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Thunderbird Email Client

This presentation will look at how to set up
and use Moazilla’'s email client called

Thunderbird.

— System requirements

— Installing Thunderbird

— Setting up access to Email accounts
—Normal use

— Other features



System Requirements

Windows 10:

* 7,8,10, Server 2000R2

* 200mb hard disk

* 1gb ram!
MAC

* OS X>10.9

* 200mb hard disk

* 512mb ram
LINUX/GNU

» See www.thunderbird.net
Smart Phone/Tablet

* Not available



Installation

Download from the Moazilla site.

Mozilla has recently create a subsidiary with their
own Website — thunderbird.net.

The mozilla.org will forward you here is you use
the ‘Download’ option.

Go to thunderbird.net in your browser and use the
‘Download’ option to get the program. Install it
by double clicking on the downloaded file.

NOTE There is ‘currently’ no 64 bit version of
thunderbird for Windows.



Installing

There is no reason to change any of the
installation options, just accept the defaults.

Once installed, | prefer to ‘pin’ the app to the task
bar. This means that you can ‘open’ thunderbird
by simply clicking on the thunderbird icon:




Setting up an email account

If you have just installed Thunder bird then this
process will be started automatically

Otherwise right-click on any account name (in
bold) on the left of the display and select
‘Settings’. Then select ‘Add Mail Account’ from

n

Account Settings
(%, Inbox - U3A
v - L3R " I
'-I-' Get Messages | & Write ~ Server Settings )
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lunk Settings
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s Inbox Retum Reoripts
— Security
|| Drafts v = Pele
LEL Sent Sprver Settings
Aecount Acbons -
v = Archives — : .
L-é.l Add Madl Accournt <———/ Left CIICk
2007 Add Chat Account...
2018 fdd Peed Account..,
2019

2| Deleted Rermove Acoount



Conﬂgure account

Enter your name as you want it to appear

in front of your email address

Enter you email address

Your name: | First Last | Your name, as shown to others
! Email address: | you@example.com | Your existing email address |
Get a new email address... |
Password: | word |
Rememberpassword

| | Manual config
i

Enter the password for the account. If you

Continue Cancel

Your name:; | a

| Your name, as shown to others

Email address: | b@c.d

Paszsword: | L

Remember password

Thunderbird failed to find the s

Select
IMAP or

ings for your email account. P O P2

tick ‘Remember Password’,
Thunderbird will remember it and you
never need to enter it again (unless you
change it! Beware it is possible to view
all the the passwords!

The ‘Manual config’

| Your existing email address Double check this email address! button just ShOWS

the form on the left.

If you click ‘Done’ or

o ‘Re-test’,
Server hostname Port 551 Authentication . .
Incoming: | IMAP |-C-E| | Auto “ | | Autodetect “ | | Autodetect W Thunderblrd WI”
Outgoing: SMTP .. ~ | Auto ~ | Autodetect ~ | | Autodetect ~ attempt tO Slgn In
Username: Incoming: |I;:| | Outgoing: b | and Wl” te” you |f |t
fails.

Advanced config

Re-test Done Cancel



Configure Account 2

If the Test doesn’t work then you must change some of the values:

Most of the information should be available on the website where
the email is hosted. In many cases there will be specific
information about configuring Thunderbird.

However, | have found that they are sometimes incorrect. If you
are sure that you have the correct email address and password
then it may be necessary to contact customer support.

In practice, it is almost never necessary to change the
Username(s)

What settings do | need for my mail client or device?

1. Username — this is your full emaoil address

2. Password — your chosen email password

3. Incoming mail server IMAP or POP3: mail. uwclub.net
4 Incoming port IMAP: 993 or POP3: 995

5. Outgoing mail SMTP server: mail. uwclub.net

6. Outgoing port SMTP TLS: 587 or S5L: 465

7. Make sure that your security settings are set-up to enable TLS (or S5L if not available)



Configure Server Settings
The receive settings can be changed

Server Type:  POP Mail Server here .

Server Mame: |mai|.u3adacu:urur‘r1.u:urg | Bort: 110 1| Default: 110

User Mame: |database@u3adamrum.urg | If pOSSIble use STARTTLS or SSL/TLS
and not ‘Normal Password’

Security Settings

Connection security: | None ~ When to check for messages is up to
Authentication method: | Password, transmitted insecurely w you ]

Server Settings Unless you are on a very slow link or
i Checkcfornew messages o sorup have huge attachment to receive
[] Check for new messages every 10 % minutes

then automatically download them

[] Automnatically download new messages
[] Fetch headers anly

If you leave the messages on the

Leave MEssages on Senfer

Aforatmost | 1412)] days server, they can be received by other
4 Until | delete them devices, obviating the disadvantage
of using POP3.
Message Storage
4 Empty Deleted folder on Exit Adienced.. By emptying the Deleted folder on exit,
Message Store Type: | File per folder (mbo) it will never get very large but you

Local directorny:

can easily ‘'undo’ a delete before you
exit

D:\PeterAppData\ Thunderbird'Profilesiwj3i2 3cs.default\Mail\ L34 Browse...




