Mozilla Thunderbird: Setup & Configuration

Learning Guide

Trumpeter Email at Tufts
Below you will find some nomenclature to help familiarize you with the
Tufts email system.

Term Definition

UTLN Universal Tufts Login Name. You will use
your UTLN and password to access a variety
of resources, including email and the Tufts

network.
Email Address firsthame.lastname@tufts.edu
Trumpeter The primary email system at Tufts.

Trumpeter Webmail | A web based interface to access your
Trumpeter email account.
https://webmail.tufts.edu

Thunderbird: An Overview
Mozilla Thunderbird is a powerful tool for day-to-day tasks such as
managing your email or keeping track of your contacts.

Using Thunderbird’s... ‘ You can...

Mail Send and receive email.

Contacts Create lists of addresses, phone
numbers, and email addresses.

Thunderbird’s Mail is a convenient way to manage your email account as
it provides organization and storage beyond what is typically offered by a
web-based email client. At Tufts, Thunderbird is used to maintain a
Trumpeter email account with an email address like john.smith@tufts.edu
or jsmith01@trumpeter-store.tufts.edu .
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Configuring Thunderbird to Manage a Trumpeter Email
Account

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.
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Setting up a New Email Account

e Upon launching Thunderbird, the New Account Setup view of the
Account Wizard window will appear.

e Click on the option button labeled Email account.
e Click on the button labeled Next.

Account Wizard le

New Account Setup

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

This Wizard will collect the information necessary to set up a Mail or
Mewsgroup account. IF you do not know the information requested,
please contact your Syskem Administrator or Inkernet Service Provider,

Select the tvpe of account wou would like o set ups

@it nt
() RS5 Mews & Blogs
) Gmail

O MNewsgroup accounk

I Mext)@ l Cancel
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information technology services

Training

e The Identity view of the Account Wizard window will appear.
e Type the following information into the appropriate boxes.

In the box labeled ... Type ...

Your Name

Your full name

Email Address

Your email address

e Click on the button labeled Next.

Account Wizard

Identity

K

Your Marme:

Email Address:

Each account has an identity, which is the infarmation that identifies
wou ko others when they receive your messages.

Enter the name you would like to appear in the "From" field of wour
oukgoing messages (for example, "John Smith"),

John Smith

Enter your email address. This is the address others will use ko send
email ko wou (for example, "user@example.net™).

john. smith@tufts, edu

< Back l I Mext = r%l Cancel
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information technology services

Training

The Server Information view of the Account Wizard window will

appear.

Click on the option button labeled IMAP.

Type the following information into the appropriate boxes.

In the box labeled...
Incoming Server

Type...
imap.tufts.edu

Outgoing Server

smtp.tufts.edu

Click on the button labeled Next.

Account Wizard

Server Information

X]

Select the bvpe of incoming server wou are using.

() POR (&) IMAP

Enter the name of wour incoming server (For example,
"mail. example.net"}),

Incoming Server:  |imap.bufts, edu

Enter the name of your outgoing server (SMTP) (for example,
"smtp.example.net").

Qukgaoing Server:

smkp. tufts, edu

« Back l I Next}% [ Cancel ]
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information technology services

Training

The User Names view of the Account Wizard window will appear.
Type the following information into the appropriate boxes.

In the box labeled... - Type...

Incoming User Name

Your Tufts UTLN

Outgoing User Name

Your Tufts UTLN

Click on the button labeled Next.

Account Wizard

User Names

X

example, "jsmith").

Enter the incoming user name given to vou by your email provider {For

Incoming User Mame: | jsmitho1

Enter the outgoing user name given to you by wour email provider (this
is bypically the same as vour incoming user name).

Qutgoing User Mame: | jsmith01

< Back l I NEXt}N l Cancel
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e The Account Name view of the Account Wizard window will appear.

e Inthe box labeled Account Name, type the name you wish to call
your email account (for example, Tufts Email).

e Click on the button labeled Next.

Account Wizarnd E|

Account Name

Enter the name by which wou would like to refer to this account (For
example, "wWork Account”, "Home Account” or "Mews Account™).

Account Mame: Tufts Email |

< Back l ’ Next}l\é [ Cancel
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e The Congratulations view of the Account Wizard window will
appear.

e Verify that all of the information shown is correct.

e Click on the button labeled Finish to save your settings and exit the
Account Wizard.

Account Wizard El

Congratulations!

