VISUAL
QUICKSTART
GUIDE

ENTOURAGE

FOR MACINTOSH

leach yourself Entourage the
quick and easy way! This
Visual QuickStart Guide ses
pictures rather than lengthy
explanations. You'll be up

and running in no time!

Petitioner has added romanettes to pages (i)-(iv). MICROSOFT
EXHIBIT 1004

Otherwise, it leaves the original page numbering.

(1)




Visual QuickStart Guide
Entourage 2001 for Macintosh
Steve Schwartz

Peachpit Press
1249 Eighth Street
Berkeley, CA 94710
(510) 524-2178
(800) 283-9444
(510) 524-2221 (fax)

Find us on the World Wide Web at:
http:/ /www.peachpit.com

Published by Peachpit Press, a division of Addison Wesley Longnian
Copyright © 2001 by Steve Schwartz

Editor: Rebecca Gulick

Production coordinator: Connie Jeung-Mills
Copyeditor: Kathy Simpson

Compositor: Owen Wolfson

Cover design: The Visual Group

Notice of Rights

All rights reserved. No part of this book may be reproduced or transmitted in any form by
any means, electronic, mechanical, photocopying, recording, or otherwise, without the prior

written permission of the publisher. For information on getting permission for reprints and

excerpts, contact Gary-Paul Prince at Peachpit Press.

Notice of Liability

The information in this book is distributed on an "As Is” basis, without warranty. While
every precaution has been taken in the preparation of the book, neither the author nor
Peachpit Press, shall have any liability to any person or entity with respect to any loss or
damage caused or alleged to be caused directly or indirectly by the instructions contained
in this book or by the computer software and hardware products described in it.

Colophon

This book was written with Microsoft Word 2001, part of Microsoft Office 2001 for
Macintosh, courtesy of Microsoft Corp.

ISBN 0-201-73398-6

C@ Printed on recycled paper

987654321

Printed and bound in the United States of America

(i)



To Sheri—
16 hours and counting

(iii)



About the author

Steve Schwartz began writing professionally
in 1978 as a contributing editor for Nibble, a
popular Apple Il magazine. In the past 20
years, he's written approximately 40 books on
computer topics and video games. Formerly,
he was chief methodologist and a founding
editor for Software Digest, Business
Applications Editor for MACazine, and
Technical Services Director for Funk
Software. He currently writes for Macworld
and PC World Online.

Steve has a Ph.D. in psychology and lives in the
fictional town of Lizard Spit, Arizona, with
his sons, Josh and Evan; Murphy Blonde and
Abbie Hoffman, the desk-tending dogs; and
Syd Vicious, the African Gray attack-parrot.

Comments about this book can be addressed
to Steve at entouragevgs@hotmail.com. He
can also be reached through his Web site at
www.siliconwasteland.com.

Special thanks

To Marjorie Baer, Rebecca Gulick, and
Connie Jeung-Mills of Peachpit Press and to
Irving Kwong of Microsoft Corp. for their
kind assistance and support.

(iv)



TABLE OF CONTENTS

Chapter 1:

Chapter 2:

Chapter 3:

Chapter 4:

Chapter 5:

Introducing Entourage 1
Understanding the Entourage Components ...... 2
Using the Entourage Interface .......coovvianaan. 3
Filtering and Searching for Information .......... 8
Using Calegories .. coor vas srersma vnsasnmsen sntisns 15
Printing in Entourage ...................coiiuen 18
T A s G SO —— 20
Setting Up Entourage | 23
Recording and Creating Email Accounts ........ 24
Importing Contact Data and Messages ....... s 30
Configuring Entourage for Multiple Users ....... 34
The Address Book 37
Opening the Address Book ...................... 38
Setting Display Options ........coociviiiiiinnna. 39
Creating and Editing Contacts ..........civannes 41
Working with Address Groups .............o..e. 45
Sending and Receiving Contact Data

BEVCRIAE ons svn s RumsssrEsms o) EsIRBRIE 49
Printing Address Book Records ................. 51
Exporting Contact Information ................. 53
Synchronizing Entourage Files with a

BRI DO . oo v s wsmommmscncen s RTINS 54
Using Other Address Book Features ............. 59
The Calendar 63
Opening and Viewing the Calendar.............. 64
Creating Calendar Events ..............c..oeeuns 67
BT BB o voovisn sones s wisaimmsioscnomn cuuab 886 71
Setting Event Reminders .........ccccveveinsanan 73
Sending and Receiving Event Invitations ........ 74
Printing the Calendar oo isumsmes o33 covsinnmnn 78
Publishing Your Calendar on the Web

Oran ILIaNeE o eees sos inns paiains sasseivss 80
Task Management - 83
Croabivg Tasler: - o ssmnms sun saspmmansss smessas 84
Viewing and Modifying Tasks ................... 87
Organizing the Tasks List .................vuenn. 90
Deintinm TAE v v ammmcuness pomsmarmmie s idhd 5 91

SLN3ILNO) 40 318V



TABLE OF CONTENTS

Table of Contents

Chapter é6:

Chapter 7:

Chapter 8:

Chapter 9:

Chapter 10:

Chapter 11:

Chapter 12;

Working with Notes 93
CIEELInE IO | 1o ssoms 20s s » soemmmmmnymigon s 94
Formatbing TROLEE . cuss oer ris s pomen sgmmicimnsnssi 96
Viewing and Organizing Notes .......cooovuninen. 98
Printing Notas « ¢ vy cmusg oy ses v daitnmipsiunsatis 101
Linking Items 103
Creating Links . «. « « co somwummio von rassinm s i 104
Opening and Viewing Linked Items ............ 106
7 nnr s A PSP R——— 107
Customizing Entourage

for General Use 109
General Preferences .......cccocvvivmvrenncnavss 110
Heddress Bogk PICIETENges o voox oo smmesssinnaas 112
Calendar Preferenices . .. vms v vs oo cossssswss s 113
Pore DrElerBIien .. cx v messms v Sineanmiiise 114
Spelling Profeaenoes . .ouascves oo iaimaiid via 115
Mot fieation Preferaited sowss oo vesmmsaasdes 117
Email Essentials 119
Types ol Bl ACEOMALE w.oneie cvn wvwasnn srumnsg 120
Brooail AdAresses o v o svwmspv s g o Bumene vamas 123
Working Ouline end OINeE ooy oo 000 s svmms 124
Composing and Sending Email 127
CornEOSIRE AR . s 5 posoman eos o5 bos gLl R 130
ThelMeseapga Header « . suwanses vos possanmasiqnsy 133
Wiiting the MeBsage . . cosses or vow vss smwgaosesy 136
PFormatting a Message ...csvsiavvsinsvvisevnans 138
Adding Attachments .os cex vws 5 5o 255 smvmravss 143
Other Messaep Options . e vi oo s 045 pis s emnasy 145
DETICE NICBRATED (. . o0 saovmnss bon nbn nodbmat Vi 149
Receiving Email 151
Checking for New Ernail oceuiv sy cos omsvsnsnins 153,
Pegding MESSHEeS o ¢ oo s v 5 a5 045 sriinnmssi 155
Marking Messages As Read or Unread........... 157
Working with Attachiments ...........ccemenaes 158
Finding Messages and Text within Messages ... 161
ManagingMail ...l 165
Creating Schedules ..................ccovivinnn 176
Customizing Entourage for Email 179
Settivee Brnal] PretOretions o ce s o b s diomiiassis 180
Customizing the Display ...........ocooviiiunn 189
Adding Commands with AppleScript .......... 192

