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CHAPTER

Entourage—Email
and Newsgroups

plication lineup is completely new: a program called Entourage. It’s not quite
the same “fourth wheel” that accompanies Windows for Office (a database),
but it has charms all its own.

Even for longtime Microsoft Office users, one program in the Office 2001 ap-

Entourage is closely based on Outlook Express, Microsoft’s free email and news-
group reader. But to those Internet features, Entourage adds a calendar and a to-do
list. As a bonus, Entourage can talk to your Palm (or Palm-compatible) handheld
computer. True to its name, entrusting your schedule and communications to this
program is like having an entourage of lackeys at your command. And who couldn’t
use an entourage of lackeys?

At first thought, you might wonder what the point is of adding a calendar and task
list to an email program. As it turns out, however, this arrangement offers numer-
ous payoffs—cross-fertilizing features that let all of this information work together,
both within Entourage and among the other Office programs.

The Entourage Window

As in Outlook Express before it, the Entourage screen is divided into two primary
areas: the Folder list on the left, and the contents pane on the right.

The Folder List

When you first launch Entourage (Figure 8-1), the Folder list contains eleven icons.
When you click one of them, you see its contents on the right side of the screen.
Here’s what those eleven icons represent:

CHAPTER 8: ENTOURAGE—EMAIL AND NEWSGROUPS 283



The Entourage
Window

284

+ Inbox. The home of all of your incoming email. When you click its icon in the
Folder list, the contents pane splits in half; the top half (the List view pane) shows
a list of messages in the box, and the bottom half (the preview pane) shows the
text of the highlighted message.

Outbox. Contains messages you've written that haven’t yet been sent.

»

Sent Items. Maintains copies of all messages you've sent, if you like.

Drafts. Holds messages you've begun writing but aren’t yet ready to send.

Deleted Items. Behaves like the Macintosh Trash can—holds messages you’ve
thrown away, and gives you the chance to rescue them if you change your mind.
(You can control when Deleted Items gets permanently emptied, as described
later in this chapter.)

Address Book. Your electronic “little black book™; home not just to the email
addresses in your social entourage, but also phone numbers, home addresses,
and so on. See Chapter 10 for complete details on the Address Book.

Calendar. Yes, it’s the first-ever Microsoft calendar sofiware for the Macintosh.
(See Chapter 9 for details.)

*

Tasks. A to-do list. When you click this icon in the Folder list, the right side of the
screen shows the list of tasks you've set up for yourself.

Notes. Random memo-pad-like musings that you’ve attached to names in your
address book, tasks in your to-do list, and so on. (See page 370.)

Custom Views. This “folder” contains several custom views that come with En-
tourage, and any that you create. (A view is a filter—a canned set of search crite-
ria that lets you call up, say, everybody in New York from your address book, or
every appointment for the month of June, with a single click; see page 386.)

When you click Custom Views, the contents pane shows a list of saved custom
views. Double-click one to open it for editing, or single-click it to view a preview
at the bottom of the screen.

-

Microsoft News Server. Lists the newsgroups (Internet bulletin boards) available
from the Microsoft news server (see page 328). If you've subscribed to any news-
groups, click the flippy triangle to reveal their names. Click one to see, on the
right side of the screen, the messages in it; click one of those messages to read it
in the preview pane.

-

Your own folders. Once you begin to work with Entourage, you may decide to
create your own folders (to hold email on certain topics), sign up for your own
newsgroup servers, set up your own custom views, and so on. All of these show
up in the Folder list, too.
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Setting Up tion-and-answer screens that give you the opportunity to set up your email accounts,
Entourage import your address-book information from whatever program you used to use for
this purpose, and so on.

Any email program requires a number of technical parameters that define your par-
ticular email account. If you have another email program that’s been working fine (Out-
look Express, Netscape Communicator, Eudora, or Claris Emailer, for example), you
don’t need to concern yourself with these geeky parameters; Entourage can simply copy
them from the older program (and from the settings in your Internet control panel).

