& Using Thunderbird é

Created for Bristol Village Computer Club members by Len Nasman

There are a number of options for reading and composing email. For example, both Yahoo mail and
gmail come with basic email read and write software. Also, the current web server used for the
www.bvres.org web site, includes a program called Roundcube.

This article contains instructions for installing and using email software called Thunderbird. I
have been using this program for a number of years now and am very satisfied with it's perfor-
mance. It is available for downloading free from the Internet. This example uses an Internet
Browser program called Firefox. The downloading process is similar with other browsers.

Downloading Thunderbird

Figure 1 shows the browser set to the Thunderbird down-
load page. Here is a link to that page.
https://www.thunderbird.net/en-US/

v From the Thunderbird download page, select
Free Download.

Although Thunderbird is free, the developers welcome
donations.

When you start running the install program, a Welcome
dialog box will appear.

v Select Next.

[File tdi History Bookmarks Tools Help. Y

ol x|+

s thunderbird.net ® % Q rbird download - &y

& Thunderbird  restres Addons Getinvolved  GetHelp Aboutus Biog [[WiDoNATE ‘

Make Email Easier.

Thunderbird is a free email application that's easy to set up and
customize - and it's loaded with great features!

FREE DOWNLOAD

Figure 1: The Thunderbird download pagej.

® Mozilla Thunderbird Setup

Welcome to the Mozilla
Thunderbird Setup Wizard

This wizard will guide you through the installation of Mozilla
Thunderbird.

It is recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer.

Click Next to continue.

Figure 2: Setup wizard Welcome dialog
box.
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Using Thunderbird

The next dialog box will ask if you want to use the Stan-
dard or Custom setup.

v Select Standard, then select Next.

® Mozilla Thunderbird Setup

Setup Type
Choose setup options

Choose the type of setup you prefer, then click Next.

(@) Standard
Thunderbird will be installed with the most comman options.

OCustum
You may choose individual options to be installed. Recommended for experienced
users.

< Back Cancel

Figure 3: Selecting Standard or Custom
setup.

The next dialog box identifies the installation location.

v Select Install.

v After the installation is complete, select Finish to
launch Thunderbird.

Summary
Ready to start instaling Thunderbird 3

B Mozilla Thunderbird Setup

Thunderbird wil be installed to the following location:
‘ C:\Program Files\Mozila Thunderbird ‘

Use Thunderhird as my defauft mail application

Click Install to continue.

< Back Cancel

Figure 4: Identifying the installation loca-
tion.

¥ Mozilla Thunderbird Setup

Completing the Mozilla Thunderbird
Setup Wizard

Mozila Thunderbird has been installed on your computer.

Click Finish to close this wizard.

< Back Cancel
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— Using Thunderbird
Setting Up Thunderbird
When Thunderbird is launched for the first time, a setup dialog box will appear.
NOTE: The setup dialog box & B o ey e X | @8 -
might be hidden behind the el Tl o -
welcome screen. If y0U do not ( ’ Welcome to Mozilla Thunderbird 7.:20c
see the setup dialog box, T ——— x
CheCk the TaSk'bar or preSS . ey Set Up Your Existing Email Address
Alt+Tab and bring the setup di- & d .
alog box to the front. o o 5 E
v In the setup dialog box, en- _
. Import from Another Progran
ter your name, email address, Faswo ®

and password.

After you enter your account information, the system will TS e ey
search the Internet for your address. If it finds it, the setup
dialog box will provide options for using either IMAP or

POP3 protocol.

Thunderbird lets you impert mail m
andjor filters from other mail progr

£) Import

About Mozilla Thunderbird

Resources
= Explore Features @ support @ cet involved /# Developer Documentation
@ Thunderbird is free and open source software, built by a community of thousands from all over the world. Know your rights... X

@) Done

/| Remember password

u like Thunderbird, please
you to ensure Thunderbird

Cancel

Figure 5: The setup dialog box.

v Select the POP3 option to keep the email on

your computer. Then select Done.