Please werify that the information below is correck,

Account Mame: Tufts Email

Email Address: john. smith@tufts. edu
Incoming User Mame: jsmith01

Incoming Server Mame: imap.tufts, edu
Incoming Server Type: IMAP

Oukgoing User Marne: jsmith0l

Qukgoing Server Mame (SMTPY:  smtp.tufts.edu

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

< Back l [ Finish RL l Cancel

e The Alert window will appear to tell you that the IMAP server cannot
be connected.
e Click on the button labeled OK to continue.

| Connection ko server imap.kufts, edu timed out,

Trqining UNIVERSITY
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Configuring Email Server Settings

In order for Thunderbird to properly send and receive emails, you must
configure the server settings for your Trumpeter email account.

e From the Tools menu, select Account Settings.

Tools

Address Book, Chrl4+2
Extensions
Themes

Message Filters,..

Junk Mail Cantrals. ..

Import. .,
Javascript Console

e The Account Settings window will appear.

X

Account Settings

= Tufts Email
Server Sektings

Account Settings - <Tufts Email=

Copies & Folders Account Mame: | Tufts Email |

Cormposition & Addressing

OFfling & Disk Space Default Identity

Junk Settings Each account has anidentity, which is the information that other people see

Return Receipts when they read your messages.

Security Yaur Marne: | John Srith |
(=l Gmail

. Email Address: | john, smith@tufts, edu |
Server Sektings
Copies & Folders Reply-to Address: | |
Composition & Addressing Organization: | Tufts University |
Offling & Disk Space
Junk Settings [] attach this signature:

Peturn Receipts | |

Security -
=l Local Folders [ artach my wCard ko messages Edit Card...

Disk. Space

Cubgoing Server (SMTP): | jsmith01 - smtp.tufts, edu (Default) vl

Junk, Settings

Outgaing Server (SMTP) Manage Identities

’ add Account... l

’ Remove Account ]

[o]4 l ’ Cancel

UNIVERSITY



information technology services

Training

e From the Tufts Email list, select Server Settings.

Copies & Folders
Carmposition & Addressing
OFfline & Disk Space
Return Feceipts
Securiky

Local Folders
Oukgoing Server (SMTP)

e The Server Settings view of the Account Settings window will
appear.

e Inthe Security Settings area, click on the option button labeled SSL.

Server Settings

Server Type:  IMAP Mail Server

Server Mame: |ima|:u.tufts.eu:|u ork: | 993 Default: 993

ser Marne: | jsmithini |

Securiby Settings
Use secure canneckion:
() Mever () TLS, if available (O LS (53 55

D Use secure authentication

e Inthe Server Settings area, click on the button labeled Advanced.

Server Settings

Check Far new messages at startup
Check for new messages every minutes

wehen I delete a message: | Mawve it to the Trash folder vl

[] Clean up ("Expunge") Inbox on Exit

[ Empty Trash on Exit Advanced.. \

e The Advanced Account Settings window will appear.

10 Tufts
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information technology services

Training

Click to remove the checkmark from the box labeled Show only
subscribed folders.

Click on the button labeled OK.

Advanced Account Settings [‘5__<|
IMAP server directary: I:I

[CJ: shaws anly subscribed Folders

Server supports Folders that contain sub-folders and messages

Use IDLE command if the server supports it

Maximum number of server connections to cache
These preferences specify the namespaces on your IMAP server

Allow server ko override these namespaces

I OK h] [ Cancel ]

From the Tufts Email list, select Outgoing Sever (SMTP).

[= Tufts Email
Server Settings
Copies & Folders
Composition & Addressing
DFfline & Disk. Space
Return Receipts
Security

=l Local Folders
Disk Space

Zutgoing Server {3MTR)

The Outgoing Server (SMTP) view of the Account Settings window
will appear.

From the list of SMTP servers, click on the server labeled with your
UTLN.

Click on the button labeled Edit.

Outgoing Server (SMTP) Settings

although wou can specify more than one oukgoing server (SMTP), this is only
recommended for advanced users, Setting up mulkiple SMTP servers can cause
errors when sending messages,

¢ jsmnithi01 - smkp,kufts,edu (Defaulk)
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information technology services

Training

The SMTP Server window will appear.
In the box labeled Description, type Tufts Email - On Campus.

In the User secure connection area of the Security and Authentication

section, click on the option button labeled TLS.

Click on the button labeled OK.

SMIP Server

Settings

Description: | Tufts Email - On Campus

Server Mame: | smkp.kufts, edu

Part: Default: 25

Security and Authentication

se name and passwiord

Idser Mame: | jsmith01

Use secure conneckion:
() Ma (O TLS, if available

From the Account Settings window, click on the button labeled OK to

finish configuring your Trumpeter email server settings.