If you’ve never used your Mac for email before, however, or if you're using a Mac
that doesn’t have a functioning email program, you'll need to type these email set-
tings into Entourage directly. Unless you're quite a technical person, your sole source
of this. information is the help line (or Getting Started booklet) of your ISP—your
Internet Service Provider, the company to whom you pay a monthly fee for Internet
access. You can’t get your email without them, so it’s worth having your ISP’s toll-
free help number on hand as you set about getting Entourage ready.

Note: Entourage can't check America Online mail,

POWER USERS’ CLINIC
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1. By clicking Yes or No, indicate whether or not you want Entourage to be your Setting Up
default email program. Entourage

The very first thing you see, the very first time you run Entourage, is a question:
“Do you want Microsoft Entourage to be your default email program?” If you
answer in the affirmative, the program changes the preferences in your Internet
control panel. From now on, Entourage will open whenever you click an “email
me” link on a Web page, open an email-address URL, or click the Mail icon on
the desktop of a new Mac OS installation.

Tip: If you later decide that you'd rather not have Entourage as your default email program, open the
internet control pane! (@ —Control Panels—internet) and click the Email tab. Select a different email
program in the pop-up menu at the bottom of the window.

After you've made your choice, the first screen of the actual Setup Assistant ap-
pears, asking for your name.

2. Enter your first and last name.

Entourage will use this information in the From field of all outgoing mail. Most
people, having nothing to hide, provide this information, but you can type any-
thing you want (or nothing) here. Click the right arrow button to continue (or
press Enter).

3. Enter your home information.

Enfourage asks you for your street address, city, state, Zip code, country, and
telephone number. If you'll be using Entourage mostly from home, also turn on
“This is my default address.”

You've just specified the address that Office 2001 will use whenever it needs your
home address; for example, this is the address Word proposes printing on enve-
lopes as your return address. If you're nervous about the Microsoft Evil Empire
collecting your data for its own nefarious purposes, you can leave these blanks
empty (although Microsoft probably already has this information anyway).

Tip: The information you specify here is the same information you can edit in Word by choosing
Edit—Preferences—sUser Information tab. It also creates a special entry in your Entourage Address Book,
marked with a special lowercase / icon, that denotes your own information “card.”

As in any Macintosh or Office 2001 dialog box, you can advance from one field
(blank) to the next by pressing the Tab key. Once you've specified your home
address {or decided not to bother), click the right arrow button or press Enter.

4. Enter your work address.

Entourage gives you the option of making this address Office’s default address
for you. Click the right arrow to continue.
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5. Import your calendar, address-book information, and email from your older

programs, if you like.

As part of its campaign to serve as the only communication and organization
program you’'ll ever need, the setup assistant now offers to import email and
address-book information from whatever email program, calendar program, or
address-book program you used to use, before the great day when Entourage
arrived on your hard drive.

This feature saves you astronomical amounts of time; since all of your familiar
data is instantly available, it also helps to make you comfortable in your new
email/calendar/address-book program in record time.

The Entourage Setup Assistant offers four choices: to import information from
an email program, from a calendar/address-book program, both, or neither. If
you choose to import email, the Setup Assistant presents you with a list of email
programs from which it can import information: Outlook Express, Eudora,
Netscape Communicator 4.0 or higher, or Claris Emailer 2.0v3.You can also tell
Entourage that your email program isn’t listed, at which point it does its level
best to import information anyway. In addition to the messages themselves, En-
tourage can sometimes import email filters (see page 315), email filing folders,
and other bits of information that you've created in your former email program.
(It’s especially good at importing information from Outlook Express, for some
unfathomable reason.) '

If you choose to import data from another PIM (personal information man-
ager—that is, calendar/address book), you'll be presented with a choice of soft-
ware whose information Entourage understands: Claris Organizer, Palm Desk-
top, Now Contact, and Now Up-To-Date. Select the program that currently con-
tains your addresses and calendar, and then click the right arrow to continue.
(The older program must still be on your Mac if this process is to work.)

Finally, you'll be presented with a list of individual items to import: your mail
messages, addresses, account information, filters, signatures, calendar items, tasks,
and notes. Once you've selected the items to import, click the right arrow to
start the process, which can take a long time. Better go grab a snack.

