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Introduction

When someone sends you an email message, how
does it get to you? This is an important question if
you want to be in complete control of your mes-
sages. Email messages find their way around the
Internet by locating the domain name of your web
mail host.

The domain name of your web mail host
can be determined from your email
address. For example, if your email
address is member.1@bvres.org, the
domain name is bvres.org.

The web host for the domain will have storage
space associated with each email address. Think of
the storage space at the web mail host as an elec-
tronic post office box.

To receive your email, you need to use email soft-
ware that can communicate with this electronic post
office box. At some point you have to choose which
email program you will use. This software, or email
program, might be supplied by your web mail host,
or you might use an email program of your own
choosing. The selection of an email program is a
personal choice and different people have their
favorites. In this discussion, two email programs
will be used as examples. One is Qutlook Express,
supplied with most Windows installations. The other
is Mozilla Thunderbird, available free from www.-

mozilla.org.

I have been using Thunderbird for a couple of years
now, and prefer it to other email programs I have
tried. For one thing, unlike most free programs, the
Thunderbird screen is clean and free from any
advertising.

Training Your Email Software

Before your email software can receive or send
email, it has to be taught (or configured) to know
who you are and where your electronic post office
box is. When you run your email program for the
first time, it will usually provide a wizard that will
lead you through the configuration process. If you
do not use the Wizard, or if you need to make
changes later, there is a way to get to the configura-
tion information from the email program menus.
Let's take a look at typical setup Wizard from
Thunderbird.

NOTE: A different article about download-
ing and installing Thunderbird is available
at the www.bvres.org Schoolhouse.

Thunderbird Setup

When you start Thunderbird for the first time the
following display appears.

Account Wizard ‘ x|

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:

% Email account

C RSS New&& Blogs

© Newsgroup account

< Back | Next > |

After the email account option is set, the Next but-
ton is selected.

Cancel |

The next step is to enter your identity.
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Thunderbird Setup

Account Wizard il fccount Wizard x|
Identity Account Name
Each account has an identity, which is the information that identifies you to Enter the name by which you would like to refer to this account (for example,
others when they receive your messages. "Work Account", "Home Account" or "News Account").
' : § : Account Name: nasman.2@bvres.org
Enter the name you would like to appear in the "From" field of your outgoing
messages (for example, "John Smith").
Your Name: ILen Nasman < Back | Next = I Cancel
Enter your email address. This is the address others will use to send email to That’s lt’ the Setup Wizard iS done- It next ShOWS a
el el el R aa ) screen that verifies the settings you made.
Email Address: nasman.2@bvres.org|
o NOTE: If you have entered any informa-
<ok |[ New» || came | tON incorrectly, you can use the Back
: buttons to go back and change your
In this examplfe, I have entered my name and my entries.
bvres.org email address. Next, the Wizard asks for
Account Wizard x

the server identity. In this example, the bvres.org
server is being used. So, bvres.org is entered for
both the incoming and outgoing server.

e x|

Server Information

Congratulations!

Select the type of incoming server you are using.

& POP C IMAP

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

Incoming Server: |byres.org

Uncheck this checkbox to store mail for this account in its own directory. That
will make this account appear as a top-level account. Otherwise, it will be part
of the Local Folders Global Inbox account.

¥ Use Global Inbox (store mail in Local Folders)

Enter the name of your outgoing server (SMTP) (for example,
"smtp .example .net").

Qutgoing Server: |bvres.org

Please verify that the information below is correct.

Account Name: nasman.2@bvres.org
Email Address: nasman.2@bvres.org
Incoming User Name: nasman.2

Incoming Server Name: bvres.org

Incoming Server Type: POP3

Outgoing User Name: nasman.2

Outgoing Server Name (SMTP): bvres.org

~ Dowinload messages now

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

< Back | Finish | Cancel

< Back | Next > | Cancel |

Next, the Wizard asks for the incoming email
address. In this example it is nasman.2.

Account Wizard [

User Names

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

Incoming User Name: Inasman.Zl

Your outgoing (SMTP) server, "byres.org”, is identical to your incoming server,
your incoming user name will be used to access it. You can medify outgoing
server settings by choosing Account Settings from the Tools menu.

< Back | Next > ‘&l Cancel |

The Wizard next asks for the account name. In this
example the email address will be used.

You should note that there is a check box that pro-
vides the option to download any current messages.

When you are satisfied that the information is cor-
rect, select the Finish button.

Wait a minute. Before you can access your email
account, you have to enter your password.

Initial passwords are usually assigned by
the web mail host. Most email programs

allow you to change your password. How-

ever, if you forget your password, you
have to contact your web mail host and

request that they issue a new password.
Usually the web mail host will not be able

to tell you a password that you have
changed.
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Enter your password:

\"p Enter your password for nasman.2 on bvres.org:

I Use Password Manager to remember this password.

Lok |

Cancel |

Observe that there is a check box that will have the
computer remember your password so that you will
not have to enter it each time you start your email
program.

If you are using a public computer, do NOT have
the system remember your password.