Outgoing Server (SMTP) Settings

Although wou can specify mare than one outgaoing server (SMTR), this is onky
recommended For advanced users, Setting up rmultiple SMTP servers can cause
errors when sending messages,

Description:  Tufts Email - On Campus
Server Mame:  smbp.kufts,edu
Park: 25
User Marne:  jsmith01
Secure Connection: TLS

12
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Retrieving your emails

Once you have configured your Trumpeter email server settings, you can
now receive your emails.

e From the Mail Toolbar, click on the button labeled Get Mail.

'x\_&_I

Get: Mail

e The Mail Server Password Required window will appear.

e Inthe box labeled Enter your password, type your Trumpeter email
account password.

e If you do not want to type your password the next time you log in to
Thunderbird:

o Click to place a checkmark in the box labeled Use Password
Manager to remember this password.
e Click on the button labeled OK.

Mail Server Password Required

)_:)_/ Enter your password For jsmithd 1@imap. bufts,edu:

[] use Password Manager ko remember this password,

I o4 l [ Cancel

Configuring Thunderbird to Manage a Trumpeter Email
Account from Off Campus (or for a Laptop)

In order to check your Tufts email off campus, you must add a new
outgoing server. To add a new outgoing server:

e From the Tools menu, select Account Settings.

Tools

Address Book, Chrl+2
Extensions
Themes

Message Filkers. ..

Junk Mail Contrals. ..

Import...
Javascript Console

Account Sekkings. .. k
Options. ..
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e The Account Settings window will appear.

Account Settings

=l Tufts Email

Account Settings

-Server Settings
Copies & Folders Account Narnes | Tufts Email |
Composition & Addressing
Cffline & Disk Space ~ Default Identity
Return Receipts Each account has an identity, which is the information that other people see
. Security when they read your messages,
ElLocal Folders Your Name! | Johin Srith
" Disk Space
i Email Address: | johin,smith@tufts, edu

Oukgoing Server (SMTR)

|
|
Reply-to Address: | |
|

Qrganization: |

[] attach this signature:

[ aktach my wiard to messages

Oubgoing Server (SMTR): | jsmithdl - smkp, bufts. edu (Default) b |

Manage Identities...

[ Add Account... ]

Set as Default

[ Remave Account ]

L K J [ Cancel

e From the Tufts Email list, select Outgoing Sever (SMTP).

[= Tufts Email

- Server Settings
‘Copies & Folders
‘Composition & Addressing
OFFline & Disk. Space
; ‘Return Receipts

i---Security

=l Local Folders
Disk Space

T riing X Tufts
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e Inthe Outgoing Server Settings view of the Account Settings
window will appear.

e From the list of SMTP servers, click on the server labeled with your
UTLN.

e Click on the button labeled Edit.

Qutgoing Server (SMTP) Settings

Although wou can specify more than one outgoing server (SMTR), this is only
recommended For advanced users, Setting up multiple SMTP servers can cause

errors when sending messages.

jsmith01 - smtp.kufts, edu (Default)

Edit...

e The SMTP Server window will appear.
e Type the following information into the appropriate boxes.

In the box labeled ... Type ...

Description Tufts Email — Off Campus
Server Name smtp.tufts.edu

Port 587

User Name Your Tufts UTLN

e Inthe area labeled Use secure connection, click on the option button
labeled TLS.

e Click on the button labeled OK.

SMIP Server

x)

Settings
Description: | Tufts Email - OFF Campus
Server Mame: | smkp.bufts, edu

Part: | 587 Default: 25

Security and Authentication
Use name and passward

User Mame: | jsmith01
IUse secure conneckion:

) mo (O TLS, i available & TLS () SSL

UNIVERSITY
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information technology services

Training

If you want to set your off campus server as the default server:
o From the Outgoing Server (SMTP) Settings view, click on
the SMTP server labeled Tufts Email — Off Campus.
o Click on the button labeled Set Default.

Outgoing Server (SMTP) Settings

Although ywou can specify more than one outgoing server (SMTRY, this is onky
recommended for advanced users. Setting up multiple SMTP servers can cause
errors when sending messages.

add...

Set Defauly 3;

Tufts Email - On Campus - smbp. bufts. edu (Default)
f Tufks Email - OFF Campus - smtbp. bufts.edu

From the Account Settings window, click on the button labeled OK to
finish configuring your Trumpeter email server settings.