Tip: If you have a lot of messages to import (say, a few thousand), you'll probably have to give Entourage
more RAM to do the job. For example, if your old copy of Qutlook Express has 20 megabytes’ worth of
messages, you'll probably have to give Entourage about 50 MB of RAM to,import them. See page 620 for
instructions on changing Entourage’s memory allotment (which you can change back to its older setting
after the importing is complete).

‘When the importing is complete, click Finish. You may be asked once again if
you want Entourage to be your default email program; tell this eager-beaver
software Yes or No.
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If you successfully imported your email account’s settings, you're ready to start

using Entourage; skip to the next section.

If you didr’t import settings from an existing email program, however, or if the
importing didn’t go smoothly, you may now have to type in the email settings

for your account.

6. Enter the name with which yow’ll want to “sign” your email and bulletin board

messages.

You've now moved into the account setup portion of the Entourage Setup Assis-
tant. The text box already contains the name that you entered in Step 2, but you
can put any name you like here—Queen of the Universe, if you like.

UP TO SPEED

POP, IMAP, and Web-based Mail

When it comes to email, there are three flavors of accotints
(notcounting America Online mail, which is a mutant breed
apart): POP (also known as PCP3), IMAP (also known as
iMAP4), and Web-based. Each has its own distinct feeling,
with different strengths and weaknesses,

POP servers are the most common kind. A PCP server trans-
fers your incoming mail to your hard drive before you read
it, which works fine as long as you're only using one com-
puter to access your email.

If you want to take your email world along with you on the
road, you have to copy the Documents folder on your desk-
top Mac's hard drive—or, at the very [east, the Documents—
Microsoft User Data folder—onto the corresponding loca-
tion on your faptop’s hard drive; when you run Entaurage
an the laptop, you'll find your messages and attachments
already in place.

{Another travelers' tip: Entourage can trick POP servers into
feaving the mail on the server, so that you can read it while
on the road, but still find it waiting when you return, See
page 298.)

IMAP servers are newer than, and have more features than
PCP servers, but as a result they don't enjoy as much popu-
farity or support. IMAP servers are intemet computers that
store all of your mail for you, rather than making you down-

foad it each time you connect; you can access the same
mail regardless of the computer you use. IMAP servers re-
member which messages you've read and sent, too.

The downside to this approach, of course, is that you c2n't
wark with your email except when you're online, because all
of your mail is on an Internet server, not on your hard drive.

Web-based servers are similar to IMAP servers, in that they
store your mail on the Internet; you can use a Web browser
on any computer to read and send messages. (As a
Microsoft product, Hotmail.com offers a twist on Web-based
accounts: You can check your Hotmail email with Enfou-
rage instead of having to use a Web browser.)

Although these accounts are convenient, they're alsa slower
and more cumbersome to use; most also put ads in your
email. That's the price of using a free ematl service.

PP and IMAP accounts offer by far the quickest service
and greatest reliability. The only downside is that if you
switch ISPs, you have to switch your email address as well.
To: prevent this problem, try a free service like Bigfoot
(uww.bigfoot.com), which gives you a permanent-email
address; if your “real” email address changes, Bigfoot sim-
ply forwards your mail to whatever new address you specify.
That way, you'll never have to send out a change-of-email-
address again.
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10.

11.

Tell Entourage what kind of account you’re setting up.

In this step, you can cither set up an account for an existing email address, or
you can sign up for a Hotmail account (a free account provided by Microsoft, as
described in the box on the previous page).

If you do, in fact, have an Internet account, it came with an email account as part
of the package, so the first option is the one most people choose. Enter your
email address in the text box; click the right arrow to continue,

If you prefer to set up a Hotmail account, click the Hotmail radio button and
then the right arrow. In the next screen, you'll be given the option to open your
‘Web browser and go online to the Hotmail sign-up page, where you can get an
account (a Hotmail ID and password).

Once you have an account set up, you can return to Entourage and enter your
ID and password to finish setting up your Hotmail account.

. Tell Entourage what kind of incoming mail server youw’ll be using, and type in

your incoming and outgoing mail server addresses.