The System Will then aSk if you Wal’lt Thunderbird aS your /' Configuration found at email provider

default email client.

System Integration X

Use Thunderbird as the default client for:
E-Mail

[] Newsgroups

Feeds

[ Always perform this check when starting Thunderbird

Set as Default Skip Integration

Set Up Your Existing Email Address

Use your current email address

Your name: Len practice @
Email address: atest@bvres.org (6]
Password: ssssssssse &

~/| Remember password

Protocol: IMAP (remote folders)

® POP3 (keep mail on your computer)

Incoming: bvres.org 551
Outgoing: bvres.org SSL
Username: atest@bvres.org
Configure manually... Cancel Done

Figure 6: Setting up your email address.

Page 3 of 10




Using Thunderbird

v Toggle the Always perform check option OFF, and then select Set as Default.

The Thunderbird window should now be on your dis-
play. It is handy to have the Menu Bar turned on.

v Right click near the top of the Thunderbird
window and select the Menu Bar toggle.

Thunderbird uses tabs. In Figure 8 the Menu Bar has
been toggled on and the privacy notice tab has been
selected. Tabs can be closed by selecting the small X
at the right edge of the tab.

Tabs can be opened by clicking in the middle of a tab.
v Review the privacy notice, then close the tab.

Figure 7: Toggling the Menu Bar on.

NOTE: To display an email message in a new
tab, double click on a message in the Inbox.

Figure 9 shows two windows. The larger window con- ...

tains Thunderbird. The smaller window shows the
Write dialog box. The Write dialog box was opened
by selecting the Write tool from the Mail Toolbar.
(If the Mail Toolbar is not on the display, right
click near the top of the window and toggle it ON See
Figure 7.)

It’s time to send a test message to yourself to make
sure everything is working properly.

v Select the Write tool. In the composition dia-
log box, enter your email address, Subject,
and message.

v Select Send.

Ele Edt View Go Message ools Hel

tps/ e mozileo derbird
$140oYA/[-| Firefox Browsers Products ire Innovation Download Firefox

> Thunderbird Privacy Notice

March 16, 2021

Mozilla Privacy The Thunderbird application allows users to privately integrate and
manage their online communications

This Privacy Notice explains what data Thunderbird collects and
shares, and why. We also adhere to the Mozilla Privacy Policy for
how we receive, and handle, and share information.

Thunderbird Collects Data To:

ISehce Improve Performance and Stability For
refox Private Network Our Users
f

ofov Relav
s fre

Figure 8: The privacy notice tab.

®
)

Figure 9: Composing a message. ]
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Reading Messages

After the test message has been sent, it will appear
in the Inbox. Sometimes it takes a while before a
message makes its way through the world wide
web to the server, and then back to your Inbox. If
you don’t see the test message, click on the Get
Messages tool on the Mail Toolbar.

v Select the Inbox folder, then select the
first test message from the message list
area.

When you select the Inbox folder, a list of mes-
sages will appear in the Message list arca.

il it View Go Message Tools Help

s #wite Cchat @ address ook | OTag v | W QuickFiter

&
VG atestGiwres on X | Rumead fystared @contac O Tags () Attachment Fitr these messages <Ctrl+Shit+
Inbox
5] : % subject e Correspondents 9 Date am
o sen First test - atest@bvres.org 630 AM I
o

ﬂessagg lise ares

Ve © Reply| | » Forward|| @ Arcive | @ Junk|| B pelete | Morew

First test 630 AM

Medk
This is the first email test.

Ncssase Previey Arzy

@ Thunderbird i free and open

)

source software, built by a commaunity of thousands from all over the world. Know your

Figure 10: Displaying the Inbox contents.

When you select a message from the Inbox list, a preview of the message will appear in the
Message preview area. If the message does not fit in the preview area, a scroll bar will allow you

to scroll through the message.

sage tabs. This can be confusing.)

