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Figure 3.39 Click the calendar icon next to any date
field in a contact record to reveal this pop-up menu.
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Figure 3.40 When you choose Add to Calendar from a
date pop-up menu, Entourage creates an event for
that date.
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Figure 3.41 If you enter a URL for a contact’s work or
home Web site, you can visit the site whenever you
like simply by clicking the globe icon in the person’s
record.

Adding dates from contact
records to the Calendar

Any date entered into a contact record can
be added to the Calendar as an event.

To add a contact date to the Calendar:

1. Open the contact record, and switch to
the tab that contains the date you want
to add to the Calendar (Figure 3.39).

Date fields reside on the Personal and
Other tabs.

2. Click the calendar icon next to the
date field, and choose Add to Calendar
from the pop-up menu that appears.

A new event is created (Figure 3.40).

3. Edit the event as desired, click the Save
button, and close the event window.

Visiting a contact’s Web page

If you've entered the URL for a contact’s Web
page, you can visit the page by clicking the
globe icon next to the URL (Figure 3.41).
URLSs can be entered in a contact record’s
Home or Work tab.

Viewing correspondence
exchanged with a contact

You can view all messages exchanged with
a given contact by opening his/her contact
record and then clicking the Find Related
button in the toolbar.

v Tip

B When you request Driving Directions
from Home or Work, Entourage and
Expedia.com refer to your personal contact
record to obtain the address. So be sure to
create a contact record for yourself and
inform Entourage that this record is you
by selecting it in the Address Book and
choosing Contact > This Contact Is Me.
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THE CALENDAR

You use the Calendar to record important
scheduled activities known as events. Unlike a
task (a to-do itern, as explained in Chapter 5),
an event must be assigned to a specific date
and, optionally, a time. Appointments, meet-
ings, and trips are all examples of events.
Events can be designated as all-day occur-
rences, have a scheduled beginning and end
time, and/or span multiple days.

Although most events (such as business
meetings) are one-time occurrences, you
can create recurring events that occur on a
repeating schedule. Your computer club
might meet every third Friday of the month
at 7:30 p.m., for example.

To make it easy to remember and respond

to an upcoming event, you can set a timed
reminder for it. At the designated time or

a period in advance of the event, a pop-up
window appears. You can also invite others
to attend your events and track whether they
accept or decline.

v Tip

W Asis the case with other ntourage com-
ponents, you can customize the Calendar
by setting preferences. For details, refer
to Chapter 8. You'll also find instructions
there for adding religious and country-
specific holidays to the Calendar.
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OPENING AND VIEWING THE CALENDAR

Chapter 4

Opening and Viewing
the Calendar

As will be explained later in this chapter,

you can create events in any Entourage com-
ponent or window—not just in the Calendar.
To view or edit events, however, you must
display the Calendarn

You can view the Calendar in the main win-
dow or open it in its own window. Regardless
of the method used to display the Calendar,
it works the same way, has the same toolbar
buttons, and so on.

To view the Calendar:

¢ To view the Calendar in the main window
(Figure 4.1), click the Calendar icon in
the Folder list. (If the Folder list is hidden,
choose View > Folder list.)}

¢ To open the Calendar in its own window
(Figure 4.2}, choose Window > Calendar
or press [#)(4). Alternatively, you can
select the Calendar icon in the Folder list
and then choose File > Open ‘Calendar’

or press (€)(0).
Viewing events

You can view your scheduled events in two
ways. The simplest is to choose a Calendar
view (as explained in “Sctting the Calendar
view” later in this chapter), display the date
i which you're interested, and read the
event titles. Note that the boldface dates on
the miniature calendars contain scheduled
events (refer to Figures 4.1 and 4.2).

Unfortunately, some Calendar views—
especially those that display multiple weeks
—have limited space in which to list the
events. Sometimes, only part of an event’s
text is visible {(when one event is in close
proximity to another, for example). or you
may be able to see only the first of several
evenls (when viewing & jam-packed date in

— Calendar icon

Change month —

Displayed date range —
Chogse a view-—
Display today —

Miniature
calendars —I

Taday's events
and tasks —l
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Figure 4.1 You can apen the Calendar in the main
window...
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Figure 4.2 ...or in its own separate window.
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Previous [
Mext ]
Go to Tud oday a&v

J Tnuihars
FoldarList
Praview Pane ®\
Columns ¥

L e

Day

W Choose a view

Month |
 List — = Show only a list of

Expand All scheduled events
Collapse All

Figure 4.3 You can change the information shown in
the Calendar by choosing a display option from the
View menu or the View toolbar button.

Determines what happens
when you double-click an icon
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Figure 4.4 Depending on the setting of this option,
douhble-clicking an icon in the Falder list opens the
component or folder within the main window or in its
own window.

Month view, for example.} In those instances,
you can either change your view or open the
event.in its own window by double-clicking it.

Setting the Calendar view

Depending on the view you've chosen, the
Calendar can display a date range that covers
one day to six weeks. You can change the
view at any time, whether you're hunting for
a particular date or event or are currently
viewing a date or event.

To set a Calendar view:

1.

To specify a viewing layout, choose Day,
Week, Work Week, Month, or List from
the View menu (Figure 4.3) or the View
toolbar button’s menu.

Select a target date or time period by
clicking one of the miniature calendars
at the top of the window.

. To view additional date ranges using the

same viewing layout, select them by click-
ing the miniature calendars.

v Tips

Depending on the setting of the first
option in the General tab of the General
Preferences dialog box (Figure 4.4), you
may also be able to open the Calendar
window by double-clicking the Calendar
icon in the Folder list. When this option
is not checked, the Calendar opens as
part of the main window; just as though
youd single-clicked the Calendar icon.

When the Calendar is displayed in its own
window, there is more room to display
dates and event text. You can accomplish
the same effect in Entourage’s main win-
dow by hiding the Folder list. (Choose
View > Folder list to hide or show the
Folder list.)

continues on next page
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OPENING AND VIEWING THE CALENDAR

Chapter 4

B When you're creating links between other
items and Calendar events (as explained
in Chapter 7), you may find it more con-
venient to open the Calendar in its own
window. That way, you can have the main
item—an email message, for example—
highlighted in the message list and then
move or resize the Calendar window as
needed to select the event you want to link.

B Ifyoure interested in seeing a list of
scheduled events for only the selected
period, choose View > List.

B You can select a range of dates to view
(up to six weeks) by dragging through a
date range in the miniature calendars.

B To change to Month view quickly, click the
month name above any miniature calendar

M To return to a view that includes today’s
date, click the Today toolbar button,
choose View > Go to Today, or press (Z][Y).

B Work days and work hours are shown on
the Calendar as white. Nonwork days and
the hours before and after the work day
are shown as colored or patterned blocks
(Figure 4.5).

B The vertical divider between the Today
section of the Calendar and the miniature
calendars is movable. You can drag the
divider to the left to show multiple minia-
ture calendars, for example.

B In List view, you can open any listed event
by clicking its name. Regardless of the
view, you can open any of today’s sched-
uled events or tasks by clicking the event
or task name in the Today section of the
Calendar window.
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Figure 4.5 To make it easier to schedule appointments
on the proper days and times, work days and work
hours can be distinguished visually from nonwark days
and nonwork hours.
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Where it will occur—l

Start and end
dates and tirmes

Schedule a
reminder

Notes and
comments

Creating Calendar Events

The step lists in this section explain how
to create a new Calendar event—whether it

isa

one-time event or one that recurson a

regular basis.

To create a new event:

1.

Pop-up

Event titl'e-‘
catendar-|

If a window or display other than the
Calendar is shown, choose File > New >
Calendar Event, or click the down arrow
beside the New toolbar button and
choose Calendar Event.

or

If the Calendar is displayed, click the New
button, press (#)(N). double-click a date

on a miniature calendar or a date/time on
the main calendar, or use one of the previ-
ously mentioned methods.

An Untitled event window appears
(Figure 4.6). If you've pre-selected a
date and/or starting time, the selected
dates and times are used. Otherwise, the
current date and a time within the next
hour are proposed.

continues on next page

Change into an all-day
[—(untimed) event
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Figure 4.6 You create and edit events in this wi

ndow.
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CREATING CALENDAR EVENTS

Chapter 4

2. Enter a brief description of the event in
the Subject text box.

3. I'the evenl will occur in a particular
place, enter it in the Location text box.

4. For an all-day event, whether it runs one
or several days, click the All Day Event
checkbox and set Start and End dates.
(Note that all-day events do not have
starting or ending times.)

or

For a single or multiple-day event with

a specific start and end time, remove the
checkmark from the All Day Event check-
box and specify a Start and End date, as
well as a starting and ending time.

5. If you wanted to be reminded of the event
in advance, click the Reminder checkbox,
and enter the number of minutes, hours,
or days ahead of time that you want to
be reminded.

At the appointed time, a Reminders dialog
box will appear. (Entourage, Word, Excel, or
PowerPoint must be running. Otherwise,
the Reminders dialog box will appear

the next time any of these programs is
launched.)

6. Optional: You can include travel time
to an event by clicking the Add Travel
Time checkbox and entering the approxi-
mate number of minutes for travel in
one direction.

‘When the event is saved, the time for the
event is expanded both before and after
by the amount of travel time.

7. 1f this is a one-time event, go to Step 12.
or
If this is a recurring event (an event with
multiple, regular occurrences), click the
Recurrence button. The Recurring Event
dialog box appears (Figure 4.7).

— a recutring event

Enable/disable item as

Recurrence frequency (unit)

End date —

Recurrence pattern

_ Becurring Event = ]

Recurrenoe Patlcrn

O efeskiy |
3 The | second [Thirsday |5 Jofevery |1 | mhm(:
—® Moothly | ESE z [

O Yearly

—~Slart and End . e
| Start 1/11/D1

& No end date §|
|
(O End srtpr| -m:umnma

| vy | @ puy [T otevy [T ot _lf

e— J
1

{4 Recurring event

Figure 4.7 To schedule a repeating event, you set the
recurrence details in the Recurring Event dialog box.
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Figure 4.8 Rather than edit the time period for a new
event, you can preselect it in the Calendar.
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Figure 4.9 To create events from important dates in an
Address Book contact record, click the Date Action icon
next to the Date field and choose Add to Calendar.

8. On the left side of the Recurrence Pattern
section, choose an option for the basic
recurrence frequency: Daily, Weekly,
Monthly, or Yearly.

The right side of the Recurrence Pattern
section changes to match your choice,

9. Choose a specific frequency on the right
side of the Recurrence Pattern section.

10. In the Start and End section of the dialog
box, set a date on which this task should
stop recurring by choosing a specific
date, setting a particular number of
occurrences, or choosing No End Date.

11. Click OK to dismiss the Recurring Event
dialog box.

12. Save the event (by clicking the Save
button, choosing File > Save, or pressing
(8)(S)) and then close the event window.

The event is added to your Calendar.
v Tips

B You can preselect a time period for an
event by dragging in the Calendar win-
dow or display (in any view that shows
times), (Control)-clicking the time period,
and then choosing New Calendar Event
from the pop-up menu (Figure 4.8).

B You can create an event from a Birthday,
Anniversary, or Custom Date field in a
persons contact card by clicking the
Date Action icon and choosing Add to
Calendar (Figure 4.9).

continues on next page
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Chapter 4

B You can drag any Calendar event to the
desktop to save a copy of it as a clipping
file. The event Subject becomes the clip-
ping’s filename. Double-click the clipping
icon to read about the event (Figure 4.10}.

B Sometimes, it’s difficult to drag an event—
to a new position on the Calendar or to
the desktop. When you move the pointer
over an event, it changes to an open hand.
When you click, the pointer changesto a
grasping hand or a double-headed arrow.
The grasping-hand pointer is for moving
an event; the double-headed arrow is for
changing the time period covered by the
event. [f you don't get the pointer you want,
click the event again in a different spot.

E Zmnﬂ!ﬂ!nfﬂ callwi... ﬂ“ﬂl!l!tﬂ = S E
'Clipplng contents: text

Confersnce call with Peachpil
When: 12:00 PM - 12:30 PM Wednesday, January 10, 2001
Subject:

|= =
-

i = vz

Figure 4.10 You can create a clipping file from ahy event
by dragging the event to your desktop. You can view the
contents of any clipping by double-clicking its icon.
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Figure 4.11 You edit an event in the same type of
window that you used to create the event.

This event is st to recur in the future, Do
I vouwsnttoeditell future occurrences of
thiz event or Just this ocourrance?

@ Edit the series
Q) Edit this one

(] (5]

Figure 4.12 When you open a recurring event for
editing, you must indicate whether you want to edit all
occurrences of the event (Edit the Series) or just this
occurrence (Edit This One). IFyou only want to {ook at
the event, of course, the option chosen doesn't matter.

Editing Events

Even after you've created and saved an event,
you can make changes. All elements of the
event can be modified, such as whether you'll
be reminded of it or when you'll be reminded,
whether it is a one-time or a recurring event,
and the date/time of the event.

To edit a one-time event:

1. Open the one-time event that you want
to modify (Figure 4.11).

You can open an event for editing by
double-clicking the event in the Calendar.
If you're responding to a reminder for the
event, you can select it in the pop-up
Reminders dialog box and then click the
Open Item button.

2. Make any desired changes, click the
Save button, and close the event window.

To edit a recurring event:

1. Open the recurring event that you want
to modify (as described in the previous
section).

A dialog box appears (Figure 4.12).

2. Click a radio button to indicate whether
you want to make changes in this and all
future occurrences (Edit the Series) or just
the current occurrence (Edit This One).

3. Click OK.
The event opens in its own window.

4. Make any desired changes, click the
Save button, and close the event window.

continues on next page
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4

Tips

You can change the scheduling of an
event without opening it, as follows:

A To move an event from one day to
another (without changing its sched-
uled time), set the Calendar to Month
view, and drag the event to a new day.

A To move an event to a new date and/or
time, set the Calendar to any view that
shows the destination date/time, and
drag the event to it

A To extend or shorten the time period
for an event, click the event and—when
the pointer changes to a double-headed
arrow—drag up or down.

