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Set preferences

Microsoft Entourage combines e-mail, address book, calendar;
and other functions You'll begin by setting preferences.

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 of Microsoft folder 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.

Start 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.

Make preference changes expected in this book

On Edit menu, choose Preferences, then General.

In dialog box, click Address Book tab. Enter your area codein text box.
Click Spelling tab. Deselect Check spelling as you type.

Click OK to accept changes.

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.

Set View menu options

On View menu, make sure Toolbars, Folder List, and Preview Pane ate

checked and other items are not.

If necessary, enlarge window o size in figure on next page
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Complete previous activity

before going on.

E-mail message folders

Explore windows

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

View main (Entourage) window

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

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

Other functions

Tip

Entourage = = = 2E=)
4y Send & Receive v] 5 Move ~ =] categories ~ Q
Folder List Inbox [Subject | ][ startswith _ 2]] 2
&t S P[rom [swet ERe e |
& outbox TheMicrgset. Welcorns to Entoursge 2001 .. 8/23/0090..  None
% Sent Items
ﬁ Drafts dor i C
h—ﬁ Salated fanis Header line ontents area ]
_ﬁ Address Book =
Calendar —— — = S
From: The Microsoft Mac Team )
g 4 s
’ﬁ Tasks Subject: Welcome to Entourage 2001 for Macintosh §§ &
= MNotes
g . | welcome to Entourage 2001, the newest addition to Micrysoft Office 2001 far
b ;@ Custom Views | Mac, the world’s most popular productivity suite!
!;é Microsoft Mews Server ]
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 recently exchanged messages with,
+ Efficient management of personal information Crganize and
manage your contact information and schedule with the comprehensive
= Address Book, robust Calendar, integrated Tasks list, and other great
e Entourage 2001 features,
-
1 item displayed, 1 selected There are no pending schedules
See address book

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

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

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

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

Close Address Book window.

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.

See other windows

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



Complets previous activity Create e-mail account
before going on.
If youw're running Entourage for the first time, you'll need to enter

1748 / Personc) Data information provided by your Internet service provider (ISP).

¥ Check for existing 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.

2 Use assistant fo set up new dccount

On Accounts window toolbar, click [ rv| (new account).

By the way

If you don't yet have an ISE you can Accounts Setup Assistant appears. It has five pages.

use the Internet Setup Assistant to

locate one and sign up for service. Use assistant to enter following information (provided to you by your ISP).
Quit Entourage, run the assistant ) 1

{an alias is in the Assistarus folder Information Typical example

on your hard drive), and then start

Entourage again. Begin at step 1. FoAl IR Jabom Srorth
e-mail address jsmith@myisp.com
type of mail server POP or IMAP

incoming mail server name  mail.myisp.com

outgoing mail server name  smtp.myisp.com

account ID jsmith
your e-mail password PaSsWoRd
Tip save password? yes
Y ont vuesd to ke Jituse chinges Entourage name for account John at My ISP
to account data, select the account .
in the list in the Accounts window Include in schedule yes
and click the Edit button.

When all information is entered, click Finish.

Entourage name of account appears in Accounts window.

] Accounts e
I Hew F‘: 5 kit Vg velote |j¥;j]ﬂake,ﬁzfaull
Mail Hewa Diractory Sarvice

1% Arthur at DA (POR)

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.

(ERESN
5!

3 Close Accounts window



h Complete previous activity
before poing on.

By the way

This window links the e-mail

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

Send e-mail

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

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

At left of toolbar, click [Earev|.

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

B TR R renoe | i Clheck- Naiee | (12] Address Baok: E
E To: (] “
B |qua name or address here I

pi
Lo |
= rt T‘:
Bt

2  Type addressee info

Tip

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

Tip

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

Your name or e-mail address here

For now, yow'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 twice, and type person’s
e-mail address in Ce: box.