NOTE: If you double click on a message in the Inbox folder list, the message will
open a new tab. If you open messages in new tabs, be sure to close the tabs when
you are finished reading the message. (I have seen users with dozens of open mes-

Now that your new Thunderbird account is work-
ing, it’s time to adjust some settings.

v Select the account and then select Ac-
count Settings.

This will open the Account Settings tab. If you
want to add a signature to your email messages, do
the following:

Check the use HTML box.

Add HTML code to the signature box (see sam-
ple below).

<hr>
Email from the <b>atest </b> Thunderbird
account <br>

<hr>
<hr> inserts a horizontal line
<b>atest</b> starts and stops bold text

<br> forces a new line

fle Edit View Go Message Tools Help

Account Settings - <atest@bvres.org>
Server Settings =

Copies & Folders o Account Name: atest@bvres.org

Default Identity

Each account has

an identity, which is the information that other people see when they read

End-To-End Encryption your m
Return Receipts
Your Name: Len practice
~ B3 Local Folders
Jink Settings Email Address:  atest@bvres.org
Disk Space Reply-to Address:
) Outgoing Server (SMTP) -
Organization:

Signature text: /| Use HTML (e.g., <b>bold</b>)

Email from the <b>atest </b> Thunderbird account <br>
<hr|

<he>

Attach the signature from a file instead (text, HTML, or image):

Attach my vCard to messages Edit Card.
Reply from this identity when delivery headers match: | [ist@example
Outgoing Server (SMTP);

atest@bvres.org - bvres.org (Defa.. v Edit SMTP server.

Manage Identities...

Figure 11: Account Settings.
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There is a separate tutorial in the Schoolhouse that covers Thunderbird signatures
in more detail.

Adjusting Settings

v Select the Server Settings option and tog- [T
gle Empty Trash on Exit ON.

v O atest@bvres.org
Server Settings

v Adjust the other Server Settings as de- g 3

Server Name: | bres.org Port:| 995 -2 Default: 995

H d Composition & Addressif
sired.
Disk Space
End-To-End Encryption Security Settings
Retm Receipts Connec tion secu urity: SSLATLS v
v B3 Local Folders

Jlink Settings Authentication method:  Normal password v
Disk Space 5

Server Settings

%) Outgoing Server (SMTP)
/| Check for new messages at startup
/| Check for new messages every | 10 & | minutes
| Automatically download new messages

Fetch headers only

| Leave messages on server

Until | delete them

Message Storage
/| Empty Trash on Exit Advanced...

Message Store Type:

Account Actions Local Directory: | CAUsers\Len N

v Select the Junk Settings option o

& atest@byresorg

v If you do not want email from known ad- N MrieseiTES

Selection

dresses to be labeled junk, be sure to check e E—————

Copies & Folders

th e ad d reSS bOXGS Composition & Addressin: 9 If enabled, you must first train Thunderbird to identify junk mail by using the Junk toolbar
- button to marl

s as junk or not. You need to identify both junk and non junk

Disk Space messages. After that Thunderbird will be able to mark junk automatically.

o TOggIe the TrUSt junk mail headers Op- End-To-End Encrypti Do not automatically mark mail as junk if the sender is in:
tl on O N . . Lz:‘::::ip‘s /| Collected Addresses

/| Personal Address Book
Junk Settings

v Set the location folder for Junk mail mes- | o
Sag eS . ) Outgoing Server (SMTP)

v Set the number of days to keep junk mes- S —
sages.

as junk.
.

v Close the Account Settings tab.

Destination and Retention

/| Move new junk messages to:

® "Junk” folder on: atest@bvres.org v
Other:
Accolintctons b V| Automatically delete junk mail older than 14 | $ | days

) No messages to download

Figure 13: Junk Settings.
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v If you want to change the default text style
for composing new messages, select Tools,
Options from the Menu Bar.

v Select the Composition option and select
the font style and size.

v Write and Send a new practice message.

v Select a message from the Inbox list and
observe the options that can be applied to
the message.

