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To create or edit a signature:

s I

Choose Tools > Signatures.

The Signatures window appears
(Figure 10.26).

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).

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.

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

v Tip

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
sutfers from formatting problems, consider
making two versions of the signature:
one designed for HTML and another for
plain-text messages.

] Edit Sy Oefets

Figure 10.26 The Signatures window lists all defined
signatures.

Signature text

— Signature name
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Figure 10.27 Defining a signature.

& This signature has been modified.

Do you want to save your changes?

[ Don't show this message again

(Cseeer )

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 youd 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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Attachments list— Add an attachment -
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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 hox.

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 ($]E), 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
(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 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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v Tips

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

B 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 Stufflt Deluxe
or Stufflt Expander. For information on
setting attachment-handling preferences,
see Chapter 12.

B Unless you have Stufflt 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://wwmw.aladdinsys . 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.

B 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.aladdinsys.com. Choose
AppleDouble or Windows (MIME/Base64)
as the encoding method. Enable the
option to Append Windows extensions
to filenames.

g
Encede far —— Compression

@ any computer (AppleDouble) 3 Mone

{3 Mecintosh { BinHex) @ Macintosh (Sturt)
& Windows { FIHE/ Base )

() UHIY (UUEneods)

Computibility & Efficiency s e

(] Append windew's extensions tafile namea

[+ Send sttechments to Co and Bco recipients

Figure 10.31 You can change encoding, compression,
and other settings for attachments to the current
message.
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Figure 10.32 You can elect to store a copy of the
current outgoing message in any folder.
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Figure 10.33 This line appears when the outgoing
message is stored in any folder other than Sent Items.

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 (IE5).
IE5 uses your default email program
(Entourage) to mail the link to others.

To email a link to a Web page:
1. Vigit 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 window appears,
containing a hypertext link to the page.

3. Address the message, enter any additional
text you want, and click 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
window; 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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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).

v Tips

B 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.

B Ifthe 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
blue down arrow, and a lowest-priority
message with a darl blue down arrow.

HTML - 85 ¥

Priority ighest
Character set High 1
After sending, moveto B

Figure 10.34 You can specify a priority for an outgoing
message by clicking the Options button in the toolbar.
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Figure 10.35 Set Entourage’s spelling preferences in
this dialog box.

Change the Spelling preferences
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Suggestions
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Figure 10.36 You can pick the correct spelling of
words in the Spelling dialog box.

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 [%];).)
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 (Option]3€[L).

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:

# Jgnore. Ignores this instance of the word.

¢ Jgnore 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

147

SNOILLdQ I9VSSI ¥IHLQ



OTHER MESSAGE OPTIONS

Chapter 10

¢ Change All. Replaces the suspect word— Ignore all instances
and any other instances of it found in this Addwordto the [~ ofthisword
message—with the choice you've selected. custom dictionary — Suggested speliings

¢ 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.

v’ Tips

B When a manual spell check is requested
and no text is selected, the check starts
at the beginning of the message and Request a normal spell check
covers the entire i If iy Figure 10.37 To correct a suspect word quickly, you

preselected some text, only the selected can (Gontrol)-click it and choose the correct spelling.
text is examined.

e i @
L ﬂ"“mmm

B You can check any suspect word by

. 4 R e T e DI L T T e e b L]
[Control}-clicking it. From the pop-up menu '|rrm e 'f”l‘“él —
that appears (Figure 10.37), choose the — tem:po-rary ad)
correct spelling of the word. If you've e lasting for or relating to

z , T a limited time
enapled the Check Spelling As You Typ.e Wi -
option, all suspect words are flagged with e 5
wavy underh'nes, enabling you to make ;lr:nTnectuenrg somebody who is hired
2 i e i 3

short work of catching and correcting fempus fugi s
the errors. =~ = —

; e s, SR Figure 10.38 You can use the built-in

B You can use Offices built-in dictionary dictionary to check the definition of any

from within Entourage. If you aren't sure word in the current message.

whether you're using a word correctly,
(Control)-click it and choose Define (or
select it and choose Tools > Dictionary)
(Figure 10.38).
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Connect to the
Internet temporarily

Connect lo
the internet —

The application Is ¢ 1y In "Work omMine" mode which keeps It
from connecting to the & twork.

Would you |Ike to » this to complets the requestvd action?

Wmuﬂlm]r_ Concel ) [ _override ——

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.

Sending Messages

To send an individual message, click the
Send Now toolbar button in the message
windov:, choose Message > Send Message
Now, or press [#]K]. 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 1s 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 (38[M).

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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v Tips

B To force an outgoing message to be

SENDING MESSAGES

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
(Option ]3] K. 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 buttorn, or pressing (3¢]8).
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 usc 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 & copy of every outgoing
message in the Sent Items folder, as shown
previously in Figure 10.18.)

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
1s 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.
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There’s more to receiving incoming email
than simply opening and reading it. In this
chapter, you'll also learn how to:

% Check for new email

¢ Manually mark messages as read or
unread

¢ Open and save attachments

# 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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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:

® C(lick the Send & Receive button to send
and receive for all email accounts that
you've associated with the Send &

Receive All schedule.

¢ C(lick 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 ()M to perform a send/receive for
all email accounts that you've associated

with the Send & Receive All schedule.

Note that whenever you check for email by

choosing Send & Receive All, messages in the

QOutbox are also sent.

Send & Receive All ®M
Send All < BEK

FM Pro Bible E

1eSvgs

ISP Channel
Lizard Spit

M3 Office 2001
Ramresident
Steve Schwartz
‘Yahoo Matl

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 11.2 The Schedules dialog box lists all the
schedules you've defined. If a schedule is repeating,
timed, or recurring, the times of the most recent and
next scheduled runs are also shown.
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Figure 11.3 The Edit Schedule dialog box.
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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).

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 When 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 Malil from the pop-up menu
in the Action section, and choose an email
account from the other pop-up menu.

