Thunderbird IMAP Instructions - For Faculty and Staff

This guide will assist you in setting up Thunderbird to work with your faculty or staff
email account using IMAP.

1) When you start Thunderbird for the first time, you will be prompted with a dialog
box similar to the one below. Enter your first and last name, your full email address, and
your password. You may click the Remember Password box if you would like to;

however, this should not be done if you are using a shared computer. Click on Continue
to move to the next step.

Mail Account Setup le

Your name: | eTikec: I |

Email address: |_@I:|I|:u:|mu.edu |

Passward: | ssssssnsl |

Remember password

Cancel ] ’ Continue
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2) Next, Thunderbird will attempt to detect the settings on its own. This will not
work. Click the Stop Button. For the username, just type the portion before the @ in
your email address. If your email address is jsmith@bloomu.edu, you should enter
jsmith. Change your settings to match the ones below.

After double checking your settings, click the Manual Setup button.

Mail Account Setup

X

Your name:  Mike
Email address: I ©bloomu,. edu

Password: | T TYYTYY

Remember password Start over

Editing Config

Username: | ] |

[ Re-test Configuration

Incarming: |wel:nmai|.|:nln:n:|mu.edu | IMAP w993 S5LITLS e

Cutgaing: | webmail bloomu.edu » | SMTP 587] STARTTLS A

Marual Setup...



mailto:jsmith@bloomu.edu
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3)

It will take you to a screen like the one below. Next, we need to setup the

outgoing mail server. Click on the Outgoing Server (SMTP) option on the left.

Account Settings

= T bloomu. edu
Copies & Folders
Composition & Addressing
Jurik Settings
Synchronization & Storage
Reburn Receipts
Secirity

= Local Folders
Junk Settings
Disk Space

Cukgoing Server (SHTE)

[ Account Actions

Server Settings

| Server Tvpe:

X]

IMAP Mail Server
Server Mame: _"webmai.hluumu.mm -_ Port: -;93: Default: 993

User Name: .

Security Settings
Connection security: _SSL,I'TLS

[] use secure authentication

Server Settings

Check For new messages at startup

Check for new messages every | 10 % | minutes

When I delete a message: = .
(&) Move it ko this Folder:

Trash v
() Just mark it as deleted
) Remove it immediately
["] Clean up {"Expunge”) Inbox on Exit
] Empty Trash on Exit
Lacal directory:
: C:\Dacuments and Settings R Application Datat‘ihundubid‘l.ﬂ Browse..,
Ol ] [ Cancel
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4) Click the email address in the right then click the Edit button.

Account Settings

=/ I bloori, edu
Server Setkings
Copies & Folders
Composition & Addressing
Junk. Settings
Disk, Space
Return Receipts
Security

[=I Local Folders
Junk Settings
Disk. Space

Cukgaoing Server (SMTR)

Account Actions

COutgoing Server (SMTP) Settings

although ywou can specify mare than ane oukgaing server (SMTRY, this is anly
recommended for advanced users, Setting up mulkiple SMTP servers can cause errors
when sending messages,

Descripkion:  =nat specified >
Server Name:  webmail bloomu, edu
Part: 587
User Mame:
Secure Authentication: ves
Conneckion Securiby:  STARTTLS

(0] 4 l [ Cancel
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5) Ensure your settings match the ones below. You will want to check the Use name
and password box, as well as the Use secure authentication box. Click OK once you are
finished, then click OK on the main dialog window.

SMTP Server [g|

Sekkings

Description: | | |

Server Mame: | webmail, bloomu, edu |

Bort: | 537 Default: 25

Security and Authenticakion
Ize name and passward

ser Mame: | ] |

IJse secure authentication

Connection security: | STARTTLS b d

[ Ok ] [ Cancel ]

6) To check your mail, click the account name on the left, and click the Get Mail

button. If this is your first time, it may take a few minutes depending on how many
messages you have.

" @bloomu.edu - Mozilla Thun

File Edit Wiew Go Message Tools Hel
&Get Mail - |_v,-'|)'u'u'rite .ﬁ.ddress Bool:

(& | I 7 bloonmu.edu

Smark Folders 4 » Th
InI:u:ux u
ﬁ Trash
Cukbo Ema
. " @bloomu.edu
[=l E Local Folders
[E=| bz 50
=