It’s easy to Reply to, or Forward a message.

NOTE: There are three options for sending
or forwarding an email message; To:, Cc:,
or Bec:.

> When you send a message To: more
than one address, each recipient will see
the addresses of everyone who received
the message.

> When you use the Cc: (Carbon Copy)
option, everyone on the Cc: list will see
everyone else on the list.

fle Edit View Go Message Tools Help

N,

rd messages:  Inline v [V add extension to file name

Language:  English (United States) ¥ Download More Dictionaries

HTML Style
Font:  Helvetica, Arial v Sie: large
| Use reader's default colors
Restore Defaults
/| Use Paragraph format instead of Body Text by default

Configure text format behavior Send Options...

Addressing

Figure 14: Adjusting font style.

@ Trash

v [ Local Folders
© Tresh
£ outbox

© Reply||  Forward | & Archive|| @) Junk | B Delete || More v
Second test
etk

Second test

Notice the message font style and signature.

Email from the atest Thunderbird account

Figure 15: Messagé response options. -

> When you use the Bcc: (Blind Carbon Copy) option, the list of recipients will be

hidden from everyone on the list.

It is poor email practice to Forward messages using the To: option. Since
every address on the list is exposed, it provides a way for the bad guys to
generate Spam lists. Always forward messages using the Bcc: option.

oy
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Using Address Books

Thunderbird has two default Address Books, Per-
sonal Address Book and Collected
Addressees. It is possible to add additional
address books as desired. Figure 16 shows the
default addressing settings.

v From the Menu Bar, select Tools, Op-
tions.

v Scroll down until the Addressing section
is revealed.

Observe that the default setting is to automatically
add outgoing email addresses to the Collected
Addresses book. This means that your Col-

File Edit View Go Message Events and Tasks Tools Help

(& Inbox - webmaster@bvre: ¥ Options x

=] =
®

¥ General

#' Composition

Addressing

When addressing messages, look for matching entries in:

Privac i
] Y Tl ) Local Aduiess Books

a

Q chat Directory Server:
Calendar ' Automatically add outgoing e-mail addresses to my: ~ Collected Addresses
ly going y:
Default startup directory in the address book window: ~ All Address Books
Attachments
/| Check for missing attachments Keywords
V. Offer to share for files larger than 5 S| MB
# Extensions 8 Themes

Figure 16: Default Addressing settings.

lected Address book will be increased each time you send an email message. You may, however,

want to edit the added addresses.
v Select the Address Book option from the
Mail Toolbar.
v Select an Address Book.
v Double click on a Contact from the Ad-
dress Book.

This opens the Edit Contact dialog box for the
selected address. Observe that there are tabs for
editing different contact information, Contact,
Private, Work, Other, Chat, and Photo. It is
possible to collect and save quite a bit of informa-
tion about each contact.

Next, a new Address Book will be created.

v Select the Address Book option from the
Mail Toolbar.

v In the Address Book dialog box, select
File, New, Address Book.

v Enter a name for your new address book
in the New Address Book dialog box.

| Fle Edit View Tools Help
& New Contact 3 New list EJEdit  # write @ Delete

v {2 All Address Books Name A Email
2] Personal Address Book & atest

JEEMERERE v it Contact for Len Nasman

I 2] Bvcc-10-1
B bustaf Contact Private Work Other Chat Photo
2] Friends R
{2 sands-12- First: Work:
2] Collected A Last: Nasman Home:
Display: Fax
er message header  Pager
Nickname: | Webmaster Mobile:
Email: | atest@bvres.org
Additional Email:
Chat Name: L
Prefers to receive messages formatted as: |~ Unknown v
Cancel

Figure 17: Editing Contact Information.

