
> Tasks Search
More info
> [E] Notes
> E‘ Chat

> [8] Online Meet ngs
> Bl Widgets

> 8} Advanced

Enable eM Keybook support: option that enables/disables eM Keybook support service

Search in eM Keybook: Search for specific keys by email address

In addition to the "What is eM Keybook?" on page 592, we have added two other services for
finding public PGP keys of your contacts - ProtonMail and keys.openPGP.org.

eM Client allows you to look up public keys stored at those keyservers. In case of the
keys.OpenPGP.org you are also able to upload your own PGP public keys or public keys created
directly in eM Client.

You can manually search at the specific server here in Key Lookup Services settings or keep them
enabled so when you do try to send an encrypted email to a new contact the app can automatically
search through the enabled services.

To find out how to upload your keys to eM Keybook or OpenPGP.org, go to "Certificates and Keys"
on page 189



ProtonMail works similar to OpenPGP.org, but you are not allowed to upload to or remove keys from
the database. It serves the users only as a database of ProtonMail public keys for storage and
lookup.

Enable eM Keybook support

We let users upload public keys to eM Keybook and then when another user wants to send
encrypted email to that person, he does not have to ask for a public key. Instead eM Client will
search for their public key in the eM Keybook and offer to download it for you automatically. When
this option is disabled, eM Client won't ask you if you want to import public keys available in our eM
Keybook.

Behavior when Enable eM Keybook support is checked:

Message Encryption x

Public key found on eM Keybook

A public key for ernail address bobemc@outlock.com was found
on eM Keybook - our public key directory. Do you want to import
the key and use it for encryption?

Mo Details Maore info

Behavior when Enable eM Keybook support is NOT checked:

Encryption Certificate Required x

Mo 5/MIME encryption certificates or PGP keys for bobermnc@outlock.com
were found,

Do you want to send this email unencrypted?

Search in eM Keybook
Here you can search for public PGP keys which have been uploaded by our users. Just search for
their email address and if they have a public key available, you can then choose one of these
options

e Import: import it into your own keybook to easily send them an encrypted message

o Details: See details of the public key (and export it as an .acs file or send it to someone)

¢ Send Public Key: Send the public PGP key to someone else via email



eM Keybook

Enable eM Keybook support

[jerry.clark@x'l solar.com

A Search

More info

Manage public keys on eM Keybook for jerry.clark@x1solar.com
o, Import T, Export v @ Details B4 Send Public key Rernove from eM Keybook

Uploaded public keys

~ PGP

Jerry Clark

Jjerry.clark@xlsolar.com

Jerry Clark

jerry.clark@xlsolar.com

Details of a PGP public key:

Valid from 24/11/2020

Walid from 22/02/2022

eM Keybook is a public key directory where you
can manage the PGP keypairs that you
uploaded to this service and lookup public keys
of other eM Client users for more convenient
SECUreE messaging.

More info about eM Keybook




PGP keychain information

Key #1

Key ID: GACSATEIDAS26A5

User |D: "Bob Dylan" <bobemc@outlock.com:s
Has private key: Mo

Is raster key: Yes

Is encryption key: Yes

Algorithm: RSA (Encrypt or Sign)

Length: 2042

Creation date: 11/12/2020 3:10:11 PM UTC
Expiration date: Mever

Fingerprint: FO95CEF2605B42

Key #2

Key ID: E453686BDECATTSIT

User I

Has private key: Mo

ls master key: Mo

Is encryption key: Yes
Algeorithm: RS54 (Encrypt or Sign)
Length: 2042

Creation date: 11/12/2020 3:10:12 PM UTC
Expiration date: Mever
Fingerprint: 665069CE690DBT3E!

Export Public Key Send

Cloze
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Calendar

You can access the calendar's settings by right-clicking anywhere on the calendar's main panel and
selecting Calendar Preferences from the context menu, or by selecting Menu > Settings from the

main program window and selecting the Calendar section in the Settings window.

- Iﬁ Calendar
E| General

2y Weather

> ,% Contacts

> Bl Widgets

> @ Advanced

Source of event's color in multi-calendar mode: Tag then calendar

Eirst day of the week: Monday

First week of year: Detect from System

Show balloons after | 1000 millizeconds

Agenda (Events List)
Show groups in agenda
Event Detail
Always show advanced options
nvitations

Invitation sending behavior: | Always Ask

Defaults

Default meeting duration

Default meeting type Always Ask

Settings
 Bpply &, Impet T, Export B OR Export
> El Genera Calendar View
> 67 Appearance Go to Today every time calendar is opened
> B Ma Show week numbers
& s gning and Encryption Grenulerity 13 mintes .
Show range: Work Day Hours .

5 Tasks Work Week
> B Notes v @1 Gw @71 @F 3 S

Work day start: 2:00 am .
> [ Chat

Work day end: 6:00 pm -
> [Z] Online Meet ngs

Balloons

Set

The Calendar Settings window consists of seven sub-sections: Calendar View, Work Week,
Balloons, Agenda (Events List), Event Detail, Invitations and Defaults.




Calendar View

Go to Today every time calendar is opened:

If you check this option, then the current day will always be in focus when you open the calendar
section.

Show week numbers:

If you check this option, there will always be displayed a number of the week according to the
current year in the month view of the calendar.

Granularity:

This option allows you to choose the granularity of the day and week view layouts.

The days are divided into hours by default. If you want to plan your time more accurately, you can
split the hours into slices of 5, 10, 15, 20 or 30 minutes. This time unit is important when you are
moving and resizing events by Drag & Dropping event boxes because you can't adjust the events by
smaller time units than defined here.

Show Range:

This option allows you to set the "height" of your calendar's layout. The value specified in this field
determines how many hours will be visible at one time in the calendar's central panel.

So, if you set 24 hours in this field, you won't have to scroll at all in your calendar's central panel,
leaving you plenty of room for your nocturnal activities.
Source of event's color in multi-calendar mode:
You can define the source of the color of an event while you are in multi-calendar mode. This option
is there for a case when you are working with more than one calendar. You have three options:

e Tag then calendar - will prefer tag color and neglect calendar color.

e Calendar then tag - will prefer the color of a calendar and the tag color will be displayed
only by tag indicator.

e Calendar only - will display calendar color primarily while you have selected one calendar
only.
First day of the week:
Set which day starts off your week.

First week of the year:

Set the first week of the year, so the week numbers in the app match your preference - default is to
Detect from system, but you can manually change it to week which includes January 1st, first 4-day
week or first full week.

Work Week

In this section, you can define the parameters of the work week. When it starts, when it ends and
which days it contains.

Balloons panel

In this panel you can define the behavior of the popup balloons which appear when you hover the
mouse pointer over an event box. These balloons contain the events' info.

You can learn more about Balloons in the Calendar Views section.

Agenda (Events list)
Check Show groups in agenda to have groups displayed also in Agenda (Events list)



Event Detail

Always show advanced options

By default, event creation window shows just few basic fields. With this option, all fields will always
be visible.

Invitations

Set default behavior for the event invitations, either always ask if the invite should be sent or not,
always send it or never send one out.

Defaults

In this panel you can set default meeting length. Consequently select whether you want to
apply it to all folders or only to the selected ones.

You can also set default meeting type, depending if you create more Online meetings or
Standard events - but you can always have the program ask each time.
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Calendar

You can access the calendar's settings by right-clicking anywhere on the calendar's main panel and
selecting Calendar Preferences from the context menu, or by selecting Menu > Settings from the

main program window and selecting the Calendar section in the Settings window.

- Iﬁ Calendar
E| General

2y Weather

> ,% Contacts

> Bl Widgets

> @ Advanced

Source of event's color in multi-calendar mode: Tag then calendar

Eirst day of the week: Monday

First week of year: Detect from System

Show balloons after | 1000 millizeconds

Agenda (Events List)
Show groups in agenda
Event Detail
Always show advanced options
nvitations

Invitation sending behavior: | Always Ask

Defaults

Default meeting duration

Default meeting type Always Ask

Settings
 Bpply &, Impet T, Export B OR Export
> El Genera Calendar View
> 67 Appearance Go to Today every time calendar is opened
> B Ma Show week numbers
& s gning and Encryption Grenulerity 13 mintes .
Show range: Work Day Hours .

5 Tasks Work Week
> B Notes v @1 Gw @71 @F 3 S

Work day start: 2:00 am .
> [ Chat

Work day end: 6:00 pm -
> [Z] Online Meet ngs

Balloons

Set

The Calendar Settings window consists of seven sub-sections: Calendar View, Work Week,
Balloons, Agenda (Events List), Event Detail, Invitations and Defaults.




Calendar View

Go to Today every time calendar is opened:

If you check this option, then the current day will always be in focus when you open the calendar
section.

Show week numbers:

If you check this option, there will always be displayed a number of the week according to the
current year in the month view of the calendar.

Granularity:

This option allows you to choose the granularity of the day and week view layouts.

The days are divided into hours by default. If you want to plan your time more accurately, you can
split the hours into slices of 5, 10, 15, 20 or 30 minutes. This time unit is important when you are
moving and resizing events by Drag & Dropping event boxes because you can't adjust the events by
smaller time units than defined here.

Show Range:

This option allows you to set the "height" of your calendar's layout. The value specified in this field
determines how many hours will be visible at one time in the calendar's central panel.

So, if you set 24 hours in this field, you won't have to scroll at all in your calendar's central panel,
leaving you plenty of room for your nocturnal activities.
Source of event's color in multi-calendar mode:
You can define the source of the color of an event while you are in multi-calendar mode. This option
is there for a case when you are working with more than one calendar. You have three options:

e Tag then calendar - will prefer tag color and neglect calendar color.

e Calendar then tag - will prefer the color of a calendar and the tag color will be displayed
only by tag indicator.

e Calendar only - will display calendar color primarily while you have selected one calendar
only.
First day of the week:
Set which day starts off your week.

First week of the year:

Set the first week of the year, so the week numbers in the app match your preference - default is to
Detect from system, but you can manually change it to week which includes January 1st, first 4-day
week or first full week.

Work Week

In this section, you can define the parameters of the work week. When it starts, when it ends and
which days it contains.

Balloons panel

In this panel you can define the behavior of the popup balloons which appear when you hover the
mouse pointer over an event box. These balloons contain the events' info.

You can learn more about Balloons in the Calendar Views section.

Agenda (Events list)
Check Show groups in agenda to have groups displayed also in Agenda (Events list)



Event Detail

Always show advanced options

By default, event creation window shows just few basic fields. With this option, all fields will always
be visible.

Invitations

Set default behavior for the event invitations, either always ask if the invite should be sent or not,
always send it or never send one out.

Defaults

In this panel you can set default meeting length. Consequently select whether you want to
apply it to all folders or only to the selected ones.

You can also set default meeting type, depending if you create more Online meetings or
Standard events - but you can always have the program ask each time.
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Weather

In this panel you can define the settings for a feature which displays reliable weather forecast
information for several upcoming days in the calendar. Specify the city you are located in and
choose whether you would like to have the temperature displayed in degrees Fahrenheit or
Celsius.

Settings X
Save & Close  Bpply &, Impot T, Export B ORExport
> El General Weather
> @ Appearance & Enable Weather
> B mail Location: | Prague (Prague) Change
> (@ Signing and Encryption O Celsius  Fahrenheit
Powered by: 8 AccuWeather
~ @ Calendar
You can find the weather forecast for a particular day in the day/week/work week view in a calendar. When
E| General you hover your cursor over the weather icons at top of the calendar, detailed information will be shown,
5 Weather
> r% Contacts
> Tasks
> @ MNotes
> [ chat
> @ Online Meetings
> B Widgets
> @ Advanced
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Contacts

Contacts settings window:

Settings x

v Apply  , Impert T, Export & OR Export

> [E] Genera Contact List
» @ Appearance Show groups in contact list
> B Ma _
File As
¥ Signing and Encryption .
EI gning anc ! File new contacts as: Surname, Name
» _alendar
@ Calenda Update Contacts...
~ ;% Contacts _
Avatars
El General
Download avatars from external sources
> Tasks ;
. Show monograms when no other avatar is found
> @ Motes
Contact Details
> E‘ Chat

Show tag bar
> [8] Online Meet ngs

> Bl Widgets

> @ Advanced

Contact list

Show groups in contact list
In List view this option will show Groups for your contacts depending on how you sort them.

File as

File new contacts as:

Here you can set up whether you want to file new contacts as Surname, Name; Name, Surname;
Surname Name or Name Surname. Then click on the Update Contacts... button to activate the
manner in which the contact should be filed. The very last step is to select the contact folder(s) that
you would like to update. You can also adjust whether you want your contacts to be shown in
groups in contact list.

Avatars

eM Client automatically downloads and displays avatars for your contacts from the web. We
download images from Gravatar, domain icons and more.


https://gravatar.com/

If no image is saved for your contact on server or in your Contacts section, the contact's initials or
empty icons will be shown instead, depending on these settings:

Download avatars from external sources

This option will determine if images from external sources are downloaded or not.

This does not include images from your Contacts.

If you uncheck this option, Apply the change, and then check again, you will reset your
avatars cache and new images will be downloaded. Otherwise, already downloaded images are
updated once every 30 days.

Show monograms when no other avatar is found

This option determines if initials are shown. If you uncheck the option only a basic silhouette icon
will show instead.

Contact Details

Show tag bar

Show or hide the tag bar in People view in the top right corner - easy way to see and assign or hide
tags for your contacts.
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Tasks

Settings x

 Apply 4, Import T, Export  B& OR Export

» E| Genera Tasks List
» @ Appearance Show groups in tasks list
> B Ma Task Form
> (@ Signing and Encryption Always show advanced options
» [zl Calendar Task Detail
O~
? ¢ Contacts @ show tag bar
~ Tasks New Tasks
E| General
Autofill start date with the current date
> [E Notes Autofill due date with the current date
> D Chat

nvitations

> @ Online Meetings
Invitation sending behavior: | Always Ask
> Bl Widgets

> @ Advanced

Tasks List

Show groups in tasks list
Here you can choose whether you would like to show groups in tasks List view.

Task form

Always show advanced options

By default, eM Client shows a shorter list of options in the New Task window, such as Dates and
Name, but not others like Note/Details.
With this option all available fields for the task will be visible by default.

Task Detail

Show tag bar

Show or hide the Tag bar that lists assigned tags or can be used to add/remove them in the top
right corner of the Details view.

New Tasks
Autofill start date with the current date

Autofill due date with the current date

Using these checkboxes you can decide if either Start or Due date should be pre-filled with current
date when you create a new task.



Invitations

Invitation sending behavior
Using this selector you can decide what should be the default behavior for invitations when you add
people to your task/assign a task to them.

e Always Ask

e Always Send

e Never Send
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Notes

This feature is available only to Personal, Business or Pro license users.

Settings x

« Apply L, Import T, Export  B& OR Export

> [E Genera Read
> @& Appearance @ Show tag bar
> B Ma Show notes in groups
Show full date
> (A Signing and Encryption _
Use compact layout in widths smaller than | 600 pixels
> [@ Calendar QAIwaysusecompactlayout
> [% Contacts Always use single-line layout
» Tasks
Compose
v [E] Notes
E| General @ Automatically save notes every | 3 minutes
> [ Chat

> @ Online Meetings
> 80 Widgets

> @ Advanced

Show Tag Bar:This settings will toggle displaying the Tag Bar in the upper right corner of your
Notes. This makes it much easier to quickly see and manage your Tags within Notes.

Show notes in groups:You can check if you want your messages to be displayed in groups. Setting
is currently available only for 'Last Modified' argument. Your Notes will be now sorted in groups like
"Older" , "Two weeks ago" etc.

Show full date: This extends the date of when the note was last modified.

Use compact layout in widths smaller than [x] pixels: Here you can customize your compact layouts
by selecting the number of pixels.

Compose

Automatically save notes every [x] minutes: This adjusts how frequently notes are autosaved. The x
value can be set between 1 and 99 minutes, or disabled completely by unchecking the box.
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Chat
In this menu you can specify the settings for your communication via Chat.

You can enable:

« sending messages on pressing Enter

« showing quick answer in message notification

¢ using automatic status changing, which involves specifying the amount of time after
which your status will be automatically changed to "Away" and "N/A"(Not Available).

If you check the "Auto accept incoming files" field, any files coming in through Chat will be
automatically accepted and stored in the directory that you specify below.

Settings

« Bpply 4, Import T, Export B OR Export

> El Genera Chat
» @ Appearance Send message on 'Enter’
> B Ma Show quick answer in message notification
Use automatic status changing
> & s gning and Encryption
Set Away after | 3 minutes of inactivity
> Calendar .
@ : Set N/A after | 20 minutes of Away mode
> [% Contacts
ile Transfers
> Tasks
Auto accept incoming files
> @ MNotes
Directory for incoming files: | C\Users\Downloads
v [ Chat
E| General Chat N

Use this button to clear chat messages history for all contacts.

> [@] Online Meet ngs

Clear Chat History
> Bl Widgets

> @ Advanced

If you do not enable "Auto accept incoming files" you will need to confirm incoming files
manually when the window pops up:




Incoming File Transfer x
@ =mith@xlsolar.com iz

From: Clara Smith
Date:  3/1/2022 1:03:31 PM
Filee  Meeting details(1).doc

Description:

Saveto: | ChDownloads\Meeting details.doc ]
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Online Meetings

eM Client currently supports these Online meeting providers:

"Google Meet" on page 212

"Microsoft Teams login and permissions:" on page 213
"Zoom login and permissions:" on page 214

"Webex by Cisco" on page 216

"IceWarp Video Conferences" on page 217
"GoToMeeting" on page 217

"Meetn" on page 217

"Vivomeetings" on page 219

"SmarterMail" on page 219

Add an Online Meeting Provider

To add online meeting integration, you can go to Menu > Settings > Online Meetings >
General.

Then click the Add button at the bottom of the window and select the online meeting
service you wish to add.

Settings x

« Bpply b, Import T, Export B OR Export

? E| Genera Online Meeting Providers
> €7 Appearance
> M Ma METH Meetn
0 .
> (1 Signing and Encryption B Microsoft Teams
m Webex
? F:;| Calendar
2o0m Zoom
> & Contacts
lceWarp
> Tasks
u Google Meet
> [E] Notes
? D Chat
M @ Online Meetings
E| General

> B Widgets

> @ Advanced

Add =~ Remove




Next, you will sign it to your online meeting service using your normal login credentials.

Then, you will need to accept the permissions for eM Client to connect to the online
meeting service

Finally, the service will be added to your list of online meeting providers, and you can
select that service when creating an online meeting.

Google Meet

By default, users who have enabled Google Calendar access already have Google Meet
added as an Online Meeting provider for every one of their Google Accounts in eM
Client, and they can only be removed by disabling the Google Calendar service for that
account.



Microsoft Teams login and permissions:

Password required for Microsoft Teams

a8 Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Back Mext

@'b Sign-in options

Terms of use  Privacy & cookies




Password required for Microsoft Teams x

a8 Microsoft

Permissions requested

eM Client
L2/ eM Client sr.o. 3
This app would like to:
“ Maintain access to data you have given it access to
“ Sign you in and read your profile

~ Have full access to your calendars

| | Consent on behalf of your organization

Accepting these permissions means that you allow this app to use your
data as specified in their terms of service and privacy statement. You can
change these permissions at httpsy//myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Zoom login and permissions:

Adding Zoom to eM Client may require a manager’s permission, depending on the setup
of your organization’s Zoom account, otherwise (as a single user with Admin rights) you
will need to click the Pre-Approve button.



—
=
0

You cannot authorize the app

This app requires your pre-approval

View current user's meetings (%)

From app developer: List existing meetings so the application can match them to calendar

View and manage current user's meetings (%)

From app developer: Create new online meetings so online meetings can be created directly from
within the application

View current user's information (%)

From app developer: Read your name and email address so the application can display your Zoom
name and email address in provider overview

You may be sharing sensitive info with this site or app. By clicking Authorize,
you authorize this app to use your information in accordance with their
Privacy Policy. At any time you can revoke access for eM Client or any other
app by visiting your Installed Apps page.

Authorize Decline

Then you will be able to Authorize the account for eM Client:



If you don’t have admin rights for your Zoom account, or eM Client isn’t pre-approved in
Zoom by your organization, this means that you will need to set up Zoom in eM Client
twice. First to send the pre-approval request, then to actually add the Zoom service. You
will need to take the following steps.

1.
3.

4.
3.

Initially try to add Zoom to eM Client

Send the approval request to the Zoom admin

Click Cancel in eM Client because the application locks up while approval is being
sought

Wait for the request to be approved (you will receive an email upon approval)

Add Zoom to eM Client again.

Webex by Cisco

For Webex you will need to just login via the oAuth window that pops up:

Cisco \Webex

Welcome to Webex

email address

MNeed help signing in?



IceWarp Video Conferences

By default, users who set up an IceWarp account using SmartDiscovery will have
automatically enabled access to IceWarp Video Conferences in eM Client.

GoToMeeting

For GoToMeeting you will need to just login via the oAuth window that pops up:

Golo

Keep me signed in

Meetn

You will be prompted to create or insert a Room name when adding Meetn to eM Client:



ROOM NAME SELECTION

You can choose a personalized name for yowr room. This is the name guests will see
in your room link. For example, if your name is David and if that room name is
available, your room hnk would be meetncom/david.

Room names can include letters and numbers. Spaces and special characters are not
allowed. Capitalization does not matter.

Type Your Desired Room Name and click 'Next'

Roam Name



Vivomeetings

VIVO
¢ MEETINGS

Allow eM Client access to your account?

eM Client will be able to read your VivoMeetings meeting details.

DEMY AUTHORIZE

In a separate browser window you will be prompted to sign into your Vivomeetings
account with your standard login credentials for the service.

If you are already signed into your browser, simply click Authorize.
SmarterMail

SmarterMail is added for Online Meetings automatically when you add a SmarterMail
account using the Automatic setup in Menu > Accounts.

Or you can add the URL of your domain manually.



SmarterMail server x

Please enter Smarterfail server URL

[ https://

Cancel

Remove an Online Meeting Provider

To remove Microsoft Teams or Zoom, select them from the list of providers and click
the Remove button.

Remove

Because Google Meet is tied to the Google Calendar function, the only way you can
remove the service from eM Client is by disabling your Google Calendar service, which
means your Google Calendar will no longer appear in eM Client.

If you still wish to remove it, you can go to Menu > Accounts > Select your Google
account > General Tab > Services > Uncheck the box for Google Calendar.

J2EMICEes

Google Contacts
Google Calendar

SMTP

Google Settings

IMAP

Copyright © 2025 eM Client s.r.0.
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Widgets

Widgets are useful add on applications that can be customized to personalize your account. You can
use them to display your favorite web pages or to read the latest news from a RSS feed.

The Widgets Settings window:

Settings x
Save & Close  Apply  d, Impot T, Export  B& OR Export
> El General Widgets
3 @ Appearance List of all available widgets (Checked widgets are enabled):

> B Mail v Web Widgets

CMN Europe

¥ Signing and Encryption
EI gning v ~ RS55 Widgets

> @ Calendar eM Client
> 8 Contacts CHNN Top Stories
> Tasks

> @ Notes

> [ chat

> [&] Online Meetings

~ B Widgets

E| General

> @ Advanced

Add New Widget  Remove Widget — Modify Widget

To create a new RSS widget, click the Add New button, select the RSS Widget and press Next >.

Add New Widget x
Select Widget Type Description
R55 Widget enable you to
Web Widget

watch any R55 feed available or
the internet inside a widget.

Back Mext Cancel




Enter an arbitrary name for your new widget and enter the URL of the desired RSS feed. A sample
CNN news feed is shown in the picture below, you can find many RSS feeds using your favorite web
search engine. The form of the URL may vary depending on the RSS feed provider.

Add New Widget x

Please enter the name of the new widget

Mew widget

Please enter a web LRL,

hittpe//

Back m Cancel

To create a new Web widget,click Add New Widget, select Web Widget and press Next >.

Add New Widget x

Select Widget Type Description

RSSWidaet Web Widget is able to show a
: web page inside a widget.

Back m Cancel

Enter a name for your new widget and enter the URL of the web page that you want to display.




Add New Widget x

Please enter the name of the new widget

fioriaad

Please enter the URL of the R55 feed.

Back Mext Cancel

You can simply delete existing widget by clicking on Remove Widget button and modify existing
widget by clicking on the Modify Widget button.

By clicking on Modify Widget button, following window will appear:

Modify Widget x

Please enter a new widget name

l kNN Top Stories

Please enter the URL of the RS55 feed.

http://res.cnn.com/rss/edition.rss

Back Mext Cancel

You can arbitrarily change the existing Widget's URL or name.
Copyright © 2025 eM Client s.r.o.
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Logging

Logging enables generating of very detailed diagnostic log files into the selected logging directory.
With every startup a new log file is created. Logs are generally useful for troubleshooting.

Settings x

« Apply  d, Import T, Export  B& OR Export

> E| Genera Logging
’ @ arance Logging directory: ChUsers\AppData\RoamingleM Client\Logs
> B Ma
Log the following:
> E‘l Signing and Encryption Aodule
> izl Calendar v  Global
. Datab
? ;% Contacts atabase
e Import
> Tasks
XMPP Registration
> @ MNotes
Rules
> D Chat
Reminder
nline Meatinag
> [8] Online Meetings leeWarp API
> Bl Widgets Cloud Storage
v @ Advanced Online Meeting
a Logging
Send Logs..  Clear Logs
Mote: You must restart the application for changes of these settings to take effect.
Logging

By clicking the three-dot button you can specify the directory in which you wish your logs to be
saved.

Log the following

You can choose to log following for different troubleshooting:

Global options:

e Database

e Import

e XMPP Registration (for newly created XMPP accounts)
e Rules

e Reminder

e IceWarp API (if an IceWarp account is in your Accounts section)
e Cloud Storage

e Online Meeting

e Attachment Indexer

e Translations

e Licensing

e Automatic Archiving



e Authentication
e Security

e Operations

Account-specific options:

These will be available depensing on what type of accounts you use, whether email (IMAP, POP,
SMTP, Exchange), calendar and contacts (CalDAV, CardDAV, Google Calendar and Contacts) and
more.

By clicking on the Send Logs button an email with the log files attached to it will be created and
sent to eM Client team.

Clear Logs will delete all created log files so you can free up the space on your device from old
files.
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Logging

Logging enables generating of very detailed diagnostic log files into the selected logging directory.
With every startup a new log file is created. Logs are generally useful for troubleshooting.

Settings x

« Apply  d, Import T, Export  B& OR Export

> E| Genera Logging
’ @ arance Logging directory: ChUsers\AppData\RoamingleM Client\Logs
> B Ma
Log the following:
> E‘l Signing and Encryption Aodule
> izl Calendar v  Global
. Datab
? ;% Contacts atabase
e Import
> Tasks
XMPP Registration
> @ MNotes
Rules
> D Chat
Reminder
nline Meatinag
> [8] Online Meetings leeWarp API
> Bl Widgets Cloud Storage
v @ Advanced Online Meeting
a Logging
Send Logs..  Clear Logs
Mote: You must restart the application for changes of these settings to take effect.
Logging

By clicking the three-dot button you can specify the directory in which you wish your logs to be
saved.

Log the following

You can choose to log following for different troubleshooting:

Global options:

e Database

e Import

e XMPP Registration (for newly created XMPP accounts)
e Rules

e Reminder

e IceWarp API (if an IceWarp account is in your Accounts section)
e Cloud Storage

e Online Meeting

e Attachment Indexer

e Translations

e Licensing

e Automatic Archiving



e Authentication
e Security

e Operations

Account-specific options:

These will be available depensing on what type of accounts you use, whether email (IMAP, POP,
SMTP, Exchange), calendar and contacts (CalDAV, CardDAV, Google Calendar and Contacts) and
more.

By clicking on the Send Logs button an email with the log files attached to it will be created and
sent to eM Client team.

Clear Logs will delete all created log files so you can free up the space on your device from old
files.
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Main menu and toolbar



Toolbar

4O Refresh v G Reply ~ @R Reply Al v &0 Foward ~ X Mak v [ archive T Snooze v [i] Delete  [Z] AddNote £ QuickActions ~ & Print (%) MovetoJunk ~

Toolbar provides you with different quick-access options depending on which section of the
application you are currently working in. When you are in the email section, the email toolbar is
displayed, which provides you with quick access to various email operations. The same toolbar will
provide you with different options to perform different operations when you are in calendar mode or
task mode.



Menu

B

PG OARE O

Print... Ctrl+P
Backup...

Check for Update...
Operations...

Rules...

Cuick Actions...
Tags...

Rerminders...

Settings..
Accounts..,
Diata Files..
File

Edit

View
Message

Tools

L . . T "

Help

Exit

The Menu contains some of the most common functions and settings sections:

Print... - you can print your messages, calendar, events or contacts using our print preview
where you can adjust many aspects of the final layout of the page about to be printed.

Backup... - You can backup your data.

Check for Update...- if you click on this option, the application will try to look for available
updates for your license online. If an update is found, a list of new features will be displayed
and you will be prompted to confirm that you want to install the update.

Operations... - You can view ongoing operations, any errors that might have popped up or
the operations log that can be useful for troubleshooting.

Rules...- You create rules here. You can find further information about creating rules in the
topic_Rules.

Quick Actions... - You can manage Quick Actions here.

Tags... - Here you can manage your tags active in the eM Client. You can find more
information about managing tags in the topic Working with Tags.

Reminders... - View the Reminder window with pending reminders for your events or tasks.

Settings...- When you click on this button, a window with settings will appear. You can find
more information about settings in the topic Settings.

Accounts...- When you click on this button, a window for working with the accounts will be
displayed. You can find more information in the topic Accounts.



o Data Files... - Opens the Data Files manager.

It also contains six further sections - File, Edit, View, Message, Tools, and Help.
Those further options can be brought up only by clicking on the menu button first.

Under all these you have the Exit option to fully close down the app.

File

E Open...

Save As... Ctrl+Shift+S
Close

ok Import..,

T, Export.
Restore...
Work Offline

Menu File has these items:

e Open - You can open a saved email (an eml file).

e Save as - You can save a chosen email to an eml file.
e Close - Close current window.

e Import... - You can import data to the application.

e Export... - You can export data from the application.
e Restore... - You can restore your data.

¢ Work offline - When you choose this setting, the application will work without connecting
to Internet. If you send an email, it will be saved and it will be sent after connecting to
Internet.

Back to menu.

Edit
< Undo Ctrl+Z
—  Redo Ctrl+Y
g% Cut Ctrl+X
Eﬂ Copy Ctrl+C
F|:| Paste Ctrl+V
Select All Ctrl+ 4
Find... Ctrl+5hift+F
Find in Body... F4

Ernpty All Trash Folders

Menu Edit has many items:



¢ Undo - If you delete something, you can undo the operation of deleting.

e Redo - If you performed undo operation, you can now perform redo and the retrieved
operation will be deleted.

e Cut - Cutting copies selected item into clipboard and removes the item from its current
place.

e Copy - When you click on this button, it will make a copy of the selected item.

e Paste - Paste will insert the item currently stored in clipboard (one that was previously cut
or copied).

o Select all - All items will be selected.

e Find... - You can perform textual search - either simple, or you can specify advanced
options for your search.

e Clicking on Find option will bring your focus to the Search in the top right corner of
the window, opening the Advanced Search pop-up (see below).

e Find in Body... - This option will bring up a simple search window to search inside the body
of currently opened message.

o Empty All Trash Folders - This option, as the name suggests, will permanently delete all
messages in all Trash folders in the program (the Local folders and all your accounts'
folders).

Advanced Search

Advanced search represents a smart utility that enables you to search with predefined rules which
will filter out particular emails from the global folders, i.e. folders where all your emails are stored.
As you can see in the picture, search window consists of two parts: textual form of query and the

visual form of query.

nclude Archive

Create Search Folder...

To learn more about working with search queries and about creating a filtered folder see Search
Folders.



Back to menu.

View
Columns...
Layout »
Sidebar »
Conversations »

v Showtag bar

Previous Message  Ctrl+,

Mext Message Ctrl+.

Menu view has many items:

e Columns... - You can select columns which you want to see in the list of emails. You can
also change the order of columns.

Columns X
Available columns: Show these columns:
Delivered Flag
Folder Add — lcon
Sent From
~ Remove
To Subject
Received
Size
Set Defaults icancel

e Layout - You can change position of the panel with messages - Messages on the bottom,
Messages on the right, Messages panel off.

e Sidebar- You can change layout of the sidebar.
e Conversations - Enables you to customize and specify conversations.

o« Show tag bar - Enable or disable the bar with assigned Tags above the message header in
message preview.

e Previous message - The selected item is changed to previous message.

¢ Next message - The selected item is changed to next message.



Back to menu.

Message
<2 Reply »
€~ Reply Al >
“»  Forward »
lz Flag Insert
O Tag >
@ Mark as Read Ctrl+C
F.‘ Mark as Unread Ctrl+U
Mark All as Read
T_;] Snooze »
] Archive Ctrl+Shift+A
@ Move to Junk »
Co CopytoFolder..  Ctrl+Shift+C
Lo MovetoFolder..  Ctrl+Shift+V

Download selected for offline use

Eﬁé Create Meeting from Message
Eé Create Task from Message

Create Rule from Message »
[E] Add Note

Format »
]E Delete Del

Actions menu differs according to the section where you currently are (mail, calendar, tasks,
contacts etc.)

Actions Menu has several items:

e Reply - When you click on this button, you will reply to a selected email.

¢ Reply All - When you click on this button, you will reply to all people in a selected email.
(for example to people in CC)

e Forward - You can send a selected email to another person. Moreover you can choose from
three actions: Forward..., Forward as Attachment..., Forward as Original... and Resend...

e Flag - by clicking this, you will add a flag to your message (event etc.) - for example to
mark the emails you need to reply to etc.

e Tag- you can choose a color tag that will be added to the message.

¢ Mark as Read - You can mark your unread email as read.



¢ Mark as Unread - You can mark your email as unread. It is useful when you read an email
but you don't have a time to answer it so you can mark it as unread.

¢ Mark All as Read - You can mark all your emails as read.
e Snooze - Snooze your message to be re-added to your inbox at a more convenient time.
e Archive -Move the message into the Archive folder.

e Move to Junk - You can select from three options: Move to Junk, Move to Junk and
blacklist email, Move to Junk and blacklist domain.

e Copy to Folder... - You can copy a selected item into another folder. Last 10 folders you
copied messages to will be remembered in copy history.

¢ Move to Folder... - You can move a selected item to another folder. Last 10 folders you
moved messages to will be remembered in move history.

o Download Selected for offline use - You can download selected items.
e Create Meeting from Message - You can create a meeting directly from the message.
o Create Task from Message - You can create a task directly from the message.

e Create Rule from Message- Quickly create a rule based on this messages sender or
subject.

e Add Note - Add a local note to your message without altering the original.
¢ Format - Easily switch the view of current message from HTML to Plain text and vice versa.

o Delete - Deletes the message.

Back to menu.

Tools
Subscribe to Internet Calendar...
,% Contacts Ctrl+B

Deduplicator...

Automatic Replies
Mail Forwarder

$ Theme Editor

BS  OR Export

Menu Tools has these items:

e Subscribe to Internet Calendar... - You can set up a calendar access directly from
here.

e« Contacts - Clicking on Contacts will bring up the Address Book (see below). This feature can
be used for selecting the particular contact that you want to send a message to. Start writing
contacts's initial letters to search for particular contact.



2 Select Contact b4

Filter Contacts: Folder:

@ jerry.clark@x 1solar.cor ~ 4 Add..

Sorted by File As Select T ~
Afee, Shahab Afee, Shahab s.afee@in.kreditcorp.com
Casey Atwood Atwood, Casey casey.atwood @x1sclar....
Jerry Clark Clark, Jerry clark@x1solar.com
Gonzalez, Julio Gonzalez, Julic gonzales,julio@charlesu...

Graf, Sarah
Graham, Peter
Jones, Michael
Mary Kirkland
Martinez, Jenny
Paul Sauer

Lenni Schrader

Graf, Sarah
Graham, Peter
Jones, Michael
Kirkland, Mary
Martinez, Jenny
Sauer, Paul

Schrader, Lenni

graf@x 1solar.com
graham@x1sclar.com
michael jones@icewarp...
mary.kirkland @:x1sclar....
jenn@x1sclar.com
paul.sauer@x 1solar.com

lenni.schroder@x1solar....

Clara Smith Smith, Clara
John & Mary Smith Smith, John & Mary
Mike Sparrow Sparrow, Mike

smith@x 1solar.com
smith@x 1solar.com
mike.sparrow@x 1solar....

trweneendi@y Tenlar camm

o Deduplicator... - Deduplicator is a tool which enables you to get rid of duplicate (multiple)
items in following areas: mails, events, tasks, contacts. Click on Deduplicator to bring up
following window:

larmes Trawmeend Tramnmzend lames



Deduplicator
Type of items to be deduplicated

Choose the type of items to be deduplicated

Choose the itemn type:

O Mail
Event

Task
Contact

Back m Cancel

Select the item type and click on Next:

Deduplicator
Folders to be scanned

Choose the folders to be searched in and the mode of search

Folders:  Inbox Select...

o Search for duplicates in each individual folder

Search for duplicates over a group of folders

Back m Cancel

Here you can select folders that will be searched for duplicate files and moreover you can specify
whether you want to search for duplicates in each individual folder or over a group of folders. When

you are finished click on the Next button.




Deduplicator x

Action for duplicated items
Specify the action to be done for duplicated items found

Duplicate iterns action:  Move to trash ~

Custom folder: Select...

Back m Cancel

Here specify the action to be done for duplicated items found. Click on Finish to finish the process.

« Automatic Replies - With a Google, Exchange/Office365 or IceWarp account you can set
up automatic responses for all your messages when you're out of office or away on holiday.

¢ Mail Forwarder - With an IceWarp account you can set up automatic forwarding for your
messages.

e Theme Editor - Open the Theme Editor to create your own theme or tweak one of the
existing ones to your preference, find more details in Themes settings.

¢ QR Export - used to export data to mobile version of eM Client via a QR code.

Back to menu.



