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FIGURE 4-14. 
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Here's how you use the Contact toolbar: 

■ To insert a contact person's name in the current document, posi­
tion the cursor where you want the name to appear and then 
select a contact from the Contacts list. 

■ To insert additional information for the same contact, select his 
or her name in your document. Address information that's avail­
able is represented by the active buttons in the Contact toolbar 
(Include Address, Include E-mail, and Include Phone) . Click any 
active button to inse1t the selected information. 

■ To open and work with _the Address Book (adding, editing, or 
deleting contact records), click the right arrow at the end of the 
Contact toolbar and choose Address Book. 

Searching for Contact Records 
If your Address Book has many entries and you want to search for a 
contact without scrolling through the list, there are two options avail­
able to you: 

■ For a simple search, you can filter the list. 

■ For more advanced searches, you can conduct a Find or an Ad­
vanced Find. 

Filtering the List 
Most searches in a typical Address Book can be accomplished by filter­
ing the list-based on the person's name, company, or e-mail address. 
Beneath the Address Book toolbar, choose a filtering option from the 
pop-up menu (Name Contains, Company Contains, or Catego1y) and 
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then type all or part of a keyword in the text box. (If you've chosen 
Category, you must choose a category from the new pop-up menu 
that appears.) Entourage automatically displays all matching records, 
as shown in Figure 4-15. To revert to the full list, delete whatever is in 
the text box by clicking the Eraser bunon, or set the Category to All. 

When fi ltering by Name Contains, you can either type in part of the person's 

name or part of their e-mail address. If you know that a friend uses America 

Online but don't remember her name, you could enter @ao/.com to view a 

list of AOL users only. 
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Conducting a Find or Advanced Find 

Results 
appear 
here 

If you need to search more than just the Company, Name, or Category 
field, you can perform a Find or an Advanced Find. A simple Find can 
simultaneously search all fields in the Address Book An Advanced Find 
is useful when you want to restrict the search to one or more specific 
fields or if you need to combine conditions, such as searching for all 
contacts from Wisconsin over the age of 35. 
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FIGURE 4-16. 
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NOTE 

To perform a simple Find: 

1 Open the Address Book, or select it in the Folder List. 

2 From the Edit menu, choose Find (or press ~-F). The Find dialog 
box a pp ears. 

3 Enter a search string in the text box, as shown in Figure 4-16. 

tr- -

Find: I fedtx 

: ~ ,: •J r ~ent 1t, m 

~ [ Contact, 

---FJnll 8 

0 Seerch ,ubjec1~. tl11e,, end nama, only 

More Option~ J ( Cancel 1 ~ Find fl 

4 Optional: To search all fields in the Address Book, remove the 
check mark from Search Subjects, Titles, And Names Only. 

5 Click the Find button. The matching contact records are dis­
played in a new window named Search Results. 

You can switch between a Find and an Advanced Find by clicking the More 

Options or Fewer Options buttons in the Find dialog box. 

To perform an Advanced. Find, follow these steps: 

1 Open the Address Book, or select it in the Folder List. 

2 From the Edit menu, choose Advanced Find (or press Option-:l:€-F). 
An expanded version of the Find dialog box appears as shown in 
Figure 4-17. 

3 Make sure that the Contacts check box is checked. 

4 Specify search criteria by choosing from pop-up menus and typ­
ing in the text boxes. To specify additional criteria, click the Add 
Criterion button. 
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S Choose an option from the Match pop-up menu. 

6 Click the Find button. The matching contact record8 are dis­
played in a new window named Search Results. 

Entourage introduces an extremely useful e-mail command: Find Related Items. 

Using this command, you can ask Entourage to display all correspondence 

from and to any contact in your Address Book. Select the contact in your Ad­

dress Book, and then choose Find Related Items from the Edit menu. 

Customizing the Address Book 
To make the Address Book better suit your needs, you can customize 
it as described in the following sections. 

Adding, Removing, 
Resizing, and Moving Columns 
If the Address Book display isn't exactly as you want it, you can add 
and remove columns, change the size of any column, or alter the or­
der in which the columns are presented. 
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Setting Up Microsoft 
Entourage 

Before you can use Microsoft Entourage, you'll want 
to configure it to work with your existing e-mail ac­
counts, newsgroup accounts, and directory services, 

as explained in this chapter. Of course, this assumes that you 
have an Internet account. To complete the Entourage set-up 
described in this chapter, you will also need the following in­
formation: the user name and password that you use to sign 
on to your Internet account, the names of the incoming and 
outgoing mail servers, and the name of your news server. 

If you don't have this information, contact your Internet ser­
vice provider (ISP) or your network administrator. Note that 
Entourage can also be configured to send and receive e-mail 
from Hotmail accounts and some other Web-based e-mail 
services. For instructions, see "Setting Up Existing ISP and 
Hotmail E-Mail Accounts," later in this chapter. If you are 
switching to Entourage from anoth~r e-mail program, you 
can import your Address Book into Entourage. For help do­
ing this, as well as using and maintaining the Address Book, 
see Chapter 4, "Using the Address Book." 

309 
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About E-Mail, Newsgroups, 
and Directory Se.rvices 

Like its predecessor (Microsoft Outlook Express 5), you can use 
Entourage to send and receive e-mail (electronic messages sent over 
the· Internet), as well as read and post messages to newsgroups 
(Internet message lists organized by topic). 

E-mail messages can be exchanged between any two people who have 
Internet access and e-mail accounts. It doesn't matter whether they use 
the same ISP, an online service such as America Online (AOL), a Web­
based e-mail service such as Hotmail, or even different types of com­
puters. Your e-mail address uniquely identifies you on the Internet, in 
much the same way that your street address uniquely specifies where 
you live. In addition to your main lSP e-mail account, you may have 
secondary accounts-with the same ISP, with other ISPs, with your 
business, or with Web-based e-mail services. Entourage can manage 
them all. 

Newsgroups are message lists that you can read and to which you 
can contribute, if you like. Each newsgroup has a specific topic, such 
as video games (for example, alt.games.video.sega-saturn), disease 
support groups (for example, alt.support.cancer), or programs (for 
example, microsoftpublic.excel.macintosh). You can subscribe to (fol­
low) as many newsgroups as you like. 

Directory services are Internet search sites-such as Bigfoot 
(search.big/out.com) and WhoWhere (www.whowhere.lycos.com)­
that you can use t(? search for people, street addresses, and e-mail 
addresses. Rather than going to the directory services Web sites, you 
can execute many people searches without leaving Entourage. 

Setting Up E-Mail Accounts 
This section explains how to configure Entourage to work with your 
existing ISP and Hotmail e-mail accounts, as well as how to create new 
Hotmail accounts. 

Setting Up Existing ISP 
and Hotmail E-Mail Accounts 
Entourage can send and receive e-mail from two types of accounts: 
normal ISP accounts and Web-based accounts. And each person who 
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uses Entourage on your computer can use it to handle his or her e-mail 
from multiple accounts. (Note that if you have recently installed Of­
fice 2001, the Setup Assistant will run automatically-enabling you to 
set up your primary e-mail account.) 

If you have an America Online account or an account with a Web-based pro­

vider who does not provide POP3 server support, you cannot use Entourage to 

send or receive your e-mail from such accounts. Check your service provider's 

Help information if you're unsure whether POP3 support is provided. 

To configure Entourage to use an existing ISP e-mail account, follow 
these steps: 

1 From the Tools menu, choose Accounts. The Accounts dialog 
box appears, as shown in Figure 17-1. 

Create a new account 

Edit selected account 

Delete selected account 
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Account 
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tabs 

Currently 
defined 
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2 Click the down arrow on the right side of the New button and 
choose Mail. (Or you can switch to the Mail tab and click the New 
button; open the File menu, choose New, and then choose Ac­
count; or press ~-N.) The Account Setup Assistant appears, open 
to the Your Name screen, as shown in Figure 17-2. 
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FIGURE 17-2. 
Enter the name that 
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3 Enter the name you want to use to identify yourself to others. 
(It appears in the From line of all messages received from you.) 
Click the right arrow button to continue. 

4 In the Internet E-Mail Address screen, shown in Figure 17-3, click 
the first radio button and enter your complete existing e-mail 
address in the form username@domain. Click the right arrow 
button to continue. 

·,Account Setup Assistant 

Internet E-mail Address ,-. 
11------------i!~ 

Vour e- mal I address is t he address other people "Ii 11 u,e to send messages to 
you. 

If, I already have en e- mail addrea8 that I'd Ii ke to use. 

f - mai I eddreoo: ! roedru"ne r@ispvorld com 

For example ,omeone@microooft com 

0 I'd like lo sign up for en account from Hotmail . 

Click the r ight arrow lo continue. 
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S In the E-Mail Server Names screen, shown in Figure 17-4, 
choose the type of mail server used by your ISP: POP (Post 
Office :.Protocol, the most common) or IMAP (Internet Message 
Access Protocol). In the form server type.domain, enter the 
names of the ISP's incoming and outgoing mail servers, such as 
popJ.ispworld.com and smtp.ispworld.com. Click the right arrow 
button to continue. 

Specify server type 

~ ~. 'Account Setup ~slstant -_ -..;;;Ii' 

E-maU Server NGme,s ._ 
Entourage can check e-rnel I using e varlo y of protocols. Select the type of 
ser ver you use lo receive incomi ng mall, t-1,,,t Internet service provide re 
use POP servers. 
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server name 
Outgoing mail 
server name 

If you aren't sure of the server type and server names, refer to the IS P's sign-up 

information, check its Web site, or contact its Technical Support group. 

6 1n the Internet Mail Logon screen, shown in Figure 17-5, enter 
your user name (everything before the @ symbol in your e-mail 
address). If you want to be able co log on each time without hav­
ing to type your password, click the Save Password check box 
and enter your password in the Password box. Otherwise, you'll 
be prompted for the password each time you log on. Click the 
right arrow button to continue. 



314 PART IV Microsoft Entourage 

FIGURE 17-5. 
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7 On the Congratulations screen, shown in Figure 17-6, enter a 
name for the account. (This name is for Entourage identification 
purposes only. You can call it anything you like.) 

0 Account Setup Assistant . El 

Congratulations -You have successfully entered al I of the information requi red to set up your 
account 

Please enter a name for this account below. This name is used only for 
display purposes. 

Account namr; I Roadrunner I 
If you would like to include I his account i n your "Send & Receive 1111· 
Schedule fo r checki ng mai l , select the check box belw. 

@I nclude t his account in my ''Send &. Receive Al I " schedule 

I ' To save these settings click Fi nish. 

ff 
Finish II 

Not, Schedules ar e avai lable from the "Tools" menu 

I Cllnfl9ure account manuolly I 141s I I' I 

8 If you want mail from this account automatically sent and received 
whenever you perform a manual or scheduled Send & Receive All, 
make sure that the check box is checked. Click Finish. The e-mail 
account is now added to the Accounts dialog box. 
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To configure Entourage for an existing Hotmail account, follow 
these steps: 

1 Perform steps 1 through 3 of the previous procedure. In step 4, 
click the first radio button and enter the name of your existing 
Hotrnail account in the form username@hotmail.com. Click the 
right arrow button to continue (shown in Figure 17-3). 

2 In the Hotmail Logan screen (see Figure 17-7), enter your user 
name (everything before the@ symbol in your Hotmail address). 
If you want to be able to log on each time without having to 
type your password, click the Save Password check box and en­
ter your password in the Password bar. Click the right arrow 
button to continue. 