As noted above, you need to contact your ISP’s help line (or network adminis-
trator, if you're on a corporate network) to figure out what settings to use on this
screen.

Click the right arrow button.

. Enter your account ID and password.

In this step, you'll need to enter your email account ID (the portion of your
email address that comes before the @ symbol) and the password for your ac-
count. Entourage is willing to memorize your password; but if, for security pur-
poses, you want Entourage to request your password every time it checks your
email, turn off the “Save password” checkbox.

(If you're setting up a Hotmail account, enter your account ID and password for
your Hotmail account on this screen.) Click the right arrow button to continue.

Name your account.

Entourage needs a name for your brand new account, such as Earthlink account
or Hotmail account,

A word about the other checkbox here: The Entourage toolbar contains a but-
ton called Send & Receive All. If you have more than one email account, a click
on this single button can check all your email accounts. Turn off the “Include
this account in my ‘Send & Receive All’ schedule” option on this screen if you
don’t want this account to be checked automatically.

Click Finish to wrap things up.

Entourage now has all the basic information it needs to start work.
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a schedule runs:

| The When portion of this window lets you determine, using a pop-up menu, when

» Manually. Nothing will happen automatically; you'll have to choose the name of
the “schedule” you've set up from the Tools—Run Schedule menu.

* At Startup. Entourage will run the schedule whenever you launch the program.

* On Quit. Entourage will run the schedule when you quit the program.

» Timed Schedule. You can set specific times and days for schedules to execute,
That is, you can set a schedule to run every Thursday and Sunday at 12:27 p.m., if

you like.

* Repeating Schedule. Unlike a timed schedule, you can set a schedule to run at
regular intervals, such as every 30 minutes or every three days.

* Recurring. This option lets you use a recurring schedule to run in a recurring
pattern over a defined period of time—such as monthly on the 21st day of each
month for a period of three months, starting two months from today.

Once you select one of these options, you can set the particulars by clicking the
button next to the pop-up menu, which brings up a panel in which you can set exact

days, hours, and minutes for schedules to run.
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Figure 8-4:

Top left: The Entourage
Schedules window shows all
of the schedules currently
available in your copy of
Entourage. By clicking the
New button (or by editing
an existing schedule), you
get the Edit Schedule
window (fower right). in it,
you can tell Entourage what
to do and when to do it. This
particular schedule runs
whenever Entourage is
launched, and it checks for
new mail, runs an Apple-
Script that archives all the
email, and then grabs new
news articles from the
Microsoft news servers. It
performs these actions only
if you're connected to the
Internet, and it leaves your
Mac connected when it's
finished running.
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. Set up a schedule to empty the folder automatically when you quit Entourage, Sending and
for example, or to delete only messages that are older than, say, 60 days. See pages Receiving Mail

295-297 for instructions.

Replying to messages

To reply to a message, click the Reply button in the toolbar, or choose Message—Reply,
or press 3-R. Entourage creates a new, outgoing email message, preaddressed to the
sender’s return address.

To save you additional time, Entourage pastes the entire original message at the
bottom of your reply (complete with the > brackets that serve as Internet quoting
marks); that’s to help your correspondent figure out what you're talking about. (It’s
also a feature you can turn off; choose Edit—Preferences—Mail & News, click the
Reply & Forward tab, and turn off “Include entire message in reply.”) Entourage
even tacks Re: (“regarding”) onto the front of the subject line.

Your cursor appears at the top of the message box; you can begin typing your reply.
You can also:

« Add recipients to the message by adding names in any of the recipient fields (To,
Ce, or Bcec).

TROUBLESHOOTING MOMENT

Fixing the Entourage Database

Entourage keeps all of its messages in a single, cigantic  As a first step, consider sumveying first your Sent ftems,
datahase file on your hard crive. {Jt's in the Dociiments—  then your Deleted Itemis folder; delete any messages in
Microsaft User Data—>0ffi dentities—»Main iden-  them that have file attachments, because those files se-
tity folder: it's the file called, with stunning originality, Da-  verely bulk up your databases. Then quit Entourage.

tabase. : : ‘
by Now refaunch Entourage while pressing the Option key.

