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Initial Set Up of Thunderbird with POP

Concept

This process document describes the settings that must be made in the Thunderbird email client in
order for it to download CWRU Google Mail through a POP server.

The directions in this document are intended for users who have installed Thunderbird and are
setting it up for the first time. For directions on how to update your existing Thunderbird client to
download from CWRU Google Mail instead of iPlanet, please see the process document called
Editing Settings in Thunderbird from iPlanet to Google.

Please note: This documentation uses Thunderbird v2.0. Instructions may differ depending on
the version of the software being used.

Procedure

Use this process to set up Thunderbird for the first time so that a POP server can be used to
receive emails from your CWRU Google Mail account.

\/2 | CASE WESTERN RESERVE
=|UNIVERSITY

est. 1826

Welcome to the Case Single Sign-On Service.

By logging in te this service, you can be automatically logged into participating services without having to specify your Case ID
and password. The Central Authentication Servicearticle in the Case Wiki contains more information about this service, including
instructions for participating in it. If you don't have a Case ID yet, activate it now.There are also many tools to manage your
Case identity available. If you have problems using this service, please contact the Help Desk at (216)368-HELP.

Password: | |

Case ID:

e.g.
abc123)

For security reasons, please close your
browser when you are done accessing
protected sites

Warning! This is a private system. Unauthorized access to or use of this system is strictly prohibited. By continuing, you
acknowledge your awareness of and cencurrence with the Acceptable Use Policy of Case Western Reserve University.
Unauthorized users may be subject te criminal prosecution under the law and are subject to disciplinary action under University
policies.

Flease report any questions or problems to The Help Desk by calling (216)368-HELP.

Case Single Sign On | 10900 Euclid Avenue | Cleveland, Ohio 44106
© Case Western Reserve University | Cleveland, Chio 44106 | 216.368.2000 |leqal notice
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Step Action
1. Begin by logging into your CWRU Google Mail at http://webmail.case.edu.
[ Sign On
Start Page Mail Calendar Documents Sites Contacts kxz19@case.edu | & | Settings | Help | Sign out *
CASE o
|1/ . " ow search o
28| VESTERN Search Mail | | Search the Web | 2 2" ===0h 2
=S| RESERVE
UNIVERSITY
Compose Mail
Archive  Reportspam Delete  Markas read Move to¥ | Labels¥ More actionsw Refresh 1-17 of 17
Select: All, None, Read, Unread, Starred, Unstarred
Sent Mail
3 11:44
Drafts (2 . : am
All Ml o 1142 am
Spam (9 [ 10:52 am
[d] 10:31 am
] 9:08 am
[id] Oct 2
] Qct 1
[ Qct 1
[ Sep 30
[d] Sep 30
[id] Sep 29
(] Sep 28
] Sep 25
¥ Sep 4
[ Aug 19
O Jul 23
(¥ 9/30/08
Select: All, None, Read, Unread, Starred, Unstared
Archive = Reportspam Delete  Markasread | | Moveto¥ | Labelsw More actions¥ | Refrash 1-17 of 17
Google Checkout: Sign up for faster and safer shopping.
You are currently using 1592 MB (21%) of your 7374 MB.
Last account activity: 4 minutes ago at this IP (129.22.73.181). Detais
Case Western Reserve University Mail view: standard | furn off chat | glder version | basic HTML Learn more
©2009 Google - Terms of Service - Privacy Policy - Program Policies - Google Home
powered by Google } o

Search with Gaegle

Step Action

2. Click on the Settings link in the top right corner of the window.

3. Click on the Forwarding and POP/IMAP tab.
| Forwarding and POP/IMAP

4. Locate the section titled POP Download: and select the appropriate action.
Select Enable POP for all mail to have the entire contents of CWRU Google Mail
downloaded to your desktop client. The contents of the All Mail folder will be
downloaded.
Select Enable POP for mail that arrives from now on to download only new
email to your desktop client. Only email received from this moment forward will
be downloaded.
() Enable POP for all mail
(" Enable POP for mail that arrives from now on

@ IMPORTANT: If you have been directing your emails to BOTH iPlanet
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and Google Mail (many users selected this option when provisioning
their Google accounts), it is important that the following protocols be
followed to ensure that your first POP download goes smoothly.

