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INTRODUCING 
ENTOURAGE 

At first glance, you may assume that Entourage 
is simply a replacement for Outlook Express 5, 
Microsoft's free email and newsgroup program. 
But it's much more than that! Although 
Entourage will indeed handle all your email 
and newsgroup needs, it's also a full-fledged 
personal information manager. It includes 
an advanced Address Book, task/to-do list 
management, a calendar with pop-up 
reminders, and a notes feature. And because 
Entourage is integrated with Word, Excel, 
and PowerPoint, it serves as Command 
Central for Office 2001. 

In this chapter, you'll learn essential informa­
tion about Entourage that you can use no 
matter which part of the program you're 
working in. The topics include: 

♦ Understanding Entourage components 

♦ Using the Entourage interface 

♦ Filtering and searching for information 

♦ Creating and saving custom views 

♦ \l\f orking with categories 

♦ Printing 

♦ Getting help 

1 

z ... 
;a 
0 
I:, 
C: 
r\ -z 
G\ 
FTI 
z ... 
0 
C 
;a 

~ 
'" 



~ z 
Ill 
z 
0 
A. 

== 8 
Ill 

~ a: 
::, 

e 
z 

LI.I 

"' z -Q 
z 
i! 
CII 
a: 
Ill 
Q 
z 

::::, 

Chapter 1 

Understanding the 
Entourage Components 
Entourage contains six tightly integrated com­
ponents. Although each component has its 
own procedures and capabilities, many features 
of one component also work in the others. 
Briefly, here's what each component does: 

Email client. Based on Outlook Express for 
the Macintosh (the popular free Microsoft 
email program and newsgroup reader), 
Entourage can be used to send, receive, and 
organize your electronic mail (Figure I.I). 

Newsgroup reader. If you're interested in 
Internet newsgroups, you can use Entourage 
to read and compose newsgroup articles. 

Address Book. You'll use the Address Book 
(Figure 1.2) to record information on your 
personal, business, and school contacts. In 
addition to recording everyone's email address 
(so that you can address outgoing email 
messages), you can record multiple mailing 
addresses, phone numbers, Web sites, and 
personal information for each contact. 

Calendar: Use the Calendar to record events­
that is, appointments and other activities 
that you intend to complete at a specific date 
and time. Because the Calendar is integrated 
with other Office 2001 programs, Calendar 
reminders will pop on-screen in any running 
Office program-not just in Entourage. 

Tasks. Use the Tasks window (Figure 1.3) 
to track your personal and business to-do 
list . Each task can be scheduled (assigned a 
completion date/time) or unscheduled (to 
be completed at some point in the future). 
Because tasks are presented in checklist form, 
you can see which ones you've already com­
pleted and which ones you still have to tackle. 

Notes. Use the Notes window to record ran­
dom thoughts and tidbits of information 
that you'll want to refer to later. 
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Figure 1.1 You can use the email component of 
Entourage to receive, compose, and send messages 
over the Internet. 
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Figure 1.2 You'll use the Address Book to record email 
addresses and other important contact information. 
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Figure 1.3 You can record your to-do list (including 
recurring tasks) in the Tasks window. 



Introducing Entourage 

Using the 
Entourage Interface 
The Entourage window is divided into the 
following parts (Figure 1.4): 

♦ Title bar. Shows the name of the current 
user, if multiple users (called identities) 
have been defined. 

♦ Message list. Displays basic information 
( called a header) for each message. In 
components other than email and news­
groups, abbreviated contact records 
(Address Book) and titles (Notes and 
Tasks) are displayed in this area. 

♦ Toolbar. Provides buttons for common 
email, newsgroup, and personal informa­
tion management functions. 

♦ Folder bar. Provides search tools and 
shows the name of the currently selected 
folder. 

♦ Folder list. Shows all email accounts, 
mail folders, news servers, newsgroup 
folders, and directory services, as well as 
Entourage components such as Calendar, 
Tasks, and Notes. 

Folder list 

♦ Preview pane. Shows the contents of 
the message that is selected in the 
message list. 

♦ Status bar. Displays messages concern­
ing your connection status and the cur­
rent activity. 
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Figure 1.4 The main Entourage window. 
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Chapter 1 

Title bar 
In a single-user installation, the title bar 
contains the program title: Entourage. In a 
multiple-user setting (in which you've created 
additional identities by using the File > Switch 
Identity command), the title bar also displays 
the name of the current user. 

To learn more about identities, see 
"Configuring Entourage for Multiple Users" 
in Chapter 2. 

Toolbar 
You can perform many common functions 
by clicking toolbar buttons (Figure 1.5). 
The buttons change automatically to reflect 
the item selected in the Folder list. 

Folder bar 
Below the toolbar is the folder bar. The title 
of the folder bar shows the currently selected 
item in the Folder list. It also contains search 
tools, when appropriate (refer to Figure 1.4). 

Folder list 
The Folder list (Figure 1.6) contains icons 
that you can click to open folders and other 
items, such as news servers and the Address 
Book. Messages are organized in folders by 
type. To view a given class of email messages, 
select a message folder in the Folder list. 
Select a newsgroup name to view messages 
in that newsgroup. Select a news server to 
view the list of newsgroups to which you 
have subscribed. Select a Hotmail folder to 
view messages in its Inbox, deleted mes­
sages, and so on. 

You can customize Entourage by creating 
new folders to organize your messages better. 
The default folders and icons include: 

♦ lnbox. Contains incoming email messages. 

♦ Outbox. Contains outgoing messages 
that are waiting to be sent (that is, new 

4 

Indicates the presence of a pop-up menu:] 
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Figure 1.5 You can cli ck buttons in any toolbar to 
perform commands that are appropriate to the 
current window. When dicked, some buttons (such as 
New and Send & Receive) present a pop-up menu. 
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Figure 1.6 Click icons in the Folder list to view the 
contents of message folders and switch to other 
Entourage components, such as the Tasks window or 
Address Book. 



Entourage and 
the Office Clipboard 

The Office Clipboard is a handy feature that 
enables you to copy multiple objeets or text 
segment;s in Word, Excel, or PowerPoint 
and the11 paste them into. any open Office 
document. Unf or::tun.at.ely, the Office 
Clipboard isn't available in Entourage; you 
cannot use it to_ p.aste information into 
Entourage. But-text that you copy or cut 
from Entourage docwnents (such as mes­
sages or notes) is added to the Office 
Clipboard and can be pasted into Word, 
Excel, or P.owerPoint documents. 

♦ 

♦ 

♦ 

♦ 

♦ 

♦ 

• 

• 

♦ 

Introducing Entourage 

outgoing messages, forwarded messages, 
and replies). After the messages have 
been sent, they are moved to the Sent 
Items foldeL 

Sent Items. Contains copies of messages 
you have sent. 

Drafts. Contains incomplete or complete 
messages you have created but elected 
not to send. 

Deleted Items. Contains messages you 
have marked for deletion. 

Address Book. Contains your list of 
contacts and their contact information 
( email addresses, mailing addresses, 
phone numbers, and so on), as shown in 
Figure 1.2. The Address Book is discussed 
in Chapter 3. 

C 
Calendar. Lets you schedule events, such WI -z 
as meetings, appointments, and so on. G'I 
The Calendar is discussed in Chapter 4. -4 :r: 

'" Tasks. Lets you record and manage "' your to-do list. Tasks are discussed in z a Chapter 5. C 
;:ig 

Notes. Lets you record random thoughts, > 
G') 

usefuJ bits of foformation, and so on. '" 
Notes are discussed in Chapter 6. -z 

-I 
Custom views. Lets you reuse saved "' ;:ig 

searches of messages, contacts, or other ;: .... 
Entourage data. You can create a view '" 
that consists on1y of messages to or from 
family members, for example. Custom 
views are discussed later in this chapter. 

Microsoft News· Server. Lets you read 
newsgroup articles about Microsoft 
products. 
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Chapter 1 

Message list 
The message list contains message headers 
from the currently selected email folder or 
newsgroup. To read, reply to, forward, or 
delete a message, you always begin by select­
ing its header in the message list. The text of 
the message appears in the Preview pane. 

You can select messages by clicking them 
or by pressing (I] and II). You can open any 
email or newsgroup message in its own 
window (Figure I. 7) by double-clicking 
the message header. 

Preview pane 
The Preview pane displays the text of the 
selected email or newsgroup message. If you 
make the Preview pane active (either by 
clicking in it or tabbing into it), you can use 
the normal keys to scroll though the current 
message, such as (I],[±).~. and~-
If the message contains a JPEG or GIP graphic 
attachmenL, the image appears in the Preview 
pane (Figure 1.8). 

You can read any email or newsgroup message 
in the Preview pane, regardless of the folder 
in which it is stored. Note, however, that the 
Preview pane is not available for notes or 
tasks. To view a note or task, you must open 
it by double-clicking its title, choosing File > 
Open Task or Open Note, or pressing~@­
And although there is a Preview pane for view­
ing contacts in your Address Book, it shows 
only the Summary tab. To view other informa­
tion from a contact record, you must open it 
by double-clicking the person's name, choos­
ing File> Open Contact, or pressing (ID@. 
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Figure 1.7 An Entourage item can be opened in its 
own window. 
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messages. 
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Figure 1.9 [Control]-clicking items and areas in 
Entourage exposes a pop-up menu that contains 
useful commands. 
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Prooreu 
• Entouraoe 

Figure1.10 
You can switch among 
Entourage components 
and open windows by 
choosing them from the 
Window menu. 

Introducing Entourage 

Status bar 
The status bar displays messages to indicate 
when you are online or offline, shows error 
conditions, and tells you when a send/receive 
operation is in progress. 

ti' Tips 

■ You can find many powerful, otherwise­
hidden features by I Control ]-clicking items 
within the panes. If you I Control}-click a 
name in the Address Book, for example, 
you can create a new message addressed 
to that person (Figure 1.9). 

■ You can switch among panes in the 
Entourage window by pressing the I Tab ) 

and [Shlft][Tabl keys. When a pane is 
selected (active). it is surrounded by a 
dark. colored outline {see Figure 1.9). 

■ Many Entourage components, such as 
the Progress window and Error Log, open 
automatically in their own windows. 
Other components-such as messages, 
articles, and the Address Book-can 
optionally be opened in their own win­
dows. To quickly switch to another open 
window, press [mG or choose Window > 
Cycle Through Windows. 

■ You also can switch to any open window by 
clicking it or choosing its name from the 
Window menu {Figure 1.10). Important 
windows also have 00-key equivalents: 
WINDOW KETBOARD SHORTCUT 

Main Window @OJ 
Address Book ~rn 
Progress ~rn 
Calendar ~m 
Tasks @[]] 
Notes @(fil 
Link Maker @0 
Error Log @(ID 

■ To learn how to customize the Entourage 
display and learn about creating and 
using folders, see Chapter 12. 
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Chapter 1 

Filtering and Searching 
for Information 
Entourage has features that make it easy to 
find items that meet your criteria. You can 
filter most lists to show items that match 
simple search criteria (such as the presence of 
a given text string within an item title), per­
form a standard Find operation to search for 
matching items or matching text within an 
item (such as all messages that contain the 
word Mac in their title or text), or perform 
an advanced search with complex criteria. 