□ Ac_count S'ett111 Assistant ~ ,8 

Hotmall,Logon ._ 
Type the =unt neme and pass..,ord you received from the Hot mail sign-up 
page. 

I 

Account ID: ! bunny I? I 
Note: the account ID Is not your e-mel I 
address Typically it is the text in your 
e-mei I address before the ~ symbol. 

Paw,1ord, , ........ ' ' 
!if Save p83Sl(Ord 

Note: to check your e- mai I 1,1ithout 
entering your pass'w'Ord eech ti me, select 
the Save pass1,1ord check box. 

Click the right errw to continue 

I Configure account m11nua11y I 1:~'1 iJ 111> I I 

3 On the Congratulations screen (shown in Figure 17-6), enter a 
name for the account. (This name is for Entourage identification 
purposes only. You can call it anything you like.) 

4 If you want mail from this account automatically sent and re­
ceived whenever you perform a manual or scheduled Send & 
Receive All, make sure that the check box is checked. Click Fin­
ish. The Hotmail account is now added to the Accounts window. 

If you're comfortable with account setup, you can manually configure 
ISP and Hotmail accounts by clicking the Configure Account Manually 
button in the Account Setup Assistant. In the New Account dialog box, 
shown in Figure 17-8, specify the account type and click OK. 
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FIGURE 17-8. 
Specify the account 

type and cl ick OK 

FIGURE 17-9. 
You can manually 

configure a new 

e-mail account (or 

edit an existing one) 

in the Edit Account 

dialog box 

Microsoft Entourage 

--- New Account 

lt.ccount type: [P"□P-- -- ;I) 

I Assist Me J Cancel j [ OK j 

Then fill in the necessa1y information in the Edit Account dialog box, 
as shown in Figure 17-9. 

II 

Edit Account ~ 

Atwufll Seltl ngs \ ~ 

;:;;==:====:;;;;----i 
Account name I._L_i2-ar_d s .... p-it _ _ __ .,. 

@ Include this a,;count in my ''Send & Receive Al I" ochedule 
I 

Personal I nformation - - ----- - - - - -

Nome I Steve Sch'w'artz 

E- mai I eddres3· ! llzardspit~isp com 

Receiving mail 

Acc~unt I D: [ l izardspil I 
POP ,erver. [ pop3.isp com ! '· 

[ii'Saw paos..,,ord [........ ( 

C>icl.. ..,._u ' or <dr-~~ r~,Y•f'19 cptrons I 
Sendinq mail 

SMTP ~erver: ,.__!.1_mt_,_p._1,a...p";;..;.m _______ __, 

Cancel ]fl Ok fl 

Other Web-Based E-Mail Accounts 

Entourage can also be configured to handle other Web-based accounts-as 

long as the provider offers POP3 servers from which you can send and receive 

e-mail. (Some do; some don't.) To set up such an account in Entourage, all you 

need to know is your e-mail address and the names of the mail servers. For 

Yahoo! Mail, for instance, the incoming (POP) mail server is pop.mail.yahoo.com 

and the outgoing (SMTP or Simple Mail Transfer Protocol) mail server is 

smpt.mail.yahoo.com. 

When setting up such an account , you may want to enable the Allow On­

line Access (Shows Account In Folder List) option by clicking the Opt ions tab 

in the Edit Account dialog box, shown in Figure 17-10.This will allow you to 

access the account by clicking its icon in the Folder List, just as you can do 

with your other e-mail accounts. 



FIGURE 17-10. 
The Options tab of the 

Edit Account window 

allows you to access 

the account 
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r:: - &'dltACCOUnt ; 

/'llecounls:elllll!P \ ~ 
- -

Message options 

Default siQneture: I '-r• I :) 
Additional headers: 

II 

l!Nder i Value 

~ 
Server option~ 

D Partially receive mesSII~ over ~~KB 
D Leeve e copy of each m=ege on the :ser,,er 

0 Delete me,,ege, from the $erver efter ~~ d4y, 

I O Delete rnessegos from Hie se rver after they ere 
deleted from this computer 

I "i;;i";i1 ,f,t , V 
- - -. 

ten on S11rver. 

( ! llllw onl i re ecce"" (shovs HCCOunt in folder list} 

[ Cancel I~ OK l 
Click to allow online access 

Creating a New Hotmail Account 
As mentioned previously, Hotmail accounts are free. And unlike your 
ISP e-mail accounts, you can create as many Hotmail accounts as you 
like. For example, many Web sites require that you sign up for their ser­
vices by providing a valid e-mail address. Why put your primaty e-mail 
address at risk when you can subscribe as someone@hotmail.com? 

You can create new accounts at the Hotmail Web site (www.hotmail.com). 
You can also create them from within Entourage by following these steps: 

1 Open the Accounts dialog box, and create a new mail account as 
described in steps 1 through 3 of configuring Entourage to use an 
existing ISP e-mail account on page 311. 

2 In the Internet E-Mail Address screen (shown in Figure 17-3), 
click the second radio button, indicating that you want to create 
a new Hotmail account. Click the right arrow button to continue. 

3 In the next screen, click the Hotmail Sign-Up button, click the 
right arrow button, and then, in the screen that appears, click 
the Hotmail Sign-Up button. Your Web browser launches and 
opens to the Hotmail home page, as shown in Figure 17-11. 
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FIGURE17-11. 
You can sign up for a 

Hotmail account from 

this screen, as well as 
send and receive 

e-mail from any of 

your current Hotmail 

accounts 

NOTE 

O lllllrn&II - The World's rlifiW.ll•IIHWd £-niift l!JB 

~~ " .... 
Rafrtltl HillfN .wtofl Prill H, U e 

(lt fr.ltf'.//k,l, ..... S .... IJJ.-f ...,-1 eom/c,gi-bfl/logii .. 
: New user? SI n u now! -+----.,.- Click to 

Select one-: 
0 Mmt1fi:ZY!Y lor sh~!d orpi..ltllecoff'lpt.Aer.s. 
0 ~ W!r'Slfllt•II"\ N81'1',e MO Pa"~YJOl'd 

IM-,f'J lhii? 
®Ne,,,., 

~ 
e 2000 Mla-osolt COf'porol1on All rights reserved 

Terms 01 Service rrrvety st~crnent 

., 

create 
a new 
account 

4 Click the link to sign up for a new account, and supply the re­
quested information. When Hotmail confirms that the new ac­
count has been created, return to the Account Setup Assistant in 
Entourage. 

There are already millions of Hotmail accounts. It may take several tries before 

you come up with a user name that isn't already being used. 

5 In the Hotmail Log on screen (shown in Figure 17-7), enter your 
user name (eve1ything before the @ symbol in your Hotmail ad­
dress). If you want to be able to log on each time without having 
to type your password, click the Save Password check box and 
enter your password in the Password box. Click the right arrow 
button to continue. 

6 On the Congratulations screen (shown in Figure 17-6), enter a 
name' for the account. (This name is for Entourage identification 
purposes only. You can call it anything you like.) 

7 If you want mail from this account automatically sent and received 
whenever you perform a manual or scheduled Send & Receive 
All, make sure that the check box is checked. Click Finish. The 
new Hotmail account is now added to the Accounts dialog box. 



FIGURE 17-12. 
You can save copies of 

outgoing Hotmail 

messages on your 

Mac's hard disk or on 

the Hotmail server 
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Modifying E-Mail Account Options 
As with most parts of Microsoft Office, the default account settings of 
Entourage will satisfy most users. However, if you want to examine or 
modify the settings, follow these steps: 

1 From the Tools menu, choose Accounts. The Accounts dialog box 
appears. (See Figure 17-1.) 

2 Click the Mail tab to view the list of e-mail accounts. 

3 Double-dick the name of the account you want to examine (or 
select the account name and click the Edit button). The Edit Account 
dialog box appears (as shown in Figure 17-9), showing the informa­
tion that you previously entered in the Account Setup Assistant. 

4 Edit the text or change options, as desired. 

5 If this is a Hotmail account, as shown in Figure 17-12, you'll note 
that the Account Settings tab contains a Sending Mail option that's 
not available for ISP accounts. If you want to store all outgoing 
messages from this account at Hotmail, rather than on your com­
puter, leave this option checked. 

- - E:ditAt:count ~ -"-'=-'--

Ae«vntSe\Ur,o,\J'opti'ori,\ 

Account neme: ! MS0ff2001 I 
D Include thi9 account in my "Send & Receive All" schedule 

Per:sonal i nformnlion - - - - -
Neme !Stave Schwartz I 

E-mail addre,s: l msoff2001 f>hotmei l.com I 
Receiving moll - I 

Account ID: I mscff2001 I 
@Seve pi,,s1;ord: , ........ I 

SBnding mail 

G:f Seve Mlnt mes9ages In the server '"Sen1 Items"' 
, folaer i nsleed of locsl ly 

Ir 

I Cancel I(( OK I 
I 

Specify where to save copies of outgoing mail 
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6 Click the Options tab ;it the top of the Edit Account dialog box. 
(See Figures 17-13a and 17-13b.) 

FIGURE 17-13A. Choose a default signature 

The Opt ions tab for an 

ISP account 

FIGURE 17-13B. 

The Options tab for a 

Hot rnail account 

Edl1 ~count 

/ Account Settl~,\ ~ " 

Message options 

Dereult signature I None :1 

Additional headers 

I 
Header I \/sl ue 

~ ' 

Server options - - - ··-- -,.... 
~ ~ KB D Part ially roceive messages over 

~ Lewe a copy of each mes,ege on the Mrv~r 

(;if Delete me,soges f rom the $erver ofter E:J~ day: 

~ 
O Delete me5seges f rom the ae rver after they 9re 

dele,ed from this compu,er 

l ;;e1 ~u 11'"'49'.:, !-fl ~ ,(r ~, , 
0 Al low> onl lne acc,;s: (:how>s occounl in folder Ii$\) -

I Cancel )~ OK ~ 

Server message-handling options 

Default signature 

~ Edit ~ccount = 
-

/ 1\1;-Counl Selll"9,\~ 

Heo111e opOona -- - --
Oef4ul( JlqJllltUU I St.llllel'd 1-:1 

Mdltlonel heade~. 

I 
jlo.-Jft" I Y~lw! 

~ 
I 

( Cancel Jij OK I 



NOTE 

FIGURE 17-14. 
To indicate what you'd 

like to do with this 

partial message, you 

can click Get Entire 

Message or Delete 

From Server 
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7 Set the following options as desired: 

• Default Signature (ISP or Hotmail) Choose None or the 
riame of a defined signature (such as Standard) to auto­
matically append the chosen signature to all outgoing mes­
sages from the account. 

• Partially Receive Messages over x KB (ISP only) If you 
sometimes receive large messages that you may not want, 
checking this option causes messages over the specified 
size to be only partially downloaded to your computer. 

To tell your mail server how to handle a specific received partial message, se­

lect the message in the message list, click the On-Line Status indicator (the 

envelope icon), and choose an option from the pop-up menu that appears. 

Alternately, you can open the message in its own window and click an under­

lined text option, as shown in Figure 17-14. 

,} - ~ · j jJ~ plv . ~ , ,link • ,. ·I~ e ~ I ~ ~ -l"IM, • §Clll!Q!)riu • 

jo- Thia ia a partial messeoe. 

