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Introduction

This document is an introduction to Thunderbird 2.0 and is written for the University of Hawai‘i (UH)
user with a Windows-based personal computer (PC) and a UH Username. Thunderbird is a free email
program distributed by Mozilla.

POP and IMAP Servers

There are two primary configurations for incoming mail that you can choose when setting up
Thunderbird: Post Office Protocol (POP) and Internet Message Access Protocol (IMAP).

In the POP configuration, mail from the server is downloaded to your computer, and is appended to your
default Inbox. Mail is then deleted from the mail server. Any mail message processing is done locally on
your PC.

If you are using Thunderbird for the first time, or are migrating from another mail program, such as
Eudora, we recommend that you use the IMAP configuration.

Using the IMAP configuration will leave the email on the server. You use Thunderbird to manipulate
your remote Inbox and folders off of the mail server. Messages on the server can be marked as deleted but
they will remain on the server until you purge your deleted messages.
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If you check email from multiple computers, e.g. school/work and home, you should use the IMAP
configuration. Your IMAP mailboxes will be synchronized across multiple computers so your message
status flags, e.g. new, read, replied, forwarded, etc. will be the same when you check mail from the
different computers. If you check email from only one computer, you may use either the POP or IMAP
configuration.

This document is written for the IMAP configuration unless otherwise specified.

Requirements

System requirements to run Thunderbird on a PC can be found at http://www.hawaii.edu/askus/779.
Depending on the amount of mail and/or attachments you receive, you may require more hard disk space
than is minimally required. You also need a UH Username, and your PC must be connected to the
Internet.

Issues

You should consider the following points when deciding whether or not to use Thunderbird:

e Thunderbird allows you to do all the things you normally do in other email programs (read, reply,
forward, save, print, etc.) with a friendly interface.

* Sending and receiving attached documents is easy with Thunderbird.

*  You can check mail from multiple locations and your mailboxes will be synchronized across multiple
computers when you use the IMAP configuration.

HOWEVER...

*  Thunderbird uses resources on your PC, such as RAM and hard drive space.

*  Anyone who has access to your PC could read your email (especially important for POP users who
share a PC with others).

*  POP users: Since your email is stored locally on your PC and not on the mail server, you must backup
and archive your email yourself. If your hard drive crashes and you do not have your Thunderbird
folder backed up, you may lose all your email.

» It is also possible for a POP user to leave mail on the server so that mail can be viewed both by using
Thunderbird and another email program. However, it is the user’s responsibility (both POP and IMAP
users) to maintain the account size. It is necessary that mail is deleted on a timely basis to ensure that
the email account’s quota is not exceeded. Otherwise, the user will not be able to send or receive
email.
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Where do | get Thunderbird?

You may download the currently supported version of Thunderbird from ITS at:

http://www.hawaii.edu/askus/575

Installation

With your copy of Thunderbird and this document, you are ready to install Thunderbird.
1. Close all Windows applications.

2. Locate the Thunderbird installer on your hard drive (or on the device that the installer was saved, if
different than your hard drive). Double click on the installer’s icon to launch the installer.

¥ Mozilla Thunderbird Setup

£
: YWelcome to the Mozilla Thunderbird
Setup Wizard

This wizard will guide vau through the installation of Mazilla
Thunderbird,

1t is recommended that wou close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to rebook your
camputer,

Click Mext o continue,

| Mext = ] ’ Cancel
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3. Click Next. The License Agreement will appear. If you agree with its terms, Choose | Accept. Click
Next.

Press Page Down to see the rest of the agreement,

License Agreement
Please review the license terms before installing Mozila
Thunderbird,

FOR TRAMSLATIONS OF THIS LICENSE IMTO SELECTED LANGUAGES, PLEASE YISIT -~

MOZILLA THUNDERBIRD END-USER SOFTWARE LICEMSE AGREEMEMNT
Wersion 1.1

A SOURCE CODE YERSION OF CERTAIN THUMDEREBIRD EMAIL FIUNCTIONALITY THAT
WO MAY USE, MODIFY AMD DISTRIBUTE IS AVAILAELE TO YOU FREE-OF-CHARGE
FROIM W MOFTHLA.ORG INDFR THE MOZTIH & PLIRLTC | TCFMSE and nkher nnen

IF wou accept the terms of the agreement, select the first option below, You must accept the
agreement o install Mozilla Thunderbird, Click Mext to continue,

(31 accept the kerms in the License Agreement
()1 do nok accept the terms in the License Agreement

WAL PCZTLL A, ORGILICEMSING, =]

< Back ][ Mexk = ] ’ Cancel

4. You will be asked to choose the type of setup you prefer. Standard should be the default. Click Next.

# Mozilla Thunderbird Setup

Setup Type
Choose setup options

Choose the type of setup vou prefer, then click Mext,

(%) standard
Thunderbird will be installed with the most common options.