Vi




Table of Contents

Chapter 13:

Chapter 14:

Chapter 15:
Chapter 16:

Chapter 17:

Appendix A:
Appendix B:
Appeﬁdix C:
Appendix D:

Newsgroup Essentials 195
About News Servers ......ocoovvensenannnainiin 196
ABOUL NEWBEIOUDE .« wus von s s weongismsiad Baikie 197
About Entourage and Newsgroups .............193
Reading and Managing Articles 199
Adding a News Server .. c..s e vuvs vomamasnns 200
Subseribing to Newsgroups .............. T 203
Reading focticles vuves sovssnn s vos srvs svmmwnsmnes 205
Article Selechion TIPS : vus s vess was ssswssd i 207
Article ACLEEHIENTS . . oonvmnn ves rwas padssmsin 210
Manigriam AEIEE ... con s m s s mealoasslii 211
Posting to Newsgroups 217
Composing and Posting Articles ............... 218
Addressing the Article ..............coiiiiiin 223
Working Offline 225
Reading News Offline ...........cooiiimeeinn. 226
Composing and Posting Articles Offline ........ 228
Customizing Entourage

for Newsgroups 231
CORPOEE PISIETOHEER « . .« vow sinsw wos 5 sonibivn dlo's 232
Reply & Forward Preferences...........covuien. 233
ViBH PESIIBIEEE ..o pin sumumpiom & suanmenmans 234
News:-Server Bethings ... svsvuwroves ronmeyennns 235
Glossary 237
Email Keystroke Reference 245
News Keystroke Reference 251
Keystroke Reference for

Other Components 257
Index 261

vii

SLN3LNO) 40 318V






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
Working with categories

Printing

* & ¢ ¢ ¢ ¢ o

Getting help

IDVUNOLNT ONIDNAOULN|



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 1.1).

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 everyones 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 emall companent 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 ¢ Message list. Displays basic information
following parts (Figure 1.4): (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.

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

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

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

¢ Folder bar. Provides search tools and

¢ Status bar. Displays messages concern-
shows the name of the currently selected pray g

ing your connection status and the cur-

folder. = =
rent activity. .
¢ Folder list. Shows all email accounts, -
mail folders, news servers, newsgroup L
folders, and directory services, as well as e
Entourage components such as Calendar, -
Tasks, and Notes. a
x
Folder list Folder bar Title bar P ;1
Toolbar =
i & Inbox m .
& Cutbon : 2 i m
‘ Gentltems . Re: Waird assistant behavior —
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Figure 1.4 The main Entourage window.
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Title bar

In a single-user installation, the title bar
contains the program title: Entourage. Ina
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 toclbar 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
iterns, such as news servers and the Address
Book. Messages are organized in folders by
type. To view a given class of email messages,
select 2 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:

¢ Inbox. Contains incoming email messages.

+ Outbox. Contzains oufgoing messages
that are waiting to be sent (that is, new

Indicotes the presence of a pop-up menu —-I

E::&hv e L e T e T

Figure 1.5 You can click buttons in any toolbar to
perform commands that are appropriate to the
current window. When clicked, 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 falders and switch to other
Entourage components, such as the Tasks window or
Address Boaok.




Introducing Entourage

Entourage and
the Office Clipboard

The Office Clipboard is a handy feature that
enables you to copy multiple objects or text
segments in Word, Excel, or PowerPoint
and then paste them into any open Office
document. Unfortunately, the Office
Clipboard isn't available in Entourage; you
cannot use it to paste information into
Entourage. But text that you copy or cut
from Entourage documents (such as mes-
sages or notes) is added to the Office
Clipboard and can be pasted into Word,
Excel, or PowerPoint documents.

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

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.

Calendar. Lets you schedule events, such
as meetings, appointments, and so on.
The Calendar is discussed in Chapter 4.

Tasks. Lets you record and manage
your to-do list. Tasks are discussed in
Chapter 5.

Notes. Lets you record random thoughts,
useful bits of information, and so on.
Notes are discussed in Chapter 6.

Custom views. Lets you reuse saved
searches of messages, contacts, or other
Entourage data. You can create a view
that consists only 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.

ADVAUILN| 3OVHNOLNT FHL ONIS)
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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 (4] and (+] You can open any
email or newsgroup ressage in its own
window (Figure 1.7) 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 seroll though the current
message, such as(t),[+]), (Pg Dn}, and (Pg Up].

If the message contains a JPEG or GIF graphic
altachmenl, 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 (3](0).
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 (3)(0).

View previous message
[—Wew next message

e (Welndassistantbehavier — =i
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Figure 1.7 An Entourage item can be opened in its
own window.
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Figure 1.8 You can view graphic attachments to
messages,
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Pop-up menu —

— Active pane

A Ot T mng s By i ||

Figure 1.9 (Control)-clicking items and areas in
Entourage exposes a pop-up menu that contains

useful commands.

Main Window =
Address Book %2
Progress =3
Calendar 4
Notes w6
Link Maker =7

= Errnrl.uiu Y w8
Cytle through Windows #~
Prograss

+ Entourage

Figure 1.10

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

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.

v’ Tips

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

B You can switch among panes in the
Entourage window by pressing the
and keys. When a pane is
selected (active), it is surrounded by a
dark, colored outline (see Figure 1.9).

B 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 [#)(=) or choose Window >
Cycle Through Windows.

B 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 (%]-key equivalents:
Winoow KEYBOARD SHORTCUT
Main Window (1)

Address Book  (3)(2)
Progress @e3)
Calendar
Tasks =)&)
Notes =
Link Maker
Error Log

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

FIVAUILN] IOVENOLNT IHL ONISN)



Chapter1

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.