Message-handling options 

• Leave A Copy Of Each Message On The Server (ISP 

only) Check this option if, for example, you also want to 
be able to retrieve the same messages from another com­
puter, such as your main system at home or work. You can 
optionally specify when to delete these messages from the 
server by clicking either or both of the following two check 
boxes: Delete Messages From The Server After x Days and 
Delete Messages From The Server After They Are Deleted 
From This Computer. 

8 Click OK to save all changes, or click Cancel to discard them. 

You can delete accounts or choose different default accounts in the 
Accounts dialog box. To open the Accounts dialog box (shown in Fig­
ure 17-1), open the Tools menu and choose Accounts. To delete an 
existing account, select its name and click Delete. 
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The default e-mail or newsgroup account-the one from which all mes­
sages are automatically sent unless you specify otherwise-is shown in 
boldface in the Accounts dialog box. To make a different account the 
default, select it and dick Make Default. 

Setting Up News Server Accounts 

NOTE 

NOTE 

Although your primary news server will probably be the one that is 
provided by your ISP, Entourage can use as many other news servers 
as you want. Companies such as Microsoft and Symantec, for example, 
sometimes maintain their own news servers to provide information to 
customers and to get product feedback. To emphasize this fact, Entou­

rage is pre-configured to use Microsoft's news server. 

If you use America Online as your news provider, you must use its software to 

access newsgroups. Entourage cannot access AOL newsgroups. 

Adding a News Server 
To add a news server, follow these steps: 

1 Open the Tools menu and choose Accounts. The Accounts dialog 
box appears. (See Figure 17-1.) 

2 Click the down arrow on the right side of the New button, and 
choose News. (Or you can switch to the News tab and click the 
~ew button; open the File menu, choose New, and then choose 
Account; or press ~-N.) The Account Setup Assistant appears, 
open to the Internet News Account screen, as shown in Fig-
ure 17-15. 

If you manually set up the most recently added account, you will sti ll be in 

manual mode. To revert to using the Account Setup Assistant, cl ick the Assist 

Me button in the dialog box that appears. 



FIGURE 17-15. 
choose an e-mail 

address to which 

replies to your posts 

should be sent 
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- == ACl!OUrit Setup AsSl$tan( B 
Internet News Account ~ 

1----------ii!.,.:--

People can reply to your lleY3 me3S8()es by :,ending you an e-me l l meosage 
at the account be lo", or they may post enother news message 

E-mail ( Rrimrurc1ent {SteYO & hw I :j 

Or9tnlu tlon,,l.,__ __________ 1 
For example: Microsoft Corporation 

Cl ick the right arrow to continue 

[ Conrl9ur1 tteount 111111\Je!Jy (I~ 

3 Choose a reply-to e-mail account from the pop-up menu. All re­
plies to your posts will be sent to the chosen address. 

4 If you want, you can enter the name of the organization or com­
pany with which you're associated. Click the right arrow button 
to continue. 

When choosing a reply-to e-mail address in step 3, you may want to use a 

Hotmail or similar account, rather than your personal or company e-mail 

account. Posting to newsgroups frequent ly results in spam (unwanted ad­

vertising e-mail). It's better if spam goes to a secondary e-mail account than 

to your main one. 

5 In the Internet News Server Name screen (shown in Figure 17-16), 
enter the name of the news server you want to add. (News server 
names are generally in the form news.domain, such as 
news.alaskanet.com.) If the news server does not require you to 
Jog on with a user name and password, click the right arrow but­
ton to continue. Go to step 7. 



324 PART IV Microsoft Entourage 

FIGURE 17-16. 
Enter the name of the 

news server 

FIGURE 17-17, 
Enter your user name 

(account ID) and 
password 

0 Account setup Assistant · 8 
Internet News Server Name- ~ 
I------~~ 

Type the n&me of the Internet Newt ( NNTP) terver your Internet Service 
Provider has given you 

Nev3 (NNTP) terver, 

I news. 1s p..com 

If your Internet tervice provider has informed you that you must log on to 
your new's ( NtHP) ser ver and has provided you v lth an NHTP account name 
and pass1vord, then select the check box be lo1a1. 

0 My ne,.,s server requi res me to log on 

Cl lck the r ight arrow to continue. 

Configure account manually 

6 If this news server does require you to log on, click the check 
box and then click the right arrow button to continue. The In­
ternet News Logon screen appears, as shown in Figure 17-17. 
Enter your user name. If you want Entourage Lo provide your 
password automatically each time you log on to the news ser­
ver, check the Save Password check box and enter your pass­
word. Click the right arrow button to continue. 

0 

Internet News Logon .,. 
t-----------Vl--e.-

Type the account name and passvonl yout Internet service prov ider has 
given you 

Accou nt ID, ! roadrunner 

[iJSave pes:J\.ilord: ._I•-••-•-••-•_ .. _••--------

Click the r ight arrow to conti nue 

Gifi]fl 

7 On the Congratulations screen, shown in Figure 17-18, enter a 
name for this news server. (This name is for Entourage identifica­
tion purposes only. You can call it anything you like.) 



FIGURE 17-18. 

Enter a name to iden­

tify this news account 

FIGURE 17-19. 

Click OK to receive the 

list of available 

newsgroups 
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0 -- ACl!OUotSetup A.Ulstant B 
Congratulatlons ,a 

11-----------Il:-l§S---, 

Vou hove successful ly entered al I of the information required to set up your 
account. 

Plea3e enter a neme for this account below This name is used only for 
display purposes. 

Account neme:j .. 1s_P_N_e,.,,_s ______ _ 

To save the3e 3etti ng click Finish_ 

fl finish fl 
1 

8 Click the Finish button. The news server's name is added to the 
Accounts dialog box and the Folder List in Entourage's main 
window. 

Subscribing to Newsgroups 
The first time you return co the Entourage main screen and click the 
news server's name in the Folder List, the dialog box shown in Fig­
ure 17-19 appears. Click OK to receive the list of newsgroups that 
are available on the server. 

~ 
~ 

Would you like to receive the list or 
newsgroups from this server? 

I Cancel J [I OK fl 

Periodically, you may want to update the newsgroup list by selecting each 

news server in the Folder list and then clicking the Update List button in the 

toolbar. 

As mentioned previously, you can subscribe to as many newsgroups as 
you like. (Subscribing merely means that you intend to use Entourage to 
follow the newsgroup regularly.) Subscribing to a newsgroup adds its 
name to the Folder List, as well as makes the newsgroup readily acces­
sible by opening the View menu and choosing Subscribed Only. 
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To subscribe to a newsgroup, follow these steps: 

1 Click to select a news server in the Folder List of the Entourage 
window. The names of all newsgroups that are tracked by the 
news server appear in Entourage's main window, as shown in 
Figure 17-20. 

Enl:Dtil'•v• - - --
••dof lh' J\,GCT'0'1-0n News Server &,tpl•Y J1e'-"son11p,e1-n1e111i"'.1 I J, 

e $'• •1 I;• -;;.-1 ~ ~NJ..th: 1 .. u . .n 
(I t-, ~f=1 .. ,._ """ .... . l.11 .,....,tr, 

■ c,<t1.:. J :u'l'" 1 •"l<t~ •«••••C:•~-..~~ 
u l• d.: •t:1 ? : .. ~ I ..,_,,.-,-4~..., ... ... ,.. .... "'"" 
_:i C"-1.L..Lt• ' 1"" l'Ta,.,.... •« ••• r•_..,, 
-"6 14 f '• 5 ...... . ..-.: .,., • • 'l"I U F'tlJ•l•.-

G" fl('hJ N , ,~;;11;, .. l• l 1 ~ C.1 4 ~ f Jt,tll,tl f ' ) l.. ,t~1.! t 

.. ~ C'1,u\~•1>\r1,-1 r• ,;• •T)li,-;•.:~ IJ.; l e:' • f'. J tt• ,,1.-,t'i 

Ci t::,· , -1• f •Jtt T11 ,... , c n~, '1" ;r,·.:1t~ ~ 0::( I SI • hr'> l ld , !4 

~ FM P n T , I\ '.l"•CD~'l :"\' o:~ : ~ O:< tt f :/,,,(•'>f 

t1 ;~; b_,1:1L1 tf ,Cr11 -; .. :•il ,: J':'.(c J : ' • •!'> I C JJ '1 

~ ti r;,c,~,-..t>•~:J 
1 

"I" i 4 i 

~ ~ ••-: ~~ tP, • H : :::: : : ~ : :~•:: ::: : : : ·;.:•: ,~:: ••H. 

(I s .... " . ,...,,. Wlhl .,,,., .. , ~ti- :--.,1. 11: - ~, .,~ ' ·~·•,~r ~I. :j. 

t-,'-•• -, ,. 1 • ,.; r, r 11 • ••~ 1~ (.,, s- rfl..trr,n 

m l,!'1,)S\otl. ;ivti1 ...... , .. "' 1.»,~t;l..-~(OA~Q. _ 1 

~-lilt ""Sit4 Ii tuAtf'7iffl rm&~ f adbtt 

Selected server Available newsgroups 

2 Scroll through the newsgroup list, and click to select the one to 
which you want to subscribe. 

3 Click the Subscribe button, open the Edit menu, and choose Sub­
scribe; or Control-click the newsgroup name and choose Subscribe 
from the pop-up menu that appears. The newsgroup's name is 
now displayed in boldface to indicate that it is a subscribed-to 
newsgroup, and its name is also added beneath the server name 
in the Folder List. 

Some news servers nandle thousands of newsgroups. To find a particular 

newsgroup or one that contains a given keyword ("Mac,"for example), enter 

the keyword in the Display Newsgroups Containing text box, as shown in Fig­

ure 17-21. As you type, the newsgroup list is automatically filtered to show 

only the newsgroup names that conta in the search text. To view the entire list 

of newsgroups again, click the Clear button to the right of the text box. 
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Filtered newsgroup list 
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If you later decide that you no longer want to subscribe to a news­
group, ·select its name and click the Unsubscribe button, open the Edit 
menu an<l choose Unsubt>cribe, or Control-click the newsgroup name 
and choose Unsubscribe from the pop-up menu that appears. 

Adding Directory Services 
Entourage comes preconfigured to use four directory services: Bigfoot, 
Infospace, WhoWhere, and Yahoo! People Search. When you create an 
e-mail message and issue the Check Names command (by clicking the 
Check Names button, opening the Tools menu and choosing Check 
Names, or pressing Shift-3€-C), the directory services are consulted for 
possible matches. 

While the four directory services will suffice for most users, you can add 
others, too. Open the Tools menu, choose Accounts, click the Directory 
Service tab in the Accounts dialog box, click the New button, and then 
fill in the requested information in the Account Setup Assistant. 

You shouldn't count on directory services to be able to find e-mail ad­
dresses for you. If a person has a common name, you're liable to find 
dozens of potential matches-with no way of distinguishing the correct 
one from the others or determining whether any of the matches are ac­
tually the correct person. Note, too, that an individual will be listed by a 
particular directory service only if he or she has completed a Web form 
requesting the listing. 
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The Calendar 
and Information 
Management Features 

T he presence of a calendar in Microsoft Encourage is a 
breakthrough for the Macintosh version of Microsoft 
Office. Now-for the first time--Office enables you 

to record appointments and, optionally, to set reminders for 
them. And because the Calendar is integrated with the other 
Office applications, you can now flag any Microsoft Word, 
Excel, or PowerPoint document with a reminder to follow it 
up at a later date and time. 

