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Chapter 10 

To create or edit a signature: 

1. Choose Tools> Signatures. 

The Signatures window appears 
(Figure 10.26). 

□ 

<l.}, ~w 

Random 
□ 
□ 

2. To edit an existing signature, select it and 
click the Edit button. ... 

or 

To create a new signature, click the New 
button and enter a name for the signa­
ture (Figure 10.27). 

3. Create or edit the signature, as desired. 

Signatures can consist of multiple lines 
and can be formatted as plain text or 
formatted text. To create a formatted text 
signature, click the Use HTML button in 
the toolbar. 

4, To save the signature, choose File > Save, 
press~. or close the dialog box and 
click Save in the dialog box that appears 
(Figure 10.28). 

ti' Tip 

Figure 10.26 The Signatures window lists all defined 
signatures. 
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Figure 10.27 Defining a signature. 
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■ If you create a formatted HTML signature 
and append it to a plain-text message, a 
plain-text version of the signature is used 
automatically. If the plain-text signature 
suffers from formatting problems, consider 
making two versions of the signature: 

' I oonuave: I I cancel I .._fl .s.av•e.• ,d 

one designed for HTML and another for 
plain-text messages. 

Figure 10.28 Click Save to save the new or edited 
signature. 

Random Signatures 
In addition to creating unlimited signatures, you can choose a random signature for each 
new message. In the Signatures dialog box (refer to Figure 10.26), click the checkbox for 
each signature youcl like to include in the Random list. To append a random signature to 
every message from a particular email account, choose Random in step 4 of"To specify a 
default signature for an email account" earlier in this chapter. To append a random signa­
ture manually to the current message only, choose Random from the Signatures pop-up 
menu in the message toolbar. 
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Figure 10.29 Click the Add button to add attachments 
to the current message. 
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Figure 10.30 Choose attachments from the Choose 
Attachment dialog box. 

Composing and Sending Email 

Adding Attachments 
One popular use of email is to transmit for­
matted documents, graphic images, and 
programs along with your message. Such files 
are called attachments. 

To add an attachment: 

1. Choose Message > Add Attachments, 
click the Add Attachments button on the 
message toolbar, press~. or expand 
the Attachments area of the message 
window and click the Add button 
(Figure 10.29). 

The Choose Attachment dialog box 
appears (Figure 10.30). 

2. Select a file and click Choose. 

(You can select multiple attachments by 
I Shift ]-clicking them.) 

The filename is added to the 
Attachments list. 

You can select additional attachments by 
repeating these steps. 

To remove an attachment, select it in the 
Attachments list; then press llliiliiliiJ or click 
the Remove button. To remove all attach­
ments simultaneously, choose Message > 
Remove All Attachments. 

Note: If you have an early version of the Mac 
system software (before Mac OS 8.5), the 
Choose Attachment dialog box is replaced 
by an ordinary File dialog box. The buttons 
may have different labels. too. 
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Chapter 10 

II' Tips 

■ You can also add attachments by dragging 
their file icons into the Attachments box. 

■ Attachments are encoded and compressed 
by the methods specified in the Compose 
section of the Mail & News Preferences 
dialog box. To open the attachments, the 
recipient must have an email program or 

utility that can interpret the encoding 
and compression, such as Stuffit Deluxe 
or Stufflt Expander. For information on 
setting attachment-handling preferences, 
see Chapter 12. 

■ Unless you have Stuffit Deluxe, Entourage 
will not be able to compress any outgoing 
attachments; the option will be grayed out. 
However, if you have the proper utilities, 
you can compress files manually and add 
the compressed files as attachments. One 
such compression utility is DropStuff 
(http ://www.aladdi.nsys.com/dropstuff /). 

■ To change attachment options for this 
message only, click the long gray button 
below the Attachments list (refer to 
Figure 10.29). Make the changes in the 
small window that appears (Figure 
10.31), and click the close box~ 

■ When sending messages to Windows 
users, set Compression to None-unless 
you know that they have Stufflt Extractor 
for Windows. a free utility available from 
http://www . aladdi.nsys.com.Choose 
AppleDouble or Windows (MIME/Base64) 
as the encoding method. Enable the 
option to Append Windows extensions 
to filenames. 
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Figure 10.31 You can change encoding, compression, 
and other settings for attachments to the current 
message. 



figure 10.32 You can elect to store a copy of the 
current outgoing message in any folder. 

- Message will be stored in the chosen folder 
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Figure 10.33 This line appears when the outgoing 
message is stored in any folder other than Sent Items. 

Composing and Sending Email 

Other Message Options 
You may sometimes want to use other mes­
sage options, as described in the following 
sections. 

Sending to a group 
Messages and attachments can be sent to a 
group. Rather than pick individual recipient 
names from the Address Book, you can select 
the name of their group. See Chapter 3 for 
help with creating groups. 

Sending a web page 
You can email a link to a Web page from 
within Microsoft Internet Explorer 5 (IES). 
IE5 uses your default email program 
(Entourage) to mail the link to others. 

To email a link to a Web page: 

1. Visit the page in Internet Explorer 5. 

2. In IE5, click the Mail button and choose 
Send a Link (refer to Figure 10.7). 

An email message v,,rindow appears, 
containing a hypertext link to the page. 

3. Address the message, enter any additional 
text you want, and clkk Send Now. 

Storing a sent message 
By default, a copy of every message that you 
send is stored in the Sent Items folder, but 
you can store any sent message in a different 
folder. You may want to store all homework or 
business project messages in special folders 
that you've created for those purposes, for 
example. Before sending any message, click 
the Options toolbar button in the message 
v,,rindow; choose After Sending, Move To; and 
choose the appropriate folder {Figure 10.32). 
You can also issue this command by choosing 
Message > After Sending, Move To. If the 
folder isn't listed, choose Choose Folder. A line 
is added to the message header that indicates 
where the message will be stored after sending 
(Figure 10.33). 
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Chapter 10 

Setting a message priority 
You can set a priority for an outgoing message 
to indicate its level of importance. Setting a 
priority, however, has no impact on the man­
ner in which it is delivered, and many email 
programs do not recognize or use priorities. 

To set a priority for a message: 

1. Create the message. 

2. Choose Message > Priority, followed by 
a priority level, or click the Options but­
ton in the message toolbar and choose a 
priority level from the pop-up menu that 
appears (Figure 10.34). 

e/ Tips 

■ By default, all outgoing messages are sent 
Normal priority. Unless you want to set a 
different priority, you do not need to use 
the Priority command. 

■ If the recipient's email program recognizes 
priorities, a prioritized message will be 
marked as you designated. Entourage 
denotes a highest-priority message with 
a red exclamation point, a high-priority 
message with an orange exclamation 
point, a low-priority message with a light 

en blue down arrow, and a lowest-priority 
~ message with a dark blue down arrow. 

~ 
0 
l&,I 

-~ en 
en 
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move to 

Figure 10.34 You can specify a priority for an outgoing 
message by clicking the Options button in the toolbar. 
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this dialog box. 
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Figure 10.36 You can pick the correct spelling of 
words in the Spelling dialog box. 

I 

Composing and Sending Email 

Checking spelling 
Before sending a message, it's usually a good 
idea to check your spelling. Because Entourage 
uses the same spelling checker as Word, 
you're probably already familiar with it. 

Start by setting your Spelling preferences in 
the General Preferences dialog box. (Choose 
Edit> Preferences> General or press ®:J.) 
Then click the Spelling tab (Figure 10.35). 
Enable the Check Spelling As You Type 
checkbox if you want Entourage to flag suspect 
words by placing a wavy line below them. 
Enable the Always Check Spelling Before 
Queuing Outgoing Messages checkbox if you 
want Entourage to conduct a formal spell 
check automatically whenever you click the 
Send Now or Send Later button for an outgo­
ing message. If you disable this option, you 
can still initiate a spell check by choosing 
Tools > Spelling or pressing~-

When you perform a spell check (whether 
automatically or manually), the Spelling 
dialog box appears with the first suspect 
word flagged (Figure 10.36). Respond to 
each word by clicking one of the buttons, 
as follows: 

♦ Ignore. Ignores this instance of the word. 

♦ Ignore All. Ignores this and all other 
instances of the word wherever they are 
found in this message. 

♦ Add. Accepts the word as correct and 
adds it to your custom dictionary (so that 
it will be known in future spell checking 
sessions). 

♦ Change. Replaces the suspect word with 
the choice you've selected. 

continues on next page 
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Chapter 10 

♦ Change All. Replaces the suspect word­
and any other instances of it found in this 
message- with the choice you've selected. 

♦ AutoCorrect. Adds the misspelling to 
Office's AutoCorrect list. In later sessions, 
Office applications will correct this mis­
spelling automatically by substituting 
the word you've selected in the 
Suggestions list. 

t/ Tips 

■ v\Then a manual spell check is requested 
and no text is selected, the check starts 
at the beginning of the message and 
covers the entire message. If you've 
preselected some text, only the selected 
text is examined. 

■ You can check any suspect word :by 
[ Control I-clicking it. From the pop-up menu 
that appears (Figure 10.37), choose the 
correct spelling of the word. If you've 
enabled the Check Spelling As You Type 
option, all suspect words are flagged with 
wavy underlines, enabling you to make 
short work of catching and correcting 
the errors. 

■ You can use Office's built-in dictionary 
from within Entourage. If you aren't sure 
whether you're using a word correctly, 
I Control I-click it and choose Define ( or 
select it and choose Tools> Dictionary) 
(Figure 10.38) . 
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Figure 10.37 To correct a suspect word quickly, you 
can JControl)-click it and choose the correct spelling. 
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Figure 10.39 If you are offline when you attempt to 
send a message, you can instruct Entourage to open 
a connection to the Internet. 

.... 

Composing and Sending Email 

Sending Messages 
To send an individual message, click the 
Send Now toolbar button in the message 
windov:, choose Message > Send Message 
Now, or press~- If you are working online, 
the message is immediately transmitted to 
your mail server. (Note, however, that if 
you've enabled the Always Check Spelling 
Before Queuing Outgoing Messages, and 
there are one or more suspect words, a spell 
check precedes the message transmission. 
See the "Checking Spelling" section earlier in 
this chapter for details.) 

If you are working offline, a dialog box 
appears (Figure 10.39): 

♦ Choose Work Online to connect to the 
Internet and remain connected after the 
message is sent. 

♦ Choose Override to connect and then dis­
connect after the message has been sent. 

♦ Choose Cancel to store the message in 
the Outbox. It will be sent the next time 
that mail is exchanged with the server. 

To send and receive all waiting messages, click 
the Send & Receive button (in the main mail 
window), choose Tools> Send & Receive> 
Send & Receive All, or press (ID0. 

If you've defined multiple email accounts, 
you can send and receive from any single 
account by choosing the account name from 
the Tools > Send & Receive submenu or 
from the Send & Receive button's menu. 

continues on next page 
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Chapter 10 

II' Tips 

■ To force an outgoing message to be 
stored in the Outbox temporarily (rather 
than being sent immediately), click the 
Send Later button in the toolbar, choose 
Message > Send Message Later, or press 
~-The message will be trans­
mitted the next time mail is exchanged 
with the mail server. 

■ If you change your mind about sending a 
message, click its close box and then click 
Don't Save in the dialog box that appears. 

■ If you're interrupted while creating a 
message, you can store it in the Drafts 
folder by choosing File > Save, clicking the 
Save as Draft button, or pressing~­
Then close the message window. When 
you are ready to finish the message, open 
the Drafts folder and then open the mes­
sage. You can also use this technique to 
store completed messages that you don't 
want to send immediately. 

■ When you are sending a message to a 
newsgroup, the buttons and menu com­
mands use the word Post rather than 
Send-that is, Post Now and Post Later 
These commands work exactly the same 
way as the Send commands and also have 
the same keyboard shortcuts. 

■ After you've sent a message, you can read 
your copy of it whenever you like by select­
ing its header in the Sent Items folder. 
(This assumes that you've accepted the 
default preference setting that instructs 
Entourage to save a copy of every outgoing 
message in the Sent Items folder, as shown 
previously in Figure 10.18.) 
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Resending Messages 

Entourage allows you to resend a previ­
ously sent message, as long as you were 
the message author and the message was 
sent from a POP account. (In most email 
programs, you either have to copy and 
paste the message text into a new mes­
sage or forward the message.) Resending 
is extremely useful when you're not sure 
whether the recipient received the origi­
nal or if you want to send it to a different 
email address, for example. 

To resend a message, highlight its header 
in the message list and choose Message > 
Resend. The message opens in its own 
window, where you can edit the text and 
change the recipient list as needed. Click 
the Send Now or Send Later button to 
resend the message. 



RECEIVING EMAIL 
There's more to receiving incoming email 
than simply opening and reading it. In this 
chapter, you'll also learn how to: :=a_ 
♦ Check for new email "' n 

'" -• Manually mark messages as read or < -
unread z 

Ci\ 

♦ Open and save attachments 
ffl 
3: 
> 

♦ Search for messages and text within -,... 
messages 

♦ Use the Junk Mail Filter and the Mailing 
List Manager 

♦ Create message rules to classify and handle 
certain types of incoming messages 

♦ Print and save messages 

♦ Use folders to organize your email 

♦ Create send and receive schedules 
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Chapter 11 

Checking for New Email 
You can check for new email manually or 
automatically; as described in the following 
sections. 

To check for new email manually: 

♦ Click the Send & Receive button to send 
and receive for all email accounts that 
you've associated with the Send & 

Receive All schedule. 

♦ Click and hold the down arrow beside the 
Send & Receive button. From the drop­
down menu, choose Send & Receive All 
or the name of a specific email account 
(Figure 11.1). If you choose an account, 
the send/receive operation is limited to 
that account. 

♦ Choose Tools > Send & Receive > Send & 
Receive All or the name of a specific 
email account. 

♦ Press (W(@ to perform a send/receive f~r 
all email accounts that you've associated 
with the Send & Receive All schedule. 

Note that whenever you check fo r email by 
choosing Send & Receive All, messages in the 
Outbox are also sent. 
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Figure 11.1 When you 
click the down arrow 
beside the Send & 
Receive button, you can 
select a specific email 
account. 
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Figure 11.4 When creating a repeating schedule, you 
must choose a time interval and an increment 
(Minutes, Hours, or Days). 