Because these commands and procedures 
are available in most Entourage components, 
I'll discuss them briefly here. You'll find more 
specific examples of filtering and searching 
in later chapters. 

Filtering 
Perhaps the easiest way to find a particular 
message, contact record, note, or any other 
Entourage item is to filter the item list. Above 
the list in many Entourage windows are one or 
two pop-up menus and a text box. By choos­
ing options from the pop-up menus and/or 
typing text in the box {Figure 1.11), you can 
filter the list below so that only matching 
items are displayed. 

Al though it is not as sophisticated as the Find 
and Advanced Find commands discussed 
later in this section, filtering is the fastest 
way to perform a simple search. 

To filter a list: 

1. Open the window or folder that you want 
to filter, such as a message folder or the 
Tasks, Notes, or Address Book wing.ow. 

2. Click the pop-up menu(s) above the list, 
and choose search criteria. 
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Filter text] Eraser 

Pop-up menus l====I ___ ] 
[tnbox Wlte~.Applled) . i$ffi.1 , ~11 contolo, =m[!ppl• fi/:#lj 

Figure 1.11 Entourage lists can be filtered to match 
,imple criteria. 
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Figure 1.12 As you type the filter text, only matches 
are shown in the list. 

Perform an Advanced Find 

~r~.,_.:;, .. . • : • ·-. • :J:fina~:.:: .. ;:: -:::~--~ !l, 
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Find: i I 
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f ~r~ Options • I 

Figure 1.13 You can conduct simple searches by 
specifying criteria in the Find dialog box. 

Introducing Entourage 

3. If the chosen criterion requires a search 
string, type it in the text box. 

Matching items are displayed in the list 
(Figure 1.12). 

4. To see all items again, delete the search 
string by clicking the eraser button or, if 
you're filtering by Category, choose All 
from the pop-up menu. 

The Find command 
The Find command is slightly more powerful 
than filtering. In addition to searching for 
matching text in an item title, it can search 
for matches within the body text of all mes­
sages or only the current message. 

To search for matching items in a list: 

1. Choose Edit > Find, press ~(f), or 
click the Find toolbar button (the magni­
fying glass). 

The Find dialog box appears (Figure 
1.13). (If the Advanced Find dialog 
box appears instead, click the Fewer 
Options button.) 

The options presented depend on the 
currently active folder or window and 
whether an item (such as a message or 
note) is selected or open. 

2. Make sure that the second radio button 
is selected and that the correct item type 
has been chosen from the pop-up menu. 

3. Enter the search text in the Find box. 

continues on next page 
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4. If you've chosen a message folder or 
newsgroup, Entourage proposes to search 
only the currently selected folder or 
newsgroup. Set the following options: 
♦ To limit the search to the current 

folder, make sure that Search Folder 
Name Only is checked. 

♦ To search all Entourage folders of the 
same type simultaneously, remove the 
checkrnark. 

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

♦ When checked, the Search Subjects, 

z Titles, and Names Only checkbox 
0 restricts the search to words in the 
- · 

~ message, note, or task title. If you 
~ also want to search the body of each 
a=: message, note, or task, remove the 0 ... checkmark. z -a=: 5. Click the Find button. 0 ... The headers of all matching items are 
CD 
z displayed in the Search Results window -::c (Figure 1.14). u a=: 

To search the current item for a -c 
Ill 
(/) 
Q 

text string: 
z 1. Select the item in the list (in the case of -c 
CD an email or newsgroup message) or open 
z the item in its own window (in the case of -a=: 

a message, task, note, or Calendar event). Ill 

!:i -I.I. 2. Choose Edit> Find, press [@(I), or click 
the Find toolbar button (the magnifying 
glass). 

The Find dialog box appears, as shown in 
Figure 1.13. (If the Advanced Find dialog 
box appears instead, click the Fewer 
Options button.) 

3. Click the Current Item radio button 
(Figure 1.15). 

4. Enter the search text in the Find box. 
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Figure 1.14 When you conduct a Find or Advanced 
Find, search results are displayed in a separate 
window. In this example, I searched for messages in 
the lnbox that contained the word Fi/eMaker. 
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~re Options I J Cancel 111 nnd I 
Figure 1.15 To search for matching text within the 
current message, task, or note, click the Current Item 
radio button. 
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Figure 1.16 When you search for matching text within 
an item, Entourage highlights the first match, scrolling 
as necessary to display it. 

Perform a normal Find 

Figure 1.17 The Advanced Find dialog box enables you 
to search multiple item types simultaneously, specify 
a location, and use multiple criteria that aren't 
available to you when you use the Find command. 

Introducing Entourage 

5. Click the Find button. 

The first instance of the text string (if 
there is one) is highlighted (Figure 1.16). 
To search for additional instances, 
press~@. 

t/ Tip 

■ "When you search for matching contacts 
in the Address Book, it doesn't matter 
whether you check the Search Subjects, 
Titles, and Names Only checkbox. 
Regardless of your choice, Find searches 
only the Name field. To search other 
Address Book fields, use the Advanced 
Find command. 

The Advanced Find command 
"When filtering or using the Find command 
doesn't meet your search needs, you can use 
the Advanced Find command. Advanced 
Find allows you to specify multiple search 
criteria; search multiple item types (mes­
sages and events, for example); and search 
any folder, regardless of the one that is cur­
rently selected. 

To search by using Advanced Find: 

1. Choose Edit> Advanced Find or press 
[Optionl~(f). 

(If the Find dialog box is already open or 
appears, click the More Options button.) 
A modified version of the Find dialog box 
appears (Figure 1.17). 

2. In the Item Types section, click the check­
boxes of the items you want to search. 

To search all item types simultaneously, 
click the All Items button. 

continues on next page 
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3. If you are searching for messages as the 
only item type, you can specify a search 
location in the Location section of the 
dialog box by clicking the All Folders 
radio button or choosing a specific folder 
from the pop-up menu. 

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

If you've chosen a specific folder and also 
want to search its subfolders (if there are 
any), click the Search Subfolders checkbox. 

4. Create the first criterion by choosing 
options from the pop-up menus and 
typing a search string in the text box. 

Note that some criteria-such as 
Category-do not provide a text box. 

5. Optional: To add a criterion, click Add 
Criterion, and specify options as you did 
in step 4. 

Repeat this step for each additional criterion. 

6. From the Match pop-up menu, choose an 
option: 

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

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

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

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

7. Click the Find button. 
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As is the case with the Find command, 
the headers or titles of all matching items 
are displayed in the Search Results window 
(refer to Figure 1.14). 
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Figure 1.18 Saved search instructions are stored 
in the Custom Views folder. 
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Figure 1.19 When the Search Results window appears, 
you can save the search specifications as a custom view. 
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Til 
Figure 1.20 The Edit Custom View dialog box presents 
the search specifications that you just used. To save 
them unaltered, name the view and click OK. This view 
shows all email messages received from Peachpit Press 
in the past week. 

Introducing Entourage 

Custom views 
Although many searches are one-time events, 
such as searching for a particular message 
from a business associate, you'll want to 
repeat others. Rather than reconstruct the 
search each time, you can save any Find or 
Advanced Find operation as a custom view. 

To execute the search again at a later date, 
all you have to do is select its name in the 
Custom Views folder. Entourage repeats the 
search by using your current data and pre­
sents the results in the message-list area. To 
get you started, Entourage includes several 
common custom views that you may find 
useful (Figure 1.18). 

To create a custom view: 

1. Perform a Find or an Advanced Find 
operation.· 

The results are displayed in the Search 
Results window (Figure 1.19). 

2. Click the Save toolbar button or choose 
File > Save As Custom View. 

The Edit Custom View dialog box 
appears (Figure 1.20) . 

3. Enter a name for this custom view. 

4. Optional: Modify the search instructions, 
if you want. 

5. ClickOK 

The new custom view is added 
(alphabetically by name) to the Custom 
Views folder. 

To execute a custom view. expand the 
Custom Views folder in the Folder list and 
click the name of the custom view. The 
results appear in the message~list area. 
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Chapter 1 

To edit or delete a custom view: 

1. Click the Custom Views folder in the 
Folder list. 

A list of all defined custom views appears 
in the message-list area. 

2. To delete a custom view, select its name 
in the list and then click the Delete tool­
bar button, choose Edit> Delete Custom 
View, press [W[Delete ], or press [Delete]. 

3. To confirm the deletion, click Delete in 
the dialog box that appears (Figure 1.21). 

4. To change the name or search criteria for 
a custom view, select ils name in the list 
and then click the Edit toolbar button or 
simply double-click the view's name. 

The Edit Custom View dialog box 
appears (refer to Figure 1.20). 

5. Make the desired changes and click OK. 

ti' Tip 

■ You can further customize any custom 
view by changing, rearranging, and/or 
changing the widths of the column 
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heads, as well as by specifying a different 
sort column and sort direction. (See 
"Customizing the Display" in Chapter 12 
for instructions.) These changes are saved 
when you close or exit the view. 

- -

Are you sure you wantto permanently delete 
the 1eletted custom view(s)? 

( Cancel I II Delete fl 
' -

Figure 1.21 You must confirm the deletion of a custom 
view by clicking the Delete button. 
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Figure 1.22 One way to assign categories to an item is 
to choose them from the Edit> Categories submenu. 

Introducing Entourage 

Using Categories 
To help classify and organize your Entourage 
messages, contact records, notes, and tasks, 
you can assign one or more categories to any 
item. Every category has its own color, which 
is applied to message headers, note and task 
titles, contact records, and the like. You can 
use the standard categories or add new cate­
gories that better represent the classifications 
you want. To make it simpler to find impor­
tant information in Entourage, you can sort 
on and search by category. 

To assign a category to an item: 

1. Select or open the item. 

2. Choose a category by doing any of the 
following things: 

.t.. Click the Categories toolbar button. 

..a. Open the Edit > Categories submenu 
(Figure 1.22). 

.t.. !Control]-click the item and open the 
Categories submenu. 

..a. Click and hold down the mouse button 
in the Categories column for the item 
until the Categories menu appears. 

3. To assign additional categories to an 
item, repeat any of the actions in step 2. 

Every new category that you choose for the 
item is added to its list. To remove an 
assigned category from an item. select the 
category again. Choose None to remove all 
categories you've assigned to an item. 
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To create, edit, or delete categories: 

1. Choose Edit > Categories > Edit Categories. 

The Categories window appears 
(Figure 1.23). 

2. To add a category, click the New button. 

An Untitled category appears in the list 
(Figure 1.24). 

3. Enter a name for the category and choose 
a color for it (if desired) by clicking the 
davvn arrow beside the category's 
assigned color. 

4. To edit a category's name, double-click its 
current name, change it as you want, and 
press !Enter] or [Return] (or click outside the 
text field). 

5. To change a category's color, choose a 
new color from the pop-up list. 

To assign a custom color to a category, 

u, choose Other. 
l&.I - 6. To delete an existing category, select the ~ 
0 category and click the Delete toolbar but-
~ 
II.I ton; then confirm the deletion by clicking !i u Delete in the dialog box that appears. 

"' 7. When you finish making changes, close z - the Categories window by clicking its u, 
:, 

close box. 
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Figure 1.23 You can create, edit, or delete categories 
in the Categories window. 
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Figure 1.24 When you create a new category, it is 
initially named Untitled. 



