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Set preferences 
Microsoft Entourage combines e-mail, address book, calendar, 

172 / Personal Data and other funclions. You'll begin by setting preferences. 

El . = Microsoft ~ 0 B 
20 items, 86.S MB available ,,. ... 

§ ClipGellery Preferences 

Q custom Dictio11arv 

~ lli.U-llll·l•l!llirltUl!!I 
[1 Excel Setting• ( 9) 

g'.l Excel Toolben (9) 

D Microsoft Cllpb~rd O.lo 

Previous :1€( 
Next :!Cl 

✓ Toolbars 
✓ Folder List 
✓ Preview Pane 3€\ 

Columns ► 

Internet Head ... ◊.leH 
Source 

U1Iread Only :!CV 
Flagged Only -0-00V 
Thrended 

Expand All 
Collapse All 

-

I 

I Delete file with current Entourage preferences settings 

Start computer. 

Double-click hard disk icon at upper-right corner of desktop. 

By double-clicking icons, open these nested folders: System Folder, then 
Preferences, then Microsoft. 

Figure at left shows part ofMicrosoftfolder in List view. 

From last folder, drag Entourage Preferences to Trash icon. 

On Special menu, choose Empty Trash. 

Previous preference settings are erased. 

Close all windows. 

.2 Starf Microsoft Entourage 

Start program (see page 7, but choose Microsoft Entourage). 

Program opens with default values for all preference settings. 

If Entourage Setup Assistant dialog box appears, close it. 

You'll use similar dialog box later to set up e-mail account. 

3 Make preference changes expecfed in this book 

On Edit menu, choose Preferences, then General. 

In dialog box, click Address Book tab. Enter your area code in text box. 

Click Spelling tab. Deselect Check spelling as you type. 

Click OK to accept changes. 

4 Disable AutoCorrect feature 

On Tools menu, choose AutoCorrect. 

On AutoCorrect tab, deselect all options. 

On Autoformat As You Type tab, deselect first two options. 

Click OK to accept changes. 

When you quit Microsoft Entourage, it will create new Entourage 
Preferences file with default settings plus your few changes. 

5 Set View menu options 

On View menu, make sure Toolbars, Folder List, and Preview Pane are 
checked and other items are not. 

6 If necessary, enlarge window to size in figure on next page 



+- Complete previous activity 
before going on. 

E-mail message f alders 

Other functions 

Explore windows 
Each different function of Entourage can be reached through the 
main window or opened in separate windows. PD/ 173 

I View main (Entourage) window 

With any of first five folder icons selected in left pane, Entourage window 
handles e-mail Junctions. 

With Inbox selected in left pane, click header line (if present) in upper pane 
to see contents in lower pane. 

--- - ---- ·-- -· - - -· --·- --··-· -·-·- ·-.. _,_ Entourage ,- .. - ·--- -. -- - -- •= ., ., 0 13 

~ New •I _!J Reply c.!i fi:!l I .. •~Link ·Is ·111 1 ~ Send & Receive · I (;J Move • gc,togorieo • Q. 

Folder List lnbox I Subject ; l I ot,rt. with ; 11 I 
-.:. Inbo>1 ~IDl-::,1 ! l~I From I Subject I Se11t • I Cotegories 

.!J OutboH The,Microsot. .. w.lcomoto E,_.,>90 200 I fo. 8/29/00 9:0 ... Non• 
Sent Items 

Header line/ ea Drafts 

t,..!Ji Deleted Items Contents area\ -a ~u Address Book -. 
□ Calendar 

From: The Microsoft Mac Team \ 
~ Tasks Subject: Welcome to Entourage 2001 for Macintosh ~~ 

,, 
~rr A 

Notes 

I>~ Custom Views 
Welcome to Entourage 2001, the newes_t addition to Micc~soft Office 2001 for 

= M-=1c, the ....,orld's most popular productivity suite! 

Q Microsoft News Ser'.'er -Entourage is an e-mail and personal information manager designed to 
integrate seamlessly with other Office 2001 programs, allowing you to easily 
organize your personal information and communicate with friends, family , 
and business associates, 

Entourage was designed with the following goals in mind: . Effortless e-mail Send and receive messages with ease, thanks to 
such innovations as Address AutoComplete, which lets you quickly 
address a message by choosing from a list of contacts in your Address 

Book and people you've recentl',' e x changed messages with. . Efficient management of personal information Organize and 
manage your contact information and schedule with the comprehensive 

f- Address Book, robust Calendar, integrated Tasks list, and other great f-

f- Entouraoe 2001 features, -... . 
l item displayed, I selected There sre no pending s:chedules 

.2 See address book 

Tip 
To get more space at the right 
without opening a separate window, 
drag the vertical split bar left. 

In left pane, click Address Book. Notice changes in two right panes. 

Click item in upper pane to see contents in lower pane. 

On Window menu, choose Address Book. Notice same two panes now 
enlarged in separate window in front of Entourage window. 

Close Address Book window. 

3 See calendar 

In left pane, click Calendar. Notice panes at right. 

Open separate Calendar window. 

You may have to click Inbox or other icon in left pane before choosing 
Calendar on Window menu. 

Close Calendar window. 