Configure Server Advanced

The Advanced Account Settings allows more than
one email address to share the same Folders
and will not have a separate section in the main
display.

| Advance d Accoun t Settings >

For accoun t "Peter LIW"

When downloading mail from this account's server, use the following folder to store new messages:

Inbox for this account
Inbox for different account Choose Accoun t..

Include this server when getting new mail

QK Cancel




Configure Other facilities

* Copies & Folders shows where to put Sent messages,
archives and templates

* Composition and Addressing shows various
composition and addressing options

* Junk shows various options for identifying spam and
junk

* Disc Space has controls for limiting the amount of disk
used

* Return Receipts has options for setting receipt
requests. In practice Return Receipts has Little
practical value.

* Security has some very technical options



Outgoing Email Configuration

Account Settings

v = USA
Server Settings
Copies & Folders
Compaosition & Addressing
Junk Settings
Disc Space
Return Receipts
Security
» = Peter BT
» = The Bushills
¥ L= HED
» L= jim@englishmiscellany...
» L= Historical Dance
» L= webmaster@englishm...
» L= Peter UW
¥ L= thebushills@uwclub.net
» = EM
» L= Webmaster
» L= u3awalking@uwclub.net
> B | ocal Folders
4l Outgoing Server (SMTP)

X

When managing your identities you can use a server from this list by selecting it as
the Outgoing Server (SMTP), or you can use the default server from this list by
selecting "Use Default Server”,

peter.bushill@uwclub.net - smtp.uwclub.net (Default) Add..
Walking Group - mail.uwclub.net —
BT Mail - mail.btinternet.com =
database@u3adacorum.org - mail.uladacorum.org

EM - smtp.ukservers.net Remove
181 - auth.smtp.cneandone.co.uk Set Default

BT Mail - mail.btinternet.com

ET Mail - mail.btinternet.com
webmaster@hertsearlydance.org.uk - mail.hertsearlydance.org.uk
Virtualnames Mail - smtp.ukservers.net

Virtualnarmes Mail - smtp.ukservers.net

thebushills@uwclub.net - smtp.uwclub.net

Account Actions w

Details of selected server:
Description: <not specified=
Server Name: smitp.uwclub.net
Port: 25
User Name: peter.bushill@uwclub.net
Authentication method: MNormal password
Ceonnection Security: STARTTLS

Cancel

The configuration for outgoing
messages is separate from the
Incoming.

This is available in ‘Outgoing Server
(SMTP)'. This shows the names
of ALL of the outgoing
configurations. It should be
obvious which of them is
associated with which Email
address.

The ‘Edit’ button allows changes to
be made to an individual
outgoing definition.

| don’t know what ‘Default’ means!



Normal use

The ‘normal’ page (reduced to be visible) looks like:

.] Eil

Edit Yiew Go Message Eventsand Tasks Tools Help

‘Main Menu = |-

==

‘Account’
(Email
Address)

Folder
associated
with that
address

Ein

Inbox - Peter BT

) Get Messages  w # Write QChat

All Folders
A UIA

i, Inbox
|=| Drafts
Sent

v Elh. Archives

2017

2018

2019
2 Deleted

v & Peter BT

,E, Inkbox

|| Drafts

Sent

k@_. Archives

@ Junk

2 Deleted
Geocache (87)

v L=< HED

.Q'. Inkore

= O X Selection
:
Actions
.&AddressBDDk Q)Tag v Yo
Y| R R DD i
-
t* % [l e Correspondents @ Date ¥ Size Cw
Mews 04/06/2020,... 12.1 kB ™
Morman Parkyns 20/05/2020,... 11.3kE EmaI|S
Morman Parkyns 20/05/2020 |n
Metro Bank 20/05/2020,... 383 kB
¢ Dawn Skye 19/05/2020,... 10.9 kB Selected
Sally Woodward 19/05/2020,.. 29KB _ Folder
ply - Forward (5 Archive ¢ Junk m Delete = More v

From Mews < 16ablake@q3academy.me> 1F SeleCted

Email
Actions

subject Re: U3A Message 04/06,/2020, 02:35

To Me <peter.bushill@btinternet.com> W

Take action before Friday

View article ’

Selected
Email
Preview

2d263fhedbe04aladelees?bac5e?9ed

W W

Unread: 0 Total: 993 [ﬂ] Today Pane ~




Account Folder List

The list consists of the "Accounts’ (in

practice the (groups of) Email
e addresses. They are in BOLD.