□ ..I ,-,1,1.u 
□ ..... 
□ ...J ,1' .. J-1< 

0 ...J i MPrh;..i. 

□ f~,ot• 
□ 
0 _( 1081"4.u 
D .:l l(')'M.cl+ot 

□ ~ 
□ ..J ..... , .. io.. 

•G3 _J ~~"'-
0 ,.J :,Lrrmt! 

0 _j ""1~, l(tl,<~AOI 

CJ _J qit[d1,t,i 

Q 
□ .J ' •• 
□ _J hlt,iuc °'"" 
□ .J ... ,.,. 

Iii "·'' 

Figure 1.25 You can assign multiple categories to an 
item in this dialog box. By default, the first assigned 
category is the item's primary category. To change 
the order, pick a different category and then click 
Set Primary. 

.. Email message 

Note 

Figure 1.26 This window shows the results of 
searching for all items that have been assigned the 
Peach pit Press category. 

Introducing Entourage 

II Tips 

■ To assign several categories to an item 
simultaneously, choose Assign Categories 
from the Categories submenu or press 
~CJ- The Assign Categories dialog box 
appears (Figure 1.25). Check all the 
categories you want to assign to the item 
and then click OK 

■ \Nb.en you've assigned multiple categories 
to an item, you can specify which category 
should be listed first for the item when 
viewed in a message or title list. To do so, 
choose Assign Categories from the 
Categories submenu or press ~CJ 
In the Assign Categories dialog box, 
select the item's main category and then 
click the Set Primary button (refer to 
Figure 1.25). 

■ To view all Entourage items to which 
you've assigned a particular category. 
select the category in the Categories 
window (refer to Figure 1.23) and click 
the Find Items in Category button. 
Matching items are listed in a Search 
Results window (Figure 1.26). 
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Chapter 1 

Printing in Entourage 
Unlike Outlook Express, Entourage allows 
you to print virtually anything other than 
Entourage Help text. Regardless of the com­
ponent you're currently working in, printing 
involves the same basic steps. 

To print in Entourage: 

1. Display the Entourage window or pane 
that contains the material you want 
to print. 

Click the appropriate folder or icon in the 
Folder list, open an Entourage window 
by choosing its name from the Window 
menu, or open a particular item (such as 
a message, task, contact, note, or event). 

2. If you want to print one item or a subset 
of items, select the appropriate message 
header( s) or title( s ). 

You can select multiple items by[ShiftJ­
clicking or ~-clicking them. 

3. Choose File> Print, click the Print tool­
bar button, or press ~[fl. 

An Entourage-specific Print dialog box 
appears (Figure 1.27). 

4. Set print options by choosing from the 
pop-up menus, clicking buttons, and/or 
clicking checkboxes. 

5. ClickOK 

The normal Print dialog box for your 
printer appears (Figure 1.28). 

6. Set options and click the Print button. 

For a discussion of the print options available 
in each Entourage component, refer to the 
chapter in which the component is covered. 
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Figure 1.27 When you print most types of items, an 
Entourage-specific dialog box appears, allowing you 
to set special print options. 
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Figure 1.28 Next, the Print dialog box for your 
particular printer appears-in this case, an Apple 
LaserWriter. 
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Figure 1.29 You can choose a font and size to be used 
when printing Entourage items. 

I 

Introducing Entourage 

t/ Tips 

■ When you are printing a Web page that 
was sent or forwarded to you in an email 
message, Entourage's Print dialog box 
may not appear before your printer's 
Print dialog box does. 

■ To print only part of a message, select the 
text of interest, issue the Print command, 
and then check the checkbox labeled 
Print Selection Only. 

■ To bypass the normal Print dialog box and 
print using default settings, choose File > 
Print One Copy or press I Option ]~(f). (This 
command isn't available for all items.) 

■ You can change the font used to print 
different types of items. Choose Edit > 

Preferences > General, click the Fonts tab 
(Figure 1.29), choose fonts and sizes 
from the pop-up menus, and click OK ,::, 
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Chapter 1 

Getting Help 
To obtain help with Entourage features 
and procedures, choose Help > Microsoft 
Entourage Help, choose Help > Contents 
and Index. or press the Help key (not avail­
able on all keyboards). The MS Entourage 
Help window appears (Figure 1.30). 

To get help in Entourage: 

♦ To select a help topic to view, click topics 
or triangles in the left pane. 

♦ To view related information, click the 
underlined text in the right pane. 

♦ To view an alphabetical list of help topics, 
click the Index button. 

♦ To search for information in the help 
file, click the Search button, type a ques­
tion or search term (Figure 1.31), and 
click Search. 

♦ To return to a previously viewed page, 
click the Back button. If you're returned 
to a previously viewed page, you can click 
the Forward button to move forward 
through those pages. 

♦ To view an interactive introduction to 
Entourage in your Web browser, choose 
Help > Microsoft Entourage Tour. 

♦ Choose Help > Help on the Web to view 
up-to-date information, download product 
updates and add-ons, and read "how-to" 
articles. (You'll need an active Internet 
connection to use this feature.) 
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Figure 1.32 When Balloon Help is enabled, pop-up 
help balloons appear when you pass the pointer over 
important elements. 

What la'ould you I il:e to do? 

i'fype·your ques,t.fon-here.,...and 'then e1 lck 
~r.th, 

Options Cancel Search 

Figure 1.33 When it is enabled, you can click the 
Assistant to request help. 

Introducing Entourage 

♦ You can turn on Balloon Help by choosing 
Help > Show Balloons. \!\!hen enabled, 
Balloon Help (Figure 1.32) explains the 
purpose of various column headings, 
toolbar buttons, Folder list icons, and 
options in the General Preferences and 
Mail & News Preferences dialog boxes. To 
turn Balloon Help off, choose Help > Hide 
Balloons. (Note that when it's enabled, 
Balloon Help is available in every open 
application-even the Finder.) 

ti' Tips 

■ When the pointer moves over any click­
able text or object in Entourage Help, it 
turns into a pointing hand. 

■ Help is a special window. You cannot 
reach it via the Window > Cycle Through 
Windows command. 

■ You can copy selected text in Entourage 
Help and paste it into documents in 
other programs (such as Word). 

■ If you prefer the friendlier help offered by 
those lovable animated assistants, choose 
Help > Turn Assistant On. \!\!hen the 
assistant is enabled (Figure 1.33), you 
can pose help questions by clicking the 
assistant, typing your question or search 
t erm, and clicking Search. To dismiss the 
assistant, click its close box or choose 
Help > Turn Assistant Off. 
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SETTING LJp 
ENTOURAGE 

Setting up Entourage consists of: 

♦ Installing the software from the 
Microsoft Office 2001 CD-ROM 

♦ Recording one or more email accounts 

♦ Optionally, importing messages and 
contact records from your current email 
program {if you have one) 

The first time you run Entourage, you are 
given an opportunity to record your primary 
email account and to import contact records 
and messages from it. This chapter shows how 
to record additional ISP and Hotmail email 
accounts you may have-after the first run. 
In addition, if you want to share Entourage 
(and other Office 2001 programs) with multi­
ple users on the same computer, this chapter 
explains how to do so. 

ti' Tips 

■ If you are an America Online (AOL) 
customer, you cannot use Entourage to 
send or receive email. Similarly, you cannot 
use Entourage to read AOL's newsgroups. 
To work with AOL email or newsgroups, 
you must log onto AOL using its propri­
etary software. 

■ Refer to Chapter 15 for instructions on 
setting up Entourage to read newsgroups. 
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Chapter 2 

Recording and Creating 
Email Accounts 
Before you can use Entourage, you must 
configure the program so that it knows 
about your email accounts. If you already 
have an email account with an ISP and/or 
free Hotmail accounts, you can configure 
Entourage to send and receive email using 
those accounts. 

To record an existing ISP email account: 

1. Choose Tools > Accounts. 

The Accounts window appears, open to 
the Mail tab (Figure 2.1). 

2. Click the down arrow beside the New 
button, and choose Mail from the pop-up 
menu that appears. 

The Account Setup Assistant appears, 
open to the Your Name window. 

3. Enter the name that will appear in the 
message header when others receive 
messages from this account (Figure 2.2); 
then click the right arrow to continue. 

The Internet E-Mail Address window 
appears (Figure 2 .3). 

4. Click the first radio button and enter 
your current email address (in the 
form username@domain, such as 
zero37@ispworld.com); then click the 
right arrow to continue. 

The E-Mail Server Names window appears 
(Figure 2.4). You can obtain the necessary 
information for this dialog box from your 
ISP or network administrator. 

5. From the pop-up menu, choose the type 
of mail server your ISP uses. 

If you aren't sure, choose POP. 
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Figure 2.1 The Accounts window lists all defined Mail, 
News, and Directory Service accounts. 

:::J ~ ==1Atrount S'etqp Assistant = - - 1!! 

Your Name lt.2 -
When you oend e me,oege, your mme appeers in 1 he from ~ox of the 
outgoing message. Type your n,me es you would Ii~• it to a ppeor. 

Your neme: 1:i~~]'I Scl!i(lirti I 
f or example: John Smith 

Click the right arrow to continue 

I Conliqure IIQQOU111 monuolf ll I I-ti, I~ I 

Figure 2.2 Enter the name that you want to appear on 
all outgoing messages . 

- mQI a E ·1 dd ress 

□_,___..._ - At_tl unt setu,p Autttant _ - --=--. "13 
I 

lrrternet E-mail Address ._ 
I 

Your e- mell o;dress is the 1, ldrt.>.t other people wi II uM to send me,soge, (o 
you, 

I @) I olready hove an e- 111911 ld4rm Ulit 1'4111:e to UH, 

E- mail address: l llr-o37•iw.-.irlj,oom I 
For example: oomeooo@microsof t.com 

0 I'd like to sign up for on accou,11 from Holmoil , 

Click the right or row to continue 

Ir can119vt• oocoun, 11\elllltlly I ,~,~,~, 
Figure 2.3 To record an existing email account, click 
the first radio button and enter your email address. 
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Emourage can check e-m•il u,ing " " riew of protocol•. Select t he typo of 
servsr you use to receive incoming n I ll, r-/061 Internet oervice providers 
use POP ser1Jer3 

My Incoming !Mil server is o(n) [pi P 2·:;rj ser~er 
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Figure 2.4 You must obtain server names and types 
from your ISP. 

D _ ~count.tetup AS.'-srmnt a 

lntll"11ttMoll l11gon ._ 
Type the account name and password your Internet service provider ha• 
given you 

Acoount ID: j 2ero5, I 
I r-1:,le: the acoount ID is no\ your e-mail 

address Typically, it io the text In 
your e-meil address before the~ 
symbol 

J'.ia!lS'w'Ord: , ~ ••••••• I 
8S.ve pasoword 

tlote: to check your e-meil '-'ithout 
entering your pess1,1ord each t ime, select 
the Save p,,,-.ord check box 

CIiek the right erro1o1 to continue. 

I ~ nf1;11~CNOilM llliftl"IIIIY l 1·~1-.. l1t- I 
Figure 2.5 Enter your account ID (user name) and 
password. 

