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Introduction to Taming Your Email with Thunderbird 3.1

This document is a guide written for the Ubuntu Vancouver Local Community, or Ubuntu Vancouver
LoCo (UVLC), on how to manage the ever-growing amount of email we get today using Mozilla
Thunderbird 3.1. It is the companion guide to Getting Started with Thunderbird 3.1, a quick-start guide to
installing Thunderbird and importing your existing email messages and contacts.

This guide assumes that you have Thunderbird installed and just covers the more advanced topics related
to managing a heavy email load. If you would like to get some help with installing Thunderbird and
importing your email messages and contacts, please check out the Getting Started with Thunderbird 3.1
guide on the Ubuntu Vancouver LoCo website. The Ubuntu Vancouver LoCo is an Ubuntu users group
for Vancouver, Canada, and is a great place for learning about, and sharing your passion for all things
Ubuntu. The Getting Started with Thunderbird 3.1 guide can be found on the UVLC website under
Discussions > Message Board > Technical Support:

http://www.meetup.com/ubuntuvancouver/messages/boards/forum/1245793

This guide will follow an Ubuntu user, named Mary, who wants to use Thunderbird to manage the unruly
forest of email that has sprung up in her email accounts. After explaining what everything is called in
Thunderbird, we'll start off accompanying Mary as she learns how to use Thunderbird’s advanced tools to
view and search for email messages. Next, Mary will learn how to sort, filter, mark and tag her email
messages so that she can see at a glance the ones that are important to her. Finally, we will see how Mary
maintains Thunderbird by deleting and archiving old email messages, compacting folders to keep them
working smoothly, and backing up her settings and email.

Because nothing stays the same, least of all computer programs, there are sure to be changes to future
versions of Thunderbird that are not reflected in this document. That is where you come in. If you find
that things “just don't seem right”, it could be because this guide was written for an earlier version of
Thunderbird than you have. Please feel free to ask for help, or mention the changes, on the Ubuntu
Vancouver LoCo discussion boards. Your assistance will help us keep this guide up to date. After all,
helping each other is the spirit that makes Ubuntu great!

http://www.meetup.com/ubuntuvancouver/

JOIN
| EARN
SHARE

—GROW
ubuntu

vancouver
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Taming Your Email with Mozilla Thunderbird 3.1

“I have just too much email!”
“Are you sure you sent it to me? I don't see it.”
“Arrgh!!”

Ever use any of these statements when dealing with your email? Is your
Inbox starting to feel like a dark and forbidding jungle? It is time to tame
the wilderness with Mozilla Thunderbird 3.1.

By default, Ubuntu 10.10 comes with the Evolution groupware client, but
not all users need, or want it, for their email messaging. Enter
Thunderbird. Thunderbird is a free email client produced by Mozilla, the
same folks that make Firefox. It has been around for years, but with the
release of version 3.1 and some great new features, Thunderbird is even
better than ever.

1 Introducing Mary, an Email User Under Siege

Mary is an email user with a problem. She has three email accounts, each with
hundreds of email messages, and every day Mary receives dozens of new
messages. She is suffering from 'email overload'! Mary tries to keep up to the
barrage of email, but checking multiple email accounts for new mail, and then
deciding what is important and what isn't, seems to take all her time. Unlike
'snail mail', email may save trees, but the forest has sprung up in her Inbox.

Mary needs help!

1.1 Why does Mary want to use Thunderbird

Ubuntu comes with a perfectly good email client installed by default; Evolution. If you don't want to use
Evolution, there are also many free webmail services. So why does Mary want to use Thunderbird? Here
are a few reasons:

* Evolution is a groupware client that deals with not just email, but also calendars, to-do lists and
notes. Evolution will also connect to the email systems that many business run for internal email.
Frankly, that is way more than Mary needs. All she is looking for is a program that manages her
Internet email.

* Thunderbird is a commonly used email client on all the major computer operating systems, like
Linux, Macintosh and Windows. Once Mary is familiar with Ubuntu Thunderbird, she can use it
on any computer, even the Windows computer her boss forces her to use!

* There is a huge community of Thunderbird users and developers. With so many people using
Thunderbird, when Mary needs help, there is sure to be someone who can answer her questions.
She can also chose from thousands of free additions to Thunderbird that extend its functionality.

*  Webmail services leave you at the mercy of the service provider. They can make changes to their
service at any time, or even discontinue it.
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* The features of webmail services are generally quite limited. Mary prefers the vast number of
features that she gets with Thunderbird.

* Mozilla Thunderbird is developed right here in Vancouver, so not only is Mary supporting a local
product, but the Ubuntu Vancouver Local Community can help shape future versions.

1.2 Using this guide

If you don't want to read through all the introductory material, and want to jump right to the section that
interests you, you can use this map of the Email Forest to help find your way. Clicking on a label will
take you to the section that covers the topic. Remember, you are never lost if you have a map!

Maintaining Thunderbird by
compacting folders and backing

D ng and archiving
| email messages (p. 55)

b

Sorting apd_'a_rking ~lEy
your email (p. o

T S———
'qi{a’i}ﬂ/mf ace (p.

Follow Mary as she cleans up her email clutter

To help you make most of Thunderbird, we will follow Mary as she learns how to use it to manage
her email clutter. Mary will take the tangled forest of email messages and accounts, learn how to
more efficiently view and search them, organize and prioritize them, and then thin them out by
archiving and deleting them. Once she has a handle on all that, Mary will find out how to protect
herself from disaster by maintaining her folders and by backing up Thunderbird.
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Become a power user with tips and tricks

: As Mary learns how to use Thunderbird, she picks up tips and tricks that make her
Tip! work even more efficient. As she finds these hidden gems, she writes them down on
sticky notes that you can see stuck to these pages. Using these can make a power
user out of anyone, and help you to avoid potential problems.

Document conventions

While you work your way through this guide, there are a few document conventions that will help
you along. By recognizing these conventions, you will be able to see at a glance which items are
Thunderbird or Ubuntu components, terms that are defined in the Glossary, links to other parts of the
guide, and hyperlinks to Web pages.

Convention Description Example
Bold Indicates a Thunderbird/Ubuntu In the Address Book, click File, point to
component or menu item. Often, New and click Address Book Contact.

Thunderbird components are also
defined in the Glossary.

Italic Indicates the word is defined in the |Click the second drop-down list and select
Glossary. The first instance in each |how you want to match the search criteria.
chapter of words defined in the
Glossary are in italics.

Italic-bold Indicates words that should be Type thunderbird into the search box.
typed.

Italic-underline |Indicates a link to another section in | For more information, see, “Grouping _
the guide. A page number is also email folders with Unified Folders” on
included. Clicking on the link will |page 8.

take you to the page.

Blue-underline Indicates links to Web sites. http:/www.meetup.com/ubuntuvancouver/

Getting further help Tio:

Can't find it on the Mozilla
support Web sife?

If you need more help setting up and using Thunderbird, the best
source of information is the Mozilla Messaging support Web site:
http://support.mozillamessaging.com

Try the Tech Support
Discussion on the Vancouver
Vbuntu LoCo site, or af

Launchpad.
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2 Finding Your Way Around the Thunderbird Interface

Before we start following Mary in her quest to tame her email, we should probably take a
look at what the various parts of the Thunderbird interface are called. Calling things, “the
get mail or filter thingies”, might be fine for Mary, but will get awfully confusing if you
don't know what she is referring to.

Here are the common names for the Thunderbird interface components so that we are all on
the same page while we accompany Mary on her journey.

2.1 Main Thunderbird window

@ @ ® Inbox - Unified Folders - Mozilla Thunderbird

Global Search

File Edit Vi I
A2 GetMail v | write [} Address Book )Tagv Q|
[#)Inbox - Unified Folders [ Meetup Message Board Up... S ‘.z‘ - Tab
Unified Folders < » & OQuickFilter & o e \ a|
B @g:::eﬁ-.:.userl@gmail.cu‘l + = lmslibiEC o — —E FOldEI‘ Pane
#iMary.Tbird.User@gmail.com (27) [ubuntu-vancouver] Cups and ... Randall 10-10-05 10:... a

@ Mary.Tbird.User@gmail.com
@ mary.dickens32@gmail.com
- §Trash
& meetup.userl@gmail.com
& Mary.Third.User@gmail.com
& mary.dickens32@gmail.com
& Local Folders
[E5 Outbox
- [~Imeetup.userl@gmail.com
[ Meetup
s Personal
~|Mary.Third.User@gmail.com
- [~“Imary.dickens32@gmail.com
+
i Personal
il Receipts
i Travel
[ work
- B Local Folders
[ Missed RSVPs (4)
[E5 test

ug‘_@ No messages to download

S il Miskau has an idan far A Mantie 1n in nen

|Cgreply v \[1forward | §archive| (4 junk| @ delete

from Meetup <info@meetup.com>77
subject Meetup Message Board Update
to Mary Tbird-User

10-10-06 04:40 PM

other actions ¥

*Please do not reply to this message*

You asked that we send you a summary of nessage board

#imary.dickens32@gmail.com (34) Meetup Message Board Update Meetup 10-10-05 05:...

+ [ Drafts [ubuntu-vancouver] Meerkat M... Charlene 10-10-06 09:...

— i@iSent Reminder: "A Cup of Ubuntu! #... Meetyp Reminder 10-10-06 10:... .
meetup.userl@gmail.com Meetup Message Board Update ~ © Meﬂ'ﬂ o 10-10-00 0% Message LlSt Pane
Mary.Third.User@gmail.com [ubuntu-vancouver] Randall ad... Randall 10-10-06 08:...
mary.dickens32@gmail.com Maverick Meerkat Party!! e Janet 10-10-07 O...

(& All Mail (1) Meetup Message Board Up... ¢ Meetup 10-10-07 O...
— @ )unk <+ Sid Mickey has an idea for... ¢ Meetup 10-10-08 0... |

P
activity. The following is a list of discussions willl
messages posted since October 5, 2010 S:18 PM.

UBUNTU VANCOUVER LOCO
Forun: Technical Support

technical support available in Surrey or Delta 7
http://www . meetup.com/ubuntuvancouver/boards /view/viewthread?thread=9708815
Latest message by Randall on October 6, 2010 at 2:05 PM

Add infoemeetup.com to your addre:

enails

e all Meetup

-
Unread: 27  Total: 62w

Figure 1: Main Thunderbird window

Message Pane

Status Bar

Quick Filter Bar

2.2 Message List Pane/

e S . | I‘§| Quick Filter
i@, Subject S0 o Date  s—&——Message List Column Header
[ubuntu-vancouver] Cups and ... Randall 10-10-05 10:... a
Meetup Message Board Update Meetup 10-10-05 05:...
[ubuntu-vancouver] Meerkat M... Charlene 10-10-06 09:...
Reminder: "A Cup of Ubuntu! #... Meetup Reminder ¢ 10-10-06 10:... .
Meetup Message Board Update ¢ Meetup o 10-10-06 04:... Message List
[ubuntu-vancouver] Randall ad... Randall 10-10-06 08:...
Maverick Meerkat Party!! @ Janet 10-10-07 0...
Meetup Message Board Up... ¢ Meetup 10-10-07 0...
<+ 5id Mickey has an idea for... ¢ Meetup 10-10-08 0...
e Chiel BMMimlrmis bhme mm idam e r BA s sl 1N 1N NS N

Figure 2: Message List Pane
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2.3 Message Pane
\LJreply, v |i;)forward (O Junk |@ delete «———Message Header Toolbar

from Meetup <info@meetup.com>i7
subject Meetup Message Board Update < TO- OGO tt-Piv Message Header
to Mary Third-User other actions v

*Please do not reply to this message*

You asked that we send you a summary of Meetup message board
activity. The following is a 1ist of discussions with new
messages posted since October 5, 2010 5:18 PM.

A

Email Message

UBUNTU VANCOUVER LOCO
Forum: Technical Support

technical support available in Surrey or Delta ?
http: //www. meetup. com/ubuntuvancouver/boards /view/viewthread?thread=0708815
Latest message by Randall on October 6, 2010 at 2:05 PM

o your address book to receive all Meetup

emails

F igure 3: Message Pane

2.4 Address Book Address Book Toolbar

Address Book

S e e Address Book Search
S Newcontact & Newlist @ Properties | fwrite  (§) Delete QReload v | @
Address Books Name ~ | Email work ... <E_C0ntaCt LlSt Pane Header
[EPersonal Address Book & Bill sikes billsikes11@hotmail.com
»[EGoogle-mary.dickens32@gmail.com & EBooks at Webscripti... ebooks@webscription.net
@work Address Book — Address Books Pane
[Ecollected Addresses & Mary Dickens mary.dickens32@gmail.c...
& Mary Dickens meetup.user1@gmail.com
& Mary Tbird-User mary.kbird.user@gmail.c... ¢ .
& oliver.bwist37 oliver.twist37@yahoo.ca ContaCt LISt Pane

Fagin Wealth Reduction Services

Nickname: Bill Sikes
Email: bill.sikes11@hotmail.com

1 Display Name: Fagin Wealth Reduction Services <—_C0ntact Informatj_on Pane

Total contacts in Personal Address Book: 7

Figure 4: Address Book
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3 Viewing and Searching Your Email Messages

The first thing that Mary must do to organize her overgrown email accounts is to learn
how to view messages more efficiently and search for the ones she needs.
Thunderbird has many features that Mary can use to make viewing and searching her
email messages easier than ever... and she doesn't need to be a detective to use them!

3.1 Viewing your email messages

Viewing email messages in a conversation

Mary often has long email exchanges that include dozens of replies going back and forth.
Thunderbird calls these exchanges a conversation or thread. Sometimes, Mary needs to look up
things that were said in earlier email messages. Sure, she could scroll through the latest message, but
it might not include all the quoted text. She could also do a search to find the message that contained
the information, but Mary has found a better way!

If Mary uses the Thunderbird Open in Conversation feature, the email is opened in a new tab
containing a Message Pane and a Message List Pane. The Message List Pane includes only email
messages in that conversation, displayed in a threaded format. Now Mary can view all the email
messages in that conversation in one place.

© @ ® The Force is strong in you... - Mozilla Thunderbird

File Edit View Go Message Tools Help .
‘ '
& Get Mail v [ Write (BjAddressBook S 3Tagy Q 'P 0
[]Inbox - mary.dickens32@gmail.... [-]Gestures and Face Trackin... # Q The Force is strong in y... % v
% Quick Filter: Unread <7 Stamred & Contact )Tags & Attachment 2, TO qyoup messages n ‘theads
& Subject From Date A B . .
i@ Re: The Force is strong in you... Mary Dickens 04:45 PM A N The VlOVma\ Message L'S“’
i Re: The Force is strong in you... Mary Dickens 04:45 PM
=+ Re: The Force is strong in you... Bill Sikes 04:46 PM N
Re: The Force is strong in you... Bill Sikes 04:46 PM Pane / C\ICk ‘H/‘e ‘thyead OO/MMV,
@ Re: The Force is strong in you... Bill sikes 04:46 PM
AT BT A J header .
o [igreply v ilforward | (1 junk  (§ delete
o B SR 7 iSRS \LAIDS (SESSS 3 .
bject Re: The Force is strong in you... 04:46 PM & SUbJECE
to Mary Dickens other actions v Meetup Mf

On 10-089-27 04:45 PM, Mary Dickens wrote e

On 10-09-27 04:44 PM, Bill Sikes wrote o

| Luke, T am your father

So what? Can I give you a hand?
Sure. Do you want to give me the left or right one?

Figure 5: Email message open in a conversation tab

To open an email conversation thread in a tab

* Right-click on the email message in the Message List Pane and then click Open
Message in Conversation.

® @ Subject “ | From & Date v B

Gestures and Face Tracking? Randall 10-09-27 08:3...1*

_Meetup Message Board Update Meetup 10-09-27 12:5...

~ The Forceis e Open Message in New Window adlit

@ Re: The Force s stro| . 10-0 Hibe
How's your dad's ne SEeh Mpqg;fnfn LD : 10-09-27 07:1...
ERE e OPenMessage in Conversation 10-09-27 07:1...
Limited time offer! 10-09-27 07:2...

Archive
Have | got a deal Fi 10-09-27 07:...
New hnnre Beply to Sender Only ANNQ.27 N7

| Reply to All

Figure 6: Open Message in Conversation
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* Select the email message and then click Open in Conversation on the Message menu.

File Edit View Go Message Tools Help

New Message ctrl+N
Archive A
[ Inbox - mary.dicke e Ctrl+R [ EE.S

Unified Folders Reply to All Cerl+Shift+R eSS
¥ & Inbox (28) Re C Ft+L
Eimeetup.user1 Forward Cerl+L
: Forward As
Edit Message As New Ctrl+E orce
Oner Utie - The oce is skrong in you...
Openin Conversation Ctrl+Shift+O LEREUNCERERENLILI ¢ <3
jin Enterprises junk mail

vioye |0 iFad Fima nFFarl

Figure 7: Message menu

& GetMail + [fw

stures and Face Tracking?
Petup Message Board Updtr

» ] Drafts

¥ il Sent
B meetup.user1@4
{H:Mary.Tbird.User

* On the other actions drop-down list, located on the Message Header, click Open in

Conversation.
from You | Gl reply | » | & Forward || (&l archive | | @ junk | |@ delete |
subject Re: The Force Is strong in you... 10-09-27 04:46 PM
to Mary Dickens -

On 10-09-27 04:45 PM, Mary Dickens wrote:
On 10-09-27 04:44 PM, Bill Sikes wrote: o

| Luke, I am your father. openinnew tab
So what? Can I give you a hand? E
view source

Sure. Do you want to give me the left or right one?

mark as unread

sdve as...

print...

Figure 8: other actions drop-down list

Grouping email folders with Unified Folders
By default, Thunderbird groups email folders in the Folder Pane by

All Folders 4 »
email account, or the All Folders view. Each email account is v~ mary.dickens32@gmail.com
displayed in the Folder Pane with the Inbox, Sent, Trash, Junk and W
any user-created folders listed under it. Mary has found that this wPersonal
folder structure can become quite unwieldy when she has multiple ~paiu i
email accounts containing many folders. Her Inboxes are spread all A :ﬂ"r";;';“ i e
over the place and she has to click in each one to view her email EiInbox (34)
messages. Thunderbird 3.1 has a new feature called the Unified Fl-g“‘u“;;' 9: All Folders
Folders view that makes viewing folders much easier.

Unified Folders group similar folders together, instead of grouping Unified Folders <>
them by account. There is a group called Inbox that has the Inboxes *Einbox (34)

for all of Mary's accounts listed under it. The same is true for the gl com
Drafts, Sent, Junk and Trash folders. By displaying Unified Folders, ’D%gﬂff:tup-m”@smaﬂ-mm (33)

Mary can see all of her Inboxes in one place, and best of all, she can viisent

click on the parent Inbox folder to see the messages in all the Inbox o menclckens32@amatcom
subfolders at one time! She can still view the email messages for a Figure 10: Unified Folders
single account by clicking on a subfolder under the Unified Folders

Inbox.
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Mary can use the arrows at the top of the Folder Pane to cycle through folder views. The views she
can display are: All Folders, Unified Folders, Recent Folders, Favorite Folders and Unread
Folders.