Entourage also enables you to track tasks, write notes to your­
self, and create links between Entourage items. Since these 
options-like the Calendar-are only tangentially related to 
Entourage's main purposes (sending and receiving e-mail and 
newsgroup messages), they are all covered in this chapter. 

329 
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Using the Calendar 

FIGURE 18-1. 

In the Week view of 

the Calendar, work 

periods are shown in 

white; non-work 

periods are patterned 

SEE ALSO 

You can also view your 
Calendar by saving it 
as a Web page to view 
online using any Web 
browser, such as 
Microsoft Internet 
Explorer. See Chapter 
30, "Microsoft Office 
2001 and the Web,"for 
instructions. 

To view the Calendar (shown in Figure 18-1), click the Calendar icon 
in the Folder List, choose Calendar from the Window menu, or press 
3€-4. You can specify the time range you want to display by choosing 
a command from the View menu: Day, Week, Work Week, or Month. 
(To display the same view for different dates, click a new starting date 
in one of the miniature calendars at the top of the window.) 

To make it easier to view and work with the Calendar, open the View menu 

and choose Folder List, removing its check mark. When you resume working 

with e-mail, you can restore the Folder List by choosing its View menu com­

mand again. 

Holidays 
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If you want to see a list of on1y the scheduled events, holidays, and 
tasks that fall within the chosen time period (as shown in Figure 18-2), 
choose List from the View menu. 

You can also view a range of dates in the Calendar (from one day to 
six weeks). Click the start date in a mini-calendar, and then drag to se­
lect the end date. 



FIGURE 18-2. 
In List view, the Calen­

dar shows all events 

and tasks for the 

period 

FIGURE 18-3. 
You schedule an event 

by filling in the details 

in this event window 
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To create a new Calendar event, follow these steps: 

liliJ 

. 

... 

1 Click the Calendar icon in the Folder List, choose Calendar from 
the Window menu, or press ~-4. 

2 Double-click a calendar date (in the mini-calendars or in any view) 
to create an event for that day. Or if you are viewing the Calendar 
in Day, Week, or Work Week view, you can double-click a spe­
cific time on the chosen date. An untitled event window appears, 
as shown in Figure 18-3 . 
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NOTE 
You can also create an event by clicking the New button in the toolbar. By 

default, the date and time that are currently selected in the Calendar will be 

treated as the event's starting date and time. Of course, you can change these 

settings w hen you define the event. 

3 Enter a description of the event in the Subject box. 

4 Optional: If the event will occur in a particular place, you can 
enter it in the Location box. 

5 If the event will take an entire day, check the All Day Event check 
box. Otheiwise, leave the check box blank and specify a start 
date/time and an end date/time in the boxes that appear, as 
shown in Figure 18-3. 

6 Optional: If you want to be reminded prior to the event's starting 
time, click the Reminder check box and designate a time interval 
(in minutes, hours, or days). At the designated time, a pop-up 
reminder window will appear when any Office 2001 application 
is running. 

7 Optional: If you must drive to the event (such as an appointment 
at your doctor's office), click the Add Travel Time check box and 
specify the approximate number of minutes travel will require. The 
start and end times will be adjusted to compensate for travel time. 

8 Optional: You can enter notes, such as driving directions, in the 
large text box at the bottom of the event window. 

9 Click the Save button, and close the event window. 

Creating a Recurring Event 
Some events occur more than once. For example, there may be a club 
meeting on every first and third Tuesday of each month, or you may 
pay your rent on the first day of every month. Rather than create a 
separate event and reminder for every occurrence, you can create a 
single event and reminder but designate it as recurring. 

To set an event as recurring, click the Recurrence button in an event 
window. (See Figure 18-3.) The Recurring Event window appears, as 
shown in Figure 18-4. Specify a recurrence pattern and an optional 
end date. Click OK to return to the event window. The event will now 
appear on the Calendar on every affected date and time. 



FIGURE 18-4. 
y0u can specify a 

frequency based on a 

specific date (every 

12th of the month) or 

a day of the week 

(every other Thursday), 

as well as when t he 

recurrences will end 

NOTE 

SEE ALSO 

You can instruct the 
Calendar to auto­
matically delete non­
recurring events after 
they've passed by 
setting an option in 
Preferences. See "Cus­
tomizing the Calendar'' 
later in this chapter. 
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To make changes to a recurring event, locate and double-dick one oc­
currence of the event on the Calendar. (If you want to edit the entire 
series, you can choose any occurrence. To edit a particular occurrence, 
double-click that one.) A dialog box appears, asking whether you want 
to change just this occurrence or the entire series. Select the appropriate 
option, and click OK. Make whatever changes are necessary. 

If you are edit ing the entire series for a recurring event, you can remove all 

occurrences by clicking the Delete button in the event window t oolbar. 

Managing Events 
Once you've set an event, there's often more that you must do than 
occasionally glancing at the Calendar window. Entourage enables you 
to change an event's time and other details, delete events, respond to 
and modify event reminders, and issue and respond to event invitations. 

~an't remember when a particular event is scheduled or when it took place? 

The Find and Advanced Find commands in t he Edit menu work in the Calen­

dar, too. 

Modifying and Deleting Events 
After scheduling events, you'll frequently need to modify them by 
changing the date and/or time and adding more details. You can make 
any modifications you want by double-clicking the event on the Cal­
endar. Make your changes, click Save when you're through, and then 
close the event window. 
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FIGURE 18-5. 
The Reminders w in­

dow appears when a 

reminder has been set 

for an event or task. 

If you just need to change the date or time for an event, you can drag it to a 

new location on the Calendar. In order to do this, however, you must be in a 

view that displays both the original date/time and the desired date/time. 

To delete an event, click to select it, and then click the Delete button, 
press Delete, or drag it to the Trash. 

Responding To and Modifying Reminders 
When you create events and tasks, you can optionally assign a reminder 
to each one. The reminder will appear at the scheduled date and time­
as long as an Office program is running. If an Office program is not 
running, the reminder will appear the next time an Office program is 
launched. 

By selecting a reminder in the Reminders window (as shown in Figure 
18-5) and clicking toolbar buttons, you can do any of the following: 

■ Open the original event or task (enabling you to view and/or 
edit it). 

■ Open a document that you've flagged for follow-up in Word, 
Excel, or PowerPoint. (To do so, open the Tools menu in 
Word, choose Flag For Follow Up, and .set a date/ time for when 
you want to be reminded.) 

■ Click to set the reminder to snooze for five minutes or a differ­
ent length of time (click the down arrow on the right side of the 
Snooze button) after which it will reappear. 

■ Dismiss the reminder. 

a Reminder:. --== l;!JB 

~Opan Item : J ,Opcu :,,.-u111t nl ilJsnooze • ~ Dismi'" 

! ,~ Subject 

['.j Submitfin•lch•i,toos1»MSPn,ss Fri. Sop 29, 2000 2 , 30 PM . , 
~ Phoen1" trip Fri, Sop 29, 2000 7:00 PM 

~ Euon __ Fri, S•p 29, 2000 3 :00 PM 

To modify a reminder, open the original event or task and make any 
desired changes. If you decide that you don't need a reminder at all , 
remove the check mark from the Reminder check box and click Save. 



FIGURE 18-6. 
If you're sure of your 

decision, cl ick Accept 

or Decline; otherwise, 

click Tentat ive to sug­

gest that you may 
attend 
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Inviting Others to an Event 
You can also use the Calendar to coordinate group activities, such as 
meetings and family reunions. Using Entourage's e-mail capabilities, you 
can notify or invite people to events that you've scheduled on your Cal­
endar, as well as accept or reject invitations from others. Everyone, 
however, must have an e-mail program that supports Internet Calendar­
ing (iCalendar). Otheiwise, the received message will merely display the 
event title as the subject and the start/end times as the message text. 

To issue an invitation, open the event for editing and click the Invite 
button in the toolbar. Choose or hand-enter the e-mail addresses of the 
people you want to invite. Add any necessary comments or attach­
ments, and click Send Now. 

Incoming invitations arrive in the recipient's Inbox. When an invitation 
is received by an Entourage user and is opened, as shown in Figure 
18-6, the recipient can click one of three buttons: Tentative, Accept, 
or Decline. 

Response buttons 
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□ ..= =-•· 1 1 Pho~lx trip ~. m!B 
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lzholol tllli~C ~~D! 
From: Steven Sch"'ertz =hwartz.-ispchannel.com> ... ..... 
0ate: Mond4y, Cktober 9, 2000 12:42 PM 

To: lizarcbpitl!Olspchennel com 
Subject: Phoenix trip 

When: Fridey, October 13, 2000 7:00 PM 
..... .... . . 

I Ao 
c--

-... 
~ 

If you--or another host-later want to cancel an event, double-dick 
the event to open it and click the Cancel Invitations button. A dialog 
box will appear asking: "Do you want to send an update to the attend­
ees?" Click Send to e-mail a cancellation notice to all persons who pre­
viously received your invitation. 
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FIGURE 18-7. 

You can set Calendar 

preferences in the 

Calendar tab of the 

General Preferences 

dialog box 

Customizing the Calendar 
You can customize the Calendar by opening the Edit menu, pointing 
to Preferences, and choosing General. ·The General Preferences dialog 
box appears. Click the Calendar tab, as shown in Figure 18-7. 

-
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You can set the following Calendar preferences: 

■ Your choice in the First Day Of Week pop-up menu determines 
the way the Calendar is displayed when in Week view. 

■ Check the days in the Calendar Work Week section to match the 
days of the week you normally work. 

■ In the Work Hours section, indicate your daily work hours by 
selecting start and end times. 

■ To instruct the Calendar to automatically delete normal (non­
recurring) events that have passed, click the Delete Non-Recurring 
Events Older Than check box and specify a time period. 

• To include holidays in your Calendar, click the Add Holidays 
button, select the Holidays file from the list that appears, and 
click Open. The Add Holidays To Calendar dialog box appears. 
Click the countries and religions whose holidays you want to 
add, and then click OK. 



NOTE 

FIGURE 18-8. 
This search will list all 

holidays that are 

found in the Calendar, 

enabling you to delete 

the extraneous ones 
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□ 

You can selectively remove holidays that you don't observe or celebrate. Con­

duct an Advanced Find, and set criteria as shown in Figure 18-8. In the Search 

Results window, c;elect the holidays you want to remove and click the Delete 

button (or press the Delete key). 
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Trac.king Tasks 
Traditionally, personal information management (PIM) programs relied 
on a calendar to track appointments as well as items on your to-do lists. 
While this approach worked reasonably well, it meant that your to-do 
items had to be assigned to dates-even if they really weren't date­
sensitive. For example, although it might be important for you to fix 
the screen door, you might not want to schedule it for a specific date 
and time. 

Although you can use the Entourage Calendar to schedule such tasks 
as events, you can also create and track them in the Tasks list or win­
dow, shown in Figure 18-9. Doing so has the following advantages: 

■ Tasks can either be undated or have a specific due date. You 
can schedule a reminder for any task--even ones for which you 
haven't set a due date. 

■ Tasks can be marked as completed by checking a box. You can 
view tasks by completion status, and you can limit displayed tasks 
to those for today or this week. 

■ You can set a priority level for each task, as well as assign one 
or more categories to it. 