For each ‘Account’, the list of folders
belonging to that account. This list can

be contracted by clicking on the arrow
Sl next to the "‘Account..
(&1 Archives

By clicking on a folder, the information
on the emails in that folder will be
shown in the ‘Emails in Selected
Folder’ section of the display.



Emalls in Selected Folder

t* [l Subjec A ®® From ¢ Date
1] Reference #126686764: ¥... cleverbridge / Acronis 3122017, 1203 561 kB ~
Refund frem E121 RETAIL... service@paypal.co.uk <service@... 16/07/2018, 15:05 165 kB
Refund Successful Yirgin Trains 17/07/2018, 09:14 8.2 kB
' Re: Register - no register! Alistair Drurnmon d 03/05/2019, 1217 315kB
Rehearsals Malcolm Gibbs 2370452018, 1751 4.3 kB
Re: Rejected meter readi... Your Cuery - Tonik Energy 23/06,/2020, 13:49 7.0 kB "

The list of emails in the folder will be shown, the columns
which are displayed may be changed by right clicking
In the header line.

By clicking in the column heading, the emails may be
sorted using that column atlernately ascending and
descending.

A click on an email will show the email in the small
‘preview’ section on the display. A double click will put
the email into full page view. (After this Thunderbird
itself can be closed).



Email Preview Area

Your Query - Tonik Energy <hello@tonikenergy.com= W ©) Reply ~ Forward (& Archive @) Junk mDElEtE More v

Re: Rejected meter reading. Your ticket is #274635 23/06,/2020, 13:49
Jim Bushill
E8 To protect your privacy, Thunderbird has blocked remote content in this message. Options X

]

Thanks for getting in touch
We are lettina vou know that we have received vour email safe and sound. To save fillina-up vour inbox. we will onlv ¥

The Preview shows information about the email (sender, subject,
date and time, who receives it). If the email has been ‘cc’ed, the
whole list will be shown (can be seen if the list is too long.

Also a list of action buttons is shown, this may change if the email
was sent to a list of recipients.

Th ‘yellow’ bar will be shown if the email includes access to the
internet. In this case one of the options is to allow access and
the ‘whole’ email will be shown.

Clicking on the email will show it in full page mode.



Below the Preview Area

Geocache (87) Earn £10 for each friend you refer
v = HED

s

() Inbox Recommend Now
|| Drafts

Sent

2 Deleted

v & Peter UW v @J 2 attachments

& Inbox

nnnnn
http://www.acronis.com/en-gb/promotion/referral/

If there are attachments, they will be shown at the bottom of
the Preview area. The list may be expanded by clicking on
the down arrow.

AKD-73660268406.pdf 90.8 kB Generi

LT

Right clicking on the ‘attachment(s)’ will allow all the
attachments to be saved.

Clicking on an individual attachment will allow that one to be
saved or opened.

If you ‘hover’ over a redirect button, the URL will be shown at
the bottom left of the page.



Selection Actions

< [ Unread 'i::fStarred &Cnntact © Tags @J Attachment

The selection action buttons allow the list of
emails in the folder to be limited to those with
specific attributes.

Most should be obvious but ‘Filter These
Messages’ needs some explanation:

Any text entered here will be compared against
the emails.

You can select one or more from: sender,
recipients, subject, body.



Quick Action Buttons

"-I-'Getl"-ﬂessages v & Write v ) Chat aﬁiddressﬂnnk Q) Tag v | W Quick Filter =

Get Messages — obvious. But note that clicking on this button
will only get emails for the current ‘Account’. The “pull
down’ allows ‘All messages’ or selection only an individual
Email address.

Write — start a new message. By default from the current
‘Account’s main email. (This can be changed.)

Chat — | have never tried this
Address Book — open the address book
Tag — apply an ‘importance’ tag value to the current email.

Quick Filter — Hides or displays the Selection Actions toolbar



Write emaill

Write: Re: Reference #126686764: Your order of Acronis's products -..  — O >
erte File Edit View Insert Format Options Tools Help AttaCh
Opt|0ns A Send A Spelling ~  flh Security v [£) Save v [@J Attach | v
From:  Peter UW < peter.bushill@uwclub.net> Feter UW v
Ta:  cleverbridge / Acronis <no-reply@cleverbridge.com:s Ttl
: ite
Addressing
Subject:  Re Reference #126686764: Your order of Acrm'spr%
BodyText Variable Width v B N A AT -
3 MY A A HAeee | Formatting
A
On 31/12/2017 12:03, cleverbridge / Acronis wrote: Original
Emal
Earn £10 for each friend you refer (if any)

This page is shown when a Write action, Reply or Reply All etc. is used

Anything that is entered here will be saved in the ‘Drafts’ folder for the Account. If the
Send fails, Thunderbird is closed, the email may be continued by double clicking on it.
This is also true if the send if ‘closed’ although there is an option to discard it. The ‘Save
button gives other possibilities

Security is a bit technical and is largely irrelevant.