Although 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 window.

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

Filter text Eraser

Pop-up menus

! ttar Appl
Figure 1.11 Entourage lists can be filtered to match
simple criteria.




Introducing Entourage

S

Figure 1.12 As you type the filter text, only matches
are shown in the list.

— Perform an Advanced Find

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

3. Ifthe 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 itemns 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




Chapter1

4. Ifyou'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
checkmark.

¢ To limit your search to a different Igure . 14W-h S d : t : e n -
; o 5 en you conduct a rind or vance
folder, click Cancel, select the desired Find, search results are displayed in a separate

folder in the Folder list, and return to window. In this example, | searched for messages in
step 1. the Inbox that contained the word FileMaker.

¢ When checked, the Search Subjects,
Titles, and Names Only checkbox
restricts the search to words in the
message, note, or task title. If you '
also want to search the body of each ’
message, note, or task, remove the

checkmark.

5. Click the Find button.

The headers of all matching items are

displayed in the Search Results window Figure 1.15 To search for matching text within the

(Figure 1.14) current message, task, or note, click the Current Item
s radio button.

Roben DUSD = R

To search the current item for a
text string:

1. Select the item in the list (in the case of
an email or newsgroup message) or open
the item in its own window (in the case of
a message, task, note, or Calendar event).

2. Choose Edit > Find, press (3](F), 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.

10
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First match

{ TidBITS#541 /31-Jul-@¢

# ==mss=s=sssscssssas:|

We wrap up our i Expo NY coverage with an issue full of
show superlatives. Read on for bits cbout the most interesting
hardware, the coolest software, and the most disgusting events. In
the news, we cover Napster's legal woes, and the releases of
Retrospect and Retrospect Express 4.3, Mow Up-to-Date & Contact
2.9.2, ond useful Palm and Handspring updates. Finally, if you
think you know the Mac 0S, try this week's diabolical quiz.

{ Topics:

ki hai LB1TS /31-Jul-@a

£l Macwor ld Expo 2088 NY Hardware Superlatives
Macwor ld Expo 2088 NY Software Superlatives
Macwor |d Expo 2888 NY Other Superlatives

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 Match specification

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.

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 (38)G).
v Tip

B 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
E)(E).
(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. Ifyou 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:

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

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

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

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

7. Click the Find button.

As 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).

12
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Figure 1,18 Saved search instructions are stored
in the Custom Views folder.

Custom views

Save as custom view
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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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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.

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. Click OK.

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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Chapter1

To edit or delete a custom view:

Are you sure yvou want to permanently delete
the selected custoam view(s)?

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

A list of all defined custom views appears (cancet ] [[pelete |

in the message-list area. == - :
Figure 1.21 You must confirm the deletion of a custom

2. To delete a custom view, select its name view by clicking the Delete button.
in the list and then click the Delete tool-
bar buttorn, choose Edit > Delete Custom

View, press [38)(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.
v’ Tip

B You can further customize any custom
view by changing, rearranging, and/or
changing the widths of the column
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.
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Figure 1.22 One way to assign categories to an item is
to choose them from the Edit > Categories submenu.

Using Categories

To help classify and organize your Entourage
messages, contact records, notes, and tasks,
you can assign ore 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:

A Click the Categories toolbar button.

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

A [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.

15
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Chapter 1

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
down 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 or (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,
choose Other.

6. To delete an existing category, select the
category and click the Delete toolbar but-
ton; then confirm the deletion by clicking
Delete in the dialog box that appears.

7. When you finish making changes, close
the Categories window by clicking its
close box.
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Figure 1.23 You can create, edit, or delete categories
in the Categories window,

— Add category
— Delete selected category
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Figure 1.24 When you create a new category, it is
initially named Untitled,
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|
|
|
|

— asslnCategorles v Tips

T o weries =]

o g B To assign several categories to an item

D e . simultaneously, choose Assign Categories
. from the Categories submenu or press

O resstac besk (28)(, ). The Assign Categories dialog box

S N appears (Figure 1.25). Check all the

'g e categories you want to assign to the item
i[.jJ j i and then click OK.

E i B When you've assigned multiple categories
L to an item, you can specify which category
& 8 o 7] should be listed first for the item when
[Set Primary | Cancer ) [0k viewed in a message or title list. To do so,

Figure 1.25 You can assign multiple categories to an choose Assign Categories from the

item in this dialog box. By default, the first assigned Categories submenu or press (3], ).
category is the item’s primary category. To change In the Assign Categories dialog box,
the orFier, pick a different category and then click select the iterm's main catégory and then
SRR click the Set Primary button (refer to
Figure 1.25).
Email message B To view all Entourage items to which
Note you've assigned a particular category,
Ry Ty 1| select the category in the Categories
S window (refer to Figure 1.23) and click
Y, g ——— T:,:m'__; ' the Find Items in Category button.
P e i S Matching items are listed in a Search
Results window (Figure 1.26).
|t vy Y iy T

Figure 1.26 This window shows the results of
searching for all items that have been assigned the
Peachpit Press category.
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Chapter 1

Printing in Entourage

Unlike Qutlook 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 & 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 (Shift)-
clicking or [8)-clicking them.

3. Choose File > Print, click the Print tool-

bar button, or press (%)(P).

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

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

5. Click OK
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.

Print Siyle — — Praview —

s

Forim: - [Bxfli {85 11) =l “
[Tt [ Eaittirm . | [oetetatarm_]

(| |

Figure 1.27 When you print most types of items, an
Entourage-specific dialog box appears, allowing you
to set special print optians.

(¥4

Primer: [Laserwriter INIC 2] Cestination: [Printer "2
{ aeneral T —
:npm: [ collated
Pages: @ All
E}._fmm:i Tﬂ;:[
Paper Source: @ All pagesfram: | Lassette 2]
QO fistpagefrom: [fassetle ¥
| e aining fram: ;_li'iuiil = s
Save Settings [ cancar |

Figure 1.2B 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,

v 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 (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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GETTING HELP