5 Inbox - mary.dickens32@gma... Clhdaefup Message Board U... %
Unified Folders U Quick Filter: 8 O @ TlP :
¥ & Inbox (35) - §
T &m # ey s T @ | Subject From
I oy = Randall has an idea for Ubuntu... Meetup 5 .
[ Mary.Third.User@g il
Eimeetup.user1 @gm e LI EUAE Meetup Message Board Upd... ¢ Meetup The Favoyﬁe Fo\oleys View
= Meetup Message Board Upd... ¢ Meetup .
» | Drafts Search...
'Sent subeirba [ubuntu-vancouver] Where's... = Joe OllSP\a%S OV\\% the folders you
. it Meetup Message Board Upd... © Meetup .
‘mary.dickens32@g
Mary.Tbird.User@g New Folder... What Makes a Party Great? ... © Randall \/JBW" ‘\'O see n The Fololey
meetup.user1@gma Meetup Message Board Upd... © Meetup ane
(&ALl Mail (39) Compact Randall has an idea for Ubun... ¢ Meetup P ©
+ © Junk Mark Folder Read Maakun Maccana Raard Lind ¢ Maakun
@
¥ & Trash Cgreply| v |l Forward ||[&archive You can add ’FO\deVS TO The
B mary.dickens32@g . .
T Mary.Tbird. User @gniteecs )m Meetup <info@meetup.com>i-i FaVOYl*e Fo\olers view bl{
T meetup.useri@gmail.com Eabieor . B .
S Local Folders subject Randall has an idea for Ubuntu Vancouver LoCo th.\—_chckmg on _qu fo\dev
[E5outbox to You ) i
v ;mary.dickensiz@gmail.cnm AT aV\d Se\ecTMQ Favor!’fe FOldeY.
= ks
i Personal “"Encourage” A Locally Owned Business to Sell Certified (and
& Receipts New) Ubuntu Systems"

Figure 11: Unified Folders and adding a Favorite Folder

3.2 Finding email messages with Thunderbird's search tools

There are times that Mary wants to find email messages that refer to specific things, or are from certain
people. With hundreds of email messages in each of her three email accounts, looking through them and
finding what she wants can be a day-long task. Fortunately, Thunderbird has some very useful search
tools.

Searching using the Global Search

The easiest method that Mary can use to search her email messages is the Global Search box on the
right-hand side of toolbar. The Global Search will search all of Mary's email messages except for
those in the Junk and Trash folders. It will also search all the email message fields, such as the
sender, the recipient, the subject, and the message body. This search is not case-sensitive so Mary
does not have to worry about capitalization.

While Mary is typing in the Global Search box, a drop-down list displays possible matches to email
addresses, or she can press ENTER to search for both email addresses and words in the body or
subject of the messages. Please note that the search will only match complete words, not partial
words. It will, however, find the plural or singular versions of words.

y.dickens32@gmail.com - Mozilla Thunderbird

ssage Tools Help

e Address Book

WOTegv meetup

s mentioning: meetup
2ns32@g... [ 1Gestures and Face Trackin... # EISNT Y

| > 4 QuickFilter: &= & 9 @

s = @ Subject :

n{7) @ Re: The Force is strong in you...

n (5) How's your dad's new book coming?
Fagin Enterprises junk mail = z P
Limited time offer! < Bill Sikes 07:24 PM

com Have I got a deal for you! ¢ Fagin Enterprises 07:32 PM
Maw hninre Fanin Fnternricac ©  MN7-2IR DM

F igure 12: Global Search drop-down list
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The search results that match Mary's search term are previewed in a new tab. Clicking on a search
result will open the email message in a conversation tab that displays the message any other related
messages, if it is part of a thread.

© ® ® search - Mozilla Thunderbird

File Edit View Go Message Tools Help
| 4 write [} Address Book | Q|
[ Inbox - mary.dickens32@gmail.... []Gestures and Face Trackin... % Q Search ® v
Filters Search involving info@meetup.com ; ;
= g info@ L Filter Options
From Me To Me
Folder
Inbox (mary.dickens32@gmail.com) Mon — Tue  Wed  Thu Fri sat Sun  Mon .
Inbox (Mary.Tbird.User@gmail.com) - ~ — Z;Emm:: - = S Date Graph
2010
LAEETIIE 10 of 15 Open as list i Tl EHE
mary.dickens32@gmail.com
Mary. Third.User@gmail.com Meetup Message Board Update < el SeaI'Ch ResultS

to: Mary Dickens

People
#Please do not reply to this message*
Mary Third-User O lllll.
Meetup You asked that we send you a summary of Meetup message board
activity. The following is a list of discussions with new.

Meetup Message Board Update Meetup
to: Mary Third-User

#Please do not reply to this message*

Figure 13: Global Search results tab

Searching for multiple terms using the Global Search

So now Mary can quickly search for email messages or addresses that contain a word, but sometimes
she needs to search for multiple words. For instance, she seems to get more “Virus Alert” email
messages from well-intentioned Windows users than messages from her friends. Mary remembers
that her friend, Oliver, sent her an email message about viruses and wants to find it again. OK, she'll
type viruses into the Global Search box and find what he was referring to.

Hmm, that wasn't such a good idea! Wow, are there really that many Windows viruses out there?
Mary once again applauds her choice to run Ubuntu. Problem is, the search results seem to go on for
ages! Time to try to narrow the results down by using multiple search terms.

Searching for email messaged containing all the search terms

To search for email messages that contain all the search terms, Mary simply needs to type them
all into the Global Search box and press ENTER.

Mary types oliver viruses into the Global Search box and the multitude of email messages
containing the word “viruses” is reduced to the single one she was looking for.

Mozilla Thunderbird

[ oliver viruses|

sand Face Trackin... % BT
% QuickFilter: & o & 2,
T @&  Subject = | From ® Date x: =]
Meetup Message Board Update Meetup 10-12-03 03:1... =

Figure 14: Global Search with multiple terms



Viewing and Searching Your Email Messages

Searching for email messages containing a phrase

What if Mary doesn't remember who sent her the email message, but remembers a phrase used
in the message? That could narrow the search down. She thinks that the message contained the
phrase “contains viruses” so she types “contains viruses” (with the quotation marks) into the
Global Search box, and sure enough, the search finds the email message she was looking for.

Enclosing words within quotations matches the exact phrase instead of individual words. You
can also combine individual search terms and phrases in one search. For instance, to find
messages containing word ”oliver” and the phrase “contains viruses”, type: oliver “contains

- »
viruses
Mozilla Thunderbird
oliver "contains viruses'| Q)
s and Face Trackin... % Q.| -
4% Quick Filter: = & o & %
& @ Subject = From ® | Date x: (et
Meetup Message Board Update Meetup 10-12-03 03:1.... =

Figure 15: Global Search with a term and a phrase

Filtering and analyzing Global Search results

There are times that Mary has searches that return dozens of matching email messages, even using
multiple search terms or phrases. When this happens, Mary needs a way of thinning the forest of
results down to something more manageable. Fortunately, the Thunderbird Global Search results
tab allows her to do this. She can filter the results and analyze them by date.

Filtering Global Search results

The Filters options are displayed on the left-hand side of the Global Search results tab. They
allow Mary to filter the results based on whether they are from her or to her, their status, if they
have attachments, the folder they are in, the email account they are in, or their email addresses.
By clicking on an item in the Filter options, Mary can select if the messages match the item, or
do not match the item. Clicking the filter item again lets Mary remove the filter.

D @& @® meetup.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

o write 5} Address Book | Q|
[ Inbox - mary.dickens... [Gestures and Fa... % Q "contains viruses" $ Q, meetup.com % Q meetup.com ® v
Filters Search meetup.com
From Me To Me
Fold
oeer -

All Mail {mary.dickens32@gmaj | Mon Tue Wed Thu Fri Sat Sun Men
Gl 24 25 26 27

sort by: relevance date

=Hre=FerttTe 01 Ubuntu Meetup

to: Mary Dickens

mary.dickens32@gmail.com
Mary.Third.User@gmail.com

Your Organizer, Randall, sent the following message to some members of Ubuntu

People Vancouver LoCo:

Mary Tbird-User

Greetings (Some Of) Ubuntu Vancouver!.
Meetup

Meetup Message Board Update Meetup
to: Mary Dickens

Figure 16: Global Search Filters
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Analyzing Global Search results by date

The top of Glebal Search results tab shows a graph of how many
email messages are found based on their date. It's all well and fine
for Mary to find all email messages from info@meetup.com that
ask for an RSVP, but she isn't interested in those for past events.
By hovering her mouse over a Filters option, the days that have
messages matching the option are highlighted on the graph.

Mary can also click a date on the graph to only display email
message results for that day.

Advanced searches using the Search Messages tool

Thunderbird allows Mary to do advanced searches that find email
messages that contain, or do not contain, complex combinations of
various terms, addresses, or attributes. Each thing searched for is
called a Search Rule. For instance, Mary sometime forgets to RSVP to
Ubuntu Vancouver Loco event announcements, but using the Search
Messages tool, she can find and reply to upcoming event notices she
missed reading. To to this, she creates set of rules that searches for
email messages from “info@meetup.com” that contain the word
“RSVP” but not the word “reminder” in the body, that have not been
replied to, and that are not older than seven days.

Now Mary never has to miss RSVP'ing to another event notice again!

To search using the Search Messages tool

Tip!

To display more resulfs on the

page, you can hide the date
graph by clicking the graph icon
in the top rignt of the results
fab,

/j-|\PL/
Unlike the Global Search, fhe
Search Messages tool can only
search a single folder and its
subfolders at a time. To
search all of your emalil
accounts, it must be vun
separafely on each,

1. On the Edit menu, point to Find and then click Search Messages.

2. Chose where you want to search in the Search for messages

7 Search Messages

Inbox on mary.dickens32...

Search For messages ip#

¥|-| meetup.use...gmail.com
¥ & Inbox
Run search on sprver & Meetup
@ Matchallof theYpllow  -=] Drafts
-l Sent

& search subfoldefs

Subject

3. Select Search subfolders, Run search on server (IMAP
only), and how you want to match the Search Rules.

% search Messages

Search For Messagas =t dickens32... | search |

Clear

Search subfelders
Run search on server

WMatch all of the Following Makch any of the followj

Subject + | | contains v +

Figure 18: Search Messages options

in drop-down list.

_Tipr
« Match all of the following

finds messages that match all
the Search Rules.

« Match any of the following
finds messages that match at
least one Search Rule.
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4. Click the first drop-down list and select which part of the email messages to search in.

@ Matchall of the following Match any of the fFollowing
-
Subject
From
Body
Date

v | | contains > | Lk

Priority

Status
N T

Figure 19

: Search Rule

5. Click the second drop-down list and select how you want to match the search criteria.

@ Matchall of the fFollowing Match any of the following

| From

contains
doesn't contain
is

isn't

begins with

ends with

Figure 20: Search Rule

6. Type the search criteria in the text box or select it from the drop-down list, depending on
what is being searched for.

@ Match all of the Following Match any of the following

| From v ||is v (| info@meetup.com + |

Figure 21: Search Rule

7. Click the plus sign to add more Search Rules.

@ Match all of the Following Match any of the following

| From > | |is ¥ | | info@meetup.com @

Figure 22: Search Rule

8. Click the Search button to begin the search.

Search Messages .
\
Search for messagesin: | Inbox on mary.dickens32... » | ) /:r\'P_’/
S —
& search subfolders | Clear |
You can save the search for
Run search on server
@ Match all of the Following Match any of the Following \aTev use b% C\lC\(WIQ on the
| From ¥ | |is ¥ | | info@meetup.com |+ | = | Save as Search Fo|dev button
| Body * | | contains v | | rsvp |+ | = | a‘t ‘qu bOTTOm. For more
| Body v | | doesn't contain = | | reminder (] IVI‘FOYMaJTIOVI on saving searches,
. 2 " N .
[ status S + | [Replied S see the next section, *Creating
v
| AgeInDays = | | islessthan | 7 |itie || wm | a Saveo/ Search 7[0’0/6‘/
Subject From Date + Location "

| Save as Search Folder |

Figure 23: Search Messages
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Creating a Saved Search folder

Mary has now been using the Global Search and Search Messages tools for a while, but she finds
that she often repeats the same searches. There has to be a better way, and indeed there is; Saved
Search folders! A Saved Search is a search that continuously runs in the background, collecting
matching email messages and placing them in their own folder.

For instance, in the last section, we saw Mary create a search for meetup.com event notices that she
hasn't RSVP'd to yet. However, Mary would like to keep running the search on a regular basis as
these messages sometimes get lost in the daily avalanche of new messages she receives. With a
Saved Search, these messages are automatically collected in a folder called Missed RSVPs.

To create a new Saved Search folder

1.

On the File menu, point to New and then click Saved Search.

* Note: If you are displaying Unified Folders, you need to have a subfolder of the
parent Unified Folder selected. For more information about Unified Folders, see
“Grouping emadil folders with Unified Folders” on page 8.

[ Inbox - Mary.Tbird.User@gm... | = Meetup Message Board U...

Unified Folders 4 F 4% QuickFilter:
E]

'l_l_lnhnx (28) E @ | subject

-l Randal

L =y
= Meetu

Figure 24: Unified Folders

Type a name for the new Saved Search folder and choose the parent folder to put it in.

@ New Zaved Search Folder

‘ Name: Missed RSVPs
[» &3as a subfolder of: Ln(alFoldErs v |
Select the folders to search: Choose...

Figure 25: New Saved Search Folder name and location

3. Click Choose and select which folders you want to search.

14

|
Create as a subfolder of: Local Folders v

Select the folders to search: T‘P !
—
Search Online (Gives up-to-date results for IMAP arjiCSIE C A S0 Y E)] A Savecl Search IS an easy way

o search specific folders in

Select the folders to search:

Configure the search criteria used for this saved searq - Inbox (28) . .
@ Matchall of the Following Match any of the foll il sent mu\’flp\e emau\ aCCOb(VIJ(S. JMS“
@ Junk
Subject + | [ contains #=cnio} oreate a Saved Search folder

v

and delefe it when you are
finished.

~{mPersonal

€ oofooooe

& cancel \

Figure 26: Select Folder(s)
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4. Select Search Online to search on IMAP email servers.

Select the folders to search: | Choose... |
~ : . Tip!
Search Online (Yives up-to-date results for IMAP and News folders but increases time to open the folder)
Configure the search criteria used for this saved search folder: + Match all of the ‘FOHOWMQ

® Match all of the Following Match any of the following Matchall messages

find that match all
Figure 27: New Saved Search Folder options e e

the Search Rules.

5. Choose how to match the rules, or to match all messages. | * Match any of the following

Search Online (Gives up-to-date results for IMAP and News folders but increases time to open the folder) fIMdS messages ‘\’ha‘" ma‘tCh a‘\'
least one Search Rule.

Configureth SeertterrTe T T T Tt
® Matchall of the Following O Match any of the Following Match@ R Ma-"ch a“ messages 'FiV\OlS a“

| Sublect % |ontains b (| messages, even if there are

Figure 28: New Saved Search Folder options 1o mafches fo Search Rules.

6. Click the first drop-down list and select which part of the email messages to search in.

Configure the search criteria used For this saved search folder:
@ Match all of the following Match any of the following Match all messages

& * | | contains A |
Subject
From
Body
Date

Priority S
Status . @cancel | | ZOK |

Figure 29: New Saved Search Folder rule

7. Click the second drop-down list and select how you want to match the search criteria.

Configure the search criteria used for this saved search folder:
® Match all of the following Makebgny of the following Match all messages

| From > | | it
contains
doesn't contain
[H

isn't

begins with T——
ends with | @cencel | ‘ —‘yOK |

Figure 30: New Saved Search Folder rule

8. Type the search criteria in the text box or select it from the drop-down list, depending on
what is being searched for.

@ Match all of the following Match any of the followin pa,
| From v | |is info@meetup.com |

Figure 31: New Saved Search Folder rule

9. Click the plus sign to add more search rules.

@ Match all of the following Match any of the following Matchall messages

| From > | | is v | info@meetup.com @

Figure 32: New Saved Search Folder rule

Clicking OK creates a folder that is constantly updated with messages matching the search.
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Searching the Junk and Trash folders

Mary recently received a phone call from Fagin Enterprises asking her why she hasn't been
answering any of their email messages. As far as Mary knew, she hasn't received any messages from
Fagin Enterprises. Unfortunately, it turns out that she had created a Message Filter that set the status
of all messages with “limited time offer” in the body of the message to Junk, and Fagin Enterprises
uses that phrase in all of their email messages.

Mary could open the Junk folder and sort by sender, but if she wants to see if there are any other
messages using the same phrase that were mistakenly flagged as spam, a Global Search wouldn't
work. The Global Search does not search the Junk or Trash folders. She could also run a Search
Messages query, but that will only search a single account at a time. Instead, to search the Junk and
Trash folders for all of her accounts, all Mary has to do is create a Saved Search folder and select
the Junk and Trash folders in the Select Folders dialog box. For more information about Saved
Searches see “Creating a Saved Search folder” on page 14.

3.3 Finding email messages using the Quick Filter

A quick way that Mary can search for email messages in the current folder is to use the Quick Filter to
create view filters. A Quick Filter is a convenient way to show only email messages in a folder that
match a set of criteria. It doesn't do anything to the messages, just hides the other email messages in the
folder so that you only see the ones you want to. Quick Filters shouldn't be confused with email
Message Filters that actually do things to email messages. Message Filters will be discussed in
“Filtering email messages” on page 39. Mary most often uses Quick Filters to quickly find only unread
or Starred messages in a folder.

The Quick Filter toolbar is located at the top of the Message List Pane. Clicking the magnifying glass
icon above the toolbar will hide the tools if you want additional room in the Message List Pane, or if you
don't regularly use the Quick Filter.

Q.

] @ | Subject TTOM © | Date a=1
[ubuntu-vancouver] Meerkat ... Charlene 10-10-06 09:4...|*

Figure 33: Quick Filter bar

This tool can filter the list of messages displayed in the folder based on:
* If they are Unread Messages.
» If they are Starred Messages.

©  You can assign Stars to email messages as visual reminders or to tell Thunderbird that they
are important. For more information about Stars, see “Using Stars to mark important email

messages” on page 32.
» If they are from Contacts in your Address Book.

* If they have Tags.

© You can assign Tags to email messages to categorize and display them with different colours
in the Message List Pane. For more information about Tags, see “Tagging email messages to
categorize them” on page 34.
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If they have Attachments.
Who the Sender is.

Who the Recipients are.
What the Subject contains.

Words in the message body.

Using the Quick Filter

To quickly toggle a predefined filter on or off, all Mary has to do is click one or more of the Quick
Filter icons:

Unread :ssages, Starred " essages, Contact.: Tags, or 2 Attachm & its icons.

She can further filter the results, or filter the entire message list, by typing into the Quick Filter box
and selecting one or more of the filter options; Sender, Recipients, Subject, or Body.

-
%* Quick 32 messageS | meetup L)
ilter messages Dy | Sender | Recipients Subject Body

To keep the filter active when

® @ | Subject v |=® FronN.Qa{A-/EE B fold lick
Meetup Message Board Upd... ¢ Meetup 10-10-09 05:... | = allig) eelzrs, ele °
Meetup Message Board Upd... ¢ Meetup 10-10-10 01:... J[humb‘fack on The |e'ﬁ gide O‘F
Meetup Message Board Upd... ¢ Meetup 10-10-11 01:...

the Quick Filter foolbar,

uick Filter: (Lo
If your filter doesn't match any email messages in the current folder,
you are given the option of converting the filter to a Global Search that searches all of your folders.
For more information about the Global Search, see “Searching using the Global Search” on page 9.

Figure 34: Quick Filter bar search

iy

% Quick Filter: 8 O @ :deal |

Filter messages by: Sender Recipients Subject | Body

C

Figure 35: Converting a failed Quick Filter to a Global Search

E @  Subject

Continue this search across all folders
Press 'Enter’ again to continue your search for: deal

3.4 Finding email messages with the Mail Views list

Thunderbird has another view filter tool that is not displayed by default. It is the Mail Views list that you
can add to the toolbar. Mary is thankful that she found this tool, as it not only allows her to filter her
message views using the normal view filters discussed earlier, but it gives her more control over the
filtering. She can even create Custom Message Views based on complex view filters and save them as

folders.
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To add the Mail Views list to the toolbar
1. Right-click on the Thunderbird toolbar and select Customize.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go M e Tools Help
& GetMail v | write (B Address Book Q
1 Inbox - mary.dickens32@gma... = -
Unified Folders @,
¥ & Inbox (34) = =
a ® 5 | subject ¥ |® |Fi &  Dat L3
% mary.dickens32@gmail.com (38) 8. | SUDiec . - fom 8.|.Dae 2
% Mary.Tbird.User@gmail.com (34) Randall has ar? idea for Ubun... Meetup 10-10-1512:...
e R AR Rl R S Randall has anidea for Ubuntu... Meetup 10-10-08 12:1...