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

continues on next page
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8. In the Dial-Up Options section, choose —— |
Stay Connected. u:” (e — ] Y
’ ,\um ﬂhmﬂr:d.-ﬁrlm |
9. Bg sure that Enabled is checked, and then [ F_ e ] ||
click OK. How temmnt Sl e FLESC ] Wy
Aetlen — =1 T i

The Schedules dialog box reappears and

i kAT Retlan 3 Bnews helisa

CHECKING FOR NEW EMAIL

includes the new schedule you just cre-
ated. Figure 11.5 shows the completed
schedule.

e — oy s
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@enevied

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

Whenever 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.) Include this account in every “Send & Receive All”

For additional information on creating email L EdtAccomt| ey
schedules, see “Creating Schedules” later in f wecaunt Sattings \, /TpUAT,
this chapter sccount neme; [FHEGiEs 2001 ]

~+—1_1 Ineluds this eccount in my "Send & Receive All ™ achedule

Peraopal Infor mation
Neme: | Steven Sohwarts
E-mal| address: | msafY2001 #dalmall com

v Tip

B To prevent email for an account from

being retrieved when you choose Send & Receiving mail — — — :
i unt 1D:
Receive All, choose Tools > Accounts, QMA:; »:u rl: :?mrznm j,
select the email account, click Edit, and
Sending mail — —_—

remove the checkmark from the checkbox
labeled Include this account in my “Send
& Receive All” schedule (Figure 11.6).

[ Seve sent maasages in ihe server “Sent [tama”
folder Inslesd of locally

|l:a'u:al m OK l

Figure 11.6 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 11.7 When new email is received, you can be
notified via any (or all) of these methods. If you don’t
want to be notified, remove the checkmarks from all
three notification checkboxes,
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Figure 11.9 Some people find it easier to read
messages in their own windows.

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, click 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 own 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

continues on next page
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v Tips

W Ifthe preview pane isn't visible, choose

View > Preview Pane or press (%[1). 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 panes
scroll bar to move through the text of a

message, you can press [Spacebar).

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
Iterns 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 [Control}-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 Mai! & News Preferences dialog box,

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—indicating
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, (2}-click
them. You can also (Shift--click to select
contiguous message headers.

2. Choose Message > Mark as Read,
click the message and choose Mark As

Read (Figure 11.10), or press (%[T).

or

Choose Message > Mark As Unread,
(Control}-click the message and choose
Mark As Unread, or press (Shift[]T).

v Tips

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

B 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.

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

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

2. Inthe 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 attachrnent, the file
opens in that program (Word, Excel, or
Photoshop, for example). Repeat this step
for additional attachments, as desired.

— Click to show/hide the list of attachments

— Attachment indicator ~ Opiions for selected
attachment(s)

[—Artachment
—_— m_—;—-.r.; ——————
alt Syremy L 1
Inbex .
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% - =5 Dagrmer Duglerys thag
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#) LN 1 QArEL] 3. ", | S
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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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c Saving: HMMM.IPG
Some files can contain viruses or otherwise

be harmful to your computer. it's impeortant to
he certain that this file is from a trustworthy
source.

Are you sure you want to save this file?

[] Don't show this message again X

Figure 11.13 Some types of files (such as programs
and Microsoft Office documents) may contain viruses.
Click Cancel if you aren’t sure whether the attachment
is virus-free. Otherwise, click Save to stare the file on
your hard disk in the chosen location.

4/23/00

(] Adobe PhotoDeluxe™ 2.0

3 Adobs Type UtlIties 49197
(§ Adobe® Photoshop® 5.0 11/5/00
C§ 4oL instant Messenger™ | 10/26/%9
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Seve thealiachment ssafile - et s e
& [ Cancel l Save

Figure 11.14 You save attachments in the same way
that you save any other type of file.

To save an attachment:

1. Inthe 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. Ifyou'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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v Tips

If no program on your hard disk is associ-
ated with the attachments 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.

Opening an attachment does not save it.
Although you can always open the
attachment again by following the proce-
dures in this section, you'll probably find
it simpler to save it to disk.

Another way to save attachments is to
choose Message > Save All Attachments.
Select a folder in which the attachments
are to be saved, and click Choose. All
attachments are automatically saved—
under their original filenames—in the
selected folder

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, thisis a
prudent practice. Select the file’s name in
the attachments list, and click Remove.
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Specify se!ect{on criteria here Fin d in ‘g M- essa ges an d
1 Text within Messages

If you're looking for a particular message in a
e 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

Mutching messages Find command, or perform an Advanced
Figure 11.15 To locate messages quickly based on Find operation.
Subject, From, To, or Category information, you can i
enter selection criteria above the message list. To filter the message list:
1. Select a folder in the Folder list.
Search the Subject line (or also search message bodies) 2. Click the leftmost pop-up menu above
Enter a search string Search the current the message list, and choose Subject,
folder (or all folders) From, To, or Category.

3. Ifyou 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
Figure 11.16 One use of the Find command is to If you chose Subject, From, or To in step
search for messages that contain a given text string in 2, choose Contains or Starts With from

their Subject line. You can search in the current folder

or in all folders. 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 (%] F).

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

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

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

A 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
(Option)2)(F)
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. Inthe 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.

Found messages

i P e

Figure 11.47 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.
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Search text

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.

Found text
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mfr. mail-in rebate; rebate expires 12/30/08) sku®847814.

Order these Great Holiday Gift ldeas for all your friends and
fami ly!

Vigit our mehsite for the detnils ond tn =ee the sontinual g

Figure 11.20 The first instance of the found text—if
there is one—is highlighted for you.

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:

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

A [fAll Criteria Are Met: A message is
considered to be a match only if all
criteria are satisfied.

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

A 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 (38]F).
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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v Tips

B 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).

B 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.

B 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.

m Ifyou 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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Are you sure you want to permanently delete
the selected message(s)?

|_cancel l | ﬂ!lete'

Figure 11.21 When deleting messages in the Deleted
Items folder, you must confirm the deletions.
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Figure 11.22 This schedule deletes all messages in
the Deleted Items folder automatically each time you
quit Entourage.

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.

¢ Dress (%] Delete] or (Delete].

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 Items folder and select the
messages to delete. Then click the Delete
button, choose Edit > Delete Message, or press
Delete) or (Delste). Click Delete in response
to the dialog box that appears (Figure 11.21).

v Tips

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

W 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).

B Deleting messages does not 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.