Receiving Email 

To check for email automatically on a repeat­
ing schedule (every 15 minutes, for example), 
you must define one or more schedules, as 
described in the following steps. 

To check for email automatically: 

1. Choose Tools > Schedules. 

The Schedules dialog box appears 
(Figure 11.2). 

2. Click the New button. 

The Edit Schedule dialog box appears 
(Figure 11.3). 

3. Enter a name for this schedule. 

4. Choose Repeating Schedule from the 
pop-up menu in the v\Then section, and 
specify a time interval and increment 
unit (Figure 11.4). 

5. If you want this schedule to run only 
when you're connected to the Internet, 
click the Only If Connected checkbox. 

6. Choose Receive Mail from the pop-up menu 
in the Action section, and choose an email 
account from the other pop-up menu. 

7. If you have additional email accounts 
that youa. like to check on the same 
schedule, click Add Action, and set this 
action to Receive Mail, as you did for the 
email account specified in step 6. 

continues on next page 
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Chapter 11 

8. In the Dial-Up Options section, choose 
Stay Connected. 

9. Be sure that Enabled is checked, and then 
click OK 

The Schedules dialog box reappears and 
includes the new schedule you just cre­
ated. Figure 11.5 shows the completed 
schedule. 

\IVhenever Entourage is running, it now 
checks for and receives messages for all 
specified email accounts at the designated 
interval. {Note that you can still do manual 
send/receives.) 

For additional information on creating email 
schedules, see "Creating Schedules" later in 
this chapter. 

v' Tip 

■ To prevent email for an account from 
being retrieved when you choose Send & 
Receive All, choose Tools > Accounts, 
select the email account, click Edit, and 
remove the checkmark from the checkbox 
labeled Include this account in my "Send 
& Receive All" schedule (Figure 11.6). 

• • 
Bow•-•--- __ 

""11oo -
,}MC-• ,c,__.,,,1.,. 

: ) h>(v-t<o•(ll,nl 1-c ) _ _,,,_.___,..,.._ 

"" 9~ o....., .. ,...,_::: ..... :::· ~;;.;;;;;;;;;.;..,. 
I CUltl I I Cl(" 

Figure 11.5 This schedule automatically checks two 
different accounts for email every 30 minutes and 
runs only when t he user is working in online mode. 

,- Include this account in every "Send & Receive All" 

-

£dlt'Acc-ount -
/ IIWIUlll'3dlllft90 \ ~ 

~ount nom•· l l1$0flta, ZOOl I 
l-0 lrclude t hl• account In my "Send & Receive 1111" ,ct,edule 

Per»!la-1 lnforullH ------
1/emo: iSIOYCOSotr....rti I 

£-moll eddr.,., l -112001•1>o1~11~ir1 I 

Reulvl nt m•II ---
A~unt 10: j ""°rlZOOI I 

(iJSeve ~ word: I••••••- I 

5endiag moll - - - -
lifse~:,ent ~ lnlhcoerver ·s.nt Items· 

folder lnslnd of lo.elly 

: 
; 

1 cam:et I~· OK I 
Figure u.6 This setting in the Edit Account 
dialog box determines whether the account 
is included in or excluded from a Send & 
Receive All operation. 

What About Identities? 

As explained in Chapter 2, you can create multiple identities so you can share Entourage 
with other users while keeping your email separate from theirs. You can create additional 
identities for other family members or to distinguish business and home email activities, 
for example. 

As long as each user remembers to switch to his or her identity at the start of every Entourage 
session (by choosing the File > Switch Identity command) and has a separate email account, 
only that user's new email will be retrieved by the Send & Receive All command. 
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Figure 11.8 The simplest way to read messages is to 
select a folder, click a message of interest, and then 
read it in the preview pane. 
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Figure 11.9 Some people find it easier to read 
messages in their own windows. 

Receiving Email 

Reading Messages 
When email arrives, it is announced in the 
manner you've specified in the Notification 
section of the General Preferences dialog box 
(Figure 11.7). You can read email in the pre­
view pane or in individual message windows. 

To read a message: 

1. In the Folder list, dick to select the folder 
in which the message is stored, such as 
the Inbox folder. 

2. Select a message header. 

The message text appears in the preview 
pane at the bottom of the window 
(Figure 11.8). 

3. Read the message in the preview pane, 
scrolling as required. 

or 

To read a message in its ovm window 
(Figure 11.9), double-click its header 
in the message list. As an alternative, 
select the message header and then choose 
File > Open Message or press (IDQ). 

continues on next page 
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Chapter 11 

ti' Tips 

■ If the preview pane isn't visible, choose 
View > Preview Pane or press [ID}]. You 
can change the size of the preview pane 
by dragging the dividing line that sepa­
rates it from the message list. 

■ If you prefer to read each message in its 
own 'Window, you can close the preview 
pane by using the command in the pre­
ceding tip. Follow the instructions in 
"To read a message" to open a message 
in its own window. You can read the next 
or previous message by clicking buttons 
at the top of the message window 

■ In addition to using the preview pane's 
scroll bar to move through the text of a 
message, you can press I Spacebarl. 

■ As long as a message is stored in one of 
the email folders, you can read it-regard­
less of whether the message is new or 
old. This includes email in the Deleted 
Items folder. 

■ If you've created message rules to handle 
incoming email automatically (see 
"Creating Message Rules" later in this 
chapter), some messages may be routed 
to folders other than the Inbox. If so, 
you should periodically check for unread 
messages in other folders. Entourage 
indicates new messages by displaying 
the folder name in boldface, followed by 
the number of unread messages, such as 
Friends (2). 
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Figure 11.10 You can change the read/ unread status 
of one or more messages by selecting their headers 
and then IControl~clicking to reveal this pop-up menu. 
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Figure 11.11 To specify the manner in which read and 
unread message headers are displayed, open the View 
section of the Mail & News Preferences dialog box. 

Receiving Email 

Marking .Messages as 
Read or Unread 
When a message arrives. its header in the 
message list is shown in boldface-indicating 
that it has not been read. After selecting the 
header, the boldface is removed-indicat ing 
that the message has been read. 

To change the read/unread status of 
a message manually: 

1. Select one or more messages from the 
message list. 

To choose additional messages, (ID-click 
them. You can also (Shitt)-click to select 
contiguous message headers. 

2. Choose Message > Mark as Read, I Control]-­
click the message and choose Mark As 
Read (Figure 11.10), or press (IDI). 
or 

Choose Message > Mark As Unread, 
[Control]-click the message and choose 
Mark As Unread, or press fshFITIDTI. 

II' Tips 

■ The manner in which the headers of 
read and unread messages are displayed 
is determined by Preferences settings 
(Figure 11.11). 

■ Marking messages as read or unread is a 
convenience option; it does not affect the 
handling of the messages. Read messages 
aren't moved to the Deleted Items folder 
automatically, for example. 

■ One reason to mark an unread message as 
having been read is so you can ignore it, 
as you might do with junk email. 

■ Sometimes, it's useful to mark an entire 
folder as having been read. Select any 
message header in the folder, press ~ 
(for Select All), and then choose Message> 
Mark As Read. 
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Chapter 11 

.working with Attachments 
Messages can contain additional files called 
attachments. An attachment can be any type 
of file, such as a graphic image, word process­
ing document, spreadsheet, or even a program. 
When you receive a message with one or 
more attachments, you can open the attach­
ments, view them in Entourage (if they are 
JPEG or GIF images), and optionally save 
them to disk 

To open an attachment: 

1. In the message list, select the message 
that contains the attachment (normally 
indicated by a paper-clip icon to the left 
of the message header). 

2. In the preview pane, click the triangle 
icon to the left of Attachments. 

A list of all attached files appears 
(Figure 11.12). 

3. Select the filename of the attachment, 
and click Open. 

If you have a program that is associated 
with the chosen attachment, the file 
opens in that program (Word, Excel, or 
Photoshop, for example). Repeat this step 
for adrutional attachments, as desired. 
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Click to show/11ide the list of attachments 
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Figure 11.12 To open, save, or remove files that are 
attached to the current message, click the Attachments 
triangle . 
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Figure 11.13 Some types of files (such as programs 
and Microsoft Office documents) may contain viruses. 
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is vi rus-free. Otherwise, click Save to store the file on 
your hard disk in the chosen location. 
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Figure 11.14 You save attachments in the same way 
that you save any other type of file. 
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Receiving Email 

To save an attachment: 

1. In the message list. select the message 
with the attachment. 

2. In the preview pane, click the triangle 
icon to the left of Attachments. 

A list of all attached files appears. 

3. Select the attachments you want to save 
(messages can contain multiple attach­
ments), and click the Save button. 

A warning dialog box appears 
(Figure 11.13). 

4. If you're certain that the attachment 
doesn't contain a computer virus, 
click Save. 

The Save Attachment dialog box appears 
(Figure 11.14). Note that the name and 
appearance of the dialog box will be dif­
ferent if you have a version of the Mac OS 
before 8.5. 

5. Select a location on disk in which to save 
the file, and click Save. 

If you selected multiple attachments in 
step 3, you will be given an opportunity 
to save each attachment one by one. 

JPEG and GIF graphic attachments are dis­
played automatically at the bottom of the 
message (refer to the bottom of Figure 11.12). 
You can view these attachments in the preview 
pane or in a separate message window (by 
opening the message). 

continues on next page 
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t/ Tips 

■ If no program on your hard disk is associ-
ated with the attachment's file type, you 
will not be able to open the attachment 
by selecting it and clicking Open. Obtain 
the necessary program and use it to open 
the attachment. 

■ If an attachment is a Windows file, your 
Mac may not know which program to run 
when you attempt to open it. Save the 
attachment to disk and then open it from 
within the correct Mac program. 

f ■ Opening an attachment does not save it. z 
l&,I Although you can always open the :e attachment again by following the proce-::c u <lures in this section, you'll probably find 

~ it simpler to save it to disk 
< 
::c • Another way to save attachments is to ... 

choose Message > Save All Attachments. -;: 
Select a folder in which the attachments 

" z are to be saved, and click Choose. All 
ii2 attachments are automatically saved-
ai:: 
0 under their original filenames-in the 

== selected foldeL 

• Another way to save an attachment is to 
drag its file icon onto your desktop or 
into a folder of your choice. 

■ You can also delete attachments, whether 
you've elected to open or save them. If 
you suspect that an attachment contains 
a computer virus, for example, this is a 
prudent practice. Select the file's name in 
the attachments list, and click Remove. 
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Matching messages 

Figure 11.15 To locate messages quickly based on 
Subject, From, To, or Category information, you can 
enter selection criteria above the message list. 

Search the Subject line ( or also search message bodies) 

Enter a search string 

More Opti0!lS J 

Search the current 
folder (or all folders) 

Figure 11.16 One use of the Find command is to 
search for messages that contain a given text string in 
their Subject line. You can search in the current folder 
or in all folders. 

Receiving Email 

Finding Messages and 
Text within Messages 
If you're looking for a particular message in a 
folder that contains many messages, or if you 
don't even know which folder the message is 
in, you can filter the message list, issue a 
Find command, or perform an Advanced 
Find operation. 

To filter the message list: 

1. Select a folder in the Folder list. 

2. Click the leftmost pop-up menu above 
the message list, and choose Subject, 
From, To, or Category. 

3. If you chose Category in step 2, choose a 
specific category or All from the second 
pop-up menu. 

The message list is filtered to show only 
the messages that have been assigned the 
chosen category. 

or 

If you chose Subject, From, or To in step 
2, choose Contains or Starts With from 
the middle pop-up menu. Type a search 
string in the text box. Matching headers 
are displayed in the message list (Figure 
11.15). To see all message headers again, 
delete the search string by clicking the 
eraser button. 

To search for messages with the 
Find command: 

1. Choose Edit > Find or press [IDIJ. 
The Find dialog box appears 
(Figure 11.16). 

2. Enter the search text in the Find box. 

3. Be sure that the second radio button is 
selected and that Messages is chosen 
from the pop-up menu. 

continues on next page 
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Chapter 11 

4. By default, Entourage proposes to search 
only the currently selected folder, but you 
can specify the following: 

• To limit the search to the current 
folder, be sure that Search Folder Name 
Only is checked. 

• To search all Entourage folders simul-
taneously, remove the checkmark 
mentioned above. 

• To limit your search to a different folder, 
click Cancel, select the desired folder in 
the Folder list, and return to step 1. 

5. When checked, the Search Subjects, Titles, 
and Names Only option restricts the 
search to words in the message Subject. 
If you also want to search the body of 
each message, remove the checkmark. 

6. Click the Find button. 

The headers of all matching messages are 
displayed in a Search Results window 
(Figure 11.17). 

To search for messages with 
Advanced Find: 

1. Choose Edit > Advanced Find or press 

~ -
A modified version of the Find dialog box 
appears (Figure 11.18). 

2. In the Item Types section of the dialog 
box, click the Messages checkbox 

3. In the Location section of the dialog box, 
click the All Folders radio button or 
choose a specific folder in which to 
search from the pop-up menu. 

By default, the current folder is proposed. 
To select a folder that isn't listed, choose 
Choose Folder from the pop-up menu. 

4. Create the first criterion by choosing 
options from the pop-up menus and typ-
ing a search string in the text box. 
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Figure 11.17 Search results are displayed in a new 
window. To examine any of the matches, click its 
header and read the message in the preview pane. 

Figure 11.18 To perform a more complex search 
(such as one that uses multiple criteria), choose the 
Advanced Find command. You can find only unread 
messages, messages that contain attachments, or 
messages that have been identified as junk email, 
for example. 



Search text 

Find: scanner 
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Figure 11.19 To search within the body of the current 
message for a particular text string, click the Current 
item radio button in the Find dialog box. All other 
options are disabled. 
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Figure 11.20 The first instance of the found text-if 
there is one - is highlighted for you. 

Receiving Email 

5. Optional: To add a criterion, click Add 
Criterion and specify options as you did 
in step 4; repeat this step for each addi­
tional criterion. 