Figure 36: Customize the Thunderbird toolbar

2. Drag the Mail Views list to where you want it on the Thunderbird toolbar.

® Date
kup 10-10-1512.... |©
up 10-10-08 12:1...

tup 10-10-15 08:....
tup 10-10-14 01:...
tup 10-10-13 11=...

& m -
M ) tup 10-10-12 1., |5
Hin Folder Location ar Twist ¢ 10-09-2708:2...
Hali tup nerr.under 10-10-06 10:... g
i Fun Daminder 101001 080
¥ @ Junk =
Om rd | |[&larchive || @ junk | @ delete |
1Y View: | All I -
¥ & Tras Mail Views Reload
Bm 10-09-27 08:25 PM
=1
Hm other actions v
S u Show: | Icons beside Text. v Usesmallicons |gpAdd NewToolbar| | Restore D
Eoutl
remarl {30008 | \ence on the other children in the

ﬁiZ]ure 37: Add Mail Views list

3. Click Done to add the Mail Views drop-down list to the toolbar.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

& Getmail ~ [f write [BjAddressBook = C)Tag v (Fiew: |All x| Q

£ Inbox - mary.dickens32@gma... [a.]
Unified Folders 4 > & QuickFilter: & o e o
v Inbox (34)
[ mary.dickens32@gmail.com (38)

13 @ Subject v | % | From ® Date =
Randall hac an idaa farlthun o Maakun 1nanas a2

Figure 38: Mail Views list

Using the Mail Views list

By clicking on the View button, Mary can quickly change how the email messages are displayed in
the Message List Pane. She can:

* Display all her email messages.
* Display only unread email messages.
* Display email messages with specific Tags.

* Display email messages based on Custom Message Views using a set of view filters.

* To see how to create Custom Message Views, see “To add a new Custom Message View” on
the next page.
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e Save the current view as a folder.

* This creates a Saved Search folder based on the view filter. To see how to save the view as a
Saved Search folder, see “Save a View as a Folder” on page 21.

e Add or remove views from the Custom Views menu.

(~] Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Messa

& Getmail ~ [fwrite [Bj AddressBook ) Tag~ View: [All Q
[ Inbox - mary.dickens32@gma... & ~
Unified Folders <4 > % QuickFilter: e a
v & Inbox (34) . - Tags i -

& Dak B
[ mary.dickens32@gmail.com (38) e N 5 e 1;1 :_15 T B

[ Mary.Tbird.User@gmail.com (34) = N e 12_{"

& meetup.useri@gmail.com (34) N e Viewns nFalder ™ n T nn.: .

»[El Drafts

¥iMisent 10-10-14 ?]

Figure 39: Mail Views menu

The most useful features of the Mail Views list are the ability to create Custom Message Views and
to save the current view as a new folder. If you get as many email messages as Mary does, it is nice
to be able to filter the scores of email messages clogging up your Inboxes down to something more
manageable. This is where the Custom Message Views comes in handy. The Custom Message
Views uses the same rule-based search criteria as the Search Messages tool, making it an extremely
powerful method of creating view filters. For more information about the Search Messages tool, see
“Advanced searches using the Search Messages tool” on page 12.

There are five Custom Message Views that Thunderbird has already configured for you:

* People I Know siew: (Al
. . Al
© Email from contacts in your Address Book. N Unread
* Recent Mail e . : People | Know
1 e Recent Mail
© Email messages that are less than one day old. Last 5Days
Not Junk

Has Attachments

Figure 40: Custom Views

* Last 5 Days

© Email messages that are less than five days old.
* Not Junk

© Email messages that are not marked as Junk.
* Has Attachments

o Email messages that have file attachments.

To add a new Custom Message View

1. On the Mail Views drop-down list, select Customize.

(] Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

& Getmail ~ [f write [BjAddressBook = C)Tag~ View: [All -
- Al (8:)
Unread

[ Inbox - mary.dickens32@gma...
Unified Folders 4 » & QuickFilter: =
& Inbox (34) ; T \ .
® 5 ags © Date

[Eimary.dickens32@gmail.com (38) Custom Views v B 10-10-15 12:... [*
[ Mary.Tbird.User@gmail.com (34) =
[# meetup.useri@gmail.com (34)

» (£ Drafts

v (Wi Sent

a

10-10-08 12:1...
10-10-15 08:...
10-10-14 01:...
10-10-13 11:...
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2. Click the New button on the Customize Message Views dialog box.

Customize Message Views

View Name | New...
People 1 Know
Recent Mail
Last 5 Days
Not Junk
Has Attachments

Figure 42: Customize Message Views

3. Type a name for the Custom Message View.

Message View Setup

_\—| 0
Message view(name: [RSVPmessages ] P N

When this view is selected, display only messages that: . Ma’foh a|| O‘F ’ﬂne ‘FO“OWiY\Q
@ Mmatch all of the following Match any of the following

Figure 43: Message View Setup finds messages that match all

of the Search Rules.

4. Select how you want to match the Search Rules. * Match ang of the following

Tew is selected, display only messages tmats 'FW]dS messages that manCh af
@ Match all of the following Match any of the following

least one Search Rule,
| Subject ¥ | | contains v | + | i

Figure 44: Message View Setup options

5. Click the first drop-down list and select which part of the email messages to search in.

® Matchallof the Following Match any of the Following
- —

v | | contains v | + |
Subject
From
Body
Date
Priority
Status
To

ig re45" Message View Setup rule

| €cancel | </ OK

6. Click the second drop-down list and select how you want to match the search criteria.

® Match all of the Following Match apgy of the Following

| Body &
contains
doesn't contain
is

isn't

~—

| @cancel | </ 0K

Figure 46: Message View Setup rule

7. Type the search criteria in the text box or select it from the drop-down list, depending on
what is being searched for.

@ Mmatch all of the following Match any of the following
o | coman E—

Figure 47: Message View Setup rule
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8. Click the plus sign to add more Search Rules.

@ Mmatch all of the following Match any of the following

| Body ¥ | | contains A [RSVP| @

Figure 48: Message View Setup rule

Clicking OK will create the new Custom Message View and add it to the Custom Views
submenu of the Mail Views drop-down list.

View: | All A |
= All
Unread

People | Know
Recent Mail
Last 5 Days
Not Junk

Save View as a Folder...
Customize...
Randall has an idea for Ubun...
Randall has an idea For Ubun...
Regarding young Mr. Twist
Reminder: "A Cup of Ubuntu..

Figure 49: Custom MessageVews

You can also modify or delete Custom Message Views by selecting them from the list in the
Customize dialog box of the Mail View drop-down list and clicking Edit or Delete.

Customize Message Views

View Name |
People | Know
Recent Mail

Last 5 Days

Not Junk

Has Attachments
RSVP messages

Figure 50: Custom Message Views

T Edit... |

Delete |

Save a View as a Folder

The Save View as a Folder item on the Mail Views drop-down list lets | RsvPmessages

you save the view as a folder that is continually updated. If you read the -

section about “Creating a Saved Search folder” on page 14, this might U

sound familiar. That's because all this does is save the current Mail View REEE

as a Saved Search folder. The search rules are filled in and the folder S L

has been given a default name and location, but you can change these. Save View as a Folder...
Click OK and the Mail View is saved as a new Saved Search folder. Customize...

Figure 51: Mail Views

@ New Saved Search Folder

Name: I Inbox-RSVP messages| ]
Create as a subfolder of: | Inbox v |
Select the folders to search: | Choose... |

Search Online (Gives up-to-date results for IMAP and News folders but increases time to open the folder)

Configure the search criteria used for this saved search folder:
@ Match all of the following Match any of the following Match all messages

| Body ¥ | | contains ¥ [ | RSVP [

Figure 52: Save View as a Folder
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4 Organizing and Prioritizing Your Email Messages

So, Mary can now efficiently search for and view her email messages.
Unfortunately, the email jungle is still growing up around her and holding her
back from effectively managing her email load. Mary needs to organize and
prioritize her email messages so that she can respond in a timely manner to the
important ones, and put off or ignore those that aren't.

As Mary tackles the task of organizing and prioritizing her email messages, she
learns how to:

* Sort and group email messages.
* Mark and Tag email messages.

* Filter and run Junk Mail Controls on email messages.

4.1 Sorting and grouping email messages

Sorting and grouping her email messages is the first task Mary undertakes in her quest to organize and
prioritize her email. With so many new email message coming in each day, it is important for Mary to sort
her messages in a meaningful way, and to group them so that she can quickly find the important ones.
More importantly, sorting and grouping her email messages helps Mary decide which ones she needs to
deal with sooner, rather than later.

You can sort the list of messages by most of the columns that can be displayed in the Message List Pane.
By default, the Thread, Star, Attachments, Subject, Read, Junk, From and Date columns are shown.

Message List Pane columns

Column Name Description

Thread Indicates email messages that are part of a conversation (thread) when they
are grouped by Thread

Starred Messages that have a Star applied to them. You can assign Stars to email

messages as visual reminders or to tell Thunderbird that they are important.
For more information about Stars, see “Using Stars to mark important email

messages” on page 32.

Attachments Email message that have attachments.

Subject The subject line of email messages.

Read Unread email messages have a green dot in this column

From The sender of email messages.

Junk Status Email messages marked as junk mail have a flame icon in this column. For

more information about marking messages as junk mail, see “Using the Junk
Mail Controls” on page 50.
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Message List Pane columns (continued)

(Non-sortable)

Column Name Description

Recipient The recipient of email messages. This is useful when sorting messages in
your Sent folders.

Date The date and time email messages were sent.

Received The date and time email messages were received by your email provider.

Status Indicates if email messages have been read, are new, have been replied to, or
have been forwarded.

Size The size of email messages. You can use this to sort messages based on how
large an email message and its attachments are.

Tags The Tags assigned to email messages. You can assign Tags to email messages
to categorize and display with them different colours in the Message List
Pane. For more information about Tags, see “Tagging email messages to
categorize them” on page 34.

Account What email account the messages are in.

Priority The message priority the senders assign to email messages.

Unread Whether there are unread email messages when they are grouped into

Threads. For more information about grouping email messages by thread,
see “Grouping your email messages” on page 27.

Total
(Non-sortable)

The number of email messages in a conversation when they are grouped by
Threads.

Location

The email folders that email messages are in.

Order Received

This is a number that indicates the order that email messages were received
by an Thunderbird. On some versions of Thunderbird this is a weird number
that might not be consecutive. They are based on the email message size
added to the previous Order Received number. They may not be
consecutive, but they are in order.

Sorting your email messages

The easiest method of sorting email messages is to click the column header you want to sort them
by. The column that is being sorted is indicated by a triangle on the column header. When the
triangle is pointed down, the column is being sorted from oldest to newest or alphabetically from
“A” - “Z”. If it is pointing up, the column is being sorting from newest to oldest or from “Z” - “A”.
Click the column header again to switch between an ascending or descending sort order.

4 Quick Filter:

E @  Subject

o] y =
— S L)

From & Date @EF.'

Randall has anidea for Ubuntu Vancouv... Meetup 10-11-13 02:13 PM |=
Meetup Message Board Update Meetup 10-11-13 03:00 PM
[ubuntu-vancouver] Randall added a post Randall 10-11-14 10:31 AM
[ubuntu-vancouver] Randall added a post Randall 10-11-1501:20 PM

Figure 53: Message List pane column sort order
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If what you want to sort by is not displayed as a column, you can either add the column to the
Message List Pane, or use the View menu to sort the email messages.

To add a column to the Message List Pane

* Right-click anywhere on the Message List Pane column header and select the column

you want to add. Currently displayed columns are indicated with check marks in the list.

% QuickFilter: = & D &

E @ | Subject
Announcing "A Real Maverick Mee... ©_AgRiET]
Meetup Message Board Update « Starred

[ubuntu-vancouver] Ubuntu? I H..,
[ubuntu-vancouver] Meerkat Manigh!
Reminder: "A Cup of Ubuntu! #
Fwd: [ubuntu-vancouver] Meerkg ...

« Attachments
v Read
v From

Maverick Meerkat Party!l Recipient
[ubuntu-vancouver] Where's jo... v Junk Status
What Makes a Party Great? Yp Received
[ubuntu-vancouver] Events! Hor... « Date

Enjoy "A Cup of Ubuntu" Thi§ T...
Reminder: "A Cup of Ubuntu}#5...
[ubuntu-vancouver] Announdng...
Reminder: "SupportSaturday § -...
Announcing "ThemeNight: Ubunlu... Account
Priority

Status
Size

Tag

Unread
Total

from Randall <info@meetup.com>Li .
snfan 5 Location

subject Psst! RSVP's are open for "A Real Maverick
Perfect 101"

reply-to randall@executiv.esi

to You

]

3
a

3

|| @ delete |

P-01 02:07 PM

Other actions v

Figure 54: Add Message List pane columns

* To display the same column setup in other folders, right-click anywhere on the Message

List Pane column header, point to Apply columns to and select the folder(s).

© You can select an individual folder, or a folder and all of its subfolders (children).

4 QuickFilter: = 3 & © & @
T ir @ Subject “ From & | Date v | B
v Thread ... ° New Meetup @ 10-10-0202:4... |~
istores 3 Meetup 10-10-02 04:2...
v Attachments . © Randall “ 10-10-03 10:3...
v Charlene 10-10-06 09:4...
° Meetup Reminder © 10-10-06 10:4...
Yo Mary's Other Email 10-10-06 06:4...
Recipient s Janet  10-10-07 09:1...
« Junk Status ¢ Joe 10-10-10 09:4...
Received ¢ Randall ¢ 10-10-11 09:1...
« Date e Randall 10-11-02 11:4...
Status ¢ Randall ¢ 10-11-03 08:4...
& @ Meetup Reminder 10-11-03 10:4...
Sz  Randall ° 10-11-04 11:5...
2 2 @ Meetup Reminder 04:18 AM
Account ... © NewMeetup © 02:47 PM
Priority
Tnress g reply | » | [sJ Forward | |[&] archive | | ( junk | @ delete |
Total
om Ri Cothh
subject Ps| : ey | Maverick Meerkat Party. A 10-10-01 02:07 PM
reply-to rags
t . folder.. her actions v
= Folder and its children... otherac

Figure 55: Apply columns to other folders
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To reset the displayed columns to the default

* Right-click anywhere on the Message List Pane column header and click Reset

columns to default.

% Quick Filter: &

Subject =
Announcing "A Real Maverick Mee...
Meetup Message Board Update
[ubuntu-vancouver] Ubuntu? I H... @
[ubuntu-vancouver] Meerkat Mania!!
Reminder: "A Cup of Ubuntu! #4"i...
Fwd: [ubuntu-vancouver] Meerkat ...
Maverick Meerkat Partyll
[ubuntu-vancouver] Where's yo...
What Makes a Party Great? You!
[ubuntu-vancouver] Events! Mor...
Enjoy "A Cup of Ubuntu" This T...
Reminder: "A Cup of Ubuntu! #5...
[ubuntu-vancouver] Announcing...
Reminder: "SupportSaturday B -...
Announcing "ThemeNight: Ubuntu...

=} y
(=S}

T @

From

v Thread

v Starred

v Attachments
v Read

+ From

cipient
Junk Status
Received
Date
Status

Size

e e o ¢ 0o 0 0o @

Tag
Account

Priority
|Cdreply ~ | Unread
Tokal
Location
Order R

from Randall <info@meetup.com=Ls

subject Psstl RSVP's are open for "A Real Maverick
Perfect 101"
reply-to randall@executiv.ess

Appiy
to You

d P

Reset columns to default

b

Other actions =

0102:07 PM

Figure 56: Reset columns to default

To sort your email messages using the View menu

* On the View menu, point to Sort by and select how you want to sort your email
messages. The column currently being sorted is indicated by a dot.

© You can also use this submenu to change the sort order from Ascending to
Descending if the column is not currently displayed.

Inbox - mary.dickens32@gmail.com - Mezilla Thunderbird
File Edit View ss

i Status Bar

Layout
Folders

©  From

Star .
Order Received
Priority A Cup of Ubuntu! #4" ...
rvancouver] Meerkat ..
perkat Party!!
couver] Where's yo...
a Party Great? You!
couver] Events! Mor...
Ip of Ubuntu" This T...
A Cup of Ubuntul #5...
tu-vincouver] Announcin:
deyf "Supportsaturday 8 -...
ncjhg "ThemeNight: Ubuntu...

From

Tags
Junk Status
Attachments

B mary.dickens32@gm:
B Mary.Tbird.User@gmail.com
B meetup.user1@gmail.com

o ol o [l o full o u!

New Meetup
Meetup

Randall

Charlene

Meetup Reminder
Mary's Other Email
Janet

Joe

Randall

Randall

Randall

Meetup Reminder
Randall

Meetup Reminder
New Meetup

& Date v

* 10-10-0202:4...

10-10-0204:2...
* 10-10-03 10:3...
10-10-06 09:4...

* 10-10-06 10:4.
10-10-06 06:4.

* 10-10-07 09:1
10-10-10 09:4,

* 10-10-11 09:1
10-11-02 11:4,

“ 10-11-03 08:4.
10-11-03 10:4,

“ 10-11-04 11:5.
04:18 AM

* 02:47 PM

i Local Folders
[EZOutbox
v “Imary.dickens32@gmail.com
4}
lsPersonal
[ Receipts
i Travel
Ework

Figure 57: Sort by menu

‘o@meetup.com’7
Threadcu

Unthread

Grouped )
= Pexecutiv.es’
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Grouping your email messages

Earlier, we learned that you can sort your email messages by any of the columns that you can display
in the Message List Pane. Well, you can also group your email messages by the same columns.
When you group your email messages, they are all listed under a common entry in the Message List
Pane that you can expand to view, or collapse to hide. You can also group your email messages by
conversation with the Thread column.

% QuickFilter: a8 O &

@ Subject “  From ~* & | Date e}
Fagin Enterprises (4)
Gmail Team (3)

Janet (1)

Joe (1)

Kerry (1)

Mary Dickens (6)
Mary's Other Email (1)
Mary Tbird-User (2)
Meetup (1/64)
Meetup Reminder (8)
New Meetup (3)
Oliver Twist (4)
Randall (21)

Y Y Y YYYYVYVYVYVYVYV

>

Figure 58: Email messages grouped by sender

When Mary is working in an email folder overflowing with email messages, it helps if she can group
them into categories. Mary usually sorts the email messages in her Saved folder by date, but that
only puts the most recent messages at the bottom or top of the list. Unfortunately, that list of email
messages often gets pretty long. What Mary does to help sort her email messages is to also group
them by date. That way, instead of scrolling through hundreds of messages, May can quickly display
only email messages that she received today, yesterday, last week, or two weeks ago. Another
common grouping that Mary uses is by the sender of the email messages. When Mary groups her
email messages by who sent them, she can see at a glance all the email messages from her boss... or
she can ignore all the email messages from her boss simply by collapsing the group! However,
ignoring email messages from your boss is generally not a good idea.

For an example of grouping your email messages, let's see how to group email message by date. You
can use the same process to group your email messages by any of the Message List Pane columns.
If the column you want to group by is not showing, see “Io add a column to the Message List Pane”
on page 25 for details on how to display it.

