Mozilla 1.5: Mail and Contacts
Learning Guide

Understanding Mozilla Malil
Take a moment to understand the elements that make up the
window and how they will be used.

Navigation Mail tool View pane
pane bar

% Inbox for. andrea. dabey@tufts.edu - Mozilla Thunderbird

Welcome to Mozilla Thunderbird!

Mogzilla Thunderbird is a powerful, oper-source mall and news client

Fealures

= Adaptivie Jrk Mail Controls

Reading
pane

For frequently asked questions, tips and general help, visit Thunderbird Help.

For product information, visit the Thunderbird Product Page. @
'2,. . Uresad 0 Tets: 0

e The Navigation pane allows you to select folders within your
inbox

e The View pane displays the e-mails within the folder you have
selected in the Navigation pane.

e The Mail toolbar contains buttons for many of the common
tasks you will use in Mozilla.

¢ The Reading pane displays a preview of the e-mail selected in
the View pane.
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Launching Mozilla

e From the Start menu, select the All Programs submenu.

e From the All Programs submenu, select the Mozilla
Thunderbird folder.

e From the Mozilla Thunderbird folder, select Mozilla
Thunderbird.

Mozilla 1.5 by Tufts
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Microsoft Office Exc GQuickTime: 3
@ A0L Instant Messenger 3

5 fnes = Acrobat Distiler 7.0 [Z] License
% Adobe Acrobat 7.0 Professional
O adobe Designer 7.0 Q Mozilla Thunderbird (Safe Mode)
Magzilla Firefax » Q Profile Manager

[Z] Readme

e The Mozilla mail window will appear.
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Using Mozilla Mail

Once Mozilla has been configured to recognize your e-mail
account, your new e-mail will be delivered to your Mozilla Inbox,
from which you can read, reply to, and forward your e-mail.

Accessing your Inbox

e In the Mail toolbar, click on the button labeled Get Mail.
'\L%| -

ek Mail

e Locate the section of the Navigation pane labeled Folders.

Folders

E ,g._._F: Tufts email

12 Trash
|7y Drafts
(= Junk
£ LS
+

|y Sawed Skuff
[y Sent Mail
[y Sent Messages
= £ email accounts
= Inbox
E g:,? work account
o Inbaoe
# & Local Folders

e To access the inbox containing your Trumpeter e-mails:
o0 Click on the plus sign located next to the folder labeled
Tufts Email Account

&3] i:: Tufts Email Account

o Click on the folder labeled Inbox.
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The View pane will display the contents of your inbox.

Clicking on the header labeled date allows you to arrange your
emails so that the recently received items are at the top or at
the bottom on the pane.

® I subject

Jhey!

LLCS: The Primary Source wants to give you justice

~|Re: Family and Friends
"J Hello from a past pres! @)

b Sender
= Brandon Balkind
= Bhalla, Sunindia
o Mike Daley
» Kate Donchue-Rolfe

® | pate

o 10f29/2004 12:59 AM
o 10f20f2004 11:31 AM
o 10f3{2004 2:01 &AM

o 6/Z8{2004 6:15 PM

;

B

Mozilla allows you to decide which e-mails you wish to view.
o Click on the down-facing arrow located next to the box
labeled View.

o0 From the menu that appears, select the method you
wish to use.

Unread

Irmportant
Work
Personal
To Do
Later

Save Search as a Folder..,

Peaple I Know
Recent Mail

Last 5 Days

Mok Junk

Has Attachments

(Customize. ..




Searching for an e-mail

To search your inbox for e-mails pertaining to certain subjects or

particular senders:

e Click on the down-facing arrow located next to the magnifying
glass.

e From the menu that appears, select the search criteria for your
emails.

.
Subject
Sender
® Subject Or Sender
Entire Message
Find In Message

e In the box next to the magnifying glass, type in the subject
and/or sender you are searching for.

e Click on the Enter key on your keyboard.

e E-mails containing your search content will appear in the View
pane.

Reading incoming mail

Mozilla gives you several options for viewing your e-mails. You
can view an e-mail in the reading pane or open up the e-mail in a
new window.

Reading your mail
Unread mail will appear in the View pane with the sender’s name
in bold-faced printing and with a closed envelope icon.

| New Email a Daley, Andrea » 11:34 &AM

Reading an e-mail from the Reading pane

e Click once anywhere in the box containing the sender’s name
and subject.

e The text of the e-mail will appear in the Reading pane.
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Reading an e-mail in a new window

If the body of the e-mail is particularly long, you may need to open

the e-mail in a new window.

e From the View pane, double-click anywhere in the box
containing the sender’s name and subject.

e A new window will appear displaying your new e-mail.