Chapter1

Getting Help

To

obtain help with Entourage features

and procedures, choose Help > Microsoft
Entourage Help, choose Help > Contents

— Go back/Go forward
— Display Help contents
— Alphabetical index

Search faor help by keywords

or question
and Index, or press the Help key (not avail- =I- BGERE =
able on all keyboards). The MS Entourage | Wi 2w B st
. . I Gelling Staed = Ways to gel assislance while you work
HEIP WIndOW appears (Flgllre 1'30)' b S:":::Up me""”"' afhlsmnlc pravides refsrance informatlon sbout:
" b :::3::::“"“ || sking fo- Helg from ke fTice Aapivlast
To get help in Entourage: T | [T —
P teaunea: o1 etin e pan e v
i 1 4 3 P Werking withllems ||| Eingingzul stz i Exbourgse 2000
4 To select a help topic to view, click topics < E:"‘Eﬁ" spangans [ 1t
. . QI {1 L
or trlangles in the left pane. b Usimathe Address ||| #5KIng for Help from the Office Assistant
ook i i L Dffice
s . . 5 b (E:r:alinu and Sending I ﬁ;i;;ﬁg;{iﬁ::gg?:z;aﬁgt:?::j;{:::,%;r:;umlple,w
essagel = abgey 0w jormat echar N e HOW GD
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¢ To view an alphabetical list of help topics, i + bl L e e
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file, click the Search button, type a ques- — Help topics Help text for the selected
tion or search term (Figure 1.31), and topic appears here
click Search. ; ; s i
Figure 1.30 Fntourage Help is presented in this window.
¢ To return to a previously viewed page,
click the Back button. If you're returned
to a previously viewed page, you can click Search text
the Forward button to move forward — Resuits
through those pages. FiS Talaurage Wik
lp Contente 5 ngen B e
¢ Ta view an interactive introduction to Wintaseu likeodor || Ways 1o gel assistance while you work
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Figure 1.31 You can search the Help text for the
information you need.
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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.

3 "
Yhat would you like to do®?
Type your question here, and then click
Search,
Options | Cancel [ Search
L &

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

¢ You can turn on Balloon Help by choosing
Help > Show Balloons. When 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.)

v Tips

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

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

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

W If you prefer the friendlier help offered by
those lovable animated assistants, choose
Help > Turn Assistant On. When the
assistant is enabled (Figure 1.33), you
can pose help questions by clicking the
assistant, typing your question or search
term, and clicking Search. To dismiss the
assistant, click its close box or choose

Help > Turn Assistant Off.
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SETTING UP i
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 frormn 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.

v Tips

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

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

23

I9VINOLNT d[] ONILLIS



RECORDING AND CREATING EMAIL ACCOUNTS

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
frec Hotmail accounts, you can configure
Entourage to send and receive email using
those accounts.

To record an existing ISP email account:

1. Choosc 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.

[— Click to define a new account

E"%’[%:Mmunts =———H=

! e B -
P Naw < | SRR Dalete ' - Make Devsul

’_/ Heil\ S 'Hm“&/u_imtary Serviee\

% ISP channel (POP)

—

IE

%

Figure 2.1 The Accounts window lists all definad Mail,
News, and Directory Service accounts.

= |ArrguntSetupAssistant — — —F

:}1

o

Your Name E

Yehen yvou send & messege, vour name appears inthe From box of the
outgeing message. Type your name 83 vou would like it lo eppesr.

Your name: | Stevan Schwarkz ]

Far exarple: John Smith

Elick the right ar row to continue

[ Eontiqure sccount manually | A IE]

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

— Email address

. AcctjuntSetupAssistant. . |H

Intern et E-mail Addrerss E

Your e-mall address i3 (he elidress other people will uae to send measages o
you

@ | aleady hove an e~ mallladdress thatl 1'd Dike o use,

E-mail addreas: Izerua-'."oi: perid cam |
Far example: someone @ microsoft.com
) I'd like to sign up for an aceount fram Hetmail
Click the right arrow ta conlinue
|| Configure scsunt menvally | 4alz]p]

Figure 2.3 To record an existing email account, click
the first radio button and enter your emall address.
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— Select a server type

B AccountSejupassistant _ —— H

E-mail Server Namies | g

Erloursge can check e~meijl using awjriety of protecoels. Select the lype of
server you use to receive incoming mjull, Mast Internet service providers
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My Tneaming mail server is a(n) [PUE #]gernr

Incoming mail {POP, IMAP) sarvar:
| pp3.dapwnr ldcom |

Dutgolng mail (SHMTP) sarver
{amip.dspworidcom |

Click the right arrow to conlinue,

| Conflgure account marnually ]

Figure 2.4 You must ohtain server names and types
from your ISP,

D= AccountsetupAssistant ==

Internet Mall Logon E

Type the account name and password your Internet service pravider has
given you

Aceount ID; {2era3? |

Note: the account 1D is nol your e-mail
sddress. Typicelly, it is the texi In
your e-mail eddress before the @
symhal

Password: |essssss |

[ Save password

Note: 10 check your e~mail without
antaring your password each time, select
the Save password check box

Click the right errow toeantinus

Canfigure sczount manselly | 14|

Figure 2.5 Enter your account ID (user name) and
password.

— Account name

D.

—— —  AcountSetupAssistant = |

Congratulations

¥ou have succeasfully erfiered all of the information required to aet up your
atcount,

Plesse enter a name for |his account below. This name (9 used only far
diaplay purposes,

Account neme: | ISPWorld |

If you would like lo include this account in your “Send & Receive all”
Schedule for checking mail, select Lhe check box below

Include this eccount in my "Send & Receive all" schedule

Note Schedules are svailable from the "Tools" menu

To save these settings click Finish. m;l

[ canfigurs sceount manually | iﬂ! 5| o

Figure 2.6 Enter an identifying name for this account,

such as the name of the 15P,

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

Server names are in the form serverdomain,
such as pop3.ispworld.comand
smpt.ispworld.com.

The Internet Mail Logon window
appears (Figure 2.5).

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.

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.

If you want to be able to log onto the mail
servers automatically without having to
enter your password manually each time,
click the Save Password checkbox; then
click the right arrow to continue.

The Congratulations window appears
(Figure 2.6).

In the Account Name box, enter an
identifying name for this email account.

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 email account is added to the list in
the Accounts window.

continues on nexi page
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v 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 Figure
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).

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).

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 B-Mail Address window
appears (Figure 2.9).

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.

The Hotmail Logon window appears
(Figure 2.10).

e P |
_{Mcnum Sellings  /0ptians

account neme: [iSPWarid |
[ 1 nehude this sccount in my “Send & Receive All" achedule

Personal |nformation —
Nome: [Steven Schwaris |

E-mall address: [zera@ispuaric cam |

Reeelving mail — — = —

focount ID; [zeres7

POP sarver: pop3.iapwarid com l

[ 5ave password: [eassses |

Click here for advanced Feceéiving cprioes |

Serding mail ————— e - — LB

SMTP server: {smtp.ispwirld cam 1

Clisk here for advanced serding options

Cancel " 0K l

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

— (G0 back to using the Account Setup Assistant

= ——— NewAtttunt =———

Add new mail account et e

Aceourd type: [ POP e

{Assistve | [ Cancel | |! oK !