To group email messages by date

1. Sort the email by date by clicking on the Date column header.

% QuickFilter: == & o @
E @  Subject = | From
@ Re: How's your dad's new book coming? Rose Maylie Ol 8 03.20-P1
Re: How's your dad's new book coming? Mary Dickens 10-11-16 03:41 PM
Re: How's your dad's new book coming? Rose Maylie 10-11-16 03:43 PM
Re: How's your dad's new book coming? Mary Dickens 10-11-16 03:48 PM
Re: How's your dad's new book coming? Rose Maylie 10-11-16 03:49 PM
Re: Order number 211638 Fagin Enterprises 10-11-16 04:33 PM
@ Your Dad's new book Oliver Twist 10-11-17 11:58 AM
Meetup Message Board Update Meetup 10-11-17 02:31 PM

Figure 59: Email messages sorted by date
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2. On the View menu, point to Sort by and then click Grouped By Sort.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View ssage Tools Help
»
b k SO Tagw View: Al
 Status Bar L = — |
& Inbox -
Unified F|
i Inbox

Layout

“ | From
bw's your dad's new book coming? Rose Maylie
bw's your dad's new book coming? Mary Dickens
bw's your dad's new book coming? Rose Maylie
bw's your dad's new book coming? Mary Dickens

bw's your dad's new book coming? Rose Maylie
der number 211638 Fagin Enterprises
-der number 211638 - Fagin Enterprises|
pad's new book ¢ oOliver Twist

p Message Board Update Meetup
tu-vancouver] Updates, Announcem... = Randall
Ctrl+U Subjec der: "ThemeNight: Ubuntu Vancou... Meetup Reminder
p Message Board Update Meetup

ur Dad's new book Oliver Twist

up Message Board Update ¢ Meetup

ity Info

@ mary.dickens junk@gmail.com
v @ Trash

S mary.dickens32@gmail.com

& MaryTbird.User@gmail.com

& meetup.useri@gmail.com

& mary.dickens.junk@gmail.com

@ Local Folders

|Cdreply | + | E1Forward |
umber 211638

Threaded

[E2]Outbox
¥~ Imary.dickens32@gmail.com < unthreaded
. T T P
- liMm’ gw/order is in the mail... really! You can trust me!
lwisaved

~|Mary.Tbird.User@gmail.com
¥ [~ /meetup.useri@gmail.com

Figure 60: Sort by submenu

Thank you,
Bill Sikes

3. Click on the triangle beside the grouped email messages to display or hide them.

% QuickFilter: &= % & © & @

@ | Subject < | From & Date v B
»  old Mail (90)
»  Two Weeks Ago (16)

Last Week (18]
o esterday (2)
Reminder: "ThemeNight: Ubuntu Vanco... Meetup Reminder 10-11-18 12:47 PM
Meetup Message Board Update * Meetup * 10-11-18 01:58 PM

»  Today (1/2)

Figure 61: Grouped by date

To remove the grouped display of your email messages, just click on another column header in the
Message List Pane and the grouping will be removed, leaving the messages sorted by whichever
column you just clicked.

Another method of grouping your email messages is by thread. We learned at the beginning of this
chapter that Thunderbird can open email message conversations in a new tab that shows only a
message and its replies. If you skipped that section, you can take a look at, “Viewing email messages
in a conversation” on page 7 for more information. Well, you can also group email messages by
thread in the Message List Pane. If you have a lot of back-and-forth email conversations, your
email folders can get pretty cluttered and it is often difficult finding specific replies in a
conversation. Grouping by thread can help to keep the clutter to a minimum.
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To group email messages by thread

* Click the Thread column header in the Message List Pane to toggle the Thread View

grouping on or off.

% Quick Filcer: == & O @&
@ @ | Subject From
Meetup Message Board Update Meetup
Meetup Message Board Update Meetup
¥ & How's your dad's new book coming? Rose Maylie
¢ Re: How's your dad's new book co... Rose Maylie
Re: How's your dad's new book ... Mary Dickens
Re: How's your dad's new bo... Rose Maylie
Re: How's your dad's new ... Mary Dickens
Re: How's your dad’s ne... Rose Maylie

> Re: Order number 211638

Figure 62: Thread view grouping

Fagin Enterprise

4.2 Marking and Tagging email messages

Mary is now down to a mere one-hundred, or so, email messages in her Inboxes. Some of the email
messages are important, some are time sensitive and need to be addressed immediately, some are work
related, and others are personal. Without looking at the subject, sender, and sometimes the body of her
email messages, it can be tough to tell which are which. Mary looks at all the email messages in her
Inboxes, but sometimes she is in 'scanning' mode; just seeing what a message is about and then moving
on to the next.

As Mary scans through her email messages, she can mark them as read or unread, assign Stars to them,
and Tag them with different colours. That way, Mary can see at a glance which she needs to reread,
which are time sensitive, which relate to projects she is working on, and which are from her Mother
wondering if she has found a potential husband yet.

Marking email messages as read or unread

Often, as Mary works her way through new email messages, she comes across ones that she doesn't
have time to read all the way through. Once she has viewed an email message, however,
Thunderbird marks it as read. In these cases, Mary can mark the email message as unread again.

There are other times that Mary wants to mark email messages as read without even viewing them.
Mary can usually assume that ninety percent of the email messages from her mother are tips about
prospective husbands, and doesn't want them cluttering up in her list of unread messages. Her
mother seems to find a new man for her to marry at every function she attends!
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To mark email messages as read or unread
1. Select the email message(s) to mark as read or unread in the Message List Pane.

2. Right-click on a highlighted email message, point to Mark and click As Read to toggle
the status.

* Read messages will have a check mark beside As Read.

jin Enterprises © 10-11-16 04:33 PM
jin Enterprises © 10-11-16 04:37 PM

- 10-11-17 11:58 AM
10-11-17 02:31 PM
10-11-18 12:47 PM

As Read by Date...

All Read gin Enterprises

Hi Ma ted Add Star

Figure 63: Marking email messages as unread

Marking email message threads as read

You can mark an entire email message thread as read, as well. The process is more or less the same
as marking individual email messages as read. Unlike marking individual email messages, however,
you can not use this command to mark threads as unread. For that you need to mark each email
message in the thread as unread.

To mark email message threads as read

* Inthe Message List Pane, right-click on any email message in the thread, point to Mark
on the shortcut menu and click Thread As Read.

- 10-11-16 03:29 PM

10-11-16 03:41 PM T

age in New Tab R i ° 10-11-16 03:43 PM |P !
P

age in Conversation i 10-11-16 03:48 PM

@ 10-11-16 03:49 PM
z U -~ agin Enterprises 10-11-16 04:33 PM \/OM dOV\'* have ‘YO have ‘me
RepIV.t0enCeronty eetup © 10-11-17 02:31PM [~ 5 ;
Reply to All i 10—11-1512:47PM‘.‘ ema“ messages QYOMPGOI n
Reply to List e AR ST threads to mark them all as

o | + | ] Forward ||LE archive || @ junk || @ delete

subject 10-11-16 03:29 PM

vead, but it may help o see

other actions v which messages you are

marking

For information about how to

A< Read buDate

All Read 1 | *To group email messages by

group messages in threads, see

 peleteMessage L Add star : fhvead” on page 24.
Hi Mary, As Junk z

As Not Junk
Just though | would touch base with you. It has b Aol

Run Junk Mail Controls

Figure 64: Mark a thread as read
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Marking email messages as read based on their date

Another useful tool that Thunderbird provides is the ability to mark email messages as read based on
their date. When Mary started her journey down the path of taming her email, she had hundreds of
email messages in each of her Inboxes. She had already read most of these messages in her other
email clients before importing them to Thunderbird, but as they were new to Thunderbird, they were
marked as unread.

Mary can tell Thunderbird to automatically mark the email messages in a folder, or group of Unified
Folders, that were received between a range of dates as read. For the newly imported email
messages in all her Inboxes, if Mary is displaying Unified Folders, she can mark them all as read
with one command.

To mark email messages in all your Inboxes as read based on their date
1. Make sure you are displaying the Unified Folders view in the Folder Pane.

* For more information about displaying Unified Folders, see “Grouping email folders
with Unified Folders” on page 8.

* If you are not displaying Unified Folders, you can still run this on individual folders.
2. Click on the parent Inbox so you are showing the email messages from all the Inboxes.

2 Get Mail + [ write AddressBook S )Tagw View: |All v |

i Inbox - Unified Folders

_Unificdcold > % QuickFilter: = & o @

Ll ;| @ | subject ® | From
mary.d om .

[ Mary.Tbird.User@gmail.com (6) [Ubuntu:vanceuyler]_i;':eerlkat Ma;m!! Char.l;
[ meetup.user1@gmail.com (6) Customge Gmail witl c.n ors and themes L Gma!
[ mary.dickens.junk@gmail.com (2) L2 Gnl‘"} onyour "T"b'le I?Fj’ne ) Gma:!

Figure 65: Displaying email megsagesfrom all the Inboxes

3. Right-click on any email message in the Message List Pane, point to Mark and click As
Read by Date.

R P —

* T ——

0 age in New wWindow ; 10-09-27 12:55 PM

cinncanbl ST
n Message in Conversation 10-09-28 05:09 PM
10-09-29 12:43 PM
@ 10-09-30 10:07 AM
10-09-30 12:59 PM
Reply to All 10-10-01 12:56 PM
Reply to List 10-10-02 04:25 PM
Forward ¢ 10-10-03 05:16 PM
Edit As New. .. 1N-10-04 04:N7 PM '~

~ | Forward | |[&larchive || @ junk || delete

Archive
Reply to Sender Only

Move To
subject CopyTo 10-09-27 12:55 PM

Move to "Meetup Message Board Update” Again other actions ~

Tag
Save As...
Print Preview
Print.
Delet sage Add Star
=

Figure 66: Mark email messages as read by date
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4. Enter the range of dates for the email you want to mark as read in the Mark Messages as
Read by Date dialog box and click OK.

¢ Enter the dates as YYYY-MM-DD

@ Mark Messages as Read by Date

Mark messages as read frgm: | 2010-07-01

. | 2010-11-18

€ cancel | </ OK |

Figure 67: Mark Messages as Read by Date

Automatically marking email messages as read

As Mary views email messages, Thunderbird automatically marks them as read, but Mary would like
a few seconds to see what an email message is about before it is marked as read. Mary likes to
quickly scan through the new email messages in her Inbox looking for important ones to deal with
first before going back and reading the others.

To give her the time to see what an email message is about before marking it as read, Mary can
change the default behaviour of Thunderbird so that it waits a few seconds before changing it.

To automatically mark email messages as read
1. On the Edit menu, click Preferences.

2. Click Advanced and select the Reading & Display tab.

 Thunderbird Preferences

H &  a &

General Display _Composition Security Attachmdgts [ACNELE=)
Gerferal | Reading & Display Nebjvork & Disk Space Update Certificates

Reading

B Automaticallv mark messaaes as read

Figure 68: Reading & Display tab

3. Select After displaying for x seconds and enter the number of seconds before
Thunderbird marks email messages as read when you are viewing them.

Reading
® Automatically mark messages as read

@ After displaying for 5 . seconds

Open e
® Anewtab A newmessage window An existing message window

Figure 69: Reading & Display tab

Using Stars to mark important email messages

You can assign Stars to email messages as visual reminders, for searching, or to tell Thunderbird
that they are important. The Star icon is displayed in the Message List Pane beside the email
message. If the Star icon is filled in, it applies to the message. Thunderbird will also display Stars
for email messages marked as Starred in Gmail that are downloaded to Thunderbird.
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There are a quite a few things you can do with Starred email messages:

* You can assign Stars to email messages as a quick way to mark messages that you want to be
reminded about.

*  You can display Starred email messages using the Quick Filter. For more information about
the Quick Filter, see “Finding email messages using the Quick Filter” on page 16.

*  You can filter Global Search results to show only Starred email messages. For more
information about filtering Global Search results, see “Filtering Global Search results” on
page 11.

*  You can use the Search Messages tool to search for Starred email messages. For more
information about the Search Messages tool, see “Advanced searches using the Search

Messages tool” on page 12.

*  You can create a Saved Search folder to display all of your Starred email messages. For
more information about Saved Search folders, see “Creating a Saved Search folder” on page
14.

* You can create Message Filters that look for Gmail Starred email messages and do things
like move them to other folders, assign Tags to them, etc. For more information about
creating Message Filters, see “Filtering email messages” on page 39.

* You can assign Stars to email messages that you don't want Thunderbird to automatically
delete. For more information about automatically deleting email messages, see
“Automatically deleting old email messages” on page 58.

To assign a Star to an email message

* Click the Star icon in the Starred column of the Message List Pane to toggle the Star

on or off.
Re: How's your dad's new bo... Rose Maylie 10-11-16 03:43 PM
Re: How's your dad's new ... Mary Dickens 10-11-16 03:48 PM
Re: How's your dad's ne... Rose Maylie 10-11-16 03:49 PM
O »  Re:Order number 211638 Fagin Enterprises 10-11-16 04:33 PM
Meetup Message Board Update Meetup 10-11-17 02:31 PM

Figure 70: Assigning a Star to an email message

Stars of a different sort

Thunderbird also displays Stars beside email addresses in the Message Header, but these are
not the same as Stars assigned to email messages. Instead, the Stars in the Message Header
show whether an email address is in your Address Book.

If the Star is filled in, the contact is in your Address Book and clicking on it allows you to edit
the contact's details. If the Star is just an outline, the email address is not in you Address Book
and you can click on it to add a new contact.

T [greply| ~ |G&Jforward ||[&l archive || (& junk @ delete

WS your dad's new book coming? 10-11-16 03:29 PM

to You: other actions ~

Hi Mary,

We are doing fine. Dr. Losberne has nursed Oliver back to health and everything is coming
along ducky.

Figure 71: Message Header Stars
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Tagging email messages to categorize them

Which email messages are important, which are from friends, which should be dealt with
immediately, and which are from your Mother? By simply looking at the list of email messages in a
folder you might not be able to tell which is which. When Mary reads the email messages in her
Inboxes, she likes to assign colours to the listing in the Message List Pane, depending on which
category they fall under. That way, after she has finished her quick scan of the new messages, she
can see at a glance which she needs to deal with first because they are time sensitive, which are work
related, which are from friends, etc. To do this, Mary attaches Tags to the email messages.

Tags are a list of categories that have colours associated with them. The email messages that have
Tags are displayed with the matching colour in the Message List Pane, and when Mary reads a
message, the Tag is shown in the Message Header. If an email message has more than one Tag
assigned to it, the colour shown in the Message List Pane is of the highest priority Tag, but the
Message Header shows all the Tags assigned. For more information about Tag priority, see the next

section, “Tag priority”.

" @ YOUI UdU 5 NEW DOUK UIVET IWISL 1U-11-1/1 1 1:58 AM
Meetup Message Board Update *  Meetup * 10-11-19 03:10 PM
A new speaker for this week's forum Mary's Other Email 10-11-1907:40 PM
Meetup Message Board Update ¢ Meetup 10-11-20 02:13 ...
[ubuntu-vancouver] Two Events this Week Randall 10-11-23 12:08 PM
Meetin Messane Rnard lindate Mestin 10-11-23 N2°N9 PM \T

e s T R EETE R Cdreply |~ |&Jforward | (& archive| @ junk| & delete

subject Meetup Message Board Update 10-11-19 03:10 PM
to You
tags Message Board Update | [Meetup Emai other actions +

Figure 72: Message List pane and Message Header with Tags

By default, Thunderbird already has some Tags created for you. In order of priority, they are:

* Important

e Personal
e To Do
e Later

You create as many Tags as you want, or even modify or delete the default Tags. Mary creates Tags
to identify any common email messages that she receives regularly. For instance, so that she doesn't
lose messages from meetup.com that request an RSVP, Mary has decided to create a Tag that colours
them light blue in the Message List Pane.

"\‘J‘Tag- View: | all .| Q ‘

0Remove All Tags Q.| +

@
%

~ | From & Date Tl

r Ubuntu Vancouv... Meetup 10-11-15 1111 AM S
hndall added a post Randall 10-11-1501:20 PM
rd Update Meetup 10-11-1502:25 PM
rd Update Meetup 10-11-16 03:08 PM
book coming? Rose Maylie 10-09-27 07:11 PM
e Board Update 638 Fagin Enterprises 10-11-16 04:33 PM
rd Update Meetup 10-11-17 02:31 PM

5 3

Oliver Twist 10-11-17 11:58 AM
rd Update Meetup 10-11-19 03:10 PM

New Tag...
o J - week's Farnm Maru's Other Fmail 10-11-19 N7-4N PM \T

Figure 73: Meetup.com RSVP Tag
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Tag priority

The higher a Tag is in the list of Tags, the higher its priority. If an email message has more than

one Tag assigned to it, the colour of the message in the Message List Pane will be of the Tag

with the highest priority. The default Thunderbird Tags have predefined priorities assigned to
them so they will always be at the top of the list, with any Tags you create prioritized
alphabetically below them. In the following example, the Important Tag has the highest priority

and Ubuntu Vancouver List Email has the lowest.

0 Remove All Tags

d Update

New Tag...

Figure 74: Tag list

To add or remove email message Tags

1. Select the email message(s) in the Message List Pane.

Tip!

To sorf new Tags non—

alphabetically, make the first
character a number. e.q.,

1 Shopping® will place it just
affer the last default Tag.

Once a Tag is creafed,
however, changing its name
does not change its priority.

B

2. Click the Tag button on the Thunderbird toolbar and select the Tag you want to add to or

remove from the email message(s).

* The Tags assigned to the email message(s) have check marks beside them.

< namove All Tags

q
@5 -

“ | From
r Ubuntu Vancouv... Meetup
Meetup
Meetup
Meetup
= Randall
Meetup
Randall
Meetup
Meetup

hndall added a post
r Ubuntu Vancouv...

New Tag...

® hnnk comina? Rose Maulie

Figure 75: Selecting a Tag to remove from an email message

]

>

Date
10-11-1201:30PM =

v B

10-11-12 03:16 PM
10-11-13 02:13 PM
10-11-13 03:00 PM
10-11-14 10:31 AM
10-11-15 11:11 AM
10-11-1501:20 PM [
10-11-15 02:25 PM .
10-11-16 03:08 PM
10-09-27 N7:11 PM \~
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To remove all Tags from email messages

1. Select the email message(s) you want to remove all the Tags from in the Message List
Pane.

2. Click the Tag button on the Thunderbird toolbar and select Remove All Tags.

. _ 3l

— e
7 [T
"?&
% | From © | Date ¥ | ®=
r UbuntuVancouv... ¢ Meetup 10-11-1201:30PM =
rd Update ¢ Meetup 10-11-12 03:16 PM
r UbuntuVancouv... ¢ Meetup > 10-11-13 02:13PM
rd Update ¢ Meetup 10-11-13 03:00 PM

bndall added a post ¢ Randall °© 10-11-14 10:31 AM
r UbuntuVancouv... ¢ Meetup 10-11-1511:11 AM
sndall added a post £

Meetup 10-11-1502:25PM |
rd Update ¢ Meetup * 10-11-16 03:08 PM
® ook comina? Rose Mavlie 10-N9-27 N7-11 PM |7

NewTag...

Figure 76: Removing all Tags from selected email messages

To create new Tags
1. On the Edit menu, click Preferences.

2. Click Display and select the Tags tab.

Thunderbird Preferences

omposition Security Attachments Advanced

Tags can beUS®d to categorize and prioritize your messages.

Important | Add |
Personal |$|
To Do

Figure 77: Display Preferences Tags tab

3. Click Add.

Thunderbird Preferences

Sl ¥ & ¢ ¢

General WelEsIEVM Composition Security Attachments Advanced

Formatting | Tags

Tags can be used to categorize and prioritize your messages.
e

Personal | Edit |
00D | Delete |
Later R

Meetup Email

Figure 78: Display Preferences Tags tab
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4. Type the name of the new Tag, click the grey box to the right of the name and select a
colour for the Tag.

|ﬁ| ™ Create New Tag
General JRISCIEVE c{ Tag :

Formatting | Tags

Tags canbe used to ¢

Important

Personal

To Do

Later
Meetup Email

Figure 79: New Tag name and colour

To create a new Tag while reading an email message

1. While reading an email message, click the Tag button on the Thunderbird toolbar and

select New Tag.
= q |
0Remr.e All Tags | Qe | -
a
« | From & Date S| el
d Update Meetup 10-11-23 02:09 PM [~
d Update Meetup @ 10-11-24 02:44 PM
bclaiming Attentio... ¢ Randall 10-11-24 03:39 PM
t > Randall @ 10-11-24 04:18 PM
E SHARP" and our... Randall 10-11-25 10:28 AM
d Update Meetup 10-11-2502:42 PM
< Randall 11:52 AM
< Oliver Twist ¢ 05:40PM | |
v e |Cdreply| v | forward || [&] archive | | @ junk || @ delete |
subject A new joke For you 05:40 PM
to You other actions =

Our dog left so many disgusting stains on our carpet that we had to buy new carpet. I didn't want to be stupid about the
new purchase, so I cut the stains out of the old carpet.