■ Like Calendar events, tasks can be single or recurring events. 
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FIGURE 18-9. 
The Tasks list shows all 

scheduled tasks, their 

completion status, 

their priority, whether 

they are recurring 

events, and whether a 

reminder has been 

associated w ith them 

FIGURE 18-10. 
All tasks are created 

and edited in this 

window 
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All defined tasks are displayed in the Tasks window and list. To create 
a new task and add it to the Tasks window and list, follow these steps: 

1 If the Tasks window or list is active, dick the New button; press 
~-N; or open the File menu, point to New, and choose Task. If 
any other window or list is active, click the down arrow on the 
right side of the New button and choose Task, or open the File 
menu, point to New, and choose Task. An untitled task window 
appears, as shown in Figure 18-10. 
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2 At a minimum (for an undated task or to-do item), you must en­
ter a title in the Task text box, save the task (by clicking the Save 

button), and close the window. All remaining steps are optional. 

3 Optional: Set a priority for completing the task by selecting an 
option from the Priority pop-up menu. 

4 Optional: If you've already completed the task, click the Com­
plete check box. (It's more common to do this when editing a 
task, but you may be tracking a multi-step project and want to 
record the steps you've already completed, for example.) 

5 Optional: If the task has a particular date on which or by which it 
must be completed, click the Due Date check box and enter a date. 

6 Optional: If you want to be reminded in advance or at the mo­
ment the task must be handled, click the Reminder check box 
and set a date/time for the reminder. As long as Entourage or an­
other Office application is running when the reminder is triggered, 
a Reminders window (shown in Figure 18-5) will automatically 
appear. If an Office application is not running at that time, the 
Reminders window will be presented the next time you launch 
an Office application. 

7 Optional: If you want to elaborate on the task, you can type, 
paste, or drag the necessary information into the Note area. 

8 Optional: From the Categories pop-up menu, choose one or 
more categories to classify the task. 

9 Click the Save button, and then close the task window. 

Recurring Tasks 

Not all tasks are one-time events. Some-such as paying the mortgage, play­

ing bridge, or giving your dog her heartworrn pill-recur on a regular basis. By 

cl icking the Recurrence button in the new task window, you can specify the 

frequency with which the task occurs. (See Figure 18-4.) 

Viewing and Editing Tasks 
To view the list of tasks (as shown in Figure 18-9), you can click the 
Tasks icon in the Folder List, choose Tasks from the Window menu, or 
press X-5. You can specify a particular view of the Tasks list by choos­
ing a command from the View menu, as shown in Figure 18-11 . 
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FIGURE 18-11 . 
Choose whether all 

tasks, incomplete tasks, 

or completed t asks are 

displayed in the list 
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To open a task for viewing or editing, double-click its header. Make 
whatever changes are necessary, and dick the Save button. 

You can delete any task-whether it is completed or not. Select its 
header in the Tasks list or window and then click the Delete button, 
press the Delete key or ~-Delete, choose Delete Task from the Edit 
menu, Control-click the task and choose Delete Task, or drag the task 
to the Trash. 

If all you want to do is mark a task as completed, you don't need to open the 

task. Just click the completion check box in the Tasks list or window. You can 

also change a task's category, priority, or completion status by Cont rol-clicking 

the task header. 

As is the case with other Entourage windows, you can sort the Tasks 
window by clicking a column header in the Tasks list or window. You 
can also filter the tasks, or issue Find/ Advanced Find commands to 
identify the tasks that satisfy your search criteria. For instructions, see 
Chapter 4, "Using the Address Book." 

Working with Notes 
In addition to tracking tasks and appointments, you can also create 
notes in Entourage. A note is a free-form text document that can con­
tain any type of information you want. Because notes are created in 
the same way that you create formatted HfML e-mail messages, they 
can contain headings, bullets, numbered lists, different paragraph align­
ments, rules, and different fonts and text sizes. 



SEE ALSO 

Although you can use 
Entourage notes as 
you would any 
notepad or memo pad 
program (that is, to jot 
down unrelated 
items), notes can be 
very useful when 
linked to other items, 
such as Calendar ap­
pointments or e-mail 
messages. You can 
learn how to link items 
in the "Linking Items 
to Other Items" section 
later in this chapter. 
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Creating and Editing Notes 
As with other documents in Office, you can create new notes, as well 
as go back and edit or delete existing ones. To create a new note, fol­
low these steps: 

1 If the Notes folder or window is active, click the New button in 
the toolbar, open the File menu and choose New and then Note, 
or press :t€-N. 

or 

If another folder or window is active, click the down arrow on 
the right side of the New button and choose Note, or open the 
File menu and choose New and then Note. A new, untitled note 
window appears. 

2 Identify the note by typing a title in the Title box. ( Choose the 
title carefully. It is the only identifying information that you will 
see when you switch to the Notes window.) 

3 Write the note. Work as though you're using a word processing 
program. You only have to press Return when you want to start a 
new paragraph. Otherwise, text automatically wraps as necessary 
to fit within the dimensions of the note window. You can apply 
formatting before you begin typing, or you can add it later. (For­
matting commands can be chosen from the note's toolbar or from 
the Formatting menu.) 

4 In addition to formatting commands common to many word pro­
cessing applications, you can also do the following in your notes: 

• Choose a background color by clicking the down arrow on 
the right side of the Background button. 

• Add a timestamp to the note by clicking the Insert Date & 

Time button. (If you're recording notes from a series of 
phone conversations, this is an excellent way to help you 
keep track of them.) 

• Add a horizontal line (or rule) by clicking the Horizontal 
Line button. 

• For the page currently being viewed in Microsoft Internet 
Explorer, insert a Web page address from your stored Fa­
vorites or from Internet Explorer's History, by clicking the 
Insert Hyperlink button. 
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FIGURE 18-12. 
A completed note can 

contain paragraph 

and text formatting, 

ru les, timestamps, and 

a background color 

• Classify the note by choosing one or more categories from 
the Categories pop-up menu. 

5 Save the note by clicking the Save button, choosing Save from the 
File menu, or pressing ~-S. Figure 18-12 shows a completed note. 

6 Close the note window by clicking its close box. The new note's 
title is added to the list in the Notes window. 
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The composition area of the note window supports drag-and-drop. You can, 

for example, add the text of an entire e-mail message to the note by dragging 

the message header from your In box into the composition area of the note. 

You can also do the same thing with selected text from an e-mail message or 

a Word document. And, of course, copy-and-paste also works. 

To view or edit an existing note, follow these steps: 

1 Click the Notes icon in the Folder List to open the Notes win­
dow, as shown in Figure 18-13. If you prefer, you can open the 
Notes window by pressing X-6 or choosing Notes from the Win­
dow menu. 

2 Double-click the note's header in the list. The note opens in its 
own window. 

3 Read and edit the note, as desired. (Note that you can also change 
the note's title.) 

4 If you've made any changes to the note, click the Save button 
and then dose the note window. Otherwise, you can just close 
the note window. 



FIGURE 18-13. 
The Notes list is simi­

lar in appearance and 

function to the mes­

sage header list w hen 

using Entourage for 

e-mail 
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If you want to delete a note that you no longer need, select it in the 
notes list and do one of the following: 

■ Click the Delete button. 

■ Press the Delete key. 

■ Press :t:g-Delete. 

■ Choose Delete Note from the Edit menu. 

■ Control-click it, and choose Delete Note. 

■ Drag it to the Trash. 

Sorting and Searching the Notes List 
As in other Entourage windows, you can sort the Notes list and search 
for particular notes as follows: 

■ You can sort the notes in the Noles window or list by title, date 
created, or category. (Click any of these three column headers to 
sort by that column.) To change the order of the sort (from as­
cending to descending or vice versa), click the same column 
header again. 

■ To find particular notes or ones that match your criteria, you can 
filter the Notes list by title or category or- for more sophisticated 
searches-you can issue the Edit menu's Find or Advanced Find 
command. Filtering and searches work the same in the Notes 
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window as they do in all other Entourage windows. For instruc­
tions, see Chapter 4. 

Linking Items to Other Items 
As you've seen, Entourage contains many, many components--e-mail, 
newsgroups, the Address Book, the Calendar, tasks, and notes. While 
they all are dedicated to managing information, the relationships be­
tween them aren't always obvious. The components can easily stand 
alone and are often used that way. 

However, Entourage has a feature called links with which you can cre­
ate connections among all types of Entourage items, as well as create 
links to files on your hard disk. Hy creating links, you can avoid dupli­
cating information and manage your projects better. When viewing the 
relevant Entourage list, the presence of one or more links is indicated 
by a chain symbol in the Links column. 

Here's an example: Suppose you're asked to write a review for 
Jl!/acworld. Using Entourage, you can create a task for the article with 
its due date and a reminder. To make it simple to manage the writing 
process, you can create links between the task and: 

■ The Word document in which you're composing the article 

■ The Photosbop graphics you'll be using for screen shots 

■ Relevant e-mail messages you've received from the editor and 
product manager 

■ The editor's and product manager's contact cards in the Address 
Book 

When the reminder pops up onscreen, you can open any of the linked 
items by clicking the Links button-enabling you to edit the article or 
screen shots, review related e-mail messages, or send e-mail to the 
editor or product manager. 

Creating Links 
You can link items to existing items, to existing files, and to new items 
you intend to create, as described in the following lists. 

To link an item to an existing item, follow these steps: 

1 In the Folder List, click the icon of the list (e-mail, newsgroups, 
the Address Book, the Calendar, tasks or notes) that contains the 
item thac you want to link to other items. 



FIGURE 18-14. 
Drag the items you 

want to link to into the 

Link Maker window 
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2 Select the item. 

3 Click the down arrow on the right side of the Link button in the 
toolbar, choose Link To Existing, and then choose the item type 
to which you want to link: a message, Calendar event, task, note, 
Address Book contact, address group, or file. 

4 The appropriate window opens and comes to the front. (If it does 
not come to the front, select its name from the Window menu.) 
A Link Maker window appears , as shown in Figure 18-14. 
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Click to record 
the links 

5 Drag the desired item (or items) into the Link Maker window. 

6 Click the Create Links button to record the links. 

To link an item to an existing file: 

1 Perform steps 1 and 2 from the first list (selecting the Entourage 
item you want to link to a file) . 

2 Click the down arrow on the right side of the Link button in the 
toolbar, choose Link To Existing, and then choose File. A stan­
dard file dialog box appears. 

3 Select the file and click Link. 
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FIGURE 18-15. 
You can open any link 

to the selected item 

by choosing from this 

pop-up menu 

To link an item to a new item, follow these steps: 

1 Perform steps 1 and 2 from the first list (selecting the Entourage 
item you want to link to a new item). 

2 Click the down arrow on the right side of the Link button in the 
toolbar, choose Link To New, and then choose the item type to 
which you want to link. An appropriate window appears, en­
abling you to create a new e-mail message, Calendar event, task, 
note, and so on. 

3 Create the item as you usually do. (Some items, such as notes 
and tasks , must be completed by clicking the Save button in the 
toolbar.) 

4 Drag the new item to the Link Maker window, and click the Cre­
ate Links button. 

• Another way to link items is to click in the Links column of any message, task, 

contact, and so on. You'll see the same Links pop-up menu that appears when 

you click the Links toolbar button. 

Entourage provides an optional automatic link that you may want to take 

advantage of. You can automatically link all outgoing messages to the 

recipient's contact card in the Address Book. Open the Edit menu, choose 

Preferences, and then choose General. You can set this option by cl icking the 

Address Book tab. 

Opening Linked Items 
To open ,a linked item, dick the down arrow on the right side of the 
Link toolbar button or click the link icon beside the item. A pop-up 
menu appears, as shown in Figure 18-15, which lists all items that are 
linked to the current item. (Notice that each type of item has its own 
hierarchical menu.) Choose the linked item that you want to open. 