(Over time, you add and delete hundreds of messages from  After a moment, you'll tie offered two choices: Typical Re-
o over time, some digital sawdust gets left  build or Advanced Rebuild. & Typical rebuild vsually does

 resuiting i peculiantics when addressing messages  the trick, taking several minutes to compact vour database.

or Entcurage sluggishness. You also wind up with massive
message files hidden on your hard drive, which can con-
sume hundreds of megabytes. That's a bummer if you like
to copy your databases to your laptop when you go on a
trip. (Thie database files are in the Documents— Microsoft
User Data—{ 'ffice 2001 Identities—Main Identity folder.)

It you're still having problems, launch Entourage again with
the Cption key held down; and this time choose Advanced
Rebuild. This should clear up any problems you may be
having, but it also-requires you te redownlcad folder fists
and messages for your Hotmail or IMAP accounts.

In either case, you'll now find, in your Documents—
Microsoft User Data—Office 2001 Identities—Main Iden-
tity folder, two sets of datalrase files—one set bears the
suffix Ol After you've confirmed that the new files work
fine, you can throw the “Old” files away.

Fortunately, it's easy enough to rebuild the message data-
bases. Doing so cleanses, repairs, and purges your mes-
sage files; you wind vp with 3 much more compact and
healthy database,
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Sending and Forwarding messages
Receiving Mail Instead of replying to the person who sent you a message, you may sometimes want

to forward the message—pass it on—to a third person.

To do so, click the Forward button in the toolbar, choose Message—Forward, or
press 38-J. A new message opens, looking a lot like the one that appears when you
reply. Once again, before forwarding the message, you can edit the subject line or
the message itself. (For example, you may wish to precede the original message with
a comment of your own, along the lines of: “Frank: [ thought you'd be interested in
this joke about Congress.”)

All that remains for you to do is to specify who gets the forwarded message. Just
address it as you would any outgoing piece of mail.

Nofe: If the original message contained an attachment, this time, Entourage does keep the attachment
attached (unless you delete it first).

Redirecting messages

A redirected message is similar to a forwarded message, with one extremely useful
difference: When you forward a message, your recipient sees that it came from you.
When you redirect it, your recipient sees the original sender’s name as the sender;
the message bears no trace of your involvement. In other words, a redirected mes-
sage uses you as a low-profile relay station between two other people.

Treasure this Entourage feature; plenty of email programs, including Microsoft’s
own Qutlook Express for Windows, don’t offer a Redirect command at all. You can
use it to transfer messages from one of your own accounts to another, or to pass
along a message that came to you by mistake.

GEM IN THE ROUGH

The Entourage Email “Paper Trail”

#s A sensationa] convenience to you, Entourage keepstrack  Cnly two of thase actions fit in the yellow banner, how-
of what you've done with a message—replied, forwarded,  ever. If you want to look at the entire history of actions
ar redirected; it displays: ' perfurmed on a mes-
W.""]Ur message 5 hlStlJF['g' {f? You forwardad nis messege on 1/21/01, SM\V.» Forwesd History. . Sage" Cl“:k ihe H‘StOW
nd ye“(]w banneratthe 4 This Is 8 raply toone of your fessages. Show Originsl ﬁnk’ which lbrings up a

Ok,) S0 the worst part i5 we're not done yelfs we tried to edit it last night

:Up Of tf’}e Ongina' nes- lut o ploce in the mission that charged $9/holr for the use of the machine E Smau pop-up l.lv[ndOW

ond the mochine wos broken, ugh, i on so frustroted. olthough somaone else

sage, as shown here at listing all the aciions, in-

top, identifyingwhat was  |jpilaid cluding when they were
@ You forwarded this messege on 1721701, Shaw Farward = :

done, and when, VA You redirected this messageon 1/21/01. Siow Redipsct PETI rmed ‘f_‘ShOWI‘! here

: <% You replied (o this messageon 12712700, Show Regly at br{tom) i:';nce aigain

you can click any of the

lirks to open the carresponding messages for your refer-

.

e2Mce,

You can also see the ac-
tual contents of the re-
ply, forward, or redirect—that is, open a copy of the mes-
sage in question—by clicking tha Show link in that banner,
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» Highlight an icon (or several) and click Remove. You've just detached, and dis-
carded, the file, reclaiming space on your hard drive.