165

IV ONIDYNVW



MANAGING MAIL

Chapter 11

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 identify 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. Ifthere 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 the 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

— Domains to ignore Set the filter's

Enable/fdisable the sensitivity
Junk Mail Fiiter

| e m— Sunic Kbl Pl = | ey

i Ennble Junk Mall Filter

Semsitivity — | ——— =
Dpng 1M1 L clnsoify fever medlanes e Jutk, o7 dreg right te
Slenifi more meshbges o JUni|, Ta s swure Ehad rsssges (rom
mngxnmnﬂm'ﬂ:.qtmmmﬁrum
rass Hook

1 H 1 ) ) L]
Avarege High
De nal spply fo messsges from |bese domainy
Tygs 1 domain, the part of s s vl sddress Yt fallies "0”

Tor eaamily, type Rt prevest appl ying e
Jue Pai] Fillar 1 mestases fron ihat campary. Tyre § commh
Tatwee cormaitn

1)

Perfarm sdditional setions oh Junk mmil
|| [JHerkesress
[J Runappleteript  «rone sflectres

)

Perform these optional actions

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

Fs Would you like to apply the new Junk Mail Filter
settings to the messages in your inbox?

[_Den‘tApply | u Apply l

Figure 11.24 If you've changed settings for the Junk
Mail Filter, you can apply them to existing messages,
if you want.

Junk email identifier

From: Mark Heger «HHeyer $iapchennel sty
SubJect: NOTICE: ISP Crnnnejlflav_mu-NPGEehl_c Syatem Upgrede - 10,13 DO

| @ This message appeara to b2 Junk meil. This 5 nol juak me

Decr ISP Crannel Customsr:

Plecse note that the upgrode ermbunded for lask Thursday 10/12 hos bewn
poatpanad S to tachnical di ffigulties. The fae echediis I o3 Tollows:

He orz pleased to amndunce an upgrade that ulll increase ysur total systen
capacity by about three times, resultirg in bekter perfornance for you. Late
Hednesdoy, 18/18/38, betusen about midaight and 2 AN Thursday, cur
technicians will be on site in Lake Hovasu to switch your coble modem
service to @ new upgraded circul b from RIET.

In order 10 occaess the new bonduidth following the upgrode, uocu will hove to
reset your coble modem to dafaults. |f you need instructions, thay are at
tha bottom of this emall.

Thanks for your business ond your palience os we work to Trprove your cable
modem secvice.

Hark Heyer
Director, Customer Communicaktion
ISP Channel

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
persan or company from being flagged as junk, you
can select any of these actions.

W & - = ———— - - =
| A Criberian 3 bemms 4|l | Eamaine wibens (Foywhravimt 3] !
r“n S——— . - "
| A detish M eeen bt

Iimm =' (M&MM 53' [
$8 v pp e pifag 1 raEiiged W peat Wens o s

Figure 11.27 This message rule automatically moves
all incoming junk email to a special folder | created
called Possible Junk Mail.

Add a ljst
Edit the rules for the selected list

[— Delete the rules for the selected list

[0 | | MajlingListManager — 159

L L

M #MPre Talk Digest

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.

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

v Tips

B 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 handling 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 dialog 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, Tnthe Name box, enter a name for the
mailing list.

5. Inthe 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 Inbox if you dor’t want to store
these messages in a special folder.

If an appropriate folder isn't listed, you
can create one by choosing Choose
Folder. The Choose Folder dialog box
appears (Figure 11.30). Click New to
create a new folder. In the New Folder
dialog box (Fignre 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 dorr't choose this option, your
messages to the list will 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 boz, if desired.

— Handling options

— Enter a name for the list

i | = (EditMalling ListBule

wame | Ueritied |
J/ Tlling List\ SAdvantad’\

Liat address: | Entaursge-Talkedints toings.com |

I_-Bﬂm masges to folder [ Tnbex ¥y |

L ] Also move messages that | send 1o the list in this folder

[C] Sat cotenory | Kene P =|

Nates

List-Software; LetterRip Pro 3.0.6 by Fog City Software, Inc, -~
List=3ubscribe; cmaillo Enlourage- Talk-on@lists boingo com>
Liat- Digeat: ¢mailto:Entouraqe-Talk-digesi@|ists boingo.coms
List-Unsubscribe; <mailto;Entoursge-Talk-off@lists.boinga com>»

¥

[ Enabled [cancet | [ ox |

Figure 11.29 The Edit Mailing List Rule dialog box.
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Figure 11.30 Select a folder in which to store messages
from the list.
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|Entourage Talk |
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Figure 11,31 Name the new folder, and click Create.
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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.

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 the 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
very useful:

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

A Ifyou want to make it simple to dis-
tinguish 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.

A Ifyou don’t want normal email rules
to be applied to messages from this
mailing list, check Do Not Apply
Rules to List Messages.

A Jfyou don't want to save copies of the
messages that you send to the list,
click the checkbox labeled Delete
Copies of Incoming 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).

4 fyou 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

169

1IVIN ONISYNYY



MANAGING MaiL

Chapter 11

13.

14.

4 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.

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

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

Tips

Another way to create a rule for a mail-
ing list quickly is to [Control}-click 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:

18

Choose Tools > Rules.

The Rules dialog box appears
(Figure 11.35).

Would you like to add this mailing list to the
Address Book? This will allow you to easily
address new messages to the list.

| Don't Add ’ " Add il

Figure 11.33 You can add the email address of the
mailing list to the Address Book, if you want.

Help

Open Message
Print...
Save Attachments

Reply
Reply To All
Forward
Redirect

Mark as Read
Mark as Unread
Flag

Clear Flag

Apply Rule
Categories
Set Priarity

Find...
Pelete Message
Move To b

Add SenderTo Address Book
Craate Mailing List Rule..,

Exacute irr!nt

Figure 11.34
Another way to add

|
|www,

Mailing List Rule.

— Rule types

a

mailing-list rule is to
(Contral}-click a mailing-
list message header
and then choose Create
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Figure 11.35 Rules are organized by type, according to

the 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 rule you want to create
from this pop-up menu.
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Figure 11.37 All rules are created in the Edit Rule
dialog box.

8.

Click the tab that represents the 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 that
appears (Figure 11.36).

The Edit Rule dialog box appears

(Figure 11.37).

Name the rule.

In the If section, specify the types of
messages to examine and the criteria
under which the actions (set in the Then
section of the dialog box) will be executed.
You can add more criteria by clicking the
Add Criterion button.