To delete an event you no longer need,
select the event in the Calendar and then
click the Delete toolbar button, choose
Edit > Delete Event, press (5)(Delete], or
press (Delete]. You can also delete any event
that is open for editing by performing any
of these actions except pressing (Delete).

If the event is a recurring event, you'll be
given an option to delete only this occur-
rence or all occurrences (Figure 4.13).

If the event is nonrecurring, you must click
Delete in response to the confirmation
dialog box that appears (Figure 4.14).

When you edit one instance of a recur-
ring event, you cannot change items in
the Reminders section of the event dialog
box—that is, the reminder time, travel
time, and whether or not these options are
enabled. To change the Reminder settings,
you must elect to Edit the Series. If neces-
sary, you can reset the Reminder options
after this occurrence has passed.

To change a one-time event to a recurring
event (or vice versa), open the event for
editing, click the Recurrence button, and
then check or clear the Recurring Event
checkbox (refer to Figure 4.7).

This event is set to recur in the future. Do
% you want to delete all future occurrences of
this event or just this occurrence?

® Deleteall
(23 Delete this one

o

Figure 4.13 When deleting & recurring event, you must
indicate whether you want to delete all occurrences of
the event or only the current one.

AFE you sure you want to permanently delete
this event?

| Cance] | “ Delete l

Figure 4.14 When you delete a ane-time (nonrecurring)
event, you must confirm the deletion by clicking Delete.
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Figure 4.15 When it gets close to the time fora
scheduled event or task for which you’ve set a
reminder, this window pops on-screen.

O ===g— = Ifeminders ===
Z¥{0pen ltem . Coen fscimmnt B minutes

AE DT

{=] Confirence call with

V-Fn_zh'

4 hours
8 hours
fomarrow

| e

Ea

Sl

Figure 4.16 To make a reminder pop up again later,
click the Snooze button and choose a time increment.

Setting Event Reminders

When you've set a reminder for an event or
task, and you're running any Office applica-
tion at the reminder time, a pop-up Reminders
window appears onscreen (Figure 4.15).
You can deal with the reminder(s) in any of
the following ways:

¢ Ifyou don't want additional reminders
for an item, select the item in the list and
click the Dismiss button.

¢ Ifyou want to set a new time or day on
which youd like to be reminded again,
select the item in the list and click the
down arrow beside the Snooze button.
Then choose a new time or day from the
list that appears (Figure 4.16).

¢ Ifyouwant to change the reminder or
modify the event for an item, select the
event in the list and click the Open Item
button. Make the necessary changes
(such as removing the checkmark from
the Reminder checkbox), save the event,
and close its window.

¢ To dismiss the Reminders dialog box
without responding to the reminders,
click its close box.

v Tips

B The Open Document button does not
apply to Entourage items, so it is often
grayed out (unavailable). This button is for
Word, PowerPoint, and Excel 2001 docu-
ments that you have flagged for followup.

B Tasks can also have reminders. Both events
and tasks are listed in the Reminders
dialog box. The handling methods
described here for events can also be
used with tasks.
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Chapter 4

Sending and Receiving
Event Invitations

If you know other people who use Entourage
or another email program that supports the
Internet Calendaring (iCalendar) protocol,
such as Outlook 2000, you can send and
receive invitations to Calendar events, such
as meetings and appointments. When a
recipient accepts an invitation, the event is
added to his or her email program’s calendar
automatically. liven if the recipient doesn't have
a compatible program, you can set or change
the person’s acceptance status manually.

Sending invitations

Whenever you schedule an event that youd
like others to attend, you can use Entourage
to email invitations to potential attendees.

To send an invitation:
1. Open or display the Calendar.

2. Display the event, changing the calendar
view as needed.

3. Open the event by double-clicking it.
The event opens for editing (Figure 4.17).

4, Click the Invite toolbar buttorn.

A modified email message window
appears (Figure 4.18).

5. Inthe To box, choose or type the names
(or email addresses) of the people you
want to invite to the event.

When you close this box, the specified

contacts are listed in the Invite section
of the window.

6. Fill in any necessary details for the event,
such as the location and any notes or
comments youd like to add.

7. Click the Send Now button.

~Invite athers to this event
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Figure 4.17 To invite others to attend a scheduled
event, open the event and click the Invite button,
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Figure 4.18 Select the contact people (or type their
email addresses) in the To section of the invitation.
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Figure 4.19 Open the invitation message in its awn
window, and click a buttan that indicates your response.
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Figure 4.20 The name of each invited person is
listed in the Attendee Status window with his ar her
current response: Na Response, Tentative, Accepted,
or Declined.
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Figure 4.21 To check on the status of invitations to an
event you are hosting, open the event and click the
Attendee Status button.

When someone receives an invitation to a
calendar event and opens it in Entourage

(it must be opened in its own window), the
message contains buttons that the recipient
can click to respond to the invitation (Figure
4.19). Click Tentative, Accept, or Decline, as
appropriate. A dialog box appears, notifying
the person that his or her response will be
emailed to the host.

If the invitation is accepted, the event is added
to the recipient’s calendar and the acceptance
is noted in the host’s calendar. If you're the
host, you can check attendee responses by
opening the event and clicking the Attendee
Status button (Figure 4.20).

Checking and changing
attendee status

As the invited people email their responses
back to you, you can note their acceptance
status In two ways:

¢ Ifarecipient uses Entourage and responds
by clicking the Tentative, Accept, or
Decline button, her acceptance status is
noted in the event automatically. (If she
later changes her mind, she can open the
invitation message and click a different
response button.)

¢ Ifthe recipient uses another program
and notifies you of his decision via ermail,
phone, or so on, you can set his status
manually.

To view, set, or change an
attendee’s status:

1. Display or open the Calendar and then
open the event.

2. Click the Attendee Status button
(Figure 4.21).
The Attendee Status window appears
(refer to Figure 4.20).

continues on next page

75

SNOILVLIAN| LN3AJ ONIAITIIY ANV ONIANIS



SENDING AND RECEIVING EVENT INVITATIONS
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3. To change any persons acceptance status,
click his or her response text.

A pop-up menu with acceptance
responses appears.
4. Choose a response.

5. Close the Attendee Status window.

Changing an invitation’s details
or the attendee list

Changes can occur before an event. You may
want to modify the time of a meeting, its
location, or the attendee list, for example.

To modify an invitational event:
1. Open the event for editing.

2. Make any desired changes: specifying a
new time or modifying the attendee list
in the To box, for example.

3. Click the Send Update toolbar button.

If you remove a recipient’s name from the
To box, the deleted person is sent a message
with the Subject line Cancelled: event name.
All other attendees are sent a message

with the Subject line Update: event name.

Canceling an event

If you decide to cancel an event, Entourage
provides a way for you to notify the people
who have already been issued invitations.

To cancel an event:

1. Open the event and click the Cancel
Invitations toolbar button (Figure 4.22).

2. Click the Save button.

A dialog box appears, offering you the
option Lo notify the attendees.

3. Click the Send button to email a cancella-
tion notice to everyone who was invited—
regardless of whether they previously
accepted or declined the invitation.

Click Don't Send to cancel the event
without notifying others.

r Cancel all invitations to event
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Figure 4.22 To cancel an event, open it and click
Cancel Invitatiens.
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You invited others to this event Choose ene of
@ the fallowing:

@) Send cancelfation and delete event
() Delete without sending cancellation

Figure 4.23 If you've sent invitations to this event,

choose one of these options and click OK. If you change

your mind about deleting the event, click Cancel,

4. Canceling an event does rot remove it

from the host or attendees’ calendars, so
to eliminate the event, select or open it
and then click the Delete toolbar button,
choose Edit > Delete Event, or press

(5¢)(Delete).
Tips

If you send an invitation to a person
whose email client doesn't support
iCalendar, the received message displays
the event title as the subject and the start
and end times as the message text. To
indicate whether the person accepted or
declined the invitation, you'll have to set
his or her attendance status manually.

You can also learn about acceptance
status for events or open the events by
viewing the related email messages in
your Inbox and Sent Items folders. Click
any event-related message. The yellow
bar below the header displays appropriate
explanatory text (such as This is an invita-
tion or You have accepted this invitation),
as well as a text link that you can click to
open the event.

[fyou edit an invitational event and then
save or close it without notifying the
attendees (by clicking Send Update), a
dialog box automatically appears and offers
you the option to email an update notice.

As the host, you can cancel an event by
simply deleting it. Click Delete in response
to the confirmation dialog box. If you've
already invited people to the event, a sec-
ond dialog box appears (Figure 4.23) that
enables you to cancel the event and delete
it from your Calendar simultaneously.
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Printing the Calendar

As in other parts of Entourage, when you
print from the Calendar, a special Entourage-
specific Print dialog box appears that enables
you to print in a variety of layouts. If you
want to print a calendar or schedule so that
it fits in a particular brand of organizer, you
can design a custom form that matches your
organizer’s page dimensions.

To print notes:

1. Switch to the Calendar by clicking its icon
in the Folder list or opening the Calendar
window (choose Window > Calendar or

press (%)(4)).

2. Optional: Display a view that shows the
date range you want to print.

As an alternative, you can select a date
range by highlighting it in the miniature
calendars. (Note that you can also specify
a date or range after you issue the Print
command, and it can be different from the
date or range you are currently viewing,)

3. Click the Print toolbar button, choose
File > Print, or press )P).

A special Print dialog box appears

(Figure 4.24).
Choose a format Specify the date
for the pn’ntour—[ —range to include
Print Style —
Print: (D8l ly Colendar S| =
Stark: [Smnwry 7, 2001 —| |1 e
—
: £0d: [Janvary 13, 2001— = )
Choosbe ;r;?'st etg il “’:m | ] = — Preview of selected
— e ; :
. print options
Choose an—————form: [Defeait (8.5% 117 15)
arganizer format (Cgtorm.J[(Eittorm | (Saletstorm_}
| Cancel |]! 0K g

Figure 4.24 This Entourage-specific Print dialog box appears when
you elect to print the Calendar.
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Figure 4.25 Choose items to be printed in the Print
Layout dialog box.

B&S

Printer: [LaverWriter INIX__ 3] Destination:
[General 8] ——— - = |
comen ] |
Pages: @ All ‘
Paper Soufce: @ Al pages trom: [ Cassette is]
Ofirstpagefrom: (Cassette 2
fennatning from: [Cassette =it
- = =2 e o= =1

Figure 4.26 As the final step before printing, the Print
dialog box for your chosen printer appears.

4. From the Print pop-up menu, choose the
style of calendar you want to print: Daily,
Weekly, Monthly, or Event List.

5. If the date range is incorrect, enter a
different Start and/or End date.

You can select dates by clicking the
Calendar icons or by typing directly in
the text boxes.

6. Optional: Click the Layout button to set
layout options, such as the specific items
to be printed and whether the paper will
have to be punched.

The Print Layout dialog box appears
(Figure 4.25). Make your choices and
click OK.

7. To print on standard printer paper,
choose Default (8.5 x 11) from the Form
pop-up menu.
or

To print to a custom planner page size
(such as that used by a Day Runner, Day
Timer, or Franklin organizer), select its
name from the Form pop-up menu.

8. Click OK.

A standard Print dialog box appears
(Figure 4.26).

9. Click the Print button.
v Tips

B If the paper will have to be trimmed to fit
your organizer, be sure to enable the Print
Cut Lines option in the Print Layout dialog
box in step 6. The output will include
dotted lines that you can cut along with
scissors or a paper cutter.

m Ifyour paper-based organizer isn't listed
in the Form pop-up menu, you can create
your own by clicking the Add Form button.
For instructions, see “To create a custom
form” in Chapter 6.
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Publishing Your Calendar
on the Web or an Intranet

If you've ever needed to refer to your
Entourage calendar from a different computer
or location, you can use the Save As Web Page
command to create a multiple-page copy of
your calendar that can be published on the
Web, slored on a company intranet, or copied
onto disk. Then all you have to do to view the
saved calendar is open it in a Web browser,
such as Internet Explorer.

To save your calendar as a Web page:

1. Open or display the Calendar by clicking
its icon in the Folder list or opening the
Calendar window (choose Window >
Calendar or press (2€)(4)).

2. Choose File > Save As Web Page.

The Save As Web Page dialog box appears
(Figure 4.27).

3. In the Duration section of the dialog box,
choose a Start Date and an End Date by
clicking the tiny calendars.

4. Optional: Check the Include Event Details
checkbox if you want to include your
event notes in the published calendar.

5. Optional 1f you want to include a back-
ground image in the published calendar,
check the Use Background Graphic check-
box; then click the Choose button to
sclect a graphic file from your hard disk.

6. Enter a descriptive title for the Web page
in the Web Page Title text box.

7. Optional: To view the published calendar
immediately after it's created, check the
Open Saved Web Page in Browser checkbox.
If you don't check this option, you can still
view the Calendar in your browser by open-
ing or double-clicking the HTML file that
the Save As Web Page command creates.

— include notes r Date range —
~ fiaveaiwebrege . = — =
Duralion ;- - : —
Atard detw: [Flancy. dvmiary 1. 300 [0 #ot e [Tharaes. Tesevary 1. 2007 ]
Oplians - - — - —
{od Frolode evord ssfuiis
] Use beckground graphic: L,;‘f'@
Tille = e e Pl DL S
Woh pege title §ssary Dabenies 1

[ eoncel ] & savo ||

[TM Faved WeD page (N Drowaer

-

View Calendar '— Page title
in your browser

~ Use a background graphic

Figure 4.27 When saving your Calendar for viewing on
the Web, an intranet, or another computer, you set all
options in the Save As Web Page dialog box.
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'— Name the file (and folder)

4/23/00

709197
Wi | 11/27/00
Q m:m Mmemr“ b 10/26/99
B Appie Extivan 7014/99
i applicstiin 1174/00

Name: [untitied - |

Figure 4.28 When saving your Calendar as a Web
page, choose a locafion on disk and enter a filename.
(When saving, Entourage automatically adds the .htm
extension to the filename.)

Hide/show
View next month— event details

tarusty C sendar

""_':l ‘_‘“*_"'.3:1%] It T.T_'.

Indicates additional —l
events for this date

Figure 4.29 A calendar saved as a Web page shows all
scheduled events for the specified period.