4 See other windows 

Use method in step 2 to explore views of Tasks and Notes functions. 



....._ Complete previous activity 
,.... befoi·e going on. 

1 7 4 / Personal Data 

By the way 
If you don't yet have an lSP, you can 
use the lnternet Setup Assistant to 
locate one and sign up for service. 
Quil Entourage, run the assistant 
(an alias is in the Assistants folder 
on your hard drive), and then start 
Entourage again. Begin at step 1. 

Tip 
If you. need to make future changes 
to account data, select the account 
in the list in the Accounts window 
and dick the Edit button. 

By the way 

If you'll be using a modem to dial up 
a connection to your ISP, you must 
set up the modem properly and 
provide the telephone number, your 
log-in name, and your password. 
Use the Modem and either PPP or 
Remote Access control panels. 

I 

2 

Create e-mail account 
if you're running Entourage for the first time, you'll need to enter 
information provided by your Internet service provider (ISP). 

Check for exist;ng account 

On Tools menu, choose Accounts. In new window, click Mail tab. 

If Mail tab already lists one or more accounts, close Accounts window. Skip 
remaining steps on this page. 

If you've been using another e-mail program, choose Import on File menu. 
Follow instructions to bring account and other data into Entourage. Skip 
remaining steps on this page. 

Use assistant to set up new account 

On Accounts window toolbar, click [,o. New I (new account). 

Accounts Setup Assistant appears. It has five pages. 

Use assistant to enter following information (provided to you by your ISP). 

Information 

your name 

e-mail address 

type of mail server 

incoming mail server name 

outgoing mail server name 

account ID 
your e-mail password 

Typical example 

John Smith 
jsmith@myisp.com 

POP or IMAP 

mail.myisp.com 

smtp .myisp.com 

jsmith 

PaSsWoRd 

save password? yes 

Entourage name for account John at My ISP 

Include in schedule yes 

When all information is entered, click finish. 

Entourage name of account appears in Accounts window 

Q 
- --- -

I;!] !l Accounts ¥¥ =-
~~N,w • ·1-ijfEdi\ "'ififDelete LtiJ·HokcJ)efaulL 

~/Nowo\ I mreetory·serv1c• \ 

JGi A.th"' at DNA (POP) 

':;;:-
~ 

- - - -
r-i-

3 Close Accounts window 



Complete previous activity 
before going on. 

By the way 

This window links the e-mail 
and address book Junctions of 
Entourage. You can use the window 
to add someone to the address book 
or to looh up the e-mail address of 
someone already there. 

Tip 
You can type several addresses in 
each box. Separate the addresses 
with a comma. 

Tip 

Think of your subject text as a 
headline that will nwke the purpose 
of your e-mail clear to the reader. 

Send e-mail 
You'll use the Entourage program to send an e-mail message 
over the Internet. PO/ 175 

I Start message 

Make sure Inbox is selected in left pane of Entourage window. 

At left of toolbar, click [~N•"' ]. 

Two windows appear in front of Entourage window. Front window is where 
you enter e-mail address of person you're sending message to. 

0 
;~ad, -~~;.0,1~ t i:&cricic-Noii)e~~tu AddjI;. B~k_-:--

'.:::;ro: 0 1\=l=======.---------------~1 :- I T~p• aome or oddreso here I 

.2 Type addressee info 

3 

For now, you'll send e-mail to yourself. 

In To: box of front window, type your own e-mail address. 

If your e-mail address is known to Entourage, it will substitute your name 
in the To: box when you do the next step. 

If you want to send copy to someone else, tap [TAB ] twice, and type person's 
e-mail address in Cc: box. 

Tap [ RETURN I to complete entry and close front window. Notice same data 
now in To: and Cc: boxes at top of Untitled message window. 

Type subject and message 

In Subject: box, type brief topic. Tap (TAB). Look at title bar. 

Title bar of message window changes to subject of message. 

In message area below, type your message. 

Message window should look similar to figure below (La1·ge box may 
appear below Attachments. Triangle to left shows or hides box.) 

Your name or e-mail address fiere---++-_,.~ ~-," Ta::- @Arthur Luehrmona 

£{: 

~ jectc l E-msil test 

-I& A_ttoeh~nto: //!JI"· 

{ ~iJI Moneco • Hl,-M-ed,-um-...-l~Jk 'It I J. T. t. = § '§ lc!;: = ~ !;J~_• __ } '[-
I am te:stir19 Mi crosoft Ent01..1rczve b.i sat'ldir'l9 e-111ai l to my own address. 

I 



1 7 6 / Personal Dalo Send e-mail continued 
~1ttSiQh$1;1\961g;,i-;t.mlli!illllWl'ii•illli -1113!1illl¥MIIIIIIDiiliiiill--illll:!1!1/Ml#IIRl!&=:C:======'"''lllli'All<iJ!lliiltl2:!:':Z&!liilllfl:!H!!lAlll¥1111E:iiEl!b!!.:"WEalAEfW!llll-llallZfi11151Wl2lfsllililC/!ll'lll&il:◄illlillllll!!lllmBl!lli&-;ma 

Tip 
If you have several messages to 
send, use the Send Later button for 
each message. When all are done, 
didi Lhe Send & Receive button on 
the toolbar of the Entourage 
window to send Lite w)wle group 
(and get any waiting messages). 