& New Email - Mozilla Thunderbird
File Edit Miew Go  Message Tools Help
= 1 = 3 '
&. A B P kNI X F @& B
Get Mail Write  Address Book | Reply  Reply Al Forward | Delete Jurik, Prirk Stop

= Subject: New Email

From: 'Daley, Andrea” <andrea dalewi@tufts.edu=
Date: 11:34 AM
To: Lisa, Schupmann@tufts, edu

Hi Lisa,
Here iz the file that you need to edit. Thanks in advance.

Andrea
indrea Daley

Information Technology Services
Tufts University

Attachments:

2

|IEJ Filtering In Excel 2003 Learning Guide - Rewv 6-3-05,doc

Opening and Reading Attachments
Attachments are files that are sent along with an e-mail, rather then

in the body of the message.

Opening attachments
e When you receive a message with an attachment, your e-mail
will appear with a paperclip icon in the View pane.

| i} — | Mew Email @ Daley, Andrea + 11:34 AM

e Click anywhere in the box containing the sender’s name and
subject so that the e-mail appears in the Reading pane.
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In the Reading pane, double-click on the attachment’s icon
(for example, Filtering in Excel 2003 Learning Guide).

Attachments:
|IEJ Filteting In Excel 2003 Learning Guide - Rev 6-3-05.doc

The Opening Attachment window will appear, asking you
whether you would like to save or open the attachment.

Opening Filtering In Excel 2003 Learning Guide - R... Fz|

¥aou have chasen ko open
8] ...ring In Excel 2003 Learning Guide - Rev 6-3-05.doc

which is a: Microsoft Word Docurnent
from: imap:fimap.tufts, edu:993

wWhat should Thunderbird do with this file?

| word {default) “

() Save ta Disk

[] Do this automatically For Files like this From now on.

[a]4 Cancel

If you would like to open the attachment immediately:
o0 Click on the button labeled Open with.
0 Click on the button labeled OK.
0 Windows will launch the attachment with the required
program for the application.

Opening Filtering In Excel 2003 Learning Guide - R... E|

‘ou have chosen to open
@ .ting In Excel 2003 Learning Guide - Revy 6-3-05.doc

which is a: Microsoft Word Document
from: imap:fimap.tufts, edu: 293

What should Thunderbird dao with this file?

Wword {default) LY

() Save to Disk

[] oo this automatically for files like this from nowe on.

[ o Rl [ cancel
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If you would like to save the attachment and open it later:
0 Click on the button labeled Save to Disk.
0 Click on the button labeled OK.

Opening Filtering In Excel 2003 Learning Guide - R... [z|

‘fou have chosen to open
lﬂl] -..ting In Excel 2003 Learning Guide - Rey 6-3-05.doc

which is ai Microsoft Word Document
from: imap:fjimap.tufts.edu:993

what should Thunderbird do with this file?

() Open with | Word (deFaulty w

[] Do this autamatically for Files ke this Fram now an.

0 The Name of file to save to window will appear.

Enter name of file to save to... @
Save in: ‘ E‘. My Documents v ‘ €] t @ M-
Y I fileli
4 :) DMy eBooks

My Fiecent () Music
Daocuments ﬁﬂMy Pictures
= I3y Received Files
[ [@IMy web Sites
IC5naglt Catalog

My Computer
‘;9 File: name: Hn-: In Excel 2003 Learning Guide - Fev 6-3-0500g | [ Save
S
My Network  Save as type | Microsoft 'word Document v | [ concel ]

0 Navigate to the folder where you would like to save the
attachment.

0 Inthe box labeled File name, type in a name that you
wish to give to your attachment.

0 Click on the button labeled Save.

The attachment will be saved in the designated location.

0 You can now open the attachment from that location.

@]
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Reading attachments

Attachments are files that are sent along with an e-mail, rather than

in the body of the message.

e A list of attachments will appear under the recipient line of
your e-mail.

Attachments:
|Iﬂ_j Filkering In Excel 2003 Learning Guide - Rev 6-3-05.doc |

e Double click on the name of the attachment you would like to
open.

e The Open Attachment window will appear.

e Click on the button labeled Open.

e The attached file will open in the appropriate program.

Tip: Never open an attachment from someone you do not know, or
an unexpected or unexplained attachment from someone you
do know. This is hoe computer viruses spread. If you are not
sure, contact the sender to make sure the attachment is safe.

Composing and sending an e-mail
Composing your e-mail
e From the Mail toolbar, click on the button labeled Write.

2

Wrike

e The Compose window will appear.