Another way to open linked items- as well as to simultaneously view 
all linked items for the selected item- is to click the Link toolbar but­
ton or choose Open Links from the pop-up menu. A Links To window 
appears, as shown in Figure 18-16. To open any of the displayed links, 
double-dick the link, or select the link and click the Open button. 



FIGURE 18-16. 
You can manage the 

links attached to the 

selected item (viewing, 

deleting, or adding 

additional links) in the 

Links To w indow 
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W'hen particular links are no longer needed, you can eliminate them. 
To delete links, start by opening the Links To window as explained in 
the.previous section. Select the link you want to eliminate, and click 
the Remove Link button. (See Figure 18-16.) 
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I
n this chapter, you'll learn to compose and send e-mail 
messages, as well as reply to and forward messages 
you've received from others. 
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Types of E-Mail Messages 

FIGURE 19-1. 
Quoted text from the 

original message is 

denoted by a greater­

than character(>) in 

the reply message 

Microsoft Entourage enables you to create the following types of 
messages: 

■ New Message This is a message you are creating from scratch. 

■ Reply A reply is a response to a received message. When you 
reply to a message, its Subject is automatically set to Re: original 
subject. In order for the recipient to know what you're respond­
ing to, his/her original text is generally quoted-denoted by a 
greater-than character (>) at the start of each quoted line, as 
shown in Figure 19-1. Entourage automatically quotes the entire 
original message, but you are free to edit it or delete the irrele­
vant portions. 

■ Forward You'll sometimes receive messages that you want to 
forward to other people. The Subject of a forwarded message is 
normally entitled Fwd: original subject. 

■ Redirect A redirected message serves the same purpose as a 
forwarded message. However, there are two differences. First, 
while a forwarded message.is clearly marked as such (Fwd:), a 
redirected message is identical to the original message. Second, 
while a forwarded message displays your e-mail address in the 
From line, a redirected message shows the message's original 
author in the From line. Use Redirect when a message was sent 
to you by mistake or if you sent a message to the wrong person. 
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FIGURE 19-2. 
When you Control­

click a message 

header, you can 

choose the type of 

message action you 

want to take 
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The process of creating a message is the same, regardless of the type 
of message. While this chapter focuses on creating new messages, you 
can also use these instructions to help you create replies, foiwards, or 
redirects. All you have to do is select the message header in the mes­
sage list (or open the message in its own window) and: 

■1 From the Message menu, choose the appropriate command: Re­
ply (~-R), Forward (~-J), or Redirect (Option-:!:€-]). 

■ Click the appropriate button in the toolbar (Reply or Forward). 

■ Control-click the message header, and choose a command from 
the menu that appears. (See Figure 19-2.) 

Help 

Open Messilge 
Print ... 
Save Attachments 

Redirect 

Mark as Rend 
Mark as Unread 
Flag 
Clear flag 

Apply Rule 
Categories 
Set Priority 

Delete Message 

► 

► 
► 

Move To ► 

Add Sender To Address Book 
Create Malling list Rule,_ 

Execute Script ► 

Reply, Reply to Sender, and Reply All 

Because Entourage has three Reply commands; you may be confused about 

each one's purpose. Use Reply to reply only to the person from whom you 

received the message. Use Reply All to reply to the message author as well as 

to all other persons in the To and Cc (carbon copy) lines. If the message was 

from a mailing list, use Reply To Sender to reply to the message's author, rather 

than to the mailing list. 
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FIGURE 19-3. 
Reply & Forward 

preferences 

Message Quoting and Attribution 
When replying to or forwarding a message, message quoting and mes­
sage attribution text are dependent on the settings in the Reply & For­
ward tab of the Mail & News Preferences dialog box shown in Figure 
19-3. (Open the Edit menu, choose Preferences, and then choose Mail 
& News.) 
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The following are the Reply & Foiward preferences: 

■ Include Entire Message In Reply The original message text is 
automatically included in the reply. (This is a common practice, 
enabling the recipient to see what you're responding to.) Like 
other message text, you are free to edit the text or delete unnec­
essary portions. 

■ Use Quoting Characters When Forwarding Enable this op­
tion to precede each line of a forwarded message with a greater­
than character (>). Note that since the foiwarded text is preceded 
with the header "Forwarded Message,'' this isn't necessary. 

■ Reply To Messages In The Format In Which They Were 
Sent Message formatting (plain text vs. HTML) is set based on 
the format of tbe original message. 

■ Reply Using The Default Account When checked, all replies 
are automatically sent from your default e-mail account, regard­
less of the account to which the message was sent. Normally, 
you will not check this option. 



FIGURE 19-4. 

This form of attribu­

tion text quickly sum­

marizes the original 

message's delivery 

information 
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■ Mail attribution This is a text header that precedes the text to 
which you're replying. You can elect to use none; a text string 
of your design that can include the author's date, name, and e­
mail address (as shown in Figure 19-4); or a normal Internet 
header. 
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Addressing the Message 

NOTE 

Addressing an outgoing message consists of filling in three sections of 
the message header as follows: 

■ Specifying at least one message recipient in the To, Cc, or Bee 
boxes 

Recipient addresses in the Bee (blind carbon copy) box are hidden from all 

other recipients of the e-mail. 

■ Entering a Subject (or title) for the message 

■ Choosing a From e-mail address (if you have multiple e-mail 
accounts) 

Although Entourage provides many shortcuts for completing the mes­
sage header, you'll create a new message by doing one of the following: 

■ With the Jnbox or another e-mail account selected in the Folder 
List, click the New button in the toolbar. 

■ Click the down arrow on the right side of the New button in the 
toolbar, and choose Mail Message. 
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FIGURE 19-5. 

A blank new message 

window 

■ From the File menu, choose New and then choose Mail Message. 

■ .Press ~ -N. (This works only when the Inbox or another e-mail 
account is selected in the Folder List.) 

■ Press Option-~-N. (This works no matter what is currently se-
lected in the Folder List.) 

A new, untitled message window appears, as shown in Figure 19-5. 
Unless a secondary e-mail account was selected in the Folder List 
when you issued the New Message command, the From line contains 
your default e-mail account. The cursor is positioned in the To line. 
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To complete the message header, follow these steps: 

1 If the recipient has a contact record in your Address Book, begin 
typing any part of his or her name or e-mail address. AH possible 
matches from the Address Book are presented in a drop-down 
list, as shown in Figure 19-6. If the recipient's name is in the list, 
click to select it. The cursor drops to the next line, enabling you 
to specify an additional To recipient, if you like. 



FIGURE 19-6. 
As you type, Entou­

rage presents all 

matching names and 

addresses from your 

Address Book 

FIGURE 19-7. 
If you want, you can 

display the Address 

Book and then select 

recipients from it 
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If the recipient is not in your Address Book, type or paste his or 
her complete e-mail address into the To line and press Tab. The 
cursor drops to the next line, enabling you to specify an addi­
tional To recipient, if you want. 

If you prefer to select recipients directly from the Address Book, 
click the Address Book button. The Address Book appears in the 
right side of the window, as shown in Figure 19-7. To add a re­
cipient, drag his or her name into the To, Cc, or Bee box. 

Address Book pane 
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2 To add Cc or Bee recipients, press Tab or click in the Cc or Bee 
areas of the message header. 
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e NOTE 

FIGURE 19-8. 
Mailto links are fre­

quently embedded in 

messages-in the 

header text, body, or 

signature 

3 Click the address section's close box. The cursor drops into the 
Subject box. 

4 Enter a Subject for the message. 

If you later need to change the recipient list, click in the address section. To 

delete a recipient, select his or her name and click t he Remove button. To add 

a recipient, click in the To, Cc, or Bee box (as appropriate) and then click the 

Add button or tab to the next blank line. To move a recipient between the To, 

Cc, and Bee areas, drag his or her name to the correct area. 

More Ways to Address a Message 
You can also address a message by doing any of the following: 

■ Open the Address Book by selecting or double-clicking it in the 
Folder List, by choosing Address Book from the Window menu, 
or by pressing ~-2. Control-dick a name and choose New Mes­
sage To. 

■ Open the Address Book, select a name, and choose New Mes­
sage To from the Contact menu. 

■ Drag a person's name from the Address Book into the appropri­
ate section of the message header (To, Cc, or Bee). 

■ Click a mailto link (shown in Figure 19-8} found on a Web page 
or in the text of a received e-mail message. (A mailto link speci­
fies an e-mail address. When clicked, a mailto link launches 
your e-mail program and addresses a new message to the recipi­
ent specified by the link.) 
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To, Cc, and Bee Recipients 
As you can see, there are three classes of recipients you can specify 
when creating a message. Persons in the To box are the primary re­
cipients; persons in the Cc (carbon copy) box are secondary recipients; 
and persons in the Bee (blind carbon copy) box are recipients who are 
invisible to all other recipients--as well as to other Bee recipients. 

Note that while you must have at least one recipient for each message, 
he or she can be listed in the To, Cc, or Bee box. For example, if you 
don't want any of the recipients to know who received this message, 
you can enter all of their e-mail addresses in the Bee line. 

The Message Body 
Type or paste the message text into the bottom half of the message 
window. Entourage works just like a standard word processing pro­
gram. As you type and edit, words automatically wrap to the next line 
as needed. You only have to press Return when you want to begin a 
new paragraph. 

Like other modern e-mail applications, Entourage can send and receive 
two types of messages: plain text (messages without paragraph format­
ting using a single font, size, and style for text) and HTML (messages 
with paragraph formatting and multiple fonts, sizes, and styles for 
text). All e-mail programs can interpret plain text messages. HTML 
messages can only be read by more advanced e-mail programs or with 
a Web browser. 

Whether an outgoing message is plain text or formatted HTML de­
pends on your Mail & News Preferences settings (in the Compose and 
Reply & Forward tabs) and on whether you've manually chosen a dif­
ferent format for the current message, as follows: 

■ When creating a new message, the default mail format is used, 
as specified in the Compose tab of the Mail & News Preferences 
dialog box (shown in Figure 19-9). If you prefer to use the alter­
nate mail format for this message, choose HTML from the For­
mat menu or click the Use HTML button above the message 
area, if it is visible. 

■ When replying to or fotwarding a message, the format is deter­
mined by the setting for Reply To Messages In The Format In 
Which They Were Sent, found in the Reply & Forward tab of the 
Mail & News Preferences dialog box. (See Figure 19-3.) If you 
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NOTE 

FIGURE 19-9. 
New e-mail messages 

are automatically for­

matted to match the 

sett ing in the Mail & 

News Preferences dia­

log box 

II 
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prefer to use the alternate mail format for this message, choose 
HTML from the Format menu or click the Use HTML button 
above the message area, if it is visible. 

Whether the HTML formatting toolbar is visib le above the message area de­

pends on the relevant setting in the Compose tab of the Mail & News Prefer­

ences dialog box. (See Figure 19-9.) 

Default e-mail message format 
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When typing or editing an HTML message, you can choose fonts, 
styles, colors, and sizes; adjust paragraph formatting settings; add hori­
zontal rules; and· add a message background color from the HTML for­
matting toolbar or from the Format menu. As with a word processing 
program, you can freely mix fonts, paragraph formats, and other for­
matting options. 