- Account name 

□' _,/I, !ejtUllt 5$pc.-SSl.sta.ot 8 , 

0111g-.-41M11Uon~ ._ 
You have succeasfully 41, :ered al I of the I nforma1ion required to set up your 
eccount, 

Please enter a name for his account below', This name Is uMd only for 
display purposes, 

Account name: I_ISl'Worl,J I 

If you would I ike to include thi• eccounl in your "'Send & Receive 1111" 
Schedule for checking moil, select lhe check box below, 

Ii'! Include this account in my "Se.-.! & Receive ~II" ochedule 

To save these seltings click finioh q flnlsh t) 
Noto Schedule• ere evailoble from the "Tools" menu 

I' Oollfl~ur■ o:cowlil ~n1.11lly I l<tlsl~ 
Figure :z.6 Enter an identifying name for this account, 
such as the name of the ISP. 

Setting Up Entourage 

6. Enter the names of your incoming and 
outgoing mail servers; then click the 
right arrow to continue. 

Server names are in the form server.domain, 
such as pop3. ispworld. com and 
smpt. i.spworld. com. 

The Internet Mail Logan window 
appears (Figure 2.5). 

7. Enter your user name in the Account 
ID box. 

Usually, this is the name or text string 
that precedes the@ symbol in your 
email address. 

8. In the Password box, enter the password 
that you use to log onto your Internet 
account. 

To prevent anyone from seeing your 
password, it is shown as a series of 
bullet characters. ;:;u 

'" n 
9. If you want to be able to log onto the mail 0 

::a 
servers automatically 'Without having to Cl 

enter your password manually each time, z 
G\ 

click the Save Password checkbox; then ► 

click the right arrow to continue. z 
~ 

The Congratulations window appears n ,., 
(Figure 2.6). '" ~ 

10. In the Account Name box, enter an -z 
identifying name for this email account. " m 

11. If you want this account to be included ;: 
> 

whenever you issue a Send & Receive All -r-
command, check the checkbox; then l> 

"' click the Finish button. "' 0 
The email account is added to the list in C 

z 
the Accounts window. iii 

continues on next p age 
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Chapter 2 

t/ Tips 

■ To view or edit your account settings, 
select the account name in the Accounts 
window and click Edit. The Edit Account 
·window appears (Figure 2. 7). 

■ To see whether your account has been set 
up correctly, try sending an email message 
to yourself. If it successfully sends and you 
are able to receive it (after a minute or so), 
you're in business! 

■ When you need to create additional 
accounts for yourself. family members, 
or co-workers, you can create them 
without the help of the Account Setup 
Assistant. Just click the Configure 
Account Manually button (refer to Digure 
2.2). To go back to using the Account 
Setup Assistant, click Assist Me in the 
New Account dialog box (Figure 2.8). 

To record an existing Hotmail account: 

1. Choose Tools > Accounts . 

The Accounts window appears, open to 
the Mail Lab (refer to Figure 2.1). 

2. Click the New button, and choose Mail 
from the pop-up menu that appears. 

The Account Setup Assistant appears, 
open to the Your Name window (refer to 
figure 2.2). 

3. Enter the name that will appear in the 
message header when others receive 
messages from this account; then click 
the right arrow to continue. 

The Internet E-Mail Address window 
appears (Figure 2.9). 

4. Click the first radio button, and enter the 
name of your current Hotmail account (in 
the form username@hotmail.com ); then 
click the right arrow to continue. 
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The Hotmail Logan window appears 
(Figure 2.10). 

- • ~lfltAeciiunt ~ -
/ Account SellilllJ•\~ 

ActOUn\ n•mo: 1'5PY,1arr~ I 
@1 nel Udo thio occount in my "Sond & Re~ive All" ochedule 

hrN111I llf•r -tloa 

Name: ] Slll-.en Sl:!l!iLr12 I 
E- mail •ddresi: fzero.,,l"'O,lh:om I 

Recelvl ng m■il - - - --
Accounll~: l fl>t'0~7 I 

FOP ~rver: [POP~.h P'"'41t Id tom I 
lifsave po.,s.w"ord: J••••H• I 

C//cii Mr~ f,or sdYd~ r«:#JYr"'9 optt'Ol'I~ I -
Seading moiJ -----

SMTP ••rver. \ ~m111-l•p11,1rld.mm 

CUdt: ~re r« #dY4f'IC'H s~nd1~,oprioRs - -

l C1111rn.l l[i 
Figure 2.7 You can review or change 
information for an account in the Edit 
Account window. 

I 

OK I' 

- Go back to using the Account Setup Assistant 

;j-NewAccount 

i\dd nev mei I <1cuunt - - ~ --· 

Account ty~e: I POP ! .~) 

e-+Assist Me j I Cancel J ij OK I 
Figure 2.8 This window appears when you 
click the Configure Account Manually button. 

- o mm accaun H t ·1 t name 

.OJ. J~~c un~etuD Aulmiii! - . El 
Internet E-mail Aijdre1s ._ 
Your e- m,i I s<llress is t h .. ldre .. other people wi II uoe lo send me3'oges 1o 
you, 

~ I ol r eody hove one-moil ~~ l ho1 I 'd l ike louse. 

E- me II odd res>: [ en-~ur.-mi,1"~1111111.com I 
for exemple: someoneo!'microsoft,oom 

0 I'd I Ike lo sign up for on accounl from Hot moil 

Click lhe right ~rrow to con1inue 

1 "tontk,u~e~~-unl ~n11:tnv I 11,12 111> ! 

Figure 2.9· Click the first radio button, and enter the 
name of your existing Hotmail account. 
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Hotrl'loil Loeon .__ 
Type the account n•me ond l"'••word you received from the Hotmel I sign- up 
page. 

Account ID: l e~tou_regeva, I 
Note: the eccount ID i, not your e- moll 
oddre,s. Typicol ly ii I, tho lexl In your 
e-meil addreoo before the 4' symbol 

Pess'vtC!rd: (••••••••- I 
@Save po,s.,,ord 

Hiltt--to f;llcck ycur •· 11161 J wllhoul 
entering your pessword each t ime, select 
l he Se'i8 p .. , ...ord check box 

Cl ick the right er ro.,,, to continue. 

I C6nflgu~ IOCllUli\ ~ Jy ) Ptl.Jlt>I 
Figure 2.10 Enter the Hot mail account ID (user name) 
and password. 

- A ccoun name 

□ - A ~ount S-etup'Asslroint .s 
CangratlllatlbhS ._ 
You hove succe,, ful ly e1 ered ell of the information required to set up your 
account 

Pleue enter e neme for Mucctunt belov This nem, 1, used only for 
display purposes. 

Account nome: I [nlo;~ YQ5 I_ 
I 

If you would like to include lhio •ccount in your "Send & Receive All'" 
Schedule for checking moil, select the check box below. 

@Include thlo account in my "Send & Receive Al I" schedule 

To ••~e these setti nos click finish. 

" 
~nlsh I 

Note: Schedules ere available from the , 0010· menu 

I Conflguro ooco.unt manli!l ly l 141" f • I 

Figure 2.11 Enter an identifier for the Hotmail account, 
and indicate whether it will be included in Send & 
Receive All commands. 

Setting Up Entourage 

5. Enter your user name in the Account 
ID box. 

This is the name or text string that 
precedes @hotmai. l . com in your email 
address. 

6. In the Password box, enter the password 
you use to log onto your Hotmail account. 

To prevent anyone from seeing your 
password, it is shown as a series of bullet 
characters. 

Note: All Hotmail account passwords must 
now contain eight or more characters. If 
your old acc~unts have shorter passwords, 
you must go to www. hotmai.1. com and 
change them. 

7. If you want to be able to log on without 
having to enter your password, click the 
Save Password checkbox; then click the 
right arrow to continue . :;a 

"' The Congratulations window appears n 
0 

(Figure 2.11). ;;a 
0 -8. In the Account Name box, enter an z 
G'I 

identifying name for this email account. ► 
z 

9. If you want this account to be included 0 
n 

whenever you issue a Send & Receive All "' command, check the checkbox; then click '" ~ 
the Finish button. -z 
The Hotmail account is added to the G'I 

Accounts window. 
ITI 
3:: 
► 

10. To complete the account setup, double- -r-
click the account name in the Folder list :,:. 

n 
section of the Entourage window. 8 
The folder names associated with the C 

z 
Hotmail account are downloaded to iii 
Entourage. To download the contents of 
the folders, dick the folder name in the 
Folder list. 

continues on next page 
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Chapter 2 

v' Tip 

■ If you seldom use a particular email 
account, you may prefer to check the 
account for new mail manually rather 
than include it with every Send & Receive 
All (remove the checkmark in step 9 of 
the preceding exercise). To check an 
account for new mail manually, choose 
the account name from the Tools > Send 
& Receive submenu (Figure 2.12). 

To sign up for a new Hotmail account: 

1. Choose Tools> Accounts. 

The Accounts window appears, open to 
the Mail tab (refer to Figure 2.1). 

2. Click the New button, and choose Mail 
from the pop-up menu that appears. 

The Account Setup Assistant appears, 
open to the Your Name window (refer to 
Figure 2.2). 

3. Enter the name that you want to appear 
in the message header when others 
receive messages from this account; then 
click the right arrow to continue. 

The Internet E-Mail Address window 
appears (Figure 2.13). 

4. Click the second radio button, labeled 
I'd Like to Sign up for an Account from 
Hotmail; then click the right arrow to 
continue. 

5. In the window that appears (Figure 
2.14), click the Hotmail Sign-Up button. 

Your "\I\Teb browser launches and takes you 
to the Hotmail Web site (Figure 2.15) . 

6. Click the Sign up now!link to sign up for a 
new account and-when you're through­
return to Entourage. 
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List of email accounts 
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Figure 2.12 You can check for new mail 
on any account manually by choosing its 
name from the Tools > Send & Receive 
submenu. 

- Sgn p fo a new Hotma·1 acco nt I LJ r I LJ 

0 - ~ ACc?_o1fotSetJIP ~nB(.int - - 13 

11\ternetE-mall Addn:ss ._ 
Your e-mail address Is lhe eddrese other people -.,;11 use to send messages to 
you. 

O I el reedy hlive en e- mal I address that I'd II ke lo use 

£-maH addre5s: I I 
For 1.qmplt: Rmcq111f'm1H<l>Oll~om 

--C, I'd like to sign up for on account from Hotmsil 

Click lhe rlghl arro-., to cont! nue. 

I Conf19ur•...,.u11tm111<11lly I 1~1-2 l,1>1 
Figure 2.13 Click the second radio button to create a 
new Hotmai! account. 

.a~ Account ~etup Asi'ls:Qlnt _ _ - - B 
,I 

111t,rnet:E•miill Add!"M~ 
~ 

To sign up for a Hotmall account, click 'Hot mall sign-up· to go to lhe 
Holmail regi$1r•tlon page, 

When you eliek "HotrMil $ign-up", your WM Dro,..,er i~ launched Md you 
can chOO$e e user name end pass-.,ord After your user name end pasword 
ere confirmed, return to EntotJrage. 

l HOtmnll sl11n-up .• ] 

Cl ic~ the right orro-., 10 continue. 