In the Then section, specity one or more
actions that will be taken when the crite-
ria in the If section are met for a message.
You can add more actions by clicking the
Add Action button.

If the checkbox labeled Do Not Apply
Other Rules to Messages That Meet These
Criteria is checked, and if a message meets
the rules criteria, no additional rules will
be applied to the message.

If the checkbox is not checked, additional
rules may be applied to the message.

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

Click OK to save the rule.

contiries on next page
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v’ Tips

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

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

B 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 SimpleText
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 program 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.

Choose a file format —

e leMisige = = ———x

e E A
(8] Adote PhotDalue™ 2.0 4/23/00 =
(&4 #dobe Type UliTIien /9487
(3 Acote® Pholostop® 6.0 11/5/00
'3 0L nstent Messenger™ | 10/26/99

[(rewd ]

Name: [Re-SellingBaoks| J

LT <~ SimpleText text dacument

Entourage E-mall message |

Save the

| _Gln:ul || Save L

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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Figure 11.39 When you print a message from
Entourage, this proprietary Print dialog box appears
(rather than the one you usually see for your printar),
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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 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

(Gation[F).
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
(Shiftag[N).
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, (3-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. Ifthe desired folder isn't listed, choose
Message > Move To > Move To Folder

(or press (Shift|3]M)).
The Move dialog box appears

(Figure 11.43).
5. Select a destination folder, and click Move.

v Tip

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

- @ PaachPit Press Folder

B Entourage Book; Subfolders

B 1es ook ]
Figure 11.41 You can create new folders and subfolders
to better organize your email.
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Figure 11.42 Using the Message > Move To
command, you can move any message to a
folder of your choosing.
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Figure 11.43 If the desired folder isn’t listed in the
Move To submenu, you can choose it from the Move
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 time. 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 If a confirmation dialog box
appears, click Delete.

v Tip

B 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.
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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 starl
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 11.44 The Edit Schedule dialog box.
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Figure 11.45 When you create a timed
schedule, click the button marked Click
Here for Timed Schedule Options. Then
click to chcose the days and times when
the schedule will run.
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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 of accurrences), a recurring
schedule may meet your needs.

10.

11,

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

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

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

Heceive 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.

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

In the Dial-Up Options section of the
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.

To make this schedule active, malke sure
that the Enabled checkbox is checked.
To disable the schedule, remove the
checkmark.

Click OK to save the new schedule.

The Schedules dialog box reappears,
displaying the newly created schedule.

177

SITNAIHOS ONILYIY)




CREATING SCHEDULES

Chapter 11

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 checkbox 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

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

B Ifyou 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.

® Ifyou think that you may want to use
a defined schedule at some later date,
don’t delete it; disable it.

Are you sure you want ta permanently delete
the selected schedule?

Figure 21.48 You must confirm each schedule deletion.
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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:

L 4

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 ditferent 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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Setting Email Preferences

To set preferences, choose Edit > Preferences >
Mail & News or press [Shift)(3)(; ). The Mail &
News Preferences dialog box appears (Figure
12.1). The tabs at the top of the dialog box
represent the following categories:

¢ Read. Specity 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.

¢ liew. 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.

v Tip

B Ifyou 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.

— Click to enable or disable Balloon Help
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Figure 12.1 The Mail & News Preferences dialog box
{open ta 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.
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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
checkmark, a message is marked &s read only
if you open it or choose Message > Mark As

Read (or press (][T)).

Mark Message As Read After Displaying for
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
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IMAP

Hide IMAP Messages Marked for 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 HTMLI. 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.

v Tips

B 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).

B 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.

Selected message

Figure 12.2 You can mark a message as read or unread
by ~clicking its header.
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r— Click to set options for attachments
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Figure 12.3 The Compose tab of the Mail & News
Preferences dialog box.

— Indicates an unknown person

Use directory service to
lack for an address

il & wmovs | gy Creck tome | atzren B

Yol 2 [wiilismcarner

i i
=l
Figure 12.4 If you enter the name of a person who isn’t
in your Address Book, you can use a directory service

to attempt to find that person’s email address.
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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.

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 WhoWhere)
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 ltems
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. When 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.

Mail 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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¢ 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 Bce (Blind Carbon
Copy) recipients, remove the checkmark
from the second checkbox. When this
option is unchecked, attachments are
sent only to people listed 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.)

Emnu‘u for - Compreasion - —
& Any computer (AppleDouble) (2 Hane

{3 Macintosh (Binkex) @ Macintosh (Stulfit)

2 Windows (MIME/Bsset )

O UNIX (UUERcode)

|Compalibilily & Efficiency - .
21 Append Windows extensions to file pames
[4 Send attachments to Cc and Beo reciplanta

Figure 12.6 The settings you choose here are used
by default for all outgoing messages that contain
attachments.
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Figure 12.7 The Reply & Forward tab of the Mait & News
Preferences dialog box,

l— Quoted text
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Figure 12. 8 When sending a reply, it is an accepted
conventian to guote the original message. If only
parlions of the original message are relevant, you can
delete the extranecus material.

v’ Tips

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

B Ifyou 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.

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

m [fyou frequently exchange attachments
with Windows users, you might suggest
that they obtain a copy of Stufflt Extractor
for Windows, available free from Aladdin
Systems (www.aladdinsys.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
Imessages.

Reply & Forward

Include Entire Message in Reply. When thisg
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 When Forwarding.
When this option is enabled, forwarded mes-
sages use the quoting symbol (>) to distinguish
each line of forwarded text [rom new text that
you've added.

continues on next page
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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-
mesgage 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 meke it easier for recipients to
determine what you are replying to, you can
preface your replies with an optional text
string that contains the persons 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
ingertion 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

— Attribution text

1

0= #e,PMProquastion ]|
Lmniney uniteer (@1 %y F 1S H B R Steewm |
Froe={ FI1 Pra Bible (Steve Schomrts) :
To @crosty
Co: B
Subjeit [F 7 Pra aamtion ]
P AR e
Tt [elraswm  [ell = = = |- - = .
.thl‘ﬂ_!‘..(.{_jt_ m fell B L | &5
TS0 1200 M, “oreby® doroiinSedLoay selad -
3 | want to cdd o checkbex ta o database of prospacts. 17 | click on the
¥ checkbox {X) then | want to later be able to & a Find for clicked baxas [
3 anc delete all the records with kham. )
»
5 Basleally, |'m sorting Hheough scaa railing lixts asd thara's a lot af ‘
3 pacple | don't want to send material to, Delekting tkam ana-by-cme is REAL |4
} §lew ond bering. 1'm thinking 1f | can check afl tha onos | want roraved It
¥ ond then ac o wholasola delate whan I'm cona 1E°LL Ba o lot foster. ']
4 |
3 S0 walk me through 1t. Therks, .
: =}
)

Figure 12.9 The attribution text shows who wrote the
quoted text, as well as when it was written.

