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Thunderbird Email Client

This presentation will look at how to set up 
and use Mozilla’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 Mozilla 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, I 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 
the ‘Account Actions’ drop down.

Right Click

Left Click



  

Configure account
Enter your name as you want it to appear 

in front of your email address

Enter you email address

Enter the password for the account. If you 
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’ 
button just shows 
the form on the left.

If you click ‘Done’ or 
‘Re-test’, 
Thunderbird will 
attempt to sign in 
and will tell you if it 
fails.

Select
IMAP or
POP2



  

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, I 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) 



  

Configure Server Settings
The receive settings can be changed 

here.

If possible use STARTTLS or SSL/TLS 
and not ‘Normal Password’

When to check for messages is up to 
you.

Unless you are on a very slow link or 
have huge attachment to receive 
then automatically download them

If you leave the messages on the 
server, they can be received by other 
devices, obviating the disadvantage 
of using POP3.

By emptying the Deleted folder on exit, 
it will never get very large but you 
can easily ‘undo’ a delete before you 
exit  



  

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.



  

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

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.

I don’t know what ‘Default’ means!



  

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

‘Account’
(Email

Address)

Folder
associated
with that
address

Quick
Access
Buttons

Selected’
Email

Preview

Selected
Email

Actions

Emails
in

Selected
Folder

Column
Headers

Selection
Actions

Main Menu



  

Account Folder List
The list consists of the ‘Accounts’ (in 

practice the (groups of) Email 
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 
next to the ‘Account’.

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.



  

Emails in Selected Folder

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

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

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.

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.

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



  

Selection Actions

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

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 – I 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 email

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
options

Attach

Addressing

FormattingEmail
text

Original
Emal

(if any)

Title



  

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 put in 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 ‘Bcc’ 
or ‘Cc’. This is in the ‘Copies and Folders’ configuration.



  

Write email cont

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.

Automatic CC or Bcc for
These addresses,

(separated by commas)



  

Calendar

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.

Select 
Calendar

and/or
 Task View



  

Address Book(s)

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>.

Email addresses are kept 
in ‘folders’ similar to the 
email folders.

The email of new senders 
are automatically added 
to ‘Collected addresses’



  

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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