I Confi9µruc~llnl IJ!lln~Jly I 1,i1~1~1 
Figure 2.14 Click this button to launch your Web 
browser and go to the Hot mail site. 
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Figure 2.15 The Hotmail home page. 
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Setting Up Entourage 

7. In the Account Setup Assistant. click 
the right arrow to continue. 

The Hotmail Logon window appears 
(refer to Figure 2.10). 

8. Enter the user name and password for 
this Hotmail account; then click the 
right arrow to continue. 

The Congratulations window appears 
(refer to Figure 2.11). 

9. In the Account Name box, enter an iden­
tifying name for this email account. 

10. If you want this account to be included 
whenever you issue a Send & Receive All 
command, check the checkbox; then 
click the Finish button. 

The Hotmail account is added to the 
Accounts window. 

11. To complete the account setup, double­
click the account name in the Folders 
section of the Entourage window. 

The default folders for the Hotmail 
account are downloaded to Entourage. 

t/ Tips 

■ You don't have to use the Account Setup 
Assistant to create new Hotmail accounts. 
If you like. you can use your browser to 
go directly to the Hotmail Web site 
(www. hotmai. l. com). create the new 
account, and then follow the steps in 
"To record an existing Hotmail account:· 

■ Hotmail accounts are free! Create as 
many as you need. I create a new one 
for each book. providing a way for 
readers to contact me. You can use 
entouragevqs@hotmai. l. com to send me 
comments about this book, for example. 

■ You can still create and retrieve email 
from your Hotmail accounts by launch­
ing your Web browser and visit ing the 
Web site. 
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Chapter 2 

Importing Contact Data 
and Messages 
When you install Office and run Entourage 
for the first time, you're given an opportunity 
to import data from your current email pro­
gram. If you neglected to use this option or 
now have additional data that youa. like to 
incorporate into Entourage, you can do so 
by choosing the File > Import command. 
Depending on the data source, you can import 
contact records, email messages, notes, tasks, 
and/ or calendar events. Table 2.1 shows 
the types of data that Entourage can import 
from several popular Macintosh programs. 
The exercises that follow explain how to per­
form the various types of import procedures. 

To import data from an installed 
email or personal information 
management program: 

1. Choose File> Import. 

The opening screen of the Import dialog 
box appears (Figure 2.16). 

2. Click the radio button labeled Import 
Information from One of These Programs, 
click the radio button for one of the pro­
grams, and then click the right-arrow 
button to continue. 

The Ready to Import screen appears 
(Figure 2.17). 

3. Click checkboxes to indicate the type(s) 
of data you want to import into 
Entourage; then click the right-arrow 
button to continue. 
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Entourage searches your hard disk for 
the chosen program, and-if it finds it­
imports the data into Entourage. 

Table 2.1 

Importing Data into Entourage 
DATA SOURCE 

Outlook Express 

Qualcomm Eudora 

Netscape Communicator 

Claris Emailer 2.ov3 

Now Contact 
Now Up-To-Date 

Claris Organizer 

Palm Desktop 

Tab· or comma­
delimited text file 
MBOX text file 

PATA To !S 

Messages, contacts, accounts, 
rules, signatures 

Messages, contacts, accounts, 
rules, signatures 

Messages, contacts, accounts, 
rules, signatures 

Messages, contacts, signatures 

Contacts 

Calendar events, tasks, notes 

Contacts, calendar events, 
tasks, notes 
Contacts, calendar events, 
tasks, notes 

Contacts 

Messages 

a - lmpar.t - 'B - -- - - -
eea1n1wpon NI! 

-
Whet ... ould y'OU ll'tt 11, do? 

.-. import itifor"nitt,on rromor1,Hflht::H prooreim, 

Q Outlook Expre:,s () tl~v Cont!e;t 

0 Qualocmm Eudora Q tlow" Up-To-Oel, 

«, Nehcepe C'cmrnunice~or ()Cl~ri, O;goniur 

0 Cl11rle Emal ler (2,0v3 only} Q Palm De,tlllp 

0 Import \rifonnelion from! lext file 

@ lrJif)C-rt toni+-:h :'"rorr: r, t.) t:- er ~r.ir.v;\;;.-d" limi!!!'.1 1(•'(\ 111.-

Q lr11~•rl ;n,:~.;1~~~ tr~0 1r, dr, ! lSQ):'." (:.i,1,:.-,l le:-<t f1I~ 

CIiek lhe right 11r,-wtoconll11ue 

7iEm 
Figure 2.16 In this screen, you choose a 
source for the data you intend to import. 
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111 Qf ycur l11fwm:tlto11 nov, you c:e11 lml)orl It 1,1,r t,j i:hoo,t[lg Import 
from \he FIie rremt 

What 'w'Ollld y'OlJ like lo Import? 

[iJMe:~sa9c:1 

[iJConC~ct!I 

litActounl, 

@Rule, 

51i'Slgno1ur,o 

Clltk the rloht arn1Yt0 conllnue 

e 

[!0E 

Figure 2.17 Click checkboxes to indicate the 
types of data you want to import. 
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Figure 2.19 In the Import Contacts dialog box, it is 
your job to show how fields in the file to be imported 
are to be mapped to the fields in the Entourage 
Address Book. 

Setting Up Entourage 

To import contacts from an 
unsupported program: 

1. In the program that contains your contact 
records, use its Export or Save command 
to create a tab-delimited or comma-
delimited text file from its contact records. 

2. In Entourage, choose File > Import. 

The opening screen of the Import dialog 
box appears (refer to Figure 2.16). 

3. Click the radio button labeled Import 
Information from a Text File, click the 
radio button immediately below it 
(labeled Import Contacts from a Tab- or 
Comma-Delimited Text File), and click 
the right-arrow button to continue. 

The Import Text File dialog box appears 
(Figure 2.18). 

4. Select the text file that you created in -
step 1, and click Import. :I 

'V 

The Import Contacts dialog box appears 0 
~ 

(Figure 2.19), displaying the Entourage -I -
field list (Mapped Fields) and the fields to 

z 
"' be imported from your data file n 
0 

(Unmapped Fields). z 

5. If the exported file does not have a field list ~ 
t"\ 

as the first record, uncheck the checkbox 
-I 
C 

labeled First Record Contains Field Names. > 
~ 

6. Match fields from your exported file with > 
corresponding Entourage fields by drag-

z 
Cl 

ging field icons from the Unmapped 3C 
Fields list to the proper position in the "' Ill 
Mapped Fields list. Ill 

> 
If your data file has a first-name field, for 

c:, 

"' example, drag its icon to the First Name Ill 

field in the Mapped Fields list. 

continues on next page 
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7. Continue dragging fields until you've 
matched as many as you can (Figure 
2.20); then click the Next and Prev but­
tons to scan the records to see that the 
matching is correct. 

8. To ignore all unmapped fields, uncheck 
the checkbox labeled Import Unmapped 
Fields to "Notes:• 

If you leave this option checked. all 
unmapped fields will be copied into each 
contact record's Notes field. 

9. Click the Import button. 

10. You will be given an opportunity to save 
the mapping so that you can reuse it 
later, generally with the same data 
source; if you want to do so, click Save 
and enter a mapping name. 

The mapping name will be added to the 
Map Fields Using pop-up menu in the 
Import Contacts dialog box. 

The new records are imported into the 
Address Book. 

0 11. Click the Finish button. z 
cc 
i! 
~ ... 
'-' 
a! 
z 
0 

V 
I,:) 
z -= 0 a. 
I: 
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Figure 2.20 When you've completed the field 
matching, the Import Contacts dialog box will look 
something like this. 



Figure 2.22 

When dragged to the 
desktop, an Entourage 
folder creates a file icon 
like this. 

Setting Up Entourage 

Some programs, such as Entourage, allow you 
to export selected message folders as MBOX 
text files. The following steps explain how this 
export/import process works. You can use this 
procedure to move message folders between 
two copies of Entourage, for example. 

To import messages from an MBOX file: 

t. Export a message folder (lnbox, Sent 
Items, or another folder) from your 
email program. 

To accomplish this task in Entourage, 
you can drag a message folder icon from 
the Folder list to your desktop. 

2. Copy, transmit, or otherwise move the 
resulting MBOX file (Figure 2.21) to 
the target computer. 

3. To import the folder into Entourage, drag 
the MBOX file to the Folder list on top of 
a destination folder, such as the Inbox. 

Note: To be imported successfully, the 
MBOX file must initially be treated as a 
subfolder-that is, you must drag it to the 
icon of an existing folder in the Folder list. 
You can later change it to a primary folder 
by dragging it above the Inbox folder icon 
and releasing the mouse button. 

v' Tip 

■ Nothing s~ops you from importing data 
from several programs. You may have 
contact records scattered all over your 
hard disk-in an older email program, 
an address-book utility, a FileMaker Pro 
database, and a couple of Excel work­
sheets, for example. After completing, the 
Entourage import(s), you should scan\ 
the Address Book for duplicate records and 
then delete the ones that aren't necessary. 
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Chapter 2 

Configuring Entourage 
for Multiple Users 
If you share your computer with others 
(family members or co-workers, for example), 
you can configure Entourage so that each 
person's email, newsgroups, Calendar, Address 
Book, tasks, and notes are kept separate. To 
do this, you create identities. 

To create a new identity: 

1. Choose File> Switch Identity or press 
I Shift]@@. 

A dialog box appears (Figure 2.22). 

2. Click the Switch button. 

A new dialog box appears (Figure 2.23). 

3. Click the New button. 

The New Identity dialog box appears 
(Figure 2.24 ). 

4. Enter a name for the identity (such as the 
person's name); then click OK. 

You can base the new identity on 
Entourage defaults or on any other exist­
ing identity. 

The Entourage Setup Assistant appears 
(Figure 2.25). 

5. Go to "To set up Entourage" in Chapter 
12 and continue beginning with step 3. 

34 

Are you sure you wantto dose all connections 
and window~ for Iha current ldentltv? 

O Do11'hhowt11ls message again 

I C..ncal l Ii ~witch I 
Figure 2.22 To work with identities, you must 
first close the current one. 

Delete an identity -
. Rename the selected identity -

Create a new identity -
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'1e 11 lde"llt)' ~ I New_, ) 

I Rename.- I 

l Delete. + 
I I 'Quit 

>; ~ OK 

0 Show thi, ll~t et ,tertup 

Figure 2.23 Click New to create a new identity. 

New Identity -

14-nH(y 118/IIC. , Evan 

Ba~e initial ~etting30n: Enlour~ Defe~Jl~ 

I Cancel I fl OK D 

Figure 2.24 Name the new identity, and specify 
its initial settings. 
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Welcome 16--
Welcome to Microscft Office 200 1 Before you begi n, Office nttds to knw 
vho you ere Thi• inforrnetlon I• u1ed lo cu•1omize ortice 1,1i th your 
personal dat .. uch es name, company, ma iii ng address, e- mail address, and 
phone numbers 

Ple!se type your name. 

fi rst name: I Evan I 
Lost nsme: ISc""•"' I 

Cl ick t he right orrov to cont inue 

[~I d~I 

Figure 2.25 The Entourage Setup Assistant walks you 
through the process of registering account information 
for the new user. 