When the carpet guy asked what color we wanted, I pulled out the stained patches and said, "Yeah, can you match this
color!"

Figure 80: Add a new Tag to the current email message

2. Type the name of the new Tag, click the grey box to the right of the name and select a
colour for the Tag.

= Create New -,-a " ¢ Randall ¢ 10-11-24 04:18 PM
Randall 10-11-25 10:28 AM

Meetup 10-11-25 02:42 PM

11:52AM '
© 05:40PM H

| @cancel | < O

o e ||[El archive || & junk || @ delete

subject A new joke For you

vy L]
Figure 81: New Tag name and colour

05:40 PM

other actions »
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To edit email Tags
1. On the Edit menu, click Preferences.

2. Click Display and select the Tags tab.

Thunderbird Preferences

IFETE ¢

Tags can be USEd to categorize and prioritize your messages.
Imporkant | Add |

Figure 82: Display Preferences Tags tab

3. Select the Tag you want to change and click Edit.

Tags can be used to categorize and prioritize your messages.
Important | Add |

Personal @
To Do =

Late

...
‘ Meetup Email

Figure 83: Edit Tag

4. Change the name or colour of the Tag.

® Edit Tag

Tagbea 5
Meetup Email

| @cancel | [ fok |
Figure 84: Edit Tag

To delete email Tags

1. On the Edit menu, click Preferences.

2. Click Display and select the Tags tab.

Thunderbird Preferences

/ 8 ¢ O

BIVETE fomposition Security Attachments Advanced

Tags can be USEd to categorize and prioritize your messages.
Important | Add |

Figure 85: Display Preferences Tags tab

3. Select the Tag to remove from the list and click Delete.

Tags can be used to categorize and prioritize your messages.

Important | Add |
Personal | __Edit |
ToDo | Delete |

i —
w

Figure 86: Delete Tag
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If you delete one of the

default Tags, making a new
one with the same name will not
recreafe its priority:

The new Tag will be sorfed
 alphabetically, just like any

other non—default Tag.
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4.3 Filtering email messages

Even after everything Mary has done to tame her email, each of her Inboxes can still receive dozens of
new email messages every day. It takes a lot of valuable time to work her way through them all. To make
matters worse, Mary keeps getting junk mail from unsavoury types trying to sell her things that she really
doesn't need, or even wants to read about! To help her automatically organize her email messages, and to
get rid of some of the junk mail, Mary needs to creates some Message Filters.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

2 GetMail ~ [f write (B AddressBook = T)Tag+ View: |All - Q

Q. -

Unified Folders 4 » % QuickFilter: & 0@ T‘i
[Z]mary.dickens32@gmail.com (30)

[ Inbox - mary.dickens32@gma...

- = ® @  Subject “  From & Date v B

\%\Mary.Tblrd.User@gmall.:um (21)
©meetup.useri@gmail.com (21) Meetup Message Board uPd.ate ° Meetup 10-11-24 02:44 ... |*
# mary.dickens.junk@gmail.com (4) [ubuntu-lvan:ouver] Reclaiming Atte... ¢ Randall 10-11-24 03:39 ...
[ mary.dickens33@...a@yahoo.ca (1) Interesting Ubuntu fact = ¢ Randall 10-11-24 04:18 ...
[ Local Folders (4) [ubuntu-vancouver] "BE SHARP" and ... ¢ Randall 10-11-25 10:28 ...

» ] Drafts °

vfisent (3) Meetup Message Board Update ° Meetup 10-11-25 02:42 ...

e e

mary.dickens32@gmail.com (3)

Mary.Tbird.User@gmail.com

meetup.user1@gmail.com

mary.dickens._junk@gmail.com

Bimary.dickens33@...00.ca@yahoo.ca
» [BlArchives

Randall 11:52 AM
Oliver Twist 05:40 PM
e o

A Cup of Freedom
A new joke For you

(greply| v |52 forward || [ archive | | @ junk || @ delete

v @ Junk from Oliver Twist
® Mary.Tbird.User@gmail.com subject Heinlein Quotes 07:26 PM
© mary.dickens junk@gmail.com to You other actions =
¥ FTrash
@ mary.dickens32@gmail.com A committee is the only known form of life with a hundred bellies and no brain.
@ Mary.Third.User@gmail.com
& meetup.user1@gmail.com Be wary of strong drink. It can make you shoot at tax collectors... and miss.

B mary.dickens.junk@gmail.com
S mary.dickens33@...00.ca@yahoo.ca
& Local Folders

Progress isn't made by early risers. It's made by lazy men trying to find easier ways to do something

Never try to teach a pig to sing. It's a waste of time and besides it annoys the pig.

EZloutbox
i . r:ary.dmkensil@gmall.cum Delusions are often functional. A mother's o!)inions about her children's beauty, intelligence, goodness, et cetera ad
EiMeetup Message Board Update nauseam, keep her from drowning them at birth.
i M_‘;;‘_;_i?r(:.hser@gma".mm The universe never did make sense; I suspect it was built on government contract.
¥ ~imeetup.user1@gmail.com - | Yield to temptation. It may not pass your way again.
Unread:30 Total: 138

Figure 87: Mary's Inboxes full of email messages

A Message Filter reads your email messages, checking them for keywords, who sent them, who they are
to, their status, and just about anything else you can check for in an email message. When it finds an
email message that matches the Message Filter, it will do something to it. For instance, you can create a
Message Filter that moves email messages from meetup.com to a folder called Meetup Email Messages.
Or you can have a Message Filter that reads the body of email messages looking for the words “someone
you should meet” and automatically deletes them if they are from your mother!

Deciding how to filter your email messages

The first thing you need to do when creating Message Filters, is to plan! Just
like the old adage, “measure twice, cut once”, you need to carefully think
through when you want the Message Filters to run, what you want to filter your
email messages for, and then what you want to do with them.

When to run Message Filters

The first thing you need to do, is to decide when you want the Message
Filters to run. For each Message Filter you create, you tell it when you want
it to act.
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There are five ways to run Message Filters:

When Thunderbird checks for new email messages.

o This allows a Message Filter to do its thing automatically before the email messages
make it to your Inbox. For instance, you can have email messages from friends
automatically put in their own folder.

When you manually run Message Filters.

©  When you tell a Message Filter to run manually, new email messages arrive in your
Inbox so you can look at them before you run Message Filters. This way, you can do
things like add Tags that the Message Filter looks for, or mark them as Junk.

When Thunderbird checks for new email messages or when you manually run Messages
Filters.

© This allows a Message Filter to run automatically when Thunderbird checks for new
email messages, and it will also run when you manually run Message Filters.

When Thunderbird checks for new email messages, but after Junk Mail Controls have
checked the messages. (Thunderbird calls this, “after classification”)

© You may want to run Message Filters on email messages that Thunderbird marks as
Junk, automatically deleting particularly distasteful ones. For more information
about email messages marked as Junk, see “Using the Junk Mail Controls” on page
50.

When Thunderbird checks for new email messages or when you manually run Message
Filters, but after the Junk Mail Controls have checked the messages. (Thunderbird calls
this, “after classification™)

©  You can use this to automatically delete email messages that Thunderbird marks as
Junk, and to delete distasteful email that sneak past the Junk Mail Controls into
your Inbox.

What email messages to filter

There are many different strategies you can use to filter your email messages. For instance, you
can filter a message based on:

40

Who the email message is from.

Who the email message is to.

Where the email message is from.

Words or phrases in the email message subject.
Words or phrases in the body of the email message.
The date of the email message.

How old the email message is.

The Priority of the email message.
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» Tags assigned to the email message.
e If the email message has a Gmail Star.
* The size of the email message.

You can also create custom Message Filters to look for certain things hidden
away in the data that normally only email servers look at, but that is way beyond
the scope of this guide. Suffice it to say, that if it pertains to an email message,
you can create a Message Filter to search for it and then do something to it.

What to do with email messages that match your Message Filter

Doing something to an email message; that's the next thing you need to plan. Some of the things
you can tell Thunderbird to do with an email message that matches a Message Filter are:

* Move the email message to another folder.

* Copy the email message to another folder.

* Forward the email messages to another email address.

* Automatically send a response to the email sender. (e.g. Vacation response)
* Mark the email message as read.

* Add a Star to the email message.

* Set the Priority of the email message.

» Set the Junk status of the email message.

* Delete the email message.

* Delete the email message from the email server.

* Retrieve the entire email message from the email server.

Some common Message Filtering strategies

The most common strategy for using Message Filters is move matching email N~
messages from your Inbox to other folders. This is a great way to keep the clutter

in your Inbox to a minimum. If you receive a lot of email messages from

meetup.com, why not have Thunderbird automatically move them into a folder

called Meetup Email Messages? That is what Mary has decided to do. Mary also

uses Message Filters to move work-related email messages to a folder called Work, messages
from friends to a folder called Friends, and messages from her family to one called Family.

If you don't want to scatter the email messages from your Inbox all over the
place before you read them, another common method of filtering messages
is to assign Tags, Priorities or Stars to them. You can still see all your
/' messages in one place, but you don't have to manually categorize each one.
After reading them, however, you should still move them out of your Inbox
or delete them. It is not a good practice to keep everything in the Inbox as it increases
the load on Thunderbird and may lead to corrupted email messages.

=
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Mary actually uses a combination of these two strategies. In addition to moving
work-related email messages to her Work folder, she also assigns them Tags
indicating the project they are related to. If it is an important project, she might also
set the Priority of the email messages to High or Highest. For really important
email messages, Mary will add a Star to them. That way she can quickly find them
in her Work folder.

There are many ways to filter email messages:

* Often, business email messages are assigned a Priority when they are sent. You can use
this to group them with Tags, Stars or in their own folders.

* Look for frequently used words or phrases in the subject lines to group or Tag email
messages.

» Filter email messages from friends telling you the latest jokes into their own folders.

* Don't use the Inbox as a to-do list to yourself, instead use the word “To-Do” in the email
message subject and filter them into another folder.

* Asyou read email messages, assign Tags like, “Review Daily”, “Review Weekends”,
“Review Someday”, and “Review Optional” so you can then use a Message Filter to
move them out of the Inbox to deal with later.

* Automatically forward personal email messages sent to a work account to your home
email address and then delete them from the work Inbox.

Creating Message Filters

When you create a Message Filter you are only creating it for a single email account. If you have
more than one email account set up in Thunderbird and want to filter them all for the same thing,
you need to create a Message Filter for each.

There are two ways you can create a Message Filter. You can create one from scratch, or you can
create one from the sender of the email message you are currently reading. However, creating a
Message Filter from the current email message isn't much different than creating one from scratch.
You get the same window, but the sender's email address is already listed in the search criteria, what
Thunderbird calls Filter Rules. If you have read the section about “Advanced searches using the
Search Messages tool” on page 12, you will recognize the layout of the Filter Rules window as it
does the same thing; it searches email messages for matches to the search criteria. Unlike using the
Search Messages tool that just displays matching email messages, Message Filters also have
section where you define what to do with email messages they find.
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To create a new Message Filter
1. On the Tools menu, click Message Filters.

2. Select the email account you want to create the Message Filter for in the drop-down list.

Message Filters

| Filter Log |

i. New... |

Figure 88: Message Filters

3. Click the New button.

Message Filters

Filters For: |.;.mary.dickensBZ@gmail.com v | Filter Log |

Enabled Filters are run automatically in the order shown below.
Filter Name Enabled

Figure 89: Message Filters

4. Give the Message Filter a name that you will recognize.

@ Filter Rules

Filter nam€_ | Jokes| D
e —— —

Apply filter when: | Checking Mail or Manually Run v |

@ Match all of the following ' Maktch any of the following ) Makch all messages

| subject ~ | | contains | | |

Figure 90: Filter Rules

5. Select when to run the Message Filter.

™ Filter Rules

Filter name: | Jokes

Apply Filter when: [ Cheghirg™ail or Manually Run

@ Match all of th 8 ng Mail e
Manually Run z
e (D )
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6. Select how the Message Filter will match the Filter Rules.

@ Filter Rules

Filter name: [ Jokes| ]

Apply filter when: | Chegkj

)

Match all of the Following Match any of the following Match all messages

| Subject v | | contains > | L

Figure 92: Filter Rules

7. Click the first drop-down list and select what part of the
email message to search in.

[Suﬁect ; = | | contains v | |+ |

ubject
From
Body
Date

Priority

Status

Cc

v | | mary.dickens32@gmail.com = |+
ToorCc
From, To, Cc...
Age InDays
Size (KB)
Tags —
| @cancel | | fok |

Customize...

Figure 937 Filter Rules

« Match all of the following
finds messages that match all
the Filter Rules.

« Match any of the following
finds messages fhat match af
least one Filter Rule.

+ Match all messages finds all
messages, even if there are

. no matches to Filter Rules.

8. Click the second drop-down list and select how you want to match the Filter Rule.

| contains

doesn't con...
I
isn't

begins with

| Subject v |

ends with

_ ' N~——
Figure 94: Filter Rules

9. Type the search criteria in the text box or select it from the drop-down list, depending on

what is being searched for.

‘|@*l

| Subject

Figure 95: Filter Rules
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10. Click the plus sign to add more Filter Rules.

| subject ¥ | | contains ¥ | | joke |

| Subject ~ | | contains v |

Figure 96: Filter Rules

11. Click the first drop-down list in the Perform these actions section and select what you
want the Message Filter to do with matching email messages.

Perform e actiom

[ Mgfe Messageto
~ Move Message to

\ v| | mary.dickens32@gmail.com A

Copy Message to

Forward Message to

Reply with Template

Mark As Read £3Cancel, | ‘ Sk, J

Add star

Set Priority to

Tag Message
Set Junk Status to

Delete Mes
Delete From POP Server
Fetch From POP Server

Stop Filter Exe %

Figure 97: Filter actions

12. Click the second drop-down list and further define the what you want done with the
email messages, if applicable.

Perform these actions:

| Move Message ko v)%ry.dickenﬂz@gmail.cum \L Lk | TlP Y
¥ -] mary.dickens32@gmail.com -1
'%"”":" Depending on what you select
& Jun i .
& Trash in the first drop—down box,
) .
& Drafts fhere might not be a second

H:‘;";"‘_f‘“ el | (AR drop—down box, For instance,
1 al

i Starred it you fell the Message Filter
g Lokes|

fo delefe matching email
messages, you don't have to

ITe\\ it anything else.

[l Meetup Message Board Update
il Saved

¥ [ Third llcarmamail o
Figure 98: Filter actions
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13. Click the plus sign to add more actions you want the Message Filter to perform on
matching email messages.

Perform these actions:

| Move Message to v | | Jokes on mary.dickens32@gmail.com = .:

| Copy Message to » | | mary.dickens32@gmail.com = e

| @cancel | | </OK

Figure 99: Filter actions

To create a Message Filter from the sender of the current email message

* Right-click on the sender's name or email address in the Message Header and click
Create Filter From. The Filter Rules window will open with the sender's email address
already filled in for you. The rest of the steps are the same as those in, “To create a new

Message Filter” on page 43.

|Cdreply| + | ) forward | | [l archive | | @ junk || @& delete |

10-11-17 11:58 AM

other actions ~

o
Just wondering when YoUr Dad is going to finish his new book? | want to know what happens
to me.

Figure 100: Create a filter from an email message

Message Filter order

When Thunderbird checks an email message, it runs each Message Filter in the order it appears in
the Message Filters window, from top to bottom. If one Message Filter marks an email message
High priority, it may get changed if the next Message Filter says it should be marked Low priority.
The second Message Filter overwrites the change the first made. This is why Thunderbird allows

you to change the order of the Message Filters.

To change the order Message Filters are run
1. On the Tools menu, click Message Filters.

2. Select the account you want to change the order of the Message Filters for.

Message Filters

Filter Log |

Mary.Tbird.User@gmail.com

meetup.user1@gmail.com

Edit... |

mary.dickens.junk@gmail.com —
mary.dickens33@yahoo.ca@yahoo.ca | Delete |
Friends
From the bd

Jokes

Figure 101: Message Filters

Lncal Folders
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3. Select a Message Filter and move it up or down in the list using the Move Up and Move
Down buttons.

} Message Filters

Filters For: mary.dickens32@gmail.com v Filter Log

Enabled filters are run automatically in the order shown below.

Filter Name Enabled ~ New...
Messages from Oliver
Mother
Projects
Friends

Edit...

Delete

Move Up
Move Down,

Stopping further Message Filter checks on a match

R EE

Figure 102: Message Filters

Sometimes, you might want Thunderbird to stop checking for matches when an email message
matches a Message Filter. Say, for instance, you have a Messages Filter that sets the Priority of
email messages from your boss as Highest, and you have another one that sets messages with the
word joke in the subject line to the Lowest priority. It wouldn't be a good career move if a message
from the boss telling you the latest joke gets marked as Lowest priority, and you don't read it and
applaud him for a his outstanding wit! The way to save your career, and to continue to put food on
the table for your family, would be to make sure the Message Filter that marks email messages from
your boss with the Highest priority stops checking the other Message Filters. To do this, make the
Message Filter's last action, Stop Filter Execution.

Perform these actions:

Set Priority to * | | Highest v +

Stop Filter Execution v +

Figure 103: Filter actions

Running Message Filters

If you set a Message Filter to run only when checking for mail, it does its thing on new email
messages without any prompting from you. If, however, you told a Message Filter to only run
manually, you need to tell Thunderbird to run it if you want it to work its magic. A Message Filter
set to run both when Thunderbird checks for mail and manually, will run automatically, but it will
also run when you tell the Message Filters to run. When you manually run Message Filters you can
check certain folders, run specific Message Filters, or only check selected email messages.
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To manually run Message Filters on a folder

1. In the Folder Pane, click on a folder you want to run the Message Filters in.

* Note: If you are displaying Unified Folders, you need to have a subfolder of the
parent Unified Folder selected. For more information about Unified Folders, see
“Grouping emadil folders with Unified Folders” on page 8.

[ Inbox - mary.dickens32@gma...