Tip: It's extremely easy to set up Entourage to save aff incaming file attachmenits into a particular folder on
your hard drive—or onta your desktop for easy retrieval—saving you the step of manually saving or drag-
ging them. (This arrangement should sound familiar to America Online and Claris Emailer fans.)

The trick is ta use the Message Rules described in the next section. One of them offers an option to save
all file attachments autornatically into a folder you specify—or only file attachments that come from certain
people.

FREQUENTLY ASKED QUESTION

iruses by Email

314

When attachments don’t open

Several factors may be at work if you're unable to open a file attachment. For start-
ers, your correspondent’s email program may have compressed or encoded the file to
make it take less time to send. If you're having trouble getting a file to open, there-
fore, your first step should be to drag the attachment’s icon onto that of Stufflt
Expander, the free program that comes on every Macintosh hard drive.

This little program can gracefully reexpand just about any geeky Internet file, such
as those ending with the file-name suffixes .sit, .cpt, .hgx, .gz, .z, .arc, .uu, and .zip

- (the Windows equivalent of Stufflt).

If the file still won’t open, then you may be dealing with a file from a Windows PC.
Some you can open; some require more work. For example:

« .exe denotes an executable file—in other words, a Windows program. By itself,
your Mac can’t run Windows programs, just as Windows computers can’t run
Macintosh programs. You need a program like Connectix VirtualPC if you want
your Mac to run Windows programs.

« .jpg or .gif. You’ve been sent a photograph, which Entourage shows right there in
the body of the message. To look at the picture once you’ve detached it from the
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If it finds a match—that is, if you've typed zar and your Address Book contains a
name Ed Zarynski—Entourage sprouts a list of matches. You can choose from this
list either by clicking or by pressing the down arrow key (to highlight a name) and
then pressing Enter (to select it). Or, if none of Entourage’s guesses are correct, just
keep typing; Entourage quietly withdraws its suggestions.

Alternatively, you can open your Address Book just by clicking the Address Book
button just above the To field (see Figure 8-15).

Tip: The tiny icon in front of each email address indicates Entourage’s understanding of the address. if
you see a tiny stick figure, you've input an address that's in the Address Book; if you see an @ symbol,
you've typed an address that's not in your Address Book.

Of course, you can always add one of these @ addresses to your Address Book just by Control-clicking it
and choosing Add to Address Book from the contextual menu.

Across the top of the address panel are a few handy buttons: Add, which opens up a
new empty row, in which you can specify an additional address. The Remove button
removes a selected recipient’s row. Check Names is handy if you don’t know
somebody’s email address; after typing her name into the Address box, click this
button to consult an Internet email directory (see page 322) in hopes of turning up
the email address.

Tip: You can use the Tab key to move between address fields, subject line, and the message’s body text.

If you have more than one account set up in Entourage, a From pop-up menu ap-
pears above the message’s addressees; use it to choose which account you want to
use from that pop-up menu.

Step 2: The Subject line

Some people, especially in the business world, get bombarded with email. That’s
why it’s courteous to put some thought into the Subject line (use “Change in plans
for next week” instead of “Hi,” for example). Press the Tab key to make your cursor
jump into the large message-body area.

If you try to send a message without a subject, Entourage warns you that thisisn’t a
good idea, but it’s not a fatal one, either. You can go ahead and send it, sans subject.
(Your recipient will see a blank Subject field.)

Step 3: Composing the body

After you've addressed your message and given it a subject, it’s time to fill in the
message’s body text. To do this, just click (or tab into) the message area and start
typing. You can use all the standard editing techniques, including drag-and-drop
and the Cut, Copy, and Paste commands, to rearrange the text as you write it.
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7ip: Al of the HTML toolbar’s commands are also accessible through the Format menu.

Step 5: Adding a signature
Signatures are bits of text that get stamped at the bottom of email messages that you
send out. A signature may contain a name, postal address, or even a pithy quote.