Tap 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 (7a8). 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. (Large box may
appear below Attachments. Triangle to left shows or hides box.)

e == ==

[, send N Send-Later: %_;% Link: '%!f |'_lﬂ; Elz | S50 tnsert Hyperlivg = =] Categories +

Toz @ Arthur Luehrimson

et

Subject. [ £-mail et 2!

b Attochments: one-
-::ha_k ||I"Iuryeco 7|4-Hl’r!edlum =l =

1
i

— i il beela o e

| am tasting Microsoft Entourcga by sanding e-mail to my cun oddress.




176 / Personal Dota

Tip

If you have several messages to
send, use the Send Later button for
each message. When all are done,
click the Send & Receive bufton on
the toolbar of the Entourage
window to send the whole group
{and get any waiting messages).

Send e~-mail coniinued

Make Progress window visible
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 [E sent vow|.
Watch Progress window.

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

= Sefding messeges Ty Stop Al |

- Arthur at DNA & r

[ Dialing..;

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

& Sceitems sent

In 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.

Entourage

@Hew “’E} Reply L}E hwj‘ 1 kil t.%Link '-l @ "’t‘jit‘&jﬁend& Recpive-* @:Mwe-' @fﬁiegn}iu.?-@g = :
Folder List Sent Items [Subject [ j[slartswith T3] |:-
2y Inbox Bl 2] 1 Subject Sent % | Categories

&, Outbor r e il <
B
ﬁ.ﬂ Drafts
@ Deleted Ttems [
ij Address Book 21
:] ok e From: Arthur Lughemann tarthur@ﬁll;;a‘corm =
ﬂ Tasks Subject: £- mail teat 2
W Hotes @;Vnu sel;tl‘éh.'is rnes;sage on 942700, =3

I @ Custem Views 3 N :
,m oo R B 41 om testimg Hicrosoft Enteurcge by sending e-mail to my own eddress.

]
4[]

1 item displayéd, 1-selected: = e _ There gre nu pending schedules &




Complete previous activity
before going on.

Tip

If the message you sent doesn't show
up, repeat step 1. Sometimes receipt
of e-mail can be almost immediate;
however, delivery can take minites
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 o send

a reply to the sender and everyone
else the message was sent to,

Tip

It good practice when replying to
e-mail to include all or at least 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. PD /Y77

Get e-mail

On toolbar of Entourage window, click [5send & recsive|.

Button sends any unsent messages before getting any sent to you.

View confents of inbox
Afier 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 havent read message yet.

FolgerList . ||inbox (Gubjeet” JJ[Tarts At j| U
sl m Sl 2] from | Jsumiect 3 % Cetegories
& Outbon : e ArthueLihr...  E-nrail $ast Th-dwsszm Nene i
@ Sent [rems i The Micrasoft..  Welcometo Ertourage 2001 o, 8/2%/006:0..  Mone
m Drafts

Read message
In top pane at right, click item you just got. Read message in bottom pane.
Double-click same item to open message in separate window.

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

f= j%’ e E"mﬂll tESt
Fov v ; (%] Reply [ Reply alb E ]%Llnk ?‘\ 'i @ @ﬁl S

Fram: Arthur Luehrmann <arthur @dns.coms

| Date: 3aturday, September 2, 2000 6:32 PM
To: Arthur Luehrenznn <arthur @dna.coms

Subject: E-mail teat

| om testing HMicresoft Enteurags by sending e-mel| to ay swn address.

lr]

Create reply to message
On toolbar of message window, click [frerlu!.
New message window appears for you to type your veply.
Look at title bar and top part of new message window.
Top part is automatically filled out for 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.
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== “ Re: E-mail test
L3, send How (3 Send Later [ i%ng v.|g}3 l_,yv =

To: @ Arthur Luehrmang |
Ce; |

Subject: [Re: E-mail test

b Attasbments: poer
15 |]_i::unar:r.l | [Madium I;Il

On O/2/00 6:32 PM, "Arthur Luchraecon® <arthur@dna. com> wrote

? | @m testing Microseft Entourage by sending e-mai!l to my own address.
>

>
Looks li1ke 11 worked! How |'11 send the reply back to the sender (ihat's
mell.