Unified Folders 4 » 4% QuickFilter: == & 9 @&
v 25 | h ot

| ® @ | Subject = | From

P i t ~ Re:How's your dad's ne... Mary Dii
[ meetup.useri@gmail.com (35) =  RerHow'syourdad’s... - Rose Mz
[ mary.dickens.junk@gmail.com (4) Re: Order number 211638 . Fagin Ei
# mary.dickens33@...a@yahoo.ca(1) | ||~ Re: Order number 211638 = Fagin Ei
[ Local Folders (4) Meetup Mess_age Boar.d uPd.ate g Meetup

[ P

Figure 104: Selected folder to run Messdge Filters in

2. On the Tools menu, click Run Filters on Folder.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go
Ctrl+Shift+B

& Get Mail ~ [-f write

4 Inbox - mary.dickens32@gma L

Unified Folders
¥ & Inbox (110)

% | From
I$\MaryTblrd.USerg§mal e How's your dad's ne... Mary Di
I meetup.useri@gmail.co bE:HOW syourdad's ... ; Rose M
Emary.dickens.junk@gmail. er 211638 Fagin £
[ mary.dickens33@...a@yah umber 211638 © Fagin E
[ Local Folders (4) age Board Update ° Meetuj
» =l Drafts hemeNight: Ubu ° leetu
vl Sent (3) book < OliverT
{8 mary.dickens32@gmail.corfiili d's new book ¢ OliverT

age Board Update Meetuj

" e

{8 Mary.Tbird.User@gmail.com B

Figure 105: Tools menu

To manually run Message Filters on selected email messages

1. Select one or more email messages in the Message List Pane.

2. On the Tools menu, click Run Filters on Message, or Run Filters on Selected
Messages.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird
File Edit View Go N ge Tools Help
Address Book Ctrl+Shift+B

& GetMail ~ [ write

[ Inbox - mary.dickens32@gma L

Unified Folders
¥ & Inbox (109)
[ mary.dickens32@gmail.col
[ Mary.Tbird.User@gmail.co
[ meetup.useri@gmail.cope
[ mary.dickens.junk@gmail)
) mary.dickens33@...a@yah il Controls on Folder
Local Folders (4) elete Ma as Junk in Folder
» [l Drafts =
v i@ Sent (3)

{8 mary.dickens32@gmail.co

Figure 106: Tools menu

Oliver1
@ Oliver1

iage Board Update
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To manually run specific Message Filters on a folder

1. Click on the folder you want to run the Message Filter(s) on.

* Note: If you are displaying Unified Folders, you need to have a subfolder of the
parent Unified Folder selected. For more information about Unified Folders, see
“Grouping emadil folders with Unified Folders” on page 8.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

& GetMail v [fwrite (B AddressBook =~ S)Tag~ View: |All v

% Inbox - mary.dickens32@gma...
Unified Folders 4 P & QuickFilter: &= 7 & © @&

1 E iy @ | Subject % | From
>

1 L.Jlna dkkensSmachom (35) -
L'-'.-J = = - Re:How's your dad’s ne.. Mary Dii
RN s AR “  Re:How'svourdad's... ¢ RoseM:

F lgu_re-l--07 Selected folder to run Message F ilters on

2. On the Tools menu, click Message Filters.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go age Tools H
|4 write B} aq
[ Inbox - mary.dickens32@gma.

Unified Folders
v & Inbox (110)

Ctrl+Shift+B

A Get Mail ~
Ctrl+J

Eimary.dickens32@gmail. @@ il D = | From
| Mary.Tbird.User@gmail.co [T How's your dad's ne... Mary D'j
Emeetup.user1@gmail.co e Re:How's yourdad's... © RoseM:
#Imary.dickens.junk@gmail. i Sl ber 211638 © Fagin Ei
#mary.dickens33@...a@yah TN S umber 211638 ¢ Fagin Ei
#Local Folders (4) Delete M e roider Board U|::::Iate‘ . Mee!:l.lp
»[Z] Drafts i | buntu \ ° h\
¥ i@;Sent (3) Impor ° Ol!verT\
B mary.dickens32@gmail.co ¢ Oliver
(5 PR 0 TR I P age Board Update ® Meetup

Figure 108: Tools menu

3. In the drop-down list, select the email account that contains the Message Filter(s).

Message Filters

I Filter Log |

|. New... |
|' Edit... |

Projects
Friends

|  Delete |

4. Hightlight one or more of the Message Filters.
* Holding the CTRL key down when clicking allows you to select multiple filters.

Filter Name Enabled | New.. |
Messages from Oliver
Mother
Projecs T
Friends
Jokes

Figure 110: Message Filters
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5. Select the folder to run the highlighted Message Filter(s) on in the drop-down list and
click Run Now.

choose this folder

Junk
Trash
Boss

Friends

[Gmail]

Jokes

Meetup Message Board Update

Saved

Figure 111: Message Filters

Using the Junk Mail Controls

Mary doesn't really think she needs to consider taking Viagra, so why do so many of her email
messages feel she should? Junk mail, or spam, is the bane of modern email users. It is so much of a
problem, that a whole industry has sprung up to combat it. Not only is spam annoying millions of
email users, but in some cases it can be downright dangerous to you or your computer. Spam can
contain links to dangerous Web sites or computer viruses, and it can even try to sell you 'prescription
drugs' that are not only fake, but they may even harm you. Most email providers try to warn you in
the subject line about junk mail, or filter it out before it gets to you, but they aren't perfect.

Once again, Thunderbird comes to the rescue. Using Junk Mail Controls,
Thunderbird can detect and filter unwanted email messages to save you the /{\
aggravation. It's like giving Thunderbird an inoculation to protect it from spam. /%
Instead of letting your email provider delete junk mail, it might even be a good idea ©

to let them mark the junk mail and send it to you anyway. That way, Thunderbird

can filter them into a folder so you can review them before deletion. Even the best

junk mail filters have been known to make mistakes! It wouldn't be good if email messages from a
client get mistakenly deleted because they looked like spam.

Junk Mail Controls are configured separately for each account in Thunderbird. By default, they are
turned on but not doing anything. Before Thunderbird can use them to filter spam, you must first
train them to figure out what is junk and what isn't. When you train Junk Mail Controls, you are
teaching them to look for certain words, email addresses or other parts of messages that indicate they
might be junk mail. You need to train them by marking both junk mail and email messages that are
not junk mail. The more email messages you mark, the more accurate the Junk Mail Controls will
be. Before the Junk Mail Controls can really work effectively, though, you need to mark at least
one-hundred messages as Junk and one-hundred as Not Junk. Once you mark an email message as
Junk you can delete it as Thunderbird makes a record of the information it needs.

Like any learning in life, it's an ongoing process. You need keep marking new junk email messages
that slip through and occasionally mark good messages, just to keep Thunderbird trained. A good
habit is to mark a few messages as good every time you mark any as bad.
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Once Junk Mail Controls are configured, they run automatically when email messages are received
and after the Message Filter are run. Email messages marked as spam will have a flame icon in the
Junk Status column of the Message List Pane and a bar at the top of the Message Pane telling you

it is Junk Mail.

Reminder: "A Real Maverick Meerk... @
Meetup Message Board Update i)
My mother's secret to whiter teeth!

Meetup Reminder 01:42 PM
Meetup 03:19 PM
> Fagin Enterprises 155 PM [

from Fagin Enterprises <billsikes11@hotmail.com>i7
subject My mother's secret to whiter teeth!

to You

& Junk mail

Do you want to know the secret?

Just send me $20 and I'll give you the details!

Figure 112: Junk Mail

|Cdreply| v | =] Forward || [&] archive | | @ delete |

09:55 PM

other actions

Not Junk

To configure Junk Mail Controls

1. On the Edit menu, click Account Settings.

2. Click Junk Settings for the account you want to configure.

@ Account Settings

vmary.dickens32@gmail.com
Server Settings
Copies & Folders

presibioTramiddrasciog
Junksettis
Y v BioTe Olage
Return Receipts

Security
vMary.Tbird.User@gmail.com

Figure 113: Junk Settings

& Enable adaptive junk mail controls For this account

Do not mark mail as junk if the sender is in:
& Personal Address Book

IF enabled, you must first train Thunderbird to identify junk mail by using the Junk
toolbar button to mark messages as junk or not. You need to identify both junk and
non junk messages.

Ensure the Enable adaptive junk mail controls for this account check box is selected.

@ Account Settings

vmary.dickens32@gmail.com
Server Settings

Copies & Folders
Composition & Addressing

If enabled, you must first train Thunderbird te identify junk mail by using the Junk
toolbar button to mark messages as junk or not. You need to identify both junk and
non junk messages.

Synchronization & Storage
Return Receipts

Security
YMary.Tbird.User@gmail.com

Figure 114: Junk Settings

marked as Junk.

Synchronization & Storage

Return Receipts

Security
YMary.Tbird.User@gmail.com

Server Settings

Copies & Folders

Composition & Addressing

Junk Settings

Disk Space

Dakiirn Darainke

Figure 115: Junk Settings

Enable adaptive junk mail controls For this account

Do not mark mail as junk i
& Personal Address Book

e sender is in:

[& Enable adaptive junk mail controls for this account

Dg not mark mail as junk if the sender is in:
Personal Address Book
doogle-mary.dickens32@gmail.com
Joogle-mary.dickens.junk@gmail.com
doogle-mary.dickens.junk@gmail.com
Work Address Book

Trust junk mail headers set by:

Select the check boxes for Address Books that contain email address you don't want
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5. If you or your email provider use SpamAssassin or SpamPal to filter junk mail, select the
Trust junk mail headers set by check box and choose the product in the drop-down list.

Junk.Settings & Work Address Book

Disk Space @» ust junk mail headers set b SpamAssassin v T‘ '
Return Receipts P !
Security Move new junk messages tol SpamAssassin

SpamPal
e

¥meetup.user 1@gmail.com
Server Settinas

i _ SpamAssassin and SpamPal are
Figure 116: Junk Settings

two major spam filtering
software products that

6. Select the Move new junk messages to check box and Thunderbird can use

choose where you want the junk mail moved to. informationE i R

Disk space . ) Trust junk mail headers set by: spam. I’F you are VlO‘t sure I'F
Return Receipts
Security ovenewjunk message

¥meetup.user 1@gmail.com
Server Settings
Copies & Folders

Composition & Addressing

@ "Junk" folder on: | mary.dickens32@gmail.com %OMY server oy emal‘ PYOVldeV
Qther: | Junk on Local Folders Uses Them, Yyou can \eave this
Junk Settings

~| Automatically delete junk mail older than | 14 days uy]checked‘
Figure 117: Junk Settings -

7. Select the Automatically delete junk mail older than check box and enter the number
of days you want to keep email messages marked as Junk.

Disk space ) Trust junk mail headers set by:

Return Receipts .

Security ® Move new junk messages to: T‘P !
vmeetup.user 1@gmail.com @ "Junk” folder on: | mary.dickens32@gmail.com |

Server Settings

Copies & Folders Other: | Junk on Local Folders & | Be CaYe'FU" EVeV\ whey]

Composition & Addressin: - i i
' JunkpSettings q tomatlca_llydeletEJunkmallolderthaays Thuy]deybiyd is We‘\—“'yained, l“'
Figure 118: Junk Settings

can still make misfakes:

To classify email messages as Junk or Not Junk
1. Select the email message(s) in the Message List Pane.

2. Right-click on a selected email message in the Message List Pane, point to Mark and
click As Junk or As Not Junk.

® | iy @ Subject < From ® Date e =]
The secret to whiter teeth ¢ Fagin Enterprises * 03:35 AM = T‘P 1]
Gold watches for cheap! Fagin Enterprises 03:36 AM N

Fagin Enterprises
Fagin Enterprises
Randall 11:51 AM

it message you are reading as
Meetup Reminder

e | Junk by clicking the Junk
" Fagin Enterprises E || button on the Message

You can also mark the email

py To
Move to "Inbox" Again

As Read

Th s Read @ delete
As Read by Date... o
AllRead Fagin Enterprises |Greply| - &2 forward | |(Blarchivg | @ junk ||} delete|

Add Star

Header .

My mother's secret to whiter teeth! AsJunk \ Fagin Enterprises
Do you want to know the secret? Ju: As Not Junk he details!

Run Junk Mail Controls

Figure 119: Marking messages as Junk
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To remove the Junk classification from email messages

1. Select the email message in the Message List Pane.

2. Click the Not Junk button on Junk Mail bar at the top of the Message Pane.

from Randall <info@meetup.com>is

ct Kats Tomorrow!

ly-to randall@executiv.es.y

Cgreply| ~ |5 forward | | (& archive || @ delete |

10-12-03 11:51 AM

to other actions v

You

@ Junk Mail

Not Junk

Your Organizer, Randall, sent the following message to some members of Ubuntu Vancouver

Figure 120: Not Junk button in the Message Pane

To delete all email messages marked as Junk from a folder

1. Select a folder in the Folder Pane.

* Note: If you are displaying Unified Folders, you need to have a subfolder of the
parent Unified Folder selected. For more information about Unified Folders, see

“Grouping email folders with Unified Folders” on page 8.

[ Inbox - mary.dickens32@gma...

Unified Folders 4 » & QuickFilter: = & © @
v i
® @  Subject “ | From
Free money! © Fagin Er
it b Retire before you are 40 © Fagin Er
Iﬁwmeetup user1@gma|l com (35) l ¥y 9
L e SR Ry Wy Gold watches for cheap! © Fagin Er

Figure 121: Selected folder to delete junk mail from

2. On the Tools menu, click Delete Mail Marked as Junk in Folder.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help

. 4 Address Book Ctrl+shift+B
& GetMail + | write [H) Ad e .
Saved Files Ctrl+J
Add-ons
Activity Manager >

[ Inbox - mary.dickens32@gma.
Unified Folders
* & Inbox (114)

® | From
Message Filters... i
agin
Run Filters on Folder 3
= you are 40 © Fagin E
I%meetu!:.usen@gmail.cu. Run Filters on Message T TEaE
[ mary.dickens.junk@gmail. - -
[ mary.dickens33@...a@yah . Fag:n E
[ Local Folders (4) Fag.n E
»[5] Drafts ;am: flr
viiiiSent (3) Import... ; =tnanch
idea for Ubuntu Vanco... Meetup

B mary.dickens32@gmail.col Error Console
2 @9 : = H Real Maverick Meerk... ¢ Meetuf

Thicd Hirncmamail cam

F 1gL;re 122: Tools menu

To set default junk mail preferences for all folders
1. On the Edit menu, click Preferences.

2. Click Security and select the Junk tab.

Thunderbird Preferences

General Display Compositi 5 achments Advanced

mailScams Anti-Virus | Passwords Web Content

Set your default junk mail settings. Accountspecific junk mail settings can be configured in

Figure 123: Preferences Junk tab
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3. Select the When I mark messages as junk check box and choose if you want to Move

them to the accounts “Junk” folder or Delete them.

‘When I mark messages as junk: .
@ Move them to the account's "Junk” folder T‘P !
Delete them
Mark messages determined to be Junk as read Junk Ma|| COVI*YO‘S OVI\% run
Enable junk filter logging on new mai\. This SGJfinYIQ
Reset Training Data moves or delefes downloaded
Figure 124: Preferences Junk tab messages you mark manually.

Select Mark messages determined to be Junk as read if you don't want them showing
up as unread.

& when | mark messages as junk:
@ Move them to the account's "Junk" Folder

Dele
& |Mark messages determined to be Junk as rea

Enable junk filter logging

Reset Training Data

Figure 125: Preferences Junk tab

Select Enable junk filter logging to keep a record of what the Junk Mail Controls do.
* You can click the Show log button in this window to display the log.

* Thunderbird doesn't always write to the log immediately. If you are finding that the
log is not being updated, restarting Thunderbird will force it to write to the log.

& when | mark messages as junk:
@ Move them to the account’s "Junk"” Folder
Delete them

® Mark messages determined to be Junk as read
®|Enable junk filter logging

Reset Training Data

Figure 126: Preferences Junk tab

Click Reset Training Data to reset everything the Junk Mail Controls have learned and
start the training from scratch.

& when 1 mark messages as junk: .
@ Move them to the account’s "Junk"” folder T‘P !
Delete them
& Mark messages determined to be Junk as read Wavnmq, ‘H’IIS veseTs The Junk
®(Enable junk filter logging show log Mail Controls for all of your
accounts and you must retrain
Figure 127: Preferences Junk tab them before they can become
effective.,
TN
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5 Archiving and Deleting Your Email Messages

Once Mary has read and dealt with email messages, she either saves or
deletes them. The main thing is that she gets them out of her Inbox. It is
important that Mary not store all her email messages in the Inbox as it can
cause all sorts of problems and headaches. Storing everything in the Inbox
can really slow Thunderbird down when it has to read through 5,000 email
messages every time it opens a folder or does a search. That's the headache
part, but the biggest reason for not storing everything in the Inbox is that it
increases the chances that email folders can become corrupted. The larger
the folder, the more chance that something can go wrong. Mary is generally
a very polite person, but she is liable to use some very inappropriate language if she suddenly loses 5,000
email messages! Her boss has an even more colourful vocabulary when it comes to problems that affect
the business.

Not only should Mary not store all 5,000 email messages in her Inbox, but they shouldn't all be stored in
any single folder. This is where Archiving and deleting email messages come in. Archiving moves email
messages that Mary wants to keep into a new Archive folder. Deleting messages removes them, sort of.
There is a bit more to deleting email messages than just pressing the Delete button, as you will see later in
this chapter in “Compacting folders” on page 61.

5.1 Archiving old email messages

After Mary reads a new email message that she wants to keep, she save it into another folder. That way
she can quickly find work email messages, replies from online vendors, all the jokes her friends have sent
her, and other groupings of common messages. However, Mary gets a great deal of work-related email
messages and her Work folder is getting quite large. A good method of keeping the size of the folder
down, and keeping Thunderbird running smoothly, is to Archive old messages. Archiving email
messages moves the messages out of the folder they are in and into special Archive folders.

Setting up and using Archiving

Generally, when Thunderbird Archives email messages, it moves them :
into an Archive folder that has subfolders based on year the messages _Tipr
are from. For instance, when displaying the All Folders view, Mary
has a folder named 2010 inside an Archives folder under
mary.dickens33@yahoo.ca. For more information about the All rame R R S
Folders view, see “Grouping emadil folders with Unified Folders” on Folder dlid they come from?
page 8.

When messages are Archived,
they are simply put in a folder

Tagging the messages with the

AllFolders <4 > & QuickFilter: 8 © @& -

» - mary.dickens32@gmail.com = r— . FO\deY name be‘FOYe AYChleg
i < @ | Subjec = | Fro )

> :::’::z{;t:;:gz:it::’m Fwd: Welcome! Confirm your email addr... Test fhem IS a QOOd way 1'0 see

: mary.dickens.junk@gmail.com Wha‘T Jﬂne OYiQiV]a‘ fo\dev Wag.

mary.dickens33@yahoo.ca
EInbox (1)
D

[&]Archives
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If Mary is displaying the Unified Folders view, and has more than one email account, her Archives
folders will look like this:

Unified Folders 4 P & QuickFilter: & © @
» @5 Inbox (127) i

— ® #  Subject =
» [l Drafts = ]

[Fwd: Welcome! Confirm your email addr... Te:

Tl Archives (41)
[&l mary.dickens32@gmail.com (41
» &/ meetup.user1@gmail.com
[& mary.dickens.junk@gmail.com (
'iEimary.dickensﬂ@yahoo.ca
i 2010

Figure 129: Archives folder in the Unified Folders view

Gmail, does things a little differently than other email providers when it comes to Archiving email
messages. Gmail POP3 accounts work the same as other accounts, but Gmail IMAP accounts are set
to move Archived email messages into the All Mail folder. The All Mail folder is a special folder
that Gmail puts all your email messages into and it doesn't group them by year. When you view your
email in Google's webmail, you aren't actually seeing folders like Thunderbird uses. What Gmail
does is put all the messages into the All Mail folder and give them labels like Inbox, Saved, etc. The
folders you see in webmail are basically like Thunderbird's Saved Search folders; just groups of
email messages with the same label. Take a look at “Creating a Saved Search folder” on page 14 if
you aren't sure what Saved Search folders are.

This is what one of Mary's Gmail Archives folders look like when displaying the Unified Folders
view. It is the same as other Archives folders, but doesn't have the subdirectory named after the year.
The folder also contains all her Gmail messages, not just the Archived ones.

Unified Folders 4 P 4% QuickFilter: & D &
* & Inbox (127) ;
= E 3  Subject 2l Ero
» 5] Drafts PARRE AL J S e
»lEiSent (2 ___HeinleinQuotes - Olivy
*[BGla L.( ) L @ Taming Your Email Mar,
! mary.di‘:k;nsaz@gmall.c@ Meetup Message Board Update © Mee
ST . Meetup Message Board Update ¢ Mee
m e o AR [ubuntu-vancouver] Meerkatsand ... ¢ Ran
[& mary.dickens.junk@gmail.com (3) o
ee

v [& mary.dickens33@yahoo.ca B o e Sy W sl e

Feahienbon smmemimsns A Bamdadl addad o & Ban

Figure 130: Gmail's Archives folder in the Unified Folders view

If Mary is displaying the All Folders view, Gmail's All Mail folder is a little harder to find. It can
found it buried under the [Gmail] folder.