W Compose: (no subject)
File  Edit  View Cptions  Tools  Help

3 © Y ¢ .6. 2

Send Contacts Attach Secu‘rity Save

Subject: ‘




e Inthe box labeled Subject, type the subject of your e-mail (for
example, Composing an Email).

Subject: |Composing an Email

Addressing your e-mail
e Inthe box labeled To, type the recipient’s e-mail address (for
example, lauren.daley@tufts.edu).

To: | 4] lauren.daley@tufts, edu

e If you wish to look up the e-mail address of one of your
exchange or personal contacts, click on the button labeled
Contacts.

Contacks

e The Contacts window will appear and allows you to search
through address books for contacts.

Contacts >

Address Book:

Personal Address Book.

Search For:
& Mame or Email

3

Mame
4-)andrea.daley

e Inthe box labeled Address Book, click on the down-facing
arrow to select the appropriate book you want to search in.

e Inthe box labeled Search For, type in the name or the e-mail
address of the contact you are searching for.

e Inthe box labeled Name, names that match your descriptions
will appear.

e Click on the appropriate contact name.

e Click on the button labeled Add to To: or Add to Cc: to add
the contact to your e-mail.
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Composing your e-mail message
e In the white area below the box labeled Subject, type the
message you wish to send.

A A Compose: Composing an Email ‘Z”E‘El

Fle Edit Wiew Insert Format Options  Tools  Help

B @ % ¢.&8. 2.

Send Contacts Spell Attach  Security Save
Contacts X || From: ‘ Andrea Daley <andrea daley@tufts.edus - Tufts Emal Account v
Address Book: e To: | 5] lauren.daley@tufts,edu
| Persanal Address Book v ‘ > TalE)
Search Far:
|p' Mame or Email ‘
Subject: |Compnswng an Email

Name ==

-] andrea, daley | Body Text V| | Variable Width V| .I_ A A B

Dear Lauren,
I am composmyg an ematl

Checking your e-mail for grammar and spelling mistakes
e Click on the ABC Spell button located on the Mail toolbar.

¥

Spell

e The Check Spelling window will appear.

e From this window, correct the spelling and grammar of your e-
mail as you would in a Word document.

e When you have finished, a window will appear telling you that
the spelling and grammar check is complete.

e Click on the button labeled Close.

_ _
Check Spelling 3

Completed spell checking. Recheck Page

Personal Dickionary:

Language:

EnglishfUnited States 4
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Sending your e-mail
To send your final e-mail:
e Click on the button labeled Send.

8 8 ¥ @¢.6 . &

Send D? Contacts Spel Attach  Security Save

From: r.ﬂ.ndrea Daley <andrea.daley@tufts.edu= - Tufts Email Accounk

v To | |45 lauren, daley@tufts, edu
¥ To: | &3]

Subject: |C0mposing an Email

e Mozilla will send your e-mail to the intended recipient.

Attaching a file to your e-mail

Sometimes it is necessary to electronically transmit files with an e-

mail. For example, if you wanted your colleague’s opinion on a

research proposal, you could attach the entire proposal to an e-mail

and send it to him or her instantaneously. This would allow your

colleague to respond as soon as possible. To attach a file to your e-

mail:

e In the Mail toolbar, click on the down-facing arrow next to the
button labeled Attach.

&

Atkach

e From the menu that appears, select File(s).

@ -

Aktach

Weh Page... ﬂ'i

Personal Card {wCard)
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e The Attach File(s) window will appear.

Attach File(s) X

Look i |@Fi\tenngin Excel v| o 3 -

IC)FDFs

[C5)5nag Its

My Recent lﬂ_]FiItering In Excel 2003 Learning Guide - Rev 6-3-05
Documents lﬁl]FlIterlng In Excel 2003 Learning Guide - Rev 6-7-05
@ lﬂ_]FiItering In Excel 2003 Learning Guide - Rev 6-21-05

B

lﬁl]FlIterlng In Excel 2003 Learning Guide - Rey 7-12-05
[ Filtering In Excel 2003 Learning Guide - Rev 7-13-05
lﬁl]FlIterlng In Excel 2003 Learning Guide - Rey 7-18-05

My Documents

tdy Computer

-__- File: name: || v | [ Open

! 1=y
My Metwark | Files of bype: | &1l Files ] [ Cancdl

e Navigate to the file that you would like to attach to your e-
mail.

Click on the file to select it.

Click on the button labeled Open.

Mozilla will attach the selected file to your e-mail.

A list of attached files will appear in the box labeled
Attachments.