8. Click the Save button.
A Save dialog box appears (Figure 4.28).

9. Name the calendar file, select a location
on disk in which to save it and the sup-
porting graphics and HTML files, and
click the Save button.

A file with an added .htm suffix or exten-
sion is created at the chosen location. A
folder with the same name (but without
the suffix) is also created at that location.
If you named the calendar file Mycalendar,
for example, a folder of support files

with that name and a main file named
Mycalendarhtm would be created at the
specified location on disk.

10. If you checked the option in step 7, your
default Web browser (Internet Explorer,
for example) launches and displays the
calendar as a Web page (Figure 4.29).

To view the calendar, double-click the main
.htm file, or launch your browser and then
open that file. To enable someone else to
view the calendar (or if youd like to view it
on another computer), you can:

¢ Copy the .htm file and folder to another
disk.

¢  Email the htm file and folder to the
desired recipient.

Be sure that the recipient understands that for
the calendar to display correctly, the folder
structure and locations of the .htm file and
folder must not be changed.
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If your company has an intranet, or if you
have a personal Web site where youd like to
post your calendar, you can upload the .htm
file and supporting folder, enabling you (and,
optionally, others) to view your calendar. If
you don't know how to access your personal
Web or intranet file space, contact your ISP
or network administrator for instructions.

To publish your Calendar on the Web
or an intranet:

1. Using an FTP (file transfer protocol) pro-
gram such as Fetch, log onto your ISP or
company’s Web server.

2. Switch to your main directory on the Web
server or to another directory in which
you want to store the calendar files.

3. Copy the calendar .htm file into the desti-
nation directory on the server.

4, Copy the folder of supporting graphic and
HTML files onto the server.

If your FTP program cannot copy a folder,
you first may have to create a new folder on
the server with the same name as that of
the calendar folder on your hard drive.
Then switch to that folder on the server
and copy the support files into it.

5. Exit your FTP program.

To access the calendar on the Web or intranet,
launch your Web browser and type the calen-
dar’s address.

v Tips

B A published calendar is a static entity.
Even if your Entourage calendar changes,
the published version changes only if you
repeat the Save As Web Page procedure and
then upload the changed data, replacing
the original Web pages with the new ones.
If you're familiar with AppleScript and
have a scriptable FTP program, you may
be able to create a script that will auto-
mate the update process.

® Ifsome or all graphics are missing from
your published calendar, open your Web
site with an FTP program, and change
the filenames of the GIF graphics to all
uppercage letters. Then use the browser’s
Refresh or Reload command to see

whether the graphics display properly.
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TASK MANAGEMENT

Everyone has things that that they need to
accomplish. Whether it’s painting the back
porch, picking up cookies for a picnic, or
completing a report for business or school,
you can track all your to-do items in the
Tasks component.

Here are a few important features of tasks:

¢ Tagks are listed in checklist form. A check
in a checkbox indicates that the task has
been completed; unchecked tasks are
still pending.

¢ Tasks can be open-ended or have a specific
due date.

% You can create reminders for some tasks
and be notified of them in the same
manner as Calendar events.

¢ You can assign a priority to any task to
indicate its importance, as well as assign
categories to tasks.

¢ A task can be a recurring event, such as
mailing your mortgage payment or taking
the trash cans out to the curb. All you have
to do is tell Entourage how frequently the
event will occur. You can also set reminders
for recurring tasks,
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Creating Tasks

Although they're a1l crealed in the same initial
dialog box, tasks carn: be categorized as normal
(one-time tasks) or recurring (repeated at
regular intervals).

To create a new nonrecurring task:

1. Display the Tasks list (Figure 5.1) by
clicking the Tasks icon in the Folder list,
choosing Window > Tasks, or pressing

EIE

2. Click the New toolbar button, choose
File > New > Task, or press [s)(N).
An untitled task window appears
(Figure 5.2).

3. Enter a descriptive name for the task in
the Task box.

All other information and settings are
optional. If this is a normal task with no
specific completion or due date, you can
save the task by clicking the Save button
and then closing the window: If you want
to set options, continue to step 4.

4. Optional: Choose a priority for the task
from the Priority pop-up menu
(Figure 5.3).

5. Optional: If you are merely recording a
completed task, click the Complete
checkbox.

6. Opiional: 1f the task must be completed
on or by a specific date, click the Due Date
checkbox and specify a date.

— Completed task

Create — Open selected fask
new

— Print selected task
— task

— Delete selected task
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Figure 5.1 The task window (shown here) and the
Tasks list work in much the same way as other
Entourage components,
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Figure 5.2 You create and edit tasks in this window.
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Figure 5.3 If you want to prioritize some of your tasks,
you can chaose a priority from this pop-up menu.
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Figure 5.4 If you've set a reminder for a task (see
Figure 5.2), one will pop on-screen at the appointed
time if you're running any Office application.
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Figure 5.5 You can assign categories to your
tasks by choosing them from this menu or
from the Categories toolbar button.
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Figure 5.6 You can designate any task that repeats at
regular intervals as a recurring task,

7. Optional: If you want to be reminded to
complete this task via a pop-up window
(Figure 5.4), click the Reminder check-
box and specify the date/time on which
you want to be reminded.

B. Optional: Enter notes about the task in
the Note pane. You can type, paste, or
use drag-and-drop to enter your notes.

9. Optional: You can assign categories to
help you classify the note by choosing
them from the Categories toolbar button
or the Edit > Categories submenu
(Figure 5.5).

10. To save the task, click the Save toolbar
button, choose File > Save, or press (&][S).

11. Close the task window by clicking its
cloge box, choosing File > Close, or press-

Ing W,

A recurring task is one that repeats on a
regular schedule: daily, weekly, monthly, or
annually. You can set a simple recurrence
schedule {(such as “every Friday”) or a com-
plex one (such as “the second Friday of
every month”). Recurring tasks can continue
indefinitely, end after a specific number of
occurrences, or end on a given date.

To create a new recurring task:

1. DPerform steps 1-3 of "To create 2 new
nonrecurring task,” as well as any of
steps 4-9 that apply to this task.

2. Click the Recurrence button.
The Recurring Task dialog box appears
(Figure 5.6).

3. Ontheleft side of the Recurrence Pattern
section, choose an option for the basic
recurrence frequency: Daily, Weekly,
Monthly, or Yearly.

The right side of the Recurrence Pattern
section changes to match your choice.

continues on next page
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— New instance

4. Choose a specific frequency on the right

side of the Recurrence Pattern section. Completed

In the Start and End section of the dialog
box, set a date on which this task should
stop recurring by choosing a specific date,
setting a particular number of occurrences,
or choosing No End Date.

"z..@e ,_
ﬁmmnaaauaﬁma

Click OK to dismiss the Recurring Task
dialog box.

&8
¥ Complets Entourage VQS
& @ Hearworm for dogs i

3 ¥ Suppert payment

To save the task, click the Save toolbar
button, choose File > Save, or press (3(S).

Figure 5.7 When a recurring task has been marked as

. 8. Close the task window by clicking its c_omplete, the next occurrence is added to the Tasks
. . ) list automatically.
. close box, choosing File > Close, or
- pressing ()W)
2 ¢ Tips
2 : P
= m Youcan create a new task even when a
. g different Entourage list or window is . : ‘
e i . B} Click to seleot the week
. '&' active. Choose File > New > Task, or click iR aab el
2 - the down-arrow beside the New toolbar L R
. w button and then choose Task from the -
- drop-down menu. :
B When you create a series of new tasks, you ]
must close each new task window after F . = T
you save it. If you simply change the task’s igure SiRTdr i Ballona HElpinr an.expenation o
) dialog-box options and to learn the purposes of other
name and save again, Entourage assumes Entourage elements.

that you are renaming the preceding task

rather than creating another one.

W Like all other Entourage items, tasks can B To get-additional information about

be linked to other items or external files. options in the Recurring Task dialog box,

You might link a household repair task to
the repairperson’s contact record, for
example. See Chapter 7 for information
about linking items.

When you mark a recurring task as com-
plete, Entourage automatically generates
a new copy of it for the next occurrence

(Figure 5.7).

choose Help > Show Balloons, and move
the pointer over the option with which
you need help (Figure 5.8). When you're
through, choose Help > Hide Balloons to
turn off Balloon Help.
For additional information on getting

help in Entourage, see “Getting Help” in
Chapter 1.
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Viewing and
Modifying Tasks

You can view and modify a task in the
Tasks list, or you can open the task in its
own window.

Opening a task for viewing
or editing

To view a task’s details—such as the options
chosen and any notes you may have entered—
you must open the task (Unlike email and
newsgroup messages, tasks don't have a
Preview pane.) While the task is open, of
course, you're free to edit the options as

you want.

To open a task for viewing or editing, double-
click its title. Or you can select the task title

and then click the Edit toolbar button, choose
File > Open Task, press (][0}, or press [Return).

Changes that you can make while editing a
task include:

¢ Edit or change its title. Edit or replace
the text in the Task text box.

* Change its status from incomplete to
complete (or vice versa). Add the check-
mark to or remove the checkmark from
the Complete checkbox. A completed
task is also indicated by struck-through
title text (vefer to Figure 5.7).

¢ Change or assign a priority. Choose a
different option from the Priority pop-up
menu (refer to Figure 5.3). You can choose
Normal to remove the priority setting.

continues on next page
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¢ Change the categories assigned to the task.
Add more categories by choosing them
from the Categories toolbar button or
the Edit > Categories submenu (refer to
Figure 5.5). To remove an assigned cate-
gory, select that category again (removing
its bullet or checkmark, respectively).

* Change, remove, or add a due date or
reminder. To change a due date or reminder,
specify a different date or date/time,
respectively. To eliminate a due date or
reminder, clear the Due Date and/or
Reminder checkboxes. To add a due date
or reminder, check the Due Date and/or
Reminder checkboxes. Then specify a
date or a date/time, respectively.

* Altering the recurrence status. Click the
Recurrence button. The Recurring Task
dialog box appears (refer to Figure 5.6).
To change a recurring task to a normal,
nonrecurring task, clear the Recurring
Task checkbox at the bottom of the dialog
box. Te change a nonrecurring task to a
recurring one or to edit options for an
existing recurring task, set options as
described in steps 2-6 of “To create a
new recurring task”

As is the case when you create a task, you
must save your changes by clicking the Save
toalbar button, choosing File > Save, or

pressing (3€)(S).
Changing a task in the Tasks list

You can also make several types of changes to
a task without opening it. Select the task in the
Tasks list and then do any of the following:

¢ Mark the task as complete or incomplete.

Click the checkbox to the left of the task’s
title in the Tasks list.

¢ Renarne the task. After selecting the task,
click its title in the Task column, make

any desired changes, and press (Return).
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Figure 5.9 When deleting a task, you are asked to
confirm the deletion.

View next task

View previous task

Figure 5.10 You can step through the Tasks list (in its
current sort order) by clicking buttons at the top of
the task window.

Pop-up menu
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Figure 5.11 You can (Control]-click task titles and
choose common commands from the pop-up menu
that appears. -

Change the tasks priority. Choose a new
priority from the Message > Priority
submenu.

Delete the task. Click the Delete toolbar
button, choose Edit > Delete Task, press
(3¢)([Delete), or press (Delete). Confirm the
deletion by clicking Delete in the dialog
box that appears (Figure 5.9).

Duplicate a task. If you want to create a
task that is very similar to an existing
task, you can duplicate the original task
and then rename and edit the duplicate.
Select the task you want to duplicate,
and choose Edit > Duplicate Task or

press (3€](Delete). |

Change the categories assigned to the task.
Add more categories by choosing them
from the Categories toolbar button or the
Edit > Categories submenu. To remove an
assigned category, select that category
again (removing its bullet or checkmark,
respectively).

v Tips

When a task window is open, you can
view the next or previous task in the list
by clicking the appropriate toolbar button
(Figure 5.10).

Marking a task as complete does not
delete it. If you want to keep track of
completed tasks, you can simply leave
them in the Tasks list after marking them
as complete. Reserve deletions for those
tasks that you no longer want to track.

You can also change task settings by

(Control)-clicking the task in the Tasks list
(Figure 5.11).

89




ORGANIZING THE TASKS LIST

Chapter s

Organizing the Tasks List

You can customize the Tasks list, as well
as change the arrangement of the tasks, in
several ways.

¢ Change the displayed column headings.
To change the column headings, choose
column names from the View > Columns
submenu (Figare 5.12). Checked columns
are displayed; unchecked columns are not.

¢ Rearrange and resize the column headings.
You can change the order in which column
headings are displayed. You might prefer
that Due Date be displayed to the left of
Task, for example. To move a heading, drag
it to the left or right. A vertical dotted line
shows the column’s new position. When
the column is in the desired position,
release the mouse button.

To change the size of any of the labeled
column headings (Task, Due Date, or
Categories), click the right edge of the
heading and drag to the left or right.

¢ Change the sort order of the Tasks list.
You can sort the Tasks list by the contents
of any column. Click the column heading
by which you want to sort. To reverse
the sort order from an ascending to a
descending sort (or vice versa), click the
same column heading again. The current
sort column has a dark, indented heading.
The sort direction is indicated by an
up- or down-pointing triangle.

* Choose a special view of the list. By default,
all tasks are displayed. To show only a
subset of the tasks, choose an option
from the View menu (refer to Figure 5.12).
You can choose All Tasks, Incomplete
Tasks, or Complete Tasks and/or display
tasks that are Due Today or Due This
Week. (These two sets of options can be
combined.)

Previous < |
Mext ]
« Toolbars
+ Folder List
Preview Fane &\
v Links
+ All Tasks v Status
incomplete Tasks |¥ Friority
Coemplete Tasks v Recurring
+« Reminder
Due Today  Task
v Due This Week + Due Date
Expand All + Categories
Collapse All |

Figure 5.12 You can choose the column
headings that appear above the Tasks list.