Help

@ [

Documentation F1
FAC

Video Tutorials

Blog

Forum

License

Get VIP Support

Open Log Directory
Profile for 10 seconds

Record Memory Usage

Terms of Use

Privacy Palicy
Invite to eM Client

About

Menu Help has several items:

Documentation - When you click on this button, a web browser window with the eM Client
documentation will display.

FAQ - link to the Frequently Asked Questions section of our website
Video Tutorials

Blog - link to the company blog which can provide more details on certain features and
updates or current issues.

Forum - Community forum for all users, main support hub for users with Free licenses and
expired VIP Support

License - Here you can view, activate or deactivate your license.

Get VIP support -link to the online support web pagefor Pro license users with active
VIP Support subscription.

Open Log Directory - opens the Logs folder containing all created .log files

Profile for 10 seconds - Create profile log that runs for 10 seconds and then saves into a
text file, which can befound in the Logs folder. This can be useful for freezes and other issues
in eM Client that do not have dedicated logging options in the Advanced settings.

Record Memory Usage - Creates special log file to analyze memory usage of the
program.

Terms of Use - link to eM Client Terms of Use
Privacy Policy- link to eM Client's Privacy policy

Invite to eM Client - when you click on this button, a window with invitation to eM Client
for your friends will appear. You can invite them using: email, Twitter or Facebook.



e About - You can click on this button to see more information about this product and can
copy the currently installed version here.

x

eMClient

Version:  10.0.3530 (f0b23b7)

Copyright © 2006-2024 eM Client s.r.o.

Warning: This computer program is protected by copyright law and
international treaties, Unauthorized reproduction or distribution of this
program, or any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent possible under
law.

Back to menu.

Touch Input interface

eM Client supports touch-operated devices, if your device has such utility, you will be able to switch
to touch-operated mode by clicking on the appropriate icon in the right upper corner of eM Client
window:

_ o X

If you switch to the touch mode, all icons and features of the application will become a little larger
in order to easily control the application.

In the touch mode:

e You can scroll in all menus by touch movement (context menus etc.).
e In calendar view you can move in all directions by touching the screen.

e By the pinch-to-zoom action you can change the number of weeks displayed in the month
view of the calendar as well as zoom in/out in the week view.

Copyright © 2025 eM Client s.r.o.
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Search

Search Bar
The Search bar in eM Client is located in the middle of the top title bar, above the toolbar:

‘ 4O Refresh v G Reply ~ @R Reply Al v &0 Foward ~ X Mak v [ archive T Snooze v [i] Delete  [Z] AddNote £ QuickActions ~ & Print (%) MovetoJunk ~

Using the search bar, you can simply search for your emails (or other items in other sections of the
app). A list of several useful command tools will appear in the context menu when you type a
question mark in the search bar.

Click inside the search bar to view the folder selection on the left and the settings for
search and Advanced search button on the right side.

If you performed some searches before, clicking inside the search field will bring up search history
SO you can repeat your recent search.

-
| Current folder J

Folder options on the left - this section dictates which actual folders the search will be performed
within:

-
| Currentfolder

~  Current folder lark Archive Unsnooze Delete
Current folder and subfolders
( All folders Il

Custom Folder Selection...

e Current folder

e Current folder and subfolders
o All folders

e Custom Folder Selection

Click on the pointing down arrow to bring up the context menu for search bar:



Recent History >

«  Subject, sender, recipients, body, notes and attachments
Subject, sender, recipients and body
Subject, sender and recipients
Subject
Body
Sender

Recipients
«  lsze zerver search if available

Create Search Folder...

Recent history - view the recent searches.

Part of the message - this section dictates which actual part of the message will be searched
within, so for example if you set to search in Subject, you will only search inside the subject line
and not other parts of the message like sender address or inside the attached files. To search inside
attachments and message bodies you need to have the messages downloaded for offline use or use
server-side search.

e Subject, sender, recipients, body and attachments
e Subject, sender, recipients and body
e Subject, sender and recipients

¢ Subject
e Body
e Sender

* Recipients

Use server search if available -this option means that if the account has server-side search
available, eM Client will execute the search on the server instead of locally inside the eM Client app.
Server-side search can be used for all Exchange accounts and also IMAP accounts whose servers
support this feature (for example Google). This way you can get more complex results quicker
without having to download your messages for offline use. IMAP servers need to use RFC 7377 and
RFC 6203 extensions for server search to work.

Create search folder.. - create a new Search folder which is a set search parameter that stays
in your folder list, which can be useful for commonly repeated searches.


https://tools.ietf.org/html/rfc7377
https://tools.ietf.org/html/rfc6203

Create Search Folder b4

All Folders

Include Archive

Choose fields

Cancel

Search keywords

Keywords are quick way to specify your search without needing to use the Advanced search
interface. You can use the ? symbol to have the search bar list all the keywords options you can
use.

Then just use the keyword, then colon : and then the words or argument that can apply (for
example from:johnwill look for messages where the sender has name set as john or john is part of
the email address).

Using numerous keywords and searched terms one after another will work as AND argument
between them (from:john read:no will work for messages received from sender john and marked
Unread).

OR argument inside single keyword can be done simply with comma , between the arguments
(from:john,clara will list messages received from john or from clara).

OR argument between different keywords can be achieved with curly brackets {} and space
between the keywords ({from:john subject:party }will look for messages either from john or those
with word party in the subject line).

NOT argument can be used to leave out results with specific words and can be used to negate
specific searched term or even whole keyword using the minus/dash - (google -alert will look for
word google in all sections of the messages and leave out those that include the word alert; from:



google subject:-alert or from:google -subject:alert can specify messages from google, but alert
cannot be in subject).

Keyword list:
Mail
e text - searches for words in subject, body, email, name of the attachment or content of text
attachments
e content - searches only in subject and body

o -text - searches for messages that do not have the given words in in subject, body, email,
name of the attachment or content of text attachments

o subject

e body

o attachmentContent
o attachmentName

e notes
e from
e reply
e to

e cC

e bcc

o email

e recipient

o flag

e read - yes/no, if the message is marked as Read or Unread

e signed - yes/no, depending if message is digitally signed using S/MIME or PGP technology
e encrypted - yes/no, depending if message is encrypted using S/MIME or PGP technology
o attachment - yes/no, depending if there is an attachment

e importance - low/medium/high or 0/1/2 respectively

o before
o after
o within

e received-before

e received-after

o larger

e smaller

e received-within

o tag

o category - name of the assigned "Inbox Categories" on page 290

Calendar

o text - searches in title, description of the event and the set location



o -text - searched words are not in title, description on location
o title

e description

e location

o onlineMeeting

o attachment

o before

o after

e tag
Contacts

e text - searches in name, note, street, county, country, zip, city, email address, display hame
for email address, organization, office, profession, department, hobbies, chat UIN, chat
name, phone and webpage

e im - chat name or unique id
e email - email address and email display name

o -text - searched words are not in name, note, street, county, country, zip, city, email
address, display name for email address, organization, office, profession, department,
hobbies, chat UIN, chat name, phone or webpage

o firstName

e middleName
o lastName

o fileAs

o displayName

e nickName

o prefix
o title
e nName

o« emailAddress

« emailName - display name of the email address
e imUin - chat id number/UIN

e« imName - chat name

e phone

e organization

o office

o profession

e department

o hobbies
o street

¢ county
¢ country

e Zzip



city

address

note

birthday-before

birthday-after

anniversary-before
anniversary-after
anniversary-within
birthday-before-day - ignores year
birthday-after-day - ignores year
anniversary-before-day - ignores year
anniversary-after-day - ignores year
webpage

attachment

tag

text - searches in title, note and location

-text - searched words are not in title, note or location
title

note

location

attachment - yes/no

before

after

status - search based on status the task is in

tag

Attachments

Notes

text - searches in file name, subject of the item source, content and name/address of the
sender or recipient

-text - searched words are not in file name, subject of the item source, content and
name/address of the sender or recipient

filename

itemSubject - subject line or title of the email/event/task/etc. which has the given
attachment

content

senderReceiver

text - searches in title and body
-text - searched words are not in title and body
title



e body
e tag

Chat - search in chat is available for Slack, MS Teams and Rocket.Chat at this time

e from

e in - specify channel or conversation

e with - messages where contact is a participant
e hasmy - messages with your reaction

e has

e reaction

e before

o after
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Quick filter

Quick filter is a fast and easy tool for sorting out all of your items in eM Client.

It can be used in Mail, Calendar, Contacts, Tasks and Notes. It is useful for when you want to
quickly filter the results without the need of a specific search or a new search folder. If you want to
see only the messages with an attachment, online meetings or a task with a specific tag, Quick filter
is the perfect instrument for the job. It offers a wide range of filter options designed specifically for
each section.

How to use the Quick filter?

It is very simple. There is a small funnel icon (see above) in the top right corner of every item list.
You just click on the icon, select the desired filter and confirm it. The items are going to be
immediately filtered. You can always change the quick filter by selecting a different one.

If you don't need it anymore, cancel the filter by clicking on the cross icon under the funnel button
or reselect the filter in the context menu.

Although Quick filter is usable throughout all sections with exception of Attachments, it is not
available in certain views. In Calendar, the Quick filter is usable only in Agenda and in Contacts, you
can not use it in the Business cards view.

You can have only one filter active at a time. The only exception is filtering by Tags. When you
move the mouse on the option “"With tag” and press Ctrl or Shift key, you will be able to pick
multiple tags at once. The filtered items are going to contain the specified combination of tags.



Available filters:

Mail:

v

QMM & 0D e W

Filter by

Flagged

Unread

With attachments
Encrypted

Signed

With tracking pixel
Invitations

With note

With tag

Sort

Flagged
Unread

With attachments

Encrypted

Signed

With tracking pixel
Invitations

With note

With tag



Calendar:
Filter by

With attachments
Recurrent

Private

o [P 11 &

Online meeting

With participants

With no participants

Q

With tag »

Sort »

e With attachments

e Recurrent

e Private

e Online meeting

e With participants

e With no participants
e With tag

Contacts

N

Filter by

With attachments

With email address
With telephone number
With post address

Contacts

Distribution Lists

Qo @¢ K

With tag
Sort

e With attachments

e With email address



With telephone number
With post address
Contacts

Distribution Lists

With tag

Tasks:

Y

0

Business
Filter by
Mot started
In progress

Waiting for someone

With attachments

Recurrent

Assigned to someone

Assigned to no one
With tag
Sort

Not started

In progress

Waiting for someone
With attachments
Recurrent

Assigned to someone
Assigned to no one
With tag



Notes:

Y

Filter by

With attachments

&
{7 With tag >
Sort >

e With attachments
e With tag
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Quick Actions

The Quick Action feature is designed to help you finish more work in less clicks. You
can specify an order of actions with steps that should be performed when you use your
select keyboard shortcut or select the Quick Action from the main toolbar.

%} Quick Actions

Send Personal email later P

Flag and rove finished email  Alt+F

Manage

This will help you automate your common tasks, when it comes to either quickly starting
a new email (starting it with specific template, recipients, signature, etc.) and sending it
or managing incoming messages (flagging, copying, moving, adding a tag, etc.).

In the drop-down menu from the main toolbar click Manage to add or edit existing Quick
Actions:

Quick Actions X

22 Edit Duplicate T Delete T

S5end Personal email later p

Flag and rove finished email Alt+F

Toolbar in this window:

e Add - add a new Quick Action to the list
o Edit - Edit the selected Quick Action
e Duplicate - make a copy of the Quick Action



o Delete - permanently delete the selected Quick Action
Up - move the action up in the list
e Down - move the action down in the list

Creating a New Quick Action

Clicking Add in the Quick Actions window will open this creation window:

Quick Action Detai x
+ Add rdit [ll] Delete 1
Send Personal email later P
+ Mew mail
‘ Tag Personal
gf Use signature Synced with GMail (jerryclarked solar@...
% Send later in 10 minutes
Toolbar:
e Save & Close - save the Quick Action once you're finished
e Add - this button will add steps to your Quick Action
o Edit - edit the selected step
o Delete - delete the selected step
e Up - move the step up
e Down - move the step down

Under these buttons you will need to Name your action so you can easily see it in the list
and you can assign a shortcut - including single-key shortcuts or any other you prefer
(unless the same key combination is already used in menu > Settings > General >
Shortcuts).

Click +Add to add steps to your Quick Action, there is few different options:



Select action:

Lo

v ¢ 7+

B

Email Creation

Mew mail

Reply

Reply all

Forward

Forward as original
Forward as attachment

Email Settings

Add To address

" Add Cc address

Add Bee address
Add Subject

Add Body

Set Reply-to address
Add QuickText

Use template

Use signature

[T [ [ RN IR ——

ﬂ EEHCE|

Email Creation

New mail

Reply

Reply all

Forward

Forward as original
Forward as attachment




Email Settings

Add To address
Add Cc address
Add Bcc address
Add Subject
Add Body

Set Reply-to address
Add QuickText
Use template
Use signature
Add attachment
Set importance

Email Actions

Move to folder

Copy to folder

Delete

Delete Permanently
Translate

Archive

Tag

Category

Untag

Flag

Unflag

Mark as read

Mark as unread

Notify me when replied
Notify me when not replied
Snooze

Create Task from Message
Create Meeting from Message

Email Sending

Send
Send later
Save as draft



Once you are finished with your action make sure to click Save & Close to finish it and
start using it in your mail management!
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About Favorite Folders

Favorites folders (formerly called Smart Folders) are folders which contain Global folders, such as

All Inboxes , Outbox, Sent, Drafts, Junk Email, Trash, Unread, Flagged, Snoozed, and
Unreplied which combine all special folders and messages of certain type from all accounts that

are active (i.e. Favorites Folders enable you to have a complete overview of all kinds of messages
that you exchanged with your contacts.)

You can also pin your own folders to this section to have specific folders handy at the top. Pinned
folder can be renamed, for example if you pin numerous different Inbox or Todo folders.

Mail
. Favorites
E, All Inboxes

- Cutbox

" Sent

@ Trash
D Drafts

] Junk Email
(%) Unread
l: Flagged
Unreplied
11 Snoozed

You can enable or disable this feature by going to Menu > Settings > General > Folders and
checking/unchecking the box for Favorites.



Show folders
Inboxes
All Inboxes
Outbox
Sent
Trash
Drafts
Junk Email
Unread
Flagged
Unreplied
Snoozed
Search Folders
Tags in Mail
Tags in Motes

Local Folders

By right-clicking on a particular Favorite folder you can perform various actions: Show in new
Window... , Mark All Messages as Read, Collapse All, Display and Folder Color.

v Favaorites

I‘El Alll Show in new Window...
- Out Mark All Messages as Read
(© Unr Collapse All
[ Flac Expand All
< Sem Display ¥
@ Tras Folder Color »

Show in new Window... will open this folder in a new program window.
Mark All Messages as Read will mark all messages in this special folder as Read.

Collapse All will collapse all accounts and folders at once.



Expand All will expand all accounts and folders at once.
Folder color will let you set a specific color for the folder if you want to color code your folder list

By clicking on Display a context menu will appear, showing which of Favorite folders can be
displayed at one time (see picture).

d Favorites
&, All Inboxes
LoD Show in new Window..,
< Sent Mark All Messages as Read
[i] Trash Collapse Al
D Drafts Expand All
] JunkErr v Al Inboxes
() Unread Folder Colar » v Outbox
«  Sent
IZ Flagged =
«  Trash
o U lied
o> Unreplie v Drafts
|z_| Snoozed «  Junk Email
o
! Search Folders Hnread
+  Flagged
» ¢ Tags v Unreplied

a v  Snoozed
? @ jermy.clark@x1solarcom

v  Inboxes
= .
- erryclark@gmail.com .
W ED i +  Favorites
b Local Folders «  Search Folders

v  Tags

Show All Favorite Folders

How to add your own folders to Favorites Folders

You can add links to your most used folders from your specific accounts so you can quickly access
them.

For example, if your work email account has a folder called Invoices which you use a lot, you can
add a copy of that folder to the Favorites Folders section so that you can quickly access it. This copy
of the Invoices folder will automatically update when the original Invoices folder is updated, and
vice versa.

You can easily add account folders to your Favorites folders by dragging and dropping that folder to
the Favorites Folder Section. Or you can right-click on the folder and select Add to Favorites from
the context menu.



Show in new Window...

Mew Folder...

Copy Folder...

Move Folder...

Delete

Mark All Messages as Read
Apply Rule...

Collapse All
Expand All

+  Show

Show if unread

Hide
Add to Favorites
Folder Color ¥

How to remove folders from Favorites Folders

You can remove an added account folder from the Favorites Folders section by right-clicking on the
folder and selecting Remove from Favorites from the context menu.

Show in new Window..,

Mew Folder...

Rename...

Copy Folder...

Move Folder...

Delete

Mark All Messages as Read

Apply Rule...

Collapse All
Expand All

Rernowve from Favorites

Folder Color >
Properties...
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About Favorite Folders

Favorites folders (formerly called Smart Folders) are folders which contain Global folders, such as

All Inboxes , Outbox, Sent, Drafts, Junk Email, Trash, Unread, Flagged, Snoozed, and
Unreplied which combine all special folders and messages of certain type from all accounts that

are active (i.e. Favorites Folders enable you to have a complete overview of all kinds of messages
that you exchanged with your contacts.)

You can also pin your own folders to this section to have specific folders handy at the top. Pinned
folder can be renamed, for example if you pin numerous different Inbox or Todo folders.

Mail
W Favorites
5 All Inboxes

- Outbox

' Sent

@ Trash
D Drrafts

] Junk Email
(%) Unread
|: Flagged
Unreplied
i] Snoozed

You can enable or disable this feature by going to Menu > Settings > General > Folders and
checking/unchecking the box for Favorites.



Show folders
Inboxes
All Inboxes
Outbox
Sent
Trash
Drafts
Junk Email
Unread
Flagged
Unreplied
Snoozed
Search Folders
Tags in Mail
Tags in Motes

Local Folders

By right-clicking on a particular Favorite folder you can perform various actions: Show in new
Window... , Mark All Messages as Read, Collapse All, Display and Folder Color.

v Favaorites

I‘El Alll Show in new Window...
- Out Mark All Messages as Read
(© Unr Collapse All
[ Flac Expand All
< Sem Display ¥
@ Tras Folder Color »

Show in new Window... will open this folder in a new program window.
Mark All Messages as Read will mark all messages in this special folder as Read.

Collapse All will collapse all accounts and folders at once.



Expand All will expand all accounts and folders at once.
Folder color will let you set a specific color for the folder if you want to color code your folder list

By clicking on Display a context menu will appear, showing which of Favorite folders can be
displayed at one time (see picture).

d Favorites
&, All Inboxes
LoD Show in new Window..,
< Sent Mark All Messages as Read
[i] Trash Collapse Al
D Drafts Expand All
] JunkErr v Al Inboxes
() Unread Folder Colar » v Outbox
«  Sent
IZ Flagged =
«  Trash
o U lied
o> Unreplie v Drafts
|z_| Snoozed «  Junk Email
o
! Search Folders Hnread
+  Flagged
» ¢ Tags v Unreplied

a v  Snoozed
? @ jermy.clark@x1solarcom

v  Inboxes
= .
- erryclark@gmail.com .
W ED i +  Favorites
b Local Folders «  Search Folders

v  Tags

Show All Favorite Folders

How to add your own folders to Favorites Folders

You can add links to your most used folders from your specific accounts so you can quickly access
them.

For example, if your work email account has a folder called Invoices which you use a lot, you can
add a copy of that folder to the Favorites Folders section so that you can quickly access it. This copy
of the Invoices folder will automatically update when the original Invoices folder is updated, and
vice versa.

You can easily add account folders to your Favorites folders by dragging and dropping that folder to
the Favorites Folder Section. Or you can right-click on the folder and select Add to Favorites from
the context menu.



Show in new Window...

Mew Folder...

Copy Folder...

Move Folder...

Delete

Mark All Messages as Read
Apply Rule...

Collapse All
Expand All

+  Show

Show if unread

Hide
Add to Favorites
Folder Color ¥

How to remove folders from Favorites Folders

You can remove an added account folder from the Favorites Folders section by right-clicking on the
folder and selecting Remove from Favorites from the context menu.

Show in new Window..,

Mew Folder...

Rename...

Copy Folder...

Move Folder...

Delete

Mark All Messages as Read

Apply Rule...

Collapse All
Expand All

Rernowve from Favorites

Folder Color >
Properties...
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About Search Folders

Search Folders represent a smart utility that enables you to create a new folder with predefined
rules which will filter out particular emails from the Favorite Folders. If you receive a new email that
fulfills the rules of the search folder you created, then it will be automatically included in to the
folder. Search folders can be also created for messages, tasks, events and contacts.

Search folders will not show the unread message count.

Creating a Search Folder
You have three options how to create a search folder. You can either:

1. click on Menu > Edit > Find from the Menu (shortcut Ctrl + Shift + F) to access the search
field and define the rules for a new search folder or

2. right-click on the Search Folders section in Folder list (if you already have Search folder) and
select New Search Folder...

3. open the Advanced search pop-up next to the Search tab and (after setting your
preferences) click Create Search Folder... button.

Recent History

«  Current folder
Current folder and subfolders
All folders

Customn Folder 5election...

«  Subject, sender, recipients, body and attachments
Subject, sender, recipients and body
Subject, sender and recipients
Subject
Body
Sender

Recipients

v Use server search if available

When creating or editing the search folder, this window will appear.



—_—r

—_—

Include Archive

wilson.katherine@x 1solar.com

Donation

1 manth

[ Home Personal

«©

Choose fields

Create Search Folder...
Once you select the option to create a new Search folder, you will be able to set the Search
Folder Name which will be the name of the folder in the folder list.

Search Folder Name x

Choose a name for the new search folder.

[

Cancel

Adding other Fields and managing Fields
You can add other arguments by clicking on the Choose fields button -Choose fields

A list of the available arguments will show up, select the one you want to add. Remember that some
fields can contain more than one value. For example in the picture (Tag) there are 2 different tags
selected: Home and Personal- this means that the query will search emails within these 2 tags.

Removing fields - to remove a filed simply open the 'Choose fileds' option and uncheck it.

To finish the creative process of the search folder click on the Okbutton. Once the search folder is
created, it will appear in the Email section of the Navigation Bar. Search folders can be renamed or
deleted or editor via right-click > Properties.



Mail

3 E Inboxes

- '-I:? Favarites
I
= All Inboxes

Cuthox

awi
.I

Sent
Unread
Trash
Flagged
Drafts
Unreplied

Junk Email

@0 THWE 04

~ (1 Search Folders
] Family
] Work
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About 'Inboxes’' folder
Inboxes is a section that contains - as the name suggests - all of your Inbox folders.

You can show/hide Inboxes in the Menu > Settings > General > General section using the Show
Inboxes folder option.

If you are using any other special folders such as Favourites, Search folders or Tags, you can also
easily right-click on one of them, move your mouse on the last option “Display” and control the
special folders from there. Once you display Inboxes, you are going to find them in the left panel at
the top of the folder list.

Mail

e ;, Inboxes

@ jerry.clark@x1solar.com 1893
& jerryclark@gmail.com 6

v Favarites
5 All Inboxes 1899

- Outbox
Sent 12

How to use Inboxes?

This feature will take the Inboxes of all your accounts in eM Client and show them under the special
Inboxes folder. From there, you can easily access every single one of them without the need to
scroll down through all your other folders.

Clicking on the root Inboxes folder will display all the messages from all the inboxes together or
you can open the one you need at the moment.

This feature is similar to what the "All Inboxes" folder in Favorites does, but you don't need to
keep an eye on which account has the nhew message that just came in - you can have them all
handy, but separate so you don't mix up which message is in which account.
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Composing Email

You can create new emails by clicking on the New button on the toolbar.

Notice that if you type in a contact that is paired with a Chat contact, you will be able to see

whethe

r this contact is online (green dot) or offline (red dot).

é !

Dear M

Have a

lerry

Menu

Meeting - New Message

@ "lerry Clark" <jerry.clark@ux1sclar.com>

"Mary Cozart" <cozart@x1sclar.com>

Meeting

[l
4
I
<

v FeyHyeovByH QK B T U F A~

ary,

Please be present at 8 o'clock at latest on Monday morning!
Your attendance is crucial!

nice weekend,

Add Ce & Bec

The roll-down menu after you click on the Menu button at the top of the email window will contain
following options:

File

Save - saves the message into a draft.

Save as - gives you to option to save the message into .eml file, .pdf or
Print

Close

Undo
Redo
Cut

Copy



+ Paste
 Paste as text
e Find...

¢ Replace...

o Edit Source...

Message

¢ Send

e Send as Mass Mail - PRO feature - sends one email per recipient, so it in result gives an
impression that the email has been composed for each recipient separately. Inserting a
Variable is interrelated with sending mass emails (see below).

e Send later... - PRO feature - with this setting you can send the message at a later time.
Just specify the time and date when you wish the message to be sent.

e Flag

e Tag

¢ Reply to address - select from your available addresses or add a custom address
e Request Read Receipt

¢ Request Delivery Receipt

e Format - select if the message should be in HTML or Plain text format

e PGP Format - if the message is encrypted using PGP you can manually select if inline PGP
or PGP/MIME should be used

o Delete
Insert

o Signature

e QuickText - QuickText enables you to insert pre-made chunks of text (for example
snippets) to your messages within seconds. For more information see QuickText settings
section.

o Date and time

e File...

« Image...

¢ Image as Link...

e Link....

o Text...

e HTML...

e Table...

e Symbol...
e Line

e Variable.. - Variable is a function that allows you to insert information that might need to
change upon sending, such as a variable date, variable contact name etc. For example, when
you select the variable full name, following text will appear: "{Full Name}". Now insert any
number of recipients into the TO field, and when the email is sent, the name of each single
recipient will appear instead of the variable. In other words {Full Name} will be displayed as
John Doe, Alex Brown etc.

Fallback option is there when the target field is blank or not found. For example when you
want to greet each recipient with Hello "Given Name", add several contacts to the recipients



line and some don't have the field "Given Name" filled in, the fallback value (for example
"Customer") will be used instead.

¢ My public PGP key

You can insert several types of items, for example Inserting image as link will allow you to
insert image that is uploaded on the Internet or you can Insert a table, parameters of which you
can further specify.

Tools

e Spell Check Language
e Use Automatic Spell Check
e Check Spelling

e Translate with Bing Translator

Help

e Contents

Email Header

To:
Enter the recipient of this email here.

Subject:

Enter a basic description of the Email.

Add Cc & Bcc:

Add Cc & Bee
You can click on button to bring up two additional lines for:
Cc: (Copy)
Enter the email addresses you wish to send a copy of this email to.

Bcc: (Blind copy)

Enter the email addresses you wish to send a blind copy of this email to. Recipients in To: and Cc:
fields will not see this recipient, the copy is secret to all but you and the Blind copy recipient.

Toolbar

Components of toolbar are separated into two sections. First section concerns more with the
elements of the message and the second part is more concerned with the editing of the message
(Email Editor). The separation of the two sections is also indicated by the design of the email
window itself.

Send
Click this button to send your email.

In the drop-down menu you can also select to send the message as Mass mail or to Send it later, if
you use PRO version of eM Client.



Send as mass mail

Send later...

Account drop-down menu

You can choose an email account from which you want this email to be sent from (it is set to your
default Email account by default).

Attachment
You can add the attachments to your email by clicking on small paperclip icon.

Important

Clicking this icon will set your email to be urgent .

Signature

Click this button to choose the signature you wish to use for the message (you can set up your
signatures in Settings - Signatures, or you can access the signatures management window by
choosing the Manage option from the menu).

QuickText

Click on this button to insert predefined QuickText of yours. For more information about how to
create QuickText visit the QuickText settings section.

Watch for Reply

You can set up a notification either for when a reply to this message is received or if the recipient
has not replied to your message in a specified amount of time.

G~

Click to digitally sign your email with a security certificate so that the recipients can verify its
authenticity. For more details refer to Signing and Encryption section.

&

Click to digitally encrypt the contents of your email with a security certificate saved in your
eM Client, your system or uploaded to eM Keybook or other key lookup services. For more details
refer to Security Certificates and how to configure security settings.

=<

Sign

Encrypt

Flag



Email Editor

B 7 U & A~ =

Bold - The selected text will be bold.

1 —

53—

Italic - The selected text will be written in italic.

Underline - The selected text will be underlined.

Il
L4
©
®
L4

Paint Format - Select certain area of the text while holding right mouse button, click on the Paint
Format button, and then hover over different area of the text to transfer the format of the original

text to the newly selected area.

Font Style - click on the Font Style button to bring up following menu

Segoe U <12

Text Color
[« 1 I
| ErNEEN

[l Custom color...

Background Color

[] Custom color...

v Mo color

Ordered list - create a numbered list

Unordered list - create a list of points



Left Align
Center

Right Align

Justify

Left Align - justify the text to the left.

Center - justify the text to the center.

Right Align- justify the text to the right.

Justify Both Sides - justify the text on both sides

Emoticons - add emoticons, gifs or stickers to your email.

» (=) More
Click on the button to bring up following additional features that could not fit in the
toolbar:



2 Read Receipt

IE Delivery Receipt

<A Reply-to address »
IZ Flag

O Tag >
EE Category »
Save

®
m
(]

w Check spelling...

'E' Print

</> Format »
2T Translate

= Left Align )
@ Erncticons »
3{, Cut

Bl Copy

F|] Paste

—S— Strikecut

‘? Rermaowve Format

& Undo

S Redo

A= Outdent

F= Indent

Wl Leftto Right

Q¢ Right to Left

&7 Insert Link

= Insert Image

E Insert Table »
Q Insert Symbol

@ Add Mention

B
=
{¥]

Spellcheck language 2

@ <

Customize

Read Receipt-Add read receipt to your email. Read receipt represents a notification that is
delivered to you after the recipient opens your email

Delivery Receipt- Add delivery receipt to your email. Delivery receipts confirm that the email has
been delivered to recipient's mailbox.



Reply to address - Set a different Reply-to address if you need the recipient to send a reply to
different address than the one used for sending.

Tags- Mark your email with arbitrary colorful tag.

Save - Save the message to drafts

Check spelling.. - Open the Check spelling window

Print

Format - Select Plaint text or HTML formatting for your message

Paint Format - Copies format from selected part of the text, then you can apply it to another
selection

Cut - Cut a part of text to clipboard.

Copy - Copy a part of text to clipboard.

Paste - Paste the text from clipboard.

Remove Format- Remove all formats from selected text.
Undo - erase the last change done to your email.

Redo - repeats the most recently undid action.

Outdent - Move selected text to the left (if this text was indent before).
Indent - Move selected text to the right.

Left to Right

Right to Left

Insert Link - add a hyperlink to your email.

Insert Image- add an image to your email.

Insert Table - add a table to your email.

Insert Symbol - add a symbol to your email.
Spellicheck language - Change the spell check language

Customize- customize the layout of your email window.

Please note that you can customize what tools you want to have present on the toolbar by clicking
on customize button from the roll down menu.
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Reading Emails

This is a picture of the application window.
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In the middle section you can see your messages (in this case, these are grouped according to date
- more on grouping here). In the default setting, you can see the contents of the selected message
to the right of the message list. This can be changed in View > Layout (or alternatiely Menu >
Settings > Appearance > Layout).

You can either have the message displayed right of the message list, on the bottom (below the
message list) or turn the message panel off altogether.

File »
Edit ¥

Columns.., |
Meszage »
Tools » Sidebar > [(ID Messages onthe Right
Help » Conversations > (I Messages Panel Off
Exit ¥ Showtag bar

Previous Message  Ctrl+,

Mext Message Ctrl+.

The message list changes from single-line layout to compact, multi-line layout if the width of the list
is lower than the value specified in Menu >Settings in Mail section (where it can also be turned
off). This settings panel can also be accessed by right-clicking the column header and clicking
Customize current view.

You can change the order of the columns in the message list, or add/remove columns by right-
clicking the column-header and choosing Columns configuration from the context menu. You
can see more on columns here.

Reading your message can start even before that though so if you do not want to use Message
preview window on the right or below, you can do without it completely.



e Mary Kirkland
Marketing goods from Germany

The message list contains Avatars so you can see the sender right away, as seeing a familiar face,
logo or any image is faster than reading the name or email address directly.

Avatars can be easily enabled/disabled via right-click at the top of the message list and checking or
unchecking the Show avatar setting.

The size of the avatar can be changed in the Message list options in "Read" on page 139 Settings.

You can also see the preview of the actual email text under the name and subject of the email. This
preview can help you determine quickly which message needs to be read in full or replied to first.
You can set the preview to contain either 1, 2 or 3 lines or disable it of you don't want to use this
feature.

The change can be done either via right-click at the top of the message list, Preview and then
select the preferred option. Or you can find this in Menu > Settings >Mail > Read under
Message list options.

Email Context Menu

If you right-click on an email, the email context menu will be displayed. You will be offered a list of
several actions that you can execute with an email. Utilizing most of them is quite straightforward,
however, let's hold on for a moment at the option Download Selected. If you click on this option,
the whole email will be downloaded, including embedded content and attachments. Thus the email
will be available to work with when you turn offline.
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Below the section that contains the fields Subject: From: etc. you can see the attachment bar. On
this bar, all the attachments enclosed to the email can easily be accessed. To open/save the file,
just double click it and select from the dialog window.

If you receive an email that contains pictures that are online, these will be initially blocked by the
application, as a measure of security (to download the pictures, your computer needs to access the
server, which is an ideal situation for any evil scripts that are waiting to gather your personal
information. However, if you trust the webpage, you can easily un-block the content by clicking the
appropriate button.

Come See lceWarp at HostingCon, San Diego, Booth 922 - 0O ¥

< Reply v (N Reply Al ~ & Forward ~ IZ Mark ~ 'El' Archive i:l Snooze ¥ ]E Delete T &

Come See lceWarp at HostingCon, San Diego, Booth 922 &

From Petra Nc
- to jerry.clark@x1solar.co

Tue 8/25/2015 6:38 PM

A\ Download pictures or always download picturas from this sender. To preserve privacy, external content was not downloaded

& Allow email tra cking. MailChimp email tracking was blocked to preserve privacy.

[ icewarp.cz le-http://www.hostingcon.com/

lceWarp will be an exhibitor
at HostingCon 2015
in San Diego

Ice\Warp will be present at HostingConn 2015 in San Diego

We are excited to announce that IceWarp will be present at

HostingCon 2015 on July 28 & 29 in San Diego.

Visit us at Booth 922 to discuss what's new with leeWarp 11.3
and our new cloud solution.

Changing message format

If you need to switch between the HTML and Plain text message format for a specific email (for
example if it's unreadable in one of the formats) you can easily do so either via
Menu>Message>Format or via right-click inside the message and use the Format selector.

v  Html

Plain text



Changing to light mode when using Dark theme

In the dark mode you will see a simple switch with Sun and Moon icons. Click it to switch from one
mode to another.

This option can be useful if the HTML of the message makes it incompatible with Dark mode or you
need to see the message in its original colors.

Holiday pictures

Seychelles2.png (56¢

Hi Jerry,

Holiday pictures

Seychelles2.png (5¢

Hi Jerry,

Default Action for Attachments

You can also adjust the actions that you would like to implement with different types of files while
downloading attachments to your computer. For example when you receive a picture (e.g. .jpg) as
an attachment and you click on the file, you will be asked whether you want to save or open it.
Notice the checkbox which says "Do not ask me again for the attachments with the same
extension." If you check this box and then click on one of the actions (Open/Save) the action you
choose will be remembered for every .jpg file you receive in future without asking.
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Opening Mail Attachment

Would you like to open the file or save it to your computer?

MName: Seychelles2.png
Type: PNG Image

Open

Cancel

Clara

If you want to cancel the action that you established for a specific attachment file type, then go to

Tools > Settings > Attachments and just click on the red cross button (on the left) and the
default action will be canceled.

> El General
@ Appearance
v B mail

& Read
Conversations
Categories
Send

Compose

R 7N A B

Replies and Forwards

Settings

Vv Apply by Impet (T, Export

Default Actions for Attachments

Attachment extension
png

xlsx

Cloud Storage Providers

Templates and Signatures

Name

07 QuickText

g Dropbox
@ Privacy

L Google Drive
5] Blacklist

00 Mextcloud
|—'5,E Receipts

. Onelrive
(@ Attachments

E3 ownCloud
E Automatic Archiving Add ~ Remove  Setasdefault
23, Translation

B8 OR Export

Default action
Save ><
Open ><
Local Path
Ch\Users\Dropbox
G\My Drive

C\Users\MNextcloud

Ch\Users\OneDrive

C\Users\ownCloud




Automatic Resizing of Images

If you receive an image attached to your email it will be automatically displayed in the bottom of
the email preview. There is a smart utility that automatically and simultaneously resizes the
attached image as you resize the window of the email preview. If you want to display the image in
its original size but still keep the email preview window arbitrarily resized, then click on the arrow
symbol which can be found in the left upper corner of the image as you can see in the picture.
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Move to Junk Button

@ Mowve to Junk

Mowve to junk
Move to junk and blacklist email

Move to junk and blacklist domain

Move to Junk button has three options: Just move to Junk, Move to Junk and blacklist email and
Move to Junk and blacklist domain. To perform one of those actions, you have to click on the little
arrow on the right.

Note: Remember that if you enter a Junk E-mail folder there will be Move to Inbox button which
works in the same way as the Move to Junk button. The only difference, of course, is that you
remove emails from Junk back to Inbox and can remove email addresses and domains from
the Blacklist.



Move to Junk: Moves the email to Junk, does not blacklist email (will not block emails from the
sender in the future) and also does not blacklist domain.

Move to Junk and blacklist email: Moves the email to Junk and blacklists the sender, but the
domain will not be blacklisted (so for example emails from user john.black@activitycenter.com will
not be received any more, but still some emails from the domain "@activitycenter.com" will be
received.

Move to Junk and blacklist domain: Moves the email to Junk and blacklist the domain, so you
will not receive emails from the blacklisted domain any more.

Clicking on the Move to Junk button without predefined action

If you click on the Move To Junk button for the very first time or when you do not have predefined
action for move to junk button, following window will appear:

Maove to Junk x

o What action do you want to perform?

Don't ask me again Meve to Junk and blacklist email Move to Junk and blacklist domain

Here you can pre-define the action by ticking Don't ask me again option and selecting one of the
tree options displayed. Since you have made the decision, selected action will be always performed.
You can, of course, change your pre-definition in Menu> Settings > General > Confirmations.