4 Make Progress window visible 

5 

On Window menu, choose Progress. Drag window below message window 

You may have to raise bottom of message window to make room. 

Send message 

Click message window. On toolbar, click l~s,ndNow l. 

Watch Progress window. 

Progress window shows activity Connections to Internet vary. You may be 
asked for your account name and password. 

'v' ~Ming me,oagas () j Stop All j 

- ~rth_!lr at DNA -----------"-=~' 
Stop J-

After connection is complete, e-mail is sent, and message window closes. 

6 See items sent 

ln left pane of Entourage window, click Sent Items. 

Header for item you sent is listed in top pane at right. 

Click header to see message in bottom pane. 

- - Entour.:ige • Im F§l === 
l&j Nev •f ~ Reply ~ 1(2) I~-, .~link ~1 ~ 'tiiT~ send& R~eive- ;I lJl.Move·. 1§.ica1e9,',; .. _, .0,,; -

Folder Liot !sent Items I Subject I ~ H slor!Htith I ~Ii 11g] 
~ 1nt,,):,c ,iitl ! l&l ro, I Subjec1 --C•.t•!IOries 
~ Outbox 

- I sent Itern:. I 

ffjj Drafrs 

~ Delet~d ltems . 
Ifill Address Sook 1--

T 

Ifill Calend•r 
fr"m; Ar'thur Luehrmenri <erthur<$1dM com> 

ti{ Tasks Subject E-moil te,t ~i ·~. 
~ Notes . '#), Vou sent thi• rnes .. ge on 9/2/00. 

-
~.@ Cunc-m Vie•.,s C 

ml I om lesl lr'l9 Hi,:r osofl Entourage by sending e- m1Jil to rn!J own oddress . 
M1c:ruscrft:Ne:w'S Server 

I- -
I-
T T 

1 item displayed, 1•sel e,:ted· - . There ere no pen<J\ng_schedule, ¢-



~ Complete previous aclivily 
~ before going on. 

Tip 
If the message you sent doesn't show 
up, repeat step l. Sometimes receipt 
of e-mail can be almost immediate; 
however; delivery can take minutes 
or longer; depending on network 
activity. 

By the way 
'When you click or double-click an 
item in the inbox, the message 
remains in the inbox but is marked 
as having been read by you. (The 
blue symbol before the item header 
disappears.) 

Tip 
Click Reply All if you want to send 
a reply to the sender and everyone 
else the message was sent to. 

Tip 

It's good practice when replying to 
e-mail to include all or at 1ea8t the 
important parts of the message 
you're replying to. 

Read e-mail & reply 
Entourage allows you to receive and view any e-mail that has 
been sent to you. PO/ 177 

I Gete-mail 

,2 

3 

4 

On toolbar of Entourage window, click [~ s•~d & Receive I. 
Button sends any unsent messages before getting any sent to you. 

View contents of inbox 

After e-mail is received, click Inbox in left pane. 

In top pane, notice header for message you received (and possibly others). 

Blue star to left and bold type means you haveni read message yet. 

-~jief,......,li;'!~~cof,j~'k· ... I:' :;,,.. . .: ~, Llnk_~.j'l'.'\.c·sli..~ 1r-ct:; Sei:.ir&-:-1&~ 1.veo• 1rr-.-:1:1c,.e.. ~:~b,(egori~s-.-. A·:c.:- ' ~ -~I. L...il , :::- ; • »-- -t~.:IIE .. -~- .-. ...__ :~ . c=J.!: -..-. + ~ 

Folder list • In box . [ Subjecr· I :J( storts with I ~ l I I~ 
.ti ~ -~11£;11~1 ! 11/P I Fr9m_ . llsu~ject •· I Sentr.~•'- ..-lf Cete~ries 

& Outb'c>1 ~- Arlfu-1..J.Jifh"... E-mail hst Todiv6_:32:PM None I 
~ Sent hems 

1

: The Microsot... W~i>mc'OO l:fltnurage 2001 fo .. 8/291009:0... None 

fj_ DYafts 

Read message 
I 

In top pane at right, click item you just got. Read message in bott6m pane. 

Double-click same item to open message in separate window. 

Data at top shows sender; date, recipient, and subject. Message is below. 

From: Arthur Luthrm1Jnn <eirthur@dn!a.com> 
[)ate: Saturday. Septeml>er 2, 2000 6:32 PM 

To: Arthur Luehrrn~nn <~rthur@dn.a.com> 
Subjtcl: E-mo11 tut 

I om testing Hicf'osofl E"nlo1.1ra9e by ser1dlng Q-mo i I to ffi'd own oddr-ess . 

Creole reply to message 

On toolbar of message window, click ~ ~ -;~l 

New message window appears for you to type your reply. 

Look at title bar and top part of new message -window. 

Top part is automatically filled out J or you. (You can edit items.) 

Look at bottom pane of message window. 

Message you're replying to normally appears there with each line preceded 
by angle bracket (>). 

Type your reply. 

Message window should look similar to figure on next page. 