Original header of quoted text

[l — 4—_,:A7—,._J!mmﬁune'ﬂhn' —— S — ]
b sl D N F - O B @ Slasens o
Fraim: | FIPro Bitle (Slave Sbvirts) = ——18)
To @crosby
a . — — - —— -
Sebjact: [F TH Fro question iG]

b Adachmants: A
Sl [Siffeses [l 8 HE =2 <

# Dote: Hom, 23 Oct 20680 |2:58:22 -07€2
¥ To: “Steve Schwortz® {zschuor (28)s0.c0m)

]-'r Froe: crosty “crogsbyéaz,.comd
B> sugject: FM Pro question
»

7 | wont to eod a checkbox to o dotgnase of prospects. I | click on tow
¥ checkbox {X) then | want to later be abile to do o Frrd for clicked boxes
¥ and daleta oll the records with them.

»

? Bamicoliyy ' torting Vhrouwgh sony sayling Liats and thers's o Lot af
¥ paopin | osn'y mank o gerd saterial fo. fefating them onestyedna bd RER
i)

b ghom oad B e 1'% thishiva if | com dhasi &Ff Bhe ores | want

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 12,31 The View tab of the Mail & News
Preferences dialog box.
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Figure 12.12 You can differentiate a read from
an unread message by the calor of its header
in the message list.

— Choose a Color Picker  —Choose a color

Choose a color:

Original: ‘”

Name:
. Cactus

[ cancer J [ ok}

Figure 12.13 You can choose other colars in the Color
Picker dialog box. (If you have Mac OS 8 or later, there
are several styles of Color Picker dialog boxes.)

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

B When prefixing quoted text in replies,
you can specify any text string. It could
just as easily read: “In a I lerculean effort
on [DATE]. [NAME] 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 detalil,
such as the servers that handled the megsage.

Show Attached Pictures and Movies in
Messages. In addition to opening picture
attachments in a graphics program (such as
Photoshop or PictureViewer), 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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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 hefore 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 bax
(Figure 12.14). Contact your ISP or network
administrator for the necessary settings and
instructions.

v Tip

B 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.

Pratocel  Holbod &ddress Part

Ewer [ 15

B EoE 1) [ settmpe.

Mate: The mail proxy setling ke Location Meneger sware

Excoptluny —
Bypeas provies for thess hodl sddresses:

Type & space br eamma belwsen sech slte u&drm

Qﬂui‘hlﬂhllmp [ancet 1 ok |

Figure 12.14 The Proxies tab of the Mail & News
Preferences dialog box.
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Drag to change pane sizes

—_—

|t ~| Bymepty ¥ Repiyfatl F¥Fon
| Folder List Inbox
@1 Outhon o
@ Sent Items ! Ry

Figure 12.15 Click the dividing line
between any pair of panes and then
drag to change the sizes of the panes.

View
Previous E i
[Efee) o e PR
v Toolbars
v Preview Pane £\
Columns i b
Internet Headers < %H
Source
Unread Only =Y F!gure 12.16 Choose
Flagged Only DRV View > Toolbars, Folder
v Threaded list, or Preview Pane to
Expand All show or hide these
Coltapse All Entourage elements.

Customizing the Display

You can change the Folder [ist, 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 checkmark preceding the Folder list
command.

¢ To hide the preview pane, choose View >
Preview Pane (refer to Figure 12.16) or
press 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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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
# (Control}-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 eolumn.

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.

Previous E
Next =] £
¥ Toolbars
+ Folder List
v Preview Pane =
« Links
; : 11 |+ Online Status
;t:::::l Headers OXH o Mascage'statis
e + Priority
Unread Only BY | Attachment
Flagged Only CRY | From
 Threaded | subject
Expand All v Sent
— (Brose ool
Account
Size
+ Categaories

Figure 12,17 Choose elements from the
View > Columns submenu to add or
remove column headess above the
message list.
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Figure 12.18 You can also (Control)-click a column
heading and choose headings to show or hide.

Drag left arright

Inbox

awcondm@sba. iy Endof Aucoon- loem w 4729226 10/25/00
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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|— Sort column
E Sort direction indicator
(descending)

102500918 PM
10/23/00 1: 20 FM
10/2300 12:58 ...
Lof2zf00 4546 PM
10f22/00 & 19 AM

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

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 cormmands 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 checkmark in the

View menu.
v Tips

B 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.

B 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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Adding Commands
with AppleScript

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.

¢ [nsert 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
helptul to you.

Scripts menu

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.

—~ AppleScripts
B (] Entourage Script Menu ftems . W]
& itams, 254.2 M2 svailsble
Hame | Dt Piadifing

A
Thu, Jul 13, 2000, 12:00 AM bl
Yeaterday, 10:29 PM
Yeaterdsy, 1 1:36 PM

[ about Thia Menu
6 Create Evenl from MeasagehcE
) Create Note from HMessage\cN

9 Creeate Task from MeasageleT
& Inzert Text File Yesterdsy, 10;:27 PM
| & seve selaction... Yesterdty, 10:28 PM

o= == =

Figure 12.22 To modify the Scripts menu, add or remove
campiled AppleScripts in the Entourage Script Menu
Items folder.

Yesterdey, 11:37 PM
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Figure 12,23 You can create, edit, and view AppleScripts
in Script Editor.

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 the 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:
www . microsoft. com/mac/download/

Rather than create your own AppleScripts,
you're free to use ones written by others.
Simply place the compiled scripts in the
Entourage Script Menu Items folder, and
they will appear in the scripts menu.

