Thunderbird POP Instructions

For Faculty and Staff

1) Open Mozilla Thunderbird.

2) Go to tools>Account Settings.
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3) Click on ‘Add Account...’

Account Settings

Qukgoing Server (SMTR)

add Account. .,

Outgoing Server (SMTP) Settings

Only one outgoing server (SMTP) needs to be specified, even if wou have
several mail accounts, Enter the name of the server For outgoing
Messages.

Server Mame: Port; |25 Default; 25
IJse name and password

Lser Mame:

Lse secure connection:
(3 Mo (&) TLS, ifavallable () TLS () SSL

(o] 4 l [ Cancel
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4) Check ‘email account’ and click next.
Account Wizard

Mew Account Setup

In order to receive messages, you first need to set up a Mail ar
MNewsgroup account,

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

Select the type of account you waould like o sek up:

() R55 News & Elogs

{:} Mewsgroup accounk

Mext = l [ Cancel
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5) Enter your name and your email address. Click next.
Account Wizard

Identity

Each account has an identity, which is the information that identifies
ol ko okhers when they receive your messages,

Erter the name wou would like o appear in the “From” Figld of wour
oukgoing messages (for example, "John Smith™),

Your Mame: Your Mame Here

Enter wour email address. This is the address others will use to send
email ko vou (For example, "user@example. net™).

Email Address: usetID@bloomu. edu

« Back ] [ Mext = l [ Cancel
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6) On this screen enter ‘webmail.bloomu.edu’ as the incoming mail. Make
sure the ‘POP” and ‘Use Global Inbox’ buttons are selected. Click next.

Server Information

Select the type of incoming server wou are using.

& por () IMAP

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

Incoming Server: | webmailbloomu.edul

Uncheck this checkbox ko store mail For this account in its own
directory, That will make this account appear as a top-level account,
Otherwise, it will be part of the Laocal Falders Global Inbox accounk.

IJ=e Global Inbox (store mail in Local Folders)

Your existing outgoing server (SMTRY, “mymail, bloomo,edu®, will be
used, You can modify outgoing server settings by choosing Accounk
Settings from the Tools menu.

< Back ] I Mext = ] [ Zancel
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7) On the next screen your userlD should automatically be placed in the
field. If it is not there enter your userlD in the space provided. Click next.

Account Wizard E|

User Names

Enter the incoming wser name given ko you by vour email provider (For
example, "“jsmith"),

Incoming User Mame: | UserID |

Your existing outgoing {SMTP) username, "userid”, will be used, You
can madify autgoing server setkings by choosing Account Setkings Fram
the Tools menu.

< Back ] I Mext = ] [ Zancel




Thunderbird POP Instructions
For Faculty and Staff

8) The next screen will ask you for an account name. You can use the

default which is entered for you or choose whatever you like. Click next and
then finish.

Account Wizard

Account Mame

Enter the name by which ywou wauld like o refer ko this account (Far
example, "Work Account”, "Home Account” or "Rews Account],

Account Mame: UserIDi@bloommu, edu

< Back ] [ Mext = l [ Cancel




Thunderbird POP Instructions
For Faculty and Staff

9) You should be back to a screen that looks like this after clicking finish.
Click on “Server settings’ and check ‘Use Secure Connection (SSL)’. Verify

that the port number is “995’. The “Leave messages on server” options are optional.
If you do not check “Leave messages on server and until I delete them”, they will not be
available when you log into Outlook Web Access or Outlook. It is recommended that you
check both. (Note that this will not affect Mimosa, messages will be copied there
regardless).

Account Settings

=] miewwemeslon @bloomu.edu Server Settings
Server Settings

Copies & Folders Server Type:  POP Mail Server
Camposition & Addressing Server Mame: | webmail.bloomu.edu Park: | 995 Defaulk; 995
Disk Space User Mame: userid
Jurk Settings
Return Receipts Security Settings
Security Ise secure conneckion:
[=ILocal Folders

() Mever () TLS, if available () 7L (&) S50

Disk Space
R |:| Use secure authentication

Junk Settings

Outgoing Server (SMTP) Server Settings

Check For new messages at startup

SEE SPECIAL NOTE!

Check Far new messages every |1 minutes

Aukomatically download new messa
[ ] Eetch hea
EaVE MES530E85 ON SErver
[] For at most daws
Unkil I delete them

[] Empty Trash on Exit
[ fdd Account... l Local direckary:

CDacuments and Setbings s, 2oplication Datal Thunder

[ Eemove Account l

I [9]4 ] ’ Cancel ]

SPECIAL NOTE:

If you use the POP setting to get your email the default setting is to REMOVE the email
messages from the server when they are downloaded into your email client.

If you wish to use your email client in ADDITION to another means (the web, or
Outlook on campus) to read your message you MUST place a check in the box next to
"leave a copy of the message on the server" when you setup your mail client

If you are ONLY using your email client to get your messages this is not necessary.
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10) Click on “Outgoing Server (SMTP)’ then click ‘Edit’. Change the port
number to 587 and verify that the “TLS’ option is selected, and the Server
Name reads ‘webmail.bloomu.edu’. Click OK.

Settings

Description: | |

Server Mame: | webmail, bloomu,edu |

Part: Default; 25

Security and Authentication

s name and password

Iser Mame: | userid| |

Use secure connection:
(3 Mo () TLS, F availlable &3 TLS () S50

[ Ok ] [ Cancel ]

11) Click on Get mail to get your messages. You will be prompted for your
password. Enter your BUAD password. It is recommended that you don’t
check “Use Password Manager to remember this password.” for security
reasons when using a shared computer. Click OK.

& .

Get: Mail

Enter, your password: rz|
[ Enter your password For on webmail, bloomu, edu;

[] use Passward Manager ta remermber this passward,

I oK l [ Cancel