6. Choose one of the following options from 
the Match pop-up menu: 

• If Any Criteria Are Met: A message is 
considered to be a match if at least one 
criterion is satisfied. 

• If All Criteria Are Met: A message is 
considered to be a match only if all 
criteria are satisfied. 

• Unless Any Criteria Are Met: A message 
is considered to be a match only if no 
criteria are satisfied. 

• Unless All Criteria Are Met: A message 
is considered to be a match as long as 
all criteria are not satisfied. 

7. Click the Find button. 

As was the case with Find, the headers 
of all matching messages are displayed 
in a Search Results window (refer to 
Figure 11.17). 

To search the current message for a 
text string: 

1. Select the message header in the message 
list or open the message in its own 
window. 

2. Choose Edit > Find or press (IDI). 

The Find dialog box appears. 

3. Enter the search text in the Find box. 

4. Click the Current Item radio button 
{Figure 11.19). 

5. Click the Find button. 

The first instance of the text string ( if there 
is one) is highlighted (Figure 11.20). To 
search for additional instances, press @§). 

continues on next page 
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ti' Tips 

■ You can switch between the Find and 
Advanced Find commands by clicking 
the More Options and Fewer Options 
buttons in the Find dialog box (refer to 
Figures 11.16 and 11.18). 

■ You can use the Advanced Find command 
to find email that you want to delete. You 
could search for all messages from a par­
ticular person, for example, or ones that 
have been classified as junk mail. Then 
select all those messages in the Search 
Results window and delete them. 

■ You can use the same technique to organize 
your messages. You could create a new 
folder for company-related email, search 
for messages that contain your company's 
domain name in the email address (such 
as microsoft.com ), and then move all the 
found messages into the new folder. 

■ lfyou think that you'll need to frequently 
repeat a particular search, the Search 
Results can form the basis for a custom 
view. See "Custom Views" in Chapter 1 
for more information. 
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Sorting the Message List • 

Another way to make it easier to find a 
• particular message or several related mes­
sages is to sort the message list. To sort 
.th.e message list by the contents of any 

; ~;lumn (su~h;as From or Subject). click 
the column heading. 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 is shown with a 
dark, indented heading. (The default sort 
column is Sent.) The direction of the sort 

·is indicated by an up- or down-pointing 
. triangle in the sort-column heading .. 
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Are you sure you want to permanently delete 
the selected message(s)? 

Jr'Cc1ncel I H. Delete I / 

Figure 11.21 When deleting messages in the Deleted 
Items folder, you must confirm the deletions. 

--

6-,.,..,. ~ • ..,_,. Gcki, Qw.,,,....,_ .. .., 

fii!En•bled Jmom I I OK I 
Figure 11.22 This schedule deletes all messages in 
the Deleted Items folder automatically each time you 
quit Entourage. 

Receiving Email 

Managing Mail 
Entourage offers many features to help you 
organize and manage your messages. 

Deleting messages 
Perhaps the simplest way to manage received 
email is to delete messages you don't want to 
save. Select one or more messages in the 
message list and do one of the following: 

♦ Click the Delete toolbar button 
(Trash Can). 

♦ Choose Edit > Delete Message. 

♦ Press~or~. 

The selected messages are moved to the 
Deleted Items folder, where they remain until 
they are permanently deleted (manually or 
by a schedule). To delete these messages, 
open the Deleted llems folder and select lhe 
messages to delete. Then click the Delete 
button, choose Edit > Delete Message, or press 
(@Delete] or@tl@. Click Delete in response 
to the dialog box that appears (Figure 11.21). 

v' Tips 

■ Until a message has been deleted from 
the Deleted Items folder, it can be read or 
moved to another folder. 

■ For the sake of your privacy and security, 
you should delete the messages in the 
Deleted Items folder regularly. You may 
find it simpler to create a schedule that 
empties the Deleted Items folder auto­
matically each time you quit Entourage 
(Figure 11.22). 

■ Deleting messages does noL reclaim the 
disk space used to store those messages. 
You must compact the database. For 
instructions, see "Cleaning up the 
Message Database" in Chapter 14. 
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Handling Junk Mail 
If you post messages to newsgroups or 
frequently give out your email address to 
Web sites, it's not unusual to find your Inbox 
filled with junk email (commonly referred to 
as spam). To help ident ify and handle such 
email, Entourage provides the Junk Mail Filter. 

To set up the Junk Mail Filter: 

1. Choose Tools > Junk Mail Filter. 

The Junk Mail Filter dialog box appears. 

2. Click the Enable Junk Mail Filter check­
box, as shown in Figure 11.23. 

3. Move the Sensitivity slider to the 
desired position. 

4. If there are specific email domains from 
which received email should never be 
classified as junk, type them in the text 
box, separating each pair with a comma. 

5. Specify the actions that will be performed 
on suspected junk email by clicking check­
boxes at t he bottom of the dialog box. 

6. Click OK to dismiss the dialog box. 

If this is the first time that you've enabled 
the Junk Mail Filter, or if you've altered 
the Sensitivity setting or changed the 
actions to be applied to junk messages, 
the dialog box shown in Figure 11.24 
appears. 

7. Click Apply to apply the new setting to all 
messages in the Inbox, or click Don't 
Apply to leave the messages as they are. 

When potential junk email is received, 
Entourage marks it and deals with it as 
specified in step 5. When you select the 
header of such a message in the message 
list, a yellow bar appears beneath the mes­
sage header (Figure 11.25). To reclassify 
the message as normal email, click the 
This is not junk mail text. A dialog box 

166 

Domains to ignore Set the filter's 

Enable/disable the sensitivity 

[ Junk Mail Filter 

,~ Jliiilct. .. lU'lt._-

E,it En•bll'. Junk Moll Alter 

S.•IIMIY 
o,., tml, ,1 ... ,ry r...,., Nt .. JW,•r •o; •If¥ t, 
~,'"''"'"""' ,_...,Jir11 . ,.~.,., .. ,,.~ r,..~ 
""""0;,,11uot<lrfi"llini ~• Mlfll,oamlar-i,y,,w 
AllllrlO>llook 

I 
LH 

Oe .. , .,,._ u --,,. .. ·- ..... ,6i 

I 
High 

T11111 I .. .-~. II•~ II .... '1'111 di.-11,;lfplltva •• • 
r,~..,.,111, """' ~/IMNl ..... n,,~ 1,llj~fllllw 
.luio:NI r(i1., ••- 1,.,.1,...1.,..,...,lf. lVft 11tea,n,o kl. __ ,.,. 

Perform these optional actions 

Figure 11.23 You enable and configure the 
Junk Mail Filter in this dialog box. 

Would you like to epp}y Ole new Jami: Milli Filter 
settings to tile men ages in your lnbox? 

I Don't.Apply I ff Appty I 
Figure 11.24 lfyou've changed settings for the Junk 
Mail Filter, you can apply t hem to existing messages, 
if you wan t. 
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Figure 11.25 Any message that the filter identifies as 
possible junk email is marked with a yellow band 
beneath the message header. 
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Figure :11.26 To prevent future messages from this 
person or company from being flagged as junk, you 
can select any of these actions. 
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Figure 11.27 This message rule automatically moves 
all incoming junk email to a special folder I created 
called Possible Junk Mail. 

Add a list 

Edit the rules for the selected list 

• 

Delete the rules for the selected list 

Figure 11.28 You use the Mailing list 
Manager dialog box to add, edit, or remove 
instructions for handling mailing lists to 
which you subscribe. Each mailing list 
must be entered separately. 

Receiving Email 

appears (Figure 11.26), offering several 
options for handling this and subsequent 
messages from the same person, company, 
or domain. 

v' Tips 

■ Try different settings on the Sensitivity 
slider and wait a few days to see whether 
new email is classified correctly 

■ My preferred approach for dealing with 
junk email is to separate it from other 
incoming messages-that is, I have 
Entourage move it to a different folder. You 
can automate this process by creating a 
message rule, such as the one shown in 
Figure 11.27. 

Using the Mailing List Manager 
If you subscribe to any email mailing lists, 
you can use the Mailing List Manager to 
specify hand.ling instructions for incoming 
messages from the list and to record impor­
tant information about the list. You must do 
this separately for each mailing list to which 
you subscribe. 

To enable the Mailing List Manager 
for a mailing list: 

1. In the Inbox or another folder, select any 
recent message that you've received from 
the mailing list. 

2. Choose Tools > Mailing List Manager. 

The Mailing List Manager diaJog box 
appears (Figure 11.28). 

continues on next page 
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3. Click the New button. 

The Edit Mailing List Rule dialog box 
appears (Figure 11.29). 

4. In the Name box, enter a name for the 
mailing list. 

5. In the List Address box, enter the email 
address for the mailing list-if it isn't 
already filled in for you. 

The Mailing List Manager uses this 
address to determine which incoming 
messages are from the list. 

6. Click the Move Messages to Folder pop-
up menu to choose a destination folder 
for incoming messages from the list. 

... Choose In box if you don't want to store -,c: these messages in a special folder. :e 
"' If an appropriate folder isn't listed, you 
z can create one by choosing Choose -"' Folder. The Choose Folder dialog box ,c: 
z appears (Figure 11.30). Click New to II( 

:e create a new folder. In the New Folder 
dialog box (Figure 11.31), name the new 
folder, and click Create. Then select the 
new folder, and click Choose. 

7. Optional: Click the checkbox labeled Also 
Move Messages That I Send to the List in 
This Folder. 

If you don't choose this option, your 
messages to the list vVill be stored in the 
Sent Items folder. 

8. Optional: To assign an Entourage category 
automatically to incoming messages from 
the list, click the Set Category checkbox 
and then choose a category from the 
pop-up menu. 

For more information about categories, 
see "Using Categories" in Chapter 1. 

9. Type or paste comments into the 
Notes box, if desired. 

168 

- H di' t' an mg op rons 

- Enter a name fo r the list 

Eiflc~llln1 Ujt-Ault 

.kf111t l lf1>1i~ I 

I Mtlllri; LIii \,'-:::::::::' 

U!.t addre.~: I t n1ou-~-T•lk.il1b.ool""",com I 
~ rilNove~lofl>tdor (lalu ,~, 

- - D Al•• mov,: moooocie• tha1 I oend lo t~e 11st in thla folder 

D Set cetegory [llo11t :1 I 

NOIM 

llst-Sof\'1are: Letter Ri p Pro 3 O 6 by fog City sonware, Inc, ,.:. 
Li,t-Sub3cri be: <m11i lto:Entour.1Jge-Tal k-oni,)I i~1~ boi ngo com> 

I Ust- Digegt: <mai 11o:En1oursge- Talk· dige~ti@lists.boingo com> 
Li ,t-Un,ubscri be: <rnai lfo: Entourage-Telk-off ~lisb boingo com> 

I I 

I 
I--,, 

lii:lfllitl>IM I Cl:lntl!i I ~ ()I( I 
Figure 11.29 The Edit Mailing List Rule dialog box. 
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Figure 11.32 You can specify actions to be applied to 
list messages in the Advanced section of the Edit 
Mailing List Rule dialog box. 

Receiving Email 

10. Click the Advanced tab (Figure 11.32) 
at the top of the dialog box to sel addi­
tional options for this mailing list. 

11. In t.he Other List Addresses section, 
enter an alternative email address for 
the list (if the list provides one). 

You can also enter email addresses for 
the list administrator and the list server, 
if you like. 

12. You may want to set some of the Actions 
on List Messages options, which can be 
ve1y useful: 

• Check Mark As Read to mark all 
incoming messages from the list as 
having been read. 

• If you want to make it simple to dis­
tingµish incoming list messages from 
other email, click the checkbox labeled 
Add Prefix to the Subject and enter 
a text string, such as [Evangelist]. 
Adding a prefix also enables list mes­
sages to be grouped together when 
sorted by Subject. 

• If you don't want normal email rules 
to be applied to messages from this 
mailing list, check Do Not Apply 
Rules to List Messages. 

• If you don't want to save copies of the 
messages that you send t.o lhe list, 
click the checkbox labeled Delete 
Copies oflncoming Messages That I 
Sent to the List. This option can be 
useful when you've also elected to 
store copies of your messages to the 
list in the same folder as other list 
messages (per step 7). 

• If you subscribe to a list in digest 
mode (in which daily list messages are 
combined into a single message, for 
example), you can have the digests 
separated into individual messages 
and optionally delete the digest. 

continues on next page 
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• If the list owner set up the list so that 
replies are sent to all members or 
only to the member to whom you're 
responding, you can override this 
action by checking the Override the 
Default Reply Behavior checkbox and 
then choosing Always Reply to the 
List Address or Always Reply to the 
Sender's Address. 

13. Make sure that the Enabled checkbox is 
checked, and then click OK to save the 
list settings. 

14. If the mailing-list address isn't already 
recorded in your Address Book, you are 
given a chance to add it (Figure 11.33). 

t/ Tips 

■ Another way to create a rule for a mail­
ing list quickly is to [Control~cJick the 
header of a message from the list and 
then choose Create Mailing List Rule 
(Figure 11.34). 

■ To change settings for a mailing list, 
choose Tools > Mailing List Manager, 
select the list name in the Mailing List 
Manager, and click Edit. 

Creating message rules 
By defining message rules, you can instruct 
Entourage to perform certain actions auto­
matically on some types of incoming or 
outgoing email. A message rule could store 
all email from Peachpit.com in a Peachpit 
folder rather than in the Inbox, for example. 

To create a message rule: 

1. Choose Tools > Rules. 

The Rules dialog box appears 
(Figure 11.35). 
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Figure :11.33 You can add the email address of t he 
mailing list to the Address Book, if you want. 
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Figure 11.34 
Another way to add a 
mailing-list rule is to 
[Control I-click a mailing­
l ist message header 
and then choose Create 
Mailing List Rule. 

E!lB 

Figure 11.35 Rules are organized by type, according to 
t he tabs at the top of the Rules dialog box. 
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Figure 11.36 Rather than switch to the correct type, 
you can choose the type of ru le you want to create 
from this pop-up menu. 
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1 Rule name 
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Figure 1.1.37 All rules are created in the Edit Rule 
dialog box. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Receiving Email 

Click the tab that represents Lhe type of 
rule you want to create and then click the 
New button, or click the New button and 
then choose the type of rule you want to 
create from the pop-up menu Lhat 
appears (Figure 11.36). 