If you have a document that was created in a drag-and-drop- enabled pro­

gram (such as Word), you can select text in that document and drag it into 

your e-mail message. If you set the message format to HTML prior to dragging 

the text, the fonts, sizes, and styles will be retained. Note that you can also 

copy and paste formatted text into an HTML message. 
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When writing a message, you can also drag-and-drop selected text within the 

message, making it easy to rearrange sentences and paragraphs without hav­

ing to cut and paste. 

Adding Attachments 

NOTE 

FIGURE 19-10. 

To view the list of 

attached files, you 

can expand the 

Attachments box 

E-mail messages can optionally contain one or more attachments 

(document files and/or programs sent via e-mail). If you want to e-mail 
a copy of a business proposal or some recent pictures, you can attach 
them to an e-mail message. 

Many ISP mail servers have a maximum size limit for incoming e-mail mes­

sages. It's a good practice to check with your recipients before e-mailing large 

files to them (bigger than 1 MB, for example). 

To add an attachment to a message, follow these steps: 

1 In the message window, expand the Attachments box by clicking 
the tiny triangle, shown in Figure 19-10. 

Click to show/hide 
Attachments box 

I'.'. -

Add Attachments 
button 

I 
1- \/n\ltle.d -

-- - E!ls 

,,-,o,w ;;J,5tnc!Lotor r& J ,llnk •'9 , ,!:. E· fg a,.,.rtH)l .. rllht• ~ °"'9'" -
Fro•1 :m-c~ll!•O~ INlll'.U) • I 

To: f c,,ti,, A,., 

Cc· I 
SUbJoclcJ 

• AthchlNnb. f;,#tlil 

~ 
.,..,.., 
'Q, Flnol 

'-; 

~fer.,,., ~trr(I\PPk'O(MIJ.r); rw~~u,q,r -
i"P .,-=,j - • ~ ,..._ 1•111""'""' 1:. LI . 

A,t.-e Sctwa,-.tz. 
~1 ~ ; / /111un.tr1edlac• bJ~com/-'nc~r-tz/ 

I 

I 
I 

.:; 

2 Add an attachment by doing any of the following: 

• Click the Add button. 

• Click the Add Attachments button. 

Attachments 
box 
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FIGURE 19-11. 
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NOTE 

SEE ALSO 

For information about 
opening and viewing 
attachments in re­
ceived messages, see 
Chapter 20,"Reading 
and Managing E-Mail." 

• From the Message menu, choose Add Attachments (or 
press ~-E). 

• Drag a file icon into the Attachments box. 

3 If you use one of the first three methods, the Choose Attachment 
dialog box appears, as shown in Figure 19-11. Select a file and 
click Choose. 

_ Choose Attechment--
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4 To add other attachments, repeat steps 2 and 3. 

If you change your mind about sending one or more of the attachments, se­

lect them in the Attachments box and click Remove. 

5 Change the encoding, compression, and compatibility settings, if 
desired. 

• The default encoding, compression, and compatibility settings 
are displayed beneath the Attachments box. To change the 
default settings, open the Edit menu, choose Preferences, 
choose Mail & News, click the Compose tab, and click the 
Click Here for Attachment Options button in the Attach­
ments section of the dialog box, as shown in Figure 19-12. 
To ensure that your attachments can be opened on either a 
Mac or on Windows, choose Any Computer (AppleDouble) 
as the encoding method and None for the compression 
method. 

• To change these settings for only the current message, click 
the long button beneath the Attachments box, as shown in 
Figure 19-13. 
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FIGURE 19-13. 
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current message 
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Attachment Encoding and Compression Settings 

All messages delivered over the Internet must be encoded. You can send at­

tachments to a Mac using AppleDouble or Bin Hex encoding, and to a PC us· 

ing AppleDouble or Multipurpose Internet Mail Extensions (MIME) encoding. If 

you don't know the recipient's computing platform, use AppleDouble encoding. 

You can only use Stufflt to compress attachments into an archive if you 

have Aladdin System's Stufflt Deluxe installed on your Mac. (To open a Stufflt 

archive, the recipient must have Stuffit Expander, Stuffit Deluxe, or a similar 

program. Windows users will not be able to open Stufflt archives unless they 

have Aladdin Expander for Windows- free from www.aladdinsys.com/ 

expander/expander_ win_ log;n.htmO. 
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Signatures and Priorities 

FIGURE 19-14. 

The Signatures win­

dow lists all defined 

signatures 

The following sections c;iiscuss two additional options you may want to 
use in your messages: adding personal signature text to the end of 
messages, and specifying a pr~ority (to alert the recipient to the 
message's importance). 

Adding a Signature 
A signature is one or more lines of text that you use to conclude an 
e-mail message or newsgroup post. A signature can contain your 
name, a Web site address, your contact information, a witty saying, or 
anything else you want. You can create as many different signatures as 
you want, assign a default signature to automatically be appended to 
messages from a given account, manually attach a signature to a mes­
sage, or instruct Entourage to assign signatures to messages on a ran­
dom basis. 

Creating Signatures 
You can create a signature by editing the default signature (named 
Standard) or by designing and naming new ones. To create a signa­
ture, follow these steps: 

1 From the Tools menu, choose Signatures. The Signatures window 
appears , as shown in Figure 19-14. 

~ Signatures 

0 Humor 1 

0 Sunda,d 

2 To edit the Standard signature, select its name and click Edit. To 
create a signature from scratch (using a name of your choosing), 
click the New button. A window appears in which you can cre­
ate the signature. (See Figure 19-15.) 
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3 Specify a name for the signature in the Name text box. 

4 Signatures can be plain text or formatted (HTML). To create a for­
matted signarure, click the Use HTML button above the text win­
dow. (When HTML is enabled, items in the window's formatting 
toolbar are enabled.) Type your signature in the text box. 

5 Optional: If you want to use Entourage's random signature fea­
rure and want this signature to be available randomly, click the 
Include In Random List check box. 

6 Click the window's close box. You will have an opportunity to 
save the new or edited signature. 

7 Click the Signatures window's close box. 

If you create an HTML signature and attach it to a plain text message, it is au­

tomatically converted to plain text in order to match the message format. 

Since this is the case, you might as well create all signatures in HTML format. 

Designating Random Signatures 
If you like, you can designate several signarures as members of your 
"random" list. You can then instmct Entourage to autom~tically append 
one of the signatures-at random-to all outgoing messages for a given 
account or manually append one to the message you're currently writing. 

To designate a signature a part of the random list, open the Tools 
menu and choose Signarures. Check the box before the signarure 
name to include the signature in the random list, as shown in Figure 19-
16. You can also add or remove a signature from the random list when 
you are creating or editing the signature. (See Figure 19-15.) 
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FIGURE 19-16. 
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Specifying a Default Signature 
Every e-mail and newsgroup account can have a default signature that 
is automatically appended to every outgoing message. To specify a de­
fault signature for an account, follow these steps: 

1 From the Tools menu, choose Accounts. The Accounts window 
appears, as shown in Figure 19-17. 
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2 Select an account and click Edit (or double-dick the account 
name). The Edit Account window appears. 

3 Click the Options tab at the top of the window, as shown in Fig­
ure 19-18. 
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4 To specify a default signature for this account, choose one from 
the Default Signature pop-up menu. Choose None if you don't 
want a default signature. Otherwise, choose a named signature 
or Random (if you've added at least one signature to the Ran­
dom list). 

S Click the OK button to save your changes. 

6 Repeat steps 2 through 5 for your other e-mail accounts, if you 
want. 

You can also specify a default signature for each newsgroup account by fol­

lowing the same procedure. 

Manually Assigning a Signature to a Message 
To manually append a saved signature to the current message, choose 
Signature from the Message menu and then choose the signature you 
want to use. You can also select a signature by clicking the Signature 
toolbar button. The chosen signature is appended to the bottom of 
the message. If a default or another selected signature is already at 
the bottom of the message, the newly chosen signature replaces it. 
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FIGURE 19-19. 
You can choose a 
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FIGURE 19-20. 
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FIGURE 19-21 . 
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Setting a Priority 
If you want, you can specify an importance (priority) for any outgoing 
message. How---or even whether-the priority will be noted by the 
recipient depends on his or her e-mail program. To set a priority for 
an open message, choose it from the Priority submenu of the Message 
menu or the Options toolbar button. (See Figure 19-19.) A priority in­
dicator appears immediately beneath the message's toolbar, as shown 
in Figure 19-20. 
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By default, every message is assigned a Normal priority. Setting a different pri­

ority does not affect the message's delivery. It merely serves as an indicator of 

the message's importance. 

If you examine the message header list, you'll note that priority is also 
shown there. (See Figure 19-21.) See Table 19-1 for an explanation of 
what the different priority symbols represent. 
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Table 19-1. Priority Symbols. 

Priority Setting Priority Symbol 

Highest priority Red exclamation point 

High priority Orange exclamation point 

Normal priority Blank 

Low priority Light blue down arrow 

Lowest priority Dark blue down arrow 

Another way to assign a priority to a message is to Control-cl ick in the priority 

column of any message header in the message list and choose a priority set­

ting from the Set Priority submenu. You can alter the priority for a message 

regardless of whether it has already been sent or is a message that you've re­

ceived. To sort the messages in a folder by priority, click the Priority heading 

(the exclamation point) above the message list. 

Sending the Message 

NOTE 

When you've finished writing your message, you can send it in any of 
the following ways: 

■ Send Now/Post Now To send the message immediately, click 
the Send Now toolbar button, open the Message menu and 
choose Send Message Now, or press ~-K. (If the message is ad­
dressed to a newsgroup rather than to an individual, the button 
and command read Post Now and Post Message Now.) 

If you aren't connected to the Internet when you perform a Send Now/Post 

Now, Entourage acts as if you've chosen Send Later/Post Later. The message is 

automatically stored in your Outbox until the next time you connect and per­

form a Send All or Send & Receive All. 

■ Send Later/Post Later To store the message in the Outbox un­
til the next time a Send All or a Send & Receive All is performed 
(either manually or via a schedule), click the Send Later toolbar 
button, open the Message menu and choose Send Message Later, 
or press Option-~-K. (If the message is addressed to a news­
group rather than to an individual, the button and command 
read Post Later and Post Message Later.) 
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NOTE 

FIGURES 19-22A. 
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To send the messages in the Outbox manually, open the Send & Receive 

submenu of the Tools menu and choose Send All (Shift-~-K) or Send & 

Receive All (:):g-M). 

■ Save a Message as a Draft If you aren't ready to send the mes­
sage, you can store it in the Drafts folder-completing and send­
ing it at another time. To store a message as a draft, open the 
File menu and choose Save (lfg-S), Save As, or Close (~ -\V). Or 
you can just click the message's close box. As long as you elect 
to save the message when prompted, it will be moved to the 
Drafts folder. (See Figures 19-22a and 19-22b.) When you're 
ready to complete and send the message, open the Drafts folder, 
edit the message, and then _send it using any of the previously 
described methods. 

li] 

ill 

When you save a mail or news message,lt Is 
placed in the Drafts folder until you send It. 

O Don't show this message again 

[I OK I 

This message has not been sent. 

Do you wantto save your changes? 

[ Don't Save I [ Cancel I [[ save n 

Checking Your Spelling 
Prior to sending a message, you can use the Office spell checker to cor­
rect any spelling errors or typos you have made. The manner in which 
spell-checking works depends on settings in the General Preferences 
dialog box, shown in Figure 19-23. To display the dialog box, open 
the Edit menu, choose Preferences, and then choose General. Click the 
Spelling tab in the General Preferences dialog box that appears. 

