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We will first show you how to create a new account in Thunderbird. If you want to change your exist-
ing Thunderbird settings to work with MeritMail, please skip ahead to step 8.

1. Open the Thunderbird program. Select the “Create a new account” option.
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2. Select “Email Account” from the list of options and click the “Continue” button.

New Account Setup

In order to receive messages, you first need to set up a Mail or
Newsgroup account.

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

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

8 Email account

O Mac

() RSS News & Blogs
() Gmail

() Newsgroup account

[ Cancel ) Go Back Continue |

3. Type in your name and the email address for this account and click “Continue.”

Identity

Each account has an identity, which is the information that identifies
you to others when they receive your messages.

Enter the name you would like to appear in the “From” field of your
outgoing messages (for example, JJohn Smith™).

Your Name: Bob Doe

Enter your email address. This is the address others will use to send
email to you (for example, "user@example.net”).

Email Address: bobdoe@merit.edu|

(_ Cancel ) ( Go Back \ ( Continue \
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4. Select “IMAP” for the incoming mail server and type “webmail.merit.edu” in the entry box.
Click the “Continue” button.

Server Information

Select the type of incoming server you are using.
() POP () IMAP

Enter the name of your incoming server (for example,
“mail.example.net”).

Incoming Server: webmail.merit.edu

Your existing outgoing server (SMTP), "magus.merit.edu”, will be
used. You can modify outgoing server settings by choosing Account
Settings from the Tools menu.

Cancel | r Go Back \ r Continue \

5. Type in your email address for the Incoming User Name and click “Continue.”

User Names

Enter the incoming user name given to you by your email provider
(for example, “jsmith”). 4

Incoming User Name: bobdoe@merit.edu|

Your existing outgoing (SMTP) username, "bobdoe@merit.edu”, will
be used. You can modify outgoing server settings by choosing r
Account Settings from the Tools menu.

Cancel ) ( Co Back \ ( Continue \

6. Type in the name that you would like to refer to this account by and click “Continue.”

Account Name

Enter the name by which you would like to refer to this account (for
example, "Work Account”, "Home Account” or "News Account”™.

Account Name:  hobdoe@merit.edu

Cancel ) ( Go Back \ ( Continue \
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7. You are now finished with the preliminary steps, but still need to complete a few steps regarding
your account settings. Click the “Done” button.
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Congratulations!

Please verify that the information below is correct.

Account Name: bobdoe@merit.edu
Email Address bobdoe@merit.edu
Incoming User Marme: bobdoe@merit.edu
Incoming Server Name: webmail.merit.edu
Incoming Server Type: IMAP

Qutgoing User Name: bwarko@merit.edu

Outgoing Server Name (SMTP):  magus.merit.edu

Click Finish to save these settings and exit the Account Wizard.

( Cancel ) EGoBack ]f Done )

8. Go to the “Tools” menu in the top navigation bar for Thunderbird. Scroll down to “Account Settings”
and click to open the Account Settings menu.
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9. In the left menu pane of the Account Settings menu, click the “Server Settings” option (inside the
long white box on the left below, which is located below “bobdoe@merit.edu in the example below).
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¥ bobdoe@merit.edu Account Name:  bobdoe@meritedu
Server Settings
Copies & Folders Default Identity
Composition & Addres... Each account has an identity, which is the information that other people see
Dffline & Disk Space when they read your messages.

Junk Settings

K Your Name: Bob Doe
Return Receipts
Security Email Address: bobdoe@meritedu
¥ Local Folders Reply-to Address:
Disk Space
Junk Settings Organization:
Outgoing Server (SMTP) [ Attach this signature:
Choose...
’:‘ Attach my vCard to messages ( EditCard.. )
Outgoing Server (SMTP): | Use Default Server o l
( Manage Identities... )
( Add Account... \

Setas Default

( Remove Account \

( Cancel \ f OK \

10. You will want your server settings to closely resemble the server settings in the example below.
The server name should be “webmail.merit.edu”; the port number should be 993. Select “SSL” under
the security settings. Your user name that you use to login to get your email should appear in the
box next to “User Name.” When you are finished changing the settings, click the “Outgoing Server
(SMTP)” option in the left menu pane to create the Outgoing Server settings.

¥ bobdoe@meritedu Server Type:  IMAP Mail Server
Server Settings Server Name: webmail.merit.edu Port: 993 Default: 993

| Sopies @ Folcers User Name:  bobdoe@meritedu

Composition & Addres...
Offline & Disk Space Security Settings

| Junk Settings i
Use secure connection:

Return Receipts
(O) Never (O) TLS, if available () TLS {#) S5L

Security

¥ Local Folders ’:‘ Use secure authentication
Disk Space
Junk Settings Server Settings

Outgoing Server (SMTP)
g Echeck for new messages at startup

acheck for new messages every 1 minutes

When | delete a message: | Move it to the Trash folder & «]
’:‘ Clean up ("Expunge”) Inbox on Exit
| Empty Trash on Exit [ Advanced.. )

Local directory:

( Browse.. )

( Add Account... \,

Set as Default

( Remove Account

( Cancel \ ( oK \
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11. If the outgoing server box is empty, click the “Add” button. If the outgoing server for the account
that you wish to change is listed in the box, click the “Edit” button.

¥ bobdoe@meritedu Although you can specify more than one outgoing server (SMTP), this is only
recommended for advanced users. Setting up multiple SMTP servers can cause

Server Settings
errors when sending messages.

Copies & Folders

Composition & Addres...  pobdoe@merit.edu - magus.merit.edu (Default) Add...
Offline & Disk Space g g
Junk Settings ( Edit... )
Return Receipts
Security Remove

¥ Local Folders Set Default
Disk Space
Junk Settings Description: <not specified=

Server Name: magus.merit.edu

Port: 25
User Name: bobdoe@merit.edu
Secure Connection: TLS

( Add Account... ﬁ

Set as Default

[ Remove Account

(_ Cancel \( OK \

12. The server name should be “magus.merit.edu”; the port number should be “25.” Under “Security
and Authentication,” check the “Use name and password” box and type your user name in the box
next to “User Name:” Click “TLS” under “Use secure connection,” and then click the “OK” button

Settings

Description:

Server Mame: magus.merit.edu

Port: 25 Default: 25

Security and Authentication

E Use name and password

User Name: bobdoe@merit.edu

Use secure connection:

() No () TLS, if available @) TLS () SSL

I'r Cancel \1 I’r OK \1
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13. Now click the “OK” button and return to the Thunderbird email interface.

¥ bobdoe@merit.edu Although you can specify more than one outgoing server (SMTP), this is only
Server Settings recommended for advanced users. Setting up multiple SMTP servers can cause

. errors when sending messages.
Copies & Folders

Composition & Addres...
Offline & Disk Space
Junk Settings
Return Receipts
Security Remove

¥ Local Folders

bobdoe@merit.edu - magus.merit.edu (Default) Add...

Set Default
Disk Space
Junk Settings Description: <not specified>
Outgoing Server (SMTP} Server Name: magus.merit.edu
Port: 25
User Name: bobdoe@merit.edu
Secure Connection: TLS
( Add Account... )

Set as Default

Remove Account

( Cancel \ ( OK \

You are finished setting up your email account in Thunderbird. Click the “Get Mail” button to begin
downloading messages that are currently in your email inbox.