Removing blacklisted users from Blacklist

If you want to remove blacklisted users from blacklist, go to Menu > Settings> Mail> Blacklist

and Whitelist.
You can manage local and synchronized Black and White lists here.

Click Manage Blacklist and following window will appear:



Blacklist X

Save & Close 4 Add address Add from contacts... ]E Delete

Exact Match b
Addresses list:

graham@x1solar.com

Click on the Delete button and the action is complete, don't forget to save the change via the
Save & Close button.

Removing Junk content via Move to Inbox button

While you are browsing Junk section of your emails, you can use Move to Inbox button to restore emails
from junk back into the Inbox.

E"g Move to Inbox

If you are restoring content which email is blacklisted you will be asked by following window
whether you want just move it to Inbox or if you want to move it to Inbox and remove blacklisted
email.

Move to Junk x

e What action do you want to perform?

Mowve to Inbox Move to Inbox and remove blacklisted email




Choose one of the two options and finish the process.
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Inbox Categories

This feature sorts your messages in your Inbox into separate email categories. The
supported email categories are Personal, Promotions, Social, Updates and Forums. It is
also possible for a message to have No Category. These categories can be synchronized
with mail servers that support them, such as Google, which is why the names or number
of categories cannot be changed.

You can also organize these categories into specific tabs, such as Primary, Other, keep
specific categories as separate tabs, or just show All

Primary Other

This feature is designed to help you prioritize messages in your Inbox so you can check
just specific categories first.

You can customize the default tabs for all your accounts in Menu > Settings > Mail
>Categories section. You can also turn off/on the full feature here. Read about its options
here.

Automatic Categorization

For Gmail accounts, categories are synchronized from the server while eM Client uses its
own algorithm to sort messages for other accounts.

If the default categorization does not fit your preference, you can manually "How to
change a category of the given message" on page 292.

If the initial categorization failed you can try to repair it via right-click on the Inbox >
Properties > Repair tab > click Categorize messages.



Inbox - Folder Properties x

f General Access Control Cucta Offline Repair

Sometimes the content of the local cache may require resynchronizing from the

server. Use the Repair button with caution, as it will delete this message locally and |
make it unavailable until it is resynchronized back from the server. Depending on the
amount of data and your connection speed, this may take a while.

Bepair
Use the Categorize messages button to sort your messages into inbox categories,

| While the categorization is in progress, you won't be able to use the program.
| Depending on the number of messages this may take a while.

LCategorize messages [

I Cancel

S —

How to change the Category tabs view

While you can set the defaults in menu > Settings > Mail > Categories you can change
the category tabs at any time directly in the main window.

Simply right-click the tabs or top of the message list and then hover over the Category
tabs section.

You can customize the tabs differently for a specific account or Hide Categories Bar for
this inbox.



Prima
i Columns Configuration...

+  Show in Groups
Customize Current View..,
Apply Column Configuration to Other Folder(s)...
Enter Select Mode

Category tabs > All

+  Show avatars Premotions Promotions
Sort 3 Secial Social
. Filter » Updates v  Updates
' Forums Forums
v Other >
Hide Categories Bar

How to change a category of the given message

The easiest was to specify a new category the message should be sorted into is via right-
click on the message and then selecting Category and specifying one of the options -
Personal, Promotions, Social, Updates, Forums or No Category.

|. E Open |
<3 Reply >
4 Reply Al >
&2 Forward »

lz Flag
@ Mark as Read
F.‘ Mark as Unread

) Tag >

oo
oo Category » Personal

1 Snooze ¥ Promotions

Save As... Social

@ Delete Updates
Forums

E& Copy to Folder...

« Mo categol
F&  Movetn Falder... . gery




You can also drag and drop the message onto the desired tab, though if you use a
combined tab such as Primary, Other or All you will need to specify which category
should be selected.

Pick New Category X

OF‘rantinns
Social

Forums

Cancel

In both cases, a confirmation window will pop up about Category Rules that can be
created based on this manual change.

e The default action will create a rule to assign the same category to all future
messages send to or received from this contact.

e If you press and hold 'Shift' key the category will also be changed for all past
messages sent to or received from this contact.

e [fyou press and hold 'Alt' key (Windows) or 'Control' key (macOS) then the
category is changed just for that single message and no rule is created.

Confirmation X

I e Do you really want to change the category of the selected message(s)?

This will also create a rule for new messages received from or sent to the same contact(s) to categorize
them accordingly.

| Tip 1: Press and hold the 'Shift' key while drag and dropping message(s) to change the category for all
f messages received from or sent to the same contact(s), This is applied only for the account of the
criginal message(s).

Tip 2: Press and hold the 'Alt" key while drag and dropping message(s) to change the category just for
the selected message(s) without creating a rule,

Don't ask me again Mo

Custom rules and all category settings can be modified or removed in menu > Settings >
Mail > Categories section.



Note: Creating and editing rules for Google accounts is not available with Free license.
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Conversations

eM Client enables you to view your messages in three different conversation modes. To set
particular conversation mode go to Menu > View > Conversations and here you will be able to
choose from three different modes: Show Conversations in All Views, Show Conversations
in Message Details Only, Disable Conversations.

Below you can choose if new messages should be shown on bottom(default, that way you can
read messages chronologically from the top to bottom) or on top (older messages are below).

Lets explore the different modes one by one:

Show Conversations in All Views:

If you select this option you will be able to see conversations in the left panel. Every conversation
will also display a number that indicates number of individual messages contained.

ﬂ Clara Smith, Jerry...  10/18/2017
T Pickup m )

If you click on the particular conversation all the messages contained will be displayed in the right
panel. If there exist more unread messages in the conversation, the most up-to-date unread
message will be selected and displayed as first. In case there is just a single unread message, it will
be that message which will be selected and displayed. The last scenario is that all messages in
conversation are marked as read. In such case the most up-to-date message will be displayed. Also
note that those messages that are unread will be expanded (rest collapsed). If there are no unread
messages then most up-to-date message will be expanded (rest collapsed).

Pick up @
Show 3 older emails
Jerry Clark \ Wed 10/18/2017 4:59 PM
to Clara Smith Click here to
display previous
Gotcha! I will be there. Messages

Jerry

—————— Original Message —-—-

From: "Clara Smith" <smith@x1solar.com>
To: "clark@x1solar.com" <clark@x1solar.com=>
Sent: 10/18/2017 4:59:10 PM
Subject: Re: Re: Pick up

You can display the rest
of the message body
by clicking on the three dots.

You can easily view previews of the messages in the conversation:



Pick up @
= Clara Smith Wed 10/18/2017 4:53 PM
by - . 8
Fi Hey Jerry, can you pick me up on Friday as we agreed? .. ¥ ~

Jerry Clark Wed 10/18/2017 4:54 PM
Hey Clara, | think | will need a bit of reminder? = -
Clara Smith Wed 10/18/2017 4:59 PM
Hi Jerry, Sorry, | forgot to mention, from the airport, of ... ¥ ~
Jerry Clark Wed 10/18/2017 4:59 PM
to Clara Smith i~

Gotcha! I will be there.

Jerry

You can click the message counter to show the Conversations as a Thread. Threads are a feature
available in the Pro, Personal or Business version of the application.

Clara Smith, Jerry Clark 3M6/2023 o
= Pick up m

Gotcha! | will be there, Jerry

@ Jerry Clark 3/16/2023

Gotcha! | will be there. Jerry

'a__g Clara Smith 10/18/2017

L Hi Jerry, Sorry, | forgot to mention, from the ...

@ Jerry Clark 10/18/2017
Hey Clara, | think | will need a bit of reminder?

{g Clara Smith 10/18/2017
L Hey lerry, can you pick me up on Friday as w...

The Threads feature allows you to expand your conversations to get quicker recall of the context of
conversation or to work with a particular email.



The first item in the thread contains the avatar of the person you are talking to, subject of the
conversation and preview of the last email. From this view you can reply to the specific email, flag it
or just open it.

To get more context of the conversation you can enable 2 or 3 lines message preview in Menu >
Settings > Mail > Read > Message List section > Message preview.

Show Conversations in Message Detail Only:

If you select this option you will be able to see all inbox messages ordered according to the date of
receiving. If you select any message in the right panel and it is included in a conversation then all
messages from the particular conversation will be displayed. If there will be more unread messages
in the conversation then all of them will be expanded. If all conversation messages are read the
most up-to-date message will expand.

&)

Pick up

Show 1 older ema

- Jerry Clark Wed 10/18/2017 4:54 PM
Hey Clara, | think | will need a bit of reminder

3 Clara Smith Wed 10/18/2017 4:59 PM
to Jerry Clark

:. Hey Jerry, can you pick me up on Frida,

e

Click here or scroll up
Hi Jerry, with your mouse

to see older messages
Sarry, | forgot to mention, from the airport, of course ;)

See you there!
Clara

—————— Original Message ------

From: "Clara Smith" <smith@ux1solar.com>
To: "clark@x1solar.com™ <clark@x1solar.com>
Sent: 10/18/2017 4:53:16 PM

Subject: Pick up

Hey lerry,

can you pick me up on Friday as we agreed? You can click on the collapsed message
to see the newer emails

Clara

- Jerry Clark Wed 10/18/2017 4:59 PM
3§ Lh -
Gotcha! | will be there. Jerry



Disable Conversations:

If you select this option then conversations will not be applied and you will encounter what you
might have been familiar with if you have been using eM Client before the version 7: in left panel
the messages are ordered according to the Received date and what is displayed in the right panel is
always only the selected message with the previous conversation displayed in classic textual form
(see example below).

Re[3]: Pick up @
A Jerry Clark Wed 10/18/2017 4:39 PM
to Clara Smith =

Mote that unlike in the Conversation modes,

Gotcha! I will be there. here you will not be able to see
the other messages in the right panel.
Jerry They are present only in the left panel.

--———- Original Message —---

From: "Clara Smith" <smith@x1solar.com:>

To: "clark@xisolar.com" <clark@xlsolar.com>

Sent: 10/18/2017 4:59:10 PM

Subject: Re: Re: Pick up If the message contains the message history,
it will be viewed automatically.

Hi Jerry,
Sorry, | forgot to mention, from the airport, of course 2)
See you there!

Clara

—————— Original Message ------

From: "Clara Smith" <smith@x1sclar.com=>

To: "clark@x1solar.com” <clark@x1solar.com=
Sent: 10/18/2017 4:53:16 PM

Ciihiarts Diclr i

By clicking on the little down-pointing arrow on the right, you will bring up a menu which relates to
the displayed message only. Therefore in order to reply to, forward or otherwise interact with a
particular message in a conversation you have to select the appropriate action from the list of this
drop-down menu:



E OESear W [T,

ol gf O] [ el o! =

+
v (3

Reply
Reply all

Forward

Collapse All Messages
Expand All Messages

Flag

Mark as Read
Mark as Unread
Tag

Category

Snooze

Save s,

Save Attachments...

Delete

Copy to Folder...
Move to Folder...

Maove to Archive

Print...

Create Meeting from Message...
Create Task frorm Message...

Create Rule from Message

Add Mote

Translate
Format

Properties
View Mail Header...

Yiew Mail Source...

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Send and Receive

There are several different operations you can perform on an Email.

Refresh

Click Refresh button to download and upload new data to all your accounts - this data can be new
messages, change of Flags or Read status, etc.

Click on the little triangle next to Refresh to bring up following drop-down list
+_% Refresh ~
Show Operations..,

Send and Receive All
Recene 4ll

Send All

“jerry.clark@x1sclar.com” only ¥

Click on Send and Receive to send all your outgoing emails and check for incoming emails at the
same time.

Receive all

Check your email accounts for incoming emails. You can setup a regular time to check for new
emails under -Menu> Setting > General > General and then Synchronization.

Send all

After you have completed writing an email, you can send it by click the Send button. You can also
send saved emails.

< Reply ~ €3 Reply Al ~ & Forward K Mark 'Er Archive T;l Snooze v ]E Delete T +

Reply

Reply an incoming email by selecting it in the main panel and clicking Reply in the mail toolbar or
select Menu -> Message -> Reply

Reply All

Reply all recipients of original email.

Forward

You can forward an email by selecting it in the email list and clicking Forward in the mail toolbar
or select Menu -> Message ->Forward

Note that you can forward the email either as Attachement or as Original. This can be selected
from the drop down menu:



Forward as Attachment...
Forward as Original...

Resend...

Mark

Select how would you like to mark your email from the drop down menu:

Flag
Mark as Read
Mark as Unread

Move to Junk >

Move to Archive

Follow Up

Manually mark your email if you want to follow up on it in future.

Mark as read
Manually mark an email you haven't opened as read by Right-Clicking it and select Mark as read.

Mark as unread

Manually mark an email you have already opened as Unread (perhaps to remind yourself to read
more carefully later) by Right-Clicking it and select Mark as unread.

Move to Junk
You can select from three following moves: Move to Junk, Move to Junk and blacklist email,
Move to Junk and blacklist domain

Delete

You can delete an email by Right-clicking it and select Delete, or simply press the Delete button on
your keyboard.

Tag

Assign tag to your email.

Click on the down-pointing or up-pointing arrow to move to previous or next email, subsequently.

Various functions are also displayed when you right-click on email in your inbox. Following drop-
down menu will appear, where most of the functions are already explained above and those which
are not, are listed and explained below:



Copy to Folder..
Maove to Folder..,
Move to Junk »

PMove to Archive
Print...

Create Meeting from Message

E Open

<3 Reply >
4 Reply Al >
&> Forward >
IZ Flag

[bi{j Mark as Read

F.‘ Mark as Unread

O Tag >
EE Category >
T;l Snooze >
Save As...

]i[ Delete

[

Cs

=

E®

Create Task from Message

Create Rule from Message >

[}

Add MNote
Download selected for offline use

Export List »

Move to folder...

You can move your emails to another folder by Right-clicking the selected email(s) and select Move
the folder.



Select Folder X

Select folder

v @ jeryclark@gmail.com

Inbaox

A [

Sent
Trash
Drafts
Junk Email

All Mail

O 06 3@ =

Important

- ﬂ_ﬁ Local Folders
Igl Inbox
= Outbox

*C{’.? Sent

Mew folder... “ Cancel

In the mini-explorer that pops up, select an existing folder or create a new one to which you wish
your email(s) to be moved to.

Copy to folder...

Same as move to folder, except a copy of the selected email(s) will also be kept in the original
folder.

Show mail header...
Opens a window with the header of the selected email.

Show mail source...
Opens a window containing the source of the selected email.
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Composing Email

You can create new emails by clicking on the New button on the toolbar.

Notice that if you type in a contact that is paired with a Chat contact, you will be able to see

whethe

r this contact is online (green dot) or offline (red dot).

é !

Dear M

Have a

lerry

Menu

Meeting - New Message

@ "lerry Clark" <jerry.clark@ux1sclar.com>

"Mary Cozart" <cozart@x1sclar.com>

Meeting

[l
4
I
<

v FeyHyeovByH QK B T U F A~

ary,

Please be present at 8 o'clock at latest on Monday morning!
Your attendance is crucial!

nice weekend,

Add Ce & Bec

The roll-down menu after you click on the Menu button at the top of the email window will contain
following options:

File

Save - saves the message into a draft.

Save as - gives you to option to save the message into .eml file, .pdf or
Print

Close

Undo
Redo
Cut

Copy



+ Paste
 Paste as text
e Find...

¢ Replace...

o Edit Source...

Message

¢ Send

e Send as Mass Mail - PRO feature - sends one email per recipient, so it in result gives an
impression that the email has been composed for each recipient separately. Inserting a
Variable is interrelated with sending mass emails (see below).

e Send later... - PRO feature - with this setting you can send the message at a later time.
Just specify the time and date when you wish the message to be sent.

e Flag

e Tag

¢ Reply to address - select from your available addresses or add a custom address
e Request Read Receipt

¢ Request Delivery Receipt

e Format - select if the message should be in HTML or Plain text format

e PGP Format - if the message is encrypted using PGP you can manually select if inline PGP
or PGP/MIME should be used

o Delete
Insert

o Signature

e QuickText - QuickText enables you to insert pre-made chunks of text (for example
snippets) to your messages within seconds. For more information see QuickText settings
section.

o Date and time

e File...

« Image...

¢ Image as Link...

e Link....

o Text...

e HTML...

e Table...

e Symbol...
e Line

e Variable.. - Variable is a function that allows you to insert information that might need to
change upon sending, such as a variable date, variable contact name etc. For example, when
you select the variable full name, following text will appear: "{Full Name}". Now insert any
number of recipients into the TO field, and when the email is sent, the name of each single
recipient will appear instead of the variable. In other words {Full Name} will be displayed as
John Doe, Alex Brown etc.

Fallback option is there when the target field is blank or not found. For example when you
want to greet each recipient with Hello "Given Name", add several contacts to the recipients



line and some don't have the field "Given Name" filled in, the fallback value (for example
"Customer") will be used instead.

¢ My public PGP key

You can insert several types of items, for example Inserting image as link will allow you to
insert image that is uploaded on the Internet or you can Insert a table, parameters of which you
can further specify.

Tools

e Spell Check Language
e Use Automatic Spell Check
e Check Spelling

e Translate with Bing Translator

Help

e Contents

Email Header

To:
Enter the recipient of this email here.

Subject:

Enter a basic description of the Email.

Add Cc & Bcc:

Add Cc & Bee
You can click on button to bring up two additional lines for:
Cc: (Copy)
Enter the email addresses you wish to send a copy of this email to.

Bcc: (Blind copy)

Enter the email addresses you wish to send a blind copy of this email to. Recipients in To: and Cc:
fields will not see this recipient, the copy is secret to all but you and the Blind copy recipient.

Toolbar

Components of toolbar are separated into two sections. First section concerns more with the
elements of the message and the second part is more concerned with the editing of the message
(Email Editor). The separation of the two sections is also indicated by the design of the email
window itself.

Send
Click this button to send your email.

In the drop-down menu you can also select to send the message as Mass mail or to Send it later, if
you use PRO version of eM Client.



Send as mass mail

Send later...

Account drop-down menu

You can choose an email account from which you want this email to be sent from (it is set to your
default Email account by default).

Attachment
You can add the attachments to your email by clicking on small paperclip icon.

Important

Clicking this icon will set your email to be urgent .

Signature

Click this button to choose the signature you wish to use for the message (you can set up your
signatures in Settings - Signatures, or you can access the signatures management window by
choosing the Manage option from the menu).

QuickText

Click on this button to insert predefined QuickText of yours. For more information about how to
create QuickText visit the QuickText settings section.

Watch for Reply

You can set up a notification either for when a reply to this message is received or if the recipient
has not replied to your message in a specified amount of time.

G~

Click to digitally sign your email with a security certificate so that the recipients can verify its
authenticity. For more details refer to Signing and Encryption section.

&

Click to digitally encrypt the contents of your email with a security certificate saved in your
eM Client, your system or uploaded to eM Keybook or other key lookup services. For more details
refer to Security Certificates and how to configure security settings.

=<

Sign

Encrypt

Flag



Email Editor

B 7 U & A~ =

Bold - The selected text will be bold.

1 —

53—

Italic - The selected text will be written in italic.

Underline - The selected text will be underlined.

Il
L4
©
®
L4

Paint Format - Select certain area of the text while holding right mouse button, click on the Paint
Format button, and then hover over different area of the text to transfer the format of the original

text to the newly selected area.

Font Style - click on the Font Style button to bring up following menu

Segoe U <12

Text Color
[« 1 I
| ErNEEN

[l Custom color...

Background Color

[] Custom color...

v Mo color

Ordered list - create a numbered list

Unordered list - create a list of points



Left Align
Center

Right Align

Justify

Left Align - justify the text to the left.

Center - justify the text to the center.

Right Align- justify the text to the right.

Justify Both Sides - justify the text on both sides

Emoticons - add emoticons, gifs or stickers to your email.

» (=) More
Click on the button to bring up following additional features that could not fit in the
toolbar:



2 Read Receipt

IE Delivery Receipt

<A Reply-to address »
IZ Flag

O Tag >
EE Category »
Save

®
m
(]

w Check spelling...

'E' Print

</> Format »
2T Translate

= Left Align )
@ Erncticons »
3{, Cut

Bl Copy

F|] Paste

—S— Strikecut

‘? Rermaowve Format

& Undo

S Redo

A= Outdent

F= Indent

Wl Leftto Right

Q¢ Right to Left

&7 Insert Link

= Insert Image

E Insert Table »
Q Insert Symbol

@ Add Mention

B
=
{¥]

Spellcheck language 2

@ <

Customize

Read Receipt-Add read receipt to your email. Read receipt represents a notification that is
delivered to you after the recipient opens your email

Delivery Receipt- Add delivery receipt to your email. Delivery receipts confirm that the email has
been delivered to recipient's mailbox.



Reply to address - Set a different Reply-to address if you need the recipient to send a reply to
different address than the one used for sending.

Tags- Mark your email with arbitrary colorful tag.

Save - Save the message to drafts

Check spelling.. - Open the Check spelling window

Print

Format - Select Plaint text or HTML formatting for your message

Paint Format - Copies format from selected part of the text, then you can apply it to another
selection

Cut - Cut a part of text to clipboard.

Copy - Copy a part of text to clipboard.

Paste - Paste the text from clipboard.

Remove Format- Remove all formats from selected text.
Undo - erase the last change done to your email.

Redo - repeats the most recently undid action.

Outdent - Move selected text to the left (if this text was indent before).
Indent - Move selected text to the right.

Left to Right

Right to Left

Insert Link - add a hyperlink to your email.

Insert Image- add an image to your email.

Insert Table - add a table to your email.

Insert Symbol - add a symbol to your email.
Spellicheck language - Change the spell check language

Customize- customize the layout of your email window.

Please note that you can customize what tools you want to have present on the toolbar by clicking
on customize button from the roll down menu.
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Sending Email

Once you have "Composing Email" on page 304 you naturally want to send it - the most
straightforward way is to click the Send button in the top left corner, naturally. But there
are some options that might make sending more interesting.

Send as mass mail

Send later...

Mass Mail - Pro feature

This is a Pro feature, but a very useful one for sending the same email to numerous
recipients. Simply add all your recipients or a distribution list into the To field and then
use the Send as mass mail option - eM Client will then create a separate copy of your
message for each contact, so they see only themselves as the sole recipient of your
message.

You can achieve a separate email for each recipient by using the Bcc line, but then the To
line will need to either be left empty (ending up in "Unknown recipients" line in message
header) or contain some kind of placeholder address, making it obvious that the email
was not sent just to this person.

You can find the Mass Mail option under the Send button or via Menu > Message >
Send as Mass Mail in the new message window.

If you use any Variables (Right-click > Insert > Variable) for details saved in your
Contacts, they will be filled in accordingly for each recipient.

Send later

This Pro feature can be useful for scheduling your messages for specific time. This can be
helpful when communicating overseas or if you want your message to arrive at a specific
time in the morning or evening to get full attention from the recipient.

You can use this from the Send button drop-down menu, via Menu > Message > Send
later... or you can set a default Send later time in Menu > Settings > Mail > Send which
you can find here in the "Send" on page 148 settings. Setting a default delayed send is a
Pro feature.



Other Sending features

There are also few features that can help with sending your messages that are not part of
the compose window.

Undo Send - Pro feature

Setting for this feature can also be found in Menu > Settings > Mail > Send. This
feature allows you to hit Undo(in a Message has been sent pop-up at the bottom of your
message list) once you have sent your message and realized there was something wrong -
either a typo, missing attachment or detail or even a wrong recipient. This feature can be
set to wait for 3, 5 or 10 seconds until actually sending your message, so you can get it
back to drafts and edit it if needed, and send it again, without any mistakes.

Message has been sent Undo

Resend

This feature can be used to quickly send your message again, as is, with all the details,
attachments and recipient. Find it under the Forward drop-down options in the top
toolbar or via right-click on the sent message itself. You can also use the shortcut Ctrl +
Alt + R.

Copyright © 2025 eM Client s.r.0.
Thamova 18

Prague, 186 00

Czech Republic

info@emclient.com



Generative Artificial Intelligence

eM Client provides features for composing emails with the help of text generation and editing made
by Artificial Intelligence, also called Al

The feature requires an Al Add-on to work, as using the Al features uses up Tokens.

The AI features are located in two places at this time:

e AI button in compose window
¢ Reply with AI option in the Reply button drop-down

3 Reply +
& Replywithal >

Al in compose window
In the compose window you can click the AI button to generate or edit text.

The AI window contains several parts. The toolbar with available actions, Instructions for
AI field and Generated text.

Al x

Accept & Close T+ Generatetext ~ ® Start @ Options  w

Instructions for Al

Generated text

Your result will appear here

Toolbar

The toolbar contains several buttons to help you customize the outcome of your query to the Al
server.



Accept & Close button

Once you have a Generated text in the lower part of the window, this button will move the text
over to the Compose window, where you can manually edit it or hit send!

Generate text

',I'++ Generate text

;I_;+
3¢

—F

- —_
- —_
Jrp—

@ Al

=]
24
T
A

Generate text

Shorten

Lengthen

Summarize

Proofread

Rephrase

Rewrite in first person

Translate

These are the main options to specify what to do with the given text or query. If you have written
nothing yet, you woukd

Generate text - this default option will just generate text based on the written prompt or
original email with no other specified length or style.

Shorten - make the inserted text shorter, simplify the text so it can be said in less words.
Lengthen - expand the text into more words and sentences.

Summarize - summarize a longer text so the information is presented in a more concise
manner.

Proofread - check your text for typos and grammatical errors.
Rephrase - use different words and synonyms to phrase the given text differently.

Rewrite in first person - provided text is rewritten to be in first person, as if you directly
wrote it.

Translate - translate into a selected language in Options.

(®) Start

Start button sends the prompt to the server to perform the Al text generation or editing you
indicated.



@3 Options ~

«  Short
Medium
Long

«  Friendly
Formal
Strict
Language »

Options contains additional options for customizing the final text for length, tone and language.

e Short

e Medium
e Long

e Friendly
e Formal
e Strict

¢ Language - select a language to write the text in or translate into, the default is your
application language set in General > Language settings.

Instructions for AI
This field is for the text prompt sent to the server - it can be text you type in or if you selected the
previous reply or text in the compose window, it will be included here.

Generated text

The result from the Al server will be shown here. You can still change your prompt in Instructions
for AI field and run the AI again to have the Al server change the text. Once you are happy with the
text or want to do any further changes manually, simply press the Accept & Close button - that
will take you back to the compose window where you can either edit the text yourself or send it out.

Reply with AI

The reply with AI option will take the received message and analyze the content, drafting a
message for your based on the context and the type of message you specify. The message will be
opened in a Compose window with the pre-filled text.

If you just click the Reply with AI button, the program will generate a neutral response based on
the original text. If you use one of the drop-down options, the reply will be customized based on
your selection.



<3 Reply ~

Reply
Thank you
Mot interested »

Resolve with someone else [ Mot sure

¢ Reply - the default option, reply is made based on the original text only.
e Thank you - a reply that includes a thank you to the sender.

¢ Not interested - a generic reply specifying you are not interested in the proposed topic or
offered product.

¢ Maybe next time - a reply will indicate you are not interested in offered topic right
now, but might be interested in future emails.

e Never - a reply will indicate you are not interested in offered topic and never want to
hear about it again.

¢ Tell me more - a reply indicating you are interested in hearing more.

o Interested - a reply that will indicate you are interested in hearing more about the
proposed topic.

e Not sure - a reply indicating you are not sure if you want to know more or not.

¢ Resolve with someone else - this will draft a reply with the context that the message
needs to be resolved by someone else - you will need to edit the final reply yourself to
include who.

The generated response will pop up in a Compose window, so you can still make any additional
changes and check the text before clicking Send.
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About Cloud Attachments

Cloud attachments are attached files uploaded to a cloud storage service, so instead of
sending the file directly, you are only sending a link to the given file to the recipient,
which he can then use to download the file from the Cloud server. This way the message
you are sending is much smaller in size and this can be especially useful when sending a
large files or a big amount of files.

Linked attachments have also a number of other perks - since you have instant access to
your cloud storage you can update or remove the file at any time. You can also protect
your file with a password or set an expiration date. This gives you better control over
your data and makes sending files safer overall.

eM Client currently supports these cloud storage providers:

OneDrive
Google Drive
DropBox
OwnCloud
Nextcloud
vBoxxCloud
LeitzCloud

You can set up your preferred Cloud Providers in Attachments settings and read about
using Cloud attachments in your messages.
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About Cloud Attachments

Cloud attachments are attached files uploaded to a cloud storage service, so instead of
sending the file directly, you are only sending a link to the given file to the recipient,
which he can then use to download the file from the Cloud server. This way the message
you are sending is much smaller in size and this can be especially useful when sending a
large files or a big amount of files.

Linked attachments have also a number of other perks - since you have instant access to
your cloud storage you can update or remove the file at any time. You can also protect
your file with a password or set an expiration date. This gives you better control over
your data and makes sending files safer overall.

eM Client currently supports these cloud storage providers:

OneDrive
Google Drive
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OwnCloud
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Using Cloud Attachments

eM Client currently supports these cloud storage providers:

OneDrive
Google Drive
DropBox
OwnCloud
Nextcloud
vBoxxCloud
LeitzCloud

Depending on the setup and capabilities of each provider, you will have different options
for what you can do with the cloud storage attachment, by right-clicking it and selecting
from the context menu. Some options are only enabled from a certain provider if you
have a subscription to that cloud storage service. These options are available at the
providers’ discretion.

Add a Cloud Attachment

To attach a file from your cloud storage as a link, first click the Attachment button the
same way you would attach files normally.

¢ 1 4

Then go to a cloud folder set on your device and choose a file you wish to add to your
email as a link.

Tip: Remember that you first need to download the cloud storage provider’s application
on your computer and add it to eM Client




Open X

“— v 4 » ownCloud » Documents v [¥] 2 Search Documents
Organize v Mew folder == ~ [l °
~ . 5 ifi i
a ownCloud ] Mame Status Date modified Type
Documents @ Access details for the admin sitexlsx @ 11/19/2020 5:03 PM Microsoft Excel W
Photos 2] Example.odt @ 11/11/2020 11:01 AM OpenDocument
] i ils. J19/2020 502 PM Vicrosoft Word 9
§ eMClient-Nextcl @ Meeting details.doc @ 11/19 PM Microsoft Word
[ This PC
J 30 Objects
[ Desktop
= Documents v € >

File name: | Meeting details.doc ~

A dialogue box will open, giving you a choice to link the file instead of physically
attaching it. To link the file, click 'Yes'.

Shareable Link x

o File "Meeting details.doc” is uploaded to a cloud storage. Do you
want to add link to the file instead of directly attaching it?

Don't ask me again Mo

Additionally, the option to attach the files uploaded to cloud storages only as links can be
set as default behavior by clicking the box for Don’t ask me again. This default can be
managed in Menu > Settings > Mail > Compose > Cloud Storage Attachments

The credentials of your cloud storage account are required to proceed the first time. The

password can be saved and remembered. Depending on the selected service, the login
will appear differently.

Upload attachment to a Cloud Storage

You can also first add your attachment and then upload it to the set up cloud service via
the right-click option Upload to cloud storage.



Open Attachment
Uplead to cloud storage

Save As,.,

Copy

Remove

Select All

Save All Attachments

Open All Attachments

Attachment options before upload

After the file is uploaded to your prefered Cloud storage you also get a number of other
options, namely Setting a password, Setting an expiration date for your download link
and Allowing editing for text files.

Open Attachment

+  Send as cloud storage link
Set password
Set expiration date

Allow editing

Save As..,

Copy

Remove

Select All
Save All Attachments

Open All Attachments

Attachment options after upload
Open attachment
This option is always available for all attachments, regardless of whether they are locally

attached or attached with a cloud service. It opens the attached file, in case you want to
check it one more time before sending the email.



Send as a cloud storage link

This will send the attachment as a link via your selected cloud service, instead of a
locally attached file. Unchecking this option will revert the attachment back to being
locally attached.

Set password
Available for Dropbox, Nextcloud, OneDrive, OwnCloud.

This will enable you to set a password to protect the linked attachment. This ensures that
no one except the intended recipient who knows the password can open the attachment
link. There’s no way to recover this password if you forget it, but you can just send the
same file again with a new password (or without one).

Password Dialog x

Please enter password to protect this link or leave blank to
remove password

Password: H

Cancel

Set expiration date
Available for Dropbox, Nextcloud, OneDrive , OwnCloud.
This option allows you to set an expiration date for the attachment link. After this date

and time has passed, the recipient will no longer be able to access the file from the link in
your email.

Allow editing

Toggle between read only and editable mode for documents of supported editable file
types (for .rtf, .doc, .docx, .xIs, .xIsx, .ppt, and .pptx files)

The remaining options are always available for all attachments, regardless of whether
they are locally attached or attached with a cloud service

Save As

It allows you to save the file on your computer.



Copy

This copies the attached file so you can paste it.

Remove

Removes the attachment

Select All

Selects all the attachments instead of just a single one.
Save All Attachments

It allows you to save all the attached files on your computer.
Open All Attachments

It opens all the attached files
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Rules

In this day and age, email has overtaken the copy machine, the notice board, and memo slips to
become the main mode of communication in the corporate environment. With various departments
passing on orders, counter requests, and memos, the daily email traffic in a large company can
easily run into the hundreds. Or if you are a person like me, that has interactions with my Facebook
friends, bosses, colleagues and parents all converging in my Inbox, then you would need something
to help compartmentalize your emails. You would need Rule based filtering.

Rules are special logical statements that can be used as guidelines for the application to separate
your incoming emails into different groups. For instance you can make a rule like "All emails from
your friend Bob go to a special folder called 'Bob's emails' or "All emails from the accounting
department with the Keyword 'weekly report' in the subject to go to the folder 'weekly accounting
report." All you have to do is to make those two rules and apply them, and all the emails from Bob
and all weekly accounting reports will be taken out of your Inbox and put into their respective
folders.

You can create and manage your rules by selecting Menu > Rules...

You can make a new rule, modify or remove the existing ones. You can also change the priority of
rules and apply rules...

In the window you can see a list of your rules, their names, when they are to be invoked and on
which accounts.

Rules x
Local Rules ~ " Apply f Edit Duplicate ]E Delete $
Spam filter On Receive All Local Accounts
Blacklist On Receive All Accounts

There are two types of Rules in eM Client: Local and Server-side rules.

Local rules

Local rules are only applied when eM Client is running, and the changes are only synced to the
server once eM Client is connected to the internet.

Therefore, if you set up a local rule "After a message has been received from
bob@example.com, move to folder "Bob's emails" then this rule will only be applied once you
check your email in eM Client. It will not be applied if the eM Client application is closed and you
check your email via webmail instead. Local rules are usually applied directly after an email has
been received/sent, but you can apply Local rules to old emails at any time in eM Client by clicking



the Apply button within the rules window, or by right-clicking an email folder and selecting “Apply
rule”.

There is a pre-made Local rule in eM Client, Spam filter - This is the default SPAM filtering rule
that takes suspicious messages and moves them to a Junk folder. This rule cannot be altered but
can be turned off.

Server-side rules
Currently available for Exchange/Office 365, IceWarp and Google/Gmail mail servers

Server side rules are applied directly on the mail server. This means that the server rules you create
in eM Client will show up and be applied in other places where you check the email, such as webmail
or your phone. The available rule creation templates are fewer for server side rules (such as not
being able to set a rule for when an email is sent) because of the limitations of the providers’ APIs.
Additionally, there are some rule conditions available from servers that aren’t supported yet by eM
Client’s UI. This doesn’t mean that the rule won’t be applied, it just means that you won't be able to
edit the conditions of that rule within eM Client. Finally, it's important to know that server side rules
are only applied on incoming messages. It's not possible to apply a server side rule on old messages
within eM Client. Running server rules on old messages must be done within your webmail.

You can switch between your lists of Local and Server side rules (if available) by clicking on the
drop-down menu next to the + New rule button. If this drop-down menu isn’t available, that means
that you haven’t added a mail account which supports server side rules in eM Client.

Rules x
Local Rules " Apply f Edit ﬁj Duplicate ]E Delete 1
@ jerry.clark@xsolar.com (IceWarp) .
Spamfilter @ jerryclark@gmail.com (Google Settings) On Receive All Local Accounts
Blacklist On Receive All Accounts

Edit rules

You can edit rules by selecting the rule and clicking the Edit button. The edit window is the same as
the rule creation window you see when you create new rules - you can define conditions, actions
and exceptions.

Duplicate rules

Use the Duplicate button to create a copy of an existing rule. This can be helpful when creating a
lot of similar rules - perhaps you just need to change who the rule is from or where to move it. This
way you can create copies quickly and then just tweak the details.

You can also use Ctrl + C keyboard shortcut to copy a certain rule and then Ctr/ + V to paste the
copy of the rule - this can be used for copying rules among different account rules.



Delete rules
Removing the rules is quite easy - just select the rule from the list and click Delete.

Change priority of rules
Just select the rule in the list and click Move up or Move down.
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the Apply button within the rules window, or by right-clicking an email folder and selecting “Apply
rule”.

There is a pre-made Local rule in eM Client, Spam filter - This is the default SPAM filtering rule
that takes suspicious messages and moves them to a Junk folder. This rule cannot be altered but
can be turned off.

Server-side rules
Currently available for Exchange/Office 365, IceWarp and Google/Gmail mail servers

Server side rules are applied directly on the mail server. This means that the server rules you create
in eM Client will show up and be applied in other places where you check the email, such as webmail
or your phone. The available rule creation templates are fewer for server side rules (such as not
being able to set a rule for when an email is sent) because of the limitations of the providers’ APIs.
Additionally, there are some rule conditions available from servers that aren’t supported yet by eM
Client’s UI. This doesn’t mean that the rule won’t be applied, it just means that you won't be able to
edit the conditions of that rule within eM Client. Finally, it's important to know that server side rules
are only applied on incoming messages. It's not possible to apply a server side rule on old messages
within eM Client. Running server rules on old messages must be done within your webmail.

You can switch between your lists of Local and Server side rules (if available) by clicking on the
drop-down menu next to the + New rule button. If this drop-down menu isn’t available, that means
that you haven’t added a mail account which supports server side rules in eM Client.

