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Folders Pane Icons 
These are some of the icons that you may see in the Folders pane. 
 

Mail   News 

 Local Folders Account   RSS Feed 

 In Box   Newsgroup 

 Unsent Messages    

 Drafts    

 Templates    

 Sent Mail    

 Junk    

 Trash    

 Saved Search    

 Userôs Folder    

 
 
 

 Message Pane Icons 
These are some of the icons that you may see in the Message List pane. 
 

Messages  News Threads 

 New   Thread 

 Forwarded   Watched 

 Replied   Ignored 

 Replied and Forwarded    

 Unread    

 Attachment    

 Starred    

 Junk    

 

For a complete list of icons, please visit:  http://kb.mozillazine.org/Icons_-_Thunderbird_2 
 

http://kb.mozillazine.org/Icons_-_Thunderbird_2
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Settings and Customization 

Select Spell Check Method 
1. From the main menu, select:  Tools Ą Options. 
2. Click on the Composition category. 
3. Click on the Spelling tab. 
4. Select the desired method for spell checking:  Check spelling before 

sending  OR  Enable spell check as you type. 
5. Click ok. 
 

 
Sample of the Options dialog box 

 
 
 

Compact Mail 
It is important to compact your mail folders periodically.  Otherwise, they 
will  grow very large and may cause erratic program behavior. 
1. From the main menu, select:  Tools Ą 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. 
5. Change the disk space size if desired.  (The default is 100 KB.) 
6. Click OK . 
 

 

Customize the Toolbar 
1. From the main menu, select:  View Ą Toolbars Ą Customize. 
2. Click and drag the desired item to the toolbar. 

OR 
Drag the desired item off the toolbar. 

3. Click OK . 
 

 
 

Sample of the Customize Toolbar dialog box 
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Create a Signature 
Behrend Users:  A default signature file has been created for you.  As a 
result, you do not need to follow the steps below. 
1. Open a text editor such as Notepad. 
2. Type the desired content. 
3. Save the file (as .txt) in a folder specifically created for storing your 

signature. 
     Example:  signatures/signature.txt 

 
Note:  To create an alternate signature (i.e. one that differs from the 
default), you will need to create another identity.  To do so, see the 
instructions near the end of this section. 
 
 
 

Attach a Signature 
Behrend Users:  The default signature file (PSUSignature.txt) has already 
been selected for you.  As a result, you do not need to follow the steps 
below. 
1. Create a signature file. 
2. From the main menu, select:  Tools Ą Account Settings.   
3. Click on your account name.  (Itôs named with your email address.) 
4. Click to place a checkmark in the box for this option:  Attach This 

Signature. 
5. Click the CHOOSE button and navigate to the location of your 

signature file.   
6. Double-click on the signature file. 
7. Click OK . 
 
 
 

Unattach a Signature 
1. From the main menu, select:  Tools Ą Account Settings.   
2. Click on your account name.  (Itôs named with your email address.) 
3. Click to remove the checkmark for the option:  Attach This Signature. 
4. Click OK . 
 

 
Sample of the Account Settings dialog box 

 
 
 

Edit a Signature 
1. From the main menu, select:  Tools Ą Account Settings.   
2. Click on your account name.  (It is named with your email address.) 
3. Click the CHOOSE button next to the box containing the path to your 

signature file. 
4. Right-click on the signature (.txt) file. 
5. From the short-cut menu, select:  Open With Ą Notepad. 
6. Revise your signature file as desired. 
7. Save the file in Notepad and then close Notepad. 
8. At the Choose a File dialog box, click the CANCEL  button. 
9. At the Account Settings dialog box, click the CANCEL  button. 
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Create an Alternate Signature 
To create an alternate signature (i.e. one that has different information 
than the default), you will need to create another identity.   
1. From the main menu, select:  Tools Ą Account Settings. 
2. Click on your account name.  (Itôs named with your email address.) 
3. Click the MANAGE IDENTITIES  button. 
 

 
Sample of the Account Settings dialog box 

 
4. At the Identities dialog box, click the ADD button. 
5. At the Identity Settings dialog box, type: 

a. a unique name in the Your Name text box. 
b. your email address in the Email Address box. 
c. Click OK . 

 

 
Sample of the Identity Settings dialog box 

 
6. At the Identities dialog box, click OK . 
7. At the Account Settings dialog box, click OK . 
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Select an Alternate Signature 
1. Create a message. 
2. Click the drop-down arrow next to From: (which is located under the 

row of short-cut buttons). 
 

 
Sample of available identities for a message 

 
3. Click on the identity which has the desired signature associated with 

it. 
I Notice that the signature has now changed. 

4. Complete and send the message. 
 
 
 

Delete an Alternate Signature 
1. From the main menu, select:  Tools Ą Account Settings. 
2. Click on your account name.  (Itôs named with your email address.) 
3. Click the MANAGE IDENTITIES  button. 
4. At the Identities dialog box, click on the identity you wish to delete. 
5. Click the DELETE  button. 
6. Click OK . 
7. At the Account Settings dialog box, click OK . 
 
 
 
 

Customize Quotable Text 
1. From the main menu, select:  Tools Ą Account Settings. 
2. Click on your account name.  (Itôs named with your email address.) 
3. Select the Composition & Addressing category. 
4. In the Composition section of the Composition & Addressing dialog 

box, click to place a checkmark in the box for this option:  
Automatically Quote the Original Message When Replying. 

5. Click the drop-down arrow next to the Then option and select the 
desired location:  Start my reply above the quote  OR  Start my reply 
after the note  OR  Select the quote. 

6. Click OK . 
 

 
 
 
 
 
 
 
 
  










































