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Mozilla Thunderbird

Starting Thunderbird

1) Click on the Start button

2) Click on Mozilla Thunderbird
3) Enter your password

4) Click on OK

Mail Server Password Required E'
® Enter wour password i@rnail. monkclair, edu;

[ ] Use Password Manager to remember this password,

[ Ok ] [ Cancel

Creating a New Message
1) Click on Create a new message
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Addressing the Message:

1) If you know the email address of the recipient, you can start typing it in the recipient

line

2) To send to more than one recipient, click in the next recipient line and repeat the

above steps

To choose a different recipient type, click “To:” in the recipient line and select from the

following choices:

e To: For primary recipients of your message
Cc: For secondary recipients (carbon copy)

Bcc: For secondary recipients not identified to the other recipients, including

those in the cc list (blind carbon copy)

e Reply-To: For recipients to reply to a different email address other than the one the

message is sent from

Write: (no subject)
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Reply-To: fbject:

3) Clickin the Subject line to type a subject for the message
4) Hit the TAB key to position the cursor in the message text area

5) Type your message

Changing the Priority of a Message:
1) Click on Options
2) Click on Priority
3) Click on the priority level for your message
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Sending a Message:
1) Click Send on the toolbar
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Retrieving and Reading Messages
New messages will be received in your Inbox folder and will appear in bold.

1) Double-click on the message to open it
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t * &  Subject
[allusers] Workday Time Entry Due: Today, Friday, May 12

B Sent [allusers] Reminder: 2017 Summer Institute for Teaching, Learning & Technology - June 20 & 21
Trash [allusers] Your Input Is Valuable: Technology Enhanced Classrooms
PW

[allusers] What's Open This Summer?

When you open a new message, the message either opens as a new window tab or as a new

window.

Changing How a New Message Opens:
1) Click on Tools in the menu
2) Click on Options
3) Click on Display
4) Click on the Advanced tab
5) Select which option you prefer under Open messages in:
6) Click OK
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Replying and Forwarding Messages

Replying to a Message:
1) Open the message
2) Click Reply to respond to the sender alone
3) Click Reply All to respond to all addressees in the message

Note: Reply All will not be available if you are the only recipient.

A new message window appears with the recipient and subject lines filled in.

Write: Re: [allusers] Alert: Spear Phishing scam EI@
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4) Type your response in the message text area
5) Click Send to send your response message

Forwarding a Message:
1) Open the message
2) Click Forward
3) A new message window appears with the subject line filled in
4) Type the email address of the recipient(s)
5) Type your message in the message text area
6) Click Send

NOTE: When you reply or forward a message, the original message remains open

the original message to return to your Inbox.

. Close



Managing Messages

To sort messages by categories such as subject, sender, date, or priority:
1. Click the appropriate column heading in the message list window

~0OR ~

2. Click on View in the menu
3. Choose Sort by and select the column you want to sort by

To reorder column headings:
1) Click and drag a column heading to the left or right to reposition the column.

Marking Messages as Unread:
You may want to mark a message you've already read as unread if you want to address it
at a later time.

1) Click in the Read column of each message you want to mark as unread and click on
the message symbol. This will change the symbol to unread.

[allusers] (IT Security Bulletin) Avoid Phishing Scams: Major News Events f' SU-IT
[allusers] Some messages incorrectly flagged as spam v su-it
& [allusers] Revised 2017 Year-End Close Schedule » WP Finance
[allusers] Alert: Spear Phishing scam SU-IT
& [allusers] 2017 Year-End Close Schedule @ WP Finance
[allusers] May 10 Last Work Study Work Day v su-administration
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Deleting Messages:
Messages can be deleted while in the Inbox or while the message is open.

From the Inbox:
1) Click on the message to be deleted
2) Use the delete key on the keyboard or click Delete on the toolbar

If the Message is Open:
1) Click on the Delete button on the toolbar
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Note: Deleting a message that is open using the Delete button will open the next message in
the Inbox within the same message tab. To return to the Inbox, close out of the message tab.




Attaching Files

1) Click on Attach in the Compose new message window

Write: (no subject) EI@
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2) Locate the file you want to attach by switching to the drive and folder the file is
located in
3) Click on the file you want to attach and click Open

The attached file(s) will appear in Attachments
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Detaching Files

1) Open the message that contains the attached file(s)
2) Click on the file in Attachments
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From VP Finance <vpfinance@mail.montclair.edu>
Subject [allusers] Revised 2017 Year-End Close Schedule 5/4/2017 2:22 PM

To allusers@lists.montclair.edu

Dear Campus Community,

Attached is a revised copy of the Fiscal Year 2017 Closing
Schedule. HMNote that the date for submitting budget transfers is
May 15, 2017. =

Michael Galvin
University cController
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I P @1 attachment: 2017 Year End Close Schedule -Revised 050417-2.pdf 68.4 K& & fave |~

3) Choose either Open with or Save File
4) Click OK