To learn about AppleScript, you might
check out AppleScript for the Internet:
Visual QuickStart Guide (Ethan Wilde,
Peachpit Press). Microsoft’s documentation
for scripting Entourage can be downloaded
from: http://waww.microsoft.com/
mac/products/office/2001/usingoffice/
office_extras.asp. If youre new to
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 AppleScripts (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-
Talk-digest@lists.boingo.com.
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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 exiremely broad
(such as rec.crafts), narrowly focused (such
as alt.games.duke3d), 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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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
malkes 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
marny public news servers to gain access to
newsgroups that are not carried by your ISP.

v Tips

B [fyour 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:
dir.yahoo.com/Computers_and_Internet/
Internet/Usenet/Public_Access_Usenet_
Sites/

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

B 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).

E) = ——

On Uzenat, they olready know why you're hiding behind o foks nose .

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,
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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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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
[he thread.
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Figure 13.5 Composing an article or a reply to an
article is the same as compasing an email message.
You can address it to one ar mare hewsgroups or to
an individual in response to a post.

About Newsgroups

Following are 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. When you subscribe to a newsgroup, you
are instructing Entourage {your newsreader)
to keep track of new posts in that newsgroup.

Article types

Although 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. When vou post an article with an
attachment, Entourage automatically encodes
it before sending it to the news server.

Article threads

Articles for a newsgroup are grouped in
threads—a series of messages in response to
a post. Every new article can conceivably be
the start of a new thread (Figure 13.4). | might
send a message named “My Golden Retriever”
Responses with the tille "Re: My Golden
Retriever” would be part of the message thread.
You can configure Entourage to group articles
by thread, so that vou 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 privately Lo an
article’s author.
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About Entourage

and Newsgroups

Entourage provides all the capabilities that
most users will 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)

4 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)
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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 in this chapter how to select and
manage articles.
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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, Wora, 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.)

. 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 with 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.

View news server accounts
fi=———jAccoms=———P1H
S New v| G Edit %y Oetete | [T Make Defeuit
/AT, / Nows \ / Dirsctary service \

|*

@ 15P Channel News
@ Microsoft Naws Server

Figure 14.1 The Accounts dialog box lists all your
recorded email, newsgroup, and directory service
praviders.

— Choose a reply-to email address

[ = Acjountsetup Assistant =——— — &
] Internel News Accoulnt E

People can reply to your npws insxsages by sanding vou an ¢ - mail message
L alb the sccount below, or thiy may post snolher news messags,

E-mail (Famresicent {Steve Sctwa. |2

Organization] |
Far axample: Microsofi Corporation

Click the righl arrow to continue

E ‘ta'r_rﬂ!uu sccobnl manlly I |'

Figure 14.2 The Account Setup Assistant presents a
series of dialog boxes in which you'll designate a new
News server.

— Check if the news server requires you
to log on with a user name and passward

Enter the news server’s name

Bo=. = lccountSetupAssistant &
Internet News Ser rer Name E

Tiepe the name of the Injernet bewa CHNTP) szrver your Inter net Service
Provider has given you

Neses (NNTP) server: Y
| rewa crastivalubs com i

[T your Internel service provider has informedyou thal you must logon to
vour news (NNTP) server and hes provided you with en NNTP sccount name
and password, then select the check box below.

11 My news aerver requires me to logon

Click the right arrow to cantinue

[ Canfigure sseotint manvally | 4l21p

Figure 14.3 Enter the name of thz news server.
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Entourage cutomatically supplies your user name
[— and password when you log on to this news server

O AccountSetupAssistant ___E

Internet News Logon

Type the account name and peseword yout | nternet service provider has
glven you

Account 1D: [rosdrunner 77

Seve pessword: assensss

Click the right arrow to continue.
| Configura sceaunt manusily ;

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.

B AccountSetwpAssistnt &
Congratulations u

You have successfully entered all of the information required to set up your
accaunt

Please enter & name for this account belew, This name is used only for
display purposes.

tecount name: | Creative Labs News il |

To ssve these setling click Finfah.

| Configure eccount manual ly '

E@ Would you like to receive the list of
newsgroups fram this server?

|_cancel j || 0K I

Figure 14.6 The first time you access a news server,
you can download the list of newsgroups that it hosts.

If the news server requires you to log on
(provide an account name and password),
click the checkbox and then fill in the
Logon 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.

coentinues on next page
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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 section “Subscribing
to Newsgroups” later in this chapter.

v Tips

B 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.

B 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 Hotmail account, for example), choose
Tools > Accounts, click the News tab,
double-click the news server, and choose
a different ernail account from the pop-up
list in the Account Settings section of the
Edit Account dialog box (Figure 14.8).

B 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 ifts news server requires you to
log on with your user name and password.

W 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.

— Selected news server r Available newsgroups
e v on gy e O . e e ¢S
& bes EIEET— o
g Cvdan L ]
Bawm trvem oy ey e
Drafa <onsaival e
Seluted lmas e sva B
| st senn rvetrasmin
Codend e & B
& Farer v rarvaapredees 14 Ha puae assibiloon
& e st prodecin T4, bia rus 1 sl vl
b8 cormm vmen are vrs prndvin 1d_Mu st b 4a ihas
B remmage 1ia o rtiwn prdete. T _ e stes b s bive R
G vt ervbvepeviees 3_Marmists wrd
r L T T T T R
b Y Dvtewres ¥3H Lo e bra Bty J0_Hiewss bnagal
b X o (v ettvars e Mo revevesden
B oaevee cu raapre feris £ bbb P
b X ol poay o attyaprodects brd sac by
X fsmiltem it s By Bl Bk
B Y vardehran B S pTP - —
ol Pohes el Rt R LT LT ERE e
Cempmas Loks Mass Tmee prlacty sy
¥ 189 Chassel Hove i gy sy
* b 1 VI Srp— -

I 5

Figure 14.7 Entourage presents an alphabetical list of
all newsgroups that the selected news server carries.