— e =H
[l Messsges [ Contecls [ Calendar tvenes [ATasks [ Motew |
Lot atins = :

K Al himary. TH0niy btk v shes p e e ]

CrHerla. oo .
‘4 AddCrilerion 3¢ Remave Criterion

Match !‘Hm:mwuvimr ?I

[ B Batn 2] [awigmas 2][s= ooy from rew
F T “jl|
(TR

Figure 5.13 lse an Advanced Search to find tasks that
meet complex criteria. This one shows only the tasks
that are incomplete and are due within the next 45 days.

v Tips

B When you rearrange column headings, the
ones with icons (Links, Status, Priority,
Recurring, and Reminder) must always
appear to the left of the named headings
(Task, Due Date, and Categories).

W Ifyour Tasks list is too large for a quick
visual scan, you can filter or search it for
particular tasks (Figure 5.13). For details,
refer to “Filtering and Searching for
Information” in Chapter 1.
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— Print options
~ Choose tasks to be printed

Styie Print preview
e e e | e PN B =)
Pristtfiyle - —
Prinl; || Selectsd besis :'
=w'-"CP*L*D'
Farm: m’:lﬂ ﬁ
I ” il farm. " l
(tamcwt JL__oc )
—Qutput format

Figure 5.14 This Print dialog box appears when you
print tasks.

All tasks
e Selected tasks
Tasks due foda
Tasks due this 8k n
All incomplets tesks
Current task list

Figure 5.15

Specify which records
will be printed by
making a choice from
the Print pop-up menu.

Printing Tasks

As is the case in most other parts of Entourage,
when you elect to print tasks, you'll be greeted
by two Print dialog boxes. The first one enables
you to choose Entourage-specific print set-
tings, such as a format for the printout and
whether you want to print all tasks or only
the selected ones. The second is the normal
Print dialog box for your printer.

To print one or more tasks:

1. Switch to the Tasks list by clicking its
icon in the Folder list or opening the
task window (choose Window > Tasks

or press [E)(5)).

2. If you want to print only one task or a
selected set of tasks, select the task(s)
in the Tasks list.
To select multiple contignous tasks,
(Shift] -click to select the first and last one.
To select noncontiguous tasks, (#]-click
them. These selection techniques can
be combined.

3. Click the Print toolbar button, choose
File > Print, or press [&)(P).
A special Print dialog box appears
(Figure 5.14).

4. From the Print pop-up menu, specify the
tasks you want to print by choosing All
Tasks, Selected Tasks, or one of the other
four options (Figure 5.15).

5. From the Style pop-up menu, choose
Memo Style or Table Style.

A thumbnail version of the chosen style
appears in the Preview box.

continues on next page
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Chapter 5

6. Optional: Click the Layout button to set
layout options, such as the task informa-
tion to be printed and whether the paper
will have to be punched or cut.

The Print Layout dialog box appears

(Figure 5.16). Make your choices, and
click OK.

7. To print on standard printer paper, from
the Form pop-up menu, choose Default
(8.5x 11).
or

To print to a custom planner page size
(such as that used by a Day Runner, Day
Timer, or Franklin organizer), select its
name from the Form pop-up menu.

8. Click OK.

A standard Print dialog box appears
(Figure 5.17).

9. Click the Print button.
v Tip

B Ifyou have an organizer that isn't listed
in the Form pop-up menu, you can create
a custom form and use it to print your
Tasks list. For instructions, see “To create
a custom form” in Chapter 6.

——— - e |

What to print —
M statis CIPeinteit lines
B Priority A Page nimbers
o Due cate
[ Category
Recorrence:

{ief Hates
Holes:

[cancel] || ok J

Figure 5.16 Click the Layout button to specify the task
elements to be printed.

- 253

Frinter: | Laserwriter [INTX | @ pestination:
[Ganerai S == '
|

cﬁqles:D [ Coltnted |

arem:| |t ] |

Paper Source: @ All pages from; | Cassetin
O firstpouefrom: |Cassenie
Aemaining from; | _r;g__f.sewe_' 7

|
-““":l'”'

(Ceaneat ) (e ]

Figure 5.17 To complete the print job, specify options
in your printer’s Print dialog box, and click Print.
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WORKING

WITH NOTES

Unlike events and tasks, notes aren’t tied to
a date or time, nor are they necessarily some-
thing that you intend to do. You can create
Entourage noles to record thoughts and
ideas, organize information (such as items
that you intend to cover in a school paper or
departmental budget), or jot down some
piece of data that you'll need laler (such as
the direction the ceiling fan is supposed to
turn in winter and in summer).

Notes can contain formatted text, such as
multiple fonts, sizes, and styles, as well as basic
paragraph formatting. As such, they can even
form the basis for formatted word processing
documents.
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Creating Notes

Creating a note is just like using a word proc-
essing program. As you type and edit, the text
automatically wraps to the size of the note
window. You have to press only when
you want to begin a new paragraph. You can
add character and paragraph formatting to
your note by choosing commands from the
Format menu or from the formatting toolbar
above the note Lext.

To create a note:

1. Ifthe Notes folder is selected in the Folder
list, click the New button, choose File >
New > Note, or press (£)[N).
ar

If another folder is currently selected or
you're in another part of Entourage (such
as the Calendar window), choose File >
New > Note, or click the down arrow
beside the New button and choose Note.

An untitled note window appears
{Figure 6.1).

2, Enter a name for the note in the Title box.

3. Type or paste the text of your note into the
large area at the bottom of the window.

4. When you are through composing the
note, save it by clicking the Save button,
choosing File > Save, or pressing (%)(s].

5. Close the note window by clicking its close
box (in the top-left corner), choosing
File > Close, or pressing (s)W).

HTML formatting toolbar

Name the note — lext area

WEEE .;;;é = =" E=——-1 ,_3_5::.—,.._'_;::._:5]
3 18, b ‘,,..-."_mm_

= | K SR

Figure 6.1 All nates are created and edited in a window
like this.
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ﬁ This note has been modified.
Do you want to save your changes?

D Don't showthis I'I‘lEHiIUE agaln

Figure 6.z If you close a note without first saving it,
this dialog box appears.

~ .General Preferences ==

fuwvmm\fw\ﬁ?ﬁ\m

Motificetion

[ Require conkirmalion shen deleting | iestt Cantirmatien Blamgs |

When rew mell errlves. & Flashlcon [ Bring application e frant

Hsunds — _ —
Sound ast
@3 [ weleoma aaund {C} 2000 Mieroseft Corporutlon. Brought te
4 3 hew bl sound ¥oU by the Maci ntoah Buainess LRIt
3 Fsem Mell sound
QD A Mail Ervar sound
%) (= M Mail sound
’477 [ Remindar Sound

sty tricrurall com oicalfics

Eﬂl} Show or Hide talloass [(cancal JI ox |

Figure 6.3 If you’ve elected to no longer show
confirmation dialog boxes, you can re-enable them
by clicking Reset Confirmation Dialogs.

v Tips

B Ifyou close a note window without first
saving it, a dialog box appears (Figure
6.2). Click Save to save the note, Don't
Save to discard the note, or Cancel to
resume editing the note.

B You can instruct Entourage to automat-
ically save all notes, new messages, and
the like whenever you close a window.
Click the checkbox labeled Don't Show This
Message Again (refer to Figure 6.2). If you
later want to restore all such warning
dialogs baxes, choose Edit > Preferences >
General, click the Notification tab (Figure
6.3), and click the Reset Confirmation
Dialogs button.

B Drag-and-drop capability is supported in
note windows. You can drag formatted
text that you've selected in Entourage,
Word, Internet Explorer, and many other
applications directly into the note window.
Similarly, you can use drag and drop to
reorganize the text within a note. Just
select some text and then drag it to a new
location in the note.

B Although all Entourage items (messages,
tasks, notes, and contact records) have an
area in which you can type comments and
notes, you may find it useful to link these
itemns to specific notes you've created and
saved in the Notes list. You could create
a note that has driving instructions to
another city, for example, and link the note
to all Calendar or Task appointments in
that city. For information on creating and
working with links, see Chapter 7.
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Chapter 6

Formatting Notes

Unlike email and newsgroup messages, all
notes are created with HTMI. formatting.
This means you can use multiple fonts, sizes,
and styles; add paragraph formatting; insert
horizontal rules and hyperlinks; and more.

To format a note:

4 Choose font formatting commands from
the Format > Font, Style, Font Size, and
Font Color submenus (Figure 6.4) or from
the HTML formatting toolbar. To apply
formatting to existing text, select the
text and then choose commands. To apply
formatting to new text, choose formatting
commands and then begin typing.

¢ You can set an alignment for the current
paragraph by chaosing it from the Format
> Alignment submenu or by clicking an
alignment button (left, centered, or right)
in the HTML formatting toolbar.

¢ You can increase or decrease the indent
for the current paragraph by choosing
Format > Increase Indent, choosing
Format > Decrease Indent, or clicking
the appropriate buttons in the HTML
formatting toolbar.

¢ To create a numbered or bulleted list
(Figure 6.5), choose Format > Numbered
List, choose Format > Bulleted List, or click
the appropriate buttons in the HTML
formatting toolbar.

Font
Font Size

Font Color
Background Color
Character Set

[T Heading
Allghment
Numbered List
Bulte:taﬁ List

Im:reuxe lm‘!ent
Decrease mﬂem

Insert mﬁzuntui Line

Text—
formatting

italic )
Underline ®U
Fixed Width Font

b I 4

Paragraph—|
formatting

Figure 6.4 You can set text and paragraph formatting
options by choosing commands from the Format menu.

Add date
Paragraph Background color sl T

font Font size Style options Alfgnment formattmg Fontlcolor Insert rule  stamp
|I|"."erdana |Med|um | = U T H iE lr.:" t'& :sra:lﬁA + P - J ”

Figure 6.5 You can create bulleted or numbered lists by choosing the appropriate command.
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Format

~ HTML
| style »
Font »
Font Size 4
Font Color 4
. ] white
Character Set ¥ [JParchment
Heading ] g Yellow
Alignment [ -'.‘““
Numbered List = Purple.
Bulleted List Azul
Increase indent Teal -
= Decrﬂse_lur:'lem i 1 Bondi
Insert Horizontal Line | (] Green
v 1 Seafoam
] Pappy
1 Pink
] Plum
] eray
I Black Choose a
Other... — custom color

Figure 6.6 You can choose any of the listed colors as
a backeround fer the note.

~Select g Color Picker

Choose acolor: Original: m
] —

Name:
Grape

| cancel | I ok f

Figure 6.7 To choose an unlisted color, select a style
of Color Picker from the list on the left side of this
window and then choose a color.

Date/time stamp— Insert Date & Time button
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Figure 6.8 You can add the current date and time to a
note by positioning the insertion point and then
clicking the Insert Date & Time button.

¢ You can set a background color for a
note by choosing it from the Format >
Background Color submenu (Figure 6.6)
or by clicking the Background Color button
in the HTML formatting toolbar. To use
a color other than the ones listed, choose
Other and then choose a color from the
Color Picker (Figure 6.7).

¢ To insert a horizontal line into a note,
choose Format > Insert Horizontal Line
or click the corresponding button in the
HTML formatting toolbar.

¢ To add a date/time stamp to a note
(Figure 6.8), click in the note body where
you want to insert the date/time stamp
and then click the button at the right end
of the HTML formatting toolbar.

v Tips

B Formatted text that you copy from other
applications, such as a Word document,
retains its formatting when pasted into
an Entourage note.

B You can change the size of a note window
by dragging its bottom-right corner.

B Although you can add hyperlinks to your

notes by typing them or clicking the Insert
Hyperlink button in the HTML formatting
toolbar, they aren’t functioning links—
that is, you can't click them to launch your
Web browser and view the desired page.
The best you can do with an inserted
hyperlink is copy it from the note and then
paste it into the browser’s Address box.

97

S3ILON DNILLYWHO4



VIEWING AND ORGANIZING NOTES

Chapter é

Viewing and
Organizing Notes

Although the method used to view notes dif-
fers from that used to view messages (there is
no Preview pane for notes), many of the same
techniques that you use to organize tasks,
contacts, and messages also work for notes.

Opening notes for viewing
or editing

To view or edit an existing note, you must
first open it. Unlike email and newsgroup
messages, notes have no Preview pane.

To open a note:

1. Click the Notes icon in the Folder list,
choose Window > Notes, or press (#)(6).

The first option displays the note list in
the main Entourage window; the latter

options open a separate window for the
note list. k

2. Double-click the note title of interest.
GY

Click to select the note of interest and
then choose File > Open Note, click the
Edit button in the toolbar, or press (€)O).

The note opens in its own window
(Figure 6.9).

3. When you are through viewing and/or
editing the note, click the Save button
(if you've made changes) and then close
the note window.

ne——— TN = ——— —————§)]
[y = '5“‘.-- FE R Ll e s - |

;[ Didaaa gwiars }
|!:m—1w.ﬂ-]|n|zu1-m*1i:.%= E ek =

From: mmm
‘Bubject; Expanded Glbson & Epiphone Selostion - Nownlotter

0] I}pﬂ:ﬂ ITERERG g

“ wmmwwmwmwmr‘:ﬂ
iy,

mmmmnﬂmmmmm

epenis uASITRRE toIOURE | WiTrtai e L e 1 071 Baubienide 128

Figure 6.9 Whether you're creating, editing, or viewing
anote, it must be opened in its own window.
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Current sort column

i =——=s—aau

=
e 1

Sort-direction indicator

e T e e e

[ o - ot o, e Drem ﬂw‘l

LIS 1 svlasted

Figure 6.10 Click any column to sort the note list by
that column.

|

Organizing notes

Entourage provides several methods of organ-
izing your notes. You can:

¢ Change the display by deleting or
moving columns

L 2

Sort the note list

L

Delete the notes you no longer need

Assign categories to notes (see Chapter 1)

¢ o

Filter or search the note list to show only
notes that meet specific criteria (see
Chapter 1)

To change the note list display:

# You can change the order in which the
column heads are displayed by dragging
any head to the left or right.

+ You can eliminate any column head by
choosing its name from the View >
Columns submenu (removing the check-
mark that precedes the column name).
You can also choose columns from the
pop-up menu that appears when you

(Control)-click a column head.
To sort the note list:

¢ You can sort the note list by the contents
of any column. Click the column heading
by which you want to sort. To reverse the
sort order and change from an ascending
sort to a descending sort (or vice versa),
click the same column heading again.