1. Delete ALL EMAILS from the GOOGLE account.

2. Use the Mail Migration Tool to move your email from iPlanet to

Google (see the document Moving Mail from iPlanet to Google

for more information).

Set up Google to "Enable POP for all mail."

Set up the POP server to download email from the Google

account.

5. The moved messages are recognized by the POP server as
downloaded or not downloaded, and only not-downloaded
messages are accepted into the client, thus preventing duplicate
emails.

s w

If it is not possible to delete all email from the Google account, another
way to prevent the flooding of your client with duplicated emails is to do
the following:

1. Set up Google to "Enable POP for mail that arrives from now
Onll

2. Set up the client to use the POP server to download email from
the Google account.

3. Only mail that arrives on the Google server from that point on
will be downloaded into the email client.

Step

Action

In the 2. dropdown list, select what should happen to your CWRU email when it is
downloaded to your desktop client. The options are:

keep Case Western Reserve University Mail's copy in the Inbox
archive Case Western Reserve University Mail's copy

delete Case Western Reserve University Mail's copy

Click the Save Changes button to enable POP.
Save Changes
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‘S Local Folders - Thunderbird
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£
GetMal  Write  Address Book
Al Folders

El=]1ocal Folders

Fle Edt View Go Message Tooks Hslp

Thunderbird Mail - Local Folders

Accounts

opagy
{ 0% view settings for this account
st

0 Create a new account

Advanced Features

/C) Search messages

(\;7 Manage message fiters

1
«

A Subject or Sender

+4 Start -

* L 2h & Local Folders - Thund...

Decktop @ )9 9udS A

Step Action

7. Open Thunderbird.

Tools

Click the Tools menu.

8. Select the Account Settings list item.

| Accounkt Sefbings... |

9. The Account Settings window appears.

Click the Add Account... button.

Add Account...

10. The Account Wizard window appears.

Click the Email account checkbox option.

Important: DO NOT select Gmail.
11. Click the Next > button.
[ Mext = l
12. Enter your name as you would like it to appear in your email recipients' inboxes

into the Your Name: field.
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Step Action

13. Enter your "first.last@case.edu™ CWRU email address into the Email
Address: field.

14. Click the Next > button.
I Mexk = l

15. Click the POP radiobutton.

16. Enter "pop.gmail.com” into the Incoming Server: field.

HE

Fle Edt View Go Message Tooks Hslp

= = : o . ]

& . 4 ] [ fr. K == < R -5 I 0. Subject or Sender
Get Mall Write  Address Book

All Folders Py ount Se g

=
# &4 Local Folders SLocal Falders

Disk Spaga _
STUEE Account Wizard |Z| with it
Outgaing S

Account Settings

Server Information

Select the bype of incoming server you are using.
@ por O AP

ronse.

Enter the name of your incoming server (Far example,
“mal. example.met").

Inconing Server: | pop.gmal.com |

Uneheck this checkbox to store mail Far this accaunt in ks own
directory, That will make this aceount appear as a top-level account,
Gthervise, it il be part of the Local Folders Global Tnbex account.

Use Global Tnbox (store mail in Local Folders)
Your existing outgaing server (SMTF), “smitp, case, 2du”, wil be used,

You can modify oukgoing server settings by chonsing AccoLnt Settings
from the Tools men.

< Bark ] [(mee> | [ Cancel ]

Step Action

17. By default, the Use Global Inbox checkbox option is selected. This will cause your
email to be stored in the Local Folders of Thunderbird.

Uncheck this option if you prefer to have your CWRU email appear in its own
folder above the Local Folders.

I=e Global Inbox (store mail in Local Folders)

18. If prompted for an Outgoing Server, enter "smtp.cwru.edu™ into the field.
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‘& Local Folders - Thunderbird [~ [=]%]
Fle Edit View Go Message Tools Help

4 T q [ . P -

-2 8|25 wlu X b6s]0.0.
et Mail write  Address Book

Al Folders I ount Settin [x]

=
# &4 Local Folders SLocal Falders

Disk Spaga _
STUEE Account Wizard |Z| with it
Outgaing S

Account Settings

Server Information

Select the bype of incoming server you are using

@ por O AP

ronse.

Enter the name of your incoming server (Far example,
“mal. example.met").

Inconing Server: | pop.gmal.com |

Uneheck this checkbox to store mail Far this accaunt in ks own
directory, That will make this aceount appear as a top-level account,
Gthervise, it il be part of the Local Folders Global Tnbex account.