O Cuskam

You may choose individual options to be installed, Recommended For experienced
users,

< Back ” Mext = ] [ Cancel
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5. The Installer will continue, and Launch Mozilla Thunderbird now will be checked off. Click on
Finish.

Install Complete

Install Complete

Mozilla Thunderbird was succezzfully inztalled.

[¥liLaunch Mozilla T hunderbird now

Click Finigh to complate Setup.

¢ Back Cancel

6. Import Wizard window will pop up. Choose Don’t import anything. Click on Next.

Import Wizard

Import Settings and Mail Folders From

Import Options, Account Settings, Addressbook and other data from;
() Metscape 6, 7 or Mozilla 1.x

() Outlook Exprass
) DOutlook
) Eudora

Mext = ] [ Cancel

Thunderbird will then launch.
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Configuring Thunderbird

You will need to configure Thunderbird for it to work correctly.

1. Immediately after install Thunderbird will launch. If not, click on Start > All Programs (or
Programs) > Mozilla Thunderbird and click on Mozilla Thunderbird.

“ 4

' Internet
|_ Inkernet Explorer

: E-mail
Mozills Thunderbird

Example

@ Set Program Access and Defaults

|l %2 windows Catalog
‘ Wwindows Update

[@ Accessories 3

[@ Games 3
@ McAfes »

[@ Microsaft Office »

tl'..'. Mozilla Thunderbird

- Q Mazilla Thunderbird (Safe Mode)

G Mozila Thunderbird
- @ Skartup 3
@ Internet Explarer

w sy

@ Outlook Express

s :
ot PREmObe Assistance

&) windows Media Player

| 3 ‘Windows Messenger

CULTELTEE B () windows Movie Maker

@| Log ©Fff [6| Turn OFF Computer

Note: If you have other email clients installed, you will be asked whether you want Thunderbird to be

your default mail program. Check the box labeled don’t ask me anymore and click Yes or No,
whichever choice matches your preference.

2. The Account wizard window should show. If not, click on create new account.
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3. Email account should be the default choice. Click on Next.

Account Wizard

New Account Setup

In order ko receive messages, you first need to set up a Mail or
Mewsgroup account,

This Wizard will collect the information necessary bo sek up a Mail or
Mewsgroup account, IF you do nok know the information requested,
please contact vour System Administrator or Internet Service Provider,

Select the type of account you would like ta set up:
©Emall acraunt,
) RS5 Mews & Elogs

) Gmail

O Mewsgroup account

Mext = ] [ Cancel

4. Input your name and UH email address in the blank fields. Click on Next.

Account Wizard [‘S_<|

Identity

Each account has an identity, which is the information that identifies
wou ko okhers when they receive vour messages.,

Enter the name you would like ko appear in the "From” Field of waur
outqoing messages (For example, "John Smith"),

Your MNarme: |

Enter vour email address, This is the address others will use to send
email ko vau (For example, "user@example. net™).

Email Address: |

< Back. l I Mext = l [ Cancel
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5. Choose IMAP for the Incoming server type (you can also leave the default for POP, if you prefer).

For Incoming Server and Outgoing Server, input mail.hawaii.edu. Click on Next.

Account Wizard

Server Information

X

Select the bype of incoming server wou are using,

) pop () IMAP

Enter the name of wour incaming server (For example,
"mail. example. net",

Incoming Server: | mail, hiawaii edu |

Enter the name of wour outgoing server (SMTP) (For example,
"smtp, example.net™),

Cutqoing Server: | miail . hawaii, edu |

< Back l I Mext = ] ’ Zancel

6. Input your UH Username in the Incoming User Name field, if it is not already there. Click Next.

Account Wizard

User Names

X

Enter the incoming user name given to wou by wour email provider (For
example, “jsmith"},

Incorning User Marme: | |

Yaur aukgaing (SMTR) server, "mail. hawaii,edu", is identical to yvaur
inCaming server, your incoming user name will be used ko access it, You
can modify oubgoing server settings by choosing Account Settings From
the Tools menu.

