Configuring Thunderbird for your Suffolk Email

If you have never used Thunderbird before, the Import Wizard will launch the first time
you open Thunderbird. If you wish to migrate your settings or messages from another
email program, such as Netscape or Outlook, you may do so by selecting appropriate
options in the Import Wizard.

e Double click on the Thunderbird icon.

Import Wizard

Import Settings and Mail Folders From

Import COptions, Account Setkings, Addresshook and other data
From:

 Metscape 6, 7 or Mozilla 1%
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The wizard gives you the option to import settings and messages from your previous
email program.

e Select what you wish to import and press Next to automatically import your mail,
account settings, and address books. To setup your account manually, select

"Don't Import Anything"

Import Wizard

Import Complete ﬁ

The Follawing items were successFully impaorted:

- Account Settings
- Address Books
- Mail Folders

< Back I Finish I Cancel




New Account Setup

e After launching Thunderbird the first time, the New Account Wizard may launch
as shown below with a series of radio buttons that will allow you to set up an
email account, RSS account, or newsgroup account.

e |f the New Account Wizard does not launch automatically, you may open it by
going to the Tools menu and selecting Account Settings. Press Add Account.
The Account Wizard should then open.

e Make sure Email account is selected and Click on Next.

Account Wizard §|

MNew Account Setup

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

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

Select the type of account you would like to set up:

() RSS5 News & Blogs

O Mewsgroup account

I Mext = ] [ Cancel ]

e Enter your name and email address and then Click on Next.

Account Wizard §|

Identity

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

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

sour Mame: John Doe

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

Email Address: jdoe@suffoll.edu
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Select the type of your incoming server. Suffolk uses an IMAP server Enter your
incoming server address: sumail.suffolk.edu

For the outgoing server type:sumail.suffolk.edu

Once completed Click on Next

Account Wizard gl

Server Information

Select the bvpe of incoming server wou are using,

O pop () MAP

Enter the name of your incoming server (For example,
"mail. example.net™).

Incoming Server: | sumail suffalk, edu |

Enter the name of vour oubgoing server (SMTP) (For example,
"smikp. example.net"),

Qukgaing Server: | sumail, suffolk, edu| |
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Enter your username for receiving mail. This is your Suffolk email account
username (e.g. jdoe). You may also need to enter your username for sending mail
(the same as the username for receiving mail).

Once completed Click on Next.

x]

Account Wizard

User Mames

Enter the incoming user name given to vou by wour email provider (For
example, "jsmith"),

Incaming User Mame: | jdoe| |

‘our existing oukgoing (SMTP) username, "dmgomes", will be used. You
can modify outgaoing server settings by choosing Account Settings From
the Tools menu.
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e For the Account Name you can leave as the Default and Click on Next.

Account Wizard §|

Account Name

Enter the name by which wou wauld like ta refer ba this account (For
example, “work Account”, "Home Account” or “hews Account™),

Account Marne: jdoe@suffalk, edul |
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e The Wizard will now show you a summary of your account information. Verify
that all the information is correct and then Click on Finish. (See picture below.)

Account Wizard §|

Congratulations!

Please verify that the information belaw is carrect,

Account Marme: jdoe@suffolk, edu
Ermail Address: jdoe@suffolk,edu
Incoming User Name: jdoe

Incoming Server Mame: sumail, suffolk, edu
Incoming Server Type: IMAP

Oubgoing User Name: dmgomes

Cubgoing Server Mame (SMTP):  sumail, suffaolk.edu

Click Finish ko save these settings and exit the Account Wizard,
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e After clicking on "Finish" you still have one or two more things to set up.
e Click on Tools, then Account Settings. Then click on the Outgoing Server
(SMTP) option. (See picture below.)



Account Settings fgl

ElLocal Folders
Disk Space

=l jdoe@suffolk.edu Although you can specify more than one outgoing server (SMTP), this is anly
recommended For advanced users, Setting up multiple SMTP servers can cause
errors when sending messages.

outgoing Server (SMTP) Settings

Server Settings
Copies & Folders
Cormposition & Addressing
Offline & Disk Space
Return Receipts
Security

Oukgoing Server (SMTR)

Description:  <not specified =
Server Mame: sumail, suffolk, edu
Park: 25
User Mame:  jdoe
Secure Connection:  None

Add Account...
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e Select the account that was created in the previous steps and Click on Edit on the
right side of the page.

e Under Settings, verify that the Server Name is sumail.suffolk.edu

e Under Security and Authentication place a checkmark in the box next to User
Name and Password and enter in your user name. Also verify that SSL is
selected under "Use secure connection". This should cause the port to switch to
465 automatically. If you are off-campus, you may use your Internet Provider's
Outgoing settings if you wish, but sumail.suffolk.edu will work from any ISP as
long as you use your username and password and use an SSL connection on port
465. (See picture below.)

e Click on Ok once complete.

SMTP Server E|

Settings

Description: | |

Server Mame: | sumail suffolk.edu |

Port: | 465 Defaulk: 468

Security and Authentication

Use narne and password

|Jser Name: | jdoe |

Use secure conneckion:
(O Mo (O TLS, f available (O IS (3550
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e Click on the Server Setting under your account.

e Place a Checkmark in the box next to Use Secure Authentication and select
SSL as your type. (See picture below.)

=l jdoe@suffolk.edu Server Settings
Server Setkings
Copies & Faolders Server Type:  IMAP Mail Server
Composition & Addressing Server Mame; | sumail, suffolk, edu | Pork: | Q93 | Default: 993
Return Receipts
Security Security Settings
ElLocal Falders Use secure connection:
Disk Space ) Mever () TLS, if avalable (O TLS (3 5L
et S Ak Use secure authentication
Server Settings
Check for new messages at startup
Check for new messages every minutes
When I delete a message: | Move it ko the Trash Folder  w |
[] clean up "Expungs") Inbox on Exit
[[] Emphy Trash on Exit
Local directary:
| Ci\Documents and SettingsiDGomes, ADMApplication Data'l,Thur| Browse..,
’ add account.. ]
’ Rernove Scoount ]
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e Once all is completed Click on Ok, and then Ok again to exit the Account
Settings window.

e Then you will want to Close the Thunderbird application and then Re-Start the
application to verify that all settings are correct.