From: | Andrea Daley <andrea.daley@tufts.edus - Tufts Email Account v| Attachments:

W] Filtering In Excel 2005 Learning ...
b Toi | |47 lauren, daley@tufts, edu J e e

W To: | &3]

Subject: |C0mposing an Email

e To attach additional files to your e-mail:

0 Click on the button labeled Attach located on the Mail
toolbar.
The Attach File(s) window will appear.
Navigate to the file you wish to attach and select it.
Click on the button labeled Open.
Mozilla will attach the selected file to your e-mail.
Continue this process until you have attached all the
necessary files.

O O0OO0OO0O0
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To remove an attached file from an e-mail:
o0 Click on the attached file that you wish to remove.
0 Press the Delete key on your keyboard.
o0 Mozilla will remove the attached file from your e-mail.

When you are satisfied with your e-mail message, click on the
button labeled Send.

5

Send

Tip: Opening an attachment before sending it
Before sending an e-mail you may want to ensure you have
attached the correct file. To open an attachment:

Double-click on the attached file

The Attached File(s) window will appear.

Click on the button labeled Open.

Mozilla will open your attached file so that you can make sure
it is the correct one.

14




Replying to and forwarding e-mails
When you have received an e-mail, you can reply directly to that e-
mail or forward the e-mail to a colleague for input.

Replying to an e-mail

When you reply directly to an e-mail your message will include the

text of the original e-mail, which may be useful for the original

sender in terms of remembering exactly what he or she had written

to you. To reply to an e-mail:

e From your Inbox, locate the e-mail you wish to reply to.

e Inthe View pane, click on the e-mail so that it is highlighted in
blue.

e Click on the button labeled Reply.

9

eply

e The Compose: Re window will appear.

o0 The cursor will appear below the original message, with
the basic information about the original message
included.

e Type your reply message where the cursor is blinking.

W Compose: Re: R25: ESL AT TUFTS GENERAL INTEREST MEETING [2003-AAAYRW] EEX

File Edit Wew Insert Formab  Options  Tools  Help

d 8 ¥ ¢.6. &

Send Contacts Spell Attach  Security Save

From: | andrea Daley <andrea.daley@tufts edu= - Tufks Email Accounk -

v To | [45] audra.vernon@tufts. edu

Subject: |Re: R25: ESL AT TUFTS GEMERAL INTEREST MEETING [2003-AAAYRW]

I
([T

|BodyText V||VariahIeWidth V|.|' A A B I U iz 3iZ +

¥

audra vernoni@iufts. edu wrote:

Please open the attached file.

Audra Vernon

Event and Space Planning Coordinator
Tufts University

[817) B27-3049

Thank you for your e-mail T will be attending the student meeting.l v
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When you are finished composing your reply e-mail, click on
the button labeled Send.

E

Send

Tip: Replying to All Recipients

If you receive an e-mail that was also sent to additional
colleagues, you may wish to send you reply to all recipients of the
e-mail. To reply to all recipients:

In the View pane, click once on the e-mail you wish to reply to
that it is highlighted in blue.

e Click on the button labeled Reply All.

1
4
Feply All

e The Compose: Re window will appear.
e Type your reply below the original message.
¢ Click on the button labeled Send.

% Compose: Re: test-email

Edit  Wew Insert Format  ©Options  Tools  Help

File

L f=a) AB: (e e
S =] Y &@-.- & . &.
Send Contacks Spell Aktach Security Save

Frorm:

To: | |47 Mike Lassonde =MLass203% 1 @atthi.com:>

Co: | |45 wdaley@ealaw. com

Subject: |Re: kest-email

| Body Text V| | Wariable Width

I

Helle All
This is how you replt to all recipients in a group e-mail

Andrea
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Forwarding an e-mail
If you receive an e-mail that you would like someone else to read,

you can forward it directly to that person. To forward an e-mail:

From your Inbox, locate the e-mail you wish to forward.
In the View pane, click on the e-mail so that it is highlighted in

blue.
Click on the button labeled Forward.

|
Forward

The Compose: Fwd window will appear.

Y. Compose: [Fwd: SUBSCRIBE TCU-TREASURY Andrea Daley]
File Edit ‘Wiew Insert Format  Options  Tools  Help
~ =gk AB; (A ]
"é =] 'j @ - -
Send Contacts Spel Attach  Security Save
Atkachments:

SUBSCRIBE TCU-TREASURY Andr...

Frorm:

drea. . =
b Ta: | |47] lauren.daley2@tufts edu

Subject: |[Fwd: SUBSCRIBE TCU-TREASURY Andrea Daley]
V||VariabIeWidth v|.|‘ A A B I U =3 « | =

| Body Text

This i3 a test e-mail

Andrea|

In the box labeled To, type the e-mail address(es) of the
recipient(s) you wish to forward your e-mail to.
Type any additional messages that you would like to include

below the original message.
When you are finished composing your e-mail, click on the

button labeled Send.