< Back ] [ Mext = ] [ Zancel
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1. Input a label for this email account in the Account Name field. You can use UH Email, as shown in
the image below, or another label you prefer. Click on Next.

Account Wizard

Account Name

Enter the name by which you waould like to refer ta this account (Far
example, "work Account”, "Home Account” or "Mews Account™,

Account Mame: | I Ermail |

< Back. ] I Mext = ] ’ Cancel

8. Then, Congratulations will show, and a summary of your initial settings. If everything looks okay,
click on Finish.

Account Wizard

Congratulations!

Please verify that the information below is correct,

Account Marme: UH Ermnail

Email Address: help@hawaii, edu
Incoming User Mame: help

Incoming Server Mame: mail. hawaii, edu
Incoming Server Type: IMAP

Oukgoing User Mame: help

Qutgaing Server Mame (SMTPY:  mail.hawaii, edu

Click. Finish to save these settings and exit the Account Wizard,

< Back, l [ Finish ] [ Cancel
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9. In the Thunderbird program, click on Tools, then Account Settings.

& UH Email - Thunderbird
File Edit Wiew Go Message BIEEES Help

:‘:‘_ 5 / EI‘J Address Book Chrl+2 ‘}\ o=
Ge.l.:.l":ﬂail T '-.-';.-'rite Address Book, i Tﬁ..u:_.l.d-c:ns Delete I
. all Ealders . , Message Filkers. .. ‘ ~
BIES UH Email | Bun Filters on Folds | UH Email 1

“¢=7 Inbox Run Junk Mail Contrals on Falder
# £J Local Folders Delate Mail Marked as Junk i

Import...
Error Console

Account Sekbings. ..

Options. ..

Accounts

il
L0 '} Wiew setfings for this account

Flge™

o
Q Create a new accolnt

Advanced Features

¥
Unread: 0 Total: 0 I
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10. In the Account Settings, choose Server Settings. Under the Security Settings section, choose SSL.
For POP users, you may wish to check off Leave messages on server in the Server Settings section.

Account Settings

s
Copies & Folders
Composition & Addressing
-OFfline & Disk. Space
-Junk Settings
Return Receipts
-Securiky
[=l Local Folders
Disk Space
-Junk, Settings
Qutgoing Server (SMTP)

Il Server Settings

X

Server Twpe:  IMAP Mail Server

Server Mame: |mail.hawaii.edu | Port: |993 | Default: 993
User Mame: help |

Security Settings

Use secure connection:
) Never () TLS, if avallable (O ILs & 550

|:| Use secure authentication

-~ Server Settings
Check For new messages at startup

Check for new messages every | 10 | minutes

[ clean up {"Expunge"} Inbox on Exit

[] Empty Trash on Exit

Local directory:

I Ci\Documents and Settings\Examplel Application Data'l,Thunderbi Browse. .,

[ Add Account. .. ]
[ Bemove Account ]
[ oK ] ’ Cancel
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11. In the Account Settings, choose Outgoing Server (SMTP). Be sure that mail.hawaii.edu is

highlighted, and then click on the Edit... button.

Account Settings

[=/UH Email
-~Server Settings
~Copies & Folders

]

Outgoing Server (SMTP) Settings

Although vou can specify more than one outgoing server (SMTPY, this is only
recommended for advanced users, Setting up multiple SMTP servers can cause

- Composition & Addressing
Offline & Disk Space

errors when sending messages.

~Return Receipts
Security
(=l Local Folders

Disk Space
- Junk Settings

Junk Settings help - mail.hawaii.edu {Default) add...

Descripkion:

Server Mame:

Fart:

User Mame:

Secure Conneckion;

Add Account...