Rules x
Local Rules " Apply f Edit ﬁj Duplicate ]E Delete 1
@ jerry.clark@xsolar.com (IceWarp) .
Spamfilter @ jerryclark@gmail.com (Google Settings) On Receive All Local Accounts
Blacklist On Receive All Accounts

Edit rules

You can edit rules by selecting the rule and clicking the Edit button. The edit window is the same as
the rule creation window you see when you create new rules - you can define conditions, actions
and exceptions.

Duplicate rules

Use the Duplicate button to create a copy of an existing rule. This can be helpful when creating a
lot of similar rules - perhaps you just need to change who the rule is from or where to move it. This
way you can create copies quickly and then just tweak the details.

You can also use Ctrl + C keyboard shortcut to copy a certain rule and then Ctr/ + V to paste the
copy of the rule - this can be used for copying rules among different account rules.



Delete rules
Removing the rules is quite easy - just select the rule from the list and click Delete.

Change priority of rules
Just select the rule in the list and click Move up or Move down.
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New rule

A rule is made up of four parts: invocation condition, condition, action and exception.

Invocation Condition: whether the rule is to be invoked when mail is received or when a mail is
sent. Click on the underlined word received to change the condition of invocation.

Condition: logical conditions which when met will trigger the rule.
Action: action to be taken on the messages fitting the rule.

Exception: conditions that act as exceptions to the rule.

Basic rules

There are seven basic types of rules that you can modify to suit your needs. Some rule templates
are only available for Local rules:

1. Move message from someone to a folder

Rule wizard x
Select one of the basic rule templates:
Mowve rmessages from someone to a folder
Mowve messages with defined words in subject to a folder
Mowve messages with defined words in body to a folder

Apply custom rule on messages | receive

Rule preview (click underlined text to set data):

After message has been received
from people
move to folder

Cancel Back Finish

With keywords: received, people, folder. Click on each keyword to define when (received) a rule is
applied, from whom (people) the email comes, and to which folder you wish the emails to be moved
to.



2. Move message with defined words in subject to a folder

With keywords: received, words, folder. Click on each keyword to define when (received) a rule is
applied, containing which wordsin subject, and to which folder you wish the emails to be moved to.

3. Move message with defined words in body to a folder

With keywords: received, words, folder. Click on each keyword to define when (received) a rule is
applied, containing which wordsin message body, and to which folder you wish the emails to be
moved to.

4. Move spam messages to Spam folder (Local rule only)

With keywords: received, X-Spam-Status: Yes, X-Spam: yes, Junk E-mail

5. Set tag for message from somebody (Not available for IceWarp)

With keywords: received, from, tag. Click on each keyword to define when (received) a rule is
applied, from which senders (from people) and which tag is to be assigned to all such
messages.

6. Apply custom rule on message I receive

Using this template you can customize a rule that will apply to received messages. Check the
conditions and exceptions you would like to include in your rule and then specify the values by
clicking on the underlined blue text.

7. Apply custom rule on message I send (Local rule only)

Using this template you can customize a rule that will apply to sent messages. Check the
conditions and exceptions you would like to include in your rule and then specify the values by
clicking on the underlined blue text.

Additional Conditions

Click next to proceed to the rule customization window. Here you can add additional conditions to
your rule. Rules are made up of keywords and you can combine these keywords to form arbitrarily
complex rules by checking the conditions you need from the list, and clicking on the underlined
words in Rule preview to specify the parameters.



Rule wizard x
Select conditions for the rule;
with words found in subject
from people
processed with account
sent cnly to me

my name is in the To field

Rule preview (click underlined text to set data):

After message has been received
with words found in subject

and froem people

and sent only to me

and my name is in the To field
move ta folder

Cancel Back Finish

Available rule components include:

e with words found in subject - specify word or sentences that need to be found in
the subject line

¢ from people - specify who the message is from, the sender of the message

¢ processed with account - this way you can set the account on which the rule should
be applied, if it should be just one specific account and not all accounts

e sent only to me - you are the sole recipient of the message, no other recipients in the
To or Cc fields or group messages

e my name is in the To field - one of your accounts/email addresses is in the To field
e my name is in the Cc field - one of your accounts/email addresses is in the Cc field

e my name is in the To or Cc field - one of your accounts/email addresses is in the To
or Cc field

¢« my name is not in the To field - the message is not addressed directly to you, which
can be a blind copy or group message

e sent to people - sent to specific people/email addresses

¢ with words found in body - specify word or sentences that need to be found in the
message body



¢ with words found in body or subject - specify word or sentences that need to be
found in the subject line or message body

e with words found in header - specify words that need to be found in message
headers - header words must be specified as "Name: Value" pair, which means you
need to include the name of the header, and then the word you're searching for, ex.
From: John

e with size in specified limits - minimum and maximum size of the message
e« has attachment - contains any attached file
e has tag - a specific tag is assigned

e is invitation - the message contains an ICS attachment that is an invitation to an
event

When using the from people condition you can set the full email address, just the domain or any
smaller part of it using these options:

o Exact match - the full email address needs to match the address you filled in
¢ Domain - the part of the email address after @ symbol
e Contains - any part of the email address (before or after @) contains this word

e Starts with - the searched word you fill in needs to be at the beginning of the email
address

e Ends with - the searched word you fill in needs to be at the end of the email address

¢ Wildcard - use special character * to indicate where the email address might change, this
place then can be filled in with any number of characters (including none)
For example test*@domain.com will cover email addresses test@domain.com,
test2@domain.com, test.name.surname@domain.com and many others.

Add People to Rule X

Add address Add from contacts... Delete

Exact match

Addresses list: Exact match
Domain
Contains
Starts with
Ends with

Wildcard




Actions
Click Next to define the actions to be taken for this rule:

Rule wizard
Select actions for the rule:
move to folder
copy to folder
delete mail
permanently delete mail

forward to people

Rule preview (click underlined text to set data):

After message has been received
with words found in subject

and from people

and sent only to me

and my name is in the To field
move to folder

Cancel Back

Finish

e move to folder

e copy to folder

o delete mail

¢ permanently delete mail

e archive

e move to junk

e forward to people

o forward to people as attachment
e mark message as read

e mark as flagged

e stop processing other rules
o set tags




e remove tags

o skip notification

e expand folder when message is moved to the folder
e add note

Exceptions

Click on the button Next to define exceptions for the rule:

Rule wizard
Select exceptions for the rule:
except with words found in subject
except from people
except when sent cnly to me
except when my name is in the To field

except when my name is in the Cc field

Rule preview (click underlined text to set data):

After message has been received
with words found in subject

and from people

and sent only to me

and my name is in the To field
and my name is in the Cc field
and my name is not in the To field
move to folder

Cancel Back m Finish

¢ except with words found in subject

e except from people

¢ except when sent only to me

e except when my name is in the To field
¢ except when my name is in the Cc field

e except when my name is in the To or Cc field



e except my name is not in the To field

o except when sent to people

¢ except with words found in body

e except with words found in body or subject
¢ except with words found in header

o except with size in specified limits

o except when the message has attachment

Finally, click Next to give the rule a name and select whether you wish to enable the rule right
away. Click Finish and save your new rule.
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Apply rule

Only Local rules and IceWarp can be applied manually, since eM Client might not have the same
conditions or actions are other mail servers.

" Apply
When you select Apply button in the Rules explorer window, you will be prompted to
specify the rule and the folder on which to apply the rule:

Run rule on folder x
@ jerry.clark@x1solar.com  ~ @ Select Al &' Unselect All
Marne

After message has been received with 'TeamChat daily digest' found in subject move to folder

After message has been received from 'no-reply@Meetn.com’ move to Meetings

Folder: Select folder(s)...

Include subfolders

Select folder(s) by clicking on Select folder(s):




Select Folder(s) x

Select folder(s)

w @ jerry.clark@x1solar.com
b Inbox
Sent
b Trash
Drafts
Spam
3 Archive
Cutbox
. All Departments
GAL

» Marketing X1

Click on Run to execute the rule on the selected folders.

You can also apply rule by right-clicking on particular folder and selecting Apply Rule... from the
context menu.

Just as you can see in the picture.



. o jerry.clark@x1solar.com

> &
<
i
[
=
> O

.

Ink
" Show in new Window...
5
= Mew Folder...
Tra Copy Folder..,
O Move Folder..
s Delete

Mark All Messages as Read

An
' Apply Rule...
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Automatic Replies

Automatic replies, also called Vacation responder or Out of office messages is a feature which
enables you to set a message which will be automatically sent as a reply to any received email
within a set timeframe.

This feature can be accessed in Menu > Tools > Automatic replies.

Print... Ctrl+P
Et: Backup...

Check for Update... Primary Other

Operations...
Rules..,

Cuick Actions..,
Tags...

Reminders...

Settings...
Accounts..,

Data Files...

Mo OQARE O

File
Edit

View

Message

Subscribe to Internet Calendar...

Help % Contacts Ctrl+B

S T "

it

Exit Deduplicator...

Autormatic Replies

Mail Forwarder

ﬁ Theme Editor

25 OR Export

You can then select an account in the Account: drop down menu.



Automatic Replies x
Account: @ jerry.clark@x1sclar.com
Send automatic replies  Respond once ~

Only respond to messages sent directly to me

Use specific date

First day:  11/20/2020 v

Last day:  11/28/2020 v

Subject: | Automatic Reply

Message:
Thank you for your message, | am currently not available and will

reply to you upon my return on Monday, 30th November.

Cancel

Enabled: check this option to enable the automatic replies and uncheck when you want to turn the
feature off

First day: Set a first day when the replies start being sent
Last day: Set a last day on which the messages are to be sent
Target:
All
Only to my contacts
Subject: You can set a custom Subject line to your Automatic reply

Message: Content of the Automatic reply, usually to explain reason of your unavailability. We also
suggest including a day of your return, so the recipients know not to contact you again before
you're back.



This feature is currently available only for users with Gmail accounts, IceWarp accounts and
accounts which use Exchange Web Services protocol.



Mail Forwarder

This feature can be accessed in Menu > Tools > Mail Forwarder and is currently only available for
IceWarp accounts.

Print... Ctrl+P
Et, Backup...

Check for Update... Primary Other

Operations...
Rules...

Cuick Actions...
Tags...

Rerninders...

Settings...

Accounts..,

P OARE Q

Data Files...
File
Edit

Wiew

Message

Subscribe to Internet Calendar...

Help % Contacts Ctrl+B

S R

b

Exit Deduplicator...

Automnatic Replies

Mail Forwarder

ﬁ Therne Editor

25 OR Export

You can then select an account in the Account: drop down menu.



Mail Forwarder x

Account: @ jerry.clark@x1solar.com

Forward all ernail to;

Do not forward spam

“ QEHCE|

Forwards all email to: The email address your messages should be forwarded to

Do not forward spam: Check this option so that messages marked as spam on the server are
not forwarded
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Watch for Reply

This feature is available only to the Pro license users.

The Watch for reply feature is a new button available in the toolbar of the New message window. If
you expect a reply for an important email you can set up a special reminder in eM Client thanks to
this option.

You can either get a reminder for when such a reply is received to draw your attention to it, or you
can get reminded after a specific time frame that your message was not replied to, so you can
reach out to the recipient again.

After you enable Watch for Reply, a copy of the message will be saved in a special Favorite folder
called Unreplied, so you can check which replies you're waiting for at any time.

You can also disable the reminder from this folder, should the recipient reach out to you via other
means and the reminder if no longer needed.

Watch for reply flags can be synchronized with Exchange and compatible IMAP servers, so you can
be reminded of your messages at the correct time on any device.

Mail

5 All Inbroxes
- Cutbox

(O Unread

l: Flagged

Unreplied

How to enable Watch for Reply

While composing a message

Click on the eye icon and select if you want to be notified when the recipient has replied, or hasn’t
replied within a certain amount of time.



ey m~y &G Q@ B I U & A~ =

Motify me when replied |

Motify me when not replied > In 30 minutes

In 1 hour

In 3 hours
Later today
Tornorrow
In 3 days
In a week

Custormn date and time

+ Mo notification

After sending a message

Go to your Sent folder and right-click on an email you've sent. Select Watch for Reply select if you
want to be notified when the recipient has replied, or hasn’t replied within a certain amount of time.

Please note that the Watch for Reply option will not be available if you’ve already received a reply to
the email.

v Last Week
e E Open

&3 Reply b
€ Reply Al >
&>  Forward ¥
ﬁé Resend
IZ Flag
@ Mark as Read
F‘- Mark as Unread
O Tag »
©  Watch for Reply ? Metify me when Replied
Save As... Motify me when not Replied  »
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Snooze

This feature is available only to the Pro license users.

The Snooze feature is a powerful productivity tool that allows you to temporarily remove emails
from your Inbox when you don’t have time to respond to them. When an email has been snoozed
within eM Client, a copy of the message will be saved in a special Favorite folder called Snoozed, so
you can check which emails you've postponed replying to at any time and see until when the
message is scheduled to be snoozed. You can also disable the reminder from this folder, if you find
time to reply to the snoozed email sooner than expected and the reminder if no longer needed.
Snooze flags can be synchronized with Exchange and compatible IMAP servers, so you can have
your messages snoozed and returned at the correct time on any device.

Mail Snoozed (1) I
» (= Inboxes v Today
w~ o ¢ Favorites Mike Sparrow
o vacation L& @
f= AllInboxes 1301 Hi Mike, | would like to share some ph...
—= Cutbox
(9 Unread 1996
IZ Flagged 1
Z
Ll Snoozed 1

Once the Snooze timer is finished, the message will reappear back in your Inbox like a normal
incoming email, except it will have some indication that you snoozed it, such as a bell icon or a
different color for the time. You can then choose to leave it in the Inbox and finally reply to it, or
snooze it again.

? b= Inboxes ¥ Today
» 5.7 Favorites e ME Me K
‘-'ﬁ Mew style guide g 7>

» 1 Search Folders Hi guys, Let's work on new style guide...
> ) Tags ~ Yesterday
~ @ jerry.clark@x1solar.com Projector Thu &07 pm

- Attendee "Projector” accepted th.. &

» = Inbox 1878 =

(=] last Wednesday S:00am - 10:0{_R5VP )

<] Sent 12



How to Snooze and email

Right-click the message and pick the option for Snooze and then select until when the message
should be snoozed for.

?g E E Open

[ < Reply b
€~ Reply Al >
&> Forward »
lz Flag
@ Mark as Read
F-‘ Mark as Unread
 Tag >

Later today (Fri 6:00 prn)
Save As... Tomorrow (Sat 200 am)
]i[ Delete Later this week (Sun 2:00 am)
E?; Copy to Folder...
E‘a Move to Folder... Mext week (Mon 8:00 am)
@ Move to Junk 3 Pick date and time

Or click the Snooze option from the Main Toolbar at the top of the page. Unless you pick a specific
time, the default snooze will be until tomorrow at 9:00 am

< Reply > €A Reply Al ~ &> Forward ~ Mark Archive i Snooze w Delete Add Note
ply ply

How to unsnooze an email

Go to the Snoozed folder under Favorites, right-click the message and pick the option for Snooze >
Unsnooze

Or click the Unsnooze option from the Main Toolbar at the top of the page.



~  Future

(]
g

QADH D 95 I

&
o

Open
Reply
Reply All

Forward

Flag
Mark as Read
Mark as Unread

i

Snooze

Save As,.,

Delete

Copy to Folder...
Move to Folder...
Move to Junk

Move to Archive

Print...

of W [ &lefe! = [

Create Meeting from Message
E_?; Create Task from Message
Create Rule from Message

Add Note
Download selected for offline use

Export List

Clara Smii
Wed 200 am -. to Jerry Cl
L r
. L1 @
¥ i ) invite.ics (1 kB
>
>
You have beer
> Final Proj

Later today (Mon €00 pm)
Tornorrow (Tue 2:00 am)
Later this week (Wed 2:00 am)
This weekend (5at &:00 am)

Mext week (Mon 200 am)
» Pick date and time
>
>
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Notes for Emails

This feature is available only to the Pro license users.

The Notes for emails feature is a powerful productivity tool that allows you to add a local note to
an email. This does not change the email itself but you can mark down things you need to send a
reply later or mark down important details from the email so you have them handy without having
to read through the whole email thread again.

How to add or edit a Note for email
There are multiple ways of how to add a Note to email.

One of them is to right-click on the message and select “"Add note” from the context menu. It will
open an empty form where you can write your note and save it by clicking on “Ok".

4 Edit note X

Get back to Clara by Friday

Cancel

In the message detail, under the recipient, you will then see the notebook icon, the text of the note
as well as the “Edit” button.

‘.. ,‘, From Clara Smith Tue 12/15/2020 3:28 PM

{ &%e to Jerry Clark

B Get back to Clara by Friday Edit

Clicking on the edit button allows you to freely edit your note anytime you want.

The “Add note” option is available in every context menu referring to the specific email.
Additionally, you can add the toolbar button “Add note” to the main toolbar (right-click on the main



toolbar, select Customize, locate the “Add note” line in the “Available items” and add it to the
“Items to show” column). The “Add note” button will be changed to the “Edit note” button once
a note is added.

[E] Add Note

Add Note in toolbar

[£] Edit Note

Edit Note in toolbar

Not for email location

As mentioned, the note will appear in the message detail, under the recipient. But it is also visible in
the message list.

If you are using the Compact layout, in the right side of the message, there is going to be the
same notebook icon. Hovering your mouse above the icon will show you the note text preview.

If you are using the Single line layout, the notebook icon is visible next to the Subject or in its own
column called “Notes”. The note will also be visible in the separate mail window or mail preview
from the right sidebar (Contact Details or Agenda), in the same location as in the message detail,
under the recipient.

Please know that all the notes you add are locally saved in your database. That means they are not
synchronized to the server and across multiple devices.

How to remove a Note from email

To remove the note simply click the Edit or Edit Note button/option in drop-down menu and remove
all text (if the note is long, simply press Ctrl+A shortcut to select all and then Delete). Click OK
and the note will be removed.
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PGP

Pretty Good Privacy or PGP is a public key encryption program that has become the most popular
standard for email encryption - it follows the OpenPGP standard (RFC 4880) for encrypting and
decrypting data.

Pretty Good Privacy uses a variation of the public key system- each user has an encryption key that
is publicly known and a private key that is known only to that user. To send encrypted messages
you need the public key of your recipient. To decrypt a message sent to you, you will use your
private key to decrypt it.

To explain how sending/receiving such encrypted message works, let's set and example with two
users, Jerry and Clara:

e Jerry generates a PGP keypair for his email directly in eM Client and selects his passphrase
e Jerry sends the public part of his keypair to Clara

Settings X

" Apply o, Import T, Export 5423 CR Export

> E| Genera Certificates and Keys
> @ Appearance
My certificates/keys Others' certificates/keys
> B Ma
B v~ PGP
¥ [ Signing and Encryption ’
Jerry Clark (2024
> p
E| General jerry.clark@x1solar.com Bxport ";P
Details
o .
e Account Policies Jerry Clark 2022
= - jerryclarkxdsolar@gmail.com Q
Certificates and Keys Delete
ﬁ) Key Lookup Services Upload to »
Remove from >
> @ Calendar
> [% Contacts
> Tasks
? @ Notes
> D Chat

> [8] Online Meet ngs
> B Widgets Manage Certificates/Keypairs

P



PGP public key for clark@x1solar.com - New Message - 0o x

‘ @ "lerry Clark" <clark@x1solar.coms>  ~

To [ ® "Clara Smith" <smith@x1solar.com: Add Cc & Bee
Subject PGP public key for clark@:x1solar.com
public_key.asc (2 kB)
¢ '~ Fv Hy ovmyd@ Q B I U & Avi=Ev @ v

Hi Clara,

many other features.

e Clara receives Jerry's email with his public key and is asked if she wants to import Jerry's key
to eM Client

PGP public key for clark@x1solar.com @

From Jerry Clark Wed 11/29/2017 243 PM
to Clara Smith ~

& This email contains a PGP key for clark@x1solar.com. Import the key.

public_key.asc

Hi Clara,
please find attached public PGP key for email address clark@x1solar.com.

| am sending it from eM Client (www.emcliznt.com), an email client with integrated PGP suppert and many
other features.

Clara import the key and from now on, she can send Jerry encrypted emails.

e She composes a new email.

e Adds Jerry to recipients.
e Clicks on the encrypt icon in toolbar, which is available because she has her own keypair
setup.

e And sends the message



= Secret message - New Message - O x

To: [l"Clara Smith" <smith@x1solar.com> Add Cc & Bec ]

Subject: | Secret message

i
£
®
4

G '~ F~v Hy @My H Q@ B I U A~
Hi Clara!

| am testing the new feature and sending you an encrypted email.

e The message is sent through the internet completely encrypted, and only Jerry is able to
read it

e Jerry receives the encrypted email, types the right password and is able to read the message

Secret message @

From Clara Smith 3:28:26 PM
to Jerry Clark - -

A2 Password is required to decrypt the PGP message.

Enter password x

Please enter the password for the following PGP private key:

User ID: Jerry Clark
Key ID: SD02EB29729A4583

Password: “ ]




Secret message @
'.,‘ From Clara Smith 3:28:26 PN

wee to Jerry Clark "
Wy ©em

(& This message is encrypted.

) smith@x1solar.com.asc

Hi Jerry!
| am testing the new feature and sending you an encrypted email.

Find more instructions on creating keys and managing them in the Certificates and Keys section.
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Spell-checker and Translator

This product comes with a build-in spell checker that will enable you to make sure that there are no
typos or mistakes in your emails. The spell-checker is turned off by default and it can be turned on
in Menu > Settings > General > Spell-Checker (see here).

You can also access spell-checker settings in the message composition window - in Tools.

= [no subject] - New Message - 0o %
File } "Jerry Clark" <jerry.clark@x1solar.com> ™
Edit ¥
Message ¥
Add Cc & Bec
Insert >
Czech (Czechia)
Help > v Use Automatic Spell-Check English (United Kingdom]
@ 1 v~ F T CheckSpeling F7 A v =V = @ v
Translate Ctrl+T French (France]
Dear Clara, German (Germany)
.. . Spanish (Spain)
enjoi your holiday, g .
Downlead dictionaries...

You can either choose to use automatic spell check (the system language will be used), or select the
language manually from the list. The spell-checker works pretty much in the same way that you are
used to (from MS Word etc.). It will underline the words that do not match its dictionary. By right-
clicking the underlined word, you access a list of suggestions and you can also choose to add the
word into the dictionary to avoid its being underlined again and again. To save time you can click on
Check Spelling in Tools, the following window will pop up:



- Spell-Check - enjoi (Word: 3 of 6) x

Save & Close @ Ignore @ Ignore All @ Add t+ Replace :: Replace All

Text Being Cheched:
Dear Clara,

enjoi your holiday,

Jerry

Replace with:
enjoy
Suggestions:
enjoin

enjoy

Translator

This product allows you to translate your messages from and to a number of languages by
using Bing Translator. This function is accessible from the Tools menu in the message window.

= [no subject] - New Message - O =
Eile > "Jerry Clark" <jerry.clark@x1selar.com> v
Edit >
Message 2>
Insert » bmith" <smith@x 1solar.com> || Add Cc&Bcc]
Insel

yA Spell-Check Language >
Help > +  Use Automatic Spell-Check

@ |~ g 0 CheckSpeling 7 E B J U & A~ =+ =« @ ~

, Translate Ctrl+T
Hi Clara,

Can you please send me more information about our meeting on Monday? And please, include the guest list
so | can prepare the seating plan.
If you have any questions, just give me a call.

Enjoy the rest of the weekend and see you on Monday!
Jerry Clark

Lagnos Ltd.
Marketing




If you click on Translate, following window will appear:

Translate X
Source Language:

English

Destinaticn Language:

German V]

1=
m
;]
=1}
3
3l
m

First you need to specify the source language (by default, the auto-detect function is turned on).
Then specify the target language by selecting destination language and then click Translate - and
the process of translation will execute automatically as you can see on illustrative example bellow.

= [no subject] - New Message - b0 X
@ “lerry Clark" <jerry.clark@x 1solar.com>
To: "Clara Smith" <smith@x1solar.com> Add Cc & Bee
Subject:
¢ '~ Fv Hy oMy H Q@ B I U F A~ iZv iz~ @ ~

Hallo Clara,

K&nnen Sie mir bitte weitere Informationen zu unserem Treffen am Montag senden?
Und bitte fligen Sie auch die Gasteliste hinzu, damit ich den Sitzplan vorbereiten kann.

Wenn Sie Fragen haben, rufen Sie mich einfach an.

Genielie den Rest des Wochenendes und wir sehen uns am Montag!

Beste,

J erry{
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What is Archiving?

Email archiving is the process of removing emails from your Inbox to be stored in a separate, yet
easily accessible location.

There are two types of Archiving within eM Client. The first type is server-side (manual)
Archiving which moves your messages to a newly created Archive folder within your email account
or in a Gmail account, the messages are stripped of their labels and moved to the All Mail folder.
The messages are still saved to your account, but they no longer appear in your Inbox.

This type of archiving is for IMAP and Exchange (EWS) accounts.

The second type of archiving is Automatic (local) Archiving. For this type of archiving, older
messages are automatically periodically removed from your email accounts, and placed into a Local
Folder within eM Client. This means that the archived messages will no longer sync with your
account and will only be locally available within eM Client.

This type of archiving is good for people with a small amount of storage available in their email
server.

Server-side Archiving

) ] . ) T Archive ) )
Simply click on the Archive button in the toolbar , or right-click the message and
select Move to Archive.



E Open
<3 Reply »
4 Reply Al >
&> Forward »
IZ Flag
[ﬁ Mark as Read
F.‘ Mark as Unread
O Tag »
ES Category >
T;l Snooze >
Save As...
]i[ Delete
E?; Copy to Folder...
Ea Move to Folder..
@ Move to Junk »
'E' Print...
E_“é Create Meeting from Message
E_*é Create Task from Message

Create Rule from Message >
[E] AddNote

Download selected for offline use

The messages will be moved to an Archive Folder within your account. If you're using IMAP or EWS
protocol, this archive folder will also be synced to your other devices where you check your email.
The only exception to this rule are Gmail and Google Workspace accounts.

Gmail Archiving

We support the native Gmail Archive function. This is a specific function which removes the 'Inbox’
label from a message in Inbox, leaving the message accessible in the 'All Mail' folder.

You can read about Gmail's native archiving and what it means on Google support.

Local Automatic Archiving

eM Client contains an Automatic Archiving feature which allows you to download all messages
older than a selected number of days from the server and keep them stored on your local drive.

You can find this option under Menu > Settings > Mail > Automatic Archiving. Make sure to set
Archiving scope under Account Preferences before you enable or perform archiving. With the


https://support.google.com/mail/answer/6576

archiving scope, you set what folders and accounts the archiving will be performed on. You can then
set how often the archiving will be made and how old the messages affected must be.

Automatic Archiving

Enable automatic archiving

Ask before archiving

Archive every

days.

Archive messages older than 21 days.

Perform Archiving

Account Preferences

Account Mame

jermy.clark@x1sclar.com

Description

Archived Folders

Mone

Mone

Inbox

Inbox and Subfolders

All Mail Folders

The messages are moved to a locally stored Archive Folder.

~ =] Archive

w~ [ jerry@x1solar.com

1 Inbox
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About Contacts

The Contacts section is where you store your most valuable asset, your contacts.

Here you can store both contacts from your Email correspondence as well as those from your
instant messaging networks. You can pair the two kinds of contacts to create a centralized contacts
list for your quick access.

Find out more about creating new contacts, managing your contacts, and our Contact Avatar
downloading.
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New Contact
There are three ways to add a new contact.

The first is to click on the arrow button New and select Contact...

B4 Mail..
ﬁ Event...

E Online Meeting... >

g Contact...

€6, Distribution List..
Task...

E| Mote...

And the second way is to right-click on the Contacts panel, then select New Contact.

Contacts

b e jerry.clark@xlsolarcom

Contacls

Persor

Show in new Window....

»oall t
oo

* GAL Mew Distribution List...
Y HC Mew Contact Folder..

Send to all..
* Marketing

¥ @ Maore

Rename...

Copy Folder...

> @ jerrycl: Move Folder...
Delate
~ {3} Loeal F
Collapse All
Cana Expand All

Select Induding Subfolders
Deselect Including Subfolders

*  Show
Hide
Folder Color ¥
Properties...

The third is to click on the top line in one of the List views (the line is separated by thick line, see
screen shot bellow), fill in required fields and press enter. This feature is available in any list view,
for example in Tasks and Agenda.



. Full Mame File As ~  Tag Mobile Ph... | Work Pho..  Home Ph..

) Alice| None
3 Afee, Shahab Afee, Shahab MNone
- Casey Atwood Atwood, Casey Mone
: Jerry Clark Clark, Jerry Mone

New Contact window

= Contact - O =
E] Save 8 Close s Contacts w ‘% Overview Details '@ Addresses

General

MName: [E-“.e-' Mame Full Mame...

Tag: w
Contact information Work details
Email: | Enter Emai | Company: | Enter Company

Mobile: | Enter Mobile ?«} lob title: | Enter Job title

Webpage: | Enter Webpage @
+ Add Centact Information

Overview tab:

You can set full name of the contact by clicking on the button Full Name...This window will show:



MName details x

Prefi

Grren narme;

Middle narme:

Surname;

Suffin:

Cancel

You can fill the boxes with information about your contact.

Company:
Enter the name of the company this contact works for.

Tag:
Assign particular tag to your contact.

Job title:
Enter the contact's job position E.g. Financial Consultant.

File as:

Enter a name you wish the contact to be shown in your contact list, doesn't necessarily have to be
his or her full name. For example feel free to file your new contact under his nickname.

Email

You can enter up to three different email addresses for the contact by clicking on the Add Email
button (the cross sign)

+ Add Contact Information

Ernail
Phone » Work
Webpage 2 Home

1%

Display as:

you can bring up Display as option via right-click on the email field and clicking "Show Display
As".



Email: | casey.atwood@x1solar.com

Display as: | Casey A.

The display name for the contact's email addresses can provide a way to identify the Email in case
the email address does not contain any distinguishing identifiers or your personal preferences.

= Menu [no subject] - New Message
@ “lerry Clark" <jerry.clark@x1solar.coms=  »

To: Casey A

Subject: | Casey Atwood casey.atwood@x 1solar.com

Phone numbers

Many types of phone numbers can be filled. You can for example add phone numbers for Work,
Home, Fax, Mobile but also select among many other types.

+ Add Contact Information

Emnail > !

Webpage Fax

I Car
Cornpany
Horme
Fax Home
Maobile
Other
Other Fax
Pager

ISDN



Add Chat:

You can add several types of Chat to the contact: jabber, ICQ etc. Click on the button Add Chat to
bring up following window:

Add Chat Contact x
Account:  jerry.clark@x1selar.com N
Contact Details
Jabber |D: .james.kirk@ﬂsnlar.cnm
Display As: Get
Group: v
Cancel

click on the down-pointing arrow in the Chat service to bring up following roll-down menu which
displays full list of available Chats to add contact to:

labher v

labhber
Skype
GaduGadu

IRC

Add Webpage:

If a contact has a personal web site, you can enter it here by clicking on the Add Webpage button
(Cross sign).

Add Address:

You can change the type of address by clicking on the Add Address button and selecting from
custom fields provided:



+ Add Another Address
‘Waork

Home

Other

Attachments and Browse files:

Like with Events and Tasks, you can attach files to your Contact profiles.
Attachments @ Meeting details.rtf I@ Access details for the admin sitexlsx @ Mountains.jpg

Click on Browse files... to add any files relevant to this contact. Any image, power point, document
files that are related to the person or his work can be added here.

Details Tab

The details tab is where you can store all the professional and personal details about the particular
contact.

= Contact - 0O ¥
@ Contacts « ,% DOverview Details @ Addresses
Personal details Work details
File as [Atwond, Casey » Department: | Business operations
Mickname: | Casey Office: | 3rd floor, 302
Gender: | Female ~ Freebusy URL: | hitps://servericewarp.com/freebusy,/?cas
Birthday Tuesday, 7 April 1992 W
+ Add Personal Details + Add Work Details
Motes .— — —
& B I U & A~y =y =v =~ © @ ~

Don't call on the weekends (phone off)
Cat perscn

Private Contact

Most of the fields in the General tab of contact are straightforward (full name, company, tag etc.)
However, note the option at the very bottom, where you can easily change the folder for a



particular contact. If you do so, the contact will be automatically moved to the desired folder. This
utility works also for editing Tasks and Contacts.

Also note that the fields present in the picture (File as, Nickname, Birthday etc.) are the default
ones and you can easily customize the Contact Details tab by adding more of them. Simply click on
Add Personal Details to bring up following window:

+ Add Personal Details

File as
Salutation
Mickname
Spouse
Children
Birthday
Anniversary
Hobbies
Gender

Languages

or on Add Business Details to bring up following window:

+ Add Work Details

Department
Office

Profession
Manager's name
Manager's phone
Assistant's name
Assistant's phone
Referred by

Bank account
Freebusy URL
Calendar URI
Calendar request URI

Most of the additional fields are self-explanatory, however following tags are worth mentioning:

Freebusy URL: Part of calendar service. Can contain the contact's daily schedules, helpful when
arranging events with this contact.



Calendar URI & Calendar Request URI: These are web locations to which calendar requests are sent.
This is handled automatically, only in rare cases need to be filled in manually.
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Distribution List

eM Client enables you to create so called distribution list, which is basically a list that can contain
any number of contacts. Once you have created the distribution list, you can use it by filling in its
name in to the recipient field, while you are writing a new message, and the message will then be
simply sent to all contacts that are contained in the particular distribution list. To create a
distribution list click on New > DistributionList and the following window will appear.

= Distribution list (3) - 0O X
@ Contacts » 4+ Add Member Remove member
List name: | Work Team
Ta [ Business Private

‘E Clara Smith smith@x1solar.com

@ Jones, Michael michael.jones@icewarp.com

0 Martinez, lenny jenn@x1solar.com

B I U & Av iZv i=v =~ @ @ v
Attachments @ Browse files

At the top you have the toolbar with

Save & Close button to save any changes

Account/Folder selection - you will be able to select a folder in which you wish your distribution list
to be located.

Add member button - click to add an email address manually or open list of your contacts to select
from them



j 3 Select Contact x

Filter Contacts: Folder:
[@ jerry.clark@x1solar.con ~ 4 Add..

Sorted by File As il
Full Marne File 2 ~  Email
Afee, Shahab Afee, Shahab s.afee@in.kreditcorp.c...
Casey Atwood Atwood, Casey casey.atwood@x1sola..
Jerry Clark Clark, Jerry clark@x1solar.com
lohn Doe Doe, John k.krempec@barlomin...
Gonzalez, Julic Gonzalez, Julic gonzalesjulic@charle...
Graf, Sarah Graf, Sarah graf@x1selar.com

Graham, Peter
lones, Michael
Mary Kirkland
Martinez, lenny

Graham, Peter
lones, Michael
Kirkland, Mary
Martinez, lenny

graham@x1solar.com
michael jones@icewar...
mary.kirkland@x1scla...
jenn@x1sclar.com

Paul Sauer Sauer, Paul paul.sauer@x 1solar.co...

Users:

Cancel

Check any number of contacts and then click on the OK button.

Once you have selected some contacts they will be displayed in the in the central field of the
Distribution List window.

In the List name, fill in the name of the new distribution list.

You can also assign tag to your distribution list. Simply click on the down pointing arrow in the Tag
field and assign arbitrary tag to your distribution list. Check Private field, if you want the distribution
list to be private.

By clicking on the Remove button (trash bin icon) next to particular contact, you will remove
corresponding contact from the distribution list.

Click on the Save button to finish the process.

You can also drag and drop contacts from the main window onto the Distribution list creation
window to add them.

Working with Distribution List



Write the name of the distribution list to the recipient field while you are filling in the addressee
field. Once you have selected the distribution list, you can click on the plus sign icon next to the
name of distribution list to display the full list of included contacts .

= Session Meeting - New Message - 0o x

lark" <jerry.clark@x1solar.com>  w i
Click the puls sign to display
the full list of contacts included
L Add Cc & Bec

@ “lerry
. [ in this distribution list.

Subject: Session Meeting

[
<

i
<

©
<

¢ '~ Fv H v ovmmrym Q B I U & A~
Hi everyone,

Please be present at 8 o'clock at latest on Monday morning!
Your attendance is compulsory.

Looking forward to our discussion.

Best regards,

Jerry

Once you click on the plus sign, following self-explanatory window will appear:

Expand List x

If you expand the list, it will be replaced by its members. It is
not possible to collapse it again.

Don't ask me again “ MNo




Contact views

There are three Contacts views in eM Client, which you can navigate between by using the Main
Toolbar at the top of the window

,% People Business Cards % List (Fhong) » 5,’?9 Edit ]i[ Delete

People view

This is the default Contacts view. Here you can easily see your list of contacts for each account by
name, email address, and photo.

When you select a contact from this list, you will be able to select three additional options which will
give you more personal details about the contact and your email and attachment history with them.

Sorted by File As
e e bt Jerry Clark
Afee, Shahab

‘ s.afee@in.kreditcorp.com [% Contact @__) History @3 Attachments

,'é = Atwood, Casey
4;/ Important | casey.atwood@x1solar.com Contact Information

T Clark, Jerry

W clark@x1solar.com clark@x1sclar.com

Gonzalez, Julio
gF gonzalesjulio@charlesuni.mx Notes

Graf, Sarah
BUsinessy graf@x1solar.com f Add note.

Contact - shows you their personal details and allows you to add notes about them

History - shows your entire email history with them and allows you to search directly within it.
Attachments - shows your entire attachment history with them and allows you to search directly
within it.

,% Contact @J Historny CK%. Attachments

Business Cards view

The Business Cards view allows you to see your various contacts and their most important details in
a display that looks like a business card. It includes details like their photo, name, display name,
email address, telephone numbers, organization and job title, as well as any applied Tags.



s,

8

List view

Afee, Shahab

s.afee@in.kreditcorp.com
KreditCorp
)

Gonzalez, Julio

gonzales,julio@charlesun...

576-837-2132
576-837-2132
Charles University

Atwood, Casey
Casey Atwood

casey.atwood@x1solar.co..