Click to choose a different email account —

T e EATLALCOUNE b |
Account name: | MicrosaTt Néwa Server |
Personal infor mation — —— —m8 — |
E-mail scoount: | Ramresident (Steve Sc. | 55—

anmﬂon:l I

Receiving nevws - - ——— = e

Nows servier:| menswa.microsofl com |

] This server requlres me 1o log on
Account 10 | |
[ Sowe password: | |

Click here for advanced receiving aplions

Figure 14.8 You can change settings (such as
the email account to use) for a news serverin
the Edit Account dialog box.
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Specify colors for subscribed-fo
— and unsubscribed newsgroups

[ Malk e Naves Freferdncet ==tao————x
Dfm-w\fm R Terwwrd\ / View \/ Prociny,
Heasages -- - —— . — —

[ 5how unread messsges |3 bold
(] 8how messsges uveing |jsse colors

! Unread Read
O 5hew Inter not hesdors
[A5how atisched pieturesfind movies In maassges
[ Toagls open threasds Ih‘r conlsin flegged messsgay

snnr’mlna - - ——
35w newsgroups end IMAR fo jders using these colory
uﬁw'w Uinubatribed
Color Quoling — -

#3»» Click lo change level faurqualing To change the colar of quoted text 1n
»3> Cligk Io change leval Phoes qualing | massages, elick 4 quote leval and

¥ Thek o change (2v3 o uating | Seleeta new eolor
»Click Lo chenge level one quoking

|C¢n:cl ]I O l

ﬂwu hids patlcans

Figure 14.9 You can color-code newsgroup names to
show whether you subscribe to them.

Subscribing to 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. Ifthe entire list of newsgroups isn't
displayed on the right side of the window,
choose View > Subscribed Only to remove
the checkmark.

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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v Tips

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

B 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).

M 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.

l_ Matches Search string —|

3 ocons
B osiared s
§§ Addraar bk
] catendar -
W Taska
W Hetws
3 g Curtom Views
B erecengeTak
B e
bR erachorprane
B Enawnage Vs
b rwpnoni
Y mEsves
b ¥ ‘ms ofce 200

omp. graphics.apps.cinemadd
omp.graphics.sppscorel
ompigraphics.apps data- evplarer
cmp.graphic.sppe frchind

o araphics wpes aha sbrerit
omnp. graphic £.4gp4.0imp
rsphicaappagriplat |

o, aps els- anplarer
graphicsapps dightmive
Arephics spespagsmaker
ompigrash Sshapipre
e

Figure 14.10 You can search for all newsgroups on
the selected server whose names contain a particular
text string.
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— Selected newsgroup Article 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.

Preview pane 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:

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 pane 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.

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.

Click to select an article header that
interests you.

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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v 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 (®)[L].

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.

Read previous article

Read next article

Uhen are boby CAG's supposta have their first flight? Is it not around 11-12
waeks? Do they do any they of jumping and flying before hand? My CAG has
picked up a bad habit of flying from the top of her coge to the dinher table
less than 8 ft. but she can fly @ good distance of about 28-25 ft! Is this
normal behavior for @ @ 1/2 wesk old CAG?

Any input is cppreciatad

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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Article Selection Tips

Following are several techniques and proce-
dures you can use to select and read articles:

Figure 14.13 ¢ Don't use the [t and (3] keys to scroll
Choose commands through the article list. Each article that
from the View menu to you highlight will be downloaded. Instead,

i hich : .
;Z:ggs\ﬂ;r:;ul?zziﬁ choose articles with the mouse.

in the message list, as x &
sl 45 hose Doy shtagil ¢ Choose View > Unread Only (Figure

be organized. 14.13) or press to limit the list to
unread articles. To see all current articles
(including ones you've read), choose
Expanded thread 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

Figure 14.14 A message thread is indicated by a throughout the list, according to the
triangle. You can expand or collapse any thread by current sort order
clicking its triangle.

. Dickg Pain

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
to the left of the thread (Figure 14.14).
You can expand or collapse all threads by
selecting any article header and choosing
View > Expand All or View > Collapse All

¢ You can also lessen the clutter in the
article list by choosing View > Unread Only
and then periodically choosing this com-
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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¢ [fthe article list contains unread and read
articles, you can move to the next or pre-
vious unread article in the list by pressing

(Control)(T) and (Centrol)(T), respectively.

¢ To move to the next or previous article
(regardless of whether it has been read),
choose View > Next ((3)(1)) or View >
Previous ((38)([)). You can also use the

and (#) keys.

4 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 (Control]-clicking
them (Figure 14.15) or pressing (3)(T).

¢ 'To mark all messages in a newsgroup as
read, choose Message > Mark All As
Read, click the Mark All Read button, or
press (Option)(#)(T). To reverse this action,
choose Edit > Select All (or press (#)(A))
and then Message > Mark As Unread (or

press (SRREIT).

¢ Another way to make articles stand out is
to flag them. Select the messages and then
click the Flag button or choose Message >
Flag. Each flagged message is marked with
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
(Shift)&])(Y). To remove a flag from a message,
select the message header and click the
Flag button again or choose Message >
Clear Flag.

BRI

_Figure 14.15 One quick way to mark one or more

messages as read is to (Control]-click one of the
selected messages.

Flagged messages

Figure 14.16 You can flag important messages
manually or create a news rule to do so for you
automatically.
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— Hide article

Figure 14.17 This news rule instructs Entourage to hide
all newsgroup articles created by a particular user.

Filter keyword — Eraser

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.

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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Article Attachments

Like emazil 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

B 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 . jpg or turkey.gif. 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.

ot Comam S wa s PN 231 ey | AM rn s
ooy s b M a1 W Pnrned g Bedd A TH —
Comi Capr e b P 7 ) W Fasbuday BN A e e

] : E TRl
IRAT EAFECaper My baer - 200 T4 o4 331 owsaen | pm (1410
Mo smws vervlandl 1y

I St et
T N

Figure 14.19 You can view |PEG and GIF files in
Entourage’s preview pane.

Selected attachment  Save the attachment

Gt g e g e S8 S D T Tprimdey T A
s aas T eh WYL L S B
Lo e st g S PR TN W Vit B b0 A

Figure 14.20 You can save article attachments to your
hard disk, if you want.
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Choose a file format —l

2, Figurks printed S/20700
oy W aa o 103110
S SYRATG 1O/EY /00
Bl mtumen dsarin 10/26/00
Name: |AboutTalking &C\Gfirstmalt |
Format: [SimpleText text document |

Save the message a3 a file

@ [ tuu‘calj[ﬂ save ] |

p

Figure 14.21 You can save an important article as an
Entourage message or as a SimpleText document.