<not specified >
mmail haveai, edu
1]

help

Mong

[ OK J ’ Cancel

12. In the SMTP Server window, choose TLS and change Port to 587. Click on OK.

SMTP Server

- Settings

X

Description: i
I

Server Mame: | mail. hawaii, edu

~ Security and Authentication -

IUse name and password

Part: |5&7 | Defadk: 25

Iser Mame: | help

Use secure conneckion:

(3 Mo (3 TS, if available ) TLS (T3 SSL

| ok

l [ Cancel ]

Click OK again in the Account Settings window. Thunderbird should now be setup to check your

UH email account.
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13. Thunderbird allows for two different methods of dealing with email messages that you wish to
forward to other individuals. By default, Thunderbird will be configured so that messages will be
forwarded as attachments with an .eml file extension. To change this so that the forwarded message is

sent inline instead, click on Tools, then Options.

& UH Email - Thunderbird =13
Eile Edit View Go Message BGEWEM Help
+ _] Address Book Chrl4-2 L ¥
e . 'AY
Get Mail Write  Address Book Add-ans
all Folders + v MessageFilters.., ~
El=[ut Email] UH Email
= Inbox
L Local Folders
Import,..
Errar Console
Account Settings...
Options. ..
Accounts
Pt
[ " . .
3002 Wiew settings for this account
s
0 Create 3 new accoLnt
us

14. In Options window, click on Composition.
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15. Under the General tab, next to Forward Message, select Inline from the drop-down list. Click OK.

Options

m W e un B

Privacy Attachments

5

Advanced

Auto Save every |5 | minutes

Canfirm when using kevboard shortcut ko send message
wirap plain kext messages at | 72 | characters

HTML

Font: | variable Width v| sizel | mediom v

[ Far messages that contain &-bit characters, use 'quoted prinkable’ MIME encoding

Text Color: [l Backoround Color: [ ] Restore Defaults
Configure text format behavior Send Options...

[ oK ] [ Cancel ]

Importing Mail and Address Books

If you are moving from Eudora, Outlook, or Outlook Express to Thunderbird as your email client, you

can import the address books and locally stored mailboxes and mail folders from those clients to

Thunderbird using the built-in import tool. In order to use Thunderbird’s import tool to move mail

and address books from Eudora, Outlook, or Outlook Express, be sure that you still have the

Eudora, Outlook, or Outlook Express program installed. Once you are done importing the mail and

address books into Thunderbird, you can then uninstall your previous email program, if desired.
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IMPORTING ADDRESS BOOKS

1. Inthe Thunderbird program, click on Tools, then Import....

S UH Email - Thunderbird |L.”E|[z|
File Edit Yew Go Message MM Help
& _] Address Book, Chri+-2
] ™
Get Mail Writs  Address Book || Add-ns
all Folders B >: Message Filers. ..
Eimm . ~old UH Ema'l
=7 Inbox e
[# L Local Folders Delete Mail Marked as Jurk in Folde
[Erm——
Error Console
Account Setkings...
Opkians. ..
i
Accounts
o M‘I—.
2 008 Miew settings for this account
b "
a Create a new accolnt
) Unread: 0 Total: 0

2. Select Address Books and click on Next.

X

Import

This wizard will import mail messages, address book entries, and/or
preferences from other mail programs and common address book
fFarmats inta Thunderbird Mail,

Once they have been imporked, wou will be able to access them from
within Thunderbird Mail andfor Address Book.

Select the tvpe of material to impart:

OH
) Mail
) Settings

Mexk = ] l Cancel
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3. Select the program from which you would like the address books to be imported. Click on Next.

Import &|

Please select the program from which wou would like to import:

Eudaora

Oublook,

Qutlook Express

Text file (LDIF, .tab, .csvw, .bxt)

Eudora mail and address books

l < Back ] L Mek = J l Cancel ]

4. Once the import is done, the import tool will show what address books were found and imported.
Click on Finish.

Import [g|

Addresses successfully imported From Eudora,

Imported. address biook Eudara Micknames
Imported address boaok Test Book.
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W Address Book
File Edt Wew Tools Help

The imported address books should now appear in the Thunderbird address book window.

‘-.ﬁ.l - N t. '/ X [ _,,"T'-' Mame ar Email

Mew Card  Mew Lisk IProp_e}ties Write | Delete

Address Books | Mame Ernail Screen Mame Jrganization
L=|Testz  test@wvah,..
[L=Testd  test@ema...
i =|testing test@msn. ..
|=|Test, .. test@haw,.,

@. Personal Address Book |
W Eudora Micknarnes |
@ Collected Addresses

' card for Testinq Address

work Phone

Display Mame: Testing Address
Mickname: Testing Address
Email: testi@bawaii.edu

<otheremail: =

[» 3

e

i<

5 matches found

Note that Thunderbird does not store the exact same information in address book entries that other
email clients might, so there is a chance that some of the address book entries may not look identical

to the corresponding entries in the previous email client’s address book.