1 78 / Per,onr;,l Data Rea,I e-mail & reply continued 
... W-et!Wi&Ml#@.L.mr 

El ..... --~ • Re; E-mail test 11!1 el 

-~ ~end How (;'!. send Later !@ j ~ Unt •~-I# j ,JI· IE]· j ~jl ~ lnwt H~perli nk • [§categories • 

To_: @ Arthur Luehrmonn 

Cc: . ;=========================:; Subjoct: I Re: E- moil test I 
·1> Atlochmenk Mt>e 

~~ I ~J.:l l~M-.,o-!u_n_·, ~1-~lj 1,1 

Or, 9/2/DO 6· 32 PM, "Al""thur• Lochr-nuJnri" <arthur-~na, c:om ► wrote : 

;) I cim les ling Mi crosoft Entourage by send i ng e-moi [ t o my own oddr' ess. 
> 
> 
Looks I 1ke I l worked 1 No1c1 I' I I send the repl,y back. to the s~oder- {that ' s 
rul ). 

5 Sendreply 

On toolbar, click IQ.s,ndflw I. 
After reply is sent, notice yellow bar just below toolbar. 

Close original message window. 

In top pane of Entourage window, notice symbol to left of header. 

Curved arrow means you've read and replied to message. 

6 Get reply ;ust sent fo yourself 

On Entourage toolbar, click [~ Send&Receive] . 

With Inbox highlighted at left, click new header in top pane. 

Notice contents of message in bottom pane. 

~ New • I ~ Re.ply [o [ljj I ~ · ~ Lint -I ~ ◊© I~ Send & Receive • I ('.) Move· · ~ C•tegories_ · -Q. 
Folder Li>t I ~ I lg] 

..t. l1ni>•• I 

~ Outbox 

~ S ent Item5 

[}j, D,afts 

[a, Deleted Items 

~ Addru.s ~ook 

I@] C•l<nd>r 

i1!' Tuk, 

~ Notes 
1 t> ~ C1Jstom Vjews: 

~ Mlcmsoft:N~ Server 

Art:hvrl!Jiahr.. E-mi 1I t 'l! :St Tod"'/6:32 ... 

The:Microsoft_ Wakom-=,;o Enmuragie2001m.. a/29/00 9:0 ... 

From: Arthur Luehrmano <erthur~dne,com> 
Subject. Re: E- m•l1 te,t 

. ~ Thfa fa a repl IJ to Olle Qf your me3saga:,. Sho•,1 Origin3l 

: On 9/2/00 6: 22 PM, "Arthur Luehrmann " <arlhl:rP_Qr'Ml com> wrottl · 

None 

> I am test i ng Mk:ro:oft Entourage. by send 1f\g e-mail to my own address. 
> -

' Looks I i ke it uJOrked l Now I ' I I send the rep I y bock lo the sender" < lhot' s 
me!). 

7 Quit Entourage 

On File menu, choose Quit. 

If you're using dial-up connection to Internet, disconnect now. 

To disconnect, use PPP or Remote Access control panel. 



Tip 

You can attach more than one file to 
a message. Keep in mind, howeve1; 
that attachments make your 
message larget; and some e-mail 
systems have limits on the size of 
messages they can receive. 

By the way 

If you attach the wrongfile, you can 
remove it from the Attachments 
box. Click the file name or icon to 
select it. At the right, click Remove. 

Attached file 

Tip 

He1·es a11other way to attach a file: 
drag it from the desktop or a Finder 
window into the Attachments box. 

Affaclt file to e-mail 
You can attach Microsoft Word documents, spreadsheets, 
pictures, music, or any other type of file when you send e-mail. PO/ 179 

I Start Entourage 

.2 Create new message 

3 

On toolbar, click l!&J New j. Address message to yourself. Tap [RETURN ). 

InSubject:textbox, type File attachment test. 

Attach file to message 

On Entourage toolbar, click I~ (add attachments). 

File navigation dialog box appears. It works like one for Open command. 

Navigate to your My Files disk or folder with files you've created earlier. 

• Choose Attachment ~.,=:-:_..:___ -~---- -

itB! Myfiles 

In scrolling list of files you've created, double-click one you will attach. 

Name of file appears after Attachments label, just below Subject. 

If necessary, click triangle to left of Attachments to see box below it. 

4 Add message, and send 

5 

Type message similar to one at bottom of figure below. 

□ · File attachment test ······=,,=~ims 
~ Senrno"' la sendl&ler 1G) I ~Link· '-'fl [/Y I ~P· IB· I ~f :i, lnserl Hyperlint ... ~ Cetegorie!I .... 

To: @Arthur luehrmonn J Cc: 

Su~Ject: I File •tt•chmeot lest I 
7 Attochmento: Soles 

[l Siles l J K ◊ Add 

- 0., Find . 
-;; Remove 

fr>eotJe f« ,lntj ~fei" (App"k-OQUOle); f)I') (X>f'l)/),"~S!>i® 

e~t 11 Monot~ j.l \Medium HI J I T 1~ ~ 

I - ti-..:[ ~ · • I . -
Rttocn•d hee• l.s a t'i le J ere.tiled ,muhi le bi,ck . En j oy ti 

On toolbar, click [Q sen<1 No,,, j button. Wait for message to be sent. 

Get message 

Click [~send& Receive I button. Wait for message to be received. 