#* The current sort column has a dark,
indented heading. The sort direction is
indicated by an up- or down-pointing
triangle (Figure 6.10).
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Chapter 6

To delete a note:

1. Inthe note list, select the note (or notes)
you want to delete.

2. Click the Delete button in the toolbar,
choose Edit > Delete Note, press (3](Delete),
or press [Delete].

A warning dialog box appears
(Figure 6.11).

3. Click Delete.
v Tips

B When viewing a note, you can view the
next or previous note in the current sort
order by clicking the Next or Previous
button in the toolbar (Figure 6.12) or by
choosing View > Next ({3])(1)) or View >

Previous {()(J).

B Note deletions are irreversible. There is
no Undo command for a note deletion,
and the notes are not moved to the
Deleted Items folder

B Torename a note, simply edit or replace
the text in the Title box.

Are you sure you want to permanently delete
the selectad nota{s)!

[ cancel | ! Delete l

Figure 6.11 When you are deleting a note, this
confirmation dialog box appears (unless you've turned
off confirmations). Click Delete to confirm the deletion.

— View next note

B e —— ————|

View previous note

3 Next AF Privions { el S |

Titte: [Gibson quiters
[arel__ 7 [reaom _I7)|| B
Fizure 6.12 Rather than double-click the header for

each note you want to read, you can display the next
or previcus note in the current window,
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Set layout options
F Print all or selected notes  Print preview
[ =]
Print Style = Praview =
Cl ]
Forme ¢ Datault (8 5 x | 1] )

(oo J(Ceatwon || mwml:

~Create a new format

—Print format

Figure 6.43 When you issue the Print command, this
Entourage-specific Print dialog box appears.

Whitteprint ———— -
[ Printout lines

EI’Q& numbers.
[1 Print ons note per page

e

|‘Clni:e'!”! 0K I

Figure 6.14 You can click the Layout button to set note
layout optians.

Printing Notes

As in other parts of Entourage, when you
print from the Notes component, a special
Entourage-specific Print dialog box appears,
enabling you to print in a variety of layouts.
If you want to print notes so that they fit in
a particular brand of organizer, for example,
you can design a custom form that matches
your organizer's page dimensions.

To print notes:

1. Switch to the Notes list by clicking its
icon in the Folder list or by opening the
Notes window (choose Window > Notes

or press (#](8)).

2. If you want to print only one note or a
selected set of notes, select the note(s)
in the Notes list.

To select multiple contiguous notes,
(Shift)-click to select the first and last note
files. To select noncontiguous notes,
(s¢)-click them. These selection techniques
can be combined.

3. Click the Print toolbar button, choose
File > Print, or press (#)(P).
A special Print dialog box appears
(Figure 6.13).

4. From the Print pop-up menu, choose
All Notes or Selected Notes.

5. Optional: Click the Layout button to set
layout options, such as the number of
notes per page and whether the paper
will have to be punched.

The Print Layout dialog box appears
(Figure 6.14). Make your choices and
click OK.

continues on next page
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Chapter 6

6. To print on standard printer paper,
choose Default (8.5 x 11) from the Form
pop-up menu.
or
'To print to a custom planner page size
(such as that used by a Day Runner, Day
Timer, or Franklin organizer), choose its
name from the Form pop-up menu.

7. Click OK.

The standard Print dialog box appears
(Figure 6.15).

8. Click the Print button.

To create a custom form:

1. Switch to the Notes list by clicking its
icon in the Folder List or opening the
Notes window (choose Window > Notes

or press (3¢)(6)).

2. Click the Print toolbar button, choose
File > Print, or press (&](F).
A special Print dialog box appears
(refer to Figure 6.13).

3. Click Add Form.

The Edit Form dialog box appears
(Figure 6.16).

4. Name the form, enter its margins and
dimensions, and click OK.
The new form is added to the Form
pop-up ment.

v Tips

B You can also print a single note by opening
it in its own window and then issuing
the Print ((%)(P)) or Print One Copy
((Option)38)(P)) command.

® You can edit or delete any note form by
choosing the form’s name from the Form
pop-up menu and then clicking Edit
Form or Delete Form.

Printer: [Laserwriter HNTX | = Dustination: [Printer 13
| Genrral 3] — . i
coples:[1___| Cicuniacen
I Pages: @ All
| S -
| Paper Source: @ All pagesfrom: | Cassefte 2]

[ O firstpage from: | Casiitte : 2
| Tl g Foim; 1‘c.&.-u_« = _:

Figure 6.15 To complete the print job, a Print dialog
box specific to your current printer appears.

Name the form —

o EitForm=—— |

Style: | Untitied Form |

Paper margins

L [

O |
Form marging =

N o -
won [T Ao

Form dimenajens — — ——

Lefnfsln)
5

e [T wee @
() C2)

Figure 6.16 To create a custom layout—for an
unsupported organizer, for example —enter the paper
and form dimensions in this dialog hox.
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Figure 7.1 The presence of links to an item is indicated
by an icon in the Links column.
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Figure 7.2 Clicking a link icon in any Entourage list
causes this pop-up menu to appear.

In most PIMs (personal information manage-
ment programs), every data item stands alone.
Entourage puts an end to that. Any Entourage
item—whether it’s an email message, news-
group article, task, note, or contact record—
can be linked to any other item. In addition,
you can link any item to an external file, such
as a Word or Photoshop document. For
example, if you receive an email message
confirming an upcoming business meeting,
you could create links between the message
and the person’s contact card, the scheduled
appointment in the Calendar, a note contain-
ing driving directions, and the proposal
{PowerPoint document) you intend to pitch
at the meeting.

If you look in any Entourage list, such as your
Inbox or Address Book, a link icon in the Links
column indicates that one or more items are
linked to that item (Figure 7.1). You can click
the link icon to reveal—and, optionally, open—
the linked items (Figure 7.2).

v Tip

B Links are two-way connections. That is, if
you link an email message to an Address
Book record, for example, you can open
the other linked item from either the
message or from the contact record. Both
items are marked with a link icon.
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Chapter 7

Creating Links

You can create three types of links: a link to a
new Entourage item (which you will create),
a link to an existing Entourage item, or a link
to an external file (such as 2 word processing
document, spreadsheet, or graphic image).

To create a link to a new item:

1. Select or open the item that you want to
link to a new item.

2. Click the down arrow beside the Link
toolbar button, and choose an item type
from the Link to New menu (Figure 7.3).

A window or dialog box appears in which
you can create the new item.

3. Create the item, save it and close its
window.

The link is created to the new itern.
To create a link to an existing item:

1. Select or open the item that you want to
link to an existing item.

2. Click the down arrow beside the Link
toolbar button, and choose an item type
from the Link to Existing menu
(Figure 7.4).

An Entourage window—such as the Notes
or Tasks window—opens, if necessary,
and the Link Maker window appears

(Figure 7.5).

3. Drag the item or items to which you want
to create links into the Link To box.

4. Click the Create Links button.
5. Close the Link Maker window,

Entourage creates the link to the item(s).

_Dpfn Links
Messages

' Link to Existing
7 Link 1o New

Mail Message..

News Message...
Calendar Event..
Task..

‘Contact...
Graup...

Figure 7.3 Open the Link to New submenu
when you want to link tc an Entourage
item that you're about to create, such as
& new ncte or Calendar event,

_ Openlinks
| Messages B
Link o Hew alends
— | Task.
Hote...
Contact...
Group...
Fila...

Figure 7.4 Open the Link to Existing
submenu when you want to link the
current item to an Entourage item or
disk file that already exists.

Bl o Link Maker o= PIE
Link from = —]
@ [ntroductions
Link to == ' —_

Sy SRS B @ oreR g

Cleor all ]| Create Lines |

[ Closz window after creating links

Figure 7.5 To link to existing Entourage
items, drag the item headers into the
Link Maker window.
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— Selected file
T e e ke g e |

To create a link to a file:

1. Select or open the item that you want to

= — ﬁ 0. link to a file.
Dale idified |4

b (& Applications 117400 e 2. Click the down arrow beside the Link
A L il toolbar button, and choose Link to

= G4 Documents 7/21/00 g _

[ Juurecods] 6/29/00 Existing > File.

ES;:;"”" ki o The Link to File dialog box appears
Choose f1Je 4o link lo ' (Figure 7‘6)'
(Cancel ] [[__unk l 3. Navigate to the drive and folder that con-

tains the file to which you want to link.
Figure 7.6 Choose a document file from disk to link to

the current item and then click Link. 4, Select the file, and click the Link button.

v Tips

W Another way to create links is to click in
the Links column of any list and hold down
the mouse button until a pop-up menu
appears (refer to Figure 7.2). You can
also find these link-creation commands
(Link to New and Link to Existing) in
the Tools menu.

B When you link to a file, it can be any type
of file—not just an Office 2001 document.

B You can instruct Entourage to create
links automatically between a person's
contact record and any messages sent
to or received from that person. Choose
Edit > Preferences > General, click the
Address Book tab, and check the check-
box labeled Automatically Link Contacts
with the Messages [ Send to Them.

If you then click a link icon in a message

list, you can summon the persons contact
record quickly. If you click the persons link
in the Address Book, you can view all mes-
sages sent to or received from the person.

B You can also create links by clicking but- Note that these aulomatic links are made

SHNIT ONLLYIY)

tons in the Links To window that appears
whenever you issue the Open Links com-
mand. See the next section ("Opening
and Viewing Linked Itemns”).

only for messages received after you set

the Preferences option. Previously sent or
received messages are not linked to a con-
tact record unless you link them manually.
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Opening and Viewing
Linked Items

You can open and view links to an itemn in
either of two ways:

¢ You can see all itemns that are linked to a
given item by clicking the link icon.
Linked items are grouped by type, such
as Messages, Contacts, and Tasks. Open
any of the submenus (Figure 7.7), and
choose the linked item you want to open.

When you open a linked Entourage item,
such as a note, task, message, or contact
record, Entourage displays it in its own
window. When you open a linked external
file, the program in which the file was
created launches, and the selected docu-
ment opens.

¢ To open a window containing a list of all
links for a given item (Figure 7.8), click
the link icon and choose Open Links.

You can double-click any of the linked
items in the Links To window to open them.

v’ Tips

B You can also open the Links To window
by selecting an item and then choosing
Tools » Open Links or by choosing this
command from the Links toolbar button.

B You can create links via drag and drop.
Drag any item into an open Links To
window to establish a link to it.

B You can also create new links in the Links
To window by clicking the Link to Existing
Item and Link to New Item buttons in
the toolbar.

— Submenus for defined links
e ———— —————05

[ e e e

Fanchan Frany =

Fain

5 i 1+ pted

Figure 7.7 The pop-up menu provides a submenu/folder
for every type of link that you®ve established for the
current item. This example shows message links,
Calendar event links, and a linked contact record.

e Tt e S Dk Tristing ien < T LIk W e s

Sy oot

= | seannies (4 Haswad =
T L Pt Ton Ser 1L IS S TT R
e = o BT AN
[ — Ten O 1T, TESE BT e

Fou Bad 11, 3908 S ob P

Figure 7.8 The Links To window lists all defined links
for the current item.
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Removing Links

If you link two items by mistake or no longer
want them linked, you can break the link
between them.

To remove a link:
1. Select or open either of the linked items.

2, Do one of the following:
A Choose Tools > Open Links.
A (Click the link icon, and choose
Open Links.
A (Click the Link toolbar button.
4 Click the down arrow beside the Link
toolbar button, and choose Open Links.

The Links To window appears (refer to
Figure 7.8).

3. Select the header of the link vou want
to break.

4. Click the Remove Link button.

The link is removed. Note that you cannot
undo this action. If you remove a link by
mistake, you will have to re-create the link.
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CUSTOMIZING | ¢
ENTOURAGE 7
FOR GENERAL USE

In this chapter, you'll learn the meanings of
and how to change the settings for the options
in the General Preferences dialog box. To view
the General Preferences dialog box, choose
Edit > Preferences > General or press (%)(; ).

General preferences apply to all Entourage

components. Be sure to check chapters 12 and
17 for information on setting the options in the
Mail & News Preferences dialog box, as well as
for other ways you can customize Entourage.

v Tips

B The General Preferences dialog box
automatically opens Lo the tab on which
you most recently changed a preferences
setting.

B Asan alternative to clicking to switch
tabs in the General Preferences dialog
box, you can press [Centrol|(Tab] or

Control .
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Chapter 8

General Preferences

You can specify general program behaviors
and a standard warning period for reminders
in the General tab of the General Preferences
dialog box (Figure 8.1).

General

¢ Double-Clicking in the Folder list Opens
a New Window. When this option is
checked, single-clicking an icon in the
Folder list displays its contents in the main
window; double-clicking an icon displays
its contents in a separate window. When
the option is unchecked, single- or double-
clicking an icon displays the item's contents
in the main window.

* Use Microsoft Office Keyboard Shortcuts for
Editing Text. When this option is checked,
it enables Microsoft Office navigation
shortcuts, such as using and
to go to the start and end of a line rather
than to the start and end of the document.
When the option is unchecked, standard
Macintosh shortcuts are enabled.

*  When Selecting, Automatically Select Entire

Word. When you select the space before or
after a word and then begin to drag into
the word, this option causes Entourage to
select the entire word automatically.

*  Use Smart Cut and Paste. Enabling this
option causes Entourage to strip extra
space from around words when you
delete text and to insert space around
words when you paste text.

* WYSIWYG Font Menu. When this option
is checked, the Font menus (in the menu
bar and in the message composition
window) list the font names in their
respective fonts (Figure 8.2) rather than
in plain text.

— Click to enable or disable Balloon Help

e e Gt et

/ Gassraly — _{ Tatenonr \ / Tarta\, /Betling \ £ tatifiiatas \

Genaral — - -
[ Double-ciicking bn the Folder |ist npens & new windsw
Use Micrasalt Office keyboard =horicuts for editing text
[ When setzcling, sutamatical Iy select entl re word
Use smar cut and pasie
[ wYsiveG fant menu
[ Display the Close box |n the main windaw

4 show tooivars

4 Show Tool Tips

[ condense text

[ Use relstive dales in ligls (Todsy, resterdsy)}
Messurement unis for printing Inches 3

Rem|nder — —
B 3ot detnutt reminger touecur [30_) [F] (Fnieateiore %)

——@sm;rmomm | cancel I ok

]

Figure 8.1 The General tab of the General Preferences

dialcg box.

