
Using Thunderbird with Microsoft Office 365
Introduction
Thunderbird can be configured to work with Microsoft’s Office 365 platform, including use of the 
Global Address Book and Calendar, and this guide will take you through setting this up.

The OAuth2 authentication method is required and for this you’ll be needing Thunderbird version 
78 or later. These instructions are written using Thunderbird 91.5 so some of the dialogue boxes 
may differ with other versions.

Connecting to an account
When starting Thunderbird for the first time you’ll be prompted to create a new account. If you 
already have some existing accounts with Thunderbird and you’re adding a new one, go to the 
hamburger icon at the top right of the window and then choose New → Existing Mail Account… 
from the menu. You’ll then be taken to the Account Setup.

Change your name if needed and enter your UC email address in the appropriate field. As you do 
this you’ll note that a new option, Configure manually, appears near the bottom of the window. 
Enter your password and then click on Configure manually. The window will expand allowing you 
to enter additional information.

Fill in the fields of the window with the following
information.

Incoming server

Hostname: outlook.office365.com
Port: 993
Connection security: SSL/TLS

Outgoing server

Hostname: outlook.office365.com
Port: 587
Connection security: STARTTLS

Setting up an account Adding a new
account



Click Re-test when done and the email server will be probed. At this point, the Authentication 
method drop-down menu for both Incoming and Outgoing server will be updated and you’ll be able 
to choose OAuth2 from each of them. Your window should now look something like this:

Click Done when ready and then offer your password to the following window that opens. You can 
then choose to Stay signed in when you’ve successfully entered your password:

Assuming all of that has succeeded, Thunderbird will tell you that your account has been 
successfully created. You can click on once completed.

At this point the setup window will close and a new window will open which should show you all 
your email folders. You will also see another smaller window asking if you want to have 
Thunderbird as the default email client. You can choose what suits you best for this.

Setting Folders
By default Thunderbird will configure your account to use a particular set of folders for storing 
email. Most of these folders are correct, but we need to change where sent email and deleted email 
is stored. You can alter this by right-clicking on the name of the account you just created and 
clicking Settings in the menu that opens up as seen here:



A new tab will open showing all the available settings for your newly created account. On the left of
the window, click on Server Settings. On the right side of the window change the option concerning 
what to do when you delete a message by changing the folder to become Deleted Items as seen here:

Finally, change where sent email goes by clicking on Copies & Folders in the left of the window, 
then click on Other and change the folder to Sent Items as seen here:

Global Address Book and Calendar
Thunderbird can also use the Global Address Book and Calendar, allowing you to access all staff 
and student email addresses. You can also take advantage of the Calendar by responding to meeting 
requests and creating meetings of your own.

We need to add a couple of extensions to Thunderbird. Click on the
hamburger icon at the top right of the Thunderbird window and choose Add-
ons and Themes from the menu. A new tab will open with a search bar at the
top labelled Find more add-ons. 

Search for TBSync which should be the first result of your search. Click
and follow the prompts to install it. You may have noticed on the search results another add-on 
called Provider for Exchange ActiveSync. Install this too as TBSync requires it.

Return to your Inbox tab and then click on the TBSync icon in the top right corner, next to the 
hamburger icon. The TBSync window will open where you can add a new account. At the bottom 
left of the window you’ll see a drop down menu labelled Account actions. Click on this and add a 
new Exchange ActiveSync account.

New Add-ons



A new window will open asking you to choose a server
configuration. Select Microsoft Office 365 as shown on the right.
Then specify an account name that’s relevant to you. It’s just a label
so it can be anything. Underneath that you need to enter your UC
email address. Click Add account.

Another window may open, from Microsoft, asking for your
password. If you indicated during your email account setup that you
wanted to stay signed in then this part may be skipped. Otherwise
proceed here just as you did when you setup your email account for
the first time.

Assuming all went well with your password
you should be returned to the TBSync setup
window with an entry for your newly created
account on the left side of the window.

You may notice though that synchronisation
is disabled. Turn this on by choosing the 
Enable and synchronize this account. At that
moment a list of available resources is
displayed. Select the options you’d like to
have synchronised, and change the periodic
synchronisation time to something suitable.
Select Synchronize now to start
synchronisation for the first time.

When it completes you should see that the
status for each resource changes to OK.

By default TBSync will synchronise the last six months of your calendar. If you want a shorter time 
period, or perhaps everything, this can be changed. Firstly turn off synchronisation and then go to 
the Options tab. In this tab you’ll see Calendar options with a drop down menu option allowing you
to select a synchronisation time period. Make your choice and enable synchronisation when you’re 
done.

To view your calendar and tasks, click on the appropriate icons near the top right of
the Thunderbird window. The calendar is on left, tasks on the right.

You should now see all your calendar entries from Microsoft Office 365.

To use the Global Address Book, simply start typing an email address into the To: field and 
Thunderbird will interactively search for and display results. Alternatively you can search for 
people in the address book by clicking on the  icon in the Thunderbird toolbar.

Adding a new account

Activating synchronisation
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