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Using Webmail – Basic WorldClient Features 
 

WorldClient’s appearance can be customized by selecting from twenty-seven 

languages and four design themes. 

 

 
 

 

Click on the column headers to sort mail by sender, subject, date, size, or follow-up 

flag status. 
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Follow-up flags help you keep track of important messages. 

 

 
 

The “Mail actions” toolbar allows you to easily create new messages, appointments, 

contacts, distribution lists, tasks and notes. 

 

 
 

 

The message preview pane can be repositioned or hidden. 

 

 
 

 

  



Page | 4  

 

6105 Blue Stone Road – Suite F | Atlanta, GA  30328 | 404.303.0330 |decisiondigital.com 

Manage Email, contacts, calendar, tasks, and notes directly from WorldClient. 

 

 
 

 

Choose Options to customize your email experience 

 Personalize: Customized the appearance and operation of your account 

 Compose: Customize the appearance and operation of email composition 

 Email Templates: Create pre-written email text messages and responses 

 Autoresponder: Manage your autoresponder settings 

 Folders: Creates and manages your personal email folders (see below) 

 Filters: Setup rules to automatically handling inbound and outbound emails 

 Calendar: Customize the operation and settings of your calendar 

 Columns: Managed the columns displayed in different views (see below) 

 World Client Instant Messenger: Built in private IM client 

 

Choose Options-Folders to access the Folder view. From the folder view, you can: 

 Create, share, rename, and delete folders 

 Calendars can be shared with others as well as imported and and exported 

 Calendar data can be imported and exported.   
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Choose Options-Columns to personalize your inbox layout by enabling, disabling, 

and rearranging columns. Use your mouse to drag columns to their new locations. 

 

 
 

Choose Options-Filter to access and setup highly customizable filters provide 

flexible mail sorting options. 
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Choose Options – Compose to access the on-demand and automatic spell-check 

options. 

 

 

 
 

Here you will also find settings to change your message composition between  

HTML or plain-text. . 

 

 
 

You will also find easy access to mail forwarding configuration. 
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Choose Options – Autoresponder to setup and configure your autoresponder 

 

 
 

Change your password by selecting Options-Personalize 

 

 
 

Entering a new password. 

 

Click Save complete 

 

 