5  Send reply

On toolbar, click

2 send How |,

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 (o message.

ﬁ) e Arthurluehr,  E-rail test Today £:32..  Hone I

&  Get reply just sent to yourself
On Entourage toolbar, click [555en 2 reseive|.
With Inbox highlighted at left, click new header in top pane.

Notice contents of message in bottom pane.

%Ncw 'I \ﬁ] Reply % E'fj ‘ - %Link '| {}ﬁ i"%Send& Recerve 'I ﬁ_MUVE"' [Elcatenories ~ @
Folder List Inhox [Subject 72 [ starfswith J24] |5-‘- /|
i £l 1 |2 ] From Subject Sepl % | Catagories

& Quthox A - oy 6129
% Sent Irems @, £ Y AtthurLioehr..  E-mail tast Today 8132, MNone
fﬂ- Drafts Thedlicosole . Welcometo Entourage 2001 fo.  82H00%0..  Mone
%1 Deleted Items T
@ Address Book e
Gatenar From: Arthur Luehr manr <arthur @dns.com> DA
7 3
& Tasks Subject: Re: - mat) test =8
1 E) Hetes . 44 This iz & reply to one of your messages, Show Original
b @ Custom Yiews B
= i | O 972700 B:32 PN, "Brihue Luehrmann™ <orthurBdneo, com> weoie:
;@ Micrsoft Mews Sarver
* | am testing Microsofi Entowrags by sending 2-mail o my oun addrass,
H
s
Looks like it worked! Mow 1'11 send the reply back io the sender (lhat's
me! 3

7 Quit Enfourage
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 aitach more than one file to
a message. Keep in mind, however,
that attachments make your
message larger; and some e-mail
systems have limits on the size of
messages they can receive.

By the way

If vou atfach the wrong file, you can
remove it from the Attachments
box. Click the file name or icon to
seleci it. At the right, click Remove.

Attached file

Tip
Herek another way to attach a file:

drag it from the deshtop or a Finder
window into the Attachments box.

Attach file to e-mail

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

Start Entourage

Create new message
On toolbar, click {#v|. Address message to yourself. Tap (RETURN).
In Subject: text box, type File attachment test.

Attach file to message
On Entourage toolbar, click [#] (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 =

(T My Fites B3 LG.:;;J L@J L@;Z

In scrolling list of files you've created, doubie-click one you willattach.

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

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

Add message, and send

Type message similar to one at bottom of figure below.

—-————— File attachment test
L send tiow [505end Leter [ |%Link - %5 |ﬁ !‘ﬂ- El- | B2
To: (@ Arthur Luehrmann
Ce:

£, Inser) Hyperlink = =] Catesories ~

Subject: I File attechmeant test

<7 Attachments: Seles

[ sales 13K 1 add
Q, Find

¢ Remave

Ercods for ary computer (Appieloublel; pa sompression

34| Fomes T (Feston 17| ==

Attoched here Is a fiie | crecled awhile back. Emjoy!|

On toolbar, click [ sentov| button. Wait for message to be sent.

Get message
Click [G53m recsive | button. Wait for message to be received.
With Inbox highlighted, notice paper-clip icon at left of new header.

Paper clip means message has file attached.

I e # Alfuwloshr...  File attachmont test Today 950 None I

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

Window should leok similar to top figure on next page.
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Tip

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

Attach file fo e-mail continued

€ Save copy of attached file
In Attachments scroll box, click name of attached file.

Atright, click Save button, as in figure below.