824-654-3879
Impaortant

Graf, Sarah
graf@x1solar.com
888-423-9277
888-423-9277

ET,

Clark, Jerry
Jerry Clark

clark@x1solar.com

Graham, Peter
graham@x 1solar.com
888-423-9277
888-423-9277

K15clar

The final Contacts view is the List view. This displays your contacts’ information in a series of rows
and columns like a spreadsheet or classic database.

Each of the columns have headers which tell you what type of information is contained in that
column, such as full name, email address, phone number, tag.

Click to add new contact

Afee, Shahab
Casey Atwood
Jerry Clark
Gonzalez, Julio
Garaf, Sarah

Graham, Peter

Afee, Shahab
Atwood, Casey
Clark, Jerry
Gonzalez, Julio
Graf, Sarah

Graham, Peter

=

Mone

Mone

Mone

Mone

Business

Mone

Mobile Ph...  Work Pho., H

[=]
o
||

576-837-2132

883-423-9277

338-423-9277

Tip: There are some pre-selected sorting systems available for you to use, such as by
phone, company, or location. Selecting Custom will allow you to view all possible

fields and you can click on any column header to sort by that column.
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Managing Contacts

You can access your contacts by navigating to your specific accounts under the contacts bookmark
in the Left Navigation Panel or in the Contacts section of the Sidebar. Browsing the Contacts
bookmark will display your contacts in the main panel, browsing the Contacts section of the Sidebar
will display your contacts in the Sidebar.

Main panel contact overview:

Contacts Afee, Shahab

i Y

f{ 0, Atwood, Casey Clark, Jerry
s.afee@in kreditcorp.com w ‘j Casey Atwood ':A:, Jerry Clark
KreditCorp i
IT K15olar

Business Operations Assis...

~ Q jerry.clark@x1solar.com casey.atwood @x 1solar.co.. clark@x1sclar.com
Contacts

Persanal

g
¥ [ All Departments Gonzalez, Julio ks Graf, Sarah Graham, Peter
Contacts gonzalesjulio@charlesun... graf@x1solar.com graham@x 1selar.com
- 376-837-2132 888-423-9277 888-423-9277

» C1 G 57 2132 888-423-9277 888-423-9277
Charles University X1Solar
> O Mar
urc
Jones, Michael Kirkland, Mary Martinez, Jenny
ers michael jones@icewarp.c... Mary Kirkland jenn@x1solar.com
888-463-2695 mary.kirkland@x 1solar.co... 888-423-9277
Contacts 828-463-2693 828-423-9277 838-423-9277
leeWarp Ltd

Once the contacts are listed, you can delete contacts by pressing delete on your keyboard or by
clicking on the delete button on the toolbar, or you can drag and drop your contacts to any folders
under your other accounts.

Pairing Your Contacts:

There are basically 3 ways how to pair your contacts:
1. Adding a chat contact to your contact list in Contact Card Window.

2. Pairing regular contacts to your chat contacts while using Contact Pairing
Assistant.

3. Drag-and-dropping chat contact on regular contact and vice versa.

ad 1: Adding Chat contact to contact list via Contact Card Window

Double click on a contact to bring up the Contact CardWidow. In the Add Chatsection on the
right hand side, click Add...(the cross sign) to add the Chat account(s) associated with this contact.



= Contact - 0O %

Save & Close s Contacts ,% Overview Details '@ Addresses

General
Add Chat Contact x
\ . | Clara s
Hame ara rr' Chat service: | Jabber "’] b
Tag: - Account: jerry.clark@x1solar.com - i

Add contact to Jabber roster

Contact informatig =~ Contact Details

Ernail: | smith@x Jabber |D: Select...

Webpage: | Enter We Besistent
| (8].4 Cancel L
Jahl’:El': Smlth@ TSOTETCOTTT T
Home: | 836-371-6589 Zn,

+ Add Contact Information

By clicking on the Add... button you will display following window:

Add Chat Contact x

Chat zervice: | Jabber -

Account: jerry.clark@x1solar.com “’

Add contact to Jabber roster

Contact Details

labhber 1D Select...

“ QEHCE|

In the Chat service section you can select service from which you would like to pair a chat
account with your regular account. Select "Jabber" if you know that for example an ICQ, MSN, AIM
etc. account is set up on the particular chat account then the service will be ready to use. Please
note that the list of services contains Jabber protocol services enlisted particularly - ICQ, MSN, AIM




etc., which will not be ready to use, when you set them up for the regular account - your paired
account will only contain information about the other ICQ, MSN, AIM account. Click on OK button to
finish the process.

Also, please, note that if you select for example ICQ from the Contact Service list, you will be
asked to type-in Contact ID manually.

ad 2: Pairing a contact card to an imported instant messaging contact

When you log on to your Jabber service for the first time, you will be prompted to import your
contacts.

Later you can select Chat Contacts Pairing Assistantin chat settings option. Following window
will pop up:

;X Chat Contacts Pairing Assistant x
Chat Contacts Pairing Assistant
This assistant will help you to pair your chat contacts with your regular contacts. This allows you to take advantage of
merged contacts (ie. communication and attachment history will show your complete communication exchange,
regardless the communication channel that was originally used). Please just select the chat contacts you wish to pair.
Chat Account:  jerry.clark@x 1solar.com
Mickname [This is chat contact J Dair with [This is regular contact ]
Betty Leeland Betty Leeland (jerry.clagh@x 1solar.com/All Departments,Contacts)
Burak Yuksel Burak Yuksel (jerry.glark@x 1solar.com/All Departments/Contacts)
Casey Atwood Casey Atwood (jerry.clark@x 1solar.com/All Departments, Contacts)
Celia Castellano Celia Castellano (jerry.clark@x1solar.com/All Departments/Contacts)
Clara Smith Clara Smith (jerry.clark@x1solar.com/Contacts)
Darya Darya (jerry.clark@x 1solar.com/All Departrents/Contacts)
director <Select Contact=
Eduarde Sousa Ribeiro Eduarde Sousa Ribeiro (jerry.clark@x 1solar.com/All Departments/Co...
Reset All Cancel

After you have selected the Chat account from which you wish to import your contacts, all the
contacts contained in this chat contact list will be displayed in the list below.

To pair a particular chat contact with a regular contact, select a regular contact by clicking on
it to bring out a drop down list (you can see it in the picture below). There are two other
options on this list:

Take no Action- nothing happens with the chat contact



New Contact- creates a new contact in the selected folder and pair the chat contact with this
new contact.

<Take Mo Action>
<Mew Contact>
Afee, Shahab
Alex Wolf

Alice Glass
Anthony Stark
Betty Leeland

Big meeting room

Bob Dylan

Once you have chosen the regular contact, click on Pair Contacts to pair the Chat contact with
a regular contact. Now the process of contact pairing is complete.

ad 3: Drag-and-dropping chat contact on regular contact and vice versa:

Please note that there is also an easier way - just drag a contact (a Chat contact) and drop it
on the contact you wish to pair it with (we are speaking about contacts in the Contact list/Chat
bar). You will be prompted to confirm the pairing with the following window:

Contact Import Finished x

1 chat contacts were merged with existing contacts.

Contact Properties

To get to the contact properties window, right-click on particular contact folder and select
Properties...

Following window will appear:



Contacts - Folder Properties x

General Access Control Repair

Mame: | Contacts

Location: | jerry.clark@®x1solar.com/Contacts
Server location: | OfContacts

Type: | Contact

Mumber of items: 20
Show in Agenda

Show in All Contacts folder

ﬂ EEHCE|

Here you can customize your contacts' display, you can select up to two options - Show in
Agenda and Show in All Contacts folder.

If you check Show in Agenda, events such as birthdays of the users from particular contact folder
will be displayed in agenda.

If you check Show in All Contacts Folder, particular contacts from selected folder will be also
displayed in All Contacts folder. By un-checking this option, the particular contacts will not be shown
in All Contacts folder.
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Avatar downloading
eM Client automatically downloads and displays avatars for your contacts from the web.

We download images from Gravatar, domain icons and more.

If no image is saved for your contact on server or in your Contacts section, the contact's initials will
be shown instead, which can also be disabled to show an empty avatar icon instead.

You can manage these options in Contacts settings.
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About Calendar

The Calendar offers an easy way to keep track of appointments, schedule your time and share your
calendar with other people through the CalDAV protocol, as well as contacts through CardDAV
protocol (if available).

Events recorded in the calendar can be reminded by visual alerts.The calendar can be arranged into
various layouts, such as day, week or month layouts. You can send out invitations and collect
responses for organizing meetings and other events, or even fill itself up with your regular events.
You can also get up-to-date weather forecast for a few upcoming days.

The following links will show you - how to get started or work with more than one calendar, how
to work with the calendar's toolbar and different layouts, how to change the calendar's preferences
and especially how to work with events, and add event requests.

Creating Search Folders for Calendar

It is possible to create a search folder from relevant search process by right-clicking on the down-
pointing arrow next to the search bar and selecting Create Search Folder... from the context menu.

Recent History {;9

Create Search Folder...

Please note that this is the only way to create search folders for calendar.
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You can also get up-to-date weather forecast for a few upcoming days.

The following links will show you - how to get started or work with more than one calendar, how
to work with the calendar's toolbar and different layouts, how to change the calendar's preferences
and especially how to work with events, and add event requests.

Creating Search Folders for Calendar

It is possible to create a search folder from relevant search process by right-clicking on the down-
pointing arrow next to the search bar and selecting Create Search Folder... from the context menu.

Recent History {;9

Create Search Folder...

Please note that this is the only way to create search folders for calendar.
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Getting Started

eM Client sets up a default calendar for you when you create an account. Its default name is
"Calendar" and it can be found under Local Folders in the Calendar bookmark on the left vertical
panel of the interface.

A new sub-panel will appear, consisting of two parts:



Calendar

~ a jerry.clark@x1solar.com
~ & Calendar
B Frivate calendar
~ [ All Departments
~ [} X15clarInc.
Finance+HR
B Management
Operations
~ [ Marketing X1
B Calendar
~ [ Resources
B Big meeting reom
Projector

P van

< Movember 2020 ¥

MO TU WE TH FR SA SU
26 27 28 29 30 31 1
2 3 4 5 6 7
9 10 11 12 13 14 1
16 17 18 19 @) 21 2
23 24 25 26 27 28
30 1 2 3 4 5

rJ
MG pa|wn

The upper part contains a hierarchical tree of your calendars. In the calendar management window,
you can create new calendars and edit or delete existing ones. See Using More Than One Calendar
to find out how to fully utilize the Calendar to organize your day. Select a calendar by clicking on it
to display the contents of each calendar in the central panel.




The lower half of the calendar sub-panel is the calendar page of the current month. The days
displayed in the current calendar's layout in the central panel are highlighted here. You can also
select the day/week/month (according to the layout view currently selected in the calendar's
toolbar) to be displayed in the central panel by clicking the corresponding place in the small
calendar in the sub-panel (you can cycle through the months with the two arrow buttons next to the
name of the month).

Calendar's central panel

When you have selected a calendar in the left vertical panel, its contents are displayed in the
Central Panel. Depending on which layout view you have chosen for your calendar in the calendar's
toolbar, your events in the selected calendar will be displayed in the Day, Week, or Month calendar
in the central panel.

The central panel is where you create and edit events pertaining to a specific calendar, see Working
with Events.

To learn about how to change the appearance of the calendar's central panel by selecting between
different layout views see Calendar Views.

Calendar Properties

You can access Calendar properties by clicking on particular Calendar on the Sidebar and selecting
option Properties...

Following window will appear:



Private calendar - Folder Properties x

General Delegation Access Control Repair

Marme: lPrivate calendar

Location: | jerry.clark@x 1solar.com/Calendar/Private calendar

Server location: | jerry.clark@x1sclar.com/Calendar,/Private calendar

Type: | Event

Mumber of items: 13

2
Color:
T e000000e

Default reminder: | 10 minutes™

Default meeting duration: | 1 hour™

Show reminders

Show in Agenda

“ EEHCE|

You can change the Calendar Color used inside the application.

You can also choose Default reminder time and Default meeting length for a specific
calendar.

There are two additional settings that can be checked - Show reminders and Show in
Agenda.

If you check Show reminders, the reminders from calendar folders will always be added to the
list of reminders. If you want to deactivate this function, keep the checkbox un-checked.

If you check Show in Agenda, the events from the particular calendar that are up-to-date will be
displayed in Agenda.
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Calendar Views

As mentioned at the beginning of this chapter, eM Client's calendar supports multiple layout views.
You can select a view type which suits your schedules the most. In this section, we will walk you
through the individual view modes.

Before we start the tour through the individual views of the calendar, let us present one useful tip
for calendar users - you can create a completely custom view by simply holding the Ctrl key and
left-clicking on particular days in the small calendar window in the bottom left corner in order to
select or deselect the days.

Day View

@ Day EI Work Week ﬁ Week @ Upcoming Menth Agenda Edit Delete

< » December 10, 2020 Today
@Thursday ]

Lunch with Tom
® 12:00pm - 12:45pm

@ 1:45pm - 2:45pm

Dinner with Lucy
@ &15pm - T:45pm

The day view is the most detailed as it focuses on the shortest period of time.
The arrows on top of the central panel switch between upcoming and previous days.

Next to the arrows is a label indicating which day (or week/month in the case of week view /month
view) is currently selected and displayed.

Schedule in the central panel is divided into hours which are divided according to the value specified
in the granularity drop down menu in Calendar preferences.

Calendar events are ordered in a vertical timeline. Each event is colored (you can pick any color you
wish in the toolbar by clicking on Calendar Color) and contains the basic information (subject, start
time, tag, recurrency and reminder settings).



Events that last the whole day or span several days are displayed in the upper section of the
calendar, before the timed schedule (so that these events don't interfere with the daily schedule).

You can zoom in and out by holding Ctrl and using the scroll wheel. The layout of the calendar will
expand or condense accordingly.

< > January 25 - 31, 2021

25 Mon @ Tue <

ng o Jogaing
(51 8:45am - 10:45am

Pick up coffee

@ 10:00am - 10:45am

o

Events in the main panel can be drag-and-dropped on a different time or resized to a different
length.

To move an event, click on an event box with the left mouse button and drag the event on another
time and release the mouse button.

To extend or reduce the duration of an event, move the pointer to the upper or lower area of an
event and after the pointer changes its shape, click the left mouse button and resize the event as
necessary.

Moving events to a diferent date - events can be drag-and-dropped to the small calendar on
the left. This smart utility is very useful in case you want to change the date of the event but you
want to keep the same time schedule - just drag and drop the event on the desired date.

< Movember 2020 > o Accounting
- M 4:45pm - 5:30pm

MO TU WE TH FR
26 27 28 29
2 3 4
5 10 M
16 17
23 24 25 26 27 28
30

[o7)

Simply drag and drop
the event on another day

—_
[ Y
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-
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[¥E)
s
L
o

[} 30



If you hover the mouse pointer over an event, a pop up balloon tooltip will appear, showing event
details, including subject, start time, end time and description. This also works in the week view and
month view.

< > November 20 - 24, 2020

20 Friday 21 Saturday 22 Sun
Birthday party!
™ 445pm - 7:00pm
o Private
Birthday party!
From: 11/20/2020 4:45 PM
Toe 11/20/2020 7:00 PM
Folder: jerry.clark@x 1solar.com,/
Calendar/Private calendar

Tags: Important

Week View

‘ ¥ Refresh ~ Day ﬁ Work Week @ Week @ Upcoming Month Agenda Edit Delete

All the functions offered in Day View can be found in Week View, the only difference is that the
Week View displays one week at a time. If you want to see the schedule for workdays, select Work
Week View in the calendar's toolbar. You can also zoom in and out by holding Ctrl and using the
scroll wheel. The layout of the calendar will expand or condense accordingly.

Work Week View

| 43 Refresh ~ Day Ffl Work Week ﬁ Week @ Upcoming Month E Agenda Edit Delete

Work Week View is the same as Week View except that only the days which you have set up as
work days will be displayed. To set up your work week go to Menu -> Settings -> Calendar.



Upcoming
| > Refresh ~ Day  [3 WorkWeek  F5] Week Upcoming Month 5] Agenda Edit  [il] Delete

Upcoming View is the same as Week View except it shows today and the next 6 days.

Month View

The Month View layout allows you to see the events of the entire month.

Events that last less than a single day are ordered the same way as in the other layouts. Daylong
and multi-day events are displayed before other short events and are sorted by their starting time.
Notice that today's date is highlighted - this has been added for easier orientation in the month view
layout.

< > November 21 - December 18, 2022

Mon Tue Wed Thu Fri

iy @ e, e, o

8:30am Sweet dreams 7

7:30am Jogging

8:45am Leave for work &
9:00am Work )

7:30am Jogging 7 9:30am Skype with Joel & 6:00pm Cinema & 7:30am Jogging

Days that contain more events than what can fit into their window will have three little dots
displayed in the upper right corner (see picture below). Hover over the three dots to see how many
events are hidden.



@ L16)
Awareness week at work
7 m J A

2 more events

2 more events

S L O Refresh v Day  [=] WorkWeek [ Week  [¥] Upcoming ES Menth =] Agenda W& Hide Past A Edit I Delete

This layout does not display events in a calendar but instead in a comprehensible list of events, with
each line containing the details of a single event.

By default, events are ordered by their starting dates. Recurring events are listed only once, at the
time of their first occurrence.

+ New ~ SRR Day  [*] WorkWeek [ Weel Upcoming Month (& Agends W HidePast 7 Edit  [0] Delete
> Calendar (7) v <
@ = (8] Title Location Start ~ End Tag
Click to add new event
=
~  Older
O Breakfast w/ Alicia 15/08/2024 8:00 am 15/08/2024 8:30 am  Personal
¥ Yesterday
Skype with Jack 10/09/2024 5:00 pm 10/09/2024 5:30 pm €
~ Today
Lunch with Stacy 11/09/2024 11:30 am 11/09/2024 12:30 pm Friends

This view is particularly useful when searching for particular events. It allows you to arrange events
by different parameters by simply clicking on a column header. Click on the column header again to
switch between ascending and descending orders.

You can customize the List View by right-clicking at the column heading. Select Columns
configuration.




Columns x
Available columns: Show these columns:
Account lcon Attachment
Account name Add — Fecurring
Created Summary
~ Remove
Description Location
Folder Start
Reminder End
Updated B )
Set Defaults icancel

Add the columns you would like to see in your List View window by selecting them and pressing
Add. You may also arrange the order in which the columns are displayed by first selecting a column
heading and pressing Move Up or Move Down.

You can also resize the width of columns by clicking between two columns in the table header and
dragging the cursor right or left as needed.

Hide Past button
& Hide Past

Hide Past button automatically hides all the events in calendar that are out of date.
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Toolbar

Toolbar is located on the top of the application window and it changes according to what you are
currently working on. You can customize the individual items you want to be displayed on the

toolbar by right-clicking on the toolbar and selecting Customize, which will bring up the following
window:

Customize X
Available tems: [terns to shows:
Copy to Folder Day
ey i I
Move to Folder Add — Vork Week
Print Neek
+~ Remuove
Tag Upcoming
Maonth
Agenda
Show icons only
Set Defaults Cancel

here you can customize what items you want to display in the toolbar. Using appropriate buttons,
you can Add items from Available items column to Items to show column or subsequently Remove
them. Click on Set Defaults button to restore default settings. Note that you can add the items in an
arbitrary order, depending on what order you add them to the Items to show column.

The Show icons only option will hide the text of the buttons, so you can fit more features on the
toolbar. You can hover over the buttons to have the title pop up.

¥ Refresh v Day ﬁ Work Week @ Week Upcoming Maonth Agenda Edit Delete

New

This option is common to all four modules of this product, however in Calendar view it will be
primarily bound to the New Event option. In Calendar mode you can create new events in your
current calendar by clicking on the New button and New Event window will pop up. . This will bring
up the event editing box where you can create a new Calendar event.

Print

By clicking the Print button you will be redirected directly to the Print window. To display the
Print Preview window go to File >Print Preview (by default Ctrl +Shift + P), where you will
be able to see a preview of what you are going to print as well as modify any settings to
customize the layout of the printed page.



=] Print Preview x

B v Page 1 T 43 Printstyle  Month view ~

Printer: OneNote (Desktop)

Pages: °AII

1

eg. 1

March 2022
Margins: Default -

Men Tue
Orientation:  Landscape -~
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Print using system dialog...

In the drop-down menu in the top right-hand corner of the window, you can specify
the view you wish to print (detailed, table, week, month).

In the top left-hand corner of this window you can see the following four buttons:



Print Preview

B~ page 1 o
. . . S
Printer: Microsoft Print to PDF~
Subsgect: Hioliclay pictures
PEQES: o A” From: “Clara Smith” <smithilsolar.come
Sant: 1276/2020 6:17-04 P
o “Seary Clask” < glarki®ylsolar com;
e.g. 1-5 7, 9-10 Attachments: Seycheiles? png
Hi Jasry,
MargiHS: Default hd Here: are the photos from ouwr Holidays | promised
A best,
. . i Clara
Orientation:  Portrait -~
Paper Size: Letter -
Copies: 1

Show Header / Footer
Print Selection Only

Print Background Graphics

Save as PDF...

Print using system dialog...

Print - click this button to print the preview

Page setup - click to access the following menu, where you can set up the layout of the printed
page.



Page Setup >

Paper

Size: Letter ™
Source: Automatically Select e
Crientation Margins (inches)

() Portrait Left: Bight:
(®) Landscape Top: Bottom:

Concs

Print settings - click to access the following menu, which contains three tabs (Week
View, Month View and Day View)



Print settings

Week View Month View

Print only workdays

Granularity: 15 minutes

Print Range
Use calendar range

Print from: | 8:00 AM -~

Print to: 200 PM ~

Print in grayscale

Day View

Print settings

Week View Month View

Print only workdays
Print in landscape crientation by default

Print Range

Use calendar range

o Print exactly one month per page

Print in grayscale

Day View




Print settings x

Week View Month View Day View

Granularity: [15 minutes

Use calendar range
-

Print from: | 8:00 AM

Print to: 200 PM

Print in grayscale

Cancel

If you check the Print only workdays field, Saturdays and Sundays will not be printed.
Using the drop-down menu, you can define the granularity you wish to use.

In the Print Range section, you can specify the range you wish to print. If you check the Use
calendar range option, the calendar settings will be used.

Zoom - Here you can adjust the zoom ratio in which you would like to have the about-to-print
page.

View Options

The calendar can switch between several l[ayout views. In the Toolbar, you can select one of four
ways to display and manage the events in our calendar.

Day View
The day view displays the most details since it focuses on the shortest period of time.
The arrows at the top of the central panel switch between upcoming and previous days.

Next to the arrows is a label indicating which day (or week or month in the case of week view or
month view) is currently selected.

The schedule in the central panel is divided into hours, these are divided according to the value
specified in the granularity drop down menu in the Calendar preferences.



@ Day EI Work Week ﬁ Week Upcoming Menth Agenda f Edit @ Delete

< » December 10, 2020 Today

@ Thursday (2]

All-day
1L ¥m
Lunch with Tom

12 30 @ 12:00pm - 12:45pm

0100
0130
0200
0230
0300
0330
0400
0430

05m g

0530

06 00

0630

07 00

07 z0

Calendar events are ordered in a vertical timeline. Each event is colored (you can choose any color
you like on the toolbar) and contains the basic information (subject, start time, tag, recurrency and
reminder settings).

Events that last the whole day or span several days are displayed in the upper section of the
calendar, before the timed schedule (so that these events don't interfere with the daily schedule).



< » November 21, 2022 Today

All-day

06 30
11/21/2022 6:30 AM
0700 | To: 11/21/2022 7:00 AM

jerry.clark@x1solar.com/
p7 30 Calendar/Private calendar

# Personal

Qg oo

0830

09w

0930

Events in the main panel can be drag-and-dropped on a different time or resized to a different
length.

To move an event, click on an event box with the left mouse button and drag the event to another
time and release the mouse button.

To extend or reduce the duration of an event, move the pointer to the upper or lower area of an
event and after the pointer changes its shape, click the left mouse button and resize the event as
necessary.

If you hover the mouse pointer over an event, a balloon tooltip will appear showing the details of
the event, including subject, start time, end time and description. This also works in the week view
and month view.



November 22 - 28, 2022

e Tue 23 Wed 24 Thu 25

Sweet dreams
M &30am - 10:45...

Sweet dreams

From: 11/2272022 8:30 AM
To: 11/22/2022 10045 AM
Folder: jerry.clark@x1solar.com/

Calendar/Private calendar

Tags: # Home
# Fun
# Needs Preparation

Week View

¥ Refresh ~ Day ﬁ Work Week ﬁ Week @ Upcoming Month Agenda Edit |i| Delete

All the functions offered in Day View can be found in Week View, the only difference is that Week
View displays one week at a time. If you want to see the schedule for workdays, select Work
Week View in the calendar's toolbar.

Work Week View

43 Refresh ~ Day EI Work Week ﬁ Week @ Upcoming Month E Agenda Edit @ Delete

Same as week view except that only the days which you have set up as "days when you work" will
be displayed. To set up your work week go to Settings -> Calendar.

Month View
The month view layout allows you to see the events of the whole month.



Events that last less than a single day are ordered the same way as in the other layouts. Day long
and multi-day events are displayed before other short events and are sorted by their starting time.

< > November 21 - December 18, 2022

Mon Tue Wed Thu Fri

1:30pm Meeting with my ... <7

Dec 1 2

9:30am Skype with Joel J& 6:00pm Cinemna

Days that contain more events than can be fitted into its window will have three dots in the upper
right corner of the window. Click on the three dots to switch to day view, allowing you to see all
your scheduled events in the particular day.

Mon

9:30am Skype with Joeld? & @

3 more events

Agenda

¥ Refresh v Day ﬁ Work Week ﬁ Week Upcoming Month Agenda \\T\\ Hide Past / Edit ]E Delete



This layout does not display events in a calendar but instead in a comprehensible list of events, with

each line containing the details of a single event.

By default, events are ordered by their starting dates. Recurring events are listed only once, at the

time of their first occurrence.

Breakfast w/ Alicia 15/08/2024 8:00 am
sterd,

Skype with Jack 10/09/2024 5:00 prn

Lunch with Stacy 11/09/2024 11:30 am
it

Project meeting "Big meeting room" <meetingroom@x 1solar.com> 13/09/2024 2:30 pm

Work 14/09/2024 8:00 am

Marketing 51 meeting 14/09/2024 12:00 pm

Project Deadline 19/09/2024 4:00 pm

10/09/2

3/09/2024 3:00 pm
4 2:00 pm
4/09/2024 1:30 pm

Friends

None
Business
None

None

This view is particularly useful when searching for particular events. It allows you to arrange events
by different parameters by simply clicking on a particular column header. Click the column header

again to switch between ascending and descending orders.



Searching Calendar

Agenda

Add new task

v Today

Business
" buy tickets - NT
LW project - paper
PR agency - surmmary offers

" Ask Thomas for more info (Mon...

¥ Tomorrow (1item)
¥ NMNext Week (1item)
¥ In Two Weeks (1item)

> Someday (1item)

To search your Calendar use the Agenda section which you can find on the right-hand side of the
interface.
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Calendar Preferences

Access the calendar's settings by right-clicking anywhere on the calendar's main panel and select
Calendar Preferences from the context menu, or select Menu >Tools > Settings from the main
menu, then select the Calendar section in the Settings window.

Settings

" Apply o, Import T, Export E‘E OR Export

> El Genera Calendar View
> @ Appearance Go to Teday every time calendar is opened
y B Ma Show week numbers

Granularity: 13 minutes N
@ s gning and Encryption

Show range: Work Day Hours N
~ Calendar

Source of event's color in multi-calendar mode: Tag then calendar N

E| General
Eirst day of the week: Monday .
5 Weather

First week of year: Detect from System ™

> [% Contacts
e Wk W

3 Tasks Work Week
> [E] Notes v @1 Bw @T @F S S

Work day start: 8:00 am -
> [ Chat

Work day end: £:00 pm .
> @ Online Meetings

Balloons

> Bl Widgets

B Show balloons after | 1000 millisecends
> @ Advanced

Agenda (Events List)
Show groups in agenda
Event Detail
Always show advanced eptions
nvitations

Invitation sending behavior: | Always Ask -

Defaults

Default meeting duration Set

Default meeting type Always Ask v

The Calendar Settings window consists of four sub-sections: Calendar View, Work Week,,
Balloons and Agenda (Events List).




Calendar View

Show week numbers:

If you check this option, there will always be a week number displayed in the month view of the
calendar, according to the current year.

Granularity:

This option allows you to choose the granularity of the day and week view layouts.

The days are divided into hours by default. If you want to plan your time more accurately, you can
split the hours into slices of 5, 10, 15, 20 or 30 minutes. This time unit is important when you are
moving and resizing events by Drag & Dropping event boxes because you can't adjust the events by
smaller time units than defined here.

Show Range:

This option allows you to set the "height" of your calendar's layout. The value specified in this field
determines how many hours will be visible at one time in the calendar's central panel.

So, if you set 24 hours in this field, you won't have to scroll at all in your calendar's central panel,
leaving you plenty of room for your nocturnal activities.
Source of event's color in multi-calendar mode:

You can define the source of the of an event's color while you are in multi-calendar mode. This
option is useful when you are working with more than one calendar. You have three options:

Tag then calendar - will prefer tag color and ignore calendar color.

Calendar then tag - will prefer the color of a calendar and the tag color will be determined only by
the tag indicator.

and Calendar only - will display calendar color primarily while you only one calendar is selected.

Number of weeks in month view:

You can set the number of weeks by 3 different ways: in the calendar settings; by pressing ctrl and
simultaneously scrolling with the mouse-wheel while in month view of the calendar; or by pinch
gesture in touch mode of the application.

Work Week

In this section, you can define the parameters of the work week. When it starts, when it ends and
which days it contains.

Balloon tooltips panel

In this panel you can define the behavior of the popup balloon tooltips which appear when you
hover the mouse pointer over an event box. These tooltips contain the events' info. You can learn
more about balloon tooltips in the Calendar Views section.

Agenda (Events list)
Check Show groups in agenda to have groups displayed in Agenda (Events list).

Defaults

In this panel you can set default meeting lengths and reminder lengths. You can select whether you
want to apply them to all folders or only to selected ones.
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Calendar Sharing

eM Client can synchronize its calendar with shared calendars on the server. This way multiple users
can access the same calendar. This feature is useful for scheduling public resources. For example,
employees can log onto a public calendar to book company cars or meeting rooms or check the
availability said cars or rooms.

To access a shared calendar, you proceed in the same fashion as if you were setting up a normal
CalDAYV account:

Select CalDAV in Account wizard.

w Account x

=
m

Set up an account
O Automatic Setup
P4 mai
I‘V_’i Chat f Group Chat

Calendar

31 yahoo! Fruux’

e )

Google Calendar Yahoo! Calendar iCloud Calendar Fruux Calendar CalDAV

@]
[ Contacts

Back \exd Cancel

Fill in the URL of the shared CalDAV location, your username and your password.




@ Server information

New Account

Server information

Enter your CalDAV/CardDAV account settings,

Account address URL (f.e. http://www.example.com/.well-known/caldav):

Account address: [|

Authentication

User name:

Paszword:

Back Mext Cancel

Finally you need to enter your credentials in the account window or when being prompted during

account synchronization.




Accounts x

Save & Close + Add account * Set as default Save As E%E OR Export ]E[ Remove T &

) General IMAP SMTP CalDAV / CardDAY lceWarpChat KMPP
jerry.clark@xlsolar.com
Mail, Calendar, Contacts, Chat, Mot...
Server
A0 jerrydark@gmail.com
Mail, Calendar, Contacts, Chat, Onli...
Address (CalDAY / CardDAV Url): | hitps://x1sola.onice.io/webdav/

Authentication

Anonymous
Use identity credentials

o Use these credentials:
Username: | jerny.clark@x1solar.com
Password: | eesees
Scheduling
Always use client for scheduling

Default Folders

LCalendar: | fCalendar Select...
Contacts: | /Contacts Select...
Tasks: [Tasks Select...
Motes: /MNotes Select...

Delegation

You now have a calendar account that is synchronized with a public calendar, any changes you or
other users make will be uploaded to the same CalDAV server and displayed in your eM Client's
Calendar.
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Working with Events

Creating and editing events

Events are the basic entries in your calendars.

To create a new event in a calendar:

On the calendar toolbar select New>Event .
If you are using this option for the first time, you will be provided with an option to create Standard
event or Online Meeting:

Choose the type of meeting x

What type of meeting do you want to create?

Standard Event

Meet with other pecple in person.

Online Meeting

o : : : :
[ Set up an online meeting only. Connect with others via your camera and
- microphone.

Always use this option

You can use the Always use this option to lock in your selection for next time and choose each
time.
You can also change this setting any time later in Menu > Settings >Calendar>General>Defaults.

Another way to create an event is to right-click on the calendar itself in specific time then
select New Event... or, double-click the calendar in the Central Panel.

Both of these options will set the start date for you art the selected time and set the end date based
on your default event duration.

However, by far the easiest way is to draw a rectangular outline of your event by drag and
drop your mouse on the calendar.

The last way how to create an event is to move with your keyboard arrows from box to box
and subsequently write a name of the event and ultimately press enter. This way of creating events
is by far the fastest one if mastered by the user.



New event

Type in a name for this event and press Enter to create a default one time event with only the time

and name you have specified. To add more details double click on the newly created event to bring
up the Event editor window.

Event settings

All the basic configuration can be defined in this window:

@ Private calendar

Jogging - Event - 0O x

Standard Event

E Online Meeting <~ Reply ~ & Forward ~

Don't forget the new running 5h0es!|

Jogging All day event
30/11/2022 T:00 am + Add time zone
3001172022 T:45 am
Busy
3 minutes Mone
Schedule...
¢ F~ H~ B I U AvEviEv=v0 % O~

Private event

At the top you have the Save & Close button used for finishing you event.
Next to it is the Calendar selection, you can use the drop-down menu to select a different

calendar. If you do so, the event will be automatically moved to the selected folder. This utility
works also for editing Tasks, Contacts and Notes.



@ Private calendar

v @ jermy.clark@x1solar.com
o Calendar
@ Private calendar
v [ All Departmenis
~ ) ¥15olar Inc.
Finance+HR
@ Management
Operations
v [ helpdesk2@xlsolar.com
Calendar
~ [ Marketing X
@ Calendar
» [ Resources

» Local Folders

Simply click on the down-pointing arrow and select desired folder from a drop-down list.

Title

The subject of the event. This information will be displayed in the calendar window after the event is
saved, therefore it should be as brief as possible.

All day event

In the all day event, the start and end time items are missing. This means that this event will be in
progress over the entire day, but other events can be still planned for this day. The typical example
is setting entire-day events like wedding anniversaries, symposiums, vacations, business trips, etc.

Start

Start time of the event. Consists of two fields, date and hour.

End
End time of the event.

If the date part of end time of a given event differs from its start time date, a multiple day event
is created. These events are listed in the upper part of the schedule, under the all day events. This
way they don't mess into the daily schedule.

Show as

You can select a type of your event - You can be busy or you can be free.



Busy

Free
Tentative
Busy

Cut of Office

Reminder

Reminder is a special function of the interface, that allows reminding of events. If the reminder is
set for an event, an alert is displayed at the defined time that informs of an upcoming event. The
default value is No Reminder, but any different value can be selected from the drop-down list. To
cancel the reminder, simply choose the No Reminder option in the event's dialog box. For more
information about working with reminder see section Edit Events.

Tag

In the tag drop-down menu, you can assign color-coded tags to the selected event. In the
calendar's central view, events will be shown colored according to their tags designated here. In
case of multiple calendars, each calendar is assigned its own tag (see Using More Than One
Calendar). The tag's color will be shown in the event's heading (Except in a month view layout). For
more details on Tags see About Tags.

Maone

. Friends

. Home

Personal

. School

Important

Business

Fun

Sport

Vacation

. Must Attend
Meeds Preparation

@ Birihday

Mone




Recurrence

The Recurrence tab is used to set recurring tasks which take place every given number of days,
weeks or months.

In this tab you can set how often will the task be recurred and when (if ever) will the recurrence
terminate.

Frequency Recurrence range Pattern
Mone oNo end date Becur every 1 week(s)
Daily End after occurrences Menday Tuesday Wednesday

OﬂEEH}' End by 12/15/2020 Thursday Friday Saturday Sunday
Monthly

Example: 12/17/2020, 12/24/2020, 12/31/2020, 1/7/2021, 1/14/2021, 1/21/2021,
Yearly PIE5 172812021, 2472021, 2/11/2021, 2/18/2021, .
Fre quency

You can set frequency daily, weekly, monthly or yearly.

Recurrence range
You can set here when the event should end. There are three options:
No end date - The event will recur for ever and ever and ever...

End after X occurrences - You can set the number X. The event will not recur after X
occurrences.

End by - You can set a date. The event will not recur after this date.

Pattern
Frequency daily - In the pattern you set the number of days when the event should recur,

Frequency weekly - In the pattern you can set the number of weeks when the event should recur.
You can also choose the days of the

week on which the event should recur (e.g. in the following picture, the event will recur every week
on Monday and Saturday).

Frequency monthly - In the pattern you set the number of months when the event should recur.
You can also set a day - you can set the number of day in month, or set for example "second
Monday".

Frequency yearly - In the pattern you set the number of years when event should recur. You can
set a date for event or set for example "second Monday of February".

Location

Enter the geological or descriptive location of your event. eM Client will automatically offer
previously used locations once you start typing.



Participants

Participants are those contacts that are invited to particular event and their status is determined by
responding to the event request or not (their status can also be set manually).

Private event

If you check Private event, this event will get a private status.



Event Requests

Once an Event has been created, you can send attendance requests to others through Email.
For Calendar providers that have an auto-scheduling feature the Invitations and Event updates will
be sent automatically by the server.

Sending an email to attendees

File b
O Tag ?
Tools > Send Email to Attendees...
<3 Reply...
¢ Reply All..
Forward...

Forward as iCalendar...

Copy to folder...

ol of

Mowve to folder...

Show as iCalendar...

Delete

=

You can manually send an email, reply or forward the event using the options under Menu>Event.