IMPORTING MAIL

1. In the Thunderbird program, click on Tools, then Import....

& UH Email - Thunderbird

File Edit YWew Go Message M= Help
[ (1{‘. 5 / gﬂ . address Book. Chel+2 . }/\
Get Mail Write  Address Book, | Add=ons
all Falders " ,: Message Filkers...
= Dm . | ] U H Ema il
= Inbox

[* E4 Local Folders De ] arked as Junk in Folder
I
Error Console

Account Settings. ..

Options...

-

Accounts

oIy

5 " . .
203 view settings for this account
s

g Create a new account

Unread: 0

Tokal: 0
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2. Select Mail and click on Next.

]

Import

This wizard will import mail messages, address book entries, andfor
preferences from other mail programs and common address book,
formats inko Thunderbird Mail,

Once they have been imported, wou will be able to access themn From
within Thunderbird Mail andjar Address Book.

Select the type of material bo import:

(7 Address Books

(") Settings

[ Next = l [ Cancel l

3. Select the program from which you would like the locally stored mail to be imported. Click on Next.

Import &|

Please select the program From which wou would like bo import:

Communicakor 4,x
Eudora

Outlook,

Outlook Express

Import Local Mail From Communicator 4.,

< Back l I_ Mext = J [ Cancel
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4. Once the import is done, the import tool will show what local mail was found and imported from the

program you selected. Click on Finish.

Import [g|

Mail was successFully imported Fram Eudara

Mailbox In, imported 7 messages

5. The imported mailboxes and mail folders should now appear in Thunderbird under a local folder with
the name of the email client from which you just imported the mail.

& Eudora Mail - Thunderbird

X

B

|2

File Edit Wiew Go Message Tools Help
r’_f: i / L‘JJ = ¥ - X
Fet Mail wiite  Address Book Reply Reply 8l Forward | Tag Delete
Al Folders « v ||l | O] subject &4 Sender M| Date =
= [=] UH Email '
=7 Inbox
= LF Local Folders
# Unsent
7 Trash
=] IR dora il
In 4
1) Junk
1 ou Welcome to Thunder
|l Trash . . .
ozilla's Thunderbird email
application is more powerful than
ever, It's now even easier to
organize, secure and customize
your mail.
[ 2
Unread: 0 Tokal: 0

Note that Thunderbird may not store emails in the same format as other email clients, so you may
notice some differences in the display of some of the imported mail.
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Using Thunderbird

Launch Thunderbird by clicking Start > All Programs (or Programs) > Mozilla Thunderbird and click
on Mozilla Thunderbird.

Thunderbird is made up of a menu at the top, a tool or icon bar, and left and main panels.

& UH Email - Thunderbird
F

File Edit Wew Go Message Tools Help

&./ W 2 @ 6. X S | @
Gek Mail Wirite  Address Book e 2ply. £ 0 i Ta T

All Folders | h d b' d 'I _I -
ET=]UH Email Thunderbird Mail - UH Emai
¢= Inbox ’
7 Trash Email
I} backup
Wil suaredbant ens | Read messages
|1l Deleted Items LA
"l Drafts e
[} Junk E-mail / F| Write a new message
|| saved-messages
1l Sent
LD Test Accounts
# 4 Local Folders

k Wiew settings for this account

0 Create a new account

Advanced Features

/Cj' Search messages

A I';J Manage message filters
\
Manage folder subscriptions

f Offine settings

CHECKING FOR MAIL

1. In the Thunderbird tool bar, choose Get Mail.

s u.LBX

le  Edit Wiew

*_ ./

et Mail Write

A window asking for your password will appear; type your password and click OK.
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2. Your email folders will be listed in the left panel. In the main panel, click on Read messages.