The Edit Rule dialog box appears 
(Figure 11.37). 

Name the rule. 

In the Jf section, specify the types of 
messages to examine and the criteria 
under which the actions (set in the Then 
section of Lhe dialog box) will be executed. 

You can add more criteria by clicking the 
Add Criterion button. 

3:: 
In the Then section, specify one or more )> 

z 
actions that will be taken when the crite- )> 

ria in the If section are met for a message . 
C, 

z 
You can add more actions by clicking the C, 

Add Action button. 3:: 
)> -If the check box labeled Do Not Apply r-

Other Rules to Messages That Meet These 
Criteria is checked, and if a message meets 
the rule's criteria, no au<lilional rules will 
be applied to the message. 

If the checkbox is not checked. addit ional 
rules may be applied to the message. 

To enable the rule, make sure that 
Enabled is checked. 

Click OK to save the rule. 

continues on next page 

171 



... 
~ .., 
z -
~ 
z ,c 
~ 

Chapter 11 

v' Tips 

■ Message rules for IMAP and Hotmail 
email accounts must be created separately 
from rules for the more common POP 
accounts. 

■ You can disable a message rule temporarily 
by removing its check.mark in the Rules 
dialog box (refer to Figure 11.35). 

■ The usefulness of your rules is limited 
only by your creativity. With little effort, 
you can create a rule to deal with junk 
email (messages with the word "Sex" or 
"$$" in the Subject line, for example), 
another to ignore or delete messages 
from certain senders, and one to flag all 
messages from family members or route 
them to a given folder. 

Saving messages as files 
You may want to save some messages to disk, 
enabling you to read them with Simple Text 
or transfer them to another Mac that has 
Entourage. 

To save a message as a file: 

1. Select the message header in the message 
list or open the message in its own window, 
and choose File > Save As. 

The Save Message dialog box appears 
(Figure 11.38). 

2. Optional: Rename the message. 

3. Select a format for the message. 

Choose SimpleText Text Document to 
save it as a text file that can be opened 
with SimpleText, a prngram included 
with the Mac OS. Or choose Entourage 
E-Mail Message to save it as a file that 
can be opened with Entourage. 

4. Select a drive and folder in which to save 
the message. 

5. Click Save. 
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Choose a file format 
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Figure 11.38 In the Save Message dialog box, you can 
choose a format for the message, as well as a location 
on disk in which to store it. 
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New folder 

Fi gure 11.40 A new folder is 
ially named Untitled Folder. init 

Receiving Email 

Printing messages 
You can print any message. Select its header 
in the message list or open the message in its 
own window. Then choose File > Print, click 
the Print button, or press [IDE). A special 
Print dialog box appears (Figure 11.39 ), 
allowing you to specify print options. Click 
checkboxes to set or disable options and 
then click OK. 

To print the message using the current print 
settings (bypassing the Print dialog box), 
choose File > Print One Copy or press 
I Option lfilE). 

Working with folders 
Entourage has five default folders in the 
Folder list: Inbox (received messages), 
Outbox ( outgoing messages), Deleted Items 
(messages marked for deletion), Sent Items 
(messages moved to this folder after having 
been sent), and Drafts (messages that have 
been partially or completely composed but 
not sent). 

To further organize your email, you can create 
new folders and subfolders; move or copy 
messages between folders; and compact, 
move, and delete folders. 

You can create as many message folders as you 
like. With separate folders, you can organize 
messages by project or subject, for example. 
You can also create folders within folders 
(called subfolders). 

To create a message folder: 

1. Choose File > New> Folder or press 

~ -
A new folder-temporarily named 
Untitled Folder-appears in the Folder 
list (Figure 11.40). 

2. Rename the folder by typing over the 
temporary name. 
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To create a message subfolder: 

1. In the Folder list, select the folder that 
will be the parent ( containing) folder. 

2. Choose File > New > Subfolder. 

A new folder named Untitled Folder 
appears in the Folder list immediately 
below the parent folder. 

3. Rename the subfolder by typing over the 
temporary name. 

Figure 11.41 shows a series of folders created 
to organize my Peachpit-related email. 

Moving messages to other folders 
Rather than keep all your messages in the 
Inbox, you can move them freely to other 
folders, as desired. 

To move a message to another folder: 

1. Open the folder where the messages 
are stored. 

2. To select multiple messages, ~-click 
each one. 

3. Drag them onto the destination folder in 
the Folder list. 

As an alternative, you can choose 
Message > Move To, followed by the name 
of the destination folder (Figure 11.42). 

4. If the desired folder 1sn't listed, choose 
Message > Move To > Move To Folder 
(or press [ShittlIDM)). 

The Move dialog box appears 
(Figure 11.43). 

5. Select a destination folder, and click Move. 

V Tip 

■ You can move certain incoming messages 
to folders automatically by creating 
message rules. 

174 

'7 (S Pu ch Pit Pr~s.s "-M~_L__ Folder 
• Entourag~ Subfo/ders 
Ill JES Book 1 

Figure 11.41 You can create new folders and subfo lders 
to better organize your email. 

flenna 
RPCl!.IV• 81Ur, l\,1/,Utllfe 
Edlt MesJIIQe - --
"8Dtv ■R 
flllptytoAII o • R 
Aeptytn Sender ~ 
rorwli.rd llJ 
Aedlre.c::t "t:IISJ 

Mnrjr.,, lb::nd T 

111",,C AS;~~~d *■l 
~ All ts lll?Jld -.::wr 

"•9 
flag far rollnw-1111-
lie&r ffllU 

E11toura11e Talk 
► M!crvsol\ Press 
~ ~et1tltems 

OUIIJOX S,ive ~ IAtcaclmumti 
Remove All Attll(llfflli.llt~ 

Ot_lell!d l!en,i . 
fMPr'II T•lll 

MoveTa Folder- <> 114 

Figure 11.42 Using the Message> Move To 
command, you can move any message to a 
folder of your choosing. 

- Movll "RB Appl el air' = ·-'-

r1.J 1,bo, 

c!, o ..... 
~ S•ntf,•IT'lf 

~ O••fu 

~ ! O•l•c.d It.ms 

EMOUr•o• T•I~ 

FM Pr,:, Till; 

-il, tDG &oolu 

ta_ Mlcl"On~Preu 

I - f>uch,pft: Pt.u-
S,..._q..cu :IJ., .. \ "-•" 

.. ~ frruureqt VQS 

Di, :£., FM ;'lro l 1l>h 

Di, X 1■ '5V(l5' 
► ::t MS Ofll<o 200J 

Ii: 3; Ramru1dtn, 

~ !C; s~.,. 9d,..,. rn 

~ ISP Clu nntl Hof 

'V ,..,lc ro.so~ N1ws 511r1,1u 

1~w !I I I c11nce1 l ( 

-

. .. 
I.: 

'; 

Move I 
Figure 11.43 If the desired folder isn't listed in the 
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dialog box. 
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Moving folders 
Because Entourage is fully drag-and-drop­
enabled, the easiest way to reorganize your 
folders is simply to drag them within the 
Folder list. To move a folder into another 
folder, for example, just drag the folder onto 
the destination folder. 

Deleting folders 
Any folder that you create for storing mes­
sages can be deleted. (But you cannot delete 
the default folders.) Deleting a folder is one 
of the fastest ways to delete many messages 
at the same t ime. You can then re-create the 
folder, if desired. 

To delete a folder, select it in the Folder list 
and then choose Edit > Delete Folder, click 
the Delete toolbar button, or press~ 
or I Delete i If a confirmation dialog box 
appears, click Delete. 

t/ Tip 

■ Although a deleted folder is removed 
from the Folder list instantly, it is not 
deleted. Like a deleted message, the entire 
folder is simply moved to the Deleted 
Items folder. If you change your mind 
about deleting the folder ( or if you deleted 
it by mistake), you can restore its contents 
by dragging its messages into a new folder. 

175 



Cl) 
l&I -::, Q 
LI.I 
::c 
'-' 

Cl) 

" z 

~ 
16,1 
11¥ 
V 

Chapter 11 

Creating Schedules 
In addition to sending outgoing email and 
retrieving incoming email manually, you 
can instruct Entourage to perform these 
actions automatically, as well as many 
other useful tasks. To accomplish this, you 
create schedules. 

To create a schedule: 

1. Choose Tools > Schedules. 

The Schedules dialog box appears 
(refer to Figure 11.2). 

2. Click the New button. 

The Edit Schedule dialog box appears 
(Figure 11.44). 

3. Enter a name for the schedule. 

4. In the When section, specify when the 
schedule will run, as follows: 

Manually. You will run the schedule by 
choosing its name from the Tools > Run 
Schedule submenu. 

At Startup or On Quit. The schedule will 
run automatically each time you start 
Entourage or quit. 

Timed Schedule. The schedule will run 
only on specific days at preset times 
(Figure 11.45). 

Repeating Schedule. The schedule will 
run automatically at the designated time 
intervals (Figure 11.46). 

Recurring Schedule. The schedule will 
repeat based on simple or complex date 
patterns (Figure 11.47), such as daily, 
weekly, or every second Tuesday of the 
month for the next three months. 

5. To specify additional times when the 
schedule runs, click Add Occurrence and 
repeat step 4. 
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Figure 1:1.44 The Edit Schedule dialog box. 
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Here for Timed Schedule Options. Then 
click to choose the days and times when 
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Figure 11.46 When you create a repeating schedule, 
you must specify the time interval between runs. 
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Figure 11.47 If you have complex scheduling require­
ments (such as a schedule that will be run infrequently 
or only for a specific number ofoccurrences), a recurring 
schedule may meet your needs. 

Receiving Email 

6. If this schedule should run only when 
you are connected to the Internet, click 
the Only If Connected checkbox. 

7. In the Action section, specify what 
event(s) Vvill occur when the schedule is 
executed, as follows: 

Receive Mail. Retrieve all incoming email 
from the specified account. 

Receive News. Retrieve new article head­
ers from the selected newsgroups for a 
particular news server. 

Send All. Send all email that is currently 
in the Outbox. 

Run AppleScript. Run the chosen 
AppleScript. 

Delete Mail. Delete messages from the 
Deleted Items folder (or any other 
selected folder), based on message age. 

Launch Alias. Launch a particular pro­
gram or open a particular document. 

8. To specify more actions to be executed 
when the schedule runs, click Add 
Action and repeat step 7. 

9. In the Dial-Up Options section of Lhe 
dialog box, indicate what should be done 
after the schedule has executed: 

Stay Connected. Remain connected to 
the Internet. 

Close. Disconnect from the Internet. 

Return to Previous State. Return to the 
connection state that was present imme­
diately before the schedule was run. 

10. To make this schedule active, make sure 
that the Enabled checkbox is checked. 

To disable the schedule, remove the 
checkmark. 

11. Click OK to save the new schedule. 

The Schedules dialog box reappears. 
displaying the newly created schedule. 
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To modify, disable, or delete 
a schedule: 

1. Choose Tools > Schedules. 

The Schedules dialog box appears 
(refer to Figure 11.2). 

2. To edit an existing schedule, select its 
name and click the Edit button. 

3. To disable or enable a schedule, click 
the Enabled check.box to the left of the 
schedule name. 

4. To delete a schedule, select its name and 
click the Delete button. Confirm the dele­
tion by clicking Delete in the dialog box 
that appears (Figure 11.48). 

v Tips 

■ If you have to connect to your Internet 
service provider via long distance, you 
could create a schedule that retrieves new 
email when rates are inexpensive. 

■ If you have defined a schedule of any 
type other than Manually, there is no 
need to add a Manually occurrence. 
You can run any schedule manually by 
choosing its name from the Tools > 
Run Schedule submenu. 

■ If you think that you may want to use 
a defined schedule at some later date, 
don't delete it; disable it. 
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CUSTOMIZING 
ENTOURAGE 
FOR EMAIL 

Although the standard way that Entourage 
email features work will suffice for many 
users, you can customize the program in 
several ways: 

♦ You can set email preferences in the 
Mail & News Preferences dialog box. 

♦ You can customize the display by changing 
the size of the Folder list, message list, 
and preview pane; rearrange, resize, and 
choose different column headings; sort 
the message list; and show or hide parts 
of the display. 

♦ If you're a programmer, you can add 
new capabilities to Entourage by using 
AppleScript, an English-like programming 
language that is part of the Mac OS. 

Additional customization options are dis­
cussed in Chapter 8. 
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Chapter 12 

Setting Email Preferences 
To set preferences, choose Edit > Preferences > 
Mail & News or press !Shift]@[]. The Mail & 
News Preferences dialog box appears (Figure 
12.1). The tabs at the top of the dialog box 
represent the following categories: 

♦ Read. Specify the circumstances under 
which messages are automatically marked 
as read, whether to display deleted IMAP 
messages, and whether to display complex 
HTML in received messages. 

♦ Compose. Specify whether to use a 
directory service to automatically check 
addresses in outgoing messages, whether 
to save copies of sent messages automat­
ically, choose a default message format 
(plain text or HTML), and set options 
for enclosing file attachments. 

♦ Reply & Forward. Set options for text 
quoting. and specify message format, 
a default account when forwarding or 
replying to a message, and a message 
attribution prefix. 

♦ View. Set display options for message 
headers and messages. 

♦ Proxies. If all or part of your Internet 
access must go through proxy servers, 
specify them here. 

ti' Tip 

■ If you aren't sure what a Preferences set­
ting or option does, turn on Balloon Help 
by clicking the question mark(?) button 
in the Mail & News Preferences dialog 
box (refer to Figure 12.1) or by choosing 
Help > Show Balloons. To turn Balloon 
Help off, choose Help > Hide Balloons. 
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Figure 12.1 The Mail & News Preferences dialog box 
(open to the Read tab). 

Two Functions, One Dialog Box 

Email and newsgroup preferences are both 
set in the Mail & News Preferences dialog 
box. Only preferences that are relevant to 
email are discussed in this chapter. Refer 
to Chapter 17 for information about setting 
newsgroup-specific preferences and to 
Chapter 8 for general assistance in cus­
tomizing Entourage. 