I 

With lnbox highlighted, notice paper-dip icon at left of new header. 

Paper clip means message has file attached. 

Today9::50PM None 

In top pane, click line with new header. Look at bottom pane. 

Window should looh similar to top figure on next page. 

I 



t 80 / Personal Dofo Attach file to e-mail continued 

Tip 
You can also drag the file from the 
Attachments box to the deshtop or 
tnto any Finder window. The result 
is to put a copy of the file where you 
dragged it. 

6 Save copy of attached file 

In Attachments scroll box, click name of attached file. 

At right, click Save button, as in figure below. 

I - --- Entourage 

~ Ne,1 • I ~ -Rtely ~ ~ 1: ~ ·· ,unk- ;f:~:-~ 1 ~ Sen'd'& Receive ·f·~t:1ove • iiID_coteg_!!rieo .:e-·0... 

Folder List lnbox I Subject I ~ ll slorts with I ~)I 

l!IJ El 
. 

11g] 
if.~ ~ 1~3 1%·1 ! I'.,> I From I Sobject I Sent ~ I CateQorieo 

i!i OutboH I t. Atd-iur UJKlr ... File .att.achm~nt test Tod•y.9:50 . . Nc>na 

~ Sent Items ~ Arthurl.JJehr ... Fi:~t E.•mJ1il te~t Toddy6:39_ ~one 

l:'i Oofts: ~ ~ ArthurLuehr .. E· m.itl test Tod,1.,6132.~ r-tone 

\j. Dtleted Items TheMir.l'l)Soft .. Wekome. to Em:ourage 2001 fu.... 8{29/00 9,0 .. Nont': 

ii AddreS:!. Book 

!TI] C.-le ndar 
From: Arthur lueh.rme.nr,~rthur@dna.com> m T.asks Subject: File ottochmen11eot 

~ N0,tes ,;;,Atlochmento:Soleo 

t>~ Cus:1.:om v,ew~ 

r 
►iii 

~ Microsofi:Me111s SeNcr 
i 

At toched here is a file r created a whl l e bock . 

7 Pay attention to warning advice that appears 

Sc1ving: Sc1les 

Some files ca11 contain viruses or otherwise 
be harmful to your computer. lt"s important to 
be certai11 that this file is from a trustworthy 
source. 

Are you sure y ou w,rntto save this file? 

D Don"tshowthis message again 

I cancel J rr Save]] 

8 Assuming you trust yourself, complete operation 

iff~ 

n~,:; 
..,. ~ R!move 

En joy~ 

I 

f-

f-
T 

~ 

I 

Click Save. In new dialog box, navigate to your My Files disk or folder. 

S,we Attachment 

1181 My Flies 

In Name text box, click to right of file name. Type (received) . 

Click Save. 

Copy of attached file is saved on your floppy disk or in your folder. 

9 Quit Entourage; disconnect from Internet if necessary 



Folder list 

V ~ rnb01o1 

lli lml 
~ OutboM 

~ St.n.t It@n'\s 

m Drifts 

~ fflj. Dtltced ltems 

Manage messages 
In jus.t a Jew weeks of e-mail use, your inbox and sent-files 
folder can become packed. Entourage can help. PD/ 181 

I Start Entourage 

2 Delete messages you no longer wont 

In left pane, click Sent Items. In top pane, notice headers for sent e-mail. 

Click first header. On toolbar, click Ci) (delete). Repeat for second header. 

3 View deleted items, and restore one 

In left pane, click Deleted Items. In top pane, notice headers. 

Deleted items are still available. Here's how to get one back. 

Press and drag first header from top pane to Sent Items in left pane. 

Click Sent Items to see item restored. Then delete it again. 

·4 Permanently erase deleted jfems 

In left pane, click Deleted Items. In top pane, click any header. 

On Edit menu, choose Select All. On toolbar, click ~ ­

Message warns that items will be pennanently erased. 

Click Delete to approve erasure. 

5 Manage inbox items 

6 

In left pane, click Inbox. On View menu, choose Unread Only. 

Command is useful when inbox has lots of old e-mail you don't want to see. 

Use same command (now checked) to see all headers again. 

Click first header in list. On toolbar, click ~ (flag). 

Flagging reminds you that you need to deal with item later. 

On View menu, choose Flagged Only to see unfinished business. 

Choose same command (now checked). Click ~ again to remove flag. 

Create new folder for storing messages you want to keep; then delete if 

Click Inbox in left pane. On File menu, choose New; then Subfolder. 

Type Read and tap [ RETURN ). Click Inbox. Click first header at right. 

With (SHIFT) held down, click last header of messages you've read. 

Press and drag selection to Read subfolder. Click Read subfolder. 

Selected items disappear from inbox but are still available. 

Select and drag items to lnbox to put them back where they were. 

With Read selected at left, click ~. 

7 Quit Entourage 
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r ts,w+i¼&hNS 

Tip 
You can quickly add to the address 
book the name and e-mail address 
of someone who sent you mail. 
Open the message; then, on the 
Tools menu, choose Add to Address 
Book. 

Tip 

Open tl1eAddress Book window for 
a contact if you need to make 
changes in the person~ data. 