- = )
& UH Email - Thunderbird M [=(E3
File Edit Wiew Go Message Tools Help
= L
F‘ft ] i / LQJJ 4 e A~ i\ =
Gek Mail Write  Address Book Reply  Reple &l Forward | Tag Dielets
&l Folders L . &
B s trol .| Thunderbird Mail - UH Email
sep=7 Inbox T .
7 Trash Email
|| backup B
il Seiggec Biank amal ] Read messages
il Deleted Ttems
| Drafts 2
1| Junk E-mail // | Write a new message
| [} saved-messages = o
)l Sent
LA Test Y1 _Accounts 2

3. The main panel will split into a top and bottom half. The top main panel will list your new and read
emails. Choosing an email by single clicking on it will display the contents of the email in bottom
half panel or the Preview Pane.

= Inbox for. helpehawaii.edu - Thunderbird

File Edit Wew Go Message Tools Help

./ B |3 B & 0 X 6 .

- b ¥ . -
Get Mail Write  Address Book | Reply  Reply Al Forward Tag Delete Junk Print
all Folders « v || E! & O subject &4 Sender M| Date ~ B
[= =] UH Email Subjec G help :
=7 Inbox
7 Trash
| ]} backup

EI'—'_' 4 2 bank il = Subject: Subject goes here

1| Deleted Tkems
" From: help
Date: 2:18 PM

To: help@hawaii.edu

|| Drafts
L Junk E-rmail

| ]} saved-messages t
=1} Sent Thiz is the message body.
I} Test
# I3 Local Folders

Unread: 0 Takal: 1
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4. In the email list within the main panel, a closed envelope next to the subject of the email means the
email is unread; an opened envelope means it has been read or displayed in the preview pane. Also,
by double clicking on an email in the list you can open the email message in a separate window.

& Subject goes here - Thunderhird

Fle Edt Wew Go Message Tools Help

— — - =
& ./ § F @ & 0 X &6 &.6. 9.
Get Mai Write  Address Book Reply  Reply Al Forward Tag Delete Jurik. Prink
= Subject: Subject goes here
From: help
Date: Z:13PM
To: help@hawai.edu

This is the message hody.

SUBSCRIBING AND UNSUBSCRIBING TO IMAP FOLDERS

When Thunderbird is setup to use IMAP to connect to the mail server, all of the mail folders that have
been created within your account on the mail server will display by default. Thunderbird allows you to
hide any of these mail folders by unsubscribing to those IMAP folders. Doing this is particularly useful if
you have a large number of mail folders stored on the mail server, but only need to access mail from a
few of the folders. By unsubscribing to the unnecessary mail folders, you can reduce the number of
folders listed in the left panel, while also speeding up the synchronization that happens between the mail
server and Thunderbird, since fewer folders would need to be checked and updated.
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1. Highlight the account name in the left panel of Thunderbird. In these instructions, the account name

would be UH Email. Click on Manage folder subscriptions in the main panel.

& UH Email - Thunderbird

File Edit ‘iew Go Message Tools Help

3 o | | «
[/ - _,/ LJ] i i ' L ‘>\
Gek Mail wiite  Address Book Reply  Reply Al Fopward | Tag
&l Folders "
B Advanced Features
¢ Inbox
] Trash
[[} backup /C' Search messages

B L]} buaged blank emad
[ ]l Deleted Ttems —
[]| Drafts i‘u"’ Manage message filters
1} Junk E-mail
| Il saved-messages L
DT Sent Ly Manage folder subscriptions
S| o
L) Test

# I Local Folders S’“ ' Offine settings

EEX

)

<

2. In the Subscribe window, you should see a listing of all the mail folders within your account on the
mail server. If you do not see all the folders, click on Refresh. Uncheck the checkbox next to the
folder name to unsubscribe from the mail folder. You can also check a checkbox to subscribe to a

folder if the folder was unsubscribed to previously.

Subscribe fz|

Account: | LH Email “

|-y Sent Items

ey

|y Sent-apr-2005
| Sent-apr-2006
| Sent-aug-2004
| Sent-aug-Z005
| Sent-aug-Z008&
|y Sent-dec-2005
|y Sent-dec-2006
| Sent-feb-2005
|y Sent-feb-2006
|y Sent-feb-2007
| Sent-jan-2005

OoOoOoOoooododrE
|

I 0K l [ Cancel
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REPLYING TO A MESSAGE

If you want to reply to the message you are reading, go to the tool bar and click on the Reply icon.

