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Mozilla Thunderbird Version 10 for the Mac

Starting Thunderbird 10
1) Click on Thunderbird located on the Dock

2) Enter your password if prompted
3) Click on OK

]
I Mail Server Password Required
‘ e Enter your password for fallivenep@mail.montclair.edu:
l J

["] Use Password Manager to remember this password. |

(Cancel) ( OK 3 '

Creating a New Message:
1) Click on the Write button
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The Write window appears:

L3 ® Write: (no subject)
V speling |~ [ Attach |~ @ Security |~ & Save -

From: < @mail.montclair.edu> @montclair.edt

- To: |

Subject:

ragraph Variable Width H s At B | U == & = =

Addressing the Message:
1) If you know the email address of the recipient, you can start typing it in the recipient
line
2) If typing an MSU email address, type the username. The
@mail.montclair.edu will automatically be added to the name.
3) 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

e To: For primary recipients of your message

e Cc: For secondary recipients (carbon copy)

e 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

e Newsgroup: For posting to a newsgroup

e Followup-To: For redirecting a newsgroup posting, so that subsequent replies go
directly to the redirected newsgroup instead of the original newsgroup

& & Write: (no subji
Lt send W Spelling | = @JAuach ~ & Security =~ ¥ Save -
From: @mail.montclair.edu>
v To: | Itservicedesk <itservicedesk@mail.montclair.edu>
v To: »
Bec:
Reply-To: t:
"""" o + A+ B

4) Click in the Subject line to type a subject for the message
5) Hit the TAB key to position the cursor in the message text area
6) Type your message
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Changing the Priority of a Message:
1) Click on Options in the menu
2) Click on Priority
3) Click on the Priority level for your message

1t Format Options Tools Window Help

Write  Check Spelling... O ¥P
- & savel V Spell Check As You Type

all.montclair.ed z
Return Receipt
Hair.odu> Delivery Status Notification
Text Encoding >
Delivery Format >
BN Highest

; aA A8 Send a Copy To *» High
v/ Normal

Customize From Address... Lone
Encrypt This Message Lowest

Digitally Sign This Message

Sending a Message:
1) Click on the Send button on the toolbar

@ Write: (n¢
Lfsend \v Speling - [ Attach -~ @ Security = & Save -

\_/From: < @mail.montclair.edu>

- To: |tservicedesk <itservicedesk@mail.montclair.edu>
v To: |
Subject:
Paragraph v Variabie Width ~ . AA A% At |

Retrieving and Reading Messages:

New messages will be received in your Inbox folder and will appear inbold.
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Double-click on the message to open it.

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 Thunderbird in the menu
2) Click on Preferences
3) Click on Advanced
4) Click on Reading & Display
5) Select which option you prefer under Open messages in:
6) Click OK

? 2 < s 0,

- ! A
Ceverst  Display  Compealion  Chat  Privecy Security Altachrents  Advanced

Formatting  Tags JEELEEENE
Reading

Autematically mark messeges a3 read
© immediately on dsplay
After dsplaying for seconds
Open messages in

é OAnewtadb  Anewmessage window  An existing message window

Close message window/tab on move or delete

Display

£3 Show only dsplay name for people in my address book

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 onlyrecipient.

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

@ [ ] Write: Re: The $$$ savings of 1-to-1 iPad in higher education
Ffsend « speling|~ [ Attach!~ @ Security| - & Save ~

From: < @mail. montclair.edu> Dmontclair.edu v

- To: newsletters@jamf.com

Subject: Re: The $$$ savings of 1-to-1iPad in higher education

Paragraph B Variable widtn Bl - aar B | U =83 K- D- O-

On 4/26/18 9:45 AM, Jamf wrote:
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4) Type your response in the message text area above the original message text
5) Click on Send to send your response message

Forwarding a Message:
1) Open the message
2) Click Forward to send the message to someone else
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 above the original message text
6) Click Send

NOTE: When you reply or forward a message, the original message tab remains open.
Close the original message to return to your Inbox.

Contacts
Thunderbird has the option to quickly add a new contact to the Address Book and/or edit an
existing contact.

To Add a Contact to the Address Book
1) Click on the white star next to the contact name
2) Click Add to Address Book

[ @ < Inbox Q Search £ Q The $83 sav ngs of 1

&, Get Messages | = I Write WBcChat Address Book DTag” T

The $§$ savings of 1-to-1iPad in

Me ¥

Add to Addréss Book

To Edit an Existing Contact in the Address Book
1) Click on the blue star next to the contact name
2) Click Edit Contact

© ® & Inbox Q

¥, Get Messages | = [Z Write #®cChat 8 Address Book

jubject The $$8 savings of 1-to-1iPad in_ =~ ==

o MeW
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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
-~ OR -~
1) Click on View in the menu
2) Choose Sort by and select the column you want to sort by

To Reorder Column Headings:
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 wantto 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.

L I
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. T your privacy, Preferences

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
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If the Message is Open:
Click on the Delete button on the toolbar

L o s Inbane ™ 555 owinge of L1 |
Sonveemgn © B Wow R Adores os Qg ¥ adrch « X1
vt croanvedian como O  Taply Wy Tepy N o sawwd Blavohe G am
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a4

..‘Jamf Your monthly dose of Jamt-related news

AN, T - A

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) In the Write window click on Attach

eve — " Write: (no subject) i
o3  Spelling = [ B Atach - | @ Security = & Save | -

From: \/ @mail.montclair.edu> @®montclair,edy

Subject:

The Attach File(s) window appears.

0 < HH E an B~ MY Screen shoor < y ) a
D Pictures Narre
(7 Oeskicp Screen Shot 2017-07-25 st 12.27.48 PM
. - -07- o
\ icioud Drive Scren Shot 2017-07-25 a1 12.27.27 PM
Screen Shot 2017-07-24 at 4.44.06 PV
¥ Appications % Screen Shot 2017-07-24 at 4.39.52 PM
5 MEGAsync Screen Shot 2017-07-24 : 9.10.38 AM
. Screen Shot 2017-07-24 1 9.10.06 AM
L Recents

Screen Shot 2017-07-24 at 8.03.84 AM
H Documents M Scroen Shot 2017-07-24 at 9.03.05 AM
© Oownioads Screen Shot 2017-07-24 1 9,02.56 AM
Screen Shot 2017-07-28 1 0.02.28 AM
Screen Shot 2017-07-24 at B.58.50 AM
Scroen Shot 2017-07-24 a1 8.54.42 AM
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Screen Shot 2017-07-24 ;1 8.53.23 AM
b Macintosh HD Screen Shot 2017-07-24 1 8.52.42 AM (
£4 Scroen Shot 2017-07-24 a1 8,50.43 AM ul
Shered Screen Shot 2017-07-24 »1 8.50.22 AM (
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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 on Open

The attached file(s) will appear in Attachments:

o0e Write: (no subject)

v Speling = B Amach - @ Securty - & Savel~
From < @mal.montclair.edu> v lattachment /

S To Scree...pog
b

Subject

B i At B

4) Click on Send to send the message

Detaching Files
1) Open the message that contains the attached file(s)
2) Click on the file in Attachments
3) Choose either Open with or Save File
4) Click OK
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