By the way 

The Create Comact dialog box lets 
you enter basic lrif ormation. If you 
clicli More, you go to the window 
you saw in step 3, where you can 
enter additional information. 

Tip 

If you have several contacts to add, 
click Save&: New button after each 
one except the last. 

r 
.2 

3 

Add contacts 
Putting e-mail addresses (plus names, phone numbers, and 
more) in the address book makes sending e-mail simpler: 

Start Entourage 

View address hook 

In left panel, click Address Book. Look at top and bottom panes at right. 

Normally, you see at least one header line at top (for person who installed 
Microsoft Office-notice " i" on icon to left of name). 

-.~- .·'!.- ., ••• , •••• : _ · • • 0 -J Entourage :: ±J£C& .... ~--~ - mis 
~ Nev1 • ~ Nev Group J ~ J !». ·~unt ·I fIB ,2 ~ I ~ Send & Recetile • J fnC•\egorf,. • 0,. 

folder li•I Address Book 
- -

I Neme cont~rn~ I ~I I I~ 
r& In box ~l~I JI Name ..,.,I Company I Work Ph ... I Home Ph . I E- meil A ... I Cotegone• 

,!, OotboH mo An:hurLueh_ Comp!Mrl.._ Noni= 

~ Sent Items 

rn Drafti: 
I 

1> il Deleted Items 

0 Address: Boe~ 

El Calendar 

I 
'i,j' T.11.da 

~ Note-s 

View data categories available for any contact 

Double-click any header in top pane. Click each tab in window that 
appears. Then close window. 

-. -
T 

4 Add new contacts 

On Entourage toolbar, click I•~ N"" ] . Type relevant data for someone. 

Create Contact 

~ Save t. Clox ,;B Save II. Nev1 I §] Celegorieo • J ◊CJ 
Nome & E-mail ---- - ----­

fi~I: 18':>nile 

L~et: J Sebestian 

[~'f:1- o-,k~E-- m- •-il-l_~~J j bsebasUan@xyz.com 

Phone Numbers ---------­

Home phone: I ( 123) 456-7890 

\\fork phone: I ( 987) 654-321 O 

( Mobile Phone I : I l~-------~ I 

Address------------

~I w_o_rk _ _ ~I ~; 'I I Univorslt~of Coltfornlo I 
City: !Santo Cruz 

Slote/Province, !CA 
~;;;;;;;;;====~ 

Zip code: j ._I 9_s_o6_o __ ~ - ---=-

I. More 

When finished, click I~ save & C1o•e ]. Click new contact header in top pane. 

You've added new person to address book. 

Add other contacts to address book (make up data, if necessary). 



""- Complete previous activity 
~ before going on. 

Assign Ultegories ... :IC, 
Edit Ut-t'i10<'"iU 

• Non(! 
family 

Holi<lay ~ 

J 1111k 
Per-son«I 
~1::cr'eatio11 
Tr'.ave:I 
Work 

( Cele90ry I ~j • All 

FamillJ 

Holiday "' 
Junk 
Persomsl 
Recrtotion 
Travel 
Work 

1::11 

Organize contacts 
As your address book grows, you'll need ways to find the person 
you're loohingfor. 

I Sort address book by data fields 

PD/ '183 

Make sure you're at Entourage 'Window with Address Book selected at left. 

In top pane, notice field names above contact headers. 

l~!'(f-! § l !111.-.. 3j,companu I Work Ph ... j Home Ph ... I E-m&1l A ... ! Categories l 

Click Company to sort list on this data field. Click it again to reverse sort. 

Sorting on company name would be useful for finding employee whose 
name you'd forgotten. 

Click Name to sort list on last name. 

Scrolling through sorted lists is one way of finding contacts. 

2 Search for contacts 

Click text box at upperright. Type part of name of person you're looking for. 

Address Book (filter Applied) I Heme ~ntei ns I : j IM>n 

List of headers shows only contacts matching what you typed. 

To right of text box, click ~ (clear) to bring back all contacts. 

Click ~ to right of Name contains to see pop-up menu with other options. 

3 Categorize contacts 

You can identify contacts as family, friends, work-related, and so on. 

Click any header. 

On toolbar, click arrow at right of l[§}c.t«Jorios ] to see pop-up menu. 

Top items on menu let you create and modify categories. Bottom ones are for 
choosing category to apply. 

On menu, choose appropriate category for person. Look at Category 
column. 

Category is applied to whatever contact (or contacts) you selected. You can 
also reach same pop-up menu by clicking category field of any header. 

4 Search by category 

At upper right, click ~ to right of Name contains. Choose Category. 

Click .iJ to right of All to see pop-up menu. Choose category you just 
applied. 

Only contacts in chosen category are listed in top pane. 

Return pop-up menus to All and Name contains. 



.._ Complete previous acrivity 
~ before going on. 
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Create e-mail group 
After adding contacts to the address book, you can create 
groups that you often send the same kind of e-mail to, such as 

v------=====---=Jakes~~ --========-----===-===--====--

By the way 
You can add the same person to 
more than one group. A gmup is 

just a set of pointers to contacts, 
which remain in the address book 
a.s separate entries. 

' Create new e-mail group 

Make sure you're at Entourage window with Address Book selected at left. 

On toolbar, click i~ Ne\./Croup l . Type Jokes List as name of group. 