[— Normal text Actual fonts
A8l VT Cones0ad  Laara ol ol 1T Gamduesnd E37) bad
B abasl o Cemidnned Light i FT Gy it
AGaramaayd Moivagorgd
M auarsmond Beld AGH r acend, Bold
¥ Anoramond Belatrelic AGwrumand Soldiraltd
K Adsramend ftallc Al ety ad Fudic
M Aleyatico Ayt 108
#  Alteycat ICGBald Miepeit]carold
Algnemem ¥ Andale Vons Anoale Nore
Mumbered List Appie Chancery AyhThacey
| Butleted List Arial Al
- Artel Black Astn) Wlack
increase Indent Arisl Narrow vl Nty
il Arlal Raunded MY Bold Arid Renrckect BT Botd
imaert Lise | B Frestige Elita Bold ¥ Prautipn Eliva Bald
Baskervilia 0ld face Paskernil C4 Faru
Bauhaus 91 Oy 43
Ball MT BaMT
Bemard M Condensed N WY (emenesd
Bemhard fsdern Roman Harnhard Bl ra By s
Bt Prestige Bitte BoldSlanted BE Froatige Elity BoldSlasrad
Buca flaton K4 Bowa Ratom 106G
Boco Aatun I0G Sulld Boca Btxbom KOGSs k1
Book Antigua Beak Anbiqun
Bockman 0id Style Poaknan Ol4 5tyls
Braggadecio DT snrio
Beitannic Bsld Grifanh 0 Bold.
Brush Script MT P
Catisto T ik NT
Capitals Caprmars
Century Gothie Centiry Golhie
Century Schoslbook Coutbury Sehwaot Ltk
narcoal arcoal
hicaga Crlengn
- -

Figure 8.2 Font names can be displayed in normal
text (left) or in the actual fonts (right).
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TooiTip a

[ | [ - ] - )

=rr=s o] B _é.ﬂ_n! &F “...f‘ . E P ——— .'”

Figure 8.3 ToolTips help you quickly determine the
purpose of any toolbar button.

¢ Display the Close Box in the Main Window.
Normally, you cannot close the main win-
dow. Enable this option to add a close box
to the Entourage window.

* Show Toolbars. When this option is
checked, toolbars are displayed above
Entourage windows.

¢ Show ToolTips. Tool Tips (Figure 8.3) are
briet help text strings that pop up when you
move the pointer over active toolbar icons.

¢ (Condense Text. When enabled, this option
causes text in lists (such as the message
list or Address Book) to be displayed in a
smaller, more condensed [ont, allowing
additional characters to be displayed.

¢ Use Relative Dates ir Lists (Today,
Yesterday). Recent dates in the message
list can be displayed as the actual date
(such as 4/12/01) or as words (Today
and Yesterday). The latter approach is
also used in the Finder

Reminder

® Set Default Reminder to Occur. When
you create a new reminder, the amount
of time specified here is offered as the
default warning time.

v’ Tips

B Another way to set the Show Toolbars
preference is to choose View > Toalbars.
When this option is checked, toolbars are
displayed; when the oplion is unchecked,
they are removed.

B Toolbars are meant (o give you quick
access to common commands that are
relevant to the current window: If you
find that you prefer using Entourage’s
menus and keyboard shortcuts to perform
commands (or if vou just need some
extra screen space), you may want to
hide the toolbars.
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Chapter 8

_———ceneral Fehmace e

e e -
[Genrat\ / adivers Boo \ /Cautamer \ / Famta /Fpeliing \ /TTativn \

Ganeral — e —

Address Book Preferences
In the Address Book tab of the General

Format phons numbers

Preferences dialog box (Figure 8.4), you can Dsfoult oroe cad:
set phone number-related preferences and Tl 2
message linking options. oo, 8 =1 Ly y

[CF Autornet Ically I1nk contacts wilh Lhe messsges | 2and Lo them
Gene I'al [ Aulometically match measege calegories to senders” calegories

¢ [Format Phone Numbers. When this
option is checked, you can choose a
phone number format that automatically
applies to all new numbers that you
enter in the Address Book, ensuring a
uniform appearance for all entries.
Choose the desired format from the
Format pop-up menu.

nnnr higs baltoons [ cancer ] [ MJ

Figure 8.4 Address Book preferences.

& Default Area Code. If you enter a default
area code, it is automatically applied to
all seven-digit phone numbers that you

o P DebaczaOekch  Chutw D |20 4I5ZPM  Mor s

s RaiBusy busy 1ECEOIBIT . Fane
s . 4l Salling Bosks L3 -] ]
enter in contact records (i.e., numbers b i S e

Applawares drbla PSS e

that are entered without an area code). Thi W 10N il aaieisE RRIBIS- Nene
Although it's customary to enter your
own area code here, you are free to enter
any area code with which many of your
contacts numbers are associated.

Figure 8.5 Outgoing messages can be linked to
contact records in your Address Book. To view items
linked to a particular message, click the link icon in
the message header and choose Open Links from the
pop-up menu that appears.

Messages
& Automatically Link Contacts with the

Messages I Send to them. Enabling this
option automatically links outgoing

messages addressed to anyone in your v Tip
Address Book with that person’s contact _ .
rerond [Figare8.5). B Phone number formatting is applied only

to new contacts and phone numbers.

¢ Automatically Match Message Categories Existing contacts—whether imported or

to Senders’ Categories. If you've assigned
categories to some contacts in the
Address Book, any messages received
from those contacts are assigned to the
same categories.

entered by hand—retain their original
formatting. The only way to correct the
old records is to edit each of the phone
numbers (removing a dash, for example)
and then resave the contact record.
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= —GeneraiPremrences ——

First dey of wee:
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Figure 8.6 Calendar preferences.
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Figure 8.7 Holiday groups can be based on religion or
country. Choose one or more holiday groups to add
notations for those days on the calendar.

Calendar Preferences

You can set Calendar display options—such as
the starting day of the week and the days that
are considered to be part of your work week—
in the Calendar tab of the General Preferences
dialog box (Figure 8.6). Workdays and work
hours in the various Calendar views are dis-
played in white; non-work hours and days
are indicated by a pattern of diagonal lines.

¢ First Day of Week. Choosc the day that
you want to be displaycd as the first day
of the week. (Although a traditional cal-
endar displays Sunday as the first day of
every week, you may want to set the
Entourage calendar to your first workday
of the week, for example.)

* Calendar Work Week. Add a checkmark
for every day of the week that you gener-
ally work.

¢ Work Hours. Specify the starting and
ending hours for your workday.

¢ Delete Non-Recurring Events Older Than...
By using this option, you can instruct
Entourage to automatically delete expired
events after a set number of days. If you
prefer to manage expired events manually,
remove the checkmark.

* Add Holidays. Click the Add Holidays
button to add country-specific or religious
holidays to your calendar.

An Open dialog box appears, with the
Holidays file selected. Click Open. Click
checkboxes to select the desired holiday
group or groups (Figure 8.7); then click OK

v Tip

m To remove all or only selected holidays from
your calendar, conduct an Advanced Find,
using the criterion Category Is Holiday.

In the Search Results window, select the
holidays you want to remove, and click the
Delete button (or press the key).
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Chapter 8

Fonts Preferences

You can specify the default fonts and font
sizes to use when you compose and print
messages and display lists (Figure 8.8). You
can select a different font and size for each
of the following items:

® HTMIL Messages (Proportional). The
chosen font and size are used as defaults
when you compose formatted (HTML)
messages.

¢ Plain Text messages (Fixed-Width). The
chosen font and size are used as defaults
when you compose unformatted (plain
text) messages.

¢ [jst Items. The chosen font and size are
used to display lists within Entourage,
such as the message headers, the Folder
list, and contact records.

* Printed Items. The chosen font and size
are used when you print unformatted
(plain text) messages.

v Tip

B The latter three font settings affect only
the appearance of messages on your
system. When you create a plain-text
message, it doesn't matter which font or
size you've choser; the message is delivered
as a single-font text file. On the other hand,
when you compose an HTML message,
the default proportional font is used—
unless you override it by choosing other
fonts, sizes, styles, and colors.

= =

_Generol Preferences

lmv a0y m\fwvw\

Fonts —

Dafault fonts for language. lwmzm_p-- 1g)
HTML masseges (proportionsl): [ verdam vajliz is)
Plain texl mssasgen (fixed-width): [Fasscs.  [=]|9 =)
List items: [veream i | EEET |
Printed (tems Courinr o TR

Stow or hioe dalloant

[Lcancet |[[__ox__Jf

Figure 8.8 Fonts preferences.
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Figure 8.10 The spelling checker can flag misspelied
words as you type,

— Suggested replacements

— Questionable word

Spellnp - -~ ——i |

WMoyt in Dictionary
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|_lgnore All |
[ ada ]
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Change All |
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|

| Optlons.. i i \ndo __] [ cancel

Figure 8.11 When performing a spelling check,
Entourage can suggest replacements for words that it
doesr’t find in its main or custom dictionaries,

Spelling Preferences

You set spell-checking options in the Spelling
tab of the General Preferences dialog box
(Figure 8.9). If you don't have the Office 2001
proofing tools installed on your computer,
the Spelling preferences are dimmed out.

@

Check Spelling As You Type. When this
option is enabled, Entourage flags all
suspect words by displaying them with a
colored, squiggly underline (Figure 8.10).

Always Check Spelling Before Queuing
Outgoing Messages. When this option
enabled, Entourage automatically initiates
a spelling check when you send a message.
If this option is disabled, you have to choose

Tools > Spelling or press (Option)3)(L).

Always Suggest Corrections. When this
option is enabled and you perform a
spelling check, Entourage lists one or
more possible replacements for each
suspect word (Figure 8.11). Unless you
want to make all changes manually, leave
this option checked.

Suggest from Main Dictionary Only. Enable
this option if you want replacement words
to be drawn only from the main dictionary.
Leave the option unchecked to draw
replacements from the main dictionary
and a custom (user-created) dictionary.

Ignore Words in UPPERCASE. Enable this
option to ignore all words that are
entirely in uppercase. Acronyms, such as
IBM., for example, frequently appear in
uppercase.

continues on next page
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Chapter 8

& [gnore Words with Numbers. Enable this
option to ignore all words that contain
numbers, such as 7Office.

& Ignore Internet and File Addresses.
Because Web URLs, email addresses,
and file paths seldom contain real words,
enable this option to ignore them during
spell checks.

* Custom Dictionary. You may have a custom
dictionary (one created during Word
spelling checks, for instance) that stores
the spellings of words not listed in the
standard dictionary, such as proper names
and industry-specific terms. Click the
Dictionaries button to select or change
your custom dictionary (Figure 8.12).

* Dictionary Language. Select a language
to use when conducting a spelling check.
For most users, the only choices are
English dictionaries: Australia, Great
Britain, and the United States.

~— opemMicrosomemtowrage

&

[ Microson =] E l:!

b 3§ clipboard as30/00 |~
= Lstam Dictiamey | 10/20/00
B T4 Microsoft Find File 9711700
Show: | All Readable Documents o
Sellect cuetom dictionsry fle
[ [ cancet | || Select l

Figure 8.12 You can choose a different custom
dictianary in this dialog box. '
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Figure 8.13 Nctification preferences.

Are you sure vau want to permanently delete
the selected contact(s)?

II Cancel I Delete

Figure 8.14 When canfirmation far deletions is
enabled, this dialog box appears when you attempt to
delete an item.

All confirmation dialogs have been reset.

)

Figure 8.15 This dialog box appears to confirm that
formerly disabled dialog boxes now appear.

Notification Preferences

Use the Notification tab of the Preferences
dialog box (Figure 8.13) to specify sound
effects for mail actions, choose a notification
method for announcing new mail, and reset
confirmation dialog boxes.

Notification

* Require Confirmation When Deleting.
When this option is checked and you
attempt to delete an Address Book con-
tact or a message in the Deleted Items
folder, a dialog box (Figure 8.14) asks
whether you're sure you want to delete
the item(s). Otherwise, the item is deleted
automatically.

¢ Reset Confirmation Dialogs. If you've
disabled one or more confirmation dialog
boxes, you can restore them all by clicking
this button (Figure 8.15).

® When New Mail Arrives. To let you
know that new mail has been received,
Entourage can flash the Entourage icon
in the Application menu (the top-right
corner of the Macintosh menu bar)
and/or bring Entourage to the front auto-
matically. Note that the selected action(s)
occur only if Entourage is hidden or isn't
the frontmost application.
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Sounds

Use this section of the dialog box to specify
mail events that will be accompanied by a
sound effect.

L d

Sound Set. Choose a sound set from the
drop-down list. Each set normally con-
tains six sounds: Welcome (played at
Entourage startup), New Mail, Sent Mail,
Mail Error, No Mail, and Reminder.
Checked sounds are played; unchecked
sounds are not played. You can listen to a
checked sound by clicking its speaker icon.

v Tips

Disable the option to Require Confirmation
When Deleting at your own risk. If you
accidentally delete a contact record, for
example, there is no way to undo the
deletion.

Deleted contact records are, in fact.,
deleted. Deleted email, on the other hand,
is simply moved ta the Deleted Items
folder. To complete the deletion of mail,
open the Deleted Items folder and select
the items that you want to permanently
delete. Then click the Delete button in the
toolbar, choose Edit > Delete Message,

press [#](Delete), or press (Delete).

You can download additional sound sets,
as well as learn how to create your own,
at waw. soundsetcentral . com.

To be included in the Sound Set pop-up
menu, a sound set must be stored in the
Entourage Sound Sets folder (which you
locate by opening the Documents folder
and then the Microsoft User Data folder).

Outlook Express 5 sound sets contain five
sounds rather than six; they are missing
the Reminder sound.
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Figure 9.1 Addressing and composing email messages
is simple in Entourage.

Even if this is the first time you've had an
Internet account, you've probably heard the
term email bandied about. Email (short for
electronic mail) is a text message or note
sent from one persons Internet account to
another’s. With most Internet accounts, you
must have a computer program known as an
email client to compose and send messages
(Figure 9.1), as well as to receive and read
messages from others. Because Entourage is
capable of sending and receiving email, as
well as tracking newsgroups, it can serve as
your email client ard your newsgroup reader.

