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About This Document 
 
This document is intended to be a quick reference guide to follow for administering email 
accounts via InterVelocity Webmail.   Please refer to any other topic specific documentation 
as needed. 
 
 
Login to WebMail 
 

• Open a web browser and go to www.intervelocity.com 
 
 

 
 
 

• Click the IV Webmail button in the upper right corner. 
 
 

 
 

• Enter your admin ID and password and click Log In 
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Using Webmail 
 

• Upon successful login you will see this screen: 
 
 
 

 
 
 
 
 

• The main menu bar will allow you to perform email functions, ie read and send email 
right from the web.  The dropdown menu in the upper right corner. 

 
 

 
 
 
 
User Administration 
 

• Select User Administration from the –ADMIN OPTIONS- 
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• On the user administration screen you will see a list of all current users.  From here 

you can add, remove, modify, or change passwords for an account. 
 
 

 
 
 
 
 
Add User 
 

• From the user administration screen, click the Add button 
 
 

 
 

• Enter the requested information and click Save.   
• Leave the default attributes. 
• When choosing a password, mixing lower and uppercase letters and numbers of 6-8 

characters will provide greatest security.  Never ever use the User ID as the 
password! 
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Changing Password 
 

• To change a password, select the user from the list on the user administration screen 
and click Change Password. 
 

 

 
 

• Type in the new password and confirm then click Save. 
• Remember, the password is there to protect you and the rest of the internet from 

malicious attacks.  It cannot be stressed enough that the password should be difficult 
to compromise.  6-8 characters, a mix of numbers, capital, and lower case letters is 
highly recommended.  Never use the User ID as the password! 

 
 
Deleting a User 
 

• To delete a user, select the ID from the user administration screen and click Delete.  
When you are asked to verify click OK. 

 
 
 
 
Alias Administration 
 

• Select Alias Administration from the dropdown menu 
 

 
 
 
 
 
 
 



 5 

 
• On the alias administration screen you will see a list of all current aliases.  From here 

you can add, display, modify, and delete alias addresses. 
 

 
 
Add Alias 
 

• From the alias administration screen, click the Add button 
 

 
 

• Enter the Alias ID in the Alias ID field and enter the addresses in the destination 
field.   
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• To modify an alias, select the alias from the alias administration screen and click 
Modify. 

 

 
 

• Here you can add new destination addresses to the destination field.   
• Note that this is the same screen you see if you select the alias and click Display 

only you can’t edit the fields. 
 
 
Deleting and Alias 
 

• To delete an alias, select the alias from the alias administration screen and click 
Delete.  When you are asked to verify click OK. 

 
 