AllFolders 4 > & QuickFilter: @ & © @
v _gary.dick_gnssz@gmail.com ® @ | subject ® | From
Ii;; 'J:::x (a0) Heinlein Quotes Oliver
& Trash @ Taming Your Email Mary |
Meetup Message Board Update Meet

s Boss

Meetup Message Board Update
[ubuntu-vancouver] Meerkats and ...
= Meetup Message Board Update

[ubuntu-vancouver] Randall added a...

Meet
Randi
Meet
Randi

e e o 0 @

(B All Mail (41) [ubuntu-vancouver] Maverick Meerkat ... Janet
e Meetup Message Board Update Meett
[ubuntu-vancouver] WTB: A Good Ti... ¢ Joe

& Jokes

Figure 131: Gmail's Archive folder in the All Folders view

Archiving your Gmail IMAP messages is almost redundant because the All Mail folder stores
everything anyway. The advantage of Archiving Gmail IMAP messages is that you can do things
like add Tags to them before archiving them.
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As with many other preferences in Thunderbird, you can change the default folders that email

messages are Archived to.

To set the default Archive folder
1. On the Edit menu, click Account Settings.

2. Click on Copies & Folders under the account you want to change.

Account Settings

Ymary.dickens32@gmail.com

e S —
< Co'les&Folders ') when sending messages, automatically:
UTTostErensterired g ® Place a copyin:
Junk Settings
Synchronization & Storage
Return Receipts

"Sent" Folder on:

@® other: | Sent Mail

Security
YMary.Tbird.User@gmail.com
Server Settings

Place replies in the folder of the message being replied to

Cr thece amail addrescac:

Figure 132: Copies & Folders in the Account Settings

3. In the Drafts, Archives, and Templates section, click “Archives” Folder on or Other
and select the folder you want to save Archived email messages to.

* If you select “Archives” Folder on, Thunderbird will
create a folder called Archives under the account you
choose.

Junk Settings

Disk Space

Return Receipts

Security
*meetup.user1@gmail.com

Server Settings

Copies & Folders

Composition & Addressing

Junk Settings

Disk Space

Return Receipts

Security
“mary.dickens.junk@gmail.com

Server Settings

Copies & Folders

Composition & Addressing
link €abkinar

Figure 133: Archives folder location

Drafts, Archives, and Templates
Keep message drafts in:

"Drafts" Folder on:

@ Other:

| Drafts v

@ "Archives” Folder o

Other:
Keep message templatef

@ "Templates" Foldd

Other: mary. ns33@yahoo.ca

Show confirmation dialo

To Archive email messages

You can Archive email messages by either:

* Selecting one or more email messages in the Message List
Pane and pressing the letter A on your keyboard.

* While reading an email message, click the Archive button
on the Message Header.

P —
| (Bl archive | |

|Cdreply| v |G Forwal junk || @ delete

from Oliver Twist

subject Heinlein Quotes 10-11-26 07:26 PM

to You other actions »

Never try to outstubborn a cat. =

I came, I saw, she conquered.”
The original Latin seems to have been garbled.

Figure 134: archive button

Tip!

If you want to remove

archived messages from an
IMAP server, select Local
Folders.

Local Folders are stored on
the computer, not on the
IMAP server,

-

Tip!

To quickly Archive messages

based on their age, for
instance older then one month,
create a Saved Search folder,
That way you can select
everything in the folder and
Archive it,

See ‘Creating a Saved Search

folder” on page 4 for more
information,
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5.2 Deleting email messages

After reading many of her new email messages, Mary simply deletes them. By deleting them, she is
moving them from her Inbox to her Trash folder. This is great, but Mary also needs to periodically empty
deleted email messages from her Trash folders, too. As was mentioned at the beginning of this chapter, it
is not a good practice to store too many email messages in any one folder. This is true for the Trash folder,
as well. Too many email messages just slows Thunderbird down and is a recipe for a corrupted folder. For
Mary's IMAP accounts, deleting email messages can also keep the size of the messages stored on the
email server from exceeding the space she is given.

Mary can manually empty the Trash folder every so often, but she can also have Thunderbird
automatically do it for her.
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Automatically deleting old email messages

Manually emptying the Trash folder is fine, so long as you keep on top of it. If you don't, your Trash
folders can start to balloon in size, especially if you receive a lot of email message with attachments.
Mary has decided to have Thunderbird automatically empty her Trash folders for her so she doesn't
have to remember to do it regularly.

There are two ways that Thunderbird can automatically remove email messages from the Trash
folders; using folder Retention Policies or emptying the Trash when Thunderbird exits. Folder
Retention Policies are rules that automatically delete email messages that are a certain number of
days old, or based on the number of messages in a folder. You can set Retention Policies globally
for all folders in an account, or on each individual folder. Most often, they are used to automatically
delete email messages from the Trash as it is uncommon for people to want their saved email
messages to be automatically deleted. Generally, people remove saved email messages manually.

Having Thunderbird automatically empty the Trash when it exits is another common way to keep the
size of the Trash folders down. When this is set, every time you exit Thunderbird, all the email
messages in the Trash folder are removed. This works well if you exit Thunderbird every so often,
but unlike in Windows, some Ubuntu users keep their computer running for months at a time, seldom
needing to exit Thunderbird because they need to do a reboot.

To set the Retention Policy for all folders in an account
1. On the Edit menu, click Account Settings.

2. Click Synchronization & Storage (IMAP accounts) or Disk Space (POP3 accounts)
under the account you want to configure.

o

Account Settings

*mary.dickens32@gmail.com l ‘ T‘P !
_—r

Server Settings
Copies & Folders Message Synchronizing

CONPOSiFiO”&Add'ESSi“Q & Keep messages for this account on this computer on POP:’y aCCOUWYS/ message

gdvanced,, Retention Policies are applied

Relurg Receip
Security

Disk Space g . .
"Mary.Third.User@gmail.com To save disk space, downloading messages from the server and keeping local m medla‘\—e\%, bl/d’ d’ can
i copies for offline use can be restricted by age or size.
Server Settings o
Copies & Folders @ synchronize all messages locally regardless of age someﬁmes ‘take up JTO a dal&
Composition & Addressing synchronize the most recent g
HASEELE for them to be applied to

ST
Disk Space Don't download messages larger than KB
IMAP accounts.

Security % To recover disk space, old messages can be permanently deleted, both local
‘meetup.usem@gmall.com copies and originals on the remote server.

Figure 135: Synchronization & Storage in Account Settings
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3. Select Delete all but the most recent xxxx messages or Delete messages more than xx
days old and set the number of email message or the age of messages to keep.

Security
*meetup.useri@gmail.com

Server Settings

Copies & Folders

Composition & Addressing

Junk Settings

Disk Space

Return Receipts

Figure 136: Account Settings automatic delete settings

To recover disk space, old messages can be permanently deleted, both local
copies and originals on the remote server.

Don't dels

Delete all but the most recent messages

@ Delete messages more than| 30 . daysold

4. Leave the Always keep starred messages check box selected if you don't want
Thunderbird to automatically delete email messages that have Stars.

Security
*meetup.user1@gmail.com

Server Settings

Copies & Folders

Composition & Addressing

Junk settings

Disk Space

Return Receipts

,,,,,,, e

Figure 137: Account Settings automatic delete settings

To recover disk space, old messages can be permanently deleted, both local
copies and originals on the remote server.

Don't delete any messages

Delete all but the most recent

messages

> daysold

& Always keep starred messages

To set the Retention Policy for a single folder

1. Right-click on a folder in the Folder Pane that you want to configure the Retention

Policy for, and click Properties.

* Note: If you are displaying Unified Folders, you need to have a subfolder of the

parent Unified Folder selected. For more information about Unified Folders, see
“Grouping emadil folders with Unified Folders” on page 8.

# Inbox - Unified Folders

Unified Folders 4 P % QuickFilter: = % & © @
ng‘:::‘s(ﬁA) ® @ Subject ° | From
» i@ sent (1) Customize Gmail with colors and ... Gmail Te
'@Archives (35) Welcome to Yahoo! ¢ Yahoo!
» @ Junk (3) Get Gmail on your mobile phone Gmail Te
h Get Gmail on your mobile phone ¢ Gmail T
Import your contacts and old email Gmail Te
= B Import your contactsand olde... ¢ GmailT
inecupueroonsicon [ECUUNSETR  cooniccnavibn wi.. - cnatr
& mary.dickens.junk@gmail.c LTI 18 = s
e e )
Local Folders —
= Welcome fo Meetun Meetun

[Ef outbox New Subfolder...

v - Imary.dickens32@gmail.com
-IMary.Third.User@gmail.com
» |- Imeetup.useri@gmail.com
> [-Imary.dickens.junk@gmail.co
- Imary.dickens33@yahoo.ca
» = Local Folders ‘

Compact
Mark Folder Read
Empty Trash

Figure 138: Selectig Properties for a Trash folder

2. Select the Retention Policy tab.

Folder Properties

General Informati&g | Retention Policy | 5y

To recover disk space, old messages can be permanently deleted, both
local copies and originals on the remote server.

chronization Sharing Quota

&|Use my account settings

Figure 139: Retention Policy tab in Folder Properties

Tip
On PoP3 folders, Message
Retention Policies are applied
immediately, buf it can
sometimes fake up fo a day
for them to be applied to
IMAP folders.
-
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3. Clear the Use my account settings check box.

* This overrides any Retention Policies you set for the email account in the Account
Settings.

| | To recover disk space, old messages can be permanently deleted, both
local copiesamdorigmetsaqthe remote server.

Use my account settings

y messages
Delete all but the most recent messages
Delete messages more than days old

& Always keep starred messages

Figure 140: Retention Policy tab in Folder Properties

4. Select Delete all but the most recent xxxx messages or Delete messages more than xx
days old and set the number of email message or the age of messages to keep.

| | To recover disk space, old messages can be permanently deleted, both ‘
local copies and originals on the remote server.
Use my account settings

Don't delete any messages

Delete all but the most recent messa

@ Delete messages more than 30 . daysold

& Always keep s

Figure 141: Retention Policy tab in Folder Properties

5. Leave the Always keep starred messages check box selected if you don't want

Thunderbird to automatically delete email messages that have Stars.
| | To recover disk space, old messages can be permanently deleted, both ‘
local copies and originals on the remote server.
Use my account settings
Don't delete any messages

Delete all but the most recent messages

@® Delete e than 30 . daysold
& Always keep starred messages

Figure 142: Retention Policy tab in Folder Properties

To empty the Trash folder on exit
1. On the Edit menu, select Account Settings.

2. Under the account that you want to empty the Trash on exit for, click Server Settings.

@ Account Settings

Server Settings

arw- 1 Illl.al o .
C ServerSettis I
eeiubalde erver Type:  IMAP Mail Server

Composition & Addressing Server Name: | imap.googlemail.com Port: 993 |Z| Default: 993

Junk Settings
synchronization & Storage User Name: | mary.dickens32@gmail.com

Return Receipts
Security Settings

F lgure 143: Server Settings in Account Settings
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3. Select the Empty Trash on Exit check box in the Server Settings section.

Composition & Addressing

Junk Settings

Disk Space

Return Receipts & Check For new messages every 10 1 minutes

Security
Tmeetup.useri@gmail.com

Server Settings

Server Settings
& check for new messages at startup

when | delete a message:
@ Move itto this folder: | Trash -

Copies & Folders Just mark it as deleted
Composition & Addressing
Junk Settings

Disk Space

Return Receipts

Securitv

Figure 144: Server Settings in Account Settings

Remove it immediately
el lnbox on Exit

Advanced...

5.3 Compacting folders

If Mary doesn't need to keep old email messages, she deletes them, but deleting an email message doesn't
really delete it! Each folder in the Folder Pane is actually two files on your computer's hard disk; a text
file containing all the email messages in the folder, and an index file that points to where in the text file
each message is. For instance, there is an Inbox file that holds all the email messages for Thunderbird's
Inbox folder, and an index for it called Inbox.msf. When an email message is added to a folder, it is added
the end of the folder's text file and entry is added to the index file telling Thunderbird where it is.

When you tell Thunderbird to delete an email message from your Inbox, it just copies it to the Trash
folder and removes the index entry for it in the Inbox.msf. It removes the message's entry in the index,
hiding it in Thunderbird's Inbox folder, but it does not remove the message from the Inbox text file! This
is good and bad. It is good in that you can recover email messages that were accidentally deleted, but it is
bad because the real size of the folder file keeps growing and growing, even if it looks empty.

Thunderbird does the same thing when you move an email message; it sends a copy to the new folder and
hides it in the original folder. Imagine if you move a 20 MB email message from your Inbox to your
Saved folder and then to your Work folder. All of a sudden, that one 20 MB email message is now using
60 MB of space on your computer! What you need to do is remove the old messages that Thunderbird
hides from you.

To really remove deleted email messages, Mary needs to Compact her folders. When Mary Compacts
Thunderbird's folders, it permanently removes the deleted email messages from the folder's text file,
reducing the possibility that the folder will get too large and possibly become corrupted.

Setting up and using folder Compacting

There are three methods of Compacting folders; manually Compacting folders, Compacting
folders at exit, or having Thunderbird automatically Compact folders. There are pros and cons with
each method.

Automatically Compacting your folders makes sure that they are always Compacted, but if you do
anything in Thunderbird that writes to a folder while it is being Compacted, you may cause some
corruption and data loss. It's best to only read messages while Compacting is going on. Thunderbird
will tell you it is Compacting in the Status Bar at the bottom of the window. If you set automatic
Compacting to be done frequently, it will only take a moment to Compact your folders.

The universe never did make sense; 1 suspect it was built on government contract.

Yield to temptation. It may not pass your way again.

Unread:39 Total: 166
Figure 145: Thunderbird Status Bar
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The safest methods of Compacting folders are to do it manually or when Thunderbird exits.
However, if you choose either of these methods, you must be diligent about doing it. Don't let your
folders get too big or you might be asking for trouble! When you choose to Compact folders on exit,
Thunderbird will automatically Compact your IMAP Inbox or Trash folders when you close the
program. Unfortunately you can't set POP3 Inboxes to Compact on exit, you need to do them
automatically or manually. Emptying a Trash folder also compacts it, so you don't need to worry
about Compacting it if you have told Thunderbird to empty the Trash when exiting.

To manually Compact all folders in an account

1. In the Folder Pane, select any folder in the account you want to Compact.

% Inbox - mary.dickens32@gma...
Unified Folders <4 » &% QuickFilter: & 9 @

E @  Subject 20 |EET

< I 2 4 Can you make Software Freedom Day 2... Me
& % ! it ¥ @ How's your dad's new book coming? Ro
@meetup‘usen@gmail.com (46) k) 9

Re: How's your dad's new book co... © M:

3 .dickens.junk il 2)
R mary. dic vensJunkgmal com |2y @ Re: How's your dad's new book ... © Reo

@mary.dickensai@yahnn.ca (1)

[ Local Folders (4) - Re:How's your dad's new book ... Mz
» 5] [;afts Re: How's your dad's new b... ¢ Ro
Re: How's your dad's new... = Mz

F igur'é 146: Folder selected in the account to compact

2. On the File menu, click Compact Folders to Compact all the folders in the account.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View essage Tools Help
New
Open saved Message

B AddressBook | ©)Tag v View: [All ~| % compact Q

Attachments na... s ~
cerlew < > % QuickFilter: = & 0 @ a
® @  subject = | From ©  Date ®
Canyoumake Software Freedom Day2... * Meetup Reminder ¢ 10-09-27 11:02PM [*
¥ @ How's your dad's new book coming? Rose Maylie 10-09-27 07:11PM
Re: How's your dad's new book co... ¢ Mary Dickens ® 10-11-16 03:23 ..
& Re: How's your dad's new book ... ¢ Rose Maylie 10-11-16 03:29 ...
Re: How's your dad's new book .. Mary Dickens ¢ 10-11-1603:41PM
Re: How's your dad's new b... ¢ Rose Maylie 10-11-16 03:43 ...
Re: How's your dad's new Mary Dickens ¢ 10-11-1603:48PM
Re: How's your dad's ne. Rose Maylie 10-11-16 03:49 PM
Have I got a deal for you! Fagin Enterprises © 10092707:32PM ||
Limited time offer! Bill Sikes © 10-09-2707:24PM |
New hours Faqin Enternrises @ 10-09-27 07:36PM =

| Breply| + |3 forward| | [l archive || @ junk || @ delete|

from Mary Dickens <mary.dickens33@yahoo.ca>

subject test order received 10-121401:30 AM

athar actinne =

F 1gure 147: Compaé{ing an account's folders

To manually Compact a single folder

* Right-click on the folder in the Folder Pane and click Tip!
Compact. You can make it easier to
Compact a folder by adding a

Compact button to the

Unified Folders 4 P & QuickFilter: == 8 © &

o B 7 @ Subject % | Frg
Open Etup Message Board Update ¢ Met ‘foolbay.

\%meeéup.us.en@gmﬂ,;;,m (1) Openin New Tab ntu-vancouver] Reclaiming Att... ¢ Ran
[ mary.dickens.junk@gmail.com (2) Search... resting Ubuntu Faﬁt = iy % Compact
E mary.dickens33@yahoo.ca (1) Subscribe... ntu-vancouver] "BE SHARP" an... : Ran s
[ Local Folders (4 . o
» 5] Drafts " New Folder... Etup Message Board Update o Met JUS“' YIQ"\T Cth on ‘H’le Jfoo\loav,
L L

select Customize and drag the

&
P@iﬁ:l:lfrze)s (40) ‘ Col IE%EE !lr of Freedom s Ran
B [T ein Quotes = oOliv
:%#;:(3) : btup Message Board Update . e | Compact button to where you
Favorite Folder tup Messaaoe Board Undate o Mes

Ef outbox WaW\’ ﬁ.

Properties...
» [-Imarv.dickens32@amail.com = Fdrenlul

Figure 148: Compacting a folder .
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To Compact the Inbox or Trash folders at exit
1. On the Edit menu, click Account Settings.

2. Click on Server Settings under the account you want to set up Compacting for.

Account Settings

Coplies & rome Server Type: IMAP Mail Server

Composition & Addressing Server Name: | imap.googlemail.com Portz 993 . Default: 9%
Junk Settings

synchronization & Storage User Name: mary.dickens32@gmail.com

Return Receipts

security Security Settings

YMary.Tbird.User@gmail.com Connection security: | SSL/TLS. v
Server Settings

P PR T

Figure 149: Server Settingé in Account Settings 7

3. In the Server Settings section, select the Clean up (“Expunge”) Inbox on Exit and/or
Empty Trash on Exit check boxes.

* Note: The Expunge option is only available for IMAP accounts.

Composition & Addressing

Junk Settings

Disk Space

Return Receipts

Security
*meetup.user1@gmail.com

Server Settings

Copies & Folders

Composition & Addressing

Junk Settings

Disk Space

Return Receipts

Figure 150: Clean up ("Expunge") Inbox on Exit

Server Sektings
& Check for new messages at startup
& check For new messages every 10 . minutes
When | delete a message:

@ Move it to this folder: | Trash v

Just mark it as deleted

Clean up ("Expunge") Inbox on Exit
Empty Trash on Exit

| Advanced... |

To configure automatic Compacting
1. On the Edit menu, click Preferences.

2. Click Advanced and select the Network & Disk Space tab.

Thunderbird Preferences

we «# a ¢dqED
General Display Composition Security AttachmendN\QEGIEGE

General | Reading & Display( Network & Disk Space |Update Certificates

Connection
Configure how Thunderbird connects to the Internet | iz Settings... |

Figure 151: Network & Disk Space tab in Preferences
3. In the Disk Space section, select the Compact folders when it will save over xxx KB
check box.