Figure 2.8 This window appears when you
click the Configure Account Manually button.

— Hotmail account name

o fle——— ~ [AccruntSetup Assistant

5

Internet E=-mail Addrejis E

wou,

@ | already have an e-mai||address Lhat |'d ke lo use.

E-mail address:  fentouregevys @ botmali com |

For example: someone@microsoft.com

(2 1'd (ke 10 slgn up for an eccount from Hotmail

Cliek1he right arrow to continue

Your e-mail eddress is the a[Mress other people will use 1o send messages to

l 'Ecﬂﬂ-q_ur,emwn'l manuslly |

lal=2]®]

Figure 2.9 Click the first radia button, and enter the

name of your existing Hotmazil account.
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O - AccountSetupAssistant =~ H

Hotmail Logon _E

Type the account name and password you received from the Hotmail sign-up
page

Account 1D: [entouragevas |

FKote: the account 1D is not your e-mail
address. Typically it is the fexl in your
e-mail addresa before the @ symbol

Password: |eesesase ]

B Save password

bote: 1o eheck pour e~mall without
enlering your pssaword each time, select
lhe Save password check box,

Click the right arrow to continue.

([Canfigura sccsunt menually )

Figure 2.10 Enter the Hotmail account 1D (user name)
and password.

]—— Account name

O~ ArountsetupAssistant H
Congratulations

i ‘You have successful ly enfersd al! of the information required to set up your
acecount

Plesse enter a name for ‘|his account below. This neme is used only for
display purposes.

Account name: F‘.ntuul'ﬂ! Y3 I

If you would like to include this eceount in your “Send & Receive All"
Sehedule for checking mail, select the check box below

Include this account in my “Send & Receive All" schedule

Note: Schedules are availahle from the “Toola™ menu

To save these seltings click Finish

[ Configure eceount manually | [als]>]

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

5.

10.

Enter your user name in the Account
ID box.

This is the name or text string that
precedes @hotmail . comin your email
address.

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 accounts have shorter passwords,
you must go to www . hotmail.comand
change them.

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.

The Congratulations window appears
(Figure 2.11).

In the Account Name box, enter an
identifying name for this email account.

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.

To complete the account setup, double-
click the account name in the Folder list
section of the Entourage window.

The folder names associated with the
Hotmail account are downloaded to
Entourage. To download the contents of
the folders, click the folder name in the
Folder list.

continues on next page
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v Tip

B Ifyouseldom 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
Id Like to Sign up for an Account from
Hotmail; then click the right arrow to
continue.

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

Your Web 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 te Entourage.

List of emai! accounts —

Tonls

~ Fun Schedule ¥
BT Send & Recelve All @M
Spelling.. i) send Al - ORK
Change Dictionary EntourageVos
AutaCorrect. M Pre Bible
Dictionary :'!Mi
Chitck Namk s P 18 u’:.?f;::fl
™ :
i te Address ook ws e s 3001
~Open Links Ramresidant
Link to Extsting M Steve Schwartz
| ink {o tSerwd " vahoo Mail
Bunk Maf fIfeer...
Malling List Manager
Rules
| Mewsreun seltings.
Directory SErvices
Stgnatures
Schedules
Accoints

Figure 2.12 You can check for new mail
on any account manually by choasing its
name from the Tools > Send & Receive
submenu.

~ Sign up for a new Hotmail account

B0 AccountSetupAssistant . H
Internet E=-mail Address E

Your e=mail addrass is Lhe address vther pzople will use to send messages to
you.

(3 | already have an e-mall address that 1'd [1ke (o use
E-mail eddress: l I

Fer sxample: someons @microsaft com

=4 1'd like losign up for anaccount from Hotmail

Click Lhe righl arrow lo continue

|_Configurs sccount manisily | alzle

Figure 2.13 Click the second radio button to create a
new Hotmail account.

O AccountSetupAssistant _ B
Internet E=mail Address g

To algn up for & Hotmall aceount, cllck "Haimall sign-up” 1ogo to Lhe
Hotmail registration page,

When you click “Hotmail sign-up”, your Web browser is launched and you
can choose & user name and password. After your user name and password
ere confirmed, return to Entourage

[ Hotmail sign-up... |

Click the right arrow to continue,

[~ Configiire secsunt manually ] 7 [iElﬂ

Figure 2.14 Click this button to launch your Web
browser and go to the Hotmail site.
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Click to create a new acmunr~|

u“ﬁ——r“ﬁﬂm”mmm'
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Dl Tegey 17
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g 33 ki B - - r T L

Figure 2.15 The Hotmail home page.

z.

11.

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

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

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).

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

. 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 aceount is added to the
Accounts window,

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.

Tips

You don't have to use the Account Setup
Asgistant to create new Hotmail accounts.
If you like, you can use your browser to
go directly to the Hotmail Web site

{www . hotmail. com), create the new
account, and then follow the steps in

“To record an existing Hotmail account.”

Hotmazil accounts are free! Create as
many as you need. | create a new one
for each book, providing a way for
readers to contact me. You can use
entouragevgs@hotmail. comto 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 visiting 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 youd 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.

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 50URCE

Outlook Express

Data TYpES

Messages, contacts, accounts,
rules, signatures

Messages, contacts, accounts,
rules, signatures

Netscape Communicator | Messages, contacts, accounts,
rules, signatures

(laris Emailer 2,0v3 Messages, contacts, signatures
Now Contact Contacts
Now Up-Te-Data Calendar events, tasks, notes

Claris Organizer Contacts, calendar avents,
tasks, notes

Contacts, calendar events,

Qualcomm Eudora

Palm Desktop

tasks, notes
Tab- or comma- Contacts
delimited text file
MBOX text file Messages
e —— it e B
Begin import
Whet would you lke loda?
& |mpord infarmation from ane of Lhear programs
{3 Dublonk Express (G How Cantect
{2 Qualcomm Eudore (G Now Up-To-Dale
& Netscape Communicaior (P Claris Drgsnizer
{3Claria Emallor {20vZonly 3 Palm Desklop
3 Impor! Infor melion from & lext file
{8 Impert sonzants Troma k- er Tonme-delimiled tevs tie
3 fmper L ingesages from an 1180 for nal fees Nile
Click the right arrow to contlnue
[ AN
Figure 2.16 In this screen, you choose a
source for the data you intend to import,
Y1 : =

Ready to lmport g

Enlourage is resdy to import your infarmetion If you do mot wand ta [ mpard
8l of vour (nformation now, vou cen Import It later Dy choosing Import
from ihe Flle meny

What would you like lo [mparit?