- Entourage

l W %Lmk "i @ c’ﬁ I%Senﬂ& Receive *1 ﬁb‘luve v'._Eat«a-gnrms '“CV

3 ew v' r-!ﬁeplg i

folder Liat Inkox Subject ]| starts with " D
& %IP:![*I 4 I‘ﬁ’l From ISuhjecI i Calegoriss
Lﬁ.;l Cutbon | #  Anhurluehe.  File attachruent test Teday2:50.. Mone |
@ Sent [tems % Arhuriuehe.,  Ret E-mail tast Today &29_  Mone
m Drafts @ £ Anhurlushe.  E-mail test Today&32..  HMone
@ Deleted [rems TheMicrosoft.  Welcome o Enmurage 2001 fo..  #/29/00%0..  None !
nﬁ Address Book |- |

Galendar

Fram: rthur Lughrmann <acthur @dns com:

& Tasks Subject: File attechment test =W
Ef notes httachments: Ssles
b '@ Custem Views : . it
h Micrsoft Mews Server L
I 3 Save |
= 3( Remnva

Attached here is g file | created cwhile hack. Enjoy! l

7 Pay aitention fo warning advice that appears

f Saving: Sales ‘

Some files can contain viruses or otherwise
be harmtul to your camputer. It's important to
be certain that this file 15 from a trustworthy
sgurce.

Are you sure you want to save this file?

] Don’t show this message again
[ cancel | |[ save ]|

8 Assuming you irust yourself, complete operation

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

Save Attachment
3 |

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

[E] My Files

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

®  Quit Entourage; disconnect from Internet if necessary




Folder List

7 % Inbox
L Read
Eg:'l Cutbox

% Sent ftems

m Drafts

1+ @ Deleted Items

Manage messages

In just a few weeks of e-mail use, your inbox and sent-files
folder can become packed. Entourage can help. PD / 181

Start Entourage

Delete messages you no longer want
In left pane, click Sent Items. In top pane, notice headers for sent e-mail.

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

View deleted items, and resfore 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.

Permanently erase deleted items

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

On Edit menu, choose Select All. On toalbar, click [F].
Message warns that items will be permanently erased.

Click Delete to approve erasure,

Manage inbox items
In left pane, click Inbox. On View menu, choose Unread Only.
Command is useful when inbox has lots of old e-mail youdon't wantto 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.

Creafe new folder for storing messages you want to keep; then delete it

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

Type Read and tap (erurn). Click Inbox. Click first header at right.

With 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 Inbox to put them back where they were.

With Read selected at left, click ().

7 Quit Entourage
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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 the Address Book window [or

a contact if you need to make
changes in the person’s data,

By the way

The Create Conlact dialog box lets
you enter basic information. If you
click More, vou go to the window
you saw in step 3, where you can
enter additional information.

Tip

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

Add confacts

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

Start Entourage

View address book
In left panel, click Address Book. Lock 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).

= Entourage - ———HH
3 Mew = i3 newGroup ‘ y | W& Lk 'I & s ]'E%’:;Send& Recetve ~| ElCategaries ~ B

Fobder List Address Book hame contal ns 2] L:
& Inbox %I?I i [ have =] campany |Wurk Ph.., l Home Ph. | E-mail A.. I Categories

[g_] Cutban @ﬁ Anhurlueh..  Comnpuesrl. Hone
@ Sent [tems
m Drafts

Delerad [tams
Address Boak
] calendar —_— e = —
# Tasks

g Hotes

]

3 View data categories available for any contact

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

Add new contacis

On Entourage toolbar, click | 4 wv|. Type relevant data for someone.

[l =—Create Cantart ——=H
l Ecalegnn’es 'I {}ﬁ

Hame & E-mail ————— o i

-g Bave & Close ;ﬁ’ Save & Mew

First: [Bonila |

Lest: [Sabastian ]

Wwork E-mafl | # ] [ beebastianexyz com i

Phane Numbera

Home phene; [ (123) 456-7690 |
Vork ghene: [ (987} 654-3210 |

Fiobile Phone | <1 |

g e e e B,

Wwark | &} University of California

City: ISanln Cruz |

State/Province: [CA |
Zip code: | 95060 |

When mished, click

You've added new person to address book.

dgswe s |, Click new contact header in top pane.