[ Use Global Tnbox (store mail in Local Folders):

Your existing outgoing server (SMTF), “smep.coru,edu’, will be used,
You can modify oUtgaing server settings by choosing Account Settings
from the Tools menu,

< Bark ] [(mee> | [ Cancel ]

Step Action

19. Click the Next > button.

| MNext =

20. Enter your CWRU Network 1D into the Incoming User Name: field with
"@case.edu” immediately following it, as in "qxg98@case.edu".
[ kcz19

21. Enter your CWRU Network 1D into the Outgoing User Name: field. Do not
append "@case.edu" after the ID.

22. Click the Next > button.

| MNext =

23. In the Account Name: field, enter a name of your preference, such as "CWRU
Google Mail" or "CWRU Mail".
| kxzl9@case. edu |

24, Click the Next > button.

| MNext =
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&llocal Folders - Thunderbicd o = E
Ei

A2, Subject or Sender

e Edt View Go Message Iook  Help

& .
(Get Mail Write  Address Book

Account Settings

All Folders ik
# &5 Local Folders

=ILocal Folders
Disk Spage —
AL Account Wizard |£\
Oukgaing o

Account Settings

with it

Congratulations!

Please verify that the information below is correct.
Accaunt Name: Case Gaogle Mal
Email Address: kristen. zuro@case edu e
Incaming User Mame: Kz 9@case.edu

Incoming Server Hame: pop.gmal.com
Incoming Server Type: POPE
Outgoing User Name: Kzl

Outgoing Server Mame (SMTF):  smtp.covru,edu

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

Ad

el

[ <gack | [ Fnsh | [ concel |

Remove Account

=)

Step Action

25. A summary of your settings appears. Verify that your settings are the same as in
this image.

If an incorrect setting is found, click the Back button to find the appropriate screen
and change it.

If the option Download Messages Now appears in the window, make sure that the
checkbox is NOT checked.
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=ILocal Folders
Disk Spage
ETSE Account Wizand
Oukgaing o

# &5 Local Folders

Congratulations!

Fle Edt View Go Message Tooks Hslp
+ j ]
&= - & oyl Subject or Sender
GetMal  WWrite  AddressBook | & e
Account Settinj
2 Folders o &

Account Settings

with it

]

Accounk Name:
Email Address:

Incoming User Mame:

Incoming Server Hame:
Incoming Server Type:
Outgoing User Name:
Outgoing Server Mame (SHTP):

Please verify that the information below is correct.

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

Case Gaogle Mal
kristen. zuro@case edu
kel 9@case. edu
pop.gmail.com

POP3

k219

smip.curu.edu

= [

<gack | [ Fnsh | [ cancel

Remove Account

=)

Step Action

26.

Click the Finish button.

= _Local Folders - Thunder!

¢ Inbox
= =l Case Google Mail

~Server Settings
Copies & Folders
Composition & Addressing
~Offline & Disk Space

Local directary:
Junk Settings

Fle Edit View Go Message Tools Help
& .
Gethlal  Wrie  Address Book .
Account Settings X
Al Folders o
= &3 Local Folders [elocolelders Account Settings
= (1] Case Google Mail “Disk Space
9 Junk Settings The following s a special account, There are no identities associated with .

Account Name: | Local Folders

Message Storage

] Empty Trash on Exit

[C\Dacuments and Settings'iore1 9\pplication Data\Thundel| [ Bronse. .

Feeturn Receipts

~Security
Cutguing Server (SMTP)

[ £idd Aczounl ]

Set as Default

Remove Accounk

Page 8
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Step

Action

27.

The Account Settings window appears.

Click the Server Settings tree item.

Server Setkings

28.

Enter "995" into the Port: field.

29.

Verify that your CWRU Network ID appears in the User Name: field, followed by
"@case.edu."
| kxz19@case.edy| "

30.

Under Security Settings, click the SSL option.

