au ;f%‘/. DIGITAL Email Setup : Thunderbird

Create an email account in Thunderbird

Note: You may be asked if you want to import settings from other email software,
such as Outlook Express. This guide shows you how to set up a new mailbox from
scratch.

Step 1: Open Thunderbird

Step 2: The Account Wizard will open, If the wizard does not open automatically, click Account
Settings in the Tools menu.
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Step 3: Click the Add Account button.
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Step 4: Select the Email account radio button, then click Next.

Account Wizard

New Account Setup

In order ko receive messages, you first need ko sek up a Mail or
Mewsgroup account,

This Wizard will callect the inFarmation necessary ko set up a Mail or
Mewsgroup account, IF wou do nok know the information requested,
please contact your System Administrator or Inkernet Service Provider,

Select the type of account you would like o sek up:
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Step 5: Enter your name in the Your Name text-box. This is what most people will see when you
send them an email. Then enter your email address in the Email Address text-box, then click the
Next button.

Account Wizard

Identity

Each account has an identity, which is the information that identifies
vou ko others when they receive yvour messages,

Enter the name wou would like to appear in the "From” Field of wour
outgoing messages (For example, "John Smikh"],

Your Name: |JDhn Smith

Enter waur email address, This is the address athers will use ko send
email ko wou (For example, "user@example.net™),

Email Address: | jsmith@example.net
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Step 6: Depending upon your favored connection type, check either POP or IMAP as the incoming
server type.

Step 7:

e Incoming server: Enter mail.example.com (replacing example.com with your domain
name)

e Outgoing Server: Enter mail.example.com (replacing example.com with your domain
name). You will only see this option if this is the first mailbox you've setup in Thunderbird.



Account Wizard

cerver Information

Select the byvpe of incoming server wou are using.
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Enter the name of wour incoming server (For example,
"mail. example. net").

Incoming Serwver: |_ mail example com

IUncheck this checkbosx to stare mail For this account in ks own
directary, That will make this account appear as a top-level account,
Otherwise, it will be part of the Local Folders Global Inbox account,

Ilze Global Inbox (store mail in Local Folders)

Enter the name of wour oukgoing server (SMTPT (For example,
“smntp,example.net",

Chutgoing S erver: rsmtIa.exa.tupE.mm |
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Step 9: Enter your full email address in the Incoming User Name and Outgoing User
Name text-boxes.

You will only see the Outgoing User Name text box if this is the first account you've set up in
Thunderbird.



Account Wizard

User Mames

Enter the incoming user name given ko yau by wour email provider (For
example, "“jsmith").

Incoming User Mame: | jsmith |

Your existing autgoing (SMTP) username, " jrithie xample com "
will be used. ¥ou can modify outgoing server setkings by choosing
Account Settings From the Tools menu,
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Step 11: Use the Account Name text-box to enter the name you want to use to identify this account,
then click Next. This name will only be visible to you.



Account Wizard

Account Name

Enter the name by which wou would like to refer to this accounk (Far
example, "work dccount”, "Home Account” or "Mews Account™),

fccount Name: Jerodthi@exarnple com |
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Step 12: Confirm the details you have entered, click Finish, then click OK to close the Account
Settings window.



Account Wizard [z

Congratulations!

Please verify that the information below is correct,

Account MName: jsred thifflexaraple corm
Email Address: Jemithiffexample com
Incoming User Mame: jsmith

Incaming Server Marne: rnail exatnple corn
Incoming Server Type: POP3

Oukgoing User Mame: Jernithifllexarnple oo

Cukgaing Server Mame (SMTR):  mailexample com

Click Finish ko sawe these settings and exit the Account Wizard,
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Step 13: (optional) If this was not the first account you have set up in Thunderbird, you need to set
up your SMTP server. Click on the Tools menu, then Account Settings.

Step 14: (optional) Select Outgoing Server (SMTP) from the list on the left, and then click the Add
button to the right of the window.
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Step 15: (optional)
Enter the following details for your outgoing (SMTP) server:

e Description: Enter a description to identify this SMTP server. This can be anything, but it’s
a good idea to enter the email address.

e Server Name: smtp.example.com (replacing example.com with your domain name).

e Port:
Non SSL =587
SSL =465

e Use name and password: Should be selected.

e User Name: Enter the email address.

e Use secure connection: Select No.
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Setkings

Description; | tnail exarnple com |

Server Mame: :

Fort: Default: 25

Security and Authentication

rnail exarnple com |

s name and passward

Usetr Mame: | jered thifexaraple com |

Use secure connection:
(&) Mo () TLS, if available (O TS () S5L

[ Ok l [ Cancel ]

When you have entered everything click OK, then OK again to close the Account Settings window.

Note: The first time you access your mailbox, Thunderbird will ask for the password you chose when
the mailbox was created.
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