Scheduling
In the All attendees list type in the list of potential attendees you wish to be invited to the event.



Free/Busy - O b 4
O @
17,2021
+ Add Attendee
3:00 AM 900 10:00
All attendees
v (B Jerry Clark

Pick MNext » =

<= Pick Previous

. Busy Tentative . Out of office

Start: 1/27/2021 A 315 PM
D Mo information

“ QE”CE|

End: 142772021 ~ 5:43 PM

Type of resource - select type of resource by clicking on the second icon next to he
participants name which will bring up a list of options (Required, Optional, Resource) form

which you can choose and select one:

(® Required
(@ Optional
@ Resource

Pick Previous and Pick Next- By clicking on Pick Previous or Pick Next the next or
previous time window will be found, i.e. time period when all participants actually have time

o
Refresh- click on icon to refresh the information when participants have free time

Options- click on @ icon to bring up the list of options for scheduling

«  Show only working hours

Show only working days

Zoom

Here you can select if you want to show only working hours/days and you can also zoom in/out.



There are three types of requests that can be sent to each attendee: Required, Optional, and
Resource. Each can be selected by clicking on the box next to the attendees' emails.

Each time you add a contact to your list of attendees, if you have the Freebusy URL

for that contact setup (see relevant section in ), you can see
the schedule of the attendee, which can help you organize the event.

A response to your request can be obtained from each attendee in the form of Accepted, Declined,
or Tentative, which will also be displayed in this window next to each attendee's email address.
Needs Action status means no response was received yet.

" Accepted
>< Declined

? Tentative

Meeds Action

Once all the necessary details have been entered into the Event editor, click Save to finish editing. A
prompt will appear asking you whether you wish to send invites to the attendees listed, click Send
invite to close the editor and send invites.

Tip: Should you delete or make changes to your events after you have sent out your

event invites, a notice of change/cancellation will be sent to each of the attendees
accordingly.

Your invitee will receive an invite such as the one below in their email, they can send you a reply by
clicking on either Accept, Tentative, or Decline respectively, which will show up in your Event
window.



You have been invited to the following scheduled items.

Final Project Deadline

12/18/2020 3:45 PM - 415 PM
Ho 202 345 P 5P

1 Organizer is Clara Smith (=mith@x1zolar.com)

11 Q Jerry Clark (jerry.clark@x1solar.com)

Find out more about invitations in emails in the Calendar invites and RSVP section.

Tip: if you have a Google account set up in application, your Google Calendar will be

automatically synchronized to your Calendar.

Description

To any event it is possible to add a comment referring to various issues such as event details or lists
of items related to the event.

The description field contains the same toolbar options as composition of email and other items and
you can also customize the toolbar to fit your needs.
Location

Location of the event - for example: at work, at home, at school...
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Edit Events

You can double-click the even to open it in the same window as when you're first creating it and
change all the same details as in the Working with events section.
There are few extra options you can use though.

Resizing and moving events

All event blocks can be moved to a different time by Drag & Dropping them. All Events can be
moved and rescheduled in this simple way in all view layouts that are available in Calendar.

To change the duration of an event in the day or week view, move the pointer to the upper or lower
area of an event box and when the pointer changes to a double headed arrow, left-click and resize
the box as required.

When drag & dropping events, remember you can only change the events by the time unit specified
in the granularity option in the calendar's toolbar. You can't resize/move events by smaller time
units than the specified units.

Deleting events

To delete an event, select the Delete button on the toolbar, the Delete option from its context
menu or simply click on the event box and press the Delete key on your keyboard.

You can also Copy, Cut and Paste events like you would do with texts, with the standard Ctrl+C
(Copy), Ctrl+X (Cut) and Ctrl+V (Paste) hotkeys.

Event reminders

For important events, you can set reminders that will regularly send you alerts as the event
approaches.

To set up a reminder, open the Event Editor window for a specific event (see working with events),
in the General tab and enter the amount of time ahead of the event you wish to start receiving
notification alerts in the Reminder: field. The default value is No Reminder, which means you will
not receive any alerts before the upcoming event. To set a reminder, click on the drop-down list and
select a time amount from 5 minutes to 2 days ahead of the event to start receiving reminders.

The event reminder is displayed either in a pop-up notification or dedicated Reminders window.
You can decide which you prefer and then tweak the options in Notifications and Reminders
settings.

Reminders window:



0 Reminders - %

@ Dismiss i.;] Snooze All T;l snooze v o Mark as Completed

In 15 minutes &

System notification reminder:

eM Client

Celebration dinner

6:30 PM - 7:00 PM

5 minutes

Snooze Dismiss

Both the pop-up reminders and the Reminders window offer you several ways to interact with the
notification system and the event(s) themselves:
Open Item

Click the notification or the event listed in the window to open and edit the event directly in an edit
window.



Dismiss (All)

Click the Dismiss button dismiss the specific reminder. Reminder alerts will no longer be displayed
for the selected event with the exception of repeated events.
Reminders window also has the option to Dismiss All.

Snooze (All)

Snooze works much like the same button on an alarm clock. Click Snooze bell icon or Snooze All in
Reminders window to temporarily dismiss the alerts.

Tip: you can also manually disable event reminders by opening up the Event Editor

window and setting the Reminder field to its default No Reminder.

Warning: The notifications and reminder window is active only when eM Client is running.
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Calendar invites and RSVP

When you receive an invitation to en event via email eM Client will automatically put all the details
into an organized table where you can easily see all the details, like the title of the event, start
and end dates/times, organizer, attendees, description and anything else the event file
contains.

This way no matter what calendar service or app the organizer uses, you will always see the event
details the same way and will be able to quickly find the details you need to device if you want to

accept or decline the invitation (or keep it as tentative).

You have been invited to the following scheduled items.

Final Project Deadline

12/18/2020 3:45 PM - 415 PM
HHZ2 AP 5P

1 Organizer is Clara Smith (=mith@x1zolar.com)

1l Jerry Clark (jerry.clark@x1solar.com)

RSVP

When you receive an event invitation in email eM Client will show an RSVP button in the bottom
right corner of the message in the message list:

A\ Clara Smith
t‘% Organizer "Clara Smith” has invited you to "Marketing 51 ...

%]

Clicking this button will open the invite preview in a pop-up from which you can quickly look through
the invite and send response quickly without having to open the message itself.



v Today

Clara Smath 5:35 PM Marketing S1 meeting
%.g.._w Cl.a.rlt S..njlith upd.ated the invitation "Marketing ... -0 1/27/2022 12:00 PM - 1:30 PM

L Organizer is Clara Smith (smith@x 1 solar.com)
Wt Join the meseting online

M @ lerry Clark (jeny.dark@xTsalar.com]

/7 51 marketing materials discussion.
Please prepare mockups for your ideas.
¥ Older 1. Please join my online meeting.
https://x1sola.onice.io/conference/121343207
Google Chrome is recommended for the best experience.

2. Use your microphone and speakers (VolP) - a headset is
recommended.

— -
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Using More Than One Calendar

eM Client allows you to create multiple calendars, each of them dedicated to separate aspects of
your life (one calendar for your work duties and another for your leisure time for example). Multiple
calendars offer several advanced functions, like simultaneous displaying of events, distinct colors for
events from the individual calendars or hierarchical structuring of your calendars.

These features are provided through the Calendar sub-panel in the left-most vertical panel of the
interface. Open this sub-panel by clicking on the Calendar label in the left-most panel (if the panel
is already displayed, clicking on this label will minimalize it).

The Calendar sub-panel consists of two parts:



Calendar

~ @ jerry.clark@x1solar.com
~ & Calendar
B Frivate calendar
~ [ All Departments
~ [} X15clarInc.
Finance+HR
B Management
Operations
~ [ Marketing X1
B Calendar
~ [ Resources
B Big meeting reom
Projector

P van

< Movember 2020 ¥

MO TU WE TH FR SA SU
26 27 28 29 30 31 1
2 3 4 5 6 7
9 10 11 12 13 14 1
16 17 18 19 @) 21 2
23 24 25 26 27 28
3001 2 3 45

rJ
MG pa|wn

In the lower part you can see the calendar view of the current month. You can learn more about its
functionality in the Getting Started section.

The upper part contains the hierarchical tree of your calendars. All the functionality connected to
using multiple calendars is provided by this tree.

The root folder of the tree is created automatically and goes by the name "Calendar". This folder is
always the top-most in the tree and cannot be deleted or renamed.



Creating new calendars

Right-click anywhere into the Calendar sub-panel (if you click on an existing calendar, this calendar
will be selected as a default parent for the newly created calendar folder in the hierarchical tree). A
context menu will appear. Choose the New calendar... option and a dialog window will open.

Create New Folder x

Mame:

Eolder contains:

Calendar ltems

Calendar colar

v
aosceoaoes

Select where to place the folder
» @ jerry.clark@x1solar.com

- Local Folders

@ Calendar

Cancel

Insert the requested name for the new calendar into the Name: field. In the Select where to place
the folder: panel, you can choose, where the new calendar folder will be situated in the hierarchical
tree (the default position is determined by the place you have right-clicked in the Calendar sub-
panel). You can also choose the color that will be used for this new calendar. When you're done,
click OK and a Calendar will be created and inserted into the tree structure.

Editing existing calendars

You can also rename calendars, delete them and choose colors for the events contained in them. All
these options are available via the context menu of the calendars, simply right-click the desired
calendar and choose the requested option.



About Tasks

We have all wondered exactly when our days of youthful vigor turned into a life lived by a to-do list
stuck on our fridge. We all inevitably have to end such musings with a sigh, check off "get more
eggs" then go on to "pick up the laundry." What we can do however, is to make that list more
convenient and more helpful.

If you are ready for something a little more 21st century than that writing pad on your fridge, eM
Client is here for you! This product's task management tool is the central storage of all your tasks, it
can remind you of your duties with automatic alerts, and keep track of the progress of your various
activities. The default Detail view now also utilizes the famous 'Getting Things Done' methodology to
help you with your tasks.

Getting started

A default task folder is prepared for you when you create your account. You can access it by clicking
the Tasks bookmark in the left-most vertical panel of the eM Client's interface.

Tasks

A new sub-panel will open, containing the hierarchical tree of your task folders:

Tasks

» [0 GAL

» ] HC

» [ Marketing
Tasks

v @y jerryclark@gmail.co
Tasks

v Local Folder
Tasks

In this panel you can customize and manage your task folders. You can create new task folders,
rename or delete existing ones. All this is accomplished via right-clicking and selecting the desired
option from the context menu.

If you click on any of your task folders in this panel, the central panel will switch to a task list view
of the chosen task folder. In this view you can see all the tasks from the given task folder and you
can also create new tasks and edit/delete existing ones here.

Creating Search Folders for Tasks



It is possible to create a search folder from relevant search process by right-clicking on the down-
pointing arrow next to the search bar and selecting Create Search Folder... from the context menu.

(Currentfolder w | Start cearch v |52

Recent History

Create Search Folder...

Please, note that this is the only way, how to create search folders for Tasks.
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Task List Display

The default view - Detail - is similar to the Mail section, with folders on the very left, item list in
the middle and preview of the tasks details to the right.

[iz] Detail

Detail view

8

Tasks Al Upcoming Comgleted Budget plan 2023

Tasks.

Details
PR agency - summary offers o
28 January 2001 = 30 January 2021
More Budget plan 2023 1770272022 Pri
& 21 MNovember 2031 5
- ( .- 3 \ write lecture Notes
Tasks
to prepare budget plar o n wi partment
8 Tesks
Assigned to

brad.thompsen@x 1solar.com

casey.atword @ solar.com

1sclar.com

jerry.clark@s sclar.com

Attachments

B9 Budget_plan_2018_draftdoce 3% Budget_plan_2012_draft

In the middle panel you can easily sort your tasks using the top bar:

A Upcoming Completed On hold

All - this sort will show all your tasks no matter their status
Upcoming - only tasks that are yet to be finished will be shown
Completed - this option will only show tasks that are Completed

On hold - tasks that are set to be on hold or waiting on someone else

The tasks themselves will be color coded and have a corresponding icon depending on their Status.



* In the Past

HW project - inputs 12/08/2018
PR agency - summary offers 12/08/2019
28 January 2021 — 30 January 2021

¥ Later
Budget plan 2023 17/02/2022

el E]

21 Movember 203

write lecture 12/08/2015
2 January 2111

¢ Green - this color is used for tasks that are completed and do not require more action
¢ Red - this color is used for tasks that are past the due date
e Orange - this icon represents tasks that have already started and are waiting for resolution

o Blue - this icon is used for tasks that are scheduled to start in the future

Along with the graphical change comes the power to use an advanced filter to display your tasks.
You are now allowed to sort and filter all your tasks the similar way you are used to from your
mailbox. As you can see from picture below, the view can differ quite a bit.

Sorted by argument:
This sorting will determine in what order your tasks will be shown in the list.



v

Filter by

Mot started

In progress
Completed

Deferred

Waiting for someone

@ With attachments

% FRecurrent

Assigned to somecne

Assigned to no one
{7 With tag >

Sort * ¥ Azcending

Descending

lcon
Completed Checkbox
Attachment
Recurring
Title
Reminder
+ [ue
Status
Created

Tag

Secondary sort >

Quick filter:
This filter will filter out items from your current list that match your given criteria.



Filter by
Not started
In progress
Completed
Deferred

Waiting for someone

With attachments

0

Recurrent

Assigned to someone

Assigned to no one

(7 with tag >

Sort p

On the right side you can see all the details your task includes, including all the start/due dates,
location, assignees, etc.

= List
List view
If you want a simpler view, there is also the List option. The tasks are then shown in a simple list
that contains data such as the subject of the task, scheduled deadline and the status of the task.

Al Upcoming  Completed  On hold

~ In the Past

i s L L Sl Business

HW peject - inputc 10.082015 Complatad 12082015 Mora
Business 25.11.2022 Mot Started 05.10.2017 Business
LW project - paper 20.12.2022 Mot Started 19.12.2022 Mone
buy tickets - NT 20.12.2022 Waiting on someo... 12.08.2013 LJ

Sorting tasks by columns

The detailed information on individual tasks is displayed in the columns. The tasks can be sorted by
the details listed in individual columns. Click the column heading to sort tasks in the ascending or



descending order (see the arrow next to the column's name) by alphabet, date or other criterion,
depending on the column contents.

Adding and deleting columns

Users can customize the appearance of the table and the information shown. The columns can be
added or deleted and their order can be changed. Right-click the table header, select Columns
configuration... and specify the column settings in the Columns window.

Columns x
Available columns: Show these columns:
Sent Flag
Add — Read status
From
~ Remove
Subject

Recerved

Tag

Set Defaults icancel

Checked columns will be shown in the dialog box, unchecked columns will be hidden. You can also
change the order of columns. Just use the Move Up and Move Down buttons in the Columns window
or simply use the Drag&Drop technique directly in the table header (left-click on one of the column
headings and drag it onto the heading of the column you want to switch with).

Adjusting the column width

The width of the task list's columns can be adjusted. To change the column width, click between two
columns in the table header and drag the cursor right or left as needed. Another option is to use the
Columns window (right-click the table header and select Columns configuration...). In there select
the desired column and specify the requested number of pixels.

Completing tasks

After a specific task is solved, it can be marked as solved in the task list using the checkboxes in
front of every task. When the task is checked, its status is set to completed.
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Creating and Editing Tasks

Creating new tasks

To create a new task, select New in the toolbar, the other way is to right-click a task folder in the
Tasks sub-panel in the left vertical panel and select New task from the context menu. The last and
by far the fastest way, when you are in the Task section, is to click on the top line (the line is
separated by thick line, see screen shot bellow), fill in required fields and press enter.

A Task create-and-edit dialog will open.

Event creation window

= Ask Thomas for more info (Monday meeting) - Task - 0o X

a Tasks »

Ask Thomas for more info (Menday meeting)

Office

Business
17/02/2021 Mone
21/12/2022 Mot Started

ey,
Vi

¢ £~ %~ B I U & A~ i=Zv =~ © ~

Give him Clara's phone number to get in touch.

Private task

Title:

The title of the task. This information will be displayed in the task list and therefore it should be as
brief as possible.

Location:
Location of the task.

Start:

Start time of the task. Consists of two fields, date and hour. The default value is the current date
and hour.



Due:
Time required for completion of the task.

Reminder:

Reminder is a special function of the interface, which allows reminding of upcoming tasks. If the
reminder is set for a task, an alert is displayed at the defined time that informs of an upcoming
task. By default the Reminder: checkbox is unchecked, meaning that you won't be reminded of the
task. But if you check it and set a date and time in the Reminder: fields, an alert will be displayed at
the specified time. To cancel the reminder, simply uncheck the Reminder: checkbox.

Tag:

In the tag drop-down menu, you can assign color coded tags to the task. Tags provide a way for
you to recognize and assess the nature of a Task at a glance, whether a Task is work related,
personal or requires immediate attention etc. (For more details on Tags see About Tags).

Status:

Each task goes through several stages during the process of its completion. Here you can define
what stage is the selected task currently in.

Complete:

Shows what percentage of the task has already been completed.

Recurrence:

The Recurrence tab is used to set recurring tasks which take place every given number of days,
weeks or months.

In this tab you can set how often will the task be recurred and when (if ever) will the recurrence
terminate.

Private task:

If you check the checkbox, the task will get the private status.

Assign to:
Assign the task to any number of your contacts and an invitation will be send to them.

Description:
Detailed information can be provided for each task.

Attachment:

Like with Emails and calendar schedules, You can add attachments to your tasks, maps, notes,
power point slides etc.

Location:

Specify location of the task.

Folder:

you can select a particular folder by left-clicking on the directory at the left bottom corner. If you do
so, the task will be automatically moved to the selected folder. This utility works also for editing
Events and Contacts.



Note: If you are synchronizing your tasks with a specific server/service, then only

supported fields will be shown in this window to avoid saving of data which you
would not be able to access on your other devices.

Editing tasks

Existing Tasks can be edited through the same Task editor window. To edit an existing task, double-
click on it to bring up the Task window.

Deleting tasks
To delete a task select it in the task list and press the Delete key.

Displaying Tasks in Agenda and in Calendar tasks

To customize displaying tasks in your Agenda and in Calendar tasks, right-click on the Task folder
from one of your accounts and choose Properties... from the contextual menu.

The following window will appear :



Tasks - Folder Properties x

General Delegation Access Control Repair

Mame: | Tasks

Location: | jerry.clark@x 1solar.com,/Tasks

Server location: | jerry.clark@x1solar.com,/Tasks

Type: | Task

Mumber of items: 14

Default reminder: | No Reminder™

Show reminders
Show in Agenda

Show in Calendar tasks

ﬂ EEHCE|

Here you have 3 options that can be used: Show reminders, Show in Agenda, Show in Calendar
tasks

If you check Show reminders, the reminders of tasks in a particular task folder will be shown
(active), if you uncheck this option, reminders set up in this task folder will not be active.

If you check Show in Agenda, the tasks from a particular task folder will be shown in the Agenda
section on the right.

If you check Show in Calendar tasks, the tasks from a particular task folder will be show in your
Calendar view , just as you can see in the picture:



Sort Tasks by: Due Date

{  September2024 >

M T W T F 5 §
26 27 28 29 30 31 1
2 3 4 5 8 7 B
9 10 11 12 13 14 15

16 17 18 19@2122
23 24 25 26 (2T 28 29

31 2 3 4 5 6

>

Tasks

@]
—
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Reminders window

Reminders are a special notification type for events and tasks. In eM Client the
reminders can be shown as separate notifications, the same way email and other
notifications are, or you can use the Reminders window.

Reminder window settings can be found in Menu > Settings> General > Reminders,
find closer explanation here.

Reminders window

The reminders window shows all active reminders for your upcoming (and past ,
depending on your setting) events and tasks. You have a number of options available in
the toolbar to work with these reminders.

0 2 reminders - X

- - ™ . r . -
@ Dismiss Ll Snooze All w 1;1 Snooze Aark az Completed

P PR article 11:39 pm
\/ In 9 hours 29 minutes

P Project X deadline 2:45 pm
17 In 13 minutes

Dismiss All - Dismisses all reminder shown in the window
Dismiss - Dismisses just the selected reminder

Snooze All - Postpone all reminders shown in the window - click the button to snooze by
the default snooze time or click the drop-down menu to select a specific time period

Snooze - Postpone the selected reminder



Mask as Completed - Applicable to tasks, you can mark the task as finished and dismiss

the reminder in one step.

Double-click the item in the Reminders window to open the given event or task in a new

separate window, if you need to edit the item itself.

The Snooze buttons drop-down menu allows you to select a time or set Default Snooze

Interval which is one of the available time options in the list:

D Snooze

'

5 minutes
10 minutes
15 minutes
20 minutes
30 minutes
1 howr

2 howrs

4 howrs

& hours

12 hours

1 day

2 days

3 days

4 days

1 week

2 weeks

Default Snooze Interval
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About Attachments

What Are Attachments?

An email attachment is a computer file sent along with an email message. One or more files can be
attached to any email message, and be sent along with it to the recipient. This is typically used as a
simple method to share documents and images. Attachments can also be added to other processes
in eM Client, such as Calendar events, Notes or Tasks.

What is the Attachment View?

The dedicated Attachment View is a section similar to the Calendar View or Contacts View, where
you can centrally manage all of your attachments you’ve sent, received, or uploaded in eM Client.

How to Navigate in Attachment View

Like the other views in eM Client, you navigate in the Attachment View primarily through the
account folders on the left side panel. From there you can filter if you want to see attachments from
all your accounts in eM Client, or if you only want to look for attachments from specific accounts or
services.

Additionally, you can filter the type of attachments which are displayed by clicking on the options
highlighted in the blue box below

All - displays all types of file attachments

Images - only displays picture files such as .png, .jpg, or .gif

Media - only displays video or sounds files such as .mp3, .mp4, .webm or .wav
Documents - displays document files such as .doc, .xlIs, .pdf, .txt, .log or .rtf

Archives - displays compressed files like .zip

3 Refresh ~ = List 382 Cards B saveas  #2 Forward ) OpenSource  [il] Delete
s n'
Attachments All Images Media Documents Archives
2 All iterns EE pdf_document pdf text
[ Mai @ pdf_document.pdf text
5 Calendar @ pdf_document.pdf text
[] Tasks & Momen Eldyrani from CyberCoders - Resume...  Interview - Momen Eldyrani (Sales Support)
 Contacts @ Momen Eldyrani from CyberCoders - Skills-Q...  Interview - Momen Eldyrani (Sales Support)
Motes invite.ics Planning session
- @ erryclark@xl: o |8] Gateway login.png Pictures from WebAdmin
B4 Mai 9 ; . ’
(8] WAD_new_resource_l.gif Pictures from WebAdmin
4 Incoming _
: 8] WC _resize_image.qgif Pictures from WebAdmin
B Outgoing )
| Cold Call SE (1).txt Test
[z Calendar
invite.ics Organizer "Mike Sparrow” has invited you to "Strategy meeting”
> @ Remote Archive
- iii_\ KRISTINE NUSSER_CV_Administrative Assistant... Knstine interview - Admin Assistant
| Tasks
B Erin Brown_Administrative Assistant.pdf Erin interview - Admin Assistant
= Contacts
. SLA Offers - Global - 4961398.eml| SLA Offers - Global
=| Motes
P L invite.ies Organizer "Mike Sparrow” has invited you to "Management - Meeting
| > @ jeryclark@g co )

Searching Attachments

After narrowing down the chosen account, service and file type, you can search further for a specific
attachment using the search bar in the middle above the toolbar.



The search also looks through the text within your attached document files. This makes it much
easier to find a document, even if you don’t remember its name.

Attachment View Main Toolbar

There are 6 options in the main toolbar at the top of the Attachment View. Like any top toolbar, you
can right-click on it in order to customize the displayed options and their order.

List EEE Cards Save as #> Forward = Open Source ]E Delete

List - Changes your display of attachments to the list style

Cards - Changes your display of attachments to the card style

Save as - Saves the chosen attachment locally on your computer

Forward - Creates a new email with the chosen attachment already attached

Open Source - Opens a window in eM Client where the chosen attachment comes from, such as
the email where the attachment was received.

Delete - Deletes the chosen attachment
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About Notes

This feature is available only to the Pro license users.

= Recipe: NEW YORK BAKED CHEESECAKE - Note - 0O %
@ Notes Save A> Forward ~ [il] Delete
Recipe: NEW YORK BAKED CHEESECAKE

@ & B I U & A~ =~ =~ C) (e

This original New York cheesecake recipe is here to change your perceptions of dessert one slice at a time. It's so epic
it doesn't need any other flavouring and if we're allowed to boast, we reckon we've got the texture bang on. It's a
centrepiece to be proud of at your next party

For The Base PREPARE THE BAKING TIN

Line a 20cm springform pan with greaseproof paper and
place it onto a baking tray.

250 g digestive biscuits
30 g caster sugar

150 g butter

1 tsp vanilla extract

1 tsp salt

For The Filling 3

1 kg cream cheese BAKE THE CRUST
120 ml double cream
200 g caster sugar

2 tsp vanilla extract

2 tsp lemon zest

4 large egqgs

For The Glaze

450 g sour cream

1 thsp caster sugar

Blitz the biscuits to a fine crumb in a food processor. Mix in
the 50qg of sugar. Melt the butter and stir it into the crumb
with the vanilla extract. Press the mixture into the pan,
covering the bottom and building all the way up the sides,
using a glass or mug to make sure the corners aren’t too
thick. Freeze for 20 minutes and preheat the oven to 180°C
Bake the crust for 10 minutes (keep it on the baking tray)

Notes are meant as a place to store information about something. It’s like writing an email without
a recipient.

eM Client supports local and server-side Notes. You can write fancy notes with pictures and
attachments, organize them via tags, and sync notes across all your devices.

Server-side notes currently work with Exchange, Office365 and IceWarp accounts.

You can get to the Notes View by clicking on the notepad icon in the bottom left corner of eM Client

or by clicking the three dots_________in the lower right corner and selecting “"Notes”

Individual notes can be exported from eM Client in a vNote file (.ics) format.

eM Client Notes can also import new notes from vNote .ics files.



S RS ATy Refresh v

Notes

v @ jerry.clark@x1solar.com
MNotes
Journal
» O] GAL
» [ HC
E D Marketing X1

Mare

~ ﬁ.ﬁ Local Folders

MNotes

Save

A Forward v /2 Edit

Notes (8) W
Click to add new note
~  Today

Recipe: NEW YORK BAKED CHEESECAKE 3:51 pm
¥ Older

Lorem lpsum

22/03/2023

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Duis p... (’%

Grocery list

passport number
91115866074181

New features for version 9

12/12/2022

2/03/2022

f03/2022

Tl mens 2B A Climnd 0 bar b e L L I L R

]i[ Delete

0 Tag ~ EE') Move to Folder

Recipe: NEW YORK BAKED CHEESECAKE

¢ & B I U & A~ =~

This original New York cheesecake recipe is here to
it doesn’t need any other flavouring and if we're all
centrepiece to be proud of at your next party.
Ingredients

For The Base

250 g digestive biscuits
50 g caster sugar

150 g butter

1 tsp vanilla extract
1 tep salt

For The Filling

1 kg cream cheese
120 ml double cream
200 g caster sugar
2 tso vanilla extract
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Creating and editing Notes

This feature is available only to the Pro license users.

New Note
There are three ways to add a new note.

The first is to click on the top line (the line is separated by a thick line, see screenshot below), type
a note title and press enter. This is the fastest way how to add a new note.

Title Created Tag Last modified

Click to add new note

~  Today

MNew featires for versinon 8 4:32 PM Mone 4:37 PM

The second way is to click on the arrow button New and select Note... or just click the New button
when in the Notes section.

Mail... »
Event...

Online Meeting...
Contact...

Distribution List...
Task..

The third way is to right-click the empty space below your other notes and select New

&L g Do fe] BE [

[

Click to add new note

~  Today

Mew features for version &

?»  Older (4items)

| N |

A Note create-and-edit dialog will open.



Edit Note

Deleting notes

To delete a note, select the Delete button on the toolbar, the Delete option from its context menu or
simply click on the note box and press the Delete key on your keyboard.

You can also Copy, Cut and Paste notes like you would do with texts, with the standard Copy
(Ctrl+C), Cut (Ctrl+X) and Paste (Ctrl+V) hotkeys.

There is no Note Trash folder.

When a note is accidentally deleted, it can be temporarily recovered with the Undo command, but
the note will be permanently deleted when you do another operation which supports Undo, or exit
the eM Client application. Please restore accidentally deleted notes immediately or you risk
permanent deletion.

Editing notes

Existing notes can be edited through the same note editor window. To edit an existing note, double-
click on it to bring up the note window.

This window will be similar to an email compose window with a lot of the same features in its
composition toolbar

Toolbar

Components of the toolbar in the editing window are separated into two sections, the upper toolbar
and the composition toolbar.

Upper toolbar:
Motes ~ Save > Forward ]E Delete

Save & Close: Click this button to save your edits to the Note and close the editing window
Folder selection: You can choose which account’s Note folder you want this note to be saved to.
Save: This will save your current edits on the note, but not close the editing window.

Forward: This will generate a new email out of the Note you created. The subject of the email will
be the Note title and the message body of the email will be the message body of the Note.

Forward (as attachment): This will allow you to send this Note to someone as an .ics attachment in
an email. Clicking this will generate a new blank email with the .ics file with the note already
attached.

Delete: This will delete the note which is currently open

Composition toolbar

¢ @

Attachment: You can add the attachments to your note by clicking on the small paperclip icon.

Private: This marks the note as private and the note will not be included in the folders you share
with other people (link about folder sharing coming eventually)

Note Editor

B 7 U & A~ =v =v =+~ © © v



Bold - The selected text will be bold.
Italic - The selected text will be written in italic.
Underline - The selected text will be underlined.

Paint Format - Select certain area of the text while holding right mouse button, click on the Paint
Format button, and then hover over different area of the text to transfer the format of the original
text to the newly selected area.

Font Style - click on the Font Style button to bring up following menu

A~
Segoe U v | |12

Text Color
EmEn
| ErNEER

B Custom color...

Background Color

[] Custom color...

v Mo color

Ordered list - create a numbered list

Unordered list - create a list of points

Left Align - justify the text to the left.
Center - justify the text to the center.
Right Align- justify the text to the right.
Justify - justify the text on both sides



L
<

Left Align
Center
Right Align
Justify

Emoticons - add emoticons to your note.

Click on the Morebutton v to bring up the following additional features that could not fit in
the toolbar:
) ~
3{, Cut
Bl Copy
F|:| Paste
E} Strikecut
‘? Remaowve Format
) Undo
5 Redo
A= Outdent
P= Indent
]| Leftto Right
Q¢ Rightto Left
&7 Insert Link
B3 InsertImage
Bl Insert Table >
() Insert Symbol
@ Add Mention

B
m
=

Spellcheck language >

@ <

Customize

Cut - Cut a part of text to clipboard.

Copy - Copy a part of text to clipboard.

Paste - Paste the text from clipboard.

Remove Format - Remove all formats from selected text.
Undo - erase the last change done to your note.

Redo - repeats the most recently undone action.

Outdent - Move selected text to the left (if this text was indented before).



Indent - Move selected text to the right.

Left to Right - change the character insertion for text to follow a Left to Right pattern (used for LTR
languages such as English or Russian)

Right to Left - change the character insertion for text to follow a Right to Left pattern (used for RTL
languages such as Arabic or Hebrew)

Insert link - add a hyperlink to your note.
Insert image - add an image to your notel.
Insert table - add a table to your note.
Insert symbol - add a symbol to your note.

Customize - customize the layout of your note window.

Please note that you can customize what tools you want to have present on the toolbar by clicking
on Customize button from the roll down menu.

Deleting notes
To delete a note select it in the note list and press the Delete key.

Note List Display

In this layout, the notes are shown in a simple list that contains data such as the subject of the
note, scheduled deadline and the status of the note.

Grocery list 416 PM MNone 416 PM

Daily tasks September & MNone 416 PM

Sorting notes by columns

The detailed information on individual notes is displayed in the columns. The notes can be sorted by
the details listed in individual columns. Click the column heading to sort notes in the ascending or
descending order (see the arrow next to the column's name) by alphabet, date or other criterion,
depending on the column contents.

Adding and deleting columns

Users can customize the appearance of the table and the information shown. The columns can be
added or deleted and their order can be changed. Right-click the table header, select Columns
configuration... and specify the column settings in the Columns window.



Columns X

Awvailable columns: Show these columns:
Attachment
Add — Title
Created
— Remove
Tag

Last modified

Set Defaults Cancel

Checked columns will be shown in the dialog box, unchecked columns will be hidden. You can also
change the order of columns. Just use the Move Up and Move Down buttons in the Columns window
or simply use the Drag&Drop technique directly in the table header (left-click on one of the column
headings and drag it onto the heading of the column you want to switch with).

Adjusting the column width

The width of the note list's columns can be adjusted. To change the column width, click between
two columns in the table header and drag the cursor right or left as needed. Another option is to
use the Columns window (right-click the table header and select Columns configuration...). In there
select the desired column and specify the requested number of pixels.
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Chat

eM Client has built in Chat service which will allow you to communicate instantly with other users of
Jabber/XMPP Chat network as well as many other XMPP compatible networks.

Multichat services such as Slack, MS teams and Rocket.Chat are supported as well.

Follow this link to see how to add your Chat account to eM Client.

Check the Working with Chat page to see the overview of how this section works.




About Jabber/XMPP

Jabber works in much the same way that Email does. There are hundreds of Jabber servers through
which a client program can connect. Each Jabber user has his or her own account with one of many
Jabber services. When a message is sent, the message goes from that person's computer to his or
her nominated Jabber server. This server then sends the message to the recipient's nominated
Jabber server.

This way, the Jabber network can not be "down", whereas if the MSN server goes down for
maintenance (as it did when it was discontinued), then all MSN users in the world will be
disconnected, if one of the decentralized Jabber server goes down, only the users registered to that
server are affected.

XMPP Chat service is fully integrated into its Emailing and Contacts managing modules, which
means you easily browse your chat log like you can with Emails, and send emails to your Messaging
contacts as easily as you can with your other Email correspondents. Furthermore, the Chat and
Email modules share their contacts pool; this way this product can merge your Email contacts with
your instant messaging contacts and thereby create a truly integrated contacts roster.
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eM Client has built in Chat service which will allow you to communicate instantly with other users of
Jabber/XMPP Chat network as well as many other XMPP compatible networks.

Multichat services such as Slack, MS teams and Rocket.Chat are supported as well.

Follow this link to see how to add your Chat account to eM Client.

Check the Working with Chat page to see the overview of how this section works.




About Jabber/XMPP

Jabber works in much the same way that Email does. There are hundreds of Jabber servers through
which a client program can connect. Each Jabber user has his or her own account with one of many
Jabber services. When a message is sent, the message goes from that person's computer to his or
her nominated Jabber server. This server then sends the message to the recipient's nominated
Jabber server.

This way, the Jabber network can not be "down", whereas if the MSN server goes down for
maintenance (as it did when it was discontinued), then all MSN users in the world will be
disconnected, if one of the decentralized Jabber server goes down, only the users registered to that
server are affected.

XMPP Chat service is fully integrated into its Emailing and Contacts managing modules, which
means you easily browse your chat log like you can with Emails, and send emails to your Messaging
contacts as easily as you can with your other Email correspondents. Furthermore, the Chat and
Email modules share their contacts pool; this way this product can merge your Email contacts with
your instant messaging contacts and thereby create a truly integrated contacts roster.
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Add a Chat account to get started

In order to use the Chat function you need an existing chat account, currently "XMPP/Jabber"
below, "Slack" on page 478, "Microsoft Teams" on page 482 and "Rocket.Chat" on page 486
accounts are supported.

Go to menu > Accounts, click +Add Account and then select the Chat/Group Chat section.

MNew Account x

Set up an account
O Automatic Setup
D4 mai
m Chat / Group Chat

V =l *

XMPP [ Jabber Slack Teams

Calendar

o]
[ Contacts

Back Cancel

XMPP/Jabber

You can add an XMPP/Jabber account to eM Client in five easy steps.

Step 1 - You can register a new XMPP account or use an existing account.

e Select "Use existing XMPP/Jabber account” if you already have a XMPP account
registered.

e Select "Register new XMPP/Jabber account” if you have no XMPP account yet. An
account will be registered for you on one of the public XMPP/Jabber servers.



New Account *

@ New Jabber account New Jabber account

Use existing Jabber account

Select this option if you already have a Jabber account registered.
ORegisternewJabber account

Select this option if you have no Jabber account yet, An account will be registered for you en one of
the public Jabber servers,

Back Cancel

Step 2a - Register a new XMPP/Jabber account - Select a XMPP/Jabber Server Host
from the list.

Since the XMPP protocol is hosted by decentralized servers much like IRC, you will be asked to
select a host server to connect to.



New Account *

Choose provider

@ Choose provider Jbber server hoct [ y

Use 55L if available

Back Cancel

Step 2b. - Enter your Username and Password.

Once the XMPP/Jabber server registration succeeds, you will be asked to provide a username (has
to be unique) and a password. Once the username and password are accepted, click next to finish
the registration (skip to step 4).



New Account x

Registration

Choose a username and password to register with this server

@ Registration User® [

Password: *

If you don't see the CAPTCHA image here, visit the web page.

CAPTCHA web
page:

Enter the text you
see

https://jabb.im/ejabberd-nodel//captcha/15733939908713115649/image

Back Cancel

Step 3 - Using an existing XMPP/Jabber account - enter the XMPP ID

Enter your XMPP ID and password. If you enter your XMPP ID as an email address, the system will
attempt to generate your likely server host and username. These can be changed manually now by
unchecking the “Automatically detect server host and username box” or later in your Account
settings.



New Account

New Jabber account

o Use existing Jabber account

Select this option if you already have a Jabber account registered.

Register new Jabber account

Select this option if you have no Jabber account yet, An account will be registered for you en one of

the public Jabber servers,

Back Mext Cancel




New Account

Identity

Jabber ID: [|

Password:

Automatically detect server host and user name

Server host:

Uzer name:

Cancel

Step 4 - Account Details

The account name is the name that you would like to be displayed in the "From" field of your

outgoing messages




MNew Account

ount Account details

Enter additional information about your new account.