* Note: Leaving the number of KB (kilobytes) at the default value makes sure that the
Compacting process doesn't take too long and folders are kept clean of deleted email

messages.
Disk Space
Useup to 50 |, MB of space for the cache | G Clear Now |

Compact folders when it will save over 100 .| KB

Figure 152: Disk Space section of Network & Disk Space
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5.4 Backing up Thunderbird

The most important 'Best Practice' that Mary can follow is to back up Thunderbird
regularly. No matter how good Thunderbird or her computer are, there are times when
the planets align and catastrophic things happen! If Mary's computer starts puffing out
clouds of smoke or gets sucked into a black hole, it's probably too late to save her data.

There are two ways that Mary can safeguard her email information; she can back up the

Thunderbird profile or she can save her emails messages.

64

Backing up the Thunderbird profile

This is the best method of protecting your Thunderbird information. Thunderbird stores all of its
configuration settings and email messages in a folder on your computer's hard drive. If you copy this
folder to a new computer, you can fire up Thunderbird to exactly the same state it was when you
saved the profile. The profile folder is named .thunderbird and is in the root of your Home folder.
You can open your Home folder by selecting it on the Ubuntu Places menu, however, by default you
won't see the .thunderbird folder. That's because it has a period in front of its name making it hidden.
It's not a problem, though, because it is a simple task to show hidden files and folders.

It is important that when you back up your Thunderbird profile, you don't just copy it to somewhere
else on the same computer. Remember, when the planets align and you computer gets sucked into a
black hole, having two copies of the profile on the computer won't help you much! To show you how
to back up your profile, we'll use a USB flash drive. Just don't forget to remove the flash drive before
your computer gets sucked into that black hole!

To copy the Thunderbird profile to a USB flash drive
1. Exit Thunderbird.
2. Insert your USB flash drive and make sure it is recognized.

3. On the Ubuntu Places menu, click Home Folder.

3 Applications siem op =&6] [ Taming_Your_Email_C...

rLast priy 1B (04D
P& pocuments

5 Music
& Pictures

Ubuntu 10.101 F? Videos
P& pownloads
El Computer
© ubuntu1o.10i386
! Floppy Drive
B rLasHDRIVE

Figure 153: Ubuntu Places menu
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4, On the View menu, click Show Hidden Files to show the .thunderbird folder.

Mary

File Edit View Go Bookmarks Help

M B a so% & Lstview | Q

Reload

Places + Main Toolbar
i mary v Side P'ane v  Size Type Date|
[Pt  Location Bar it S e
3 File sys AT oitems folder Fri10
Oitems folder Thu 21
1item folder Thu 21
17items | folder Sun 2¢
U FLASHD Visible Columns... edi Titem folder Tueat
f: on10. i 1item  folder Sat 06
G Trash o . 2items Folder Fri22
ﬁ :::lllljme Morial sige Ctrl+0 oitems folder Thu21
B Misic e 1item folder Thu21
[l Pictures 1item Ffolder Fri22

i@ videos Compact +3 6items Folder Fri10

Fzgure 154: Show Hidden Files

5. Right-click on the .thunderbird folder and click Copy.

I Desktop 1item | Folder Thuz

— File System » [l -thunderbird BEe sat1
= Network E
- i " il -vne Openin New Tab sato
(2 Ubuntu 10.10i386 e ; )

. * aj vnc-old OpeninNew Window sato
— Floppy Drive =
J FLASHDRIVE a > [l vneoldz Open With Other Application... sato
& d on 10.10.77.21 4 [l Examples ok figurationfile Thu:

& Trash hs ErrJ)Id Fri2i

—arie il 2] L

Figure 155: Copy the .thunderbird folder

6. Click on your USB flash drive in the list of Places on the left side of the window.

* The contents of the USB flash drive will be displayed in the right side of the window.

Places v ® ||| UFLASH DRIVE

il mary
@ Desktop
3 File System
@I Network
=) Ubuntu10.10i386 a

ﬁi_c}ure 156: Opening the USB flash drive

7. Right-click in the USB flash drive where you want to save the profile and click Paste.

Places v % 4 [ FLASHDRIVE
it jimm
@ Deskto
o P Create Folder
£ File System
Create Document

Izl Network
(5 Ubuntu 10.10i386 a AHEgGE e
— Floppy Drive

U FLASHDRIVE 2 q pPaste

Figure 157: Paste the .thunderbird folder

There you have it, you now have a backup copy of your Thunderbird profile. To restore the profile
on your new 'black hole proof' computer, just install Thunderbird and copy the .thunderbird folder to
your Home folder. You can overwrite any existing .thunderbird folder, so long as you haven't used
it yet! If the .thunderbird folder you overwrite has been used, you will lose any data in it.
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But what if you don't want to back up the whole profile? Maybe you just backed it up and you only
want to save a copy of one or more email messages. You can do that, too. We'll use the same USB
flash drive to save the email messages to.

To save one or more email messages to a USB flash drive
1. Insert your USB flash drive and make sure it is recognized.

2. Inthe Message List Pane, select the email message(s) you want to save.

& @&  Subject < | From ® Date v =]

Heinlein Quotes - Oliver Twist

p-Message Board Update 03,
Meetup Message Board Update @ Meetup 10-11-28 02:2...
[ubuntu-vancouver] Meerkats and ... ¢ Randall 10-11-29 11:2...
Meetup Message Board Update @ Meetup 10-11-29 02:0...

Figure 158: Selected message to save

3. On Thunderbird's File menu, point to Save As and click File.

Inbox - mary.dickens32@gmail.com - Mozilla Thunderbird

File Edit View Go Message Tools Help
New
(o] Saved Message...

Address Book  ()Tagw View: | all v | %Compac

s
Cerlsw 4

> % QuickFilter: & % & © @&

— =
o saveAs 7 File culss B3 @  Subject @ | Frof

Template A Cup of Freedom “ Rand

Get New Messages for

Figure 159: File menu Save As

4. Click on the USB flash drive under Places on the left side of the Save Message As
window and click Save.

™ Save Message As

Name: Heinlein Quotes.eml

¥ Browse for other folders

||| media | FLASH DRIVE | ereate Folder |

Places Name Size Modified =
Q, search

@ Recently Used

it Mary

Bl Desktop

4 File System

_ Floppy Drive

& o

@ Documents
il Music

= Pictures

[ Videos

@ Downloads

| AllFiles > |

| Cancel | Save

Figure 160: Save Message As
The email messages are now saved to the USB flash drive. Each message is named after the subject

of the email. If you want to open them in Thunderbird, all you have to do is select Open Saved
Message from the Thunderbird Files menu, and select the saved email messages.
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6 Putting It All Together

Do you feel like an expert now? OK, maybe not an expert, but you now know your
way around Thunderbird better than most people. After all the new tools that you
and Mary have learned about in your journey from a fresh installation of Mozilla
Thunderbird 3.1 to here, you should have no problem keeping your email from
becoming a tangled forest of dread!

We started off learning more effectively ways to view your email messages by
grouping related messages in conversation tabs and by grouping folders with
Unified Folders. We also saw how the powerful search tools at your command in
Thunderbird makes finding email messages a breeze. Especially useful for Mary
are the Saved Search folders, where she can group email message by nearly any
criteria she wants and have the results automatically updated.

Another couple of great tools for finding email messages to view are the Quick Filter and Mail Views.
Using these to filter the email displayed messages really helps Mary zero in on the messages she need to
look at.

Next, we looked at how Thunderbird can help you organize and prioritize email messages by sorting,
grouping, Marking, Tagging and running Message Filters them. By sorting and grouping her email
messages, Mary is able to deal with the important ones quickly and leave those that aren't until later.
Tagging and Marking are very helpful for making the important email messages stand out from the rest,
and Message Filters let Mary automatically deal with many of her email messages.

Finally, in the the section on Archiving and deleting email messages, Mary discovered that not only is
Archiving and deleting email messages a good way to clean up her folders, but it also helps Thunderbird
run more efficiently and prevents corrupted messages. In the rare case that there is a problem, Mary also
learned how to back up her email messages.

6.1 Some Best Practices

To wrap up this guide, we should probably take a quick look at some of the 'Best Practices' you should
take away from it. These are important things to remember, and can help you manage your email and
keep Thunderbird running smoothly:

* The number one best practice is to back up your email! The best way to do
this is to copy the Thunderbird profile directory to somewhere other than
your computer.

* Keep the number of email messages in a folder to a minimum. Bloated
folders are a sure way to end up with corrupted email messages. Move
messages out of your Inbox, and if your saved folders get too large, create
additional folders.

* Compact your folders regularly. If you don't compact your folders regularly,
they may get too large and slow Thunderbird down, if you are lucky. If you
are unlucky, you may lose email messages!

* Use Message Filters to help identify important, and not so important
messages, and then automatically move them out of the Inbox.
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6.2 A final word

Like many products, Mozilla Thunderbird and Ubuntu are constantly updating themselves and evolving.
This guide was written for Ubuntu 10.10 and Thunderbird 3.1, and future versions of the software will
almost certainly have changes. If you find that things don't work quite the same way as was explained in
this guide, you may need to visit the support site for the software, or your local users group.

The Mozilla Messaging Support Web site is a good place to find information about using Thunderbird,
however, you may have better luck asking your questions about running Thunderbird on Ubuntu at the
Ubuntu Vancouver LoCo. Ubuntu Vancouver LoCo is an Ubuntu users group for Vancouver, Canada.
Being a local users group, the members and happy to help other locals learn the joy of Ubuntu. If you
don't live in the Vancouver area, Meetup.com is a good place to find a users group near you. Launchpad
can also be a valuable source of information about using Thunderbird and Ubuntu.

* Mozilla Messaging Support:
o http://www.mozillamessaging.com/en-US/support/
¢ Ubuntu Vancouver LoCo:

o http://www.meetup.com/ubuntuvancouver/

* Meetup.com

o http://www.meetup.com/

* Launchpad:
o https://launchpad.net/

Well, you made it! You have found your way through the Email Forest and
tamed your email. You now have all the tools you need to master the fine
art of Thunderbird email. You'll never again need to complain that you have
just too much email!', and the only time 'Arrgh!!!" should escape your lips
is when the boss sends you, yet another, change to a project you are
working on!

Good luck and happy emailing.
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Glossary

Address Books Group
After Classification
All Folders View

All Mail Folder

Archive Folder

Archive

Best Practice
Children

Client

Column Header

Compact

Computer Operating System

Conversation

Glossary

A container in Thunderbird's Address Book used to group common
email addresses.

A Thunderbird filter term for running Message Filters after email
messages have been checked by the Junk Mail Controls.

A Thunderbird email folder view that groups email folders based on
the email account the are in.

A Gmail account's email folder that holds every email message in
the account. It is also created in Thunderbird when a Gmail IMAP
account is created.

A Thunderbird email folder that email messages are moved to for
long-term storage.

(n.) See Archive Folder.

(v.) To move email messages to a folder for long-term storage.

A method of doing something that is generally accepted as the best
to use in a situation.

Hierarchical email folders or computer directories that are contained
within another folder or director.

Connects to a server to perform tasks or access data.

A label at the top of a column of data that identifies the type of data
in the column.

A Thunderbird term for permanently removing previously deleted
email messages from an email folder.

Computer software that provides an environment and framework for
other software programs to operate within.

A Thunderbird term for a for a series of email messages and replies
in response to an original email message. More commonly called a
thread.
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Conversation Tab

Custom Message Views

Debian

Email Account

Email Client

Email Provider

Email Server

Evolution

Expunge

Favorite Folders View

Field

Filter

Filter Rule
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A Thunderbird display component that shows email messages from
a single conversation in a tab.

A Thunderbird view filter that uses Search Rules to limit the email
messages that are displayed in the Message List Pane.

A version of the Linux computer operating system.

A service, and the associated logon information, provided by an
email provider that allows a user to send and receive email
messages, generally for a single email address.

A computer software program that accesses email services on an
email server.

A company that provides users with access to email services.

A software program or computer that transfers email messages
between computers on the Internet.

A free, open-source software program that contains tools for using
email, contacts, calendars, notes and to-do lists.

To permanently remove deleted email messages in IMAP Inboxes.
See also Compact.

A Thunderbird email folder display method that limits the folders
shown in the Folder Pane to only those that the user has specified.

Computer terminology that refers to a single piece of information in
a group of related information. For instance, the sender's email
address in an email message or the city in a postal address.

(1) (n.) Option(s) that limit the selection of email messages.

(2) (v.) To limit the displayed email messages to only those that
match defined Search Rules.

(3) (v.) To search for email messages that match defined Filter
Rules and perform actions on them.

A Thunderbird method of searching for email messages that
specifies where to look for, and how to match a single search
criteria. A Message Filter is made up of one or more Filter Rules
and associated actions, while a view filter only has Filter Rules.



Filters Options

Firefox

Folder Pane

Global Search

Global Search Filters

Global Search Results Tab

Gmail

GNU

GPL
GNU Public License

Graphical User Interface

Groupware
GUI
IMAP

Index File

Interface
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See Global Search Filters.

Free, open-source software developed by Mozilla to allow users to
view and interact with Internet sites.

The area of the main Thunderbird window that displays the email
folders.

A text-entry box at the top of the main Thunderbird window that
allows a user to enter terms, addresses, etc., to search for in email
messages.

A Thunderbird method of limiting the email messages displayed in
Global Search results.

A Thunderbird display pane that shows previews of Global Search
results, and filters to limit which results are shown.

A web-based email service provided by Google.com.

A humorous recursive acronym that stands for “GNU's Not Unix”.
A project to develop a free alternative to the UNIX computer
operating system.

See GNU Public License.
The most widely used free software license.

Computer software that allows a user to interact with a computer
operating system in a graphical, as opposed to text-based, manner.

Computer software that allows collaborative work by multiple users.
See Graphical User Interface.
See Internet Message Access Protocol.

A special Thunderbird file that identifies where in an email folder's
text file an email message is located.

A computer hardware device or software that allows a user to
communicate with the computer.
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A communication language used by email servers and clients to
transfer email messages over the Internet.

A Thunderbird indicator that an email message is junk mail.

Email messages that are unsolicited and/or unwanted. Often called
spam.

The part of a Thunderbird Message Pane that indicates an email
message has been marked as Junk. See also Junk Mail.

Thunderbird tools to automatically identify junk mail and perform
actions on it. See also Junk.

A Thunderbird indicator of whether an email messages has been
marked as Junk. The junk status of an email message can be shown
in a column in the Message List Pane. See also Junk Mail and
Status.

Kilobyte

An internet site, launchpad.net, that provides a suite of tools that
allow people to communicate about computer software.

A computer operating system developed by Linus Torvalds, based
on UNIX and available for free under the GPL.

A group of Thunderbird email folders that store messages on the
local computer's hard drive and are not associated with an email
account.

A list of actions performed.

A personal computer and computer operating system manufactured
by Apple Inc.

A Thunderbird view filter that limits the email messages displayed
using Filter Rules.

To set the status or junk status of an email message.

A Thunderbird tool to find email messages using Filter Rules and
automatically perform actions on them.



Message Header

Message List Pane

Message Pane

Message Priority

Mozilla

Mozilla Messaging

Newsgroup

Open-source

Order Received

Parent

POP

POP3

Glossary

(1) The part of the Thunderbird Message Pane that displays an
email message's sender, recipients, subject, date, etc.

(2) Information about an email message used by email servers to
send email messages.

The part of the main Thunderbird window that displays a list of
email messages and information about them in columns.

The part of the main Thunderbird window that displays an email
message and its Message Header.

An indicator set by the sender of an email message that specifies
how importantly the message is. The message priority of received
email messages can also be changed by Thunderbird Message
Filters.

A computer software developer that produces non-profit Internet
software. Officially known as the Mozilla Foundation.

The division of the Mozilla Foundation that is responsible for the
development of the Thunderbird email client.

And Internet forum on the Usenet service containing messages
discussing various topics.

Computer terminology for software that provides access to its
programming “source code” and is licensed to allow modification
and redistribution.

A number set by Thunderbird that indicates the order that email
messages were received by an account. On some versions of
Thunderbird this number that might not be consecutive as they are
based on the email message size added to the previous Order
Received number.

A hierarchical email folder or computer directory that contains
subfolders or directories. See also Root.

Informal slang referring to downloading email from a POP3 email
server. See also Post Office Protocol version 3

See Post Office Protocol version 3
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Saved Search Folder

Search Criteria
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Search Rule
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A communication language used by email servers and clients to
transfer email messages over the Internet.

See Message Priority

A Thunderbird term for all the email account information and
associated email messages that Thunderbird holds. This information
is stored in a hidden folder, called “.thunderbird”, in the user's
Ubuntu “Home Folder”,

A Thunderbird tool to quickly limit which email messages are
displayed in the Message List Pane.

Icons on the Quick Filter toolbar that quickly limit the email
messages displayed in the Message List Pane to messages that;
haven't been read, have Stars, are from contacts in your Address
Book, have Tags, or have attachments.

A Thunderbird email folder display method that limits the folders
shown in the Folder Pane to only those that the user has viewed
recently.

A Thunderbird setting that automatically deletes email messages
based on their age, or the number of messages in an folder or
account.

(1) A hierarchical folder or computer directory that contains all the
other folders or directories.

(2) The administrative user on a UNIX/Linux based computer.
See Filter Rule.

A special Thunderbird email folder that continuously collects email
messages matching a set of Filter Rules.

The part of a Filter Rule that specifies what the rule must match, or
not match, in an email message.

A Thunderbird tool that uses Filter Rules to find and display email
messages.

See Filter Rule.
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Snail Mail
Spam

SpamAssassin

SpamPal

Star

Status

Tag Priority

Tag

Thread

Thread View

Thunderbird

Ubuntu
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A computer software program or computer that answers requests
from a client.

A slang term that refers to physical postal service mail.
See Junk Mail.

A junk mail filtering product. SpamAssasin is not part of
Thunderbird, but can used to help determine if an email message is
junk mail.

A junk mail filtering product. SpamPal is not part of Thunderbird,
but can used to help determine if an email message is junk mail.

(1) A method that Thunderbird and Gmail use to indicate important
email messages.

(2) An indicator on the Message Header of an email message that
shows if an email address is in Thunderbird's Address Book.

Indicates if an email message has been read, is new, has been replied
to, or has been forwarded. See also Junk Status.

The order a Tag shows up in Thunderbird's lists of Tags.
Thunderbird's default Tags have the highest priority, followed by
user-created Tags in alphabetical order.

A Thunderbird method of categorizing email messages with colours
in the Message List Pane, and labels in an email message's
Message Header.

See Conversation.

A Thunderbird method of grouping email messages in the Message
List Pane by conversation.

Free, open-source software developed by the Mozilla Foundation to
receive, view, respond to and compose email or newsgroup
messages.

(1) A free, open-source computer operating system based on Debian
GNU/Unix.

(2) The Southern African Bantu word for an ethical ideology that
promotes humanity towards others.
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Ubuntu Vancouver LoCo
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UNIX

Unread Folders View

USB Flash Drive

Usenet

UVLC

Vacation Response

View Filters

Webmail
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A computer users group in Vancouver, Canada, focusing on the
Ubuntu Linux computer operating system.

See Ubuntu Vancouver Local Community.

A Thunderbird email folder view that groups email folders based on
the type of folder they are, regardless of their email account. For
instance, the Inboxes of all email accounts will be grouped under a
parent folder called Inbox. Inbox, Drafts, Sent, Archives, Junk and
Trash folders are all grouped when Unified Folders are being
displayed.

A trademark for a computer operating system, developed in 1969 at
the AT&T Bell Laboratories, that can be used by more than one
person at a time.

A Thunderbird email folder view that displays only folders that
contain unread email messages.

A device that can be plugged into a computer that uses solid-state
(no moving parts) memory to store data. Also called, key drive, pen
drive, or thumb drive.

An Internet communication system that transmits news and
discussions.

See Ubuntu Vancouver Local Community

An automatic reply to received email messages. Often used to notify
senders that the recipient is on holidays and they will reply when
they return.

A Thunderbird method of limiting the email messages displayed in
the Message List Pane. See also Global Search and Quick Filter.

An Internet-based service that allows users to receive, view, respond
to and compose email messages using a Web browser.
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