=

Reply

A new window will open, with the text of the message you are replying to included in the reply and
designated by lines on both sides of the text. The email address of the person who sent you the message
will be filled in for you on the To: line. The subject line will consist of the original message’s subject line
prefixed with Re: to denote the message is a reply.

8% Compose: Re: Subject goes here

File Edit ‘Wew Insert Format Options Tools  Help

= & *. 0.0 ..

Send Contacks  Spell Attach  Security Save
From: | help <help@hawai.edu> - UH Emsi v |
b To: | [25] help@hawaii, edu

Subject: |Re: Subject goes here

| Body Text v| | wariable width v -I‘ AAIB TU|E-EE | =SSO

help wrote:

| This iz the message body.

g

Tip: If you want to reply to all of the recipients of the original message, click on Reply All instead of
Reply from the tool bar.

@

Feply All

The cursor should have changed to an I-bar. Move the cursor to the part of the message window where
you would like to start typing and click. Type your message. When you are ready to send the message,
click on the Send button. If you decide not to send the message, simply close the message window.
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SENDING A NEW MESSAGE

To compose a new message, go to the tool bar and click on Write.

J

\Write

A blank message window will appear. Your email address will automatically appear in the From: line.

8% Compose: (no subject)

File Edit  \iew Options  Tools  Help
— f=] abg [ 4
LT‘P ~ N M & Ig i b
Send Contacks pell Attach  Security Save

EEX

From: | help <help@hawaii.eduz - UH Emai

Subject: |

%

The cursor should be positioned on the To: line. Type the email address of the person you wish to send
the message to on this line. If you wish to send the email to more than one person, separate each address
with a comma, or hit Enter to go to the next line to enter another address. You can also click on the arrow

next to the To: to change it to CC: or BCC:

Press the Tab key to go to the Subject: line. You can also click inside of the Subject: line box to get there.

Type the subject of your message there.

Press the Tab again to go to the body of the email and type your message. You can also click inside of the

email body and then type your message.
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FORWARDING A MESSAGE

To forward a message to someone, click on the message in the main panel or double click on the message
to open it in a window. Then, go to the tool bar and click on Forward.

Faorward

Another window will appear, and you will have to fill in the To: and Subject: lines, just as you would for
a new message. You can also edit the message you are forwarding, or add in additional text. When you
are finished, click on the Send button.

DELETING MESSAGES

Highlight the message you want to delete in the main panel, then right click and choose delete message
from the menu.

& Inbox for help@hawaii.edu - Thunderbird

File Edit Yew Go Message Tools Help

& . / N E W &0 X & = . .

=3 b »
Get Mail Write  Address Book Reply  Reply Al Forward Tag Delete Junik, Print Back.
All Falders « v || Bl | O subject &4 Sender M| Date v B
= [=] UH Email B e -
: Open Message in Mew Window
=7 Inbox
1 Trash Reply to Sender Onily
/ I} backup Reply to Al
[+ ' Bugged biank emalf | Forward
+ | ]} Deleted Items = Subject: Subject goes here Edit &5 Mew, .
_[| Drafts From: help
1 Jurk E-mail Date: 2:18FM Move To v
| saved-messages To: help@hawai.edu Copy To 4
S Sent — Mowve to "backup” Again 1
j Test This is the message body. Tag N
# £ Local Folders Mark 4
Save As...

Prink Preview
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The deleted messages will go to Trash in the left panel. To permanently delete the messages in Trash,
right click on Trash and choose Empty Trash.

Note: Email will not be completely deleted from the server until you choose Compact Folders from the
File menu or close Thunderbird.

= =] UH Email
= Inbo
0 =
l backl  Cpen
B[] bugg  S=arch..,
| Delet Subscribe. ..
U} Draft  Copy Folder Location
U Jurk
1| save
iy 3ent Compact

[ Test Mark Folder Read
1+ 3 Local Fy

Mew Subfalder, ..

Empky Trash

Favorite Folder

Properties. ..

PRINTING MESSAGES

Highlight the message in the main panel, then click on the Print icon in the tool bar.

Prink
Attachments

Warning: Viruses are often spread via email attachments. If you receive an attachment from a sender you
don’t recognize, it is best to delete the message and the attachment. Do not open or preview these
messages. If you receive an attachment unexpectedly from someone you know, it is best to scan the
attachment for viruses first before opening it.