Customizing Entourage for Email 

Read preferences 
Read preferences (refer to Figure 12.1) apply 
to reading and displaying incoming mail. 

Messages 

After Deleting or Filing an Open Message. This 
setting governs Entourage's behavior when 
viewing messages in their own windows. If 
you delete the current message _or move it to 
another folder, Entourage will either close the 
message window or open the next message. 

Mark Messages As Read When Displayed in 
the Preview Pane. This and the following 
option determine whether a message is 
automatically marked as read if you select 
its header in the message list and then view 
it in the preview pane. If you remove the 
check.mark, a message is marked as read only 
if you open it or choose Message> Mark As 
Read {or press [filI)). 

Mark Message As Read After Displayingfor 
xx Seconds. If a message is selected in the 
message list for longer than the specified 
time, it is automatically marked as read. (To 
enable this option, you also must enable the 
preceding option.) 

Languages 
Default Character Set for Unlabeled Messages. 
Choose a default character set/language to 
be used to display received messages that do 
not indicate a character set. 

continues on next page 

181 

Cl) 

"' = -z 
G'I 

"' I: ,.. 
r-
~ 
;a 

'" .,, 
'" ;a 

'" z 
n 
'" u, 



II) 
Ill 
\J z 
Ill 
D: 
Ill ... 
Ill 
Di: 

0.... ... -C 
:I 

L&.I .., 
z 
~ 
11,1 

Cl) 

Chapter 12 

IMAP 

Hide IMAP Messages Marked f or Deletion. 
This option applies only if your ISP uses an 
IMAP mail server. (POP mail servers are 
more common.) If you enable this option, 
all incoming messages that you have marked 
for deletion are removed from your message 
folders, regardless of whether you have purged 
the messages from the IMAP server. When 
this option is unchecked, all IMAP messages 
are listed until they have been purged from 
the server. 

HTML 

Display Complex HTML in Messages. When 
this option is enabled, email messages that 
contain complex HTML (such as images and 
tables) are fully displayed. When the option is 
disabled, the message is formatted as though 
the tables and images were not included . 
(Disabling this option speeds the display of 
such messages.) 

Allow Network Access 'When Displaying 
Complex HTML. When this and the preceding 
HTML option are enabled, Entourage fetches 
from the Internet any referenced files {such 
as linked images) that are necessary to fully 
display a complex HTML message. 

ti' Tips 

■ You can also mark a message as read 
by[control]-clicking its header in the 
message list and choosing Mark As Read 
(Figure 12.2). 

■ The manner in which unread and read 
messages are distinguished is determined 
by settings in the View section of the 
Mail & News Preferences dialog box. You 
can distinguish read and unread message 
based on the font style {boldface versus 
plain text), color, or both. 
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Figure 12.2 You can mark a message as read or unread 
by [Controlj-clicking its header. 
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Figure 12.5 You can add paragraph and text formatting 
to your HTML messages by choosing options from the 
HTML Formatting toolbar. 

Customizing Entourage for Email 

Compose preferences 
Compose options (Figure 12.3) are related 
to creating messages. 

General 

Automatically Check Names When Sending 
Messages. When this option is enabled and 
you address a message to a name that isn't in 
your Address Book, Entourage consults your 
default directory service (such as Who Where) 
to help you find the email address. 

Normally, you will not check this option. 
When you don't know the email address of 
a recipient, you can click the Check Names 
button in the message window (Figure 12.4). 

Save Copies of Sent Messages in the Sent Items 
Folder. Check this option to automatically 
store copies of outgoing messages in the 
Sent Items folder. 

Messages 

Show HTML Formatting Toolbar in the Message 
Composition Window. v\Then this option is 
enabled, the HTML toolbar (Figure 12.5) 
is always visible when you are composing 
messages, even if the formatting is plain text. 
When the option is unchecked, the HTML 
toolbar appears only when you are composing 
formatted (HTML) messages. 

1i,1ail Format Choose Plain Text or HTML 
as the default format for outgoing messages. 
You can still override this setting on a message­
by-message basis . 

♦ HTML. Messages formatted with HTML 
(Hypertext Markup Language) can con­
tain paragraph alignments, fonts, sizes, 
styles, and colors. Such formatting, how­
ever, is visible only to users who use 
HTML-capable mail programs or when 
the message is viewed in a Web browser. 

continues on next page 
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Chapter 12 

♦ Plain Text. Currently, most messages are 
still plain, unformatted text. Choosing this 
option assures you of compatibility with 
all mail systems and computer platforms. 

Attachments 

The selected options (Figure 12.6) are auto­
matically used every time you send a message 
that contains one or more attachments. These 
settings can be overridden on a message-by­
message basis, however. 

♦ Encode For. Specify an encoding method 
for attachments. AppleDouble is platform­
independent and is the safest choice when 
you don't know the computing platform 
used by the recipient. If you typically send 
attachments only to Mac or Windows 
users, you can choose Macintosh (BinHex) 
or Windows (MIME/Base64 ), respectively . 

♦ Compatibility & Efficiency. Enable the 
option labeled Append Windows 
Extensions to File Names if you regularly 
send files to Windows users. Without an 
appropriate three-character file extension, 
such as .DOC, .TXT, or .JPG, Windows 
cannot determine a file's type. 

To prevent attachments from being sent to 
Cc (Carbon Copy) and Bee (Blind Carbon 
Copy) recipients, remove the check.mark 
from the second checkbox. When this 
option is unchecked, attachments are 
sent only to people list~d in the To line 
of messages. 

♦ Compression. If you have Stufflt Deluxe 
( Aladdin Systems) installed on your Mac, 
you can send all attachments as Stufflt 
archives. (Sending attachments as archives 
rather than as uncompressed files saves 
upload and download time.) 

184 

Q 
fl!CHtftr 
e Any co,npuutr (AppleOoubie) 
Q Mlcloloati (Blntiqlc> 
Q Wll\40Y$ ( MIM£/~t.4) 
0 UHIX (UUE~) 

tomprn,1011 

01!o111 
~ 1'1Ktn1~11 fS1u,no 

Caapet .. lllty & Etncltn'ey ---------
0 APP!ll!dWlcidWt el(leo,foris to Olt 1111~ 

[if.&llllelt,51:hmcnlo to Cc tn<J Beo, rcclpltnU 

Figure ::12.6 The settings you choose here are used 
by default for all outgoing messages that contain 
attachments. 



fi:f U:a !! QUCl i ng<:l'e.--acten IJ'herl fONl!lrdln-, 

l3 Reply to m,e,,,~Qe9 In U,e formd in 'lfhich they 1ri11e~ J.e"nl 

0 Rocily 1,1~in9 lt"io def11ull 1C®un1 (Looolion Mlqq~r lir'era} 

Hail Attrihntion - - -- - -

() U,!!! none 

fl ,re(lx my re pl;., 1>'11~ I nior n,t••IYI• ,ttrl bU11on I ln,a 

! ._IOb ... l .... O,I_TrJ-_. __ 11iW'lf_ ._ ._1· ... 11A ... D 01tLS:S_. __ ·1,_'i/_rqji;..,.' _____ 11.D 
q Pl!!U ill$tflion point b.efor!!! Quo1ed lext 

O Prefix my reolle, "'ltfi ahort ~"<Jer-,lyt, et1rl butlon I tno, 

New3- ir.ttri bution 

Prefix MY repl le~ v'1h 

l~llf>~l<h\~t~E~l , 1~• '~'U~•'~· ,_~IIT~!ru=·=•·~·1_1Utf~ i~l·~•l,I=~~' ='-·-~ •- ~I @) 

@]shover hide balloon:, • • 
Figure 12.7The Reply & Forward tab of the Mail & News 
Preferences dialog box. 

-Q t d t t uo e ex 
l!I . ,JJllt;OYD - i:!lt 

~ i~ndNvv ~~r.:l'...11BT l8 , .~r, 1.1· .a· iH -a; ~~ -
•- (-Nd- tiiiili-lil ' I l 

To @er:.w:iby I 
Cc 

' 
11,.1 Jp,- ovo I 

► ,'\16C-hmtn1, "'.?r' 

!"J 11•-• FJJM;-t ·JI I - - ,~. 
n-.itu -,., u. -f"~U cn. I 'll~ •• -.,c ;,,u ..._._.,..n ~ c--
~ Run .o•Ji: and l'ent · c~;s Life" en u11u . fl\at's evar-1,,10'1~',;; (avori t"' IJ,,·o,. 
> I Ii.._~ It o.r.1.3 t ~,e •::x.,ttol,,@S" nre a pretty runr')• 

>; ... .. 
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convention to quote the original message. If only 
portions of the original message are relevant, you can 
delete the extraneous material. 

Customizing Entourage for Email 

v' Tips 

■ You can also create copies of outgoing 
messages by including your own maH 
address in the To or Cc line. 

■ If you elect to save copies of sent messages, 
you may need to think about wasted disk 
space. Periodically, you can open the Sent 
Items folder and delete any messages that 
you don't want to keep. 

■ If a Windows user is having trouble open­
ing an attachment, set the encoding 
'method to Windows (MIME/Base64 ), 
set compression to None, and enable 
the option labeled Append Windows 
Extensions to File Names. 

■ If you frequently exchange attachments 
with Windows users, you might suggest 
that they obtain a copy of Stu:fflt Extractor 
for Windows, available free from Aladdin 
Systems (www.aladdi.nsys .com). This utility 

enables them to open Stufflt archives. 
Otherwise, be sure to set compression 
to None. 

Reply & Forward 
Options in the Reply & Forward tab (Figure 
12.7) govern the formatting and the email 
account used for replying to or forwarding 
messages. 

Reply & Forward 

Include Entire Message in Reply. When this 
option is checked, a copy of the message to 
which you are replying is automatically 
inserted into the message (Figure 12.8). 

Use Quoting Characters Mien Forwarding. 
\!Vhen this option is enabled, forwarded mes­
sages use the quoting symbol(>) to distinguish 
each line of forwarded text from new text that 
you've added. 

continues on next page 
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Chapter 12 

Reply to Messages in the Format in Which They 
Were Sent. When this option is checked, your 
replies use the format (HTML or plain text) 
that the sender used. To ensure compatibility, 
you will probably want to check this item. (You 
can still override this setting on a message-by­
message basis.) 

Reply Using the Default Account. If you have 
multiple email accounts, you 'Will normally 
leave this checkbox unchecked. You automat­
ically respond from the account to which the 
message was addressed. Check this option if 
you want all responses to come from your 
default email account. (You specify a default 
email account by choosing Tools > Accounts.) 

Mail attribution 

Prefix My Replies with Internet-Style Attribution 
Lines. To make it easier for recipients to 
determine what you are replying to, you can 
preface your replies with an optional text 
string that contains the person's name, email 
address, and/or date of their original message 
(Figure 12.9). 

Although attribution text can contain only 
the three information placeholders (date, 
name, and address), you can arrange them 
in any order that you like; include all, some, 
or none of them; and change the surrounding 
text. To insert a placeholder, position the 
insertion point at the desired spot in the text 
string and choose the placeholder name from 
the pop-up menu. 

Place Insertion Point Before Quoted Text. When 
formatting a reply, Entourage positions the 
insertion point as directed by this option. If 
you prefer that your reply text come before the 
text of the message to which you' re replying, 
check this option. If you prefer that your reply 
text follow the text of the message to which 
you're replying, leave this option unchecked. 

To prefix the quoted text 'With a short Internet 
header (Figure 12.10) that indicates the name 
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Figure 12.9 The attribution text shows who wrote the 
quoted text, as well as when it was written. 
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Figure 12.10 Another common way to show the origin of 
quoted text is to display a standard Internet header. 
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Figure 22.11 The View tab of the Mail & News 
Preferences dialog box. 
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Figure 22.12 You can differentiate a read from 
an unread message by the color of its header 
in the message list. 

Choose a Color Picker Choose a color 

Chaose a rolor: 

■ 
Name: 
Cactus 

OK R. 

Figure 12.23 You can choose other colors in the Color 
Picker dialog box. (I f you have Mac OS 8 or later, there 
are several styles of Color Picker dialog boxes.) 

Customizing Entourage for Email 

of the original sender and the message date, 
choose Prefix My Replies with Short Header­
Style Attribution Lines. To create replies 
without attribution text, choose Use None. 

V Tip 

■ When prefixing quoted text in replies, 
you can specify any text sLring. It could 
just as easily read: "In a I lerculean effort 
on [DATE], [NAMEJ scrawled:" Just edit 
the text in the box. 

View preferences 
View preferences (Figure 12.11) govern 
the appearance of message headers in the 
message list. 

Messages 

Show Unread Messages As Bold. When this 
option is enabled, you can distinguish unread 
messages from read ones, because unread 
message headers are shown in boldface. 

Show Messages Using These Colors. By enabling 
this option, you can distinguish unread mes­
sages from read ones by their color. To choose 
colors, click the Unread or Read color box 
(Figure 12.12). To choose a color other than 
the listed ones, choose Other and then select 
a color from the Color Picker (Figure 12.13 ). 

Show Internet Headers. When this option is 
enabled and you open a message in its own 
window, the header shows additional detail, 
such as the servers that handled the message. 

Show Attached Pictures and Movies in 
Messages. In addition to opening picture 
attachments in a graphics program (such as 
Photoshop or Picture Viewer), you can view 
attached pictures and movies in the body of 
the message by enabling this option. 

continues on next page 
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Chapter 12 

Toggle Open Threads That Contain Flagged 
Messages. When this option is enabled, if 
any message thread contains at least one 
flagged message, the entire thread is expanded 
automatically, so you'll see that it contains a 
flagged message. 

Note that unless you've created mail rules that 
automatically flag messages of interest or 
have manually flagged important messages, 
this option has no effect. 

Color Quoting 

When a message is forwarded through multi­
ple users before it reaches you, the number 
of quote characters that precede each line is 
increased by one for each person it was for­
warded through. You can assign different 
colors to each quote level by clicking the 
level indicators in the Color Quoting box. 

