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HANDLINGINCOMINGMAIL

In this module, you will learn how to:

¢ Retrieve Messages

e Sort Messages

¢ Reorder Column Headings

e Follow Threads

e Read Messages in Panes and in Windows
e Organize your Mail Messages into Folders
¢ Filter Incoming Messages

e Color-code Messages

e Search for Messages

¢ Handle Mail Attachments
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Thunderbird is Tufts University's email client. Using industry standards,
Thunderbird provides email services for all members of the Tufts community in
support of teaching, learning, and research at Tufts.

This manual will guide you through the process of handling incoming messages,

composing outgoing messages, organizing your messages, setting personal mail
preferences, and working offline.

THUNDERBIRIMAIL WINDOWELEMENTS

The Thunderbird mail window is comprised of three main panels: the Sidebar,
Message List and Message Pane. The Side bar contains your mail folders. The

Message List holds your mail. Finally, the Message Pane previews individual
messages if you so choose.

Mail Window

& Trash for david.bragg@tufts.edu - Thunderbird
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By dragging the borders of the panes, you can change the size and shape of all
three window panes. You can make them wider or taller, depending on the
location of the panes. It is even possible to hide a window pane, such as the
Message Pane, by clicking on the gray dotted bar near the middle of the pane.

Class reminder sent to students *  uit-training@tufts. edu

= Subject: Class reminder sent to studenbs
From: wuit-kraining@kufts. edu

The Menu bar and Toolbar, also located in the mail window, allow you to execute
commands specific to managing your email.

MESSAGE/IEWINGOPTIONS

You can change the message list and message pane. There are 3 options for
viewing messages. For instance, some people do not use the message or
preview pane. By default, the classic view is displayed.

1. From the View menu, select Layout. The submenu opens.

By clicking Wide View, Vertical View, or the default, Classic view, you can
change the way messages are displayed in your message list.

Go Message Tools  Help

Toolbars Pl =5 —
Folders r Wi Wigw
Sort by Wertical View
Threads k| v Message Pane FS
Classic View Wide View Vertical View
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Search Bar
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Status Bar —

RECEIVINGMAIL

Your mail is stored for you at our incoming mail server, until you retrieve it. Once

you have read it, you can decide where the message will reside, either on your
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cover deleting messages later in the module).

When you first log-on to your account, new messages will appear in the Message
List, formatted with bold text. Throughout the day, Thunderbird will check the
server for new incoming messages. By default, it will check every 10 minutes. If
you need to retrieve new messages immediately from the server, click the Get
Mail button.

If you wish to change the frequency with which Thunderbird checks the server,
select Tools > Account Settings « > Server Settings and adjust the minutes.
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