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& Behrend - Thunderbird

Message ListPane

File Edit VYiew\ Go Message Tools Help
‘6 - ,/ \ Lll - - \/\ = . G > & . |,'v Subject or Sender
Get Mail Write \ Address Book Reply  Reply Al Forward Tag Delete Junk Print Back Forward
All Folders \ || | | g I Subject |m3| Sender I I ) I Date S Unread IE‘il
= Lg PSU * -~y . FPS Account o Carolyn Dudas ‘ 1/22/2007 8:3...
= Inbox Departmental Alias @ Carolyn Dudas « 2/6/2007 2:28...
~ Unsent Re: FPS Account @ Carolyn Dudas « 2/6/2007 2:34...
Ay Junk Re: Departmental Alias [ACCOUNTS-ID: 5... + accounts@psu.edu « 2/6{2007 4:47 PM
] ” Trash Re: FPS Account [ACCOUNTS-ID: 52907] + accounts@psu.edu «  2/6/2007 S:04 PM
@7 Behrend Aliases @ Carolyn Dudas + 472472007 12....
Bl + Re: Aliases [ACCOUNTS-ID: 56194] @ accounts@psu.edu © 4/24/2007 1:0...
) Penn State Re: Aliases [ACCOUNTS-ID: 56194] o Carolyn Dudas 5/4/2007 11:0...
/| Accounts (7) % Re: Aliases [ACCOUNTS-ID: 56194] (f... ¢ accounts@psu.edu 5/4/2007 3:33...
[} Alerts (2) Other Form for Access Accounts « Carolyn Dudas 1142142007 1
_} Alumni Association (2) Other Form for & c » Carolyn Dudas
1| ANGEL (3)
| ask
|| Askpsu -/ Subject: Other Form for Access Accounts
| Attendance System (4) From: Carolyn Dudas M essagd:)ane
!\ Benefits and Payroll (10) Date: 1/23/2008 10:24 AM
1| Breeze (3) To: X¥z123@psu.edu /
| CAC Lion Link {(4) K A
| Centra Mary,
/| Computer Store and Docs (8)
1| Content Management (4) In case you run into this situation... Here is the other form that needs to be submitted in order to request an
7| Course Talk (3) Access Account for a temporary employee that isn't paid directly by PSU:
|| CourseWeb (6) httpffaset.its. psu. edw/accounts/accountsforms/TTSForFeeService. pdf
| Health Matters Program (2)
_| HOH Assistance (11) TU.P. now charges depts for this service --- $8 per month.
I} Hotels i
| IDLounge Listsery (1)
1| Jackie Ritzko (5) Carolyn Dudas =7
1} Job Competency Classifications Web Developer/Information Specialist
/| L-D¥C (Desktop Yideo Conf.) (1) Penn State Behrend
) Library |
!7 ‘ Unread:0 | Tota:0
Main Menu and Toolbar
File Edit View Go Message Tools Help View: [ bt
6 L‘J L_"il [ > ‘ _»] q AA X Ay\ — —
~) v 3 & & - 0 - g ) - v SO Subject or Sender
Get Mail \Write  Address Book Reply  Reply &l  Forward Tag Mark Delete Junk Print
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Folders Panelcons

These are some of the icohsit you may see in the Foldene.

Mail News

& Local Folders Account RSS Feed
= In Box E4 Newsgroup
~  Unsent Messages

» Drafts

|| Templates

=] Sent Mall

M Junk

1 Trash

. Saved Search
L Userods Fol ¢

Message Panécons

These are some of the icons that you may see in the Messaparidst

Messages

(LD e gt € 4

NewsThreads
New Thread
Forwarded = Watched
Replied @  Ignored
Replied and Forwardec

Unread

Attachment

Starred

Junk

For a complete list of icons, please vidittp://kb.mozillazine.org/lcons-_Thunderbird_2
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SelectSpell Check Method

From themain menuyselect: Toolgy Options.

Click on the Composition category.

Click on the Spelling tab.

Select the desired method for spell checking: Clspeling before
sending OR Enable spell check as you type.

Click ok.

pPwdE

o

Options

e un »

Privacy Attachments Advanced

T
ﬁ
[

General Display Composition

General I Addressing  Spelling |

I i Check spelling before sending

[V Enable spell check as you type

Language: I EnglishjUnited States L]

Download More Dictionaries

¢ B et G - W A s ol oo dr e g gprnrnie
Sample of th®ptions dialog box

Compact Mail

It is important to compact your mail folders periodically. Otherntisey
will grow very largeandmay causerratic program behaer.

1. From themain menuyselect: ToolsA Options.

2. Click on the Advanced category.

3. Click on the Network & Disk Space tab.

4. In the Disk Space section, click to place a checkmark in the box for
the option: Compact Folders When It Will Save Over.

Change theidk space size if desired. (The defaultis 100 KB.)
Click oK.

oo

Customize the Toolbar

1. From the main menu, selectiew A Toolbars A Customize
2. Click and drag the desired item to the toolbar.

OR
Drag the desired item off the toolbar.
3. Click oK.
Customize Toolbar =]
You can add or remove items by dragging to or from the toolbars.
=
‘
f—‘
File
Separator Flexible Space Space
44 Py &<l &y
Previous Mext Mark Stop
R - view: | Al =
Folder Location Mail Views —
k|
Show: I Icons and Text VI [ UseSmalllcons  Restore Default Set |
OK I Cancel l