Identities and Office 2001 

Other Office applications use identities to 
distinguish one user's documents from 
another's. Similarly, when referenced by an 
Office application, each person's reminders, 
Calendar, Address Book. and other 
Entourage components are distinguished 
from every other user's data. When you do 
a mail merge in Word, for example, it is 
critical that you first switch to your own 
identity to ensure that the correct contact 
records are used. Thus, whenever a new 
user takes over the Mac, that person must 
run Entourage and establish himself or 
herself as the current user by issuing the 
File> Switch Identity command. Then­
and only then- should he or she launch 
any of the other Office applications. 

Setting Up Entourage 

Managing identities 
Using the File > Switch Identity command, 
you can create identities (as explained earlier 
in this chapter), switch identities, specify an 
identity startup action, and rename identities. 

To switch identities: 

1. Choose File> Switch Identity or press 
IShlft)~@. 

A dialog box appears (refer to Figure 2.22). 

2. Click the Switch button. 

A dialog box appears (refer to Figure 2.23). 

3. Select an identity, and click OK. 

The program closes and reopens, using 
the new identity and its settings. 

To choose an identity at startup: 

1. Choose File> Switch Identity or press 
!Shift)~@. 

A dialog box appears (refer to Figure 2.22). 

2. Click the Switch button. 

A dialog box appears (refer to Figure 2.23). 

3. Check the checkbox labeled Show This 
List at Startup; then click OK. 

As long as this option remains checked, 
you can choose the appropriate identity 
each time you launch Entourage. If you 
remove the checkmark, Entourage 
automatically switches to the most 
recently used identity each time you run 
the program. 
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Chapter 2 

To rename an identity: 

1. Choose File > Switch Identity oi.- press 
[Shift]~@. 

A dialog box appears (refer to Figure 2.22). 

2. Click the Switch button. 

A new dialog box appears (refer to 
Figure 2.23 ). 

3. Highlight the identity you want to 
rename, and click Rename. 

The Rename Identity dialog box appears 
(Figure 2.26). 

4. Enter a new name for this identity, and 
click OK. 

To delete an identity: 

1. Following the steps in "To switch identi-
II) ties" earlier in this chapter, switch to any 
~ 

"" identity other than the one you want to 
II) 
::, delete. 

~ You cannot delete the currently active 
A. - identity. !:i 
:::, 2. Choose File > Switch Identity or press :E 
ai: [Shift]~@. 
0 A dialog box appears (refer to Figure 2.22). II. 
w 

" 3. Click the Switch button. 
·4: cc A new dialog box appears (refer to = 
~ Figure 2.23). 
z 4. Highlight the identity you want to LI.I 

"' eliminate, and click Delete. z - A dialog box appears (Figure 2.27). .: 
::::t 

" 5. Confirm that you want to delete the -II. selected identity by clicking Yes. z 
8 6. Click OK. 
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Ente ranewname-

~am_e Ide~ 

l~nllt)'~~ §1n11,1tnl1!:y I 

( Cancel H 61( I 
Figure 2.26 Replace the current name with 
a new one. 

I 

Ara you sureyouwanho delete the selected 
ldentlty7There ls no undo avan1hle. 

Figure 2.27 Click Yes to confirm the deletion of the 
selected identity. 

ti' Tips 

■ Although Entourage supports multiple 
identities, it won't stop one user from 
reading another's email. But you can (in 
the Edit Account dialog box) instruct 
Entourage not to save your email 
accounts' passwords. Although you will 
still be able to read one another's email, 
this technique prevents others from 
being able to retrieve your new email. 

■ You must use Entourage to switch identi­
ties. None of the other Office applications 
has the Switch Identity command. 
Whenever you try to switch to a different 
identity, you will be prompted to first 
close any currently running Office 2001 
applications. 
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Figure 3.1 The Address Book has many of the features 
of stand-a lone address-book applications. 

The Address Book (Figure 3.1) handles the 
email addresses and contact information for 
your business associates, family, and friends. 
Once you enter your contacts in the Address 
Book. you can address a message simply by 
typing part of the recipient's name. 

You may notice that the Address Book is 
similar in design and function to many stand­
alone address-book programs. In addition to 
storing email addresses, it can hold other 
information. such as a company name, address, 
and phone numbers; a home address and 
phone numbers; Web-site addresses; children 
and spouse names; notes; and a picture. 

Here are more uses for the Address Book: 

♦ Record multiple email addresses, mailing 
addresses, and phone numbers for each 
contact. 

♦ Create custom fields to store other 
information, such as important dates. 

♦ Create groups to organize contacts. 

♦ Print address books or phone lists. 

♦ Import and export contact information. 

♦ Synchronize a Palm handheld device with 
the Entourage Address Book. 
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Figure 3.5 Choose columns to display in 
the Address Book. 
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Figure 3.6 Click and drag to change column widths. 
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and darkened. • 
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The Address Book 

Setting Display Options 
You can't change the Address Book's toolbar, 
but you can choose the columns to display, 
change the order of the columns, change 
column widths, and set a sort order. 

♦ To specify Address Book columns to 
display, choose them from the View > 
Columns submenu (Figure 3.5). 
Checked columns are displayed; 
unchecked columns are hidden. 

♦ You can change the order in which 
Address Book columns are displayed by 
dragging the column headings to differ­
ent positions-that is, to the left or to 
the right. 

♦ You can widen or shrink Address Book 
columns. Move the pointer to the right 
edge of any column heading so that it 
changes to a double arrow (Figure 3.6); 
then drag to the right to widen the col­
umn or to the left to shrink the column. 

♦ To sort the Address book. click a column 
heading to sort the contacts by that field 
(Figure 3. 7). To change benveen ascend­
ing and descending sorts, click the same 
column heading again. The triangle in 
the chosen sort column indicates whether 
the sort is ascending (up) or descending 
(down). 

continues on next page 
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Chapter 3 

t/ Tips 

■ You can use a shortcut to choose the 
columns to display: [ Control ]-click one of 
the column headings and make choices 
from the pop-up menu (Figure 3.8). 

■ If you don't find the toolbars useful, 
you can hide them by choosing View > 
Toolbars. When the checkmark is 
removed, the toolbars are hidden. Note, 
however, that this command hides all 
toolbars-not just the one for the 
Address Book. 

■ If you' re having difficulty reading phone 
numbers on the Summary tab, click the 
tiny magnifying glass beside the number. 
An enlarged version of the number 
appears in a new window (Figure 3.9). 
Close the window when you're through. 
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Figure 3.8 You can choose Address Book columns to 
display from this pop-up menu. 

Figure 3,9 Phone numbers in contact records can be 
magnified for easy reading. 
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Figure 3.11 You can enter more detailed contact 
information in this window. This window is what 
appears when you open any previously saved record. 

lhlu:ontacthas been modified. 

Do yo-uwont to ~iweyour tllanges? 

D Don't show tftls m~soge again 

I Oon'tSlM! I I Cancel I n Save I 
Figure 3.12 This dialog box appears if you close a 
contact record without saving your changes. 

The Address Book 

Creating and 
Editing Contacts 
You can create new contacts, as well as edit 
or delete existing contacts. You can type the 
contact information or extract it from a 
received message. 

To create a new contact manually: 

1. Choose File > New> Contact, or click the 
New toolbar button and choose Contact. 

If the Address Book pane or window is 
active, you can also create a new contact 
by pressing ~ (HJ. 
The Create Contact dialog box appears, 
open to the First name field (Figure 3.10). 

2. Fill in the fields. 

To move from field to field, press [Tabl to 
go forward or IShittl[Tab) to go backward. 

3. If you're done entering information for this 
contact, click the Save & Close button; 
if you want to create additional contact 
records, click the Save & New button. 

4. If you want to enter additional informa­
tion for this contact, click the More button. 

A tabbed contact window appears 
(Figure 3.11). Click the tabs to go to 
different sections (such as Home and 
Personal), filling in any information that 
you want. Click Save to save the record 
and then close it by clicking the close box 
in the top-left corner of the window. 

ti' Tip 

■ If you close an edited contact window 
without saving it, a dialog box appears 
(Figure 3.12). It offers you the opportu­
nity to save the record (Save), continue 
editing the record (Cancel), or close the 
record without saving (Don't Save). 
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Chapter 3 

To create a new contact record from a 
received message: 

1. Do one of the following: 

• Select the message header in the 
message list, and choose Tools > 
Add to Address Book or press @ID~ . 

.&. IControl]-click the message header in 
the m_essage list and choose Add 
Sender to Address Book. 

• If the message is open in its own win­
dow, choose Tools > Add to Address 
Book or press ~~. 

The person or company is added as a 
new contact, 

2. Optional: Open the Address Book. double­
click the new record to open it. and fill in 
the other fields. 

vVhether you want to correct a mistake or 
update a person's information, you can modify 
contact records whenever you want. 

To edit a contact record: 

1. Open or display the Address Book. 

2. Highlight the record in the address list. 

3. Open the record by using one of these 
methods: 

.&. Double-click the record. 

.&. Choose File > Open Contact or press 
~[Q). 

.&. Press !Enter] or [Return). 

• [Control]-click the record and choose 
Open Contact. 

4. Make the necessary changes. 

5. Click the Save button to save the record. 

6. Close the record by clicking the close box 
in the top-left corner of the window. 
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I.Ising Custom Fields 
Entaurage includes eight custom text 
fields and two custqm date :fields that you 
can define and use as-yo.u like. lf youuse 
onllne·cl,atprograms, for example, you 
could:use on"e~fthe,fields·tp recei:d shat 
handles. Th¢ custom fields appear on the 
Name & E-Mail, Home, Work. and Other 
tabs of every contact record. 

To assign a name to or rename any of these 
fields, open a contact record and click 
the underlined name, such as Custom 7 . 
The Edit Custom Label dialog box appears. 
Enter a new name, and click OK The new 
field name now appears in that position 
on every contact record. 

Ent0urage·-also provides four custom fields 
for2hon~ hibels. Ope:n-a con~ct to either 
the Hom~ or Work tab. click the La,~el 
c~\un11;1. ~d ch0ose Edit Cust0m Labels 
fr0m the p,o,.p-U:p inen:1:1 t.hat-appears. 
Name or rename any'Qf the four labels. 
You could add labels for phone numbers. 
to be nsed'for Sales. Customer Service. 
and 'supp0rt. for example. 



Indicates that this address 
is the current default 

Figure3.13 You can set either the work or home address 
as a contact's default. 
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Figure 3.14 If a contact has multiple email accounts, 
you can specify his or her default email address. 

~ you sure ygu wantto·perman'.entivtlelete 
~~ ~ec,tea contact(s)? • 

'B 

Figure 3.15 This dialog box appears when you attempt 
to delete a contact record . 

The Address Book 

Setting defaults 
Because a contact can have multiple mailing 
addresses and email addresses, you can 
choose the ones you want to use as the 
defaults. 

♦ A person's home or work address can 
be his or her default mailing address. 
To change a person's default address to 
the work address or another address, 
open the record, click the Work or Home 
tab, and then click the Default Address 
checkbox (Figure 3.13). 

♦ The first email address entered for each 
contact normally is the default. When 
you choose an email address for an out­
going message, the default address is 
listed first. When you view the Name & 
E-Mail tab of a record, the label for the 
default email address (Work, Home, or 
Other) is displayed in boldface . 