Window allows you to add or remove contacts. 

Jokes List 

◊ Add ;,c. Remo,e I ~ Saye Group I~ link • ◊a Delete Group i l@lco tegone, • 

Group name: I Jokos liot == I ' 
D Don·t ,ho..,""•"'.".dd"."re-,,=.,-.,,"."he_n_oe""'.nd:'.'"i09""'.t:'.'"o g-,.- u-? -------;,I "'is.,""r':=tlc:'ts"'t e!!,J 

I 
Notice check box option below text box. 

When selected, option prevents everyones name and e-mail address from 
appearing on messages you send-useful if list is very large . 

.2 Add members to group 

On Jokes list toolbar, click le'} Add I. 
In new text box, begin typing name of person in address book. Stop when 
one or more names appear below text box. 

Entourage shows any matches of contact names with your typing. 

□ .. ·-- • Jokes List !Ii!; --- z. 08 
';J, Md X Remove I ~ S.se Group \ ~ link • '\:it Oelele Group I E'!l~t"')oriu • 

Groep Mme: !Jokes List I 
D Oon·1 show sddresse, 1,heo sendl ng to g1·oup I Sort_L,oj l 
0 I bon 

" 

If only one name appears, tap [TAB ]. Otherwise, click one you want. 

Use same method to add more members to group. 

3 Savegroup 

OnJokes List toolbar, click [~s@vecroe~ I . Close jokes List window. 

• In top pane of Entourage window, notice group icon to left ofJokes List. 

ll,j Joku List None 

Because group has name in address booh, you can easily send same e-mail 
to all members. 

4 Quit Entourage 



Complete previous activity 
be:f ore going on. 

By the way 

This window links the e-mail and 
address book Junctions of 
Entourage. You can use the window 
to add someone to the address book 
or to look up the e-mail address of 
someone already there. 

E-mail your contacts 
Once you have added people and groups to your address book, 
sending e-mail is a snap. 

I Start Entourage 

2 Create new message 

Make sure Inbox is selected in left pane of Entourage window. 

At left of tool bar, click [~New]. 

PO/ 185 

As usua1, two windows appear in front ofEntourage window Front window 
is where you enter e-mail address. 

~; -fllo11:=~emo>-e._j: a c~~~es-tf!IAddre;.-a_i.E 

I ,.r1,,,: ...... ,,~ .... 1 I~ 

~ £il;:=::::::::::::::==:::::::::::::'.:::::::::::'.::===:'.::=:::===========~u~I 

~-Bcc:'-==I ~~~-~--'-!,u , 
- • -- ✓~ 

3 Enter address of contact from address book 

In To: text box, begin typing name of person (or group) in address book. 
Stop when one or more names appear below text box. 

fflffifln@ffi111P&'fl'!l 

If only one name appears, tap (TAB]. Otherwise, click one you want. 

If e-mail is to go to others, use same method to get names and addresses. 

When finished, tap [RETURN ]. 

Address information appears in top par( of message window, which is ready 
for you to type subject, add note, and possibly add attachments. Instead, 
you'll delete whole message. 

4 Delete message without sending 

On message window toolbar, click ti] (delete). 

When asked to confrrm action, click Delete. 

5 Quit Entourage 



View calendar 
The third major function of Entourage is a calendar that you 

1 86 / Personal Dalo can use to keep track of events and appointments. 

Tip 
To mahe more room for the 
calendar, drag the long vertical 
pane border to the left. As with all 
Microsoft Office applications, you 
can drag pane borders to make 
some panes bigger, others smaller. 

D>y 

WcrkWee"~ . Month 

List 

Bug alert! 

Because of a bug in the first release 
of Office 2001, you may need to 
dick an icon otJier than Calendar 
in the left pane before using the 
Window menu. After closing the 
window, clich Calendar again. 

I Start Entourage 

.2 View calendar 

In left pane, click Calendar. If window doesn't show full month, click 
[~vie" · J on toolbar, and choose Month. 

Two panes are at top now. Highlighted dates on miniature at upper right 
appear in bottom pane. Today~ date is outlined in both panes. 

Folder Liot Calendar Sundoy, Augu,l 27 - Sotunloy, September, 30, 2000 

l ~ lnboM­

c!t Outbcn• 

~ Sent Items 

m C,r,fu 

I> \ffiJ. Otltttd Items 

~ Addtt:u B-ook 

<:•loour 

Toda!J (Yednesday. 

~ Calendar fyents 

ti!J' Tetk! 

Sepkmbc-..- 2000 

S MT"TFS 

27 2e 29 30 31 I 2 
3 4 5 6 7 8 ~ 

10 11 1,2~ 14 15 16 

17 18 t9 20 21 22 23 

A 2◄ 252~272829:30 

October 2000 [III] 
S MT ,,,T F S 

12 34,67 

e ~ to 11 12 13 14 

15 16 17 18 19 20 21 

22 Zl 24 2, 26 27 28 
29 30 31 1 -: 3 4 

5 ~ 7 8 9 10 I 1 

fI! Tosks 

~ N ote:£ 

.Sundu Mondoq Tue<>doq we,1ne~110,1 Tllurs 13ll fndaq Saturday 

~ ~ Custclm Vi!!ws 
Aug27 28 29 30 31 Sep 1 2 

gfil Micn)toftNews Se~r' 

3 4 5 6 7 8 9 

10 11 12 13 14 15 1G 

17 18 19 20 21 22 23 

I 
24 25 2G 27 28 29 30 

L---

_There •re no_pending:Schedule~ - 0-

3 See other months 

At top of upper-right pane, click either button ([!ill) to change month. 
Then click any date on miniature. 