Account pame: | Jerry Clark

This is the name for this account that you will see in the account list.

Back Mext



Step 5 - Finish - click Finish to complete the new XMPP/Jabber account.

Almost there!

New Account

When you're all set, click the Finish button to create the account.

Cancel

Slack

To add a Slack account, select the Slack icon and click Next (or double-click the icon).




‘ Set up an account
| O Automatic Setup
| B4 mai

G Chat / Group Chat

v i

XMPP [ Jabber Slack Teams

Calendar

% Contacts

New Account *

D)

rocket.chat

Back m Cancel

A secure OAuth login will pop up in your default browser. Log into your Slack workspace and

then return to eM Client when prompted.




O =ge

eM Client is requesting permission to access the
Slack workspace

What will eM Client be able to view?
ﬁ:'\ Content and info about you L]

(=]  Content and info about channels & conversations »

What will eM Client be able to do?

,5-1 Perfarm actions as you

Name tour account - this name is used in the account list and in the Chat section.



@ New Slack account
@ Finish

MNew Account

New Slack account

Choose a name for your Slack account

Account name: [Jerry Cl

Cancel

And Finish the setup.




MNew Account

‘ Almost there!

| @ Finish When you're all set, click the Finish button to create the account.

Cancel

Microsoft Teams

Select the Teams option and proceed via Next or double-click on the icon.




‘ Set up an account

| O Automatic Setup
| B4 mai

G Chat / Group Chat

v

XMPP [ Jabber Slack

Calendar

% Contacts

MNew Account

i D

Teams rocket.chat

Back m Cancel

A secure OAuth login will pop up in your default browser. Log into the account and then

return to eM Client when prompted.




a8 Microsoft
Sign in

Email, phone, or Skype

Mo account? Create one!

Can't access your account?

Back MNext

@.;) Sign-in options

Name your account - this is the name that will be visible in the account list and in the left pane in
the Chat section.



MNew Account

@ New Teams account New Teams account

Finish
@ Choose a name for your Teams account

Account name: [Jerry Cl

Back Mext Cancel

Finish the setup.



MNew Account

‘ Almost there!

| @ Finish When you're all set, click the Finish button to create the account.

Cancel

Rocket.Chat
Select the Rocket.Chat icon and click Next (or double-click the icon).




MNew Account

Set up an account

G Automatic Setup

B4 mai

G Chat / Group Chat

3k i D)

XMPP [ Jabber Slack Teams rocket.chat

Calendar

% Contacts

Back Mext Cancel

Fill in your details, these need to be provided by your admin.



MNew Account

‘ (1) 1dentiry Identity

| Account Name “

| Server URL

User Name

Password

Back Mext Cancel

And then Finish - these are all the steps you need to add your Rocket.Chat account.



New Account *

‘ Almost there!

| @ Finish When you're all set, click the Finish button to create the account.

Back m Cancel

Once you add your chat accounts they will be available in the Chat section in the left menu.

Go to Working with chat section to see how to use your Chat accounts in eM Client!
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Working with Chat

In this chapter we will walk you through the main functions of Chat. Make sure to add your Chat
accounts first to use this feature.

The Chat section is one of the options in the left pane menu at the bottom - you can find it via the
additional options under the 3-dot button, or you can customize the Navigation options to move
it up if you use the Chat more often than Calendar and Contacts.

Tasks
@ Attachments

El Motes

H widgets

i
[Jo

D<

Mavigation options...

Chat section interface

You will see your Chat account list to the left, same as you view accounts and folders for Mail
and other sections.

Chat

~ @ jerry.clark@x1solar.com (chat)
~ Marketing
3. Clara Smith
» Other

» wlsolar.com

» xT
> err 3|3 C
» erry (Team
» &%, Jerry (Rocket.Cha

You can right-click the account name to view additional options, some of them also available in the
"Toolbars" on page 493, some unique to this menu.



Show in new window...
Show Online Users only

Mew contact...

Mew chat...

My Profile...
Online Status »
Change My Status Text...

Collapse All

Expand All
Account Settings...

Show in new window... opens the Chat in new program window.

Show Online Users only users with different Online status other than "Online" will be
hidden.

New contact... add new Contact to your Chat.

New Chat... to start a new Chat by inserting contact manually.

"My Profile..." on page 495 to view or edit your Chat profile.

"Online Status" on page 493 changes your status, such as Online, Offline, etc.
Change My Status Text... changes the status your contacts can see.
Collapse All to hide everything under account names only.

Expand All to show all listed items for all accounts.

Account Settings... will open the Menu > Accounts window

The top "Toolbars" on page 493 options will depend on which account you have opened - XMPP /
Jabber account, Slack, Teams or Rocket.Chat.

Messages

To send a message to your chat contacts, click on their name in the left pane list, that will open the

specific Direct chat in the middle part of the main window.

Multichats, Channels, Threads in the Chat collaboration accounts work the same way - open
them in the left pane to view the old chats and add your own replies.

To explain these terms, this is what they mean in the chat collaboration accounts:

Multichat - Multichat is a chat that includes more than 2 people

Channel - Channel is a chat room, usually based on some specific topic or for specific group

of people, that users can join or be added to. Channels can be public (anyone can join) or
private (user needs to be invited by creator of the channel).

Threads - A thread, in general, is a side chat under a specific message. The Threads section

in the chat accounts is a collection of threads you participated in or were tagged in in some
way.



In the middle pane you will see the message history with the given contact or of the given
channel/multichat and at the bottom you can write your own chat message:

i Clara Smith 357 pm
Hi Jerry

4:19 pm
Can you send me the presentation for tomorrow’s meeting,

please?

o jerry.clark@x1solar.com (You) 4:24 pm
Hello Clara

Of course! I'll send you the presentation right away.

g ©

In the message field you get these options:

Send File

Click on Send File button to initiate a file transfer session. As soon as you click on the button, an
explorer window will appear through which you can select the files you wish to be transferred.

@ Meeting details.doc
e

Transfer completed

®

Click on the Emoticon icon to insert an emoticon, aka a smiley, to your text message. Because the
Chat system is capable of handling multiple chat networks, smileys are always inserted in their text
form.

You can also insert Gifs or eM Client Stickers which are special images provided by eM Client app.

Emoticons / Emoji / Smileys



Gifs Stickers
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Send button

Use the Send button with the paper plane to send off your message or attached file.

Toolbars

XMPP / Jabber
. o] . _ .
Online Status ~ @ Add Contact My Profile... @ Authorization Requests m File Transfers

Online Status

Using this option you can set your online status for the account you have currently selected. You
can also set Status text that will be visible to your chat contacts.



Online Status

Online

Free for chat

FAway

® N/A

© Do not disturb
Offline
Status Text >

Add Contact

By clicking on the Add contact button you will be allowed to create a new contact - the following
window will be displayed:

Add Chat Contact x

Account: [jerr_-,nclark@ﬂsnlar.ccnr‘n

Contact Details

labhber (D

Display As: Get

Group:

Cancel

You can type-in a name that you would like to be displayed by the Chat contact or you can click on
Get button by which the application will try to retrieve the username based on the Jabber ID.

You can also add newly created Chat contact to the appropriate group by selecting it from the list of
groups that you are currently using.

In the left pane, Chat contacts can be stored in Groups.

You can move contacts between groups simply by drag-and-dropping them, or by right-clicking the
contact you wish to move and selecting the group you want to move the contact into from the
context menu. You can also create a new group and move the contact into it.



~ @ jerry.clark@xlsolar.com (chat)
» Other
~ Poker elub
Y. Clara Smith

Show in new window...
¥ wlsolarcom

Rename...
None
o ation . R
Other Autharization
Delete
¥ 1zolar.com
=T Show
Create Mew... Show if unread
Hide
Create New Group e

Please enter new group name
lWorIn{ 1

My Profile...

You can edit and publish your personal profile for your chat contacts on the Jabber/XMPP network to
see.

In the Chat Profile window you can enter general information about yourself and details about your
work, your address and even write a little paragraph about yourself in each of the four information
tabs in the Chat Profile window.



Chat Profile b4

General About me Location Work

Marme: | Clark, Jerr}l

Mick: IC

Birthday: 1988-07-25

Telephone: 571 481 4612

Web: x1solar.com
Email: jerry.clark@x1sclar.com
JD: jerry.clark@x1solar.com,/eMClient-693- dffe-434d-bfH

Refrezh Cloze

When you have finished editing/updating your profile, click Publish to post your changes to the
network.

Authorization requests

When your acquaintances add you to their Chat clients, be it ICQ or others XMPP services, an
authorization notice will be sent to you requesting your permission for them to contact you.

These Contact subscriptions are gathered and managedin Chat Authorization Requests system.



Chat Authorization Requests x

Incoming Chat Authorization Requests

The following chat contacts sent you an autherization request, You can
authorize them (so they will be allowed to communicate with you and see
your status) or deny them access.

m

Authorize Authorize All

Deny Deny All

In the Authorization Requests Manager window the contacts will be listed that are requesting
to add you to their contacts list.

You may view their user profiles by right-clicking the account name .

You may select authorize or deny authorization to contacts individually by using the buttons in the
low right-hand corner.

Once authorized, your contacts will be able to see you and chat with you through their Chat clients.
If you choose to ignore their subscription request, you are effectively preventing them to
communicate with you through Chat.

File Transfers

If your XMPP server supports keeping history, you can view Incoming and Outgoing files here.

Slack

Online Status ~  [=) Reply in thread @ Add reaction E’g Invite ]E[ Delete Message

Online
Poway
Offline

Status Text >



Teams

Online Status ~ [ Reply in thread @ Add reaction Invite ]E[ Delete Message

Online
FAoway

© Do not disturb
Offline

Status Text >

Rocket.Chat

Online Status  » Reply in thread Add reaction E'g Invite Delete Message

Online
FAoway

© Do not disturb
Offline

Status Text >

e The Search bar at the top can be used to search current chat/channel or all channels.

e Reply in Thread will open a Thread for the selected message, alllowing for sub-
conversation on a specific message. The Thread will be opened in the right Sidebar.

e Add reaction will allow you to select an emoticon as a reaction to selected message.

e Invite is available when inside Channels to add other users.

« Delete Message will be active if you select one of your own messages and want to remove
it.

Some of these options can also be used via hover on an existing message, such as the emoticon
Reaction, Open thread, Edit and Delete for your own messages.

©@ R 7 W

Alice (You) 4:23 pi
Hello
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Schedule an Online Meeting

For instructions on how to create an instant online meeting, please read here.

To schedule an online meeting, use the New>Event option or go to your Calendar and click the New
button or double click on a free space in your calendar.

There will now be a pop-up asking you to choose which type of meeting you want to create. If you
would like to create an online meeting with one of the supported providers (Zoom, MS Teams,
Google Meet, Webex by Cisco, IceWarp video conferences, GoToMeeting, Meetn), then
you would select “"Online Meeting”.

If you don’t want to be asked this question every time you go to create an event in your calendar,
simply click the "Always use this option” checkbox and select the meeting type you want to default
to.

Default behavior can also be changed in Calendar Settings.

Choose the type of meeting x

What type of meeting do you want to create?

Y Standard Event
xna|  Meet with other pecple in person,

Online Meeting

I_EJ Set up an online meeting only. Connect with others via your camera and
microphone.

Always use this option

Then you will set up the subject, date, time and participants of the Online Meeting just as you would
with a standard event. In the Online Meeting field, you can select the online meeting provider,
based on the online meeting services you've added to eM Client.




= Celebration dinner - Event - 0O %
ﬁ Calendar w Standard Event @ Online Meeting <3 Reply ~ & Forward
Title All day event
Start 372272021 v 4:30 PM v + Add time zone
End 372272021 v 5:00 PM v
Reminder: | 10 minutes . Recurrence: | None N
s R
Online Meeting:] | Google Meet -
+ Google Meet
. Microsoft Teams
Private event
Zoom
Show advanced options \ )

Once you've set up the details of the online meeting and clicked the Save & Close button, the event
in your calendar will automatically update with a link to connect to your online meeting. All the
event participants will receive this link in their meeting invite, or you can copy the link to share with
others.

You can easily see which events in your calendar are Online Meetings by the camera icon E on
the calendar entry.

To join an Online Meeting, simply click the Join Online Meeting button at the top of the event, or
click on the meeting Link or login to your online meeting service and you should see the event
scheduled there and ready to join.
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Schedule an Online Meeting

For instructions on how to create an instant online meeting, please read here.
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I_EJ Set up an online meeting only. Connect with others via your camera and
microphone.

Always use this option

Then you will set up the subject, date, time and participants of the Online Meeting just as you would
with a standard event. In the Online Meeting field, you can select the online meeting provider,
based on the online meeting services you've added to eM Client.




= Celebration dinner - Event - 0O %
ﬁ Calendar w Standard Event @ Online Meeting <3 Reply ~ & Forward
Title All day event
Start 372272021 v 4:30 PM v + Add time zone
End 372272021 v 5:00 PM v
Reminder: | 10 minutes . Recurrence: | None N
s R
Online Meeting:] | Google Meet -
+ Google Meet
. Microsoft Teams
Private event
Zoom
Show advanced options \ )

Once you've set up the details of the online meeting and clicked the Save & Close button, the event
in your calendar will automatically update with a link to connect to your online meeting. All the
event participants will receive this link in their meeting invite, or you can copy the link to share with
others.

You can easily see which events in your calendar are Online Meetings by the camera icon E on
the calendar entry.

To join an Online Meeting, simply click the Join Online Meeting button at the top of the event, or
click on the meeting Link or login to your online meeting service and you should see the event
scheduled there and ready to join.
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Start an Instant Online Meeting

If you'd like to directly start an Online Meeting to quickly set up an unscheduled, ad hoc call, you

can go to New > Online Meeting > then select your Online Meeting Provider.

This will create an online meeting room within the service of the online meeting provider. You can

then add more people to the call directly within the online meeting service.

Se WET 47 Refresh v

B Mail...
@ Event...
Contact...

Distribution List...
Task...
Mote...
Chat...

Channel...

W 1] 8 EE g Do

>

lceWarp

Google Meet
Meetn

Microsoft Teams
Webex

Foom

Note for MS Teams users, using this method will automatically record an event for the current
time called "Instant Meeting” in your associated Teams account Calendar, or the Calendar of your

default eM Client account.

If you don't have an Online meeting provider set up in your eM Client, you can do so in Menu

>Settings >Online Meetings, read more about the options here.
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What is eM Keybook?

eM Keybook is a public encryption key directory managed by the company eM Client. It's an online
service where you can upload and manage your public keys so anyone can easily send you
encrypted messages and you can easily get public keys of the recipients you want to send
encrypted messages to.

eM Keybook stores Public keys that you upload and allows for the exchange of Public keys between
all eM Client users. If the contact you're writing a new message to has a Public key in the eM
Keybook directory, eM Client will automatically download and apply it for you when you enable
encryption for your message.

eM Keybook does not save nor have access to any of your Private keys or passwords. It does not
give anyone access to your encrypted messages or save any of your encrypted messages on our
servers.

You can read more about eM Keybook's settings in Key Lookup Services, how to use eM Keybook
or check out the article about Signing and Encryption on our website.
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What is eM Keybook?

eM Keybook is a public encryption key directory managed by the company eM Client. It's an online
service where you can upload and manage your public keys so anyone can easily send you
encrypted messages and you can easily get public keys of the recipients you want to send
encrypted messages to.

eM Keybook stores Public keys that you upload and allows for the exchange of Public keys between
all eM Client users. If the contact you're writing a new message to has a Public key in the eM
Keybook directory, eM Client will automatically download and apply it for you when you enable
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Using eM Keybook

Uploading your own Public Key to eM Keybook

You can either upload your public key to eM Keybook during the keypair creation or anytime later
in Menu > Settings > Signatures and Encryption > Certificates and Keys. In the Manage
Certificates/Keypairs window you can use the Upload to eM Keybook button to make your public
key available to all eM Client users.

Uploading during creation:

PGP keypair generated x

PGP keypair was created successfully. Do you wish to upload your
Public Key to eM Keybook (Public Key directory)?

Upload after creation:

Manage Certificates/Keypairs x

ob, Import T, Export ~ (S} Details [ Send Public key Upload to eM Keybook | @ Upload to OpenPGP.org  [iI] Delete

Tip: This button might also be available instead under the “More” button if your window is too small
to display all the toolbar options at once.

@ More s

Upload to eM Keybook
ﬁ:’ Upload to OpenPGP.org

]i[ Delete

After choosing to add your public key to eM Keybook, you will receive an email from
keybook@emclient.com to verify your public key upload to eM Keybook by inputting your password
for the PGP key (not your general email account password).



Verification email from eM Keybook &

From eM Keybook 4:14:50 PM

to Jerry Clark

rification.asc

3

Automated verification email for keypair with public key SD02EB29759A45B3

This is an automated verification message from eM Keybook to confirm the email
address and possession of the Private Key connected to the uploaded Public Key.
There is no need to reply to this message.

This verification was successfully processed and this message can be safely deleted.

Verify Public Key Upload x

Please enter the passwerd for the following PGP private key:

User ID: Jerry Clark
Key ID: 9D0ZEB29789A4583

Password: “

Cancel

Once this is confirmed, your public key will be added to eM Keybook and any eM Client user can
easily send you PGP encrypted emails.

How to Remove your Public Key from eM Keybook

You can remove your key from eM Keybook in the same section where you uploaded it - Menu >
Settings > Signatures and Encryption >Certificates and Keys. In the Manage Certificates/Keypairs
window you can use the Remove from eM Keybook button.

EMOVE Trom e oo
R f M Keybook

You can also remove your keys at any time in the Menu > Settings > Signatures and Encryption >
eM Keybook section - just look up keys for your email address and then use Remove from eM
Keybook button to delete them from the service.

This does NOT delete the PGP keypair, it just remove your public key from eM Keybook

How to use eM Keybook to send other eM Client Users an Encrypted Message

First go toMenu > Settings > Signatures and Encryption > eM Keybook and make sure Enable
Keybook support is selected.

Next, start a new email to your intended recipient and make sure the Encrypt icon is
selected. Compose your message and click Send.



If you haven’t added that person’s public key to your saved keys yet, there will be a pop-up asking
if you would like to import this user’s public key. Clicking Yes will allow you to import the user’s
public key and you can seamlessly send them encrypted messages now.

Message Encryption x

Public key found on eM Keybook

A public key for ernail address jerry.clark@x 1sclar.com was found
on eM Keybook - our public key directory. Do you want to import
the key and use it for encryption?

“ MNo Details Mare info

If they have not added their public key to eM Keybook (or you don‘t have eM Keybook support
enabled) then you will receive a message like this, asking if you would like to proceed by sending
the email unencrypted. If you would still like to send that person an encrypted message, you must
reach out to them directly to ask for their public key and then import it into your eM Client.

Encryption Certificate Required x

Mo 5/MIME encryption certificates or PGP keys for jerry.clark@x1solar.com
were found,

Do you want to send this email unencrypted?
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About Tags

In this age of multi-tasking, we ourselves play different roles, and have different responsibilities.
The ability to compartmentalize has become an essential skill, one that can help us bring order into
this increasingly fragmented world. And that is exactly what this product's Tags do.

Tags are just special flags that you can customize and assign to any item. These are electronic post-
it notes that can at one glance let you know whether an email, a contact, a scheduled event or a
task is work related, personal or if it requires your immediate attention.

eM Client supports local tags as well as synchronized labels from Gmail and categories

from Exchange servers.

Follow these links to learn more about managing Tags, and how to assign Tags.
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Working with Tags

Tag Manager

You can access the Tags Manager window by selecting from Menu> Tags.
In the top toolbar you have these options:

Save & Close - Once you are done with all changes, click this button to save them.

Account selection - This will show Local Tags by default as most tags are stored in eM Client only,
but if you use a Google, Microsoft Exchange or SmarterMail Exchange account you can select it here
to manage the Google accounts labels and Exchange categories.

Add... adds a new Tag, opens up the Tag Editor window.
Edit... customizes an existing Tag, opens up the Tag Editor window.
Remove: deletes an existing Tag.

Move Up/Move Down: affects the order in which the Tags will be arranged in the tag assignment
drop down menus.

Local Tags » + Add Edit Delete Up Down

B4 Mails Events [% Contacts Tasks E| Motes

‘ Home

Personal
' School

Important

Mewsletter

‘ Promaotion

& Work

The five panels below: Mails, Events, Task, Contacts,and Notes allow you to manage tags for
those four different

areas.



In each area you have the tag Color, Name and Shortcut columns which contain the existing tags -
click inside the Shortcut column to select a specific shortcut to your most used tags.

If you open the Google account tags only Mail tags will be available to be edited, but the name and
colors will be synchronized with the server, so you have the same labels in all devices where you
use your Google account.

Tags x

@ jerryclark@gmail.com 4+ Add f Edit Delete @ More

B4 Mails

m
C

0 Mewsletter
Book club

Important

Customize Tags

This product comes with a set of pre-defined, most commonly used tags, such as Business,
Personal, School etc. You may of course wish to change the pre-defined tags or add your own.

You can click Add... to add new tags or Edit... to edit existing tags, you will be brought to the Tag
Editor window



Tags x

Mame: [Business

Color: . Change... Shortcut: W

Use for

Mails
Events
Tasks
Contacts

Motes

Name: Enter or change the name of the label.

Color: The color of the label that will appear next to your labeled items. Click on Change... to bring
up a windows standard color pallet with which you can assign a different color to the label.

Color >

asic colors:
colors:

Hue: Bled:
Sat:[140 ] Green:
Define Custom Colors = ColoriSglid Lum: Blue:

[ ok || cancel | | Add to Custom Colors |

]
]
[#]

EEENT]
EEENTT

3
[=]

1 HEEEEN
1T HEEERT]
11 FHAEEENR
11l HEEENREF
11 THEEEF

Y EEEEEE
B

17
.
.
.

Shortcut: choose from the list of various shortcuts to connect them with various tags.

Use for: Check each item type for which you wish the label to be available. In the sample case, the
new tag is going to be assigned to Contacts, Calendar Events, Mails and Tasks.



Assigning Tags to items

Whenever you create or edit an item in, be it an Email, a contact, a Calendar Event, or a Task, you
can assign tags to it, a way to quickly recognize and assess the nature of the item.

Once tags are assigned, they will be shown when you view the items.

To assign a tag to an item, select it in the drop-down Tag menu, you can assign multiple tags to an
item. To remove a tag select it again from the list.

Assigning Tags to Calendar Events

Lunch with Tom - Event - O %

a Private calendar Standard Event E Online Meeting {= Reply ~ &> Forward ~

Title: | Lunch with Tom All day event
Start: | 12/07/2024 v | 12:00 pm v + Add time zone
End: | 12/07/2024 ~ | 12:45 pm "
Show as: | Busy ~ Tag [ Important V]
Rerinder: | No Reminder " Recurrence . Home
) . Personal
o . School
e ¥ |mportant
T e S B B I U G A~ |8
. Fun
- Sport
. Vacation

. Must Attend
. Meeds Preparation

@ cirthday

Private event None

Assigning Tags to Tasks




= Do the dishes - Task

0w -

Title: | Do the dishes

Location:

Tag: | Mone

. Friends

. Home

. Personal

Start:
Due:

Reminder:
. School

Assign to: Important
Motes: Business

Fun

Sport

Travel Required

Meeds Preparation

Ideas

@ Fhonecall

Mone

Assigning Tags to Contacts



2 Contact — 0O =
) Save & Close @ Contacts ‘% Overview Details '@ Addresses
General
Mame: Full Mame...
Tag: | Mone bt
. Home
Contact il Personal
. School
Email:
Important
Maobile:
. Business
Webpage: | @) Fun
® sport
Mone
You may also assign tags to items in their list views.
Title Location Start End Tag

Click to add new event

~  Older

u

Book club
legging
Pick up Kayla from Band practice

Swimming

(OO VA AR ¢

Lunch with parents

17171801 12:00 AM

1/171901 12:00 AM

17171801 12:00 AM

17471901 12:00 AM

8/9/201512:00 PM

12/30/1999 12:00 AM G0 I
1273071990 1200 A0 (COEEDD -

12/30/1999 124 (@) Home

12/30/1999 12 @) Personal

Repeats indefi School

You can switch from Compact layout to Single-line layout by hiding the Message detail or by

changing the setting in Menu>Settings>Appearance>Layout.
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Import
You can import data from your previous email client or specific files through the Import Wizard.

Select Menu > File > Import:

Import b4

Import from:

~ Applications

eM Client &

Microsoft Outlock
Microsoft Outlock Express
Windows Live Mail
Incredifail

Thunderbird

The Bat!

~ Files

Email (.eml)
Mailboxes (mbox)

iCalendar (.ics)

Back Cancel

This product can import emails, contacts and calendar events from Microsoft Outlook, Microsoft
Outlook Express, The Bat! as well as from external eml, ics, vcf and Windows Address Book files.

eM Client also detects from your device what programs were originally installed, so not all Import
options might be available in your list.

Find out how to:

e Import from Microsoft Outlook

e Import from Microsoft Outlook Express

e Import from Windows Address Book

e Import from Windows Mail

e Import from Windows Live Mail

e Import from Thunderbird

e Import from folder with .eml files




Import data from The Bat!
Import events from iCalendar (.ics)

Import contacts from VCard (.vcf)

Import from .csv file

Import from Mbox (.mbox)
Import from XML file
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This product can import emails, contacts and calendar events from Microsoft Outlook, Microsoft
Outlook Express, The Bat! as well as from external eml, ics, vcf and Windows Address Book files.

eM Client also detects from your device what programs were originally installed, so not all Import
options might be available in your list.
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e Import from Microsoft Outlook
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e Import from Windows Address Book

e Import from Windows Mail

e Import from Windows Live Mail

e Import from Thunderbird
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Import data from The Bat!
Import events from iCalendar (.ics)

Import contacts from VCard (.vcf)

Import from .csv file

Import from Mbox (.mbox)
Import from XML file
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Import from Microsoft Outlook

To import your emails, settings, meeting attendees, free-busy. statuses, account passwords and
much more from Microsoft Outlook Express select Menu > File > Import in the main menu

Import x

Import from:
= Applications

eM Client &

Microsoft Outlook
Microsoft Outlook Express
Windows Live Mail
Incredifail

Thunderkird

The Bat!

» Files

Email {.eml)
Mailboxes (mbox)

iCalendar (.ics)
Back m Cancel

Select Import from Microsoft Outlook and click on Next.




Import
Import data from Microsoft Outlook

Choose Outlock data file to import,

Import selected Outlook data file:

Ch\Users\UserAppDataLocal\Microsofty Qutlock

Back

Mext

Select file...

Cancel




Import whole account(s)

Import x

Import data from Microsoft Outlook
Select accounts you want to import. You can also select what type of data you want to
import from a particular account.

Account Mame 4 ,%
@outlook.com
@gmail.com
Outlook Data File = kel

Import settings
Import rules
Back Cancel

Select accounts that you would like to import. Please note that you can also choose whether you
want to import specific items from the selected account (email messages, tasks, contacts, events,
tags).

Import selected PST data file



Import x
Import data from Microsoft Outlook

Choose Outlock data file to import,

Import selected Outlook data file:

Ch\Users\UserAppDataLocal\Microsofty Qutlock Select file...

Back m Cancel

By selecting Import selected PST data file you can import your data directly from PST files , whereas
MS Outlook does not need to be installed.

Click on Next to proceed to next window.



Import
Import data from Microsoft Outlook

Select folders you want to import

~ i " My Outlook Data File
1 Backup
] Deleted ltems

Back

Mext

Cancel

Here select folders you would like to import and click on the Next button.




Import x
Import data from Microsoft Outlook

Choose whether you want to import items to default folders in a specified account like
Inbox, Sent and Trash or to import data teo a specific folder, With the first cption all other
imported folders will be created in a root folder of the selected account.

o Import data to default reot folders of the selected account

Destination Account

Local Folders b

Import data to a specific folder

Destination Folder

Inbox Select folder...

Back m Cancel

Here you can select if you would like to import items to default folders in a specified account or to
import data to a specific folder.

Click on Finish button to finish the process of importing from MS Outlook.
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Import from Outlook Express

To import your emails from Microsoft Outlook Express select Menu ->File -> Import in the main
menu:

Import x

Import from:
~ Applications

eM Client &

Microsoft Outlook
Microsoft Outlook Express
Windows Live Mail
Incredifail

Thunderkird

The Bat!

“ Files

Email (.eml)
Mailboxes (mbox)

iCalendar (.ics)
Back m Cancel

Select the Import from Microsoft Outlook Express option and click Next:




Import b4
Import data from Microsoft Outlook Express

Choose whether you want to import items to default folders in a specified account like
Inbox, Sent and Trash or to import data teo a specific folder, With the first cption all other
imported folders will be created in a root folder of the selected account.

a Import data to default reot folders of the selected account

Destination Account

Local Folders ™

Import data to a specific folder

Destination Folder

Inbox Select folder...

Back Cancel

Here you can choose whether you want application to import data to default root folders of the
selected account by choosing the destination account or you can specify the folder path by clicking
the Select folder... button.



Import x
Import data from Microsoft Outlook Express

Select folder holding your Qutlock Express data

OIr}r to detect folder

Use specific folder Browse...

Back m Cancel

Next step is to select the folder which is holding your Outlook Express data. You have two options -
you can try to detect folder automatically or specify the destination of the folder.

Click on Next to finish the process of importing data from Outlook Express.
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Import Windows Address Book

To import contacts from Windows Address Book select Menu ->File -> Import in the main menu:

Import x
Import from:
Email {.eml)
Mailboxes (mbox)
iCalendar (.ics)
Contacts as vCard (wcf)
Motes (note)
Contacts as comma separated values (.csv)
Outlook Data File (.pst, .ost)
Cutloak rules (rwz)
Cutlook for Mac (olm)
Windows Address Book {.wab)

e Client Settings (xrml)

Back m Cancel

Select the Import from Windows Address Book option and click Next:




Import b4
Import data from Windows Address Book

Click Finish to import

File to import contacts from:

0'_I'r3,r to detect file location

Use specific file Browse...
Select the folder in which the contacts will be stored:

Contacts Select folder...

Back m Cancel

You can choose from two options: Try to detect file location or Use specific file. Next select the
folder in which the contacts will be stored.

Click Finish to complete the importing process and close the wizard.
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Import from Windows Live Mail

To import your messages from Windows Live Mail click on Menu -> File -> Import

Import x

Import from:
~ Applications

eM Client &

Microsoft Outlock
Microsoft Outlock Express
Windows Live Mail
Incredifail

Thunderbird

The Bat!

~ Files

Email (.eml]
Mailboxes (.mbox)

iCalendar (.ics)

Back Cancel

Choose the option Import from Windows Live Mail and click Next.

The Windows Live Mail option will be available if you have WLM installed or it was installed in the
past and the files are in the default folders.



Import x
Import data from Windows Live Mail

Choose whether you want to import whole accounts and all their content or particular
folders,

OImpDrtwhDIE account(s)

This selection will allow you to import account settings from Windeows Live Mail. You can
also choose what type of items will be imported. Select this option when you want to
migrate an account(s) with all its data.

Import selected folders

This selection will allow you to select folders to be imported from Windows Live Mail.
These folders will be imported to a specified folder, Select this option when you want to
import particular folders or items.

Back m Cancel

Here you can select either to import whole account(s) or selected folders from Windows Live Mail.




Importing whole account(s)

Import x

Import data from Windows Live Mail
Select accounts you want to import. You can also select what type of data you want to
import from a particular account.

Account Mame | ,%
Klsolar (jerry.clark)
Storage Folders &4 ,%

Back Cancel

Finally, select accounts you want to import. You can also select what type of data you want to
import from particular account.

Importing from selected folders



Import b4
Import data from Outlook Data File (.pst, .ost)

Choose whether you want to import items to default folders in a specified account like
Inbox, Sent and Trash or to import data teo a specific folder, With the first cption all other
imported folders will be created in a root folder of the selected account.

Import data to default reot folders of the selected account

Destination Account

Local Folders ™

o Import data to a specific folder

Destination Folder

Inbox Select folder...

Back Cancel

Choose whether you want to import items to default folders in a specified account like Inbox, Sent
and Trash or to import data to specific folder. With the first option all other imported folders will be
created in a root folder of the selected account.

Click on Next to proceed to the next window.



Import x
Import data from Windows Live Mail

Select accounts you want to import. You can also select what type of data you want to
import from a particular account.

Account Mame | r%,
Klsolar (jerry.clark)
Storage Folders &4 ,%

Back m Cancel

Here select Windows Live Mail folders you would like to import and then click on the Finish button
to finish the process of importing.
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Import from Mozilla Thunderbird

To import your emails, events, tasks and rules from Mozilla Thunderbird select File -> Import in the
main menu:

Import x

Import from:
~ Applications

eM Client &

Microsoft Outlook
Microsoft Outlock Express
Windows Live Mail
Incredifail

Thunderbird

The Bat!

“ Files

Email (.eml)
Mailboxes (mbox)

iCalendar (.ics)
Back m Cancel

Select the Import from Mozilla Thunderbird option, click Next.




Import b4
Import data from Thunderbird

Choose whether you want to import whole accounts and all their content or particular
folders,

OImpDrtwhDIE account(s)

This selection will allow you to impeort account settings from Thunderbird. You can also
choose what type of items will be imported. Select this option when you want to migrate
an account(s) with all its data.

Import selected folders

This selection will allow you to select folders to be imported from Thunderbird, These
folders will be impeorted to a specified folder, Select this option when you want to import
particular folders or iterns,

Back m Cancel

Here you can select either to import whole account(s) or selected folders from Mozilla Thunderbird.

Importing whole account(s)



Import b4
Import data from Thunderbird

Select accounts you want to import. You can also select what type of data you want to
import from a particular account.

Account Mame B4 r%
@outlook.com
Local Folders 4 =

Import rules

Back m Cancel

Finally, select accounts you want to import.You can also select what type of data you want to import
from particular accounts.

Importing selected folders



Import
Import data from Thunderbird

Select folders you want to import

o Local Folders
] Trash

] Unsent Messages

=, Contacts

l% Collected addresses

Back

Mext

Cancel

Here select Thunderbird folder/s which you would like to import.




Import b4
Import data from Thunderbird

Choose whether you want to import items to default folders in a specified account like
Inbox, Sent and Trash or to import data teo a specific folder, With the first cption all other
imported folders will be created in a root folder of the selected account.

a Import data to default reot folders of the selected account

Destination Account

Local Folders i

Import data to a specific folder

Destination Folder

Inbox Select folder...

Back Cancel

Choose whether you want to import items to default folders in a specific account like Inbox, Sent
and Trash or to import data to specific folder. With the first option all other imported folders will be
created in a root folder of the selected account.

Click on Next to finish the process.

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Import from .eml file

It's possible to import your emails from an .eml file. This can be done very easily using our import
wizard.

Click on Menu ->File ->Import in the main menu and following window appears:

Import x
Import from:
Thunderbird
The Bat!
~ Files

Email (.eml]

Mailboxes (.mbox)

iCalendar (.ics)

Contacts as wCard (wcf)

Motes (.note)

Contacts as comma separated values (.csv)
Qutlook Data File (pst, .ost)

Cutlook rules (.rwz)

Cutlook for Mac (olm)

Back Cancel

Choose the Import from folder with .eml files option and click Next. Another window appears.



Import x

Import files from folder
Choose valid .eml data to import,
Select folder from which you want to import .eml files:

Browse...

Include subfolders

Select the mail folder in which messages will be stored:

Select folder...

Back Cancel

Click Browse...to find the folder in which the .eml files are located.

If the folder containing your .eml files contains subfolders, check the Include subfolders checkbox
to import all .eml files contained under the specified location.

Click Select folder... next to the second address bar to select a mail folder in which your messages
will be stored.

Click Finish to complete the importing process and close the wizard.
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Import from The Bat!

To import emails from The Bat! select Menu ->File -> Import in the main menu:

Import

Import from:
= Applications

eM Client &

Microsoft Outlook
Microsoft Outlook Express
Windows Live Mail
Incredifail

Thunderkird

The Bat!

» Files

Email {.eml)
Mailboxes (mbox)

iCalendar (.ics)

Cancel

Select the Import from The Bat! option, click Next.




Import emails from The Bat!

The messages need to be stored in the default The Bat! folder,

Select mail folder in which the messages will be stored:

Import

Select folder...

Back m Cancel

Click Select folder... to select a mail folder in which your messages will be stored.

Click Finish to complete the importing process and close the wizard.

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Import Events from iCalendar (.ics)

To import iCalendar events from .ics files select Menu -> File -> Import in the main menu:

Import

Import from:
~ Files

Email (.eml)

Mailboxes (.mbox)

iCalendar (.ics)

Contacts as wCard (wcf)

Motes (.note)

Contacts as comma separated values (.csv)
Outlock Data File (.pst, .ost)

Cutlook rules (rwz)

Cutlook for Mac (olm)

Windows Address Book (wahb)

el Client Settings (xml)

Cancel

x

Select the Import events from iCalendar (.ics) option and click on Next>:




Import b4
Import data from the .ics files

Choose valid iCalendar data to import.

Select file or URL to import from. You can select multiple itemns by separating them with ";".

Browse...

Select calendar folder in which the events will be stored:

Select folder...

Back m Cancel

Click on Browse... to specify an Internet location or a local folder containing the .ics files.

Click on Select folder... next to the second address bar to select a calendar folder in which your
events will be stored.

Click on Finish to complete the importing process and close the wizard.
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Import contacts from VCard (.vcf)

To import your contacts from external vcf files, select Menu ->File -> Import in the main menu:

Import x

Import from:
The Bat!

~ Files
Email (.eml]
Mailboxes (.mbox)
iCalendar (.ics)
Contacts as wCard (wcf)
Motes (.note)
Contacts as comma separated values (.csv)
Qutlook Data File (pst, .ost)
Cutlook rules (rwz)
Cutlook for Mac (olm)

Windows Address Book ((wahb)

Back m Cancel

Select the Import contacts from VCard (.vcf) option and click Next:




Import x
Import VCard files from folder

Choose valid VCard data to import.

Select folder from which you want to impoert contacts ( owcf files)

Browse...
Include subfolders
Preserve directory structure
Select the folder in which the contacts will be stored:
Contacts Select folder...