To create a signature, choose Tools—Signatures, which brings up the Signatures
window. In it, you'll see something called the Standard signature. You can edit this
signature by double-clicking it, or you can create any number of new signatures by
clicking the New button; either way, you get an editing window in which you can
type your new signature. Your signature can be either plain text or HTML-based, as
described in the previous section.

Once you've created a signature, or several, you can tack it onto your outgoing mail
either always or on a message-by-message basis:

+ Always append a signature. Choose Tools—Accounts. In the Accounts window,
double-click the account in question. (You can have a different standard signa-
ture for each account.)

In the resulting window, click the Options tab to reveal a pop-up menu of signa-
tures. Select the signature that you'd like to have at the bottom of every email
message created using that account. (You can always override this choice on a
message-by-message basis.)

Tip: If you turn on the Random checkbox next to certain signatures, Entourage will randomly select one of
these gems to grace the bottom of every email message that you send out. This is the way to rotate your
pithy guotes from, say, Monty Python without seeming repetitive to your correspondents.

* Message by message. After writing a message, choose the signature you want from
the Signature pop-up button in your message’s toolbar (it looks like a pen). En-
tourage pastes the signature at the location of your insertion point.

Step 6: Adding any file attachments
You read about receiving attachments earlier in this chapter; sending them involves a
little extra brainwork.

To attach a file or files to an outgoing email message, Microsoft, in its usual fashion,
offers several different methods:

* Drag-and-drop. If you can see the appropriate Finder window or folder on the
desktop behind the Entourage window, you can drag file or folder icons directly
off the desktop and anywhere into the outgoing email-message window.

Tip: if you drag the alias of a file or folder, Entourage is considerate enough to ask you whether you mean
to send the alias file itself, which will probably be worthless to your correspondent, or the file that opens
when you double-click the alias.
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There may be times, however, when you want to change these options. For example,
you may want to turn on the Stufflt compression even for a single file, or you may
have trouble sending files to someone using the factory settings.

To change encoding and compression options, click the gray encoding-summary
bar below the attachments section of your outgoing message, but just above the
HTML section (see Figure 8-17). A strange little pop-up panel appears, where you
can change both encoding and compression options:

» AppleDouble. This encoding scheme flattens a Mac file into something that other
kinds of computers (including mail servers and Windows machines) can read.
AppleDouble is best used when you want to encode an attachment that can be
opened on just about any computer.

» BinHex. This encoding method is for Mac-to-Mac transfers only. Use it only when
you've tried sending a file to another Mac user using the AppleDouble setting,

and had no luck.

» MIME/Base64. This encoding method is for sending files to Windows comput-
ers only; but use it only when you've had no luck using AppleDouble.

» UUEncode. UUEncode {(which stands for Unix-to-Unix Encode) is best used when
sending to a Unix or Linux user. (It’s also useful when you don’t know what email
program or operating system your recipient is using; almost any email program
can open UUEncoded messages.)

+ Compression: None/Macintosh (Stufflt). As noted above, Entourage automati-
cally compresses your attachments when they’re included in a folder from your
desktop. Only Macintosh email programs will be able to open them and turn
them back into a folder on the other end; Windows users can do so only if they’re
willing to download and install the free Expander for Windows program from
www.aladdinsys.com.

Tip: When sending a file to a Windows PC, Entourage ends your “they can’t open my files” headaches
forever. Just remember to follow three steps in the Encoding panel shown in Figure 8-17: Use no compres-
sion; use AppleDouble encoding; and turn on the “Append Windows extensions to file names” checkbox.

To remove an attachment, select its icon in the expanded Attachments panel (Figure
8-17) and press the Delete key (or click Remove). (Dragging an attachment out of
the Attachments panel doesn’t remove it from the message; instead, it makes a copy
of the file where you drag it—unless you drag to the Trash can on your desktop.)
You can also remove all attachments by choosing Message—Remove All Attach-
ments.

Step 7: Sending your email on its way

Once your message is put together properly, you can send it in several ways. You can
click the Send Now button in the message’s toolbar, choose Message—Send Message
Now, or press 38-K. If you want to wait until the next time Entourage is connected
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