E

Send
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Organizing your e-mails

You can organize and categorize your e-mails by creating folders
and dropping your e-mails into them. To create a new folder:

e From the File menu, select the New submenu.

e From the New submenu, select New Folder.

Fil=

TS tessage culem

Saved Search. ..

Close Chrl- Account. ..

Gave As ' Address Book Card. .
Gek Mew Messages for 4

Subscribe, .

Campact Falders
Empty Trash

Offline 4

Page Setup...

Exit Chrl+)

e The New Folder window will appear.

New Folder, ['S_<|

Marne:
|1T5 Guides |

Create as a subfolder of:

e Inthe box labeled Name, type a detailed name that you wish to
give to your new folder.

e Click on the down-facing arrow located next to the box labeled
Create as a subfolder of.

e From the menu that appears, select the subfolder for your new
folder.

e Click on the button labeled OK.
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The folder you created will appear in the Folders area in the

[ ]
location that you selected.

Folders

E'é;] email accounts
= Inbo
= & work account
=4 Inbox
Elg?_-; Tufts Email Account
e Inbos
A Drafts
7] Sent
12 Trash
ITS Guides
(= Junk E-mail
F =) Saved Stuff
[ Zent Mail
[ Sent Messages
# . Local Folders

Drag the e-mail(s) that you wish to place in the folder you

created.
Repeat the process if you want to create another folder and/or

place another e-mail into a folder.
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Using Mozilla’'s Contacts

The Contacts section of Mozilla allows you to store and retrieve
information about your colleagues, friends, and family. Mozilla’s
Contacts are closely integrated with Mail, and can be used to
quickly address e-mails. Contacts:

Mozilla’s... Consists of ...

Personal Contacts Friends, family members, or colleagues that are
not on Tufts’ exchange. You must add these
contacts individually and they can be used with
any e-mail accounts that you have incorporates
into Outlook.

Adding a personal contact

To add a new personal contact to your address book:

e From the File menu, select the New submenu.

e From the New submenu, select Address Book Card.

File
TS veooe b
Open Saved Message... Mew Falder...
Saved Search...
Close ChrlH fccourt...
Save As L4 address Book Card...
Get Mew Messages For 3

Subscribe. ..

Compact Folders

Empty Trash

Qffline 3
Page Setup...

Print Preview

Print... Ckrl+P
Exit 4G
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e The New Card window will appear.

e Inthe boxes, fill in the name of your new contact and any other
information that you would like to save.

e When you have completed the new card, click on the button
labeled OK.

New Card for Lauren Daley. g|
Addto: | Personal Address Book
Contact | Address || Other

Iame

First: |Lauren
Last: |Daley
Display: |Lauren Daley

Micknarne:

Internet
Email: |lauren, daley@tufts, edu
Additional Email:
Prefers to receive messages Formatted as: | Unknown w

gereen Name: ||

Phones

Work:
Horne:
Fax:
Pager:
Mobile:

Editing your personal contacts

Your contacts names and any information associated with them

will appear when you open up your Address Book. To edit your

contact information:

e Click on the button labeled Address Book located on the Mail
toolbar.

.ﬁ.ddre;; Book,

The Address Book window will appear.

Double click on the contact you wish to edit.

The Edit Card window will appear.

Fill in the boxes that appear with any new information or edit
existing information about your contact.

e Click on the button labeled OK when you are finished.
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Searching for a contact

e Click on the button labeled Address Book.

e The Address Book window will appear.

e From the Edit menu, select Search Addresses.

Edit
Seleck Al Chel-8
Search Addresses..,  Chrl+Shift+F k
Properties, .. ChH+I

e The Advanced Address Book Search window will appear.

e Inthe boxes, select your search criteria and type in the name
you are looking for. If you do not know a full name you can
search under a wider spectrum.

Click on the button labeled Search.
Any contact matches will appear at the bottom of the search

[ ]
box.
S Advanced Address Book Search |_'. _||_'I:| |®
Search in: | Personal Address Book. v|
() Match all of the Following  (3) Match any of the following
| Any Mame v| | conkains w [lauren
Mame T Email Qrganization ‘Wark Phone =]
Lauren Daley lauren.daley@tufts. ..
1 match Found
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Another way to search for a contact

Open up the Address Book window.

Click in the box labeled Name or Email located next to the
magnifying glass icon.

In the box, type in a name or an e-mail address that you wish to
search for.

& lauren daley (3

Mame or Email

Press the Return key on your keyboard.
Any matches to your search will appear in the box at the
bottom of the window.
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