Proxies preferences 
If your ISP or network connection requires 
you to use proxy servers, you can specify the 
server settings and exceptions in this section 
of the Mail & News Preferences dialog box 
(Figure 12.14). Contact your ISP or network 
administrator for the necessary settings and 
instructions. 

v' Tip 

■ Few ISPs provide or require users to work 
through a proxy server. If your ISP didn't 
mention proxy servers in its sign-up 
information, you can assume that this 
section of Mail & News Preferences 
doesn't apply to you. 

On the other hand, if you connect through 
a company network or hear the phrase 
"We're behind a firewall:' it's likely that this 
section does apply to you. 
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Figure 12.14 The Proxies tab of the Mail & News 
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Folder Ll$t .l'"iir1 .I. lnboN ~ 
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~ 

~ Outbnw • 

~ Sent Items Tj I ~ 
Figure 12.15 Click the dividing line 
between any pair of panes and then 
drag to change the sizes of the panes. 

Previous 
Next 

✓ Toolbllrs 

ll( 
at) 

✓ Pre\lfewPane (18\ 
Columns ► • 

lnterr1et Headers ◊:1/:H 

Source 

Unread ontv :!IIV 
Flagged Only -038V 

.,. Threaded 

Expand All 
Collapse All 

Figure 12.16 Choose 
View> Toolbars, Folder 
list, or Preview Pane to 
show or hide these 
Entourage elements. 

Customizing Entourage for Email 

Customizing the Display 
You can change the Folder list, message list, 
and preview pane in several ways by dragging, 
clicking, and choosing menu commands . 

Modifying the Folder list, 
message list, and preview pane 
The Folder list. message list. and preview 
pane can be modified in the following ways: 

♦ You can change pane widths or heights by 
dragging the vertical or horizontal bar that 
separates any two panes (Figure 12.15). 
Drag up and down or left and right, 
depending on whether the panes are 
split horizontally or vertically. One area 
increases in size as the other decreases. 

♦ To hide the Folder list, choose View > 

Folder list (Figure 12.16) to remove 
the checkrnark preceding the Folder list 
command. 

♦ To hide the preview pane, choose View > 
Preview Pane (refer to Figure 12.16) or 
press ~(I) to remove the checkmark pre­
ceding the Preview Pane command. After 
doing so, you will have Lo read messages 
by opening them in their own windows. 
(Double-click a message header, or select 
the message header and choose File > 
Open Message.) 
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Chapter 12 

Modifying column headings 
You can choose commands from the View > 
Columns submenu to add or remove column 
headings above the message list. You can also 
change the size and order of the headings. 

To add or remove headings: 

♦ Choose View > Columns. followed by 
the column heading you want to add or 
remove (Figure 12.17). 

or 

♦ [Contror)-click any column heading and 
then choose the heading you want to add 
or remove (Figure 12.18). 

To resize column headings: 

1. Move the pointer over the right edge of 
a column heading. 

The pointer changes to a double arrow 
(Figure 12.19). 

2. Click and then drag to the left or right 
to reduce or widen the column. 

3. Release the mouse button when the 
column is the desired width. 

To rearrange column headings: 

1. Click to select a column heading. 

The selected heading is darker than the 
other headings. 

2. Drag the heading left or right to its 
new position. 

3. Release the mouse button. 
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Figure 12.17 Choose elements from the 
View> Columns submenu to add or 
remove column headers above the 
message list. 
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Figure 12.18 You can also IContro!l-click a column 
heading and choose headings to show or hide. 

Drag left or right 
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Figure 12.19 To change a column width, move the 
pointer over the right edge of the column and drag to 
the left or right. 
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10/22/00 8: 19 AM 

-- Sort direction indicator 
(descending) 

Figure 12.20 Click any column heading to sort the 
message list by the contents of that column. The 
heading for the current sort column is darker than 
the other headings. 

Customizing Entourage for Email 

Sorting the message list 
You can sort the ·message list by any column 
heading, such as Sent, From, or Subject. The 
order you set remains until it is next modified. 

Click a column heading to sort the message 
list by the contents of that column. To switch 
between ascending and descending sorts, click 
the same heading again. The direction of the 
sort-ascending or descending-is indicated 
by an up- or down-pointing triangle in the 
heading, respectively (Figure 12.20). 

Showing or hiding display parts 
You can selectively show or hide display parts 
by choosing commands from the View menu. 
To hide or show a part, click the View menu 
and choose the part: Toolbars, Folder list, or 
Preview Pane (refer to Figure 12.16). Visible 
parts are preceded by a checlanark in the 
View menu. 

t/ Tips 

■ You can set different column headings, 
orders, and widths for every instance of 
the message list. Thus, the Inbox, Outbox, 
Sent Items, Drafts, and Deleted Items 
folders can each be different in this regard. 

■ Temporarily hiding the Folder list can 
be useful when you are working on a 
small screen or when you need to display 
a large graphic within an email message. 
Similarly, if you prefer to read all messages 
in their own windows, you can hide the 
preview pane. 
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Chapter 12 

Adding Commands 
with AppleScri pt 
If AppleScript-part of the Mac OS-is 
installed and active on your Macintosh, 
you'll see a Scripts menu icon (Figure 12.21) 
to the left of Entourage's Help menu. All ·· 
AppleScripts inside the Entourage Script 
Menu Items folder (Figure 12.22) are listed 
as commands in the Scripts menu. (To find 
this folder, open the Documents folder and 
then the Microsoft User Data folder.). 

Microsoft supplies several sample scripts with 
Entourage that enable you to do the following: 

♦ About This Menu. Displays a text message 
that explains how to add scripts to 
this menu . 

♦ Create Event from Message. Opens a new 
Calendar event window, in which the 
message subject becomes the event subject 
and the message text is the descriptive text. 

+ Create Note from Message. Opens a new 
Note window in which the message subject 
becomes the note title and the message 
text is the note text. 

♦ Create Task from Message. Opens a new 
Task window in which the message subject 
becomes the task title and the message 
text is the descriptive text. 

♦ Insert Text File. Inserts a SimpleText or 
text-only file into the email message you're 
creating in Entourage. 

♦ Save Selection. Saves the currently selected 
message text as a named file that can be 
read or edited with SimpleText, a text 
editor, or a word processing program. 

It is well beyond the scope of this book to 
attempt to explain AppleScript programming. 
To get started, the following tips may be 
helpful to you. 
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Tools Window ~ Help 

Figure 12.21 The Scripts menu lists all 
AppleScripts located in the Entourage 
Script Menu Items folder. Such scripts 
extend the capabilities of Entourage. 
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Figure 12.22 To modify the Scripts menu, add or remove 
compiled AppleScripts in the Entourage Script Menu 
Items folder. 
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Figure 12.23 You can create, edit, and view AppleScripts 
in Script Editor. 

Customizing Entourage for Email 

V Tips 

■ To enable AppleScript, open the Apple 
menu, choose Control Panels > Extensions 
Manager, and make sure that every 
AppleScript extension is checked. 

• Double-click any of Lhe sample scripts to 
open it in Script Editor (Figure 12.23), 
a free utility included with the Mac OS. 
(You usually can find Script Editor by 
opening the Apple Extras folder and then 
the AppleScript folder.) 

• Microsoft has several Entourage scripts 
( called Value-Add Scripts) that you can 

> download for free from this address: Cl 
www.microsoft.com/moc/download/ 0 

z 

• Rather than create your own AppleScripts, c;, ,__ 
you're free to use ones written by others. 0 
Simply place the compiled scripts in the ~ 

~ Entourage Script Menu Items folder, and )Ii, 

they will appear in the scripts menu. z 
Cl 

"' • To learn about AppleScript, you might :e 
check out AppleScript for the Internet: -~ 
Visual QuickStart Guide (Ethan Wilde, :c 

> Peachpit Press). Microsoft's documentation -g 
'ti 

for scripting Entourage can be downloaded r-
'" from:http://www.microsoft.com/ V, 
n 

mac/products/ofnce/2001/usi ngofnce/ ::ii, -ofnce_extras. asp. If you're new to -g 
~ 

AppleScript, you may also want to down-
load the following documents from Apple's 
Web site: AppleScript Language Guide, 
AppleScript Finder Guide, and AppleScript 
Scripting Additions Guide. 

■ Another source of information about 
Entourage-related AppleScripLs (and other 
advanced material) is the Entourage-Talk 
mailing list. To subscribe to the list in 
digest mode (list messages are sent to you 
in large batches rather than one by one), 
send an email message to Entourage-
Tal k-digest@lists.boingo.com. 
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Figure 13.1 The Microsoft news server manages dozens 
of newsgroups concerning Microsoft products. 

Usenet newsgroups are collections of mes­
sages from people who share an interest in a 
topic, such as games, celebrities. or investing. 
Most news servers carry messages (called 
articles or posts) from thousands of news­
groups (Figure 13.1). 

Newsgroup topics can be exLremely broad 
(such as rec.crafts), narrowly focused (such 
as alt.games.dake3d), or anything in between. 
You're free to select , read, and post to every 
newsgroup that interests you. On some of 
the most popular newsgroups, hundreds of 
new messages are generated every day. 

As mentioned elsewhere in this book, 
Entourage serves as both your email program 
and your newsgroup reader. You can use 
Entourage to read the posts of others, as well 
as to compose your own posts and replies. 
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Chapter 13 

About News Servers 
A news server is responsible for tracking the 
newsgroups it carries. As new articles arrive 
from around the world, the news server 
makes them available to you. 

Many news servers track thousands of 
newsgroups; some handle only a small set 
of newsgroups. Microsoft and Intel, for 
example, have their own news servers that 
cover company business and discussions 
about new hardware and software. In fact, 
when you install Entourage, you'll notice that 
it is already configured to use the Microsoft 
news server (refer to Figure 13.1). 

Your primary news server typically is the one 
provided by your ISP. In addition, you can use 
many public news servers to gain access to 
newsgroups that are not carried by your ISP. 

ti' Tips 

■ If your news server doesn't carry the 
newsgroups you want ( or you don't 
have a news server), visit Deja.com 
(www.deja.com/usenet). Or you can use 
one of the Internet search sites to look 
for other public news servers, such 
as the list available from Yahoo! at: 
di.r.yahoo.com/Computers_and_Internet/ 
Internet/Usenet/Publi.c_Access_Usenet_ 
Si.tes/ 

■ All public news servers allow you to read 
articles, but not all let you post. 

■ When you're learning about newsgroups, 
you may want to make some test posts. 
Look for a newsgroup with test in its name. 
Such newsgroups are created specifically 
for testing (Figure 13.2). 
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Figure 13.2 Don't post test articles to normal 
newsgroups. You can find many newsgroups that are 
intended for test posts, such as alt.test. 



Attachment icon File size in KB 
(thousands of bytes) 
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Figure 13.3 Articles larger than a few KB frequently 
contain binary-encoded attachments, such as this photo. 
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□ 

e: ... ~ ._.,_,."""'- ~- ~•---ft.."'_. ...l.'lll!'f~ 

,Ytil!~ .:""' ~ I I~ 
.5ot-l S4.llll C., ,:u __ 

.__ .,..y~ ........ !IOI_ - llli ,.._-

.., [-.... ...... .. ....... ll'!llii,,. 

j.,, - OOT- ~ 1, 1: --..,, - --
~I - ., ... -

1' 11 lliiiia 

LS NM 

Artie/es in the thread 

Figure 13.4 To make it easy to follow an ongoing 
conversation, articles can be grouped into threads. 
In Entourage, articles in a thread are marked with a 
triangle. You click the triangle to expand and view 
the thread. 
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Figure 13.5 Composing an article or a reply to an 
article is the same as composing an email message. 
You can address it to one or more newsgroups orto 
an individual in response to a post. 

Newsgroup Essentials 

About Newsgroups 
Following arc some important general facts 
about newsgroups. 

Subscribing to newsgroups 
If you find a newsgroup that you want to 
read and participate in, you can subscribe to 
it. Vv'hcn you subscribe to a newsgroup, you 
are instructing Entourage (your newsreader) 
to keep track of new posts in that newsgroup. 

Article types 
Allhough most articles are text messages, they 
also can contain attachments (Figure 13.3). 
Many graphics newsgroups, for example, are 
filled with image files such as photographs and 
drawings. VVhen you post an article with an 
attachment, Entourage automatically encodes 
it before sending it to the news server 

Article th reads 
Articles for a newsgroup are grouped in 
threads-a series of messages in response to 
a post. Every new article can conceivably be 
the slart of a new thread (Figure 13.4 ). I might 
send a message named "My Golden Retriever:• 
Responses with the liLle "Re: My Golden 
Relriever" would be part of the message thread. 
You can configure Entourage to group articles 
by thread, so that you can easily find all the 
articles on a topic that interests you. (Some 
programs, such as Outlook Express 5 for 
Windows, refer to Lhreads as conversations.) 

Posting to a newsgroup 
You can actively participate in newsgroups 
by posting new articles and responding Lo 
others. An article {Figure 13.5) can be sent 
to the newsgroup (where it can be viewed by 
everyone), or you can reply privalely Lo an 
article's author. 
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Chapter 13 

About Entourage 
and Newsgroups 
Entourage provides all the capabilities that 
most users w:ill ever need to read and partici­
pate in newsgroups. Following are some of 
the major features and where you can learn 
about them: 

♦ Add news servers (Chapter 14) 

♦ Subscribe to newsgroups on multiple 
news servers ( Chapter 14) 

♦ Search for newsgroups by keyword 
( Chapter 14) 

♦ View all articles, only unread articles, 
or only flagged articles (Chapter 14) 

♦ Search for articles of interest (Chapter 14) 

♦ Sort the articles by the contents of any 
column in the article list (Chapter 14) 

♦ View and save attachments (Chapter 14) 

♦ ·Post replies to the newsgroup, the author, 
or both (Chapter 15) 

♦ Work offline, marking articles for down­
loading from multiple newsgroups 
(Chapter 16) 

♦ Customize the message display and other 
components of Entourage (Chapter 17) 

♦ Automate the handling of new articles 
(Chapter 12) 

198 



READING AND 
MANAGING ARTICLES 

If you're like most people, you'll spend much 
of your time in the news section of Entourage 
in an endless cycle of clicking headers. waiting 
for the message text to download Lo your Mac, 
and reading. But you must take a few prepara­
tory steps before launching into this routine. 
You must create an account for each news 
server you want to use and then subscribe to 
newsgroups carried by the server or servers. 