This chapter offers some background infor-
mation regarding email. You'll learn about
these topics in detail in the other chapters in
Part IL.
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Chapter g

Types of Email Accounts

There are three main types of Internet mail
accounts that you might have: POP (Post
Office Protocol), IMAP (Internet Message
Access Protocol), and Web-based (such as
Hotmail and Yahoo! Mail). Entourage can
send and retrieve email from all three types
of accounts (as explained in Chapter 2), and
you can create mail rules for each account
type (Figure 9.2). Your ISP (Internet Service
Provider) will let you know whether it pro-
vides POP or IMAP support so that you can
configure Entourage correctly. Regardless of
the account type that your ISP provides, you
can have one or several Web-based email
accounts, too.

POP accounts

POP accounts are by far the most common
type of email account. In fact, unless your
ISP tells you otherwise, you can assume that
your email account uses POP. When your
emalil client (presumably, Entourage} connects
with your ISP’s mail server to check for new
mail, it is sent to your Mac from a POP server.
After you've received the new mail, it is auto-
matically deleted from the server. Thus, the
mail server acts only as a temporary repository
for both outgoing and incoming email.

IMAP accounts

Unlike POP accounts, an IMAP account is
rot a ternporary repository for email. In fact,
the email never actually leaves the IMAP
server—until you specifically send instruc-
tions to delete it. Instead, the IMAP server
acts like a node on a network to which you
can connect. Thus, rather than downloading
your new mail, you're simply viewing it on
the IMAP server.

o S— _ Rules = BN
| B 1 Delete ' Af Hree s U0 Hove: Do

/il o) \ TRl GaeT /il tma, / Teres \ /Guaia \
[(Enssisd | Nare T )

B4 Possible Junk

—

Figure 9.z In Entourage, you can create separate
message rules for handling incoming POP, IMAP, and
Hotmail messages. Each tab of the Rules dialog hox
lists rules for a different account type.
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Figure 9.3 Hotmail (www. hotmail.com) is a widely
used Web-based email service. You can create an

unlimited number of free Hotmail accounts, if you like.

Web-based accounts

Web-based email accounts rely on a Web
browser to send and retrieve email, rather than
require you to use an email program. Their
advantages include the fact that the accounts
are often free and that you can connect to
them from any computer at any location in
the world. All you need is a Web browser and
Internet access (Figure 9.3).

Because Microsoft owns Hotmail (a popular
provider of Web-based email), Entourage is
designed to handle such accounts. You can
use Entourage to send and receive email from
one or multiple Hotmail accounts. Entourage
can also handle other Web-based accounts as
long as they offer POP support. Yahoo! Mail
is an example of a popular Web-based email
provider that has POP support.

v Tips

W How can you tell whether your ISP uses
POP or IMAP for mail handling? Don't
guess. That information should be pro-
vided when you sign up with an ISP.
Although the provider may not specifically
state which of the two protocols it sup-
ports, you can generally tell from the mail
servers names. For a POP account, for
example, the incoming mail server’s name
typically starts with POP, POP3, or mail.

B Some Internet Service Providers (such
as America Online and many of the
advertisement-supported, free Internet
providers) require that you use their pro-
prietary software to send and retrieve
email. You cannot use Entourage to
manage these email accounts.

continues on next page
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B Why bother with Web-based accounts if
you already have a regular ISP-provided

or company-provided email account? N ETASE T T E—
: . 8 L C ] omad Mid = il i+ PO o e Ervio

There are two great reasons, First, if you ||| Arwsatima Dubook Exproms BES)

! — i e e
travel regularly, you can access a Web- : e ol S L

| s: e T
based account from anywhere in the T EENEIRATE ) fun b oo oo o

ct il == T = = Che the "Add” s :
world, using any Mac or PC. All you need Tl | Rt -
is a browser; you don't need Entourage. S| PRt R2e st L W
. | o

Second, because Web-based accounts are , " S PP i e g My e !

e i | 7 - 3 '[:h [n:u‘mﬂnl‘i POP3 D\{AP,orHﬂ'PJuN:r
often free, you can use them to send and | AR -
receive email that youd rather not have - -
cluttering up your regular email account. Figure 9.4 To canfigure Entourage to send and receive
To register at a Web site, for example, you email from a Yahoo! Mail account, refer to Yahoo's Help

are generally asked to provide an email Desk instructions for OQutlook Express 5.

address. To avoid receiving volumes of
unwanted advertising email (called spam)
at your regular email account, you can have
it all addressed to a Hotmail account.

B Tolearn how to sign up for a Hotmail
account and access it from Entourage, see
Chapter 2. To determine whether another
Web-based email provider also offers POP
support, refer to its online help pages

(Figure 9.4).
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username@domain

Figure 9.5 Every email address contains a user name,
the @ symbal, and the domain name of the Internet
service provider. Email addresses contain no spaces;
capitalization is unimportant.
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Figure 9.6 Entourage’s Address Book rivals that of
most personal information management (PIM)
programs.

Email Addresses

Regardless of whether you are using a POP,
IMAP, or Web-based email account (or have
some combination of accounts using any
of these three approaches), each email
account is identified by a unique address,
such as jpt417@8microsoft.comor
bobp@linetop.net. The address consists of
three parts: a user name, the @ symbol, and
a domain name (Figure 9.5). When you
create the account, you normally get to
choose your own user name, The domain
name is simply the name of the company
that is providing access to the Internet.

When people want to send you an email
message, they address it to your email address,
and when you want to send someone else a
message, you send it to that person's email
address. Because you may know dozens or
even hundreds of people, theres little point in
trying to memorize email addresses. Programs
such as Entourage generally include an
Address Book (Figure 9.6), in which you
can easily record important email addresses.
When you want to create a new message,
you can select addresses from the Address
Book rather than type them from memory:.

See Chapter 10 for more information on email
addresses and Chapter 3 for instructions on
using the Address Book.
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Working Online and Offline

In addition to working with Entourage inter-
actively by reading and replying to news
articles and email messages while you are
online, you can work while you are offfine
(not connected to the Internet).

Why would you want to work offline? Here
are a few common reasons:

¢ If your Internet account doesn’t provide
for unlimited access, you can save on
time-based connect charges by doing
much of your work offline.

¢ Ifyou're traveling and have a portable
computer, you can read previously received
emnail messages as well as compose new
messages that will be sent the next time
you connect to the Internet.

+ If you use your phone line for both voice
calls and Internet access, you can work
offline to free up the phone line.

In a nutshell, here’s how it works. To go offline
in Entourage, choose File > Work Offline
(Figare 9.7). The status bar changes to read:
“You are working offline” (Figure 9.8).

Note that going offline does not disconnect
vou from the Internet. To do that and free up
your phone line, you'll have to use Remote
Access (or whatever program you're using

as a dialer) to disconnect.

Project Gallery.. O&EP
New »
Open 'Deleted tems® %0
Close #W
Save s
Save As..

Save As Qustom View
Save AsWeb Page..

Revert :

Import... .

Export Contacts.. Figure 9.7

Page Setup.. When chgcked, the
Print One Copy “CHEP Work Offline command
Pl"iﬂt..:_ j’"P 2

shows that you are in
offlineg mode, When
there is no checkmark,

Switch II:EE-ﬂtiiy.; ; é?:e'q d

Quic ¥9 | you are in ontine mode.
S
You are working offline 7

D e ———
Figure 9.8 When you are working offline, this
message is displayed in the status bar (in the bottom-
right corner of the Entourage window).
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Temporarily go online to complete this task
Stay in offline mode —

Go online and stay oniine ~I

The application |s currently Inl “Work 0fin |~ mode which keap
fram connacting to the netwo i

Would you like to averride thi| te compiet] e roquestsd 3

[Warkoniine | [~ cancel [i_ override l

Figure 9.9 If you’re in offline mode, this dialog box
appears whenever you perform an action in
Entourage that would require yaou to be online.

While offline, you can read previously down-
loaded email messages. You can also compose
new email messages and newsgroup articles
and store them in your Outbox (using the
Send Later and Post Later commands,
respectively) until you're ready to go online
and send them.

If you perform any action that would require
you to be online, you are given an opportunity
to go back online (Figure 9.9). Actions

that cause this dialog box to appear include
issuing a Send Now or Post Now command,
running a mail send or fetrieval schedule,

or clicking a newsgroup article header
{which is the command to download the
selected message).

To switch back to online mode, choose File >
Work Offline again (to remove the checkmark).
If you've also disconnected from the Internet,
you may have to use Remote Access or your
other dialer program to reconnect.
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COMPOSING

AND SENDING EMAIL

User name —] r—- Domain name

i
bjames@ispv\}orld.com

Figure 10.1 Every email address consists of a user
name, the @ character, and a domain name.

When you send a message, you indicate the
intended recipient by specifying his or her
email address. Every email address is unique.

Every email address has two parts: a user
name and a domain name (the service with
which the person has an account), as shown
in Figure 10.1. The domain might be an
Internet service provider (earthlink.net), a
company (microsoft.com), an information
service (aol.com), or an educational institu-
tion (hnre.tufts.edu), for example.

Every domain name is represented by a
suffix (also called a zone) that indicates
what kind of organization it is. Common
suffixes include:

* _com (commercial)
.net (network)
.org (organization)

.edu (educational)

* 4 ¢ o

.gov (government)
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User names are either created by the individual
or assigned by his or her service or institution.
User names can include letters, numbers, and
special characters, such as underscores and
periods. Spaces, however, are not allowed.
Although hundreds of people on the Internet
may have the same user name, there can be
only one person with a given user name in

a domain.

The user and domain names are separated
by an @ character. Here are a few typical
email addresses:

* spatterson®@aol.com
(an America Online address)

4 kandykorn@postoffice.ptd.net
(an ISP address)

¢ dave73@eng.uchicago.edu
(an educational address)

As you can see, you may or may not be
able to determine a person’s name from an
email address.

To make it easy to deal with complex, lengthy
addresses, most email programs provide an
address book in which to record addresses
(see Chapter 3). Every address is linked to the
persons full name, company, and other iden-
tifying data (Figure 10.2). When addressing
email, you can choose the recipient’s name
from the Address Book (Figure 10.3). Thus,
after recording an address, you'll never have
to type it again.

0. jemoAwesthD
T D Hne remeto | i Sptim - gm._‘ﬁ d Elcemparins = '

Somrary \ /e & T-men\ [ ieee \ / wiire /[ Peraeel ) [ O0Mr

—

#James Anders, Ph.D.

_E-mall sbiress
< Janders@aholmall cam (Wor <}
.)janderswyahounum {work)

Waes wdiresy

B~ 1827 Ridge Rosd
Phoeniy, AT 86002

i@ nitp / Avw anders sam

Werk address
e 47 Hain Street
Photna, A2 BEODT

Talephome
@, Homs £23-555- 1205
R work, 02-741-1111

l Last measege scrt Tus San 26, 2000 154481 Lest message revalved never

O risgme [ B¢ this contect wilh Palm Begueians

Figure 10.2 A contact record in the Entourage Address
Book lists a person’s name, email address, and other
contact information.

ot N Remave | g Choc pemes |13 fAadress Bk

T

Figure 10.3 When you type a message recipient’s name,
Entourage’s Address AutoComplete automatically
presents a pop-up list of all possible matches.
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v Tips

If you are allowed to create your user
name, choose one that readily identifies
you. Unless you want to remain anony-
mous, sschwartz and steveschwartz are
better choices than roadhog or dude1.

Although letter case doesn't matter when
addressing email, the convention is to
type email addresses in all lowercase.

Include your email address on letterhead,
business cards, and fax forms. When
making new business contacts, it’s
important to provide as many convenient
contact methods as possible.

If you change 1SPs, inform everyone in
your address book of your new email
address. (Your address changes when you
switch providers.)

If you have multiple email addresses—
whether with a single or multiple service
providers—Entourage treats each as a
separate account. Refer to Chapter 2 for
information on creating additional
accounts.
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Composing Email

You can create three types of messages in
Entourage:

® New messages. Messages that you
compose from scratch.

# Replies. Responses to rcceived messages.

Forwarded or redirected messages.
Received messages that you are sending
to someone else.

All messages are composed in a separate mes-
sage window (Figure 10.4). The message
window has three sections: the message
header (the To, Cc, Bee, and Subject lines), the
attachments list, and the message body (the
text of the message). Note that the window
title differs for each message type, showing
Untitled for an original message, Re: for a
reply, Fw: for a forwarded message, and the
original subject for a redirected message.

The first step in creating a message is open-
ing a message window. The procedure you
use depends on the type of message you

are creating.

To create a new message:

+ With a message folder selected in the
Folder list, click the New button in
the toolbar, click the down arrow beside
the New button and choose Mail Message
from the drop-down list; choose File >
New > Mail Message; or press [3]N).

+ With a non-message folder (such as the
Calendar) selected in the Folder list, click
the down arrow next to the New button
and choose Mail Message from the drop-
down list; choose File > New > Mail

Message; or press (Option]3[N).

¢ Select a name in the Address Book, and
click the New Message To button.

+ (Control}-click 2 name in the Address Book
and choose New Message To (Figure 10.5).

Attachments list —

Message header — Message body
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Figure 10.4 All messages are composed in a separate
window like this one. The Subject text automatically
becomes the window's title,
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Figure 10.5 You can [Contral)-click a contact name in the
Address Book to address a new message to that person.
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Figure 10.6 If you click an emall address that is
embedded in the body of a message, Entourage
creates a new message addressed to that person.
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&
s  Read Mail Figure 10.7
MNew Message You can email the URL
(address) of a Web page

that you're viewing in
Internet Explorer 5,
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Figure 10.8 When you choose 1E5"s Send Link
command, the current Web page’s URL becomes the
first line of the message. The Web page’s title
becomes the message Subject.
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Figure 10.9 When you reply to a message, the original
author’s text is marked with > characters.

¢ (Click an email address of a received
message or on a Web page (Figure 10.6).