[ Mesaages
Contacts

[ Aceounta
[ Rules

4 Signatures

Cliek the right orrow 1o conlinue

rini]

Figure 2.17 Click checkboxes to indicate the
types of data you want to import.
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| B oreasrer 1031400

F Orualiy 10#31/00
L T 1149200
B Srirorss HB alier 10426400
e ecpon] Yesterday
2 Laserwrllor 1L HTX 12/8/00

Slect & filn conleini g contats or addresses.

@ | cancel || !mpurt J]

Figure 2.18 Select a text file to import in this dialog box.

—~ Address Book fields

View additional records
|—m the imported file

Fields in the
|— imparted file

s — ImportContagts
P——— =

Has fesda njog __.r.‘m_im—m Flales tsat s ol o Esmmrans Tl

| EE firmt s ot T mamar apeer mﬁ::ﬂ;rmmwum .ls.ﬁl:;‘

: i = Magped < Toabbor ehange &

Bl by s e b Tt ok 2 & e ikl T2 e peaition

() e e s i e ko
- Rocard 24f 705

Finggmd fiei sl fs

o hame [ charyr corin

= | @ Horeiss  Bratiey

i Azeant Executiv

a Abaolute Enlertalnment, Inc &

&

Eﬂ 10 herweanymeiry B Savin 30

i E Ui Bl S S izl

U wio

B ores sanps-ipfe !

[ 201-mig-4s00 a15-304-7 |

I Busiress Business .
B

\wn AT Aadrees
WurECity
YT Thele

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.

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.

In Entourage, choose File > Import.

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

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).

Select the text file that you created in
step 1, and click Import.

The Import Contacts dialog box appears
{Figure 2.19), displaying the Entourage
field list (Mapped Fields) and the fields to
be imported from your data file
(Unmapped Fields).

If the exported file does not have a field list
as the first record, uncheck the checkbox
labeled First Record Contains Field Names.

. Match fields from your exported file with

corresponding Entourage fields by drag-
ging field icons from the Unmapped
Fields list to the proper position in the
Mapped Fields list.

It your data file has a first-name field, for
example, drag its icon to the First Name
field in the Mapped Fields list.

continues on next page
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7

10.

11.

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.

To ignore all unmapped fields, uncheck
the checkbox labeled Import Unmapped
Fields to “"Notes.”

If vou leave this option checked, all
unmapped fields will be copied into each
contact record’s Notes field.

Click the Import button.

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.

Click the Finish button.

=] e 1]
M fliids g Frejes that carreniond in Entograge flaide
3 rizst rssd contsins fisid namer appea appotits thiir cognier parts in the
= v Bapped (eld S Teadd ar changma flsl
[0 pert nvmasons i fu T rasplng, arag L0 Tield s w nev Fetition
- 1 Fia© e papary [ e Mapped (elds bax.

(TR | BT Paaopet

Mg ikl - Uronugpad Ty

Tirat Haca E Jehn I E ottt =
Lest bams B woess = E]

Titty A IF]

Satfhx fil votr ¥inoler

Nizkeeme

Cnmpacs) allpghanye |

|
Tt [E]
sl 71
WOrE S1ret Asress EH 12w
wary Bity
Wary Han
e T

X
s
-
z
<
|
ES

L 2

Figure 2,20 When you've completed the field
matching, the Import Contacts dialag box will lock
something like this.
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}
—E

b

Entourage Book

Figure 2.21

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

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:

1.

Export a message folder (Inbox, Sent
Iterns, 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.

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

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

W Nothing stops 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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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
persons 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
Shift)(38)(Q).
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
persons 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.

—— = —

Are you sure yau wantto close all connections
and windows for the current identity?

[] Don‘t show this message again

(=)

Figure 2.22 To work with identities, you must
first close the current one.

Delete an identity —
Rename the selected identity —
Create g new identity —

E=————Entourage =———|=——|='
Select an identity:
Hein fdertity. =] [ New.. |]

| Rename... ]

Delete

|

[ Show this 113t at startup

Figure 2,23 Click New to create a new identity.

== Naw identity =

Identity name! | Evan
Base inltial settings on; | Enfoursqe Defaults &

| Cancel |l 0K g

Figure 2.24 Name the new identity, and specify
its initial settings.

- FEntourageSetupAssistant =~ &]

Welcome

5

Welcome to Microsaft Office 2001, Before you begin, Dffice needs to know
who you are. This informstion is used lo customize Dffice with your
pergonal deta such ea name, company, mailing address, e-mail sddress, and
phone numbers

Plesse iype your name

First name: | Evan |
Lest name: [Schwartz |

Cliek the right arrow {o continue

S 3]

Figure 2.25 The Entourage Setup Assistant walks you
through the process of registering account information
for the new user.
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Identities and Office 2001

Other Office applications use identities to
distinguish one users documents from
another’s. Similarly, when referenced by an
Office application, cach person’s reminders.
Calendar, Address Book, and other
Entourage components are distingnished
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.

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
(Shift)EE)Q)-
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
(Shif)EIQ)-
A dialog box appears (refer to Figure 2.22).

. Click the Switch button.

A dialog box appears (refer to Figure 2.23).

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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To rename an identity:

10

Choose File > Switch Identity or press
(Shift|G)Q).
A dialog box appears (refer to Figure 2.22).

. Click the Switch button.

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

Highlight the identity you want to

rename, and click Rename.
The Rename Identity dialog box appears
(Figure 2.26).

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

To delete an identity:

1‘

4,

Following the steps in “To switch identi-
ties” earlier in this chapter, switch to any
identity other than the one you want to
delete.

You cannot delete the currently active
identity.
Choose File > Switch Identity or press

(Shift)E£)@).
A dialog box appears (refer to Figure 2.22).

Click the Switch button.

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

Highlight the identity you want to
eliminate, and click Delete.

A dialog box appears (Figure 2.27).

. Confirm that you want to delete the

selected identity by clicking Yes.
Click OK.

Entera new name —

e _IRenamefidentity. — - |
Igentity name | Faln laantity |
| Cancel ] ! 0K I

Figure 2,26 Raplace the current name with
anewone.

Are you sure you want to defete the selected
Identity? There Is no undo available.

G Ges

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

v Tips

B 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.

B 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-alone 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.

® ¢ ¢ o

Synchronize a Palm handheld device with
the Entourage Address Book.
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Chapter 3

Opening the Address Book

To work with your contact data, open the
Address Book by doing one of the following:

¢ To view the Address Book in the Entourage
main window; click the Address Book
icon in the Folder list.