You may want to send files, such as spreadsheets, letters, memos, or documents, to other people via
email. To do this, you need to “attach” the file to an email message. You may also receive “attachments”
from other people. Thunderbird enables you to send and receive attachments with relative ease.
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When you attach a file to an email message, you need to consider:
e  Whether or not the receiver has the application you are using

For example, if you want to send someone a Microsoft Word file, you need to make sure that the
receiver has a way of reading the Word file, either with Word, or an application that can open Word
files, such as WordPerfect. If the person does not have anything that can open a Word file, you may
have to save your Word document in a format the person can open (e.g. text, RTF).

e Which email client the receiver is using

If the receiver is using one of the ITS supported email clients, you should not have any problems with
the method described in this document. However, the receiver may be using another client that has
not been tested by ITS. If so, you may have to do some experimenting to find the best way to send
attachments to that person.

e The encoding method you use to send the file

Most files, such as spreadsheets or memos, are in binary format. Email can only interpret text files.
Files will need to be “encoded” (converted from binary format to text format) before they can be sent
via email. There are several encoding methods; the standard encoding for Internet mail is called
MIME (Multipurpose Internet Mail Extensions). The ITS supported email clients all support MIME
encoded attachments and all will automatically encode the attachment for you.

e The size of the attachment
In general, do not send large email attachments. The recipient may have trouble downloading a very
large attachment if they are using a slow connection to the Internet, such as dial-up. The maximum
attachment file size that you can send via the UH mail server is 20MB (Note: This is the size after
encoding).

In light of these considerations, check with the receiver beforehand regarding the application software,

email system, and encoding scheme available to them. If you do send an attachment, send it with these

considerations taken into account and inform the receiver in the accompanying email message, about
1) The type of file being attached.
2) The encoding scheme being used.

SENDING ATTACHMENTS

1. Create a new message (or reply to an existing message) and type your message as you normally
would.

2. To attach a document, go to the tool bar and click on the Attach icon.

g .

Attach
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3. A dialog box will appear. Locate the file you want to attach, and then click on Open.

4. The attachment’s name should now appear in the Attachments box to the right of the message.

Thunderbird will encode the attachment when you send it.

8% Compose: test attach

File Edt View Insert Format  Options Tools  Help

5| O %.0.8.F.

EEX

Send | Conbacts  Spel Attach  Security Save

From: |help <help@hawai.eduz - UH Email v| Attachments:
||| [E] attach.txt

N TDE_l.L:

Subject: | test atkach i

| Baody Text vl | Wariable Width

v M- A BT U|EEE]

RECEIVING ATTACHMENTS

If someone has sent you an email with an attachment, it will have a paper clip icon next to the message in

the main panel.

0 Subject
= | Re: test attach

Getting Started with Thunderbird 2.0 WIN1043

Page 29



Also, when reading the email message, the attachment file name will be displayed at the bottom of the
message window, immediately following the message body.

& Re: test attach - Thunderbird

File Edit Wew Go Message Tools Help

. /7 8 1B @ §J 0 X 6 &

ek Mail Write  Address Book Reply Reply All - Forward Tag Delete Ju_nlk Priﬁt
= Subject: Re:test attach
From: help
Date: 3:15PM
To: help@hawai.edy
help wrote: i
ot

attach.bxt

To open the attachment, double click the attachment file name at the bottom of the message window. A
message box will ask you to choose the program to open the attachment with or, if it is a commonly used
file format, the corresponding program will open the attachment automatically.

You can then Save the file somewhere on your computer so you can access it again later.

Quitting Thunderbird

When you are finished with Thunderbird, you can exit the application by going to File and selecting EXit.
If your mailbox is large, it may take a few minutes to close Thunderbird.

Getting Help

For additional assistance, please phone the ITS Help Desk at (808) 956-8883,
send email to help@hawaii . edu, or fax (808) 956-2108.
Neighbor islands may call the ITS Help Desk’s toll-free phone number at (800) 558-2669.

Or see the ITS web site at http://www.hawaii.edu/its
The ITS walk-in Help Desks are located in
Keller 105, Keller 213, the Sinclair CLIC Lab, and the ITS Hamilton Lab on the UH Manoa Campus.

The University of Hawai‘i is an equal opportunity/affirmative action institution.
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