Fle Edit Wiew Go Message Took Help

¥ q b4 =
< V4 I S A - aY = .|V - - SO Subject or Sender

Gt Mail Write  Address Book

All Folders P Account Seitings

& & Local Folders
e
i Server Settings
[] Case Google Mail Disk Spacs g

Junk Settings Server Type:  POP Mail Server

= Case Google Mail Server Mame: | pop.gmall.com Part: Defaul: 995
STarir S User Name: | kxzlS@cass.edu

Copies & Falders
Composition & Addressing Security Settings
Disk Space Use secure connection:
Junk Settings O Mever O L5, Favalable O s @issy
::;::EVR“&‘DG [] Use secure authertication

Outgaing Server (SHTP) Server Settings

Check for new messages at startup

Check for new messages every mindtes

Automatically download new messages
[ Estch headsrs only

[] Leave messages on server

[ Empty Trash on Exit

[ Add Accourt... ] Localdractory
| C\Documents and Settingsikce19|applcation DatalThunderbird| [ Browse... |

Remove Account

. Done

Step

Action

31.

The values selected in the Server Settings box tell Thunderbird when to check for
new mail and what to do with deleted messages.

Review the settings and make changes as desired.
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Fle Edt View Go Message Tooks Hslp

-+ d L4 5 =
&Y . 4 (FS SNV ~ .| I - & - 2, Subject or Sender
Getal  Wiite Address Book
Al Folders PR Account Settings E\

# 5 Lacal Folders
L
il Server Settings
[] Case Google Mail Dick Space 1!

Junk Settings Server Type:  POP Mail Server

= Case Google Mail Server Mame: | pop.gmail.com Part: Defaul: 995
ST User Name: | k21 8@case.edu

Copies & Folders
Composition & Addressing Security Settings
Disk Space Use secure connection;
Junk Settings O Mever O TLS, Favalatle (O TS @:i5SL
Return Receipts [ Use securs authartication
Security
Qutgoing Server (SHTR) Server Settings

Chack for new messages at skartup

Check for new messages every minutes

Automatically download new messages
[] Eetch headers only

[ Leave messages on server

] Empty Trash on Exit

[ £dd Accourt.. ] Locsldvsctory
[ CDocuments and Settings\kee 19\Applcation Data\Thunderbird]| [ Brawse... |

Remove Accourt

. Done

Step

Action

32.

Click the Outgoing Server (SMTP) tree item.
[ ©utgaing Server (SMTR)|

33.

The smtp.cwru.edu server should be highlighted in the Outgoing Server Settings
field. Ifitis not, click on it once.

Click the Edit... button.

| Edit...

34.

The SMTP Server window appears.

In the Settings group, enter "CWRU SMTP" into the Description: field.

35.

Verify that "smtp.cwru.edu™ appears in the Server Name: field.
" smtp.cwru,edu |

36.

The Port: field should contain "25".

37.

In the Security and Authentication group, ensure that the Use name and
password checkbox option is checked.
| Ise name and passward |

38.

Enter your CWRU Network 1D into the User Name: field.
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Step Action

39. Select the TLS radiobutton.

Users of Thunderbird 3.0 should select the STARTTLS option from the
Connection security dropdown box.

SMTP Server b_(|

Settings

Description:

Server Mame: | smtp. cwra,edu |

Part: | 25 Default; 25

Security and Authentication
Ilse name and password

Iser Mame: | dak, |

|:| IJse secure authentication

[_ 0] 4 ] [ Zancel ]

Step Action

40. Click the OK button.
0K
41, Thunderbird will ask for your Google Apps password before downloading your

email. This password may be different from your CWRU Network ID password.
If necessary, go to http://www.case.edu/its/services/GoogleApps.htm to reset your
password for Google Apps only.

Please note: the first time you send a message from Thunderbird, the program will
ask you for your CWRU Network ID password before sending mail.

42. Click the OK button.

| (8]4
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‘& Case Google Mail - Thunderbird

Fle Edt View Go Message Tooks Hslp

& ./ N ™ - K - -
Get Mail Write  Address Book

[

S0, Subject or Sender

Al Folders I B N N
B ose Google Mail] Thunderbird Mail - Case Google Mail

£ Inbox {300) i
0 1w Email

# & Local Folders

Read messages

/ || Wirite a new message

Accounts

rnay
o b view settings for this account
L

0 Create a naw account

Advanced Features
/Cj' Search messages

i;,:" Manage message filters

Step Action

43. Your CWRU Google Mail will appear in the Folder pane to the left of the
Thunderbird window, and your email messages will begin to appear according to
the POP settings you made in your CWRU Google Mail account.

44, This completes the process of setting up Thunderbird to read your CWRU Google
Mail through a POP server.
End of Procedure.
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