Write Email Addressing

The sender is pre-filled from the Account where the write was
initiated. However, you can click on the value set and you cane
select form the full list of the possible addresses.

The line(s) underneath contain the list of recipient addresses. Just
start typing and a list of addresses in your address book with
matching strings will be display and you can select one. Using
‘enter’ will take you to the next address to be entered; using tab
will take you directly to the Subject line. You can also putin a
completely different address.

To the left of each address you can select from “To’, ‘Cc’ or ‘Bcc'.
You can also select ‘Reply to’ which will mean that any reply will

go to that address. (Not all Isps will accept this).

You can configure that all messages sent to a list of
addresses or ‘group’ from an account will be sent as a ‘Becc’
or ‘Cc’. This is in the ‘Copies and Folders’ configuration.



Write emalil cont

When sending messages, automatically: AutomatIC CC or BCC fOr

[ Place a copy in: These addresses,
(separated by commas)

(@) "Sent" Folder on: | 2</U3A Walking ~
() Other: JH, Sent on U3A Walking
[]Place replies in the folder of the message being replied to

Dgc these emnail addresses:

[“] Bec these email addresses: | u3awalking@uwclub.net

Attachments may be added at any time but there will be 2
copies, (the original and in the email in the ‘Sent’ Folder).

If the email being sent contains the word attach, you will be
asked whether you had forgotten to include an attachment.

The Insert menu allows various things to be included in the
email. This will most likely be a ‘Link’, Image, a line or

special character. For a Link put the link (URL) in the Link
Location field, the text may be omitted.



- O et
i, Inbox - Peter BT Tasks X \/
e E | _ Select
(5] Synchronise  [5g Event E‘,Task # Edit m Delete = Events

Eile Edit View Go Message Eventsand Tasks Tools Help

Calendar
< June > < 2020 > O | [ NewTask Filter tasks = Ctrl+ Shift+ K> 25 Thu < 0>
Mo Tu We Th Fr Sa Su . - Jun 2020 CW 26 andlor
12 3 4 5 § 7 |2¢°THe 'l'f"'NEt i
g8 9 10 11 12 13 14 ¢ e Task View
15 16 17 18 19 20 21 v Today
22 23 24|25 26 27 28 > Tomorrow
0 >  Upcoming (5 days)
v~ Show
(O Current Tasks
(O Today

() Nesct Seven Days
() Mot Started Tasks
(O Overdue Tasks
() Completed Tasks
(O Incomplete Tasks
@l

~ Calendar

L @Toda}r Pane 4

More than 1 calendar can be set up.

The calendar/tasks is another ‘tab’ in the Thunderbird
form.

The Calendar can give event alarms and reminders.



Address Book(s)

| Address Book

v [lll Al Address Books
v ﬁ| Personal...ss Book
& Cotswold
& Em
& 0ld Walking
& U3A Walking
> ﬁ| Contacts
v ﬁ| Persocnal
& Ashridg...angers
& HED Co...mittee
& U3A Committes
ﬁ| Collecte...ddresses

Eile Edit View Toocls Help

B Mew Contact By NewlList | EJEdit  # Write

Mame
&= Alan Osborn
= Barbara Egglesfield
& Chris Watson
& Gill Fountain
&= Jenny Thirlwell
& Judith Murdock
& Judy Baldwin
&4 Laura Rouse
&= Terry Thirhwell
& Tina

& U3A Secretary

Emalil addresses are kept
@ oeee in ‘folders’ similar to the

~ Emai

~email folders.

- 1he email of new senders

speal

~  are automatically added
- 10 ‘Collected addresses’

EEEEE

Address groups are called ‘Lists’, they can be set
up and modified as required.

When an address is selected for an email it will be
set as Name <Email address>.



Other facilities

Emails can be archived very easily but still accessed in
the same way (Archives are in Thunderbird ‘folders’).

If necessary,if asked, you can see the technical
information about an email through the "View’ menu:
‘headers’ and ‘message source’.

Existing emails can be imported, provided there is a
mechanism to export them from where they are. This
could probably be achieved by setting up the email as
IMAP so the the emails would be downloaded (might
take a long time!). They could then be exported to file
and re-imported to a POP3 account.



Summary

Thunderbird makes using multiple Email
addresses very quick and easy.

There is effectively no limit to the amount of disk
space required and the number of emails.

It is very much faster than using browser access.
There are useful extra facilities.

Quite a lot of work can be done without accessing
the internet.
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