After you've created accounts for one or 
more news servers and picked some news­
groups to which you want to subscribe (as 
explained in the next several pages), find 
out later iri this chapter how to select and 
manage articles. 
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Chapter 14 

Adding a News Server 
Entourage can accommodate multiple news 
servers and subscribed-to newsgroups. To help 
you get started, Entourage is preconfigured so 
that you can follow Microsoft's newsgroups 
via its news server at msnews.microsoft.com. 
The Microsoft news server carries newsgroups 
that are of interest to users of Microsoft 
products (such as Office, Word. Excel, Internet 
Explorer. and Entourage), Microsoft software 
testers, and programmers. 

You're probably interested in following other 
types of newsgroups, too, such as hobby­
related ones or newsgroups devoted to your 
favorite TV programs. To follow those news­
groups, you'll need to add news servers, such 
as the one typically offered by your Internet 
service provider. 

To add a news server: 

1. Choose Tools > Accounts. 

The Accounts dialog box appears. 

2. Click the News tab (Figure 14.1). 

3. Click the New button. 

The Account Setup Assistant appears, as 
shown in Figure 14.2. (If the Edit Account 
windows appears instead, click the Assist 
Me button.) 

4. From the pop-up menu, select the email 
account you want people to use when 
replying to you about your posts. 

If you want to be identified vvith an organ­
ization, type its name in the text box. 

5. Click the right arrow to continue. 

6. Enter the name of the news server 
(Figure 14.3). 

News server names are frequently in 
the form news.domain, such as 
news.networx.net. 
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Figure 14.1 The Accounts dialog box lists all your 
recorded email, newsgroup, and directory service 
providers. 
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Figure 14.2 The Account Setup Assistant presents a 
series of dialog boxes in which you'll designate a new 
news server. 

- ec I Ch k '{th e news server reqwres you 
to log on with a user name and password 

- Enter the news server's name 
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Figure 14.3 Enter the name of the news server. 



,-

Entourage automatically supplies your user name 
and password when you lag on to this news server 

-

□- ~ount ~etup AsJ lstllnt. 13 
Internet Hews I.Dgon ._ 
Type Ille eccounl neme and pessw'Ord yout I nlernel •ervice provider MO 
given you 

Account ID: J roedrunn•r77 I 
f-ra Save pa,swo rd: I•••••••• i 

CIiek l he ri9htarrow lo continue 

( Con<l2u~ ~u~1 mi._11ui.lll1' I 1~1 1 ,,~ , 

Figure 14.4 This dialog box appears if you indicated 
that you must log on to the news server. Enter your 
user name and password. 

□ Account Setllp Afftmnt - - i3 
Con 11ratulattons ._ 
You heve oucce,sfully entered al l of the inform6llon required to ,et up your 
ace11unt 

Pl•••• enter e name for thi• account belo1,1, This name is used only (or 
display purposes. 

Account na mo: I Creative Labs Ne..,, I 
I 

To oeve these $ell Ing click finr,h 

~ flnlsb I 
( Connqure 11CCOunt manually I l ◄la 1~1 

Figure 14.5 Enter a name to identify this news server. 

Would you like to receiVe the 11st of 
newsgroups from this server? 

I Cancel j n OK I 
Figure 14.6 The first time you access a news serve r, 
you can down load the list of newsgroups that it hosts. 

Reading and Managing Articles 

If the news server requires you to log on 
(provide an account name and password), 
click the checkbox and then fill in the 
Logan settings in the screen that follows 
(Figure 14.4). 

7. Click the right arrow Lo continue. 

8. Enter a name to identify this news server 
(Figure 14.5). 

9. Click Finish. 

The Accounts dialog box appears again, 
listing the news server you just added. 

10. If you want to view or change any of the 
settings for the news server (such as the 
number of message headers downloaded 
each time or a default signature for your 
posts), select the news server in the list 
and click Edit. 

Otherwise, click the close box to dismiss 
the dialog box. 

11. Select the news server in the Folder list. 

A prompt appears (Figure 14.6), 
asking whether you want to download 
the list of newsgroups available from 
this news server. 

continues on next page 
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Chapter 14 

12. Click OK. 

The list of available newsgroups is down­
loaded and displayed in the right side of 
the window, as shown in Figure 14.7. 
(If the list doesn't appear automatically, 
choose View > Subscribed Only to remove 
the checkmark) 

You can subscribe to newsgroups now, 
if you want. See the sectio~ "Subscribing 
to Newsgroups" later in this chapter. 

t/ Tips 

■ When adding a news server, you don't 
need to use your real name or primary 
email address as identifying information. 
Companies that specialize in mass mail-
ings frequently grab email addresses from 
newsgroup posts, making your designated 
email address a prime candidate for junk 
email. Consider using a secondary email 
address, such as ones you can create on 
free services like Hotmail. 

■ The Microsoft news server is automatically 
set to use your default email account as 
your email address for all posts and replies. 
To use a different email address (such as 
a Hotrnail account, for example), choose 
Tools > Accounts, click the News tab, 
double-click the news server, and choose 
a different email account from the pop-up 
list in the Account Settings section of the 
Edit Account dialog box (Figure 14.8). 

■ Most news servers don't require you to 
supply a user name and password when 
logging on. Unless you're told otherwise, 
assume that this information isn't 
required. Be sure to check with your 
Internet service provider to determine 
whether its news server requires you to 
log on with your user name and password. 

• You have free access to many news servers, 
such as the Microsoft news server. Large 
software companies, for example, often 
have their own news servers. 
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Figure i4.7 Entourage presents an alphabetical list of 
all newsgroups that the selected news server carries. 
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Figure 14.8 You can change settings (such as 
the email account to use) for a news server in 
the Edit Account dialog box. 
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Specify colors for subscribed-to 
and unsubscribed newsgroups 
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Figure 14.9 You can color-code newsgroup names to 
show whether you subscribe to them. 

Reading and Managing Articles 

Subscribingto Newsgroups 
You may want to follow many newsgroups. 
To read them regularly. you have to subscribe 
to them. Subscribing merely means that you 
want to follow a newsgroup. Unless your 
Internet service provider charges extra for 
newsgroup access, no fees are involved. You 
can subscribe to as many newsgroups-on 
as many news servers- as you like. 

To subscribe to a newsgroup: 

1. Select a news server from the Folder list. 

Only servers that you have added appear 
in the list. 

2. If the entire list of newsgroups isn't 
displayed on the right side of the window, 
choose View > Subscribed Only to remove 
the check.mark. 

All newsgroups available on the selected 
server are displayed in an alphabetical list. 

3. Optional.: To determine whether new 
newsgroups have been added, click the 
Update List button or choose View> 
Get New Newsgroups. 

4. Select a newsgroup that interests you, 
and click the Subscribe button ( or choose 
Edit > Subscribe). 

The name of the subscribed-to newsgroup 
is added to the Folder list, below its news 
server. If you set the View Preferences 
option to color the names of subscribed-to 
newsgroups (Figure 14.9), the newsgroup 
name is colored to show that you now 
subscribe to it. 

To unsubscribe from a newsgroup, select 
any subscribed-to newsgroup and click the 
Unsubscribe button (or choose Edit> 
Unsubscribe ). 

continues on next page 
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Chapter 14 

II Tips 

■ You can change a newsgroup from sub­
scribed to unsubscribed ( or vice versa) 
by I Control J-clicking the newsgroup name 
and choosing the appropriate command 
from the pop-up menu that appears. 

■ To find newsgroups of interest, you can 
type a keyword (such as auto or explorer) 
in the Display Newsgroups Containing 
box at the top of the main window. All 
newsgroup names that contain the key­
word are listed (Figure 14.10). 

■ You can view the messages of a news­
group without subscribing to it. Select a 
news server in the Folder list, choose to 
view all newsgroups (remove the check­
mark from View> Subscribed Only), and 
double-click any newsgroup that interests 
you. The newsgroup will open in its own 
window, and Entourage will automatically 
download a set of message headers. 
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Figure 14.11 When you choose a subscribed-to 
newsgroup in the Folder list, current article headers 
for the newsgroup are downloaded and displayed in 
the message list area. 

Reading and Managing Articles 

Reading Articles 
After you've chosen one or more newsgroups, 
you're ready to start reading articles. Note 
that the terms article, message, and post all 
refer to newsgroup messages. 

To read articles in a newsgroup: 

1. Select a subscribed-to newsgroup in the 
Folder list, or choose a news server from 
the Folder list and double-click a news­
group in the parie to the right. 

The list of article headers is displayed 
(Figure 14.11). In the former case, the 
headers are displayed in the message list. 
In the latter case, the headers and associ­
ated articles appear in a new window. 

If you are already connected to the 
Internet, the article list updates to reflect 
any new articles. 

2. If you are not connected or are working 
offline, connect as you normally do 
and/or choose File> Work Offline (to 
remove the checkmark), as necessary. 

3. Click to select an article header that 
interests you. 

4. The text of the article is downloaded, and 
the article appears in the preview pane. 

After an article has been read, the message 
status indicator (the star) is removed 
from the header. 

To read other articles in the current news­
group, repeat step 3. To read articles in other 
newsgroups, start again from step 1. 

continues on next page 
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Chapter 14 

ti' Tips 

■ You can continue clicking and reading 
articles as others download. 

■ To view any article in a separate window 
(Figure 14.12), double-click its header. 

■ If additional articles for the current news­
group are available on the server, you can 
click the More button or choose View > 
Get More News Messages to retrieve them. 
To check for new articles, choose View > 
Refresh Message List or press@[). 

■ You can always distinguish unread from 
read articles by the presence or absence of 
a star to the left of the article header. You 
can further distinguish them by setting 
options in the View section of the Mail & 
News Preferences dialog box (refer to 
Figure 14.9). By default, the headers of 
unread articles are boldface, and the 
headers of read articles are plain text. 
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Figure 14.12 If you find the preview pane too 
restrictive for reading articles, you can read articles 
in their own window. 
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Figure 14.13 
Choose commands 
from the View menu to 
specify which message 
headers should appear 
in the message list, as 
well as how they should 
be organized. 
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Figure 14.14 A message thread is indicated by a 
triangle. You can expand or collapse any thread by 
clicking its triangle. 

Reading and Managing Articles 

Article Selection Tips 
Following are several techniques and proce-
<lures you can use to select and read articles: 

♦ Don't use the(!) and (I) keys to scroll 
through the article list. Each article that 
you highlight will be downloaded. Instead, 
choose articles with the mouse . 

♦ Choose View > Unread Only (Figure 
14.13) or press ~[Y) to limit the list to 
unread articles. To see all current articles 
(including ones you've read), choose 
View > Unread Only a second time, to 
remove the checkmark. 

♦ To make it easier to read related messages 
( called threads), choose View > Threaded. 
Otherwise, the articles will be scattered 
throughout the list, according to the 
current sort order. 

When messages are threaded, an original 
message is followed by all replies to that 
message. You can expand or collapse an 
individual thread by clicking the triangle )> 

:ii:i 
to the left of the thread (Figure 14.14 ). ::! 
You can expand or collapse all threads by t"\ ,.. 
selecting any article header and choosing 

ffl 
V, 

View > Expand All or View > Collapse All. '" ,.. 
'" ♦ You can also lessen the clutter in the g 

article list by choosing View > Unread Only 0 
and then periodically choosing this com- z 

::t mand twice more (toggling it off and back ,, 
on again). Articles read during the current "' 
session will be removed from the list. 

♦ You can sort the article list by any column. 
Click a column heading to sort by that 
column; click it again to toggle between 
an ascending and a descending sort. 
Note that when you are viewing threaded 
messages (View > Threaded), Subject is 
always the sort column. 

continues on next page 
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♦ If the article list contains unread and read 
articles, you can move to the next or pre-
vious unread article in the list by pressing 
I Control !OJ and I Control ](TI, respectively. 

♦ To move to the next or previous article 
(regardless of whether it has been read), 
choose View> Next (~OJ) or View> 
Previous (~(D). You can also use the(±) 
and(!)keys. 

♦ Although there are some keyboard short-
cuts related to reading message threads, 
the commands can be difficult to remem-
ber. Refer to Appendix C if you're interested. 

♦ It's easier to spot important articles when 
you keep the article list to a reasonable 
size. Eliminate articles that don't interest 
you by selecting them and choosing 
Message > Mark As Read. You can also 
mark messages as read by[Controlj-clicking 
them (Figure 14.15) or pressing ~(f). 

♦ To mark all messages in a newsgroup as 

"' 
read, choose Message > Mark All As 

A. Read, click the Mark All Read button, or 
a= press [0ptionl~(f). To reverse this action, z 
0 choose Edit > Select All ( or press~@) 
i= and then Message > Mark As Unread ( or 
V ... press IShiftj~(f)) . ... ... 

Cl) ♦ Another way to make articles stand out is ... 
to jfag them. Select the messages and then ... 

V 
i= click the Flag button or choose Message > 
~ Flag. Each flagged message is marked with <C 

a flag icon in the Message Status column 
(Figure 14.16). You can then restrict 
the message list to flagged messages by 
choosing View > Flagged Only or pressing 
I Shift ]~(SJ To remove a flag from a message, 
select the message header and click the 
Flag button again or choose Message > 
Clear Flag. 
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Figure 14:15 One quick way to mark one or more 
messages as read is to I Controlj-click one of the 
selected messages. 

Flagged messages 

Adam llrd Food Ste,,... t I( Hone 

Dicky P11lft 1.11081N UK FOR I ALJ- I 1/2I002109 - 1 K None 

~ ff••4i tM• .t,it tlJ'1A)Ot02. 1 I( NOftl 

Figure 14.16 You can flag important messages 
manually or create a news rule to do so for you 
automatically. 
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Figure 14.17 This news rule instructs Entourage to hide 
all newsgroup articles created by a particular user. 

-- ...... - ., 
Figure 14.18 By choosing options from the pop-up 
menus above the message list, you can restrict the 
displayed articles to those that contain a particular 
text string, those written by a particular person, those 
addressed to a particular person, or those assigned 
to a given category. 