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 (¥)(P). 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

(Gption)EE(F.
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 (Centrol] -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 key as you click the button. You
can also change the font size by choosing
Edit > Increase Font Size ([Shift)38)(=)) or

Edit > Decrease Font Size ([Shift])(=)).

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 selected. A tri-
arigle 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. Unread 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.

¢ Atlachment Indicator. If a paper-clip icon
is shown, 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.)

Thread Indicator
Online Status

Message Status
’>I— Attachment Indicator

ajtyet ip rrots.african-grey
K7 mdobnifren...  Petion: g
Gh B uphaheld  AboRT Figure 14.22

S 5 Naleen weal  Message headers are
[ Adam sidres  preceded by up to five
5.5 DickyPain __BIRDSL  jnformation columns.
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Figure 14.23 All defined rules are listed in the Rules

dialog box.

~ Criteria

— Name the rule here

— Affected newsgroup(s)
[ [ Ppp—— ] T pp————
Buda e [ unditied i |
Newsgrow: Ehm =|
[T = - — s a——
A X et ot e (ST TT)
== ]
TR T ——— — - et
| ap Add Achion ) B am
_l [Coange rtaves 78] [t poi man A} I
[ Sat eatrqory 2] [(ona i8]
i qu Aol wpply olher rules fo medsages mal mesl Hse orHerls :
M Enabled m
Actions

Figure 14.2¢ You create and edit rules in the Edit Rule

dialog box.

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 downloaded 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. Ifthe checkbox titled Da 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 > Microsoft
User Data > Office 2001 Identities >
Main Identity, 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 01d into the Trash.

—

Are y0ou SUre You swant to rebuiia vour database? This could take a long
time depending on how many messages you have in your database.

Rehuliding your database repalrs damage and eotm pacts the iz,
freelng hard disk space. Your reawilt dutabase will be seved tu a new
file, and your current datahase will be saved as a backup,

& Typleal rebulld
Click b perform simple Pepolra eid sompgel your databsse 113
{3 Advanced Rebulld

Cllck {a rapa(r problems Ihat remain efler performingd Typicel rebuild”
1t yau have any onllne Hotmall ar IMAP secounla, you w1l bave 1s fewhloed
your falder lials and messtgbn from tha ssrear sgatn

Figure 14.25 If you hold down the Option key as you
launch Entourage, this dialog box appears.

% Your database was rebuilt, the old database
| and messages Tile have been repamed "0ld
Database™ and "0ld Messages” respectively.

They can be thrown away.

Figure 14.26 After compacting the database, you can
safely delete these old files.
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Choose a display font and size for
— all plain-text (unformatted) messages

~ “GeneralPreferences ©—
f Ganacn\ Fents \, /Spelling \ / Notification
Fanly — : .
Dafauit fonts for Inngusse Weslarn Zure J=

HTML messegns {propertiznal): [ Yerdara iEliaals)

Plain et messages {fidee-iebgin) W[ﬂ_ﬂ

List itema [Fertans [ [ |

Printed |lems | Caurier )(5__T=)
Shnwnr hide ballgoms [ concer . ok |

Figure 14.27 You specify default fonts and sizes in the
Fonts tab of the General Preferences dialog box.

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.

v Tips

® Ifyoulike, 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.

B Ifyou 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.

B Ifyoure 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
called 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.

v Tips

B 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.

B 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
“Adding Attachments” later in this chapter.
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Composing and
Posting Articles

The process of compaosing 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 (3](N) when a news-
related window is open or selected.

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

2. Fillin the necessary lines in the message
header.

See “Addressing the Article” later in
this chapter.

3. Compose the article.

4. To post the article immediately, click the
Post Now button (refer to Figure 15.1),
choose Message > Post Message Now,

or press [#E)K).

or

To post the article later (temporarily storing
it in the Outbox), click the Post Later
button, choose Message > Post Message

Later, or press (Option)(38)(K].
To post a reply to a newsgroup:

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

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

or press (#)(A).

3. Fillin the necessary lines in the header.

4. Compose the article.

Createa Reply to the
new article newsgroup

Reply to Forward this
the sender message

|63 tew =| R Reply ToSender (8 Reply To Newsgroup % Forward |

Figure 15.2 To make composing newsgroup messages
simple, you can click tootbar buttons.
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Figure 15.3 A forwarded message (top) looks different

from a redirected one (bottom).

5.

To post the message immediately, click
the Post Now button (refer to Figure
15.1), choose Message > Post Message
Now, or press [#)(K].

or
To post the article later (temporarily storing

it in the Qutbox), click the Post Later
button, choose Message > Post Message

Later, or press [Option)(3)(K).

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 cwn window.

Click the Reply to the Sender button in
the toolbar (refer to Figure 15.2), choose
Message > Reply to Sender, or press

(Option)(e)[R).

Fill in the necessary lines in the header.

Compose the article.

5. To send the message immediately, click

the Send Now button, choose Message >
Send Message Now, or press [3)[K].

or

To send the message later (temporarily
storing it in the Outbox), click the Send
Later buttorn, choosc Message > Send
Message Later, or press [Option)(3£](K).

Your reply is sent to the author as a normal
email message; it will 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 &s normal, unquoted text). The
difference between forwarding and redirect-
ing is illustrated in Figure 15.3.

219

SI1I1LYY ONILSOd ANV ONISOdWO)



CoMPOSING AND POSTING ARTICLES

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 Megsage > Forward, or press (#){J).

or
Choose Message > Redirect or press

(#)(J).
3. Fillin the necessary lines in the header.

4. Ifyou'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 [3](K).

or

To send the message later (temporarily
storing it in the Outbeox), click the Send
Later button, choose Message > Send

Message Later, or press (Option)(3€)(K).
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 checkmark 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.)

Choose a default format for news articles

= ~ Mol &NewsPreferences o

TR e\ (BT Tereare [ [P
Gonoral — — q — -

[ Autometically ehack mames when sending messages  Lecetion Manege! eware)
[ Save coples of sent measages [n Lhe Sent ltems folder

[ shew HTML Formatting foolbar In the Message Compoalllan window
Mall format: | Bioln Text 2] News format: | Piain Tex] =—-';
Attechments < - — -

Click here for sttehmant srmme

@sﬂwu’umm [ cancal Jf ok §

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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