On toolbar, click IITJ Today I to return to current month. 

4 See other views 

On toolbar, click triangle on [~ v;,"' • I to see pop-up menu of options. 

On menu, choose Week. Notice rows are now hours of day 

Miniature calendar highlights week that appear in bottom pane. 

Click different week on miniature to change week. 

Explore Work Week, Day, and List views. On miniature, choose different 
weeks and days. 

Click [lifillrodoy ]. Change back to Month view. 

5 See calendar in separate window (but see note at leh) 

On Window menu, choose Calendar. Close window when ready to go on. 



Complete previous activi ty 
before going on. 

h 8, 2001 

h 8, 2001 @March 2001 81}] 
_;.,, _S"---'-M'---'T---"-\; _ T.:__:F__:_S 

2s26212e 1 2 3 

4 5 (j 7 IQ 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

3 4 ! G 7 

I Today ,l 

Wedne:1dB1J Thursda•J fridoy 

28 M:ir 1 2 

1 8 9 
My birthday 

... 
14 15 16 

Enter event 
The calendar is blank now. To use it effectively, you must enter 
any events you want to keep track of. 

I Open event window for desired dote 
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Use button above miniature calendar to view month with your next 
birthday. Then double-click date to open event window. 

In Subject text box, type My birthday and tap [TAB]. 

El - - My birthday ~l§l 

-~~ n~ite ·}li!.l S•~T'-Link> j~~ Print ~Delete l::&lll$crt ffypeJlfok • §lcategori~. · -

-
; 

Subject: I My bi_r11lday I 
L~.l.[on: I I -Date /"Ti me_ -

- Slart: j Morch 8, 200 l l[i!L 9 Al l day went ! Recurrence ... l 
E~d, I March 8, 2001 1[!11~ 

Rem;nder .. . 
Gil Reminder QI]j minute• I~) [) Add travel ti me 0~•1]11 nule$0 

r 
Notice Start and End dates are one you double-clicked. Click buttons to 
right of dates to see how to change either. Then close miniature cal,endar. 

View Reminder pop-up menu to see options for giving advance notice of 
event. 

.2 Set up recurring event 

Click Recurrence button. In new dialog box, click each radio button at left, 
and look at options at right. End with Yearly. 

Rernrring Event ...,. 
,-R,ourrenct- P~U,rn 

QO.ily ® Every ( Morch 1: )[J 
Oweekly 

O Monthly 
0 The I fir,t J ; I! Thur,doy J ; ~or I March I : j 

@) Veorl y 

..... St•r- aAd End 

Sterl: 3/6101 • NHnd dote 

0 End efter:j @ l •ccurrence(s) 

0 End by: I 3/ 8/ 10 I~ 
@Recurring avent j Cancel ,j [DKJ) 

Click OK. Notice text under Recurrence button. 

3 Finish event, save it, and view it on calendar 

Click in large text area at bottom of window. Type Another one! . 

On toolbar of event window; click [re, sm ). Then close window. 

Locate event on calendar. Notice icons (reminder, recurrent event) . 

Put pointer on event (or click it) to see all subject text. 



llestore Entourage 
If others will be using this book and this computer; the data you 

1 aa / Personal Doto have entered may be confusing. You'll now delete your data. 

• Warning! 

If others are using this computer, be 
sure to delete only the items you 
have added. Leave the resl. 

I Delete calendar event 

Make sure Entourage window is open and Calendar is selected at left. 

If necessary, move to date of your next birthday. 

Click event on calendar. On toolbar, click !~ 0e1ete I. Approve deletion of all 
future occurrences. • 

Click lllw Toooy J. Make sure view is set to Month . 

.2 Delete your contacts from address book 

In left pane of Entourage window, click Address Book. 

In top pane at right, click header for any contact you added. 

On toolbar, click lj"j (delete). Approve deletion. 

Repeat for each contact you added. 

You can't delete contact with special icon at Ief t: lll\J . 

3 Delete your e-mail messages from inbox 

In left pane of Entourage window, click In box. 

Use method in step 2 to delete messages you have received. Leave others. 

4 Delete e-mail messages that you have sent 

In left pane of Entourage window, click Sent Items. 

Delete messages you have sent. Leave others. 

5 Emply Deleted Items folder 

In left pane of Entourage window, click Deleted Items. 

In top pane at right, click header for any item. 

On Edit menu, choose Select All. 

On toolbar, click ci) (delete). Approve permanent deletion. 

In left pane, click triangle to left of Deleted Items. 

Folders previously deleted will appear indented under Deleted Items. 

Click any such folder. On toolbar, click EiJ (delete). Approve deletion. 

6 End these Microsoft Office 2001 activities 

Quit Microsoft Entourage and shut down computer (see page 12, 'Step 7). 