Reading and Managing Articles 

♦ You can also flag articles by applying 
message rules to them. You might, for 
instance, create a rule that flags all mes­
sage headers that contain a particular 
keyword (such as print) or those that 
originate from a particular person. You 
can use the same technique to ignore 
certain articles (Figure 14.17). 

♦ You can filter the article list to include 
only message headers that contain a 
particular keyword, that are from or to 
a particular person, or that have been 
assigned a given Entourage category. 
Choose options from the pop-up menus 
above the header list and-when using 
a text or email address filter-enter the 
appropriate information in the text box 
(Figure 14.18). To resume viewing all 
articles, delete the text string by clicking 
the eraser button. 
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Chapter 14 

Article Attachments 
Like email messages, articles can contain 
binary attachments. such as graphic images, 
word processing documents, or computer 
programs. Attachments are common in 
picture-related newsgroups, for example. 
For assistance in opening attachments, see 
"Working with Attachments" in Chapter 11. 

You can view some types of graphic attach­
ments, such as JPEG and GIF files, without 
leaving Entourage (Figure 14.19). To save 
such a graphic file or other type of attach­
ment, click the triangle to the left of 
Attachments in the preview pane, exposing 
the attachments list (Figure 14.20). Select 
an attachment and click the Save button. 
Navigate to the drive and folder where you 
want to save the attachment, and click Save. 

v' Tips 

■ A downloaded article that contains one 
or more attachments has a paper-clip 
symbol to the left of its header in the 
message list. (Note that the paper clip 
appears only after you've downloaded 
the article.) 

■ There are several ways to tell whether 
an article contains an attachment. First, 
look for a filename in the article header, 
such as boat. j pg or turkey. gi f. Second, 
check the file size (given in KB); larger files 
frequently contain attachments. To make 
it easy to spot such files, you can sort by 
the Size column or rearrange the display, 
making Size the first column. 
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Figure 14.19 You can view JPEG and GI F files in 
Entourage's preview pane. 

Selected attachment Save the attachment 
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Figure 14.20 You can save article attachments to your 
hard disk, if you want. 
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Figure 14.21 You can save an important article as an 
Entourage message or as a Simple Text document. 

Reading and Managing Articles 

Managing Articles 
After downloading articles and reading them, 
you can take several actions to manage the 
new information. 

Printing articles 
You can print any article that you've down­
loaded. Select the article in the article list or 
open it in its own window, and then choose 
File> Print or press [@[El. Set options in the 
Print dialog box, and click Print. 

To print the selected article using the current 
print settings (bypassing the Print dialog 
box), choose File > Print One Copy or press 
I Option)~[£]. 

Saving articles 
You can save important articles to disk as 
Entourage email messages or as SimpleText 
files. Select the article in the message list 
or open it in its own window, choose File > 
Save As, select a location and file type 
(Figure 14.21), and click Save. 

Another way to save articles is to drag them 
to a folder in the Folder list. You can also 
copy an article to a folder by highlighting 
the article _header and choosing Message > 
Copy To, followed by the name of the folder. 
Alternatively, you can choose this command 
by !Control I-clicking any message header. 
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Setting the font size for an article 
To make any plain-text article easier to read, 
click the capital A button above the right 
side of the preview pane. Each click increases 
the size of the font used to display the article 
text. To decrease the font size, hold down 
the [Option] key as you click the button. You 
can also change the font size by choosing 
Edit > Increase Font Size (I Shift][@[;)) or 
Edit> Decrease Font Size ([Shitt)l~G). 

Note that changing the font size affects only 
the current article. All others will be displayed 
in the default font and size, as specified in 
the Fonts section of the General Preferences 
dialog box. 

Understanding header symbols 
You've probably noticed that four tiny 
columns precede the headers in the message 
list. From left to right, the columns are as 
follows (Figure 14.22): 

♦ Thread Indicator. This column is visible 
only if View> Threaded is selecte~. A tri­
angle icon indicates messages that are part 
of a thread. Lone messages have no icon. 

♦ Online Status. Articles that have been 
downloaded are marked with an envelope 
icon. An icon that looks like a partial 
envelope indicates an article that hasn't 
been downloaded. 

♦ Message Status. Unre~d messages are 
marked with a star icon. Messages that 
you've flagged manually or that have been 
flagged by the application of a message 
rule are marked with a flag icon. Read 
messages have no icon. 

♦ Attachment Indicator. If a paper-clip icon 
is sho'Wll, the article contains one or more 
attachments, such as a graphic or text 
file. (An attachment icon appears beside 
the header only after you've downloaded 
the article.) 
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Figure 14.22 
Message headers are 
preceded by up to five 
information columns. 
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Figure 14.23 All defined rules are listed in the Rules 
dialog box. 
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Figure 14.24 You create and edit rules in the Edit Rule 
dialog box. 

Reading and Managing Articles 

If you've enabled the Priority column (by 
choosing View > Columns > Priority), and 
the sender has specified a priority for an 
article, an icon appears in this column, as 
follows: red exclamation mark (highest 
priority), orange exclamation mark (high), 
no icon (normal), light-blue down arrow (low). 
and dark-blue down arrow (lowest priority). 
If you want, you can manually assign priorities 
to messages by selecting their headers and 
choosing Message > Priority. 

Creating message rules 
By creating message rules, you can automate 
the manner in which Entourage handles 
newly do'Willoaded articles. 

To create a news message rule: 

1. Choose Tools > Rules. 

The Rules dialog box appears 
(Figure 14.23). 

2. Click and hold the New button and choose 
News from the pop-up menu, or click the 
News tab and then click the New button. 

The Edit Rule dialog box appears 
(Figure 14.24). 

3. Name the rule. 

4. For Newsgroup, indicate whether the rule 
is to be applied to all newsgroups, one 
newsgroup. or only specific newsgroups. 

5. In the If section of the dialog box, 
specify criteria. 

6. In the Then section of the dialog box, 
specify one or more actions that should be 
taken when the criteria in the If section 
are met for a given message. 

7. From the Execute Actions pop-up menu, 
choose the criteria condition under-which 
the rule's actions will be carried out. 

continues on next page 
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8. If the checkbox titled Do Not Apply 
Other Rules to Messages That Meet This 
Criteria is checked and a message meets 
the rule's criteria, no additional rules are 
applied to the message. 

If the checkbox is unchecked, additional 
rules may also be applied to the message. 

9. To enact the rule, click the Enabled 
checkbox. 

10. Click OK to save the rule. 

Cleaning up the 
message database 
Even though you regularly delete messages 
and contacts, Entourage continues to use 
disk space to store information about the 
deleted items. To reclaim this disk space, you 
should compact the database periodically. 

To compact the database: 

1. Hold down the Option key while starting 
Entourage. 

The dialog box shown in Figure 14.25 
appears. 

2. Select Typical Rebuild and then click the 
Rebuild button. 

Entourage compacts and rebuilds its 
database. "When the process is finished, 
the dialog box shown in Figure 14.26 
appears. 

3. Click OK 

4. Open the folder Documents > Mi.crosoft 
User Data> Office 2001 Identi ties> 
Mai. n Identi. ty, or, if you have multiple 
identities, open the identity that was active 
when you compressed the database. 

5. Drag the Database (Rebuild) Cache file 
and all files whose names contain the 
word Old into the Trash. 
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Figure 14.25 If you hold down the Option key as you 
launch Entourage, this dialog box appears. 

11 

Your dntabase wu rebuilt, the old datllbase 
and messages file h,IVe been renamed "Old 
Database~ and "Old Messages" respertNely. 
They can be thrown away. 

n ~ 1 
Figure 14.26 After compacting the database, you can 
safely delete these old files. 
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Figure 14.27 You specify default fonts and sizes in the 
Fonts tab of the General Preferences dialog box. 

Reading and Managing Articles 

When Entourage compacts a database, it does 
so only for the most recently active identity. 
If you've created other Entourage identities 
and want to compact their databases, too, 
switch to the desired identity (choose File> 
Switch Identity), quit Entourage, and repeat 
these steps. 

al Tips 

■ If you like, you can assign one or more 
categories to useful articles. You might 
create a category called Photoshop 
Printing, for example, and assign it to 
relevant articles. To view all such articles 
later, you could filter the message list by 
this category. For more information. see 
"Using Categories" in Chapter 1. 

■ If you find yourself constantly changing 
the size of the display font for articles, 
you may want to change the default font 
and size. Choose Edit > Preferences > 
General and then click the Fonts tab of 
the General Preferences dialog box 
(Figure 14.27). Choose a new font 
and/ or size for the Plain Text Messages 
(Fixed-Width) option. 

■ If you're experiencing problems in 
Entourage, compacting the database 
sometimes corrects them. If a typical 
rebuild doesn't fix the problems, try the 
Advanced Rebuild setting. Note, however, 
that this procedure can result in data loss. 
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Message area 

Figure 15.1 You compose a new article for a newsgroup 
in a normal message window. 

If you want to participate in a newsgroup 
( rather than only read other people's articles), 
you can post new articles or reply to articles 
written by others. 

All articles are composed in a normal message 
window (Figure 15.1 ). You can post any of the 
following types of articles: 

♦ A new article to a newsgroup. The article 
is listed in the newsgroup's article list and 
can be read by anyone. 

♦ A reply to an existing article. The article 
becomes part of a chain of related articles 
caUed a thread. 

♦ A direct reply to an individual, sent as 
email. Only the author of the original 
article sees the reply, not the newsgroup. 

In addition, you can forward or redirect any 
newsgroup article as an email message to 
friends or colleagues. 

II Tips 

■ When posting articles, send them only to 
appropriate newsgroups. An article about 
gardening problems will not be well 
received in a computing newsgroup. Read a 
newsgroup for a while before posting to it. 

■ You can add attachments (such as pictures 
or documents) to an article by clicking the 
Add Attachments button in the toolbar To 
learn more about article attachments, see 
'i\_dding Attachments" later in this chapter. 
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Composing and 
Posting Articles 
The process of composing and posting articles 
varies, depending on whether you are posting 
a new article, replying to an existing article, 
replying directly to the author of an article via 
email, or forwarding or redirecting an article 
to someone as an email message. 

To post a new article: 

1. Click the New button and choose News 
Message, choose File > New > News 
Message, or press ~fill when a news­
related window is open or selected. 

An untitled message window appears 
(refer to Figure 15.1). 

2. Fill in the necessary lines in the message 
header. 

See "Addressing the Article" later in 
this chapter. 

3. Compose the article . .,. 
11,1 4. To post the article immediately, click the 
-' u Post Now button (refer to Figure 15.1), 
~ choose Message > Post Message Now, 

<C or press@(KJ. 
C, 
z or 
.:: en To post the article later (temporarily storing 
i. it in the Outbox), click the Post Later 
a button, choose Message > Post Message = Later, or press IOption]@IB). 

: To post a reply to a newsgroup: -.,. 
0 1. Select an article in the message list to 
a.. =: which you want to reply or open the 
'9 article in its own window. 

2. Click the Reply to Newsgroup button 
(Figure 15.2), choose Message> Reply. 
or press(@@. 

3. Fill in the necessary lines in the header. 

4. Compose the article. 
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Figure 15.2 To make composing newsgroup messages 
simple, you can click tootbar buttons. 
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- Redirected text is not quoted 
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Figure 15.3 A forwarded message (top) looks different 
from a redirected one (bottom). 

Posting to Newsgroups 

5. To post the message immediately, click 
the Post Now button (refer to Figure 
15.1), choose Message> Post Message 
Now; or press ~IBJ-
or 

To post the article later (temporarily storing 
it in the Outbox). click the Post Later 
button, choose Message > Post Message 
Later, or press I Option lfIDIB). 

To reply directly to an individual: 

1. Select an article in the message list to 
which you want to reply or open an article 
in its own VJindow. 

2. Click the Reply to the Sender button in 
the toolbar (refer to Figure 15.2), choose 
Message > Reply to Sender, or press 
I Option ]@ffi). 

3. Fill in the necessary lines in the header. 

4. Compose the article. 

5. To send the message immediately, click 
the Send Now button, choose Message > 
Send Message Now, or press ~IBJ-
or 

To send the message later (temporarily 
storing it in the Outbox), click the Send 
Later button, choose Message > Send 
Message Later, or press [Option]~@. 

Your reply is sent to the author as a normal 
email message; it VJi11 not appear in the 
newsgroup. 

Emailing articles to others 
You can send newsgroup articles to friends 
and business associates as email messages. 
Entourage provides two ways to accomplish 
this task. You can forward an article (sending 
it as quoted text) or redirect an article 
(sending it as normal, unquoted text). The 
difference between forwarding and redirect­
ing is illusLrated in Figure 15.3. 
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Chapter 15 

To forward or redirect an article: 

1. Select the article's header in the message 
list or open the article in its own window. 

2. Click the Forward button in the toolbar, 
choose Message > Forward, or press ~QJ. 

or 

Choose Message > Redirect or press 
[Option](~QJ. 

3. Fill in the necessary lines in the header: 

4. If you're forwarding the article, you can 
add your own comments or edit it; redi­
rected articles cannot be altered. 

5. To send the message immediately, click 
the Send Now button, choose Message > 
Send Message Now, or press ~(R). 

or 

To send t he message later (temporarily 
storing it in the Outbox), click the Send 
Later button, choose Message > Send 
Message Later, or press (Option]~@. 

Plain versus formatted text 
Like email messages, newsgroup articles can 
be created as plain text or formatted (HTML) 
text. Entourage users can view either type of 
article. Older newsreaders, on the other hand, 
may limit the user to viewing only articles 
formatted as plain text. 

By default, new messages are formatted 
according to the text specifications set in 
the Compose section of the Mail & News 
Preferences dialog box (Figure 15.4). To 
select a different formatting option for the 
current message, choose Format > HTML. 
When a checkrnark appears next to HTML, 
a formatted HTML message will be created. 
When the option is unchecked, a plain-text 
message will be created. (Note that you can 
also switch between HTML formatting and 
plain text by clicking the Use HTML button 
in the message-window toolbar.) 
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Figure 15.4 You specify a default format for all new 
news articles in the Compose section of the Mail & 
News Preferences dialog box. 
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