¢ To open the Address Book in its own
window, choose Window > Address Book,

or press (3)(2).
v Tips

B The Address Book window is resizable.
To change its size, drag the bottom-right
corner of the window (Figure 3.2).

B You can also open the Address Book by
(Control}-clicking the main-window toolbar
or a message-window toolbar and then
choosing Address Book from the pop-up
menu that appears (Figure 3.3).

B To find a contact in the Address Book,
scroll through the list. You can also filter
the list by contact name, company, or
assigned category by choosing an option
from the Filter pop-up menu and typing
a full or partial text string in the text box
(Figure 3.4). To restore the list so that
it shows the complete contact list, delete
the text in the filter box. (You can delete the
text quickly by clicking the eraser button
to the right of the box.)

B When you filter by name, you aren’t
restricted to entering contact names;
you can enter many other types of text.
To search for all contacts who have an
America Online account, for example,
enter aol.com.

B Ifyou've configured Entourage for multiple
users, be aware each user has a separate
version of the Address Book. Use the File >
Switch Identity command to switch to your
identity whenever you run Entourage.

Click to zoom the window

: baboo@ctarc..
602-741-1111  623-555-1205  janders@hotma_

904-258-5800  904-673-9090

615-546-1157
800-283-9444 heryi@Paachp.

Click and drag to change the window’s size —I

Figure 3.2 There are two ways to change the size of
the Address Book window.

Pop-up menu

8 senciems

5 ones
b B Deleted Trems (1)
§F Addenss Bk
Calendar
V2 Tasks
Notes
2 A custom visus
8§ Encourage ook
8 entourage Tolk
§ P Talk
3§ 106 8ocks
R Micrasof press
S suspacead Junk Mail
PN Enurage VOS
P S ruprosible
BN emvgs
5 X Ms office 2001
BN Ramresident
BN seeve schware
1% Vahoo Mail
£ 180 Channel News

Figure 3.3 You can also open the Address
choosing its name from this pop-up menu.

Eraser button
Enter a filter string here

barboo@ct..  Hone
andy@acc.. None

360-699-.. dmschwart. Mone
453-9503  sedona@c.. Mone
sschwartz..  None

Figure 3.4 You can limit the display to records that
contain a particular text string.
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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,

Sort-direction indicator

ALR Partners
Adobe Systems
Advanced Datsh._.
Advanced Datah. .,

Aladdin Systems
Andersan Plumbi.. Figure 3.7 The current sort

column s shown as indented

#pple Computer and darkened.

Setting Display Options

You can’t change the Address Book’s Leolbar,
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 subrmenu (Figure 3.5).
Checked columns are displayed;

urnichecked 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 between 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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SETTING DisPLAY OPTIONS

Chapters

v’ Tips

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

B Ifyou 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.

B Ifyou'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.

i e " el Ly
e = (Lo ey -
lﬁ;u’f'&“ 4.1 - ——
Figure 3.B You can choose Address Book columns te
display from this pop-up menu.

617-555-1234

Figure 3.9 Phone numbers in contact records can be
magnified for easy reading.
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Figure 3.10 You enter basic information for
each new contact in this dialog box. Click
the Mare button to enter more advanced
information.

Sy
T ajln-hkl_@ﬁh:‘%\sivi Brind

Telephom keted 1
M LTI TN
Whifly phone (oY) a3d-Fend 3¢ i awes

e T T

O fingamt 58 Sy Thin costart with Psi m OFgasizer

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.

This contact has been modified. .
Do you want to save your changes?

[J] Don't show this message again

Gosecer) |

Figure 3.12 This dialog box appears if you close a
contact record without saving your changes.

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 toclbar button and choose Contact.

If the Address Book pane or window is
active, you can also create a new contact
by pressing [E)(N).

The Create Contact dialog box appears,
open to the First name field (Figure 3.10).

Fill in the fields.

To move from field to field, press to
go forward or to go backward.

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.

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.

v 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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CREATING AND EDITING CONTACTS

Chapter 3

To create a new contact record from a
received message:

1.

Do one of the following:

A Select the message header in the
message list, and choose Tools >

Add to Address Book or press (2)=].

A (Control)-click the message header in
the message list and choose Add
Sender to Address Book.

A [f the message is open in its own win-
dow, choose Tools > Add to Address
Book or press [38)(=).

The person or company is added as a

new contact:

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

Whether 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.
2.
3.

Open or display the Address Book.

Highlight the record in the address list.

Open the record by using one of these

methods:

A Double-click the record.

4 Choose File > Open Contact or press
B3]

A& Press or (Return).

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

Make the necessary changes.
Click the Save button to save the record.

Close the record by clicking the close box
in the top-left corner of the window.

Using Custom Fields

Entourage includes eight custorn text
fields and two custom date fields that you
can define and use as you like. If you use
online chat programs, for example, you
could use one of the fields to recerd chat
handles. The 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.

Entourage also provides four custom fields
for phone labels. Open a contact to either

the Home or Work tab, click the Label

column, and cheose Edit Custom Labels
from the pop-up menu that appears.
Name or rename any of the four labels.
You could add labels for phone numbers
to be used for Sales, Customer Service,
and Support, for example.
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Figure 3.13 You can set either the work or home address
as a contact’s default,
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Figure 3.14 If a cantact has multiple email accaunts,
you can spacify his or her default email address.

Are You sure you warjtm-n_eﬁnan,enﬂydele'te
the selected contact(s)?

[(Gancer ) [(Detete

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

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 persons 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 holdface.

To make a different email address the
deflault, switch to the records Name &
E-Mail tab, select the email address,
and click the Make Default button
(Figure 3.14).

v Tips

B 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.

B ‘To delete a contact record, select it in
the address list and then click the Delete
toolbar button, choese Edit > Delete
Contact, or press (3€)(Delete) 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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B Ifyou 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 tah, click Reset
Confirmation Dialogs (Figure 3.17),
and then click OK.

W To add a picture to a contact record,
switch to the Personal tab, and drag the
picturess 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 of it.

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
— and new records automatically

& This contact has been modified,

Do you want to save your changes?

] Don’t show this message again

Figure 3.16 If you 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
save procedures T

Notification tab
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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. j
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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.

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:

p

3

Do one of the following:
4 Choosc File > New > Group.

A (lick and hold the New button and
choose Group from the pop-up menu.

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

The Untitled Group dialog box appears

(Figure 3.19).

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

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

You can use any of the following methods

to add people to the group:

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

4 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 inte 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 window’s close box.