To make a different email address the 
default, switch to the record's Name & 

E-Mail tab, select the email address, 
and click the Make Default button 
(Figure 3.14). 

t/ Tips 

■ Almost all fields are optional. You should 
always try to enter basic identifying infor­
mation (the person's name or a company 
name), however, as well as at least one 
email address. 

■ To delete a contact record, select it in 
the address list and then click the Delete 
toolbar button, choose Edit > Delete 
Contact , or press ~ l( Delete I or [Delete]. 

Confirm the deletion by clicking Delete in 
the dialog box that appears (Figure 3.15). 

continues on next page 
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■ If you get tired of clicking Save after 
creating or editing contacts, you can set 
Entourage to save all changes automati­
cally. To do so, edit a record and close it 
without saving. In the dialog box that 
appears (Figure 3.16), click the Don't 
Show This Message Again checkbox. 
Changes will be saved automatically 
when you close a contact window. To 
revert to the normal save procedure, 
choose Edit > Preferences > General, 
click the Notification tab, click Reset 
Confirmation Dialogs (Figure 3.17), 
and then click OK. 

■ To add a picture to a contact record, 
switch to the Personal tab, and drag the 
picture's file icon from your hard disk into 
the box on the right (Figure 3.18). You 
can click the picture to view an enlarged 
version ofit. 
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To delete a picture, drag it to the Trash. To 
replace one picture with another, drag the 
replacement's file icon into the picture box. 

Click to save all future edits 
- an d d t maticaf/y new recori s au o 

- 1: 
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Figure 3.16 lfyou want Entourage to save new and 
edited records automatically when you close the 
dialog box, click the Don't Show This Message Again 
checkbox. 

Click to revert to normal Notification tab 
save procedures -
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Figure 3.17 Open the General Preferences dialog box 
to the Notification section to reset all confirmation 
dialog boxes. 
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Figure 3.18 You can add a picture to any contact 
record by dragging its file icon into the box on the 
Personal tab. 
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Figure 3.19 This window appears when you create a 
group. 
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Figure 3.20 To add a group member from the Address 
Book, begin by typing part of the contact's name. 

The Address Book 

Working with 
Address Groups 
If you sometimes send the same message to 
multiple contacts, you may find it helpful 
to define those contacts as a group. The next 
time you need to send all those contacts a 
message, you can simply address the message 
to the group name. 

Creating a group 
Creating a group is simpler than creating a 
contact record. All you have to do is name 
the group and pick who you want to include 
as members. 

To create a group: 

1. Do one of the following: 

• Choose File > New> Group . 

.IL Click and hold the New button and 
choose Group from the pop-up menu . 

.IL Click the New Group button (available 
only when the Address Book is open 
or displayed). 

The Untitled Group dialog box appears 
(Figure 3.19). 

2. Enter a name for the group in the Group 
Name box. 

The dialog box's name changes to match 
the name of the group. 

3. You can use any of the following methods 
to add people to the group: 

.IL To choose an existing contact from 
the Address Book, click Add or click 
below the last group member, type· 
part of the person's name, and then 
choose Lhe person from the lisL that 
appears (Figure 3.20). 

continues on next page 
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Chapter 3 

..._ Drag contacts from the Address Book 
into the group definition window. (You 
can [@-click to select multiple members.) 

..._ To add a person who doesn't have a con­
Lact record in the Address Book, click 
the Add button and then type or paste 
the person's email address into the box. 

4. Optional· To keep member names and email 
addresses private from the other members, 
click the checkbox marked Don't Show 
Addresses When Sending to Group. 

5. Click the Save Group button. 

6. Click the v.rindow's close box. 

The group name is added to the Address 
Book. A group is denoted by a two­
person icon. 

t/ Tip 

■ If you'd like to skip the usual process of 
adding group members one by one, you 
can preselect members in the Address 
Book When you issue the New Group 
command, all selected members are 

~ added to the group. 
::::, 

~ Modifying a group 
c.::, 
en You can modify any existing contact group 
~ by deleting it, changing its name, or chang-
~ ing its members. 
C 
<C To delete a contact group: 
::z:: i 1. Open or display the Address Book. 

C-' 2. Select the group name in the address list, 
z i and do one of the following: 

a= ..._ Click the Delete button in the toolbar. 

i ..._ Choose Edit > Delete Group. 

A. Press(@[Delete] or[Delete] . 

..._ I Control ]-click the group name, and 
choose Delete Group from t he 
pop-up menu. 

• 3. Confirm the deletion by clicking Delete 
(Figure 3.21). 
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Are yqu sure you wantto permanently delete 
the selected 1:or1tact(s)? 

Figure 3.21 You must confirm a group deletion. 



The Address Book 

To rename a contact group: 

1. Open or display the Address Book. 

2. Select the group name in the address 
list, and choose File > Open Group; click 
the Open toolbar button; double-click 
the group record; or press@@, [Enter), 
or I Return]. 

3. Type a new name in the Group Name box. 

4. Click the Save Group button. 

5. Click the 'Window's close box. 

To change a group's members: 

1. Open the Address Book by using any of 
the methods mentioned earlier in this 
section. 

2. Select the group name in the address 
list, and choose File > Open Group; click 
the Open toolbar button; double-click 
the group record; or press@@, [Enter], 
or[Return). 

3. To add a member, use any of the methods 
listed in step 3 of"To create a group" 
earlier in this chapter. 

4. To delete a member, select the member's 
name, and click the Remove toolbar button. 

Deletions are immediate; there is no 
chance for you to confirm or cancel the 
member's removal. If you delete someone 
by mistake, close the dialog box and click 
Don't Save. 

5. To save all changes, click the Save Group 
button or close the dialog box and then 
click the Save button in the dialog box 
that appears. 

If you want to leave the membership 
unchanged, close the dialog box and then 
click the Don't Save button in the dialog 
box that appears. 

continues on next page 
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Chapter 3 

v' Tips 

■ You can include one group as a member 
of another group. 

■ To quickly create a new group whose 
membership is similar to an existing group, 
select Lhe existing group in the Address 
Book and choose Edit > Duplicate Group 
or press@@. Open the duplicate, rename 
it, and make the necessary changes in 
its membership. 

■ Another way to delete a group is to open 
the group window and click the Delete 
Group button (Figure 3.22). 

■ You cannot undo a group deletion. 

• When you delete a group, only the group 
definition is deleted-not the contact 
information for the group members. 

■ To send email to all members of a group, 
add the group name as a recipient in the 
To, Cc, or Bee box of the outgoing message. 

■ A group's icon is different from an individ­
ual's icon. Also, a group has no identifying 
information other than its name, making 
it easy to spot. 
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group window. 
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Figure 3.23 The selected contact record is attached 
automatically as a vCard (.vcf) file. 

The Address Book 

Sending and Receiving 
Contact Data as vCards 
By now; you're probably sick to death of 
repeatedly typing your contact information 
in outgoing messages and using the copy­
and-paste method to transfer received address 
data to your Address Book Entourage supports 
the vCard (Virtual Business Card) standard 
for exchanging address information over the 
Internet. If you and the person with whom 
you're swapping information both have vCard­
capable email programs (such as Entourage, 
Microsoft Outlook, or Outlook Express), you 
can send each other your personal vCards. 

To send contact information as a vCard: 

1. Open the Address Book. displaying it 
in the main Entourage window or as a 
separate window. 

2. Select the contact that you want to email 
as a vCard. 

3. Choose Contact > Forward as vCard. 

A new message window appears, contain­
ing the selected contact as an attached 
vCard file (Figure 3.23). 

4. Complete the message by selecting one 
or more recipients, writing the message 
text, and sending it. 

To create a contact record from a 
received vCard: 

1. Open the Address Book, displaying it 
in the main Entourage window or as a 
separate window. 

2. Position the message window so that you 
can see both the Attachments box and 
the Address Book 

A vCard as an attachment in a received 
message is denoted by a file name t hat 
ends with . vcf. 

continues on next page 
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Chapter 3 

3. Drag the attachment into the Address Book. 

The vCard data is added to your Address 
Book as a new record. 

t/ Tips 

■ Unlike Microsoft Outlook 2000 (Windows), 
Entourage does not check for duplicate 
names when you add a received vCard to 
your Address Book. You should check for 
duplicates periodically by sorting the 
Address Book. 

■ Although the vCard you'll send out most 
of the time will be your own, you can send 
the contact info of anyone in your Address 
Book by using the same procedure. 

■ Another way to add a vCard as an attach­
ment is to drag a record from the Address 
Book into a message's Attachments box. 

■ You can create a vCard file from any con­
tact record simply by dragging the record 
from the Address Book onto the desktop 
(Figure 3.24 ). Such files can also be used 
as message attachments. 

■ You are not given an opportunity to choose 
which contact information is included in 
an emailed vCard; all information goes. 

50 

To avoid sending very personal informa­
tion to strangers, you have two options: 

• Edit your contact record to eliminate 
all information that you don't want to 
make public. 

• Make two or more copies of your 
contact record. Each copy can contain 
different bits of contact data. You 
could make one copy that lists your 
business address and phone and 
another that lists your home address 
and phone, enabling you to respond to 
business and personal contacts with 
different vCards. 

Figure3.24 
Dragging a contact 
record onto the desktop 
or into a folder creates 
a vCard file from it. 
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Figure 3.25 When you issue the Print command to print 
one or more contact records in Entourage, this special 
dialog box appears, enabling you to set print options. 

The Address Book 

Printing Address Book 
Records 
Although Outlook Express doesn't allow you 
to print Address Book records, Entourage 
provides several useful record-printing capa­
bilities. By choosing options in Entourage's 
custom Print dialog box, you can print the 
currently selected contact or contacts, flagged 
contacts, or all contacts. You can print in 
address-book or phone-book style, and you 
can format the output Lo fit many popular 
paper-based organizers. 

To print contact records: 

1. Switch to the Address Book by clicking 
its icon in the Folder list or opening the 
Address Book window. 

2. If you want to print only one record or a 
selected set of records, select t he 
record(s) in the Address Book. 

To select multiple contiguous records, 
[Shift)-click to select the fasL and last 
record. To select noncontiguous records, 
(@-click them. These selection techniques 
can be combined. 

3. Click the Print toolbar button, choose 
File > Print, or press @ID[El. 
A special Print dialog box appears 
(Figure 3.25). 

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

One or both of the latter options may be 
grayed out if no contacts are currently 
selected or no contacLs have been flagged. 

continues on next page 
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Chapter 3 

5. Choose Address Book or Phone List from 
the Style pop-up menu. 

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

6. Optional: Click the Layout button to set 
layout options (such as the name format, 
whether the paper will have to be 
punched, and data to be included). 

The Print Layout dialog box appears 
(Figure 3.26). Make your choices and 
click OK. 

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

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

8. ClickOK. 

The standard Print dialog box appears 
{Figure 3.27). 

9. Click the Print button. 

t/ Tip 

■ You can print a single record by opening 
it in its own window and then issuing the 
Print or Print One Copy command. 
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Figure 3.28 When you export contact records, the 
normal Save dialog box appears. Specify a name for 
the export file, choose a location on disk for it, and 
click Save. 