W Address Book = = %
File Edit View Tools Help

New > Address Book Contact... Ctrl+N

Print Py act Mailing List. Ll

Print Co Ctrl+P Address Book... Chat Name [

Page Setup LDAP Directory.

Print Previewfddress Book Messag Ctl+M j

Print Address@ook A4

Close Ctri+w 28

&) Friends P

@ sands-12-2-

Select File, New, Addvess Book...

2] Collected Addresses

Total contacts in All Address Books: 188

Figure 18: Creating a new address book.
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Here is how to add a new contact to an Address Book.

v Select the Address Book option from
the Mail Toolbar.

v Select the new address book, then select
New Contact.

v Add information to the New Contact dia-
log box.

You can import address books from other email
programs. Of course you have to first export the
address book or contacts list from the other pro-
gram. Thunderbird can import the following email
address book files; Outlook, LDIF, tab, csv, txt.

'Fig‘u’re 19: Adding a new contact.

and vCard (.vcf) files. The file format for Thunderbird is LDIF. Here is how to import an address

book.

v Open the Address Book dialog box.
v Select All Address Books.
v From the Menu Bar, select Tools, Import.

v In the Import dialog box, select Address Books, then select Next.
v Select the type of file you would like to import, and then select Next.

v Browse to the desired file and select Open.

v When the file has been imported, select Finish.

Mailing lists are sub lists from an address book. Suppose that there is a group of people to which
you frequently write messages. Here is how to create a mailing list.

v Open an Address Book dialog box where
you want to create a Mailing List.

v Select the Address Book to which the
New Listis to be added.

v Select the New List tool.
v Enter addresses for the new list.

NOTE: If you click in a New List entry box
and type one letter, a list of addresses that
contain that letter will pop down. This
makes it a little easier to create the new list
contents.

B New Contact | & New List mw Delete

 fa] Al Address Books Name ~ Email
& persona LAY, New Mailing List x
{2 friends
{3)sa 21
{2 cole

o

Addto: | friends >

List Name: [ Pot Luck
List Nickname:

Description

Type email addresses to add them to the mailing list:

-

ononnnogmnono

Figure 20: Creating a new mailing list
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Mew Mailing List

Add to: friends

List Name: | Pot Luck
List Nickname:

Description:

Type email addresses to add them to the mailing list:

8 atest@bvres.org
a Daryl Fourman <daryltheman@r
& Deborah Hunter <vondebbers:

a

[sharlie Rose <rosSe@t-online.de>
§Charlie Rose <rosse@t-o!

(Chris Dalyai <Chris Dalyai <ciii=
JAnn Yates <yatesar@sbeg|

[Barb Tull <btull@columbt

& webmaster <webmaster@bvresory >

Cancel

The illustration to the
left shows a pop down
list when the letter ¢
was entered in a new
address box.

You can also add to the
list by typing addresses.

To mail to all of the members of a Mailing List,
select the list and then select the addressing option.
Figure 21 shows a list added using the Cc: option.

File Edit View Insert Format Options Tools Help

Contacts X

Address Book:

Search Coptacts:

4 send ‘ Ao speling v @ securty v B save v @ Atach ~

From  Len practice <atest@bvres.org> atest@biresorg ~ | B »

To

< m

friends.
Cc | PotLuck <Pot Luck>

£ Name or Email Subject  Next Pot Luck

NS ~ | Paragraph v | | Helvetica, Arial ¥ A‘\ AAA \ L i

& pam " Don't forget to bring a table setting next Saturday| Pot
A Peter sprague Luck.

& Pot Luck

A Ray an @

A& sondergelt’ s

2 sielbentinal Email from the atest Thunderbird account
ephen Hartwel

& swede Severson

A webmaster

& Yijing Sun -
Add to To
Add to Cc:

Add to Bea:

Figure 21: Using a Mail List.

The Thunderbird email program provides many options for making email easier to use.

This document was edited July 25, 2021.
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