& Inbox - Thunderbird

=lolx]

File Edit View Go Message Tools Help

& A B W @ X F &, s
Get Mail Write Address Book =Reply Reply All Forward Delete  Junk Print  Stop
Folders View: | All j |oUV Subject or Sender
=& Local Folders

EuInbox @ Testing new email account - Len

- Unsent

- 2 Drafts

r=Sent = Subject: Testing new email account

~@Trash From: Len <len@lenshamn.com>

Reply-To: len@lenshamn.com
Date: 5:19 PM
To: Len Nasman <nasman.2@bvres.org>

Testing new email account.

Len Nasman

Please visit my web site at:

www.lenshamn.com

2 | Unread: 0 | Total: 1
The illustration shows the Thunderbird email pro-
gram interface. It also shows that the Inbox folder
has been selected, that there is one message, and
that message title has been selected. In Thunder-
bird, when a message line is selected, the email
itself will be shown on a preview panel on the lower

part of the display.

If you double-click on a message subject line, a new
window will open to display the message.

OK, This has shown how a new email account is
created with Thunderbird. Next, the procedure for
creating a new email account for Qutlook Express.

Thunderbird Setup

Outlook Express Setup

When you start Qutlook Express the first time, a
setup Wizard will prompt you for account informa-
tion. In this example, an email account will be
established for nasman.2@bvres.org.

5 Qutlook Express

| File Edit View Tools Message Help
] = ES

Creat... Send... Addr... Find

=8 OQutlook Express

Folders X
7 Outlook Express
= Local Folders

% Inbox (1)
@ Outbox E-mail Internet Connection Wizard x|
% Sent Items
(@ Deleted Items
& Drafts
When yau send e-mal, pour name wil appear in the From field of the outgaing message.
Type your name & you would [ke it to appear.
Display name: |\
For example: John Smith
Newsgroup:
Contacts ~ * || contacts gk [ e || Concel
The next display asks for your email address.
Internet Connection Wizard x|
Internet E-mail Address
Your e-mail address is the address other people use to send e-mail messages to you,
E-mail address: |nasman.2@bvres.com
For example: someone@microzoft. com
< Back I Hest = I Cancel |

Next, the Wizard asks for the incoming and outgo-
ing server name.
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Outlook Express Setup

Internet Connection Wizard

E-mail Server Names

x|

My incoming mail server is a IF'DF'3 - I SEIYEL

Inzoming mail [POP3, IMAR or HT TP zerver:

bres.org

A SMTP server iz the server that iz used for wour outgoing e-mail

Dutgoing mail [SMTP) server:

bwres.org

< Back I Mext » I

Cancel |

Next, the Wizard asks for the account name and
password.

If you are using a public computer, do NOT have
the system remember your password.

Internet Connection Wizard x|
Internet Mail Logon

Type the account name and password vour Intermet service provider has given you.

Account name: Inasman.2

Passwaord: I *******

I_ b
If paur Internet zervice pravider requires you to uze Secure Password Authentication
[SPA] to access pour mail account, select the 'Log On Using Secure Password
Authentication [SPA] check box.
™ Log on using Secure Passward Authentication [5PA8)
< Back I Hext » I Cancel |

As with the Thunderbird setup, you can use the
Back button to change earlier settings. However,
Outlook Express does not provide a review page.

The following display shows the Outlook Express
email program interface. It also shows that the
Inbox folder has been selected, that there re two
messages, and that the second message title has
been selected. In Outlook Express, when a message
line is selected, the email itself will be shown on a
preview panel on the lower part of the display.

If you double-click on a message subject line, a new

window will open to display the message.
¥ Inbox - OutlookExpress =lolx|
JEiIe Edit View Tools Message Help ‘
B, & @ 8 ‘ g X = v‘ B & _
Creat... Reply Reply.. Forw... | Print Delete | Send... Addr... Find

Folders g | {1 | e | From | Subject | Recei... |

5 Outlook Express AMicrosoft Out... Welcome to Outlook Express 6 2/12/20...

X

=@ Local Folders Elen Testing new email account 2/12/20...
% Inbox
< Outbox
@ Sent Items From: Len To: Len Nasman
@ Deleted Ttems |Subject: Testing new email account
& Drafts -

Testing new email account

Len Nasman

Contacts ~ x

There are no contacts
to display. Click on
Contacts to create a

new contact.

Please visit my web site at:

www.lenshamn.com

NIEH

= Working O/

If you compare the Thunderbird and Outlook
Express message preview panels closely, -~
you will notice that a little picture (called .;"/ o0 |
an emoticon) has been added to the test M/
message that was sent to both programs. o

2 message(s), 0 unread

Thunderbird includes a set of emoticons that can be
inserted into email messages. However, Qutlook
Express does not include these, and when it
receives a message that includes an emoticon, it
substitutes a character equivalent. :-)

OK, This has shown how a new email account is
created with Qutlook Express. If you plowed
through both examples, you can see that the setup
routines are very similar.

Once you have your email program communicating
with your web mail host, you are ready to start
sending and receiving email. There are a few trick
to be learned with each email program. Some of
these will be covered in other articles found in the
www.bvres.org Schoolhouse.
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