Outgoing Server (SMTP) Settings

Although you can specify more than one outgoing server (SMTP), this is onky
recommended for advanced users, Setting up mulkiple SMTP servers can cause
errors when sending messages.

Tufts Ernail - On Campus - smbp.tufts, edu (Default)
. Tufts Email - OFF Campus - smikp, bufts, edu

-

Add...

Edit.

Set Default

Descripkion: Tufts Email - OFF Campus
Server Mame:  smkp,kufts,edu
Pork: 557
Lser Mame!  jsmith0l
Secure Conneckion: TLS

16 Tufts
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Choosing Your Outgoing (SMTP) Server

Once you have configured Thunderbird to manage emails while on and off
campus, you can change between the two servers depending upon your
location. To switch between the outgoing servers:

e From the Tools menu, select Account Settings.

Tools

Address Book, Chrl+2
Extensions
Themes

Message Filkers. ..

Junk Mail Contrals. ..

Import...
JavaScript Console

Account Sekkings. .. k
Options. ..

e The Accounts Settings window will appear.
e Click on the down-facing arrow located next to the box labeled
Outgoing Server (SMTP).
e If you wish to manage emails from on campus:
o From the list that appears, select Tufts Email — On Campus.

Qutgoing Server (IMTPY: | Tufts Email - On Campus - smkpotufts,edu |

| IUse Default Server |

| Tufts Ernail - On Carmpus - srtp. bufks, edu

Tufts Email - OFF Campus - smbp.kufts.e...

e If you wish to manage emails from off campus:
o From the list that appears, select Tufts Email — Off Campus.

Cukgaoing Server (SMTPY | Tufts Email - On Campus - smbpkofts,eda |

IJse Defaulk Server

Tufts Email - On Campus - smEp. tufts,edu

e On the Accounts Settings window, click on the button labeled OK.

UNIVERSITY
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Adding the Tufts LDAP Server

If you want to be able to search the Tufts directory while sending emails,
you must first add the Tufts LDAP server. If you do not feel comfortable
completing these steps or you have difficulty adding the LDAP server,
please contact your FSP. To add the Tufts LDAP server:

e From the Tools menu, select Account Settings.

e The Account Settings window will appear.

e From the Tufts Email list, select Composition & Addressing.

[= Tufts Email

Server Settings

Return Receipts
Security
[=l Local Folders
Disk Space
Qukgoing Server (SMTR)

e From the Addressing area, click on the option button labeled Use a
different LDAP server.

e Click on the button labeled Edit Directories.

Addressing
‘when looking up addresses:
() Use my glohal LDAP server preferences For this accounk

(%) Use a different LDAP server:

e The LDAP Directory Servers window will appear.
e Click on the button labeled Add.

LDAP Directory Servers E|
Select an LDAP Directory Server:

QK l ’ Cancel
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e The Directory Server Properties window will appear.
e Type the following information into the appropriate boxes.

In the box labeled ... Type ...

Name TUFTS
Hostname Idap.tufts.edu
Base DN dc=tufts,dc=edu

e Click on the button labeled OK

Directory Server, Properties

(X

General | Offline | Advanced

INare: TUFTS
Hostname: Idap. tufts.edu
Biase Dh: de=tufts,dc=gdu|

Port number: | 389

Bind DM:

[] Use secure connection (S5L)

o] [ ]

e From the LDAP Directory Servers window, click on the button
labeled OK.

LDAP Directory Servers E|

Select an LDAP Directory Server:
TUFTS

| ok N([ Cancel

UNIVERSITY
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e From the Addressing area, click on the down-facing arrow next to the
box labeled Use a different LDAP server.
e From the list that appears, select TUFTS.

Addressing
‘Wwhen looking up addresses:

() Use my global LDAP server preferences for this account

Edit Directories. ..

() Use a different LDAP server:

E Mone K E

e From the Account Settings window, click on the button labeled OK.

Account Settings b—(|

= Tufts Email
Server Setkings

Composition & Addressing

Copies & Folders

- ) Composition
Composition & Addressing
CFfling & Disk Space Compose messages in HTML format
Return Receipts Automatically guote the original message when replying
Security - | ot el 8 >
en, | stark my re elow the quote
=l Local Folders == ¥ FEplY q
Disk Space

Cukgaing Server (SMTR)
Addressing
‘wehen looking up addresses:

() Use my global LDAP server preferences For this accounk

(%) Use a different LDAP server:

’ Add Account... ]

[ Remaove Account ]

[ 04 l\] [ Cancel
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