Back m Cancel

Click Browse...to find the folder in which the .vcf files are located.

If the folder containing your .vcf files contains subfolders, check the Include subfolders checkbox to
import all .vcf files contained under the specified location.

You can also select the folder into which the imported contacts will be stored.

Click Finish to complete the import and close the wizard window.
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Import from .csv file

CSV ( or Comma-separated values file format) represents a set of file formats used to store tabular
data in which numbers and text are stored in plain textual form that the user can read in a text
editor. This product also allows you to import contacts from this file format.

To import contacts from .csv files select File -> Import in the main menu:

Import x
Import from:
Thunderkird
The Bat!
~ Files

Email {.eml)

Mailboxes (mbox)

iCalendar (.ics)

Contacts as vCard (wef)

Maotes (note)

Contacts as comma separated values (.csv)
Outlock Data File (.pst, .ost)

Outlock rules {rwz)

Outlook for Mac (.olm)

Back Cancel

Now choose the option Import contacts from .csv file and then click on Next>



Import x
Import contacts from CSV file
Choose valid C5V files with contact data.

Select a .csv file from which you want to import contacts

Browse...
Detect delimiter automatically

Uze semicolon as a delimiter instead of comma

Select the folder in which contacts will be stored;

Contacts Select folder...

Back Cancel

Now choose the .csv file from which you would like to import contacts by clicking on the Browse...
button.

As you can see, this application also allows you to choose different types of delimiter - choose
between two options Detect delimiter automatically for automatic detection of delimiter or the
second option Use semicolon as a delimiter instead of comma.

Click on Select folder... next to the second address bar to select the folder in which the contacts will
be stored.

Click on Next to finish the process of importing.

Copyright © 2025 eM Client s.r.o.

Thamova 18
Prague, 186 00
Czech Republic

info@emclient.com



Import from Mbox File

Mbox is a term used for the file format (.mbox) which holds collections of electronic mail messages.
These Mbox files can be easily imported. To import Mbox file select Menu-> File -> Import and
following window will appear.

Import b4

Import from:
~ Applications

eM Client &

Microsoft Outlock
Microsoft Outlock Express
Windows Live Mail
Incredifdail

Thunderbird

The Bat!

~ Files

Email (.eml]
Mailboxes [.mbox)

iCalendar (.ics)

Back m Cancel

This window will appear:



Import b4
Import messages from Mbox file

Choose valid Mbox data to import,

Select an Mbox file:

Browse...

Select the mail folder in which messages will be stored:

Select folder...

Back m Cancel

Now you can easily select an Mbox file (.mbox) that you want to import by clicking on the Browse...
button and then selecting proper Mbox file. Do not forget to specify mail folder (by clicking on
Select folder... button) in which you want the selected Mbox file to be imported.
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Import Settings from XML file

To import your settings from an external XML file, select Menu ->File -> Import in the main menu:

Import x
Import XML settings
Choose an XML file which contains settings.
Select XML file:
D:\vsettings.xml Select file
Back Cancel

Select the XML file by clicking on the Select file button and finally click on the Finish button to finish
the process of importing.



Export
To get to the export menu, click on Menu -> File -> Export...

eM Client supports export of data into standard files for each item type:

e You can export emails to .eml files.

e You can export contacts to .vcf files.

e You can export events to .ics files.

e You can export tasks to .ics files.

You can export notes into .note files.

You can export settings to .xml file.

Export x
Choose action:
Export emails to .eml files
Export contacts to oecf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export mail messages to a standard .eml format. There will be one file per mail message.

Back m Cancel
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Export
To get to the export menu, click on Menu -> File -> Export...

eM Client supports export of data into standard files for each item type:

e You can export emails to .eml files.

e You can export contacts to .vcf files.

e You can export events to .ics files.

e You can export tasks to .ics files.

You can export notes into .note files.

You can export settings to .xml file.

Export x
Choose action:
Export emails to .eml files
Export contacts to oecf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export mail messages to a standard .eml format. There will be one file per mail message.

Back m Cancel
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Export E-mails to .eml Files

To export your emails from the application to .eml files, click on Menu ->File -> Export in the
main menu and the following window will appear:

Export x
Choose action:

Export emails to .eml files
Export contacts to oecf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export mail messages to a standard .eml format. There will be one file per mail message.

Back m Cancel

Choose the Export to .eml files option and click Next>.



Export
Export data to .eml files

Select folders to export

o a jerry.clark@x1solar.com
» Inbox
Sent
Trash
Drafts
Spam
» Archive
» Marketing X1
~ (=) More

Chutbox

Check all

Back Mext Cancel

Check all the items you want to export and click Next>.



Export x
Export data to .eml files
Select location where data will be exported to

Select destination directory:

ChUsers\Documents\Exported emails{ Browse

Back m Cancel

You can change the default location to save the exported .eml files by clicking the Browse button
and select the desired destination directory. Click Finish to finish exporting your email contents.
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Export Contacts to vCard Format.

To export your contacts to vCard format, click on Menu ->File -> Export in the main menu and
following window will appear:

Export x
Choose action:

Export emails to .eml files
Export contacts to owcf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export contacts to a standard .vcf format. Contacts can be exported into a single file or
separately as one file per contact,

Back m Cancel

Choose the Export contacts to .vcf files option and click Next.




Export
Export data to .vcf files

Select folders to export

- 9 jerry.clark@x1solar.com

Contacts
Personal

> adgal@xlsolar.com

¥ All Departments

» GAL

» HC

¥ Marketing X1

b Resources

> @ jerryclark@gmail.com

% ™ lonal Caldae.

Back

Mext

Cancel

Check all the items you want to export and click Next>.




Export x
Export data to .vcf files

Select location where data will be exported to

o Export all contacts into a single file
Select destination file:

ChUsers\Documentsh Contacts.wcf Browse

Export each contact inte a separate file
Select destination directony:

ChUszers\Docurnents\Exported contacts Browse

Back Cancel

You can change the default location to save the exported .vcf files by clicking the Browse button
and select the desired destination directory. You can also choose whether you want to export all

contacts into a single file or export each contact into a separate file. Click Finish to finish exporting
your contacts.



Export Events to iCal Format

To export events to iCal format, click on Menu ->File -> Export in the main menu and the
following window will appear:

Export x
Choose action:

Export emails to .eml files
Export contacts to wvef files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export events to an iCalendar (ics) format. BEvents can be exported to a single file or
separately one file per event.

Back m Cancel

Choose the Export events to .ics files option and click Next.




Export
Export data to .ics files

Select folders to export

- e jerry.clark@x1solar.com
= W Calendar

Private calendar

3 adgal@x1solar.com
w All Departments
» @ Calendar
v HC
Calendar

3 Marketing X1
w Resources

Big meeting room

Back Mext Cancel

Check all the items you want to export and click Next>.



Export b4
Export data to .ics files

Select location where data will be exported to

o Export all events into a single file
Select destination file:

ChUsers\Documents'scheduled items.ics Browse

Export each event into a separate file
Select destination directony:

ChUsershDocuments Browse

Back Cancel

You can change the default location to save the exported iCal files by clicking the Browse button
and select the desired destination directory. You can also choose whether you want to export all

events into a single file or export each event into a separate file. Click Finish to finish exporting
your events.



Export Tasks to .ics Format

To export tasks to iCal format, click on Menu ->File -> Export in the main menu and the
following window will appear:

Export x
Choose action:

Export emails to .eml files
Export contacts to oecf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export tasks to an iCalendar (.ics) format. Tasks can be exported to a single file or separately
as one file per task.

Back m Cancel

Choose the Export tasks to .ics files option and click Next.




Export
Export data to .ics files

Select folders to export

v @ jerry.clark@xlsolar.com
Tasks
> adgal@xlsolar.com
» GAL
¥ HC

» Marketing X1
> @ jerryclark@gmail.com

» {7t Local Folders

Back

Mext

Cancel

Check all the items you want to export and click Next>.




Export b4
Export data to .ics files
Select location where data will be exported to
o Export all events into a single file

Select destination file:

ChUsers\Documents'scheduled items.ics Browse

Export each event into a separate file
Select destination directony:

ChUsers\Docurnents\Exported events Browse

Back Cancel

You can change the default location to save the exported iCal files by clicking the Browse button
and select the desired destination directory. You can also choose whether you want to export all

tasks into a single file or export each task into a separate file. Click Finish to finish exporting your
tasks.



Export Settings to .xml File.

To export settings to xml format, click on File -> Export in the main menu and the following
window will appear:

Export x
Choose action:

Export emails to .eml files
Export contacts to oecf files
Export events to .ics files
Export tasks to .ics files
Export notes to .note files

Export settings to xml file

Description

Export settings to an xml format.

Back m Cancel

Choose the Export settings to .xml files option and click Next.




Export x
Export settings to .xml file

Select types and location where to export the data

Choose types for export:
Settings
Rules
@ Accounts
Save passwords
@ Tags
Signatures, templates and quicktexts

Select destination file:

Drsettings.xml Browse

Back m Cancel

In this window choose the types which you want to export: Settings, Rules, Accounts, Save
Passwords. Finally click on the Finish button.

Remember to specify the destination file.

You can also choose to protect your Settings file with a password.



QR Export
eM Client 9.2 contains a feature to export selected data into a QR code, which can then be scanned

from eM Client for Android and eM Client for iOS. More about these mobile apps previews can
be found on our blog.

This feature can be changed while the mobile apps are developed, but at this time you can export
data from these places:

QR Export in Accounts window

You can export your accounts and connected settings directly in the Menu > Accounts window.
The QR Export button is available in the top toolbar.

Accounts x

+ Addaccount ‘iﬁ Set as default Save As E‘E QR Export ]E Remove +

Once you click the QR Export button you will get this window:

v

OR Export x

Export account by QR code

Your account settings will be securely exported to a mobile device,

Learn more

m
o
=]
=]
=1
=}
=

Include passwords
Include account avatars
Include signatures
Include ternplates

Include certificates/keypairs

Cancel

From the Accounts window you can export your account settings and decide which parts to include:

Include passwords - a password will be exported as part of your account, if you uncheck this
option, you will need to type in your passwords in the phone app manually

Include account avatars - Your set account avatar in the desktop will be exported into the
phone app so you can easily distinguish your mail accounts

Include signatures - All signatures connected to specific accounts will be exported and used
automatically with your email accounts


https://www.emclient.com/blog/come-test-the-beta-version-of-em-client-for-ios-and-android-566

Include templates - All templates assigned to your email accounts will be exported and used the
same way as in your desktop eM Client

Include certificates/keypairs - Your PGP keypairs and S/MIME certificates will be exported so
you can sign and send/read encrypted mail in your phone app

QR Export in Settings

You can export settings from the Menu > Settings window as well as from specific sections
separately.

Settings x

< Apply L, Impot T, Export B OR Export

Clicking the QR Export button in the toolbar of the Settings window will give you these options to
export:

QR Export X

Export settings by QR code

Your settings will be easily and securely exported to a mobile device.

Learn more

Export options

Include settings
Include accounts
Include passwords
Include account avatars
Include tags
Include certificates/keypairs
Include private keys
Include ternplates
Include signatures

Include QuickTexts

Cancel

Include settings - export general settings currently supported in the mobile apps



Include accounts - export all your email accounts with an optional checkbox to Include
passwords and Include account avatars

Include tags - export local tags

Include certificates/keypairs - export S/MIME certificates and PGP keys of your contacts, with
optional checkbox to Include private keys used for signing and decrypting your messages

Include templates - export all templates for your accounts
Include signatures - export all signatures for your accounts

Include QuickTexts - export all created QuickText snippets

QR Export in Manage windows

You can export one or multiple of some items in dedicated manage windows, this option is available
for:

e« Templates in Menu > Settings > Mail > Templates and Signatures

« Signatures in Menu > Settings > Mail > Templates and Signatures

¢ QuickTexts in Menu > Settings > Mail > QuickText

e Templates in Menu > Settings > Signing and Encryption > Certificates and Keys

QuickTexts O X

ok, Import Save As E‘E OR Export ﬁ Edit ]E[ Delete T L

CuickTexts ) .
List of available products
Polite ending
Server description
Steps for account setup
Preview

In case of any other questions or requests, please do not hesitate and contact
us immediately.
We are here for you 24/7.

Best regards,

Development team

In the next step you can click Export to generate the QR code, Cancel will end the operation.



| QR Export

Export QuickTexts by QR code

Your QuickTexts will be easily and securely exported to a mobile device,

Learn more

Cancel

Once you click Export button, eM Client will create a code you can use to import your data into
your mobile app. The data is encrypted to the transfer is safe and the data is not kept on our
servers for longer than 30 minutes. You can read more detailed and up-to-date explanation on
eM Client's QR Export page.



https://www.emclient.com/qr-export

OR Code Transfer

Export via QR code

1) Go to your eM Client mobile app (Android or i05)
2) Tap in the top |eft corner to open Folder list

3) Open 'Settings' at the bottom of the list

4) Tap the 'Import via OR code' option
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Data Files

By default, eM Client stores all of its data in the Database, location of which you can find
and even change in the Storage settings. The Data File feature is designed to allow you
to split that data and have the option to unlink it when you don't need it or to share it
easily with others. Similar to how other programs might treat PST files but without the
size limitations.

What is a Data file?

Data File is a small separate local database that can be connected to eM Client to use
when you need it (mount/unmount). The data file will be in our custom file format EMDF
(eM Client Data file).

You can, for example, move your Archived emails into a separate Data File and then
unmount it so your "daily" folders are searched and synchronized faster. The Data File,
since it's a separate database, can also be stored in a different location from the main
database, even another/external drive or cloud storage, so you can have the main database
take up less space on your C: drive.

Data Files can be used to easily share some messages with other colleagues - instead of
importing your messages into their own folders, they can just mount the shared Data File
and unmount when no longer needed.

You can create a new Data file manually or convert old PST files into eM Client Data

Files (Menu > File > Import). You cal also drag & drop an EMDF or PST file onto
the folder list to create and/or mount it.

The Data Files Manager

You can find your data files in Menu > Data Files section.



EI_J Backup...

Check for Update...

£3* Qperations...
E Rules...
% Cick Actions..,

‘ O Tags... ‘

[:l Reminders..,

@ Settings...
Eol;g Accounts..,

Data Files...

This opens the Data Files Manager.

Data Files Manager

: Ch\Users\RustO\Documents\Jerry's Archive.emdf

lerry's Archive
4kB

Save & Close =+ Create Data File {_\6 Mount {_\a Unmount T +
: Properties
A Jarry's Archive >
‘ , Data file File location
backup_2024 Display name:
Data file L
File size:
Identifier:

19d0c22a-3964-4099- ba33-3f03874T6fR5

Save & Close - Save all changes to your data files and close this window.
+ Create Data File - Allows you to select a location in which to create the EMDF file.

Mount - Add a data file to eM Client, it will be added into the Data Files section in the

folder list.

Both Create and Mount options will open the system's file explorer so you can select the

location of your data file.



Unmount - Remove the Data file from eM Client. The actual EMDF file will stay in your
device, but eM Client will not have access to it to view it, search in it, etc.

Up/Down arrows - Change the order of your Data files in the folder list.

The section below the toolbar is similar to Accounts window, where you can see the list
of your Data files on the left, and see the details on the right. You can change the display
name of your Data file as well as the Avatar.

Data Files context menus in the folder list

w B

Show in new Window...

]
Mew Folder...

Collapse All
Expand All

Create new Data File

Mount existing Data File

The Data Files section will offer similar options to the manager so you can mount and
unmount data files quickly.

If you right-click a specific Data file, you get options similar to Account and separate
Folder menus.

P .
Show in new Window..,

Mew Folder...
Rename...
Copy Folder...

Mowve Folder...
Collapse All
Expand All

Show/hide folders

Account Settings...
Unmount Data File

Properties...



You can Rename the data file here, add New folders into it.
Copy/Move options will be available for subfolders.
You can Show and Hide folders similarly to any other account.

You can also directly access the Accounts settings or Unmount the data file quickly, or
view its Properties.
Copyright © 2025 eM Client s.r.0.
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Widgets

Widgets are useful add on applications that can be customized to personalize your account. You can
use them to display your favorite web pages or to read the latest news from a RSS feed.

You can access your widgets by clicking on the Widgets button on the lower-left-hand corner.

For information on how to set up your Widgets, see the appropriate_Settings section. The same
settings screen can be accessed by right-clicking any empty spot in the central panel.

To remove a widget from the central panel, right-click the header of the widget you wish to remove
and click on Remove widget

The individual widget windows can be resized and moved around the central panel by drag and
drop.

= - o0 x
O Refresh v
Mail EX) CNN Top Stories +
s 2 b Trump pleads not guilty to 34 felony counts
=) Inbo
« % Favorites Haberman reveals why Trump attacked judge and his family in speech
. 5/04/2023 NN political contributor Maggie Haberman explains the reasoning behind Donald Trump's attacks on the judge and his family during a speech at his Mar-a-Laga resort after he was arraignad on
= AllInboxes 17 felony charges.
Outbor What to know about the Trump indictment on the eve of his court appearance
() Unread 2633 6/04/2023
READ: Trump indictment related to hush money payment
[ Flagged 4
Y Snoozed . | Russian authorities detain suspect over St. Petersburg cafe blast
). Search Folders Video shows moment of deadly explosion at cafe in Russia
4/04/2023 A weell-known Russian military blogger, Vizdlen Tatarsky, vias kiled in an exlosion at & cafe in St. Petersburg, authorities said. CN's Matthew Chance reports,
> {7 Tags
> @ jerry.clark@xlsolarcom CNN Europe
wcom €M World Afiica Americas Asia Australia China Europe India Middle East United Kingdom
[o]
[
FOTOPAST! === &
. BUNATY £ 7 _
b &
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Sidebar

The Sidebar will allow you to quickly access your contacts and their details, your communications
history with a specific contact, list of tasks that you planned to do and a list of attachments
exchanged between you and specific contacts.

There are four sections that make up the Sidebar: Contact details, Agenda, Invitations and
Calendar. It can also show Threads for Chat conversations.

You can hide the Sidebar by clicking on the arrow near the right edge of the bar.

Contact Details

Just click on the arrow to hide the sidebar.

Contact Details

Contact Details window provides you with quick access to contact details of a selected contact that
include your contact's email address, mobile/telephone number, skype contact details, and chat
message contacts.

Contact Details

A

3

Clara Smith

smith@x1solar.com

836-571-6589

History Attachrnents

Clara Smith 2/16/2020
™ Holiday pictures

Search - Just start typing and search bar will appear. While using the search bar, you can
search for all types of messages (i.e. mails, chat messages) that you have exchanged with
your contact in the past. You can switch between History and Attachments by simply
clicking on the proper button.



Contact Details

ﬁ Mike Sparrow

mike.sparrow@x 1solar.com

+1 698 4571

History Attachments

Hello o

There are no items to show,

History

History panel is called so because it gathers all your written conversations with the contact. It
includes Emails, Chat messages and also Skype chat messages into one chronological
communications log. And thereby provide you with a holistic sense of your communications
with that particular contact.

Attachments

Attachments panel contains all the attachments that are attached in the emails exchanged
between you and the contact. Attachments are sorted in a chronological order, which you can
customize(ascending/descending) in the Attachment history Options.

Contact Details settings -You can customize your Contacts Details settings simply by left-

clicking on the Options button. This options button @ will appear by hovering with your mouse
cursor over the area next to the Contact Details header. You can choose the manner in which you
would like to sort the order of the messages (descending/ascending) and you can also adjust what
type of messages (mails, chat messages, skype calls) you would like to display or hide. By checking
the option Include Other Senders you can adjust if you want to include the third party of the
conversation (f.e. emails , where other participants are included in Bcc or Cc of the particular email)
and by checking the option Include Entire Domain you can adjust displaying of all emails that may
have different name of sender/addressee, but the same domain in the particular email address. You
can select Choose Folders... to select folders from which you would like the contacts to be
displayed.



Contact Details

Search

2 Clara

e Sort Order )

smithg ¥ >how Groups

836-37 +  Show Incoming

«  Show Outgeoing

History ¥ Show Mails

v Show Chat Messages

*  Today
i Include Other Senders
Clara Smith
Include Entire Domain
Ve Choose Folders..,

Agenda Section

Agenda section provides you a quick review of the tasks that you planned to do, upcoming
birthdays, upcoming events and email messages marked as flagged. All those items are sorted in
the order of the upcoming date, i.e. the most up-to-date items will be always on top. The Agenda
also uses the 'Getting Things Done' methodology for your tasks, read more about it in the "Task
List Display" on page 441.

Search bar - you can use the search bar for searching within your tasks and events by simply
starting to write and the search query will appear. Simply enter the "key word" of the item that you
want to find and the requested item will appear.

Agenda
Eh:u:ulci X

»  Tomorrow

Book club (10:30 AM - 11:15 AM)

Adding new task - You can add new tasks directly from the sidebar. First and foremost, write the
title of the new tasks in the field (lower arrow in the picture) and then press enter. Newly created
task will appear in the "Date:Today" section. By double-clicking on the task the window with
possible editing of the newly created item will appear.

For creating and editing tasks see_Creating and Editing of Tasks for more detailed description.

To choose folders from which you would like to display upcoming events, birthdays, tasks and
flagged emails, simply hover next to the Agenda title and click on the cogwheel icon that pops up.
Context menu will appear and your next step is choose the option Choose Folders... and a window
with list of various folders will appear as you can see in the following picture.



Select Folder(s) x
Select folder(s)
~ a jerry.clark@x1solar.com
) Inbox
Sent
Trash
Drafts
Spam
User Archive
w Archive
» Inbaox
Outbox
» All Departments
GAL

helpdesk2@x1solar.com

ﬂ ga " CE|

Moreover, you can choose the time horizon in which the displayed upcoming birthdays and events
will be shown. This time horizon can be changed by selecting various points of time from the
context menu, again the one which is evoked via the cogwheel icon next to the Sidebar section title.

b, Marketing X1




Agenda (| (o >
¥ Show Groups

Show Flagged Mails
¥ Today  +  Show Upcoming Birthdays >

Today Show Upcoming Events bl

Tomorrow «  Show Tasks »
3 Days Default Task Due Date >
Week
2 Weeks s =T
Month

Choose Folders..,

ire
3 Manths

& Manths as for more info (Monday mee...
Year

v  MNone e call with Jerry

Show of Flagged Mails, Upcoming Birthdays, Upcoming Events and Tasks is active by default.

Invites Section

This section will automatically take note of the invites in your mailbox and show them in this
section, so you can quickly resolve all meeting invitations in one place and not scroll through your
mailboxes to find them. You can also list invites by account or use the search next to the title to
look up specific events.

Invites () (0} >

El.% All Accounts W

Marketing Meeting
Friday, January 10, 2025 900 AM
Frormn Clara Smith

v X 7



Calendar Section

The Calendar sidebar can show a single-day in any section - so you can have your emails open
while checking your daily agenda on the side. The red line will show you current time to see which
event is near.

Using the Settings button next to the title you can select which calendars should be taken into
account in this view.

Calendar

+

{  » January9 ~

All-day

0930

10%

1030

1100

11 30

12 FM

12 30

010

0130

02 %

0230

03




Threads

The thread sidebar will only pop up when you're in the Chat section and decide to open a thread -
this way you can keep the main conversation in the middle section, and view or reply to the side-
conversations in the separate thread on the right.

Thread

D Alice 258 P

Hey should | order
snacks for the meeting?

oS %
[edited)
E1
Today

- Jerry (You) 2:15 P
That would be
awesome! Don't forget
Mark is allergic to
peanuts though &

¢ @ B ©~ L1
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Technologies (Advanced)

The following section contains information about technologies and advanced features in eM Client.

Calendar protocols

Email protocols
Chat

Security protocols

Security Certificates

Startup parameters
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What is eM Keybook?

eM Keybook is a public encryption key directory managed by the company eM Client. It's an online
service where you can upload and manage your public keys so anyone can easily send you
encrypted messages and you can easily get public keys of the recipients you want to send
encrypted messages to.

eM Keybook stores Public keys that you upload and allows for the exchange of Public keys between
all eM Client users. If the contact you're writing a new message to has a Public key in the eM
Keybook directory, eM Client will automatically download and apply it for you when you enable
encryption for your message.

eM Keybook does not save nor have access to any of your Private keys or passwords. It does not
give anyone access to your encrypted messages or save any of your encrypted messages on our
servers.

You can read more about eM Keybook's settings in Key Lookup Services, how to use eM Keybook
or check out the article about Signing and Encryption on our website.
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Security Certificates and Keys

"Three may keep a secret, if two of them are dead.”

famously said Benjamin Franklin. We may smile at Mr. Franklin's penchant for the theatrical, and
admire at the gothic fantasies inspired by the notion of secrets, but in the modern digital world, the
business of keeping secrets is a much less Shakespearian one.

The exact science behind modern cryptography is beyond the scope of this tutorial, suffice to know,
that sometime between the death of Jimi Hendrix and the rise of Margaret Thatcher, computer
scientists mixed a few prime numbers with a dash of mathematical magic, and out came
Asymmetric key algorithms.

And the Public-Key Cryptography is a methodology that uses asymmetric key algorithms to protect
communications or authenticate messages. The concept of asymmetric keys has done away with the
requirement of a secure initial exchange of one or more secret keys as is required when using
symmetric key algorithms.

Lying at the heart of the Public-Key Cryptography is two sets of humbers, the public key and the
private key. Both the public and the private keys are needed for encryption /decryption but only the
owner of a private key ever needs to know it. Using this system, the private key never needs to be
sent across the Internet.

The private key is used to decrypt text that has been encrypted with the public key. Thus, if I send
you a message, I can find out your public key (but not your private key) from a central
administrator and encrypt a message to you using your public key. When you receive it, you
decrypt it with your private key. In addition to encrypting messages (which ensures privacy), you
can authenticate yourself to me (so I know that it is really you who sent the message) by using
your private key to encrypt a digital certificate. When I receive it, I can use your public key to
decrypt it.

. Kind of
To do this Use whose key
Send an encrypted Lze the Fuhlic
Imessane receiver's key
Send an encrypted Llsethe Private
signature sehder's by
Decrypt an encrypted Lsethe Private
message receiver's by
Decrypt an encrypted .
signature {and ;Jes:dtgﬁs E;h“':
authenticate the sender) ¥

Certificates

In practice, secure messages being passed between computers rely on Certificates and Keys.
Electronic documents which contain digital signatures to bind together digital keys with an identity
— information such as the name of a person or an organization, their address, and so forth.



And Email security is based on digital signatures, encryption and decryption of messages through
the use of certificates.

eM Client supports S/MIME certificates and PGP keys.

S/MIME

Secure / Multipurpose Internet Mail Extensions or S/MIME is a standard for public key encryption
and signing of emails.

Before S/MIME can be used, one must obtain and install an individual key/certificate either from
one's in-house certificate authority (CA) or from a public CA such as one of those listed below. Best
practice is to use separate private keys (and associated certificates) for Signature and for
Encryption, as this permits escrow of the encryption key without compromise to the non-repudiation
property of the signature key. Encryption requires having the destination party's certificate on store
(which is typically automatic upon receiving a message from the party with a valid signing
certificate). While it is technically possible to send a message encrypted (using the destination party
certificate) without having one's own certificate to digitally sign, in practice, the S/MIME clients will
require you install your own certificate before they allow encrypting to others. A typical basic
personal certificate verifies the owner's identity only in terms of binding them to an email address
and does not verify the person's name or business. The latter, if needed (e.g. for signing contracts),
can be obtained through CAs that offer further verification (digital notary) services or managed
Public Key Infrastructure service. Depending on the policy of the CA, your certificate and all its
contents may be posted publicly for reference and verification. This makes your name and email
address available for all to see and possibly search for. Other CAs only post serial numbers and
revocation status, which does not include any of the personal information. The latter, at a minimum,
is mandatory to uphold the integrity of the public key infrastructure.

PGP

Pretty Good Privacy or PGP is a public key encryption program that has become the most popular
standard for email encryption - it follows the OpenPGP standard (RFC 4880) for encrypting and
decrypting data.

Pretty Good Privacy uses a variation of the public key system- each user has an encryption key that
is publicly known and a private key that is known only to that user. To send encrypted messages
you need the public key of your recipient. To decrypt a message sent to you, you will use your
private key to decrypt it.
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Security protocols

TLS and SSL protocols

Transport Layer Security (TLS) and its predecessor, Secure Sockets Layer (SSL), are cryptographic
protocols that provide secure communications on the Internet for web browsing, email, Internet
faxing, instant messaging and other data transfers. There are slight differences between SSL and
TLS, but they are largely the same.

TLS involves three basic phases:

1. Peer negotiation for algorithm support

2. Key exchange and authentication

3. Symmetric cipher encryption and message authentication
During the first phase, the client and server negotiate cipher suites, which determine the ciphers to
be used, the key exchange and authentication algorithms, as well as the message authentication
codes (MACs). The key exchange and authentication algorithms are typically public key algorithms,

or as in TLS-PSK pre-shared keys could be used. The message authentication codes are made up
from cryptographic hash functions using the HMAC construction.
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Calendar protocols

CalDAYV protocol

CalDAV or Calendaring Extension to WebDAV is a standard allowing the client to access scheduling
information on a remote server. CalDAV works by modeling events, which may be meetings or
appointments or other engagements, as HTTP resources. Events are encoded in standard iCalendar
format and organized into WebDAV collections to allow browsing and synchronization. A CalDAV
server supports a number of operations such as generating free-busy time reports and expanding
recurring events. With this functionality, a user may synchronize his or her own calendar to a
CalDAV server, and share it among multiple devices or with other users. The CalDAV protocol also
supports other non-personal calendars, such as calendars for sites or organizations.

WebDAYV protocol

Web-based Distributed Authoring and Versioning, or WebDAYV, is a set of extensions to the
Hypertext Transfer Protocol (HTTP) which allows users to collaboratively edit and manage files on
remote web servers. The group of developers responsible for these extensions was also known by
the same name and was a working group of the Internet Engineering Task Force. The protocol
facilitates "Intercreativity", making the Web a readable and writeable medium. The protocol
provides functionality to create, change and move documents on a remote server (typically a web
server or "web share"). This is useful for, among other things, authoring the documents hosted on a
web server, but can also be used for general web-based file storage that can be accessed from
anywhere. Important features in the WebDAV protocol include locking (overwrite prevention),
properties (creation, removal, and querying of information about the author, modified date, etc.),
namespace management (ability to copy and move Web pages within a server's namespace) and
collections (creation, removal, and listing of resources). Most modern operating systems provide
built-in support for WebDAV. With the right client and a fast network, it can be almost as easy to
use files on a WebDAV server as those stored in local directories.

Some servers can have their own protocols for Calendar, one that we support is Google Calendar.
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Supported protocols

IMAP protocol

The Internet Message Access Protocol (commonly known as IMAP or IMAP4) is an application layer
Internet protocol operating on port 143 that allows a local client to access email messages on a
remote server. IMAP4 and POP3 are the two most prevalent Internet standard protocols for email
retrieval. Virtually all modern email clients and servers support both.

IMAP supports both connected (online) and disconnected (offline) modes of operation. E-mail clients
using IMAP generally leave messages on the server until the user explicitly deletes them. This and
other facets of IMAP operation allow multiple clients to access the same mailbox. Most email clients
support either POP3 or IMAP to retrieve messages. However, fewer Internet Service Providers
(ISPs) support IMAP.

E-mail messages are generally sent to an email server that stores received messages in the
recipient's email mailbox. The user later retrieves these messages with either a web browser or an
email client that uses one of a number of email retrieval protocols. While some clients and servers
prefer to use vendor-specific, proprietary protocols, most support the Internet standard protocols
SMTP for sending email and POP3 and IMAP4 for retrieving email, allowing interoperability with
other servers and clients. For example, Microsoft's Outlook client typically uses a proprietary
protocol to communicate with an Exchange server as does IBM's Notes client when communicating
with a Domino server, but all of these products also support SMTP, POP3, and IMAP4.

IMAP allows users to access hew messages instantly on their computers, since the mail is stored on
the network. With POP3, users either download the email to their computer or access it via the web.
Both methods take longer than IMAP, and the user must either download any new mail or "refresh"
the page to see the new messages.

Advantages over POP3 protocol:

e Connected and disconnected modes of operation

e Multiple clients simultaneously connected to the same mailbox
e Access to MIME message parts and partial fetch

e Message state information

e Multiple mailboxes on the server

e Server-side searches

Case-sensitivity for IMAP folders

Although RFC 3501 (IMAP protocol) treats folder names as case sensitive (with the exception of
"INBOX" folder) the actual behavior varies with different servers. Some servers allow case sensitive
folder names, while others treat names differing only in lower/upper case letters to be equal. It may
depend on the platform or file system the server is running on. Moreover, it may even depend on
the folder hierarchy where some parts are case sensitive (eg. personal folders), while others are not
(eg. archive stored on a different file system). RFC 3501 provides no provisions for detecting
whether a server or particular folder hierarchy is case sensitive or not. This all stems from the
original design of the IMAP to work on a variety of existing message stores. It doesn't accurately
reflect the current situation where many IMAP implementations are deployed as cloud services or
where a message store format is dictated by particular server implementation.

Similarly, clients don't always handle case sensitivity correctly. For clients that use the local file
system as folder storage, the case sensitivity of the file system could play a role. Traditional MBOX
or MailDir storage systems will behave as case-sensitive on most Windows systems thus causing
issues when server contains conflicting folder names differing in a letter case.

In eM Client we try to preserve the case of folder names as entered by the user or sent by the
server. However, we do not allow two folders with the same name differing by the letter case to be
present at the same level in a hierarchy. We have to work with a large variety of servers and
interoperate with mailboxes accessed by multiple different clients (including mobile ones). In
addition, we allow offline operation where we cannot immediately get a feedback from a server on



what operations succeeded and which one didn't. This involves many use cases where
interoperability problems could occur if full case-sensitivity was allowed. The number of servers and
clients properly supporting case-sensitivity folder names was deemed so small that we found
supporting it was not worthwhile

POP3 protocol

Post Office Protocol version 3 (commonly known as POP3) supports end-users with intermittent
connections (such as dial-up connections), allowing these users to retrieve email when connected
and then to view and manipulate the retrieved messages without needing to stay connected.
Although most clients have an option to leave mail on server, email clients using POP3 generally
connect, retrieve all messages, store them on the user's PC as new messages, delete them from the
server, and then disconnect.

The fundamental difference between POP3 and IMAP4 is that POP3 offers access to a mail drop; the
mail exists on the server until it is collected by the client. Even if the client leaves some or all
messages on the server, the client's message store is considered authoritative. In contrast, IMAP4
offers access to the mail store; the client may store local copies of the messages, but these are
considered to be a temporary cache and the server's store is authoritative.

SMTP protocol

Simple Mail Transfer Protocol (commonly known as SMTP) is a relatively simple, text-based
protocol, in which one or more recipients of a message are specified (and in most cases verified to
exist) along with the message text and possibly other encoded objects. The message is then
transferred to a remote server using a procedure of queries and responses between the client and
server. To do this a mail client must use POP3 or IMAP. Another SMTP server can trigger a delivery
in SMTP using ETRN.

Either an end-user's email client, a.k.a. MUA (Mail User Agent), or a relaying server's MTA (Mail
Transport Agents) can act as an SMTP client. An email client knows the outgoing mail SMTP server
from its configuration. A relaying server typically determines which SMTP server to connect to by
looking up the MX (Mail eXchange) DNS record for each recipient's domain name (the part of the
email address to the right of the at (@) sign). Conformant MTAs (not all) fall back to a simple A
record in the case of no MX. Some current mail transfer agents will also use SRV records, a more
general form of MX, though these are not widely adopted. (Relaying servers can also be configured
to use a smart host.) The SMTP client initiates a TCP connection to server's port 25 (unless
overridden by configuration). SMTP is a "push" protocol that does not allow one to "pull" messages
from a remote server on demand.

Tip: If you are not sure whether to use POP3 or IMAP protocol, then use IMAP

because of significant advantages over POP3.
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Startup parameters

You can use a number of different startup parameters to simplify your work.
Here is a short overview:

/dblocation PATH

This parameter will determine which folder will eM Client load the main database from. If the given
folder does not exist, eM Client will create the folder and a new, empty database in it. Without this
parameter, eM Client will load the database from the currently set default location.

/localmutex

Use this parameter when deploying the application in a Remote Desktop Services or Terminal
Services environment where accessing global mutexes (short for ,mutual exceptions" in
programming) is forbidden - the application will use local ones instead.

/mailurl RECIPIENT

Use this parameter to create a new message with a pre-defined email address compliant with RFC
6068. Example: MailClient.exe /mailurl "mailto:user@example.org?subject=hello&body=bodytext".

/open PATH

With this parameter you can open any .eml, .msg, .vcf, or .ics file in eM Client.

/newmail

This parameter will open a window to compose a new mail.

/newcontact

This parameter will open a window to create a new contact.

/newevent

This parameter will open a window to plan an event.

/newtask

This parameter will open a window to create a new task.

/importsettings PATH [-s] [-p PASS]

This parameter defines a file which contains eM Client settings and its password, which needs to be
used to import the data. It needs to be an .XML file and can contain application settings, account
configuration, templates, quicktexts, and rules. PATH is the location of the file. The rest of the
parameter options are optional. [-s] stands for ,silent® and means that the settings will be imported
without opening the UI. [-p PASS] is for inserting the password, if there is one protecting the file.

Example: MailClient.exe /importsettings "c:\Temp\settings.xml" -s -p MyPassword

/activate



If this parameter is used on startup, eM Client will try to activate a license. For activation to be
possible eM Client needs to have a LastActivationKey entry in its database with a valid Activation
key. Usually, the LastActivationKey value is set using the /importsettings parameter.
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About eM Client

Company Information

eM Client Ltd. is a young software company on a mission to provide the best desktop email client for
Windows and macOS on the market.

We combine our previous experience with both email and calendaring software to create a powerful,
but easy to use email client.

Contact Information

Email:

Pre-sale support & questions - info@emclient.com
Suggestions - suggestions@emclient.com

Sales Department - sales@emclient.com

Address:

eM Client s.r.o
Théamova 18
Prague, 186 00
Czech Republic
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