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

v Tip

B Ifyoud 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

You can maodify any existing contact group
by deleting it, changing its name, or chang-
ing its members.

To delete a contact group:
1. Open or display the Address Book.

2. Select the group name in the address list,
and do one of the following:

A (lick the Dclete button in the toolbar
4 Choose Edit > Delete Group.
A Press 38)(Delete] or (Delete).

A [Control]-click the group name, and
choose Delete Group from the

pop-up menu.

3. Confirm the deletion by clicking Delete

(Figure 3.21).

Areyou sure you want to permanently delete
the selected contact({s)?

|L_Cantel J| [ Delete |

Figure 3.21 You must confirm a group deletion.
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To rename a contact group:

1.
2

3'
4,
5.

Open or display the Address Book.

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 [3)(Q), (Enter),
or (Return).

Type a new name in the Group Name box.
Click the Save Group button.

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.

. 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 (%)(0), (Enter],
or [Return].

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

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.

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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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 (3)(D). 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).

B You cannot undo a group deletion.

B 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 groups icon is different from an individ-
uals icon. Also, a group has no identifying
information other than its name, making
it easy to spot.

B~ FieMkerDevelopers QS
S hdd X Pemme J by 58ve Group E%Llnk 'lﬁ-!}:t“_‘_':‘_"” (igmmrlu v

F‘ﬂ“m [Fileraner Develozars | Delele Grawg | 7 i
[ Sap ahow attreases when sending to graup | Sart List I
§ IBMzesl com =

lﬁ FileMakur Pro Tele «'mproetluevorid com»

gl

Figure 3.22 You can also delete a group from the
group window,
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Figure 3.23 The selected contact record is attached
automatically as a vCard (.vcf) file.

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 that
ends with .vcf.

continues on next page
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3.

v
|

Drag the attachment into the Address Book.
The vCard data is added to your Address

Book 28 2 new record.
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 messages 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 epportunity to choose
which contact information is included in
an emailed vCard; all information goes.
To avoid sending very personal informa-
tion to strangers, you have two options:

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

A 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.

Figure 3.24

Dragging a contact
record onto the desktop
orinto a folder creates
avCard file fromit.
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Figure 3.25 When you issue the Print command to print
one or maore contact records in Entourage, this special
dialog box appears, enabling you to set print options.

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 to it 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. Ifyou want to print only one record or a
selected set of records, select the
record(s) in the Address Book.

To select multiple contiguous records,
(shift)-click to select the first and last
record. To select noncontiguous records,
(8¢)-click them. These selection techniques
can be combined.

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

The standard Print dialog box appears
(Figure 3.27).

9. Click the Print button.

v Tip

B You can print a single record by opening
it in its own window and then issuing the
Print or Print One Copy command.

Print contacts by: | Mame 3 iz J
Naime arder: [Lsal, First B
[ Anply page breaks by letter  Holen.
LI #rinteot lines
[ Page numbars
Specify Print Items e S
[ Compory [ sicturs
[ Phats numbera [ Homn stdrass
A Intereat sddrazsas E’Wﬂrhﬁrm
i Custom fields [ Persanal Info
| Cancel I u 0K n

Figure 3.26 Use the Print Layout dialog box to specify
items to print and to exclude, set a sort order, and so on.
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Figure 3.27 After you set Entourage-specific print
options, the nermal Print dialog box for your particular
printer appears.
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Figure 3.28 When you export contact records, the
nermal Save dialog box appears. Specify a name for
the export file, choose a location on disk for it, and
click Save.

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

B 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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Synchronizing Entourage
Files with a Palm Organizer

If you have a Palm Pilot or Palm-compatible
handheld organizer, you can synchronize
Entourages Address Book, Notes, Tasks, and
Calendar with the Palm’s Address, Memo Pad,
ToDo, 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
software 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).

Come s o o IVsinePackingtalior — -~ @&
Select All
b 1 Assistants W=
p O Clipart i
] Equation Editor i3]
p O Excel Add-Ins i
B O ExcelType Lihraries (H]
O Fonts g
O Genigraphics 1]
g Handheld Synchronization 1 |«
"Dk spice wvallsbe 217 ATEE AorEcrmite il Ktace rewded '} 504K
— Praseas Lol len - =
Hharns bl o prrwsad i he Sokler D &0 B Shi
J Fesiont .
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Figure 3.29 To install the Entourage conduit, click the

Handheld Synchronization checkbox.
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Figure 3.30 The Entourage Conduit Settings window.
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Figure 3.31 Choose a HotSync action for each of these
four Entourage components.

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

4. Inthe 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.

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

3. Synchronize the components by choosing
among the following options:

A Synchronize. This option synchronizes
the two files. (Note, however, that if
matching data—such as a contact
record—has been changed in
Entourage and on the Palm, two
records are created.)

A [Entourage Overwrites Handheld.

The selected Entourage database will
replace the matching Palm database.

A Handheld Overwrites Entourage. The
selected Palm database will replace
the matching Entourage database.

continues on next page
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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-click 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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Figure 3.32 To enable the Entourage conduit, you
must move the normal Palm conduits moved to a
different folder.

Choose a default address
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Figure 3.33 If vou've defined custom fields in
Entourage, you can specify up to four of them to be
used in conjunction with your handheld.

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.

5. 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 Entourages Address Book, the
Palm’s Address program supports only
four such fields. Choose Entourage custom
fields from the pop-up menus to indicate
how you want them to map between the
two programs.

9. Ifyou want the Entourage custom field
names to replace the Palm field names,
click the checkbox at the bottom of the
dialog box.

10. Click OK to save your settings.

You return to the Entourage Conduit
Settings window.

11. Click OK again to dismiss the window
and save your changes.

The chosen settings will be used in all
future synchronizations.

continues on next page
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v Tips

B Your Palm must be running Palm OS 2.0
or later, 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 carlier version of either
component, visit www.palm. com and
download the current software.

B I[fyou 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.

W 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.

B Youll find Palm/Entourage troubleshoot-

ing information in the MS Entourage
Read Me file.

Palm user name

Thu PM |
Open Palm™ Desktop |
HotSync@ (Steven Schwartz)

Find Contact..
Create

Events & Appointments ‘
Tasks Macintash HD

Contacts

Figure 3.34 This pop-up menu lists your Palm user
name. Ifthe 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 Entourage 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.

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.
v Tip

B When working in Word, you can also open
the Address Book by choosing Tools >
Address Book.
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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 (V).

Viewing 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.

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 fram the pop-up
menu to view a map for the person’s work or hame
address.
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Figure 3.38 You can get detailed driving directions from
your home or office to any contact’s home or office.
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