Setting up Thunderbird to download email via IMAP

First download and install Thunderbird from http://www.mozilla.com/en-US/thunderbird/ It is written by the same people who
wrote the Firefox browser (a pretty good alternative to Internet Explorer). Run the install with all the default settings.

1. You will then have to setup your RHS account. When the
Import Wizard starts, click Don’t Import anything and then
click Next (unless you want to bring data from Outlook or

Outlook Express into Thunderbird).

Import Wizard

Import Settings and Mail Folders From

Import Options, Account Settings, Addressbook and other data From:
() Outlook Express
() Qutlock

@

2. Choose Email account and click Next.

New Account Setup

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

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

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

®:

() RS5 Mews & Blogs

O MNewsgroup account

3. Enter your name and email address and click Next.
Account Wizard E|

Identity

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

Enter the name you would ke to appear in the "From” field of your
oukgoing messages (For example, "John Smith™).

four Mame: Christopher Gleeson

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

Email Address: cgleeson@rhsmith,umd. edul
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4. Choose IMAP and set Incoming Server as
facstaff.rhsmith.umd.edu for staff/faculty or
students.rhsmith.umd.edu for students, and Outgoing
Server as smtp.rhsmith.umd.edu (for everyone).

Account Wizard Fz|

Server Information

Select the type of incoming server vou are using,

O poP (&) MAP
Enter the name of your incoming server (for example,
"mail.example.net"),

Incoming Server: | imap.rhsmith,umd, edu
Enter the name of wour outgoing server (SMTR) (for example,
"smtp. excample.net").

Qutgoing Server: | smtp.rhsmith.umd.edu
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5. Your username will be the same for both and is your Smith

username (aka your iNotes/Sametime/Webmail login name).
Account Wizard Fz|

User Names

Enter the incoming user name given to you by your email provider (For
example, "jsmith").

Incoming User Mame: | cgleeson

Enter the oukgoing user name given to you by yvour email provider (this
is bypically the same as your incoming user name),

Qutgaoing User Mame: | caleeson
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6. Give an account name to this account, can be anything or

just accept the default.

Account Name

Enter the name by which vou would like ta refer ta this account (For
example, "Work Account”, "Home Account” or "News Account™),

Account Mame: caleeson@rhsmith,umd. edu|

[ < Back ] { Mext = } [ Cancel ]

7. The wizard will complete and summarize the information
you have entered.
Account Wizard g|

Congratulations!

Please verify that the information below is correct,

cgleeson@rhsmith,umd. edu
cgleeson@rhsmith,umd. edu

Account Marne:
Email Address:
Incoming User Mame: cgleeson

Incoming Server Mame: imap.rhsmith, urnd. edu
Incoming Server Type: IMAP

Qukgoing User Marne: cgleeson

CQutgoing Server Mame (SMTP):  smbp.rhsmith,umd, edu

Click Finish to save these settings and exit the Account Wizard,
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8. You will then be prompted for your password which you

can choose to save if you wish.
Mail Server Password Required g|

\?g Enter wour password For cgleeson@imap, rhsmith. umd . edu;

[] use Password Managet ko remember this password.
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9. Thunderbird will now create all your local folders and
download all the message headers for your Inbox. When that
has completed, click on Tools > Account Settings. In the
window that appears click the Offline & Disk Space

as shown below. Check the boxes for Make the messages
in my Inbox available when | am working offline and
also the When 1 create new folders, select them for
offline use. Now click the button labelled Select folders for
offline use..

Account Settings

=l cgleeson@rhsmith.umd.edu

|W

Offline & Disk Space

Server Settings
Copies & Folders Offine
Compasition & Addressing
Offiine & Disk Space
Return Receipts

ou can download your messages localy so that they are available when you
are warking offline.

Make the messages in my Tnhox available when T am working offline

Security WWhen T create new Folders, select them for offine use :
[=lLocal Folders
Disk Space 32 select folders For offline use. ..

Qukgaing Server (SMTP)
Disk Space
To save disk space, do not download for offine use:

[] Messages larger than KB

To recover disk space, old messages can be permanently deleted
(5 Don't delete any messages
) Delete all but the last messages
() Delete messages mare than days old

[ Always delete read messages

Add Account...

10. Put a checkmark in all the boxes next to your folders,
including any subfolders and click OK. This is telling
Thunderbird to download all messages including subfolders to
your local computer, rather than just the headers (which is a
smaller part of your email and would not contain attachments
for example). This makes your data available to you when you
are not connected to the server.

Items for Offline Use E‘
Choose mail Folders and newsgroups Faor offline use,
Falders and Mewsgroups Download
i= & cgleeson@rhsmith.umd.edu HES
4 Inbox
) Sent
! E_;? Trash
| Backup Repaorts
| Backups
[ W
= Junk E-mail
| Lavatech
|5y Mist Tasks
|5y Mokes Development
|y Paynch
| Quarantine
=) READRECEIPT
. .

11. Click OK to return to your mailbox. You will now need to
select each folder in your mailbox in turn so that Thunderbird
connects to the server and downloads the emails for each
folder. Depending on the number and complexity of the
emails, it may take a few minutes for the mail server to
convert each message to IMAP format and deliver to your
client. You can monitor the process on the Status bar at the
bottom of the Thunderbird client to see how far it has to go
for each email.
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