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



L Complete previous activity Organ ize confacis
before going on,

As your address book grows, you'll need ways to find the person
you're looking for. PD / 183
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T Sort address book by data fields

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

In top pane, notice field names above contact headers.

77." ;'_Companu IWork Ph... I Home Fh... 1 E-marl 4. ICategaries |

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

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

IAddress Baok {Filter applied} [(Harne contains | &J{ben =

List of headers shows only contacts matching what you typed.
To right of text box, click 7 (clear) to bring back all contacts.

Click 2l to right of Name contains to see pop-up menu with other options.

3 Cotegorize confacts

Aszigh Categories., 5B,
EditCatagories

* Hane You can identify contacts as family, friends, work-related, and so on.
Fannfy
Holday Click any header.

dunic

Persansl On toolbar, click arrow at righ[ of ICa!eguriﬁ [0 see pop-up menu.

KHecreation
Travel

il 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 caiegory

(Eatemry Te)[en 2] At upper right, click 2 to right of Name contains. Choose Category.
Famill

e Click 21 to right of All to see pop-up menu. Choose category you just
Junk applied.

Personal

Recteation ' . y
Travel Only contacts in chosen category are listed in top pane.
Work

Return pop-up menus to All and Name contains.



Complete previous activity
= before going on.
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By the way

You can add the same person (o
mare than one group. A group is
Jjust a set of pointers to conlacts,
which remain in the address book
as separate entries.

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
jokes : e -

Create new e-mail group
Make sure you're at Entourage window with Address Book selected at left.
On toolbar, click [ weveron|. Type Jokes List asname ofgroup.

Window allows you to add or remove contacts.

[==————————lkeslist E=————=rH

=

-.g- Add 3 Remove Save Group | %Link Y %De]etz Group | = Categories —

| Group name: {Jokes List | B
[] Don‘t shaw addresses when sending to group Sart List

Notice check box option below text box.
When selected, option prevents everyone’s name and e-mail address from
appearing on messages you send—useful if list is very large.

Add members to group

On Jokes List toolbar, click [ ).

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 —=m=

|

Group neme: [Jokes List |

[C] Don't shaw addresses when sending to qroup Sart List

If only one name appears, tap (1a8). Otherwise, click one you want.
Use same method to add more members to group.
Save group

On Jokes List toolbar, click [@swecrow|. Close Jokes List window.

- In top pane of Entourage window, notice group icon to left of Jokes List.

r":):l Jokes List MNone |

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

Quit Entourage



Complete previous activity
before going on.

E-mail your confacts

Once you have added people and groups to your address book,

sending e-mail is a snap.

e

By the way

This window links the e-mail and
address book functions 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.

¥ stort Entourage

2  Create new message

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

At left of toolbar, click [Ewe].

PD / 185

As usual, two windows appear in front of Entourage window. Front window

is where you enter e-mail address.

B o remave | g Cneck*’ﬁrne:sl EladdressBosk

ECitai(]

- Type rame or address here |

- G i

. i
B"_'cg‘:'

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.

i}

i To:

Bonitasebedtian | Zbaehaslian®x Uz gom? (/ork)

NEIE

If only one name appears, tap (Ta8). 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 pari 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 [ (delete).

When asked to conflirm action, click Delete.

5  Quit Enfourage
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i

B S

Tip

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

Waek o

Work Wee|
+ bionth

List

Bug alert!

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

e

T
2

3

&

5

View calendar

The third major function of Entourage is a calendar that you
can use to keep track of events and appointments.

Start Entourage

View calendar

In left pane, click Calendar. If window doesn’t show full month, click
i=]viev - | on toolbar, and choose Month.

