
Setup Thunderbird for UNI Email Account Setup in just a 
couple minutes… 
June 20, 2008 
 
 
Downloading and installing the Thunderbird software we have customized (Windows XP 
version only) provides setup for your UNI Email account easily and quickly.  
Subsequently you can add other (i.e.  CFU, Mediacomm, Gmail, etc.) accounts 
(Tools/Accounts/Add Account) so you can end up with being able to use Thunderbird to 
check multiple Inboxes easily.  If you already have tried to setup an account previously, 
you may want to delete your old and then setup a new profile (Start/All Programs/Mozilla 
Thunderbird/Profile Manager) once you have installed this version of Thunderbird. 
 
Software at http://www.uni.edu/its/us/software  
 
Full Setup Instructions are at 
http://www.uni.edu/its/us/document/unimail/mozilla/ConfigureThunderbird.pdf  
 
***NOTE***  - At the end of this setup there are some recommendations we HIGHLY  
suggest.  One is to make a folder within your My Documents folder called Email (you 
may make this before you start) and change the Thunderbird “Local Folder” to point 
there.  This instructs Thunderbird to store your email you move from the server(s) to that 
location and makes it easy to backup your email that you have in Local Mail folders.  
Also, do NOT use the Trash folder for storage and change the server settings to delete 
the Trash when you exit is highly recommended. 
 
 



 
 

 
 



 
 

 
 



 
 

 
 

If you are converting from 
Outlook you *may* want 
to import the settings but 
we recommend *Don’t* 
as this would bypass the 
automated UNI Email 



 
 

This option will *automatically* 
establish the recommended 
default UNI Email settings with 
exceptions noted at the end of 
these instructions.   
 
Please perform the recommended 
extra additional steps! 



 
 

Faculty & Staff should to use their 
<firstname>.<lastname> alias here 
 (i.e. Tom.Peterson) 



 
 

 

Faculty & Staff, you need to 
put in your alias here, NOT 
your Username  
(i.e. Tom.Peterson) 



 

 
 
 
 
 

Now for the extra HIGHLY RECOMMEND steps: 
 
 

 
 



 
 

 
 



 
 

 
 

You should now have something similar to 
what is shown in the “Local directory:” 
box above. 



Next, we recommend you change server settings to Expunge 
your Inbox and empty your Trash on exiting Thunderbird so 
the deleted messages do not consume your space on the central 
server: 
 

 
 
 
Now Exit and then Restart Thunderbird so changes are activated. 