¢ (Click the Mail button in Microsoft
Internet Explorer 5, and choose Send
Link from the pop-up menu that appears
(Figures 10.7 and 10.8).

To create a reply:

1. Select the header of the message to which
you are replying, or open the message in
its own window.

2, Click the Reply button, choose Message >
Reply, or press (3¢]R).
It is customary to quote relevant parts of
the message to which you are replying
(Figure 10.9). To automatically insert a
copy of the original message into your
reply. choose Include Entire Message in
Reply in the Reply & Forward section of
the Mail & News Preferences dialog box
(see Chapter 12). You can edit the quoted
text as needed.

To forward a received message:

1. Select the header of the message you
want to forward or open the message in
its own window.

2. Click the Forward button, choose
Message > Forward, or press (38[J).

To redirect a received message:

1. Select the header of the message you
want to redirect or open the message in
its own window.

2. Choose Message > Redirect or press
(OptionJ3&] J].

v Tip

B Another way to open a window for a reply,
forward, or redirect is to (Control}-click the

message header and choose the appropri-
ate command from the pop-up menu.
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The Three Reply Commands

There are three Reply commands in the Message menu (Reply, Reply to All, and Reply to
Sender), as well as two Reply buttons (Reply and Reply All).

¢ To reply only to the person from whom you've received the message, use Reply. This is
the command you will use for most replies.

¢ To send a reply to a messages author, as well as to all other people listed in the To and

Cc lines, use Reply to All

¢ Ifyoue replying to a newsgroup message, choosing Reply to All sends two copies of
your message: one to the author’s email address and another to the newsgroup from

which the message originated.

¢ To reply to the author of a message you've received from a mailing list, use Reply to

Sender.

More About Forwarding and Redirecting Messages

Forwarded (Figure 10.10) and redirected (Figure 10.11) messages differ in the manner in
which the original message text is displayed. Forwarded message text is quoted—that is,
each line is preceded by a > symbol. Redirected text is not quoted; it appears exactly as it

was in the original message.

You can edit any message you are forwarding by adding, deleting, or changing the text.
Redirected message text, however, cannot be edited. A redirected message is a duplicate of

the original.
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Figure 10.10 The original text in a forwarded message
is generally marked with > characters.
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Figure 10.11 A redirected message is identical to the
original message.
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Type the recipient’s name or email address here

‘....,_w_,g\hfj-d-i--ﬂs‘-—- !

!

Figure 10.12 Enter recipients’ names in this pop-up
window.

The Message Header

Every message must contain some basic
information in the header (refer to Figure
10.4) that indicates who the recipients are
and the message subject. The message
header contains five lines: To, From, Cc, Bec,
and Subject.

Addressing the message

The names or addresses of the primary recip-
ients are entered in the To line. Use the Cc
line to specify recipients of a “carbon copy”
of the message. Names in the Bec line receive
a blind carbon copy of the message—that is,
their names will be invisible to the other recip-
ients. Enter a short title or explanation of the
message subject matter in the Subject line.

Entourage provides several ways for you to
select message recipients, as described in the
following sections.

To address a message:

1. If you are creating a new message, for-
warding a received message, or redirecting
a received message, the address pop-up
window appears automatically (Figure
10.12), with the To box selected.
or
If you are replying to a received message
and want to add or modify the list of
recipients, click the To, Cc, or Bee line in
the header. A pop-up window appears,
as shown in Figure 10.12. (Note: If the
recipient list is already correct, you don’t
need to do anything.)

continues on next page
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2. Begin typing any part of the recipient’s
name or the beginning of his/her email
address in the To box. As you type, all
matching contacts from the Address
Book are presented in a pop-up list
(refer to Figure 10.3). Click to select the
desired name.

3. The insertion point jumps to the next
line automatically, enabling you to add
the next recipient (if desired).

You can also add more recipients to this
section of the message header by clicking
the Add button or by pressing (Tab).

4. To add recipients to other sections of the
message header (Cc or Bec), click that
section of the pop-up window and add
them as you did in the To section.

5. To remove a recipient. select his/her
name and then click Remove.

6. To accept the recipient list, click the close
box in the top-left corner of the pop-up
window.

The chosen name(s) appear in the mes-
sage header (Figure 10.13).

Addressing a message from
the Address Book

You can create a new message addressed to
any recorded contact by selecting the person’s
name in the Address Book window or pane
and clicking the New Message To toolbar
button. A new message window appears,
addressed to the chosen contact.

If you have a large enough screen to display
both the Address Book and the message
window, you can also address messages by
using drag-and-drop. Drag the contact’s
address from the Address Book into the
message header

Message recipients
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Figure 10.13 When you close the pop-up windaw, the
recipients’ names are displayed in the message
header. (if a recipient is not listed in the Address
Book, his/her email address is listed instead.)

134



Composing and Sending Email
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indicates that the person is not in your Address Book
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Figure 10.14 Click the Check Names button if you know
a person’s name but net his or her email address.

Entering a recipient manually

You can also type or paste an email address
into the To, Ce, or Bec line of the message
header.

*

[f the contact isn't in the Address Book,
type or paste the email address into the
To, Ce, or Bece line.

If the recipient isn't in the Address Book
and you don't know the email address,
type the person or company’s name and
then click the Check Names button
(Figure 10.14). The default directory
service (BigFoot, Infospace, WhoWhere,
or Yahoo! People Search, for example) is
consulted for possible matches. Note that
you must be online to use this feature.

v Tips

Web pages often contain mailto links
that—when clicked—instruct your default
email program to address a letter to the
person or company specified by the link.

Like Web pages, email messages can con-
tain mailto links. It's not unusual for people
to use their email address as a line in their
signature, for example. To create a new
message addressed to the email address
specified in the link, click the link.

You can drag addresses among the To, Cc,
and Bec lines of the message header.

If you don't want any of the recipients to
know about the other recipients, enter
thern all in the Bec section of the message
header. There is no requirement that a
message have any visible recipients.

d3aviy I9vSsS3I|N 3HL

Although you aren’t required to enter a
Subject for every message, it’s always a good
idea to include one. A Subject line makes
it casier for you and the recipients to find
the message in the message list later.
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Writing the Message

When you're writing messages. Entourage
works like a word processing program.
Words automatically wrap from one line to
the next. You have to press only when
you want to start a new paragraph.

Similaly, the standard text-editing commands
are available. You can choose the following
commands from the Edit menu (Figure
10.15) or use their keyboard shortcuts:

* [Undo or [3]Z) Undoes the most recent
edit or command.

¢ Cutor Deletes the selected text
and places a copy of'it on the Clipboard,
making it available for pasting,

¢ (lear. Deletes the selected text without
saving it to the Clipboard.

¢ Copyor Copies the selected text
to the Clipboard, making it available
for pasting.

* Pasteor Pastes text from the
Clipboard at the cursor location.

* Paste As Quotation or (3] '), Pastes text
from the Clipboard as quoted (>) text.

® Select All or []A). Selects all text in the
document.

¢ Find or (38]F). Searches for text in the
message body (Figure 10.16) when you
click the Current Item radio button in the
Find dialog box. Press to find addi-

tional instances of the search text.

Undo Paste =7
e =K
Copy L ld
Faste Y
 PastéAs Quotation  X°
Crar
Apteet Sune 02X
ret Al i
Dupiirato =0

Delete Matsage L 1]
—ibgsteineay  XRE)
Catégorias K
Auto fext Cleanup 13

O ot Siin O 8- . .
ncrassa tomtsie one | Figure 10.15 The Edit menu

| Ml wr | contains many commands that
Advancedfind_  ~CHF .

findpeacedoms | help you compose and edit

L freferences k| puigoing messages.

Search only the current item

(e

Find: | Macworld |

@ Current item
O | All ttema | ] []SearchInboc"only

[ Search subjects, titles, and nams=s oniy

Figure 10.16 You can use the Find command to locate
a particular texf string in the current message.
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Figure 10.17 The Edit > Auto Text Cleanup
submenu.

Table10.1

Auto Text Cleanup Commands

COMMAND DESCRIPTION

Straighten Quotation Marks | Replaces curly quotes
with straight quotes

Rewrap Paragraphs Removes hard carriage
refurns

Increase Quoting Adds one level of quoting
(>) to selected text

Eliminates all quoting
(>) from selected text

Changes selected text to
all capital letters

Changes selected text to
all lowercase letters

Remove Quoting
To UPPERCASE

To lowercase

v Tips

You can select a word by double-clicking
anywhere within the word. Triple-click to
select an entire line of text.

Normally, when you reply to or forward
a message, the entire text of the original
message is quoted automatically. To
restrict the quoted text to a portion of
the original message, highlight that text
before issuing the Reply or Forward
command.

The Edit > Auto Text Cleanup submenu
(Figure 10.17) contains useful commands
for cleaning up plain-text messages, espe-
cially if you're pasting text from other
documents or forwarding or replying to

a message. To clean up only a portion of
the message, select the message text
before choosing a command. If no text is
selected, the entire message is cleaned.
See Table 10.1 for details.

I9VSSIW IHL ONILINM
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Formatting a Message

You can create plain-text and formatted
(HTML) messages in Entourage. Options for
the two formats differ significantly.

You specify a default message format in the
Compose section of the Mail & News
Preferences dialog box (Figure 10.18).

Regardless of this setting, you can select a
format for each new message. When the
Format > HTML command is not checked,
the message will be plain text. When HTML
is checked, the message will be formatted text.

Plain-text formatting

Plain-text messages are formatted with a
single font and point size. The messages have
no style support (such as boldface and italic)
and no paragraph alignment commands.
Tabs can be included but are treated as
strings of spaces. For compatibility with
other mail programs and computer systems,
most messages that you send and receive
probably will be plain text.

HTML formatting

HTML messages can contain multiple fonts,
sizes, styles, and colors. You can set paragraph
alignments (left, right, and centered), create
bulleted or numbered lists, and choose a
background color for the message.

To set formatting for selected text or for the
current paragraph, you can choose options
from the formatting toolbar (Figure 10.19)
or the Format menu (Figure 10.20).

— Choose o default email message format
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Figure 10.18 The Compose section of the Preferances
dialog box.
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Figure 10.19 When you create an HTML message,

Entourage displays a special toolbar with formatting
commands.

— Indicates that the current
message is HTML-formatted

Fant Color
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Character Set
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InsertHorizantaitine |  Figure 10.20 The Format menu.
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You can insert separator lines (rules) and
headings into HTML-formatted messages.
To add a rule, choose Format > Insert
Horizontal Line or click the Horizontal Line
button at the right end of the formatting
toolbar. To insert a heading, choose Format >
Heading and choose a heading level (1 to 6).

v Tip

B HTML formatting is visible only in HI'ML-
capable email programs and browsers. If
you don't know which email program the
recipient uses, stick to plain-text messages.

Inserting a text file

There are two ways to insert text from other
documents into a message. One way is to Copy
(38)C)) the text and then Paste ((3]V)) it into
the message. The second method is to insert
the text by selecting it in the other application
and then dragging it into the Entourage mes-
sage window. For the latter method to work,
the application in which you've selected text
must support drag-and-drop.

v Tips

B When you are inserting text into a mes-
sage by pasting or dragging and dropping,
formatting (fonts, styles, and so on) is
copied only when you are creating an
HTML message. To ensure that format-
ting is retained, choose Format > HTML
before dragging or pasting the text into
the message. (When formatting is
enabled, the HTML command is pre-
ceded by a checkmark.)

B [Entourage extensively supports drag and
drop. You can also drag selected text from
other messages and other Entourage
components (such as notes and tasks)
into the message you're composing.
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Adding hypertext links

Hypertext links (or hyperlinks), such as
Web-page URLs and email addresses, can be
added to the body of any message. If the
recipient has Entourage, Outlook Express,
Microsoft Outlook, Eudora, or & similar email
prograr, the embedded links are clickable.
When the link is clicked, the user’s browser
launches and fetches the designated Web
page; the emnail program launches and creates
a blank message addressed to the email
hypertext link; and so on.

One way to add hypertext links is to type or
paste them directly into the body of the mes-
sage (Figure 10.21). Although 2 link shows
no special formatting as you type it, it dis-
plays in the recipient’s email program as a
link (Figure 10.22) as long as the syntax is
correct (for example, http://www.cnet . com
or entouragevgqs®hotmail. com).

Another way to add URLs is to choose them
from open pages in Internet Explorer 5; from
your stored Favorites; or from the contents
of the History list, as explained in the follow-
ing section.

To insert a URL from Internet Explorer:

1. Choose Message > Insert Hyperlink,
followed by From IE Window, From IE
Favorites, or From IE History.

(These same options are also available
from the Insert Hyperlink toolbar button.)

A window appears, enabling you to
choose a URL (Figure 10.23).

2. Select a URL.
3. Click Choose.
v Tip

B The From IE Window command is
available only when Internet Explorer
18 running.

—Email link — Web page link
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Figure 10.21 Email messages can contain links to Web
pages, email links, and links to FTP sites where you
can download software, for example.
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Figure 10.22 Links embedded in email messages are
clickable when viewed in current email programs,
such as Entourage.
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Figure 10.23 Choose a URL to insert into the message.
(If youre making choices frem the IE5 Favorites or
History list, you may have to expand folders to
choose the URL.)
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Figure 10.24 To add a signature to an outgoing
message manually, click the Signature button,
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Figure 10.25 Choose a default signature
for the current account.

Adding a signature

Optionally, a message can end with a
signature: one or more lines that provide your
name and postal address, a Web-site URL, a
phone number, a witty quote, or a brief note.

To add a signature to a message, do onc of
the following:

¢ Choose Message > Signature, followed by
the signature you want to use.

# Click the Signature button on the toolbar
and choose a signature (Figure 10.24).

You can add your signature to every outgoing
message by specifying a default signature.
Each email account can have a different
default signature.

To specify a default signature for an
email account:

1. Choose Tools > Accounts.

The Accounts window appears, open to
the Mail tab.

2. Select an email account and click the
Edit button.

The Edit Account dialog box appears.

3. Click the Options tab.

4. Choose a default signature from the
pop-up menu (Figure 10.25).
If you don't want to set a default signature,
choose None.

5. Click OK.

You create additional signatures and edit
existing oncs in the Signature window, as
described in the following section.
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