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

Entourzge
|; 3 7 .-J.II! ﬁ:%‘ i _“} Delet= ';%gendé’: Reteive = =

elegurins > @ |;'@|;Tp’dag: B view

Folder List

Calendat Sunday, Augual 27 - Sniumag, September 30, 2000
é In—l;unu i Today (Wedaesday, September 2000 October 2000
&' Outbon Calendar Events AN ol DA T
I & sevctoms el 2125253050 (2 1 2343617
mekt tls4s 607 alel 0 91011 121314
% onfis 0 it az{is] 14 15 16 55 16 17 18 19 20 21
b fml Delutad fams 17 18115 20 21 22 23 22 2% 24 29 26 27 28
: Address Book ]| 242526 zrze @030 29303 | o 3 4
i atenda = S 6 78 5400
‘ SZ =zks liSunday.  HMonday  Tuesday = Wednesdan Thorsdag  Friday Saturday
=i Aug27 | 28| 29| 30| 31 [sep 1 2
B @ Custam Views
@ Micrsoft Mews Sarver | [
3 4 5 L] 7 3 g
10| 11| 12| 43| 14| 5| 18|
17 18 19 20 21 22 23
i 24 25 26 27 23 29 30
=
[+]

There are ng pendifigschedulss = [z

See other months

At top ol upper-right pane, click either button (4[]} to change month.
Then click any date on miniature.

On toolbar, click [y | to return to current month.

See other views

On toolbar, click triangle on (@ver - | 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 [@rey|. Change back to Month view.
See calendor in separate window (but see nofe at left]

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



Complete previous activity
before going on.
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My bi [thdau

K
14 15 18

Enfer event

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

PD / 187
Open event window for desired date

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 7a8)

— Mybinhday=—————— A5

_E“g._ln;xite;"!ESavg |% I.ink.'"é Print “Brbelete l'_;'ggkns:rt Hyperlink = =] Cotegaries. =
'Strbject:l 1My bi rthday |
Loostion |

pate 7°Ti me
‘Slart: [March 8, 2001

End. | Mareh B, 2001

Reminder

[ Reminder [15 |(minutes <} [ fdd travel time D@ i nutes:

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

Set up recurring event

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

Recurring Fvent e ——— o

—Resurrence Fatiern

QUaity | @ every(Fereh__[)[5_]
(3 Heexly (O The (first__ [z Thursday | =ijor [Maren | 23

(3 Manthly
@ Yearly

— Start and End
Start: 3/8/01

@ Noend dele
() Erd after: accurrence(s)
OEndby: | 3/ 8410 E{

[ Recurring avent

Click OK. Notice text under Recurrence button.

Finish event, save it, and view it on calendar

Click in large text area at bottom of window. Type Another omne!.
On toolbar of event window;, click [@sw]. Then close window.

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

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



Restore Enfourage

If others will be using this book and this computer, the data you
188 / Personal Dota have entered may be confusing. Youw'll now delete your data.

T e e g e T T e R O L et e e T G s R A ks N

¥  Delete calendar event
Make sure Entourage window is open and Calendar is selected at left.
I necessary, move to date of your next birthday.

Click event on calendar. On toolbar, click [%goaee|. Approve deletion of all
future occurrences. :

Click [Frosy|. Make sure view is set to Month.

2 Delete your confacts from address book

In left pane of Entourage window, click Address Book.

Warning! v ;
A In top pane at right, click header for any contact you added.
sure Lo delete only the items you On toolbar, click (%] (delete). Approve deletion.

have added. Leave the rest.

Repeat for each contact you added.

You can't delete contact with special icon at left: 5.

3 Delete your e-mail messages from inbox
In left pane of Entourage window, click Inbox.

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 ltems.

Delete messages you have sent. Leave others.

&  Empty Deleted lfems 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 (&) {(delete). Approve permanernt deletion.
In left pane, click triangle to left of Deleted Itemns.
Folders previously deleted will appear indented under Deleted Items.

Click any such folder. On toolbar, click [%] (delete). Approve deletion.

& End these Microsoft Office 2001 activities

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