Sampleof theCustomize Toolbadialog box
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Create a Signature Unattach a Signature
Behrend Users: A default signature file has been created for you. Asa 1. From the main menu, selectoolsA Account Settings
result, you do not need to follow the steps below. 2. Click on your account name. (1rto
1. Open a text editor such as Notepad. 3. Click to remove the checkmark for the optiofittach This Signature.
2. Type the desired content. 4. Click oK.
3. Save theife (as .txt) in a folder specifically created for storing your
signature. pccountsettngs @&
Example: S|gnatusé5|gnature.txt Account Settings - <ddz@psu.edu:
Note: To creatan alternate signatu(ee. onethatdiffers fromthe Ejfn::“;:"{:fd O | dz@psu.ed
default), youwill need to create another identiffjo do so, ee he Disk Space - Default Identity
inStrUCtionS near the end Of th|S Section_ Junk Settings Each account has an identity, which is the information that other people see
Return Receipts when they read your messages.
Security Your Name: I Carolyn
=IPSU
Disk Space Email Address: I ddz@psu.edu
AttaCh a Siqnatu re i . i 0utjguoni:gs ::::f(smp) Reply-.to éddfe;s; I
Behrend Users: The default signature file (PSUSignature.txt) has alregdy Organization: |
been selected for you. As a result, you do not need to follow the steps ¥ Attach this signature:
beIOW. I'\'l,admbehtech'i,usere$iddzITmailISignatures'LPSUSignat Choose... I
1- Create a Signature flle ™ attach my vCard to messages Edit Card... I
2. Fr(l)m therlzlain menu, selectToolsA Account Settings ( R wio o o Cerot) e )
3. Clic on your account name. | t]. o ' — = — ) lr ess.
4. Click to place a checkmark in the box for this option: Attach This P apeastl 4 oA S R e
Signature. Sample of théccount Settingdialog box
5. Click thecHOOSE button and navigate to the location of your
signature file.
6. Doubleclick on the signature file. . .
7 Click OK . Edit a Signature

1. From themain menuselect: ToolsA Account Settings

2. Click on your account name. (Itis named with your email address.)
3. Click thecHOOSE button nextd the box containing the path to your
signature file.

Right-click on the signature (.txt) file.

From the shortut menu, selectOpen With A Notepad

Revise your signature file as desired.

Save the file in Notepad and then close Notepad.

At the Choose aile dialog box, click thecANCEL button.

At the Account Settings dialog box, click tbeNCEL button.

©ooNo O A
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Create an Alternate Signature Identity Settings ] X|
To create an alternate signature (i.e. thra¢has different information . ' -
than the default), you will need to create anottientity. Configure the settings for this identity:
1. From the main menu, selectoolsA Account Settings Settings l Copies & Fol ders| Composition & Ad dressingl |
2. Click on your account name. (|1 es
3. Click theMANAGE IDENTITIES button. Yok hame: IC_ Dudas
x| Email Address: | ddz@psu.edu
S ddz@psuedu Account Settings - <ddz@psu.edu> Reply-ta Address: I
Server Settings i
Copies & Folders Account Mame: | ddz@psu.edu inaFiar
Composition & Addressing I Organization: I
Disk Space ~ Default Identity
Junk Settings Each account has an identity, which is the information that other people see I_ Al;tach this signature:
Return Receipts when they read your messages.
) Choose
Security Your Name: I Carolyn Dudas I =HEsE
=IPSU
Disk Space Emal Address: | dde@psu.du ™ Attach my vCard to messages Edit Card...
Jun.kSettings Reply-to Address: I —
kol Server (MTR) Grganiatiny | Outgoing Server (SMTP): I ddz - smtp.psu.edu {Default) L]
IV attach this signature: "M\M‘. ."’“‘M‘-\. “’* \-M&"**"’*A"."‘ _

I \\admpip$iddz) Tmaill Signatures\PSUSignature. bxt Choose... |

[~ attach my yCard to messages Edit Card... I

Outgoing Server (SMTP): | ddz - smtp.psu.edu (Default) 4| 6. At the Identities dialog box, clickk.

g ; 7. At the Account Sitings dialog box, cliclok.
Manage Identities...

R NPENE W NP RE R ST S S S W e S PR
Sample of théccount Settingdialog box

Sample of thédentity Settingslialog box

4. At the Identities dialog box, click thebD button.

5. At the Identity Settings dialog botype
a. auniguename in the Your Namext box.
b. your email address in the Email Address box.
c. Click oK.
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Selectan Alternate Signature Customize Quotable Text
1. Create a message. 1. From the mm menu, selectToolsA Account Settings
2. Click the dropdown arrow next to From: (which is located under the 2. Click on your account name. (1rto
row of shortcut buttons). 3. Select the Composition & Addressing category.
4. In the Composition section of the Composition & Addressing dialog
JRT=TE box, click to place a checkmank the box for this option:
B B S ek s GERS RS Automatically Quote the Original Message When Replying.
GO . 4. 8. 0. 5. Click the dropdown arrow next to the Then option and select the
e el e e —~ desired location: Start my reply above the quoR Start my reply
BT oot Duds <odzOpot>_d@psuc_ after the note OR efect the quote.
Carolyn Dudas - e .
u> - dde@psu.edu 6. Click oK.

C. Dudas <ddz@psu.

Subject: I

IEv::wdﬂ Text L] |'w‘.amat\e"“r‘\dr}-’w _'_] !“ Al A‘ B I U ‘- I—ES ‘ - v ()

J\«w«wam-u. ottt s e AR ama o gt o ot gheati »¢“‘*~.&4,J‘w.m.j
Sample okvailable identities for a message

3. Click on the identig which has the desired signature associated with
it.
I Notice that the signature hasw changed.

4. Complete and send the message.

Delete an Alternate Signature

From the main menu, selectioolsA Account Settings
Click on your ac cwithyoturemadaddress) (||t ds named
Click theMANAGE IDENTITIES button.

At the Identities dialog box, click on the identity you wish to delete.
Click theDELETE button.

Click oK.

At the Account Settings dialog box, click.

NogakrwhE
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