The Address Book 

Exporting Contact 
Information 
You can import existing address data and 
email messages into Address Book, as 
explained in Chapter 2. You can also export 
the Address Book as a tab-delimited text 
file-a format that can be interpreted by 
many address-book programs, spreadsheets, 
databases, and other applications. 

To export Address Book data: 

1. Choose File> Export Contacts. 

The Save dialog box appears (Figure 3.28). 

2. Select a location for the file, accept or edit 
the proposed filename, and click Save. 

The Address Book is exported to disk as 
a tab-delimited text file. The first para­
graph of the file is a list of the Entourage 
field names. 

v' Tip 

■ The exported data is saved as a SimpleText 
file. If your Address Book contains many 
records, the file may be too large to be 
opened in SimpleText. To view it, you can 
open the file in a word processing program, 
such as Microsoft Word. 
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Chapter 3 

Synchronizing Entourage 
Files with a Palm Organizer 
lfyou have a Palm Pilot or Palm-compatible 
handheld organizer, you can synchronize 
Entourage's Address Book, Notes, Tasks, and 
Calendar with the Palms Address, Memo Pad, 
To Do, and Date Book data files. Note, however, 
that your Palm device can be synchronized 
only with Entourage data or Palm Desktop 
data-not both. If you elect to synchronize 
with Entourage, you should stop using the 
Palm Desktop program and enter all your 
information in Entourage. 

To use Entourage in conjunction with a 
Palm organizer, you must do the following: 

1. Install the Palm OS software on your 
Macintosh (per the instructions that 
came with your Palm). 

2. Install the Handheld Synchronization 
softvvare that's included on the Office 
2001 CD-ROM. 

3. Open the Conduit Settings utility on your 
Macintosh, and specify settings for the 
first synchronization. 

4. Synchronize the matching sets of data files. 

5. Return to the Conduit Settings utility, 
specify settings for all future synchroniza­
tions, and set advanced options. 

These procedures are explained in the follow­
ing sections. 

To install the Entourage conduit: 

1. Insert the Office 2001 CD-ROM, open the 
Value Pack folder, and double-click the 
Value Pack Installer. 

. The Value Pack Installer dialog box 
appears (Figure 3.29). 
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Figure 3.29 To install the Entourage conduit, click the 
Handheld Synchronization checkbox. 
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Figure 3.31 Choose a HotSync action for each of these 
four Entourage components. 

The Address Book 

2. Click the Handheld Synchronization 
checkbox and then click Continue. 

A warning dialog box appears. 

3. Click OK to disable the normal Palm 
Desktop conduits. 

The normal Palm conduits for Address, 
Date book. Memo, and ToDo are moved to 
a new folder named Disabled Conduits 
(inside your Palm folder). The Entourage 
Conduit replaces the Palm conduits . 

4. In the dialog box that appears, informing 
you that installation was successful, 
click Quit. 

To perform the first synchronization: 

1. Launch the Conduit Settings utility on 
your Mac by clicking the Palm icon in 
the Mac's menu bar and then choosing 
HotSync (user name)> Conduit Settings. 

The Conduit Settings window appears 
(Figure 3.30). ~ 

2. Double-click the Entourage conduit. 
z 
n 

The Entourage Conduit Set tings dialog 
:c 
;;a 

box appears {Figure 3.31). 0 
z -

3. Synchronize the components by choosing 
N 
z 

among the following options: G\ 

A Synchronize. This op Lion synchronizes "" -... 
the two files. (Note, however, that if "' IA 
matching data-such as a contact ~ 
record-has been changed in -I 

Entourage and on the Palm, two 
z 
► 

records are created.) -: 
A Entourage Overwrites Handheld. ... 

The selected Entourage database will 
;: 
0 

replace the matching Palm database. :;a 
G\ ... Handheld Overwrites Entourage. The ► z 

selected Palm database will replace -N 
the matching Entourage database. "' :;a 

continues on next page 
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Chapter 3 

.a. Do Nothing. During synchronization, 
the matching databases are neither 
be synchronized nor copied. Each 
remains unchanged. 

For the first synchronization, rather than 
choose Synchronize for each data file, it 
may be preferable to choose the second or 
third option-depending on which data 
file you initially want to take precedence. 
If you've just set up Entourage but have 
been using your Palm for some length of 
time, you can choose Palm Overwrites 
Handheld to create your initial Entourage 
data files. 

4. Optional: If you select either of the 
Overwrites options, you can then check 
the Do Once Then Synchronize checkbox. 

Doing so sets up your data files and then 
reverts to normal synchronization for all 
future syncs. 

5. To record your choices, click OK and then 
close the Conduit Settings window. 

6. Perform your initial synchronization by 
inserting your Palm device into its cradle 
and pressing the HotSync button. 

To set default synchronization 
settings and other options: 

1. Launch the Conduit Settings utility on 
your Mac by clicking the Palm icon in 
the Mac's menu bar and then choosing 
HotSync (user name)> Conduit Settings. 

The Conduit Settings window appears 
(refer to Figure 3.30). 

2. Double-dick the Entourage conduit. 

The Entourage Conduit Settings dialog 
box appears (refer to Figure 3.31). 

3. Choose a synchronization method for 
each of the four components, as explained 
in step 3 of "To perform the first synchro­
nization" earlier in this chapter. 
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Figure3.32 To enable the Entourage conduit, you 
must move the normal Palm conduits moved to a 
different folder. 
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Figure 3.33 If you've defined custom fields in 
Entourage, you can specify up to four of them to be 
used in conjunction with your handheld. 

The Address Book 

4. Palm records marked Private are visible 
when transferred to Entourage; if you 
don't mind, click the Synchronize Private 
Records radio button. 

Otherwise, choose Don't Synchronize 
Private Records. 

s. Click the Settings button to set addi-
tional options. 

A warning dialog box appears 
(Figure 3.32). 

6. Click OK. 

The Custom Field Options dialog box 
appears (Figure 3.33). 

7. Contacts on the Palm can have only one 
address, so when you transfer a newly 
created contact record from the Palm to 
Entourage, indicate whether the address 
should be considered to be the person's 
home or work address. 

8. Although you can define up to 10 custom ~ fields in Entourage's Address Book, the z 
Palm's Address program supports only n z 
four such fields. Choose Entourage custom ,Jg 

0 
fields from the pop-up menus to indicate z -how you want them to map between the N -
two programs. z 

" 9. If you want the Entourage custom field :!I 
r-

names to replace the Palm field names, ffl 
UI 

click the checkbox at the bottom of the :e 
dialog box. --t :z: 

10. Click OK to save your settings. > 
You return to the Entourage Conduit -: 

r-
Settings window. 31: 

0 
11. Click OK again to dismiss the window ,Jg 

" and save your changes. > z 
The chosen settings will be used in all -N 
future synchronizations. "' ,a 

continues on next page 
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Chapter 3 

II' Tips 

■ Your Palm must be running Palm OS 2.0 
or laLer, and you must have Palm Desktop 
2.6.1 or later installed on your Macintosh 
(version 2.6 for Handspring devices). If 
you are using an earlier version of either 
component, visit www. palm. com and 
download the current software. 

■ If you have defined multiple identities in 
Entourage (see Chapter 2), the name of 
your Entourage identity must be identical 
to your Palm user name; if it is not, no 
synchronization will be allowed. To deter­
mine your Palm user name, open the Palm 
menu (Figure 3.34 ). Then follow the 
instructions in Chapter 2 ("To rename an 
identity") to change your Entourage iden­
tity to match your Palm user name. 

■ Before the first synchronization, it's a 
good idea to back up your files in case 
the operation doesn't turn out as you 
intended. Open the following nested 
folders on your hard disk: Documents > 
Microsoft User Data > Office 2001 
Identities. Inside the latter folder, you'll 
find one or more named folders. Copy 
your user data folder to another disk. 

■ You'll find Palm/Entourage troubleshoot­
ing information in the MS Entourage 
Read Me file. 
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Palm user name 

Open Palm~ Desktop 
HotSync® (Steven Schwartz) 

AndContacL 
Create 

Events &Appointments 

Tasks 

Cont~cts 

Figure 3.34 This pop-up menu lists your Palm user 
name. If the Palm is configured for multiple users, you 
can view all the user names by choosing HotSync > 
Edit Users. 

Selective Synchronization 

You can decide which contact records you 
want to synchronize and which ones you 
don't You may want to keep only business 
contacts on your handheld while storing 
your personal contacts in Entourage, for 
example. At the bottom of each contact 
record in Entomage is a checkbox labeled 
Sync This Contact with Palm Organizer. 
By default, this option is on for every con­
tact. To prevent certain contacts from 
being included in synchronizations, open 
the contact record in Entourage, remove 
the checkmark from this checkbox, and 
save and close the record 
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Figure 3.35 If you need to work with names and 
addresses in Microsoft Word, you can add the 
Contact toolbar. 

The Address Book 

Using Other 
Address Book Features 
You may find several additional Address 
Book features to be useful. 

Using Address Book data in Word 
Address information is available for use by 
Word 2001. You can use contact data to 
address letters, for example. You can also 
copy a contact's name and address to the 
Clipboard and then paste it into another 
Office application or any other program, for 
that matter. 

To insert contact data into a 
Word document: 

1. Add the Contact toolbar (Figure 3.35) to 
Microsoft Word by choosing View > 
Toolbars > Contact. 

2. Position the insertion point in the docu­
ment and then choose a contact name 
from the Contacts pop-up menu. 

3. Highlight the contact name in the 
document. 

Word indicates the types of available 
data for the selected contact by enabling 
commands in the Contacts toolbar: 
Include Address, Include E-mail, and/or 
Include Phone. 

4. Click the desired option in the Contact 
toolbar and then select the data you want 
to insert. 

The data is inserted into your document. 

t/ Tip 

■ When working in Word, you can also open 
the Address Book by choosing Tools > 
Address Book. 
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Chapter 3 

To copy a contact's name and address 
to the Clipboard: 

1. Select the contact record in your 
Address Book. 

The contact's summary information is 
displayed in the Preview pane. 

2. Click the icon next to the address you 
want to copy 

3. From the pop-up menu that appears, 
choose Copy Name and Address to 
Clipboard (Figure 3.36). 
The contact's name and address are 
copied to the Clipboard, making that 
information available for pasting into 
Entourage and other programs by choos­
ing Edit > Paste or pressing~~-

Viewi ng maps and 
driving directions 
If you've entered a home or work address for 
a contact, you can request driving directions 
to his/her home or office or a map showing 
the address. 

To request driving directions or a map: 

1. Select the contact record in your 
Address Book. 

The contact's summary information is 
displayed in the Preview pane. 

2. Click the icon beside the home or 
work address. 

3. From the pop-up menu that appears, 
choose Show on Map, Driving Directions 
from Home, or Driving Directions from 
Work. as shown in Figure 3.36. 
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Your Web browser launches and displays 
the appropriate page in Expedia.com 
(Figures 3.37 and 3.38). 
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Figure 3.36 The Summary section of every contact 
record contains pop-up menus. 
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Figure 3.37 Choose Show on Map from the pop-up 
menu to view a map for the person's work or home 
address. 
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Fig1.1re 3.38 You can get detailed driving directions from 
your home or ofAce to any contact's home or office. 