Here are some of the most important spelling preference settings: 

■ Check Spelling As You Type When checked, potentially mis­
spelled words in the message are marked with squiggly red un­
derlines. (See Figure 19-24.) 
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■ Always Check Spelling Before Queuing Outgoing 
Messages If this option is checked and you issue a Send Now, 
Post Now, Send Later, or Post Later command, a spell check is 
automatically performed. 

■ Suggest From Main Dictionary Only When unchecked, sug­
gested corrections can also be drawn from a designated custom 
(user-created) dictionary. Otherwise, suggestions are restricted to 
words found in the Office main dictiona1y. 

■ Custom Dictionary Click the Dictionaries button to locate the 
desired custom dictiona1y to use in combination with the main 
dictionary. 
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FIGURE 19-25. 
The Spelling dialog 

box appears when 

Entourage identifies a 

suspect word 

To manually request a spell check for the current message, cho~se 
Spelling from the Tools menu or press Option-~-L. If no text is se­
lected, the spell check starts at the beginning of the message. On the 
other hand, if text is selected, the spell check is restricted to that text. 
When the selected text has been checked, you are given the option to 
check the rest of the message. 

Whether the spell check is automatic or manual, the process is the 
same. When Entourage identifies a suspect word, the Spelling dialog 
box appears. (See Figure 19-25.) 

Spetllng -

Not in Dictionary 

I 
insident I ':::='::::U"::ore:::~ 

I lgnoreAII 

----- ----- ---~ I..__A_d_d_....., 
Suggestions 

l
ln,;ident ~~ ij 91ilJ!OJ; I 
i ncldents I Chanoe Ali I 

~ j Autocorrect j -----------~-_- -- - ------~ 
Options,_ I I Undo ] r Cancel I 

For each potentially misspelled word, you can do the following: 

■ Click Ignore to accept the word as correct in this instance only. 

■ Click Ignore All to accept the word as correct in all instances 
found in the message. 

■ Click Add to accept the word as correct and add it to the current 
custom dictionary (so it won't be flagged in future messages). 

■ Click Change to substitute the highlighted word in the Sugges­
tions list for this instance of the misspelled word. 

■ Click Change All to substitute the highlighted word in the Sug­
gestions list for all instances of the misspelled word found in 
this message. 

■ Click AutoCorrect to a.dd this misspelling to Office's AutoCorrect 
!ist. (If you later misspell the same word in the same way- thier 
rather than their, for example-it will automatically be corrected.) 
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If you ignore a misspelled word and later recheck the message, the word will 

be assumed to be correct. 

Checking Addresses 
Using Directory Services 
If you don't have a current e-mail address for a recipient, you can use 
one of several directo1y services to search for the person's e-mail ad­
dress. Any person's name (such as William Jones) entered into the To, 
Cc, or Bee line is considered an unknown if it isn't found in your Ad­
dress Book. Unknown names are preceded by a question mark(?) in 
the message header. 

By setting an option in the General tab of the Mail & News Preferences 
dialog box, you can instluct Entourage to consult a directory service 
automatically when an unknown name is encountered. If you are 
composing a message, you can also manually check all unknown 
names by clicking the Check Names button, choosing Check Names 
from the Tools menu, or pressing Shift-~-C. For more information on 
using directory services, see Chapter 18, "The Calendar and Informa­
tion Management Features." 

Filing Outgoing Messages 

When creating and sending a message, there are several storage options avail­

able to you: 

■ Save Message To Sent Items Folder By default, as soon as each out­

going message is sent from the Outbox, the message is stored in the 

Sent Items folder. If you'd rather not save your outgoing messages, open 

the Edit menu, choose Preferences, choose Mail & News, click the Com­

pose tab in the Mail & News Preferences dialog box that appears 

(shown in Figure 19-9), and remove the check mark from the Save Cop­

ies Of Sent Messages In The Sent Items Folder option. 

■ Save Message To A Different Folder Regardless of whether Entourage 

normally saves outgoing messages in the Sent Items folder, you can 

direct individual outgoing messages to a different folder. Before sending 

the message, open the Message menu, choose After Sending, Move To, 

and then Choose Folder.The Choose Folder window appears, as shown 

in Figure 19-26. Select a destination folder and click Choose. 
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FIGURE 19-26. 
Use the Choose Folder 

dialog box to route 

the message to a 

folder other than one 

of the standard Entou­

rage folders 
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Even after a message has been sent, you can move it to a different folder by 

dragging it into a fo lder in the Folder List. You can also move a message by 

selecting it in the Sent Items Folder and then choosing the Move To com­

mand from the Message menu, or by clicking the Move button in the toolbar. 

After Your Messages Have Been Sent 
After you've sent a message, you can view it by checking in the Sent 
Items folder. If a message was not delivered properly, you can also 
elect to resend it- to the same or a different address. 

Viewing Sent Messages 
By default, copies of all your sent messages are stored in the Sent 
Items folder. (This is determined by a setting in the Compose tab of 
the Mail & News Preferences dialog box.) To examine any of your sent 
messages, click the Sent Items folder in the Folder List and select the 
message header. Unless you manually delete sent messages, they will 
remain indefinitely in the Sent Items folder. 
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FIGURE 19-27. 
The Resend button 

allows you to resend 

an e-mail message 
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Some types of Web-based e-mail accounts, such as Hotmail, also have a Sent 

Items folder. Refer to the e-mail service's instructions to determine whet her 

sent items are automatically saved or whether you must issue a command 

each time to save them. 

Resending a Message 
You can resend any message- as long as you were the original author 
and it was sent from a point of presence (POP) account. Being able to 
resend a message is useful if the original was addressed to the wrong 
person, you forgot to attach important files, or it simply failed to arrive 
at its destination (because of a server error, for example). 

To resend a message, follow these steps: 

1 l:{ighlight the message header in the message list, or open the 
message in its own window. 

2 From the Message menu, choose Resend. (If the message is open 
in its own window, you can also click the Resend button in the 
toolbar, as shown in Figure 19-27.) A copy of the message opens 
in its own window. 

v Previous • ~ Next • I i Fo""8rd 

~ You sent thl, messtge on 

From: Sle\len Soh.,,.ertz -=·h<Cmr~ 
Nrw-sgroups: microsoft b~t• rnacoff9.el ~• 

Dete; Tuesday, June 13, 2000 7:26 PM 
Subject: Rooend command help 

3 Make any necessary changes to the message, and send it with the 
Send Now or Send Later command. (Note that if the message was 
a newsgroup post, the equivalent commands are Post Now and 
Post Later.) 
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I 
f you're like most users, you'll find that the majority of 
your time in Microsofl Entourage will be spent reading 
and handling incoming e-mail. In chis chapter, you'll 

learn about the different ways that you can retrieve waiting 
e-mail, read your messages, work with attachments, and 
manage your e-mail. 
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Retrieving E-Mail 

FIGURE 20-1. 
A Send & Receive All 

schedule 

As long as you are connected to the Internet and Entourage is running, 
you can retrieve incoming e-mail in two ways: 

■ Automatically by executing a schedule. 

■ Manually by issuing a send/receive command or manua1ly exe-
cuting a schedule. 

Entourage includes a Send & Receive All schedule for sending and re­
trieving all waiting e-mail. At fixed time intervals, the Send & Receive 
All schedule checks for, and then downloads, new mail. To view this 
schedule, open the Tools menu, choose Schedules, and then double­
click the Send & Receive All schedule. (See Figure 20-1.) For help modi­
fying this schedule, sec Chapter 23, "Customizing Microsoft Entourage 
for E-Mail and Newsgroups." 
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Send all mail in the Outbox 

To manually check for and retrieve new e-mail, you can do any of the 
following: 

■ Perform a Send & Receive All by opening the Tools menu, point­
ing to Send & Receive, and then choosing Send & Receive All; 
clicking the Send & Receive bulton; clicking the down arrow on 
the right side of the Send & Receive button and choosing Send & 

Receive All; pressing ~ -M; or by opening the Tools menu, point-



FIGURE 20-2. 
Retrieving messages 

from a single account 

-

TIP 
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ing to Run Schedule, and then choosing Send & Receive All. 
New e-mail from all accounts associated with the Send & Receive 
All schedule will be downloaded. 

■ Perform a send/ receive for any e-mail account by opening the 
Tools menu, pointing to Send & Receive, and then choosing the 
account name. (See Figure 20-2.) Alternately, you can click the 
down arrow on the right side of the Send & Receive button and 
choose the account from the pop-up menu that appears. 

Spelling... -..:3tL 
Ournge Dictionary ► 

Auto Correct ... ----, 
Dictionary 
Check N11mes... o-:w:c 
Add to Address 5ook Xi: 

Open Links 
linkto Existing 
Llnkto New 

Junk Mall filter_. 
Malling List Manager 
Rules 
Newsgroup Settings ... 

Directory services 
Signatures 
Schedules 
Accounts 

Send & Receive All 81:M 
Send All ◊r.t:K 

FM Pro Bible 
IESVQS 
ISP 
Lizard Spit 

I II 

Ramre$id.enl 
Vahoo!Mail 

Another way to manually retrieve e-mail from a Hotmail or IMAP-based ac­

count is to click the account name in the Folder List, expand the folder, and 

then click the desired account folder (such as the lnbox). 

■ Manually rnn any other receive schedule you've defined by 
opening the Tools menu, pointing to Run Schedule, and then 
choosing the name of the schedule. 

If you didn't tell Entourage to store an account's logon passwords, you will be 

prompted for a password each time Entourage does a send/receive for the ac­

count. To allow Entourage to send and retrieve e-mail without requesting your 

password, open the Tools menu, choose Accounts, double-click the account 

name in the Accounts dialog box, enter the account's password as shown in 

Figure 20-3, and then click OK 
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FIGURE 20-3. 
You can instruct 

Entourage to save and 

use your log-on 

password 

FIGURE 20-4. 
When a folder or an 

account contains un­

read messages, its 

name is displayed in 

boldface 
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\Vhen new e-mail arrives, it is automatically stored in a folder, shown 
in Figure 20-4. Messages addressed to your POP accounts appear in 
the main Inbox folder. Messages addressed to other accounts (Hotmail, 
IMAP, and others) are routed to their respective account folders. 
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You can edit the text of any incoming message by selecting the message 

header (or opening the message in its own window), opening the Message 

menu, and choosing Edit Message. You can use this technique to add notes to 

messages, for example. 
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To store particular types of incoming messages in different folders, you can 

create message rules, as explained in Chapter 23. For example, you could auto­

matically route all messages from fami ly members to a special Family folder. 

Reading and Managing Incoming Messages 

FIGURE 20-5. 

Parts of the Entourage 

window 

Of course, the point of retrieving your e-mail is to read it and-if nec­
essary-respond to it. (Responding to messages is discussed in Chap­
ter 19, "Writing and Sending E-Mail.") Reading messages is a simple 
process and is explained below. 

Parts of the Entourage Window 
The Entourage main window is divided into three parts, as shown in 
Figure 20-5. 
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The Folder List contains all the Entourage default folders (such as the 
Inbox, Outbox, and Sent Items), all user-created folders and accounts, 
and icons for important Entourage components (such as the Address 
Book and Calendar). If a folder name is shown in boldface, it means 
that it holds unread or unsent messages. If a number is also shown, it 
means that the folder contains that many unread or unsent messages. 
To view the contents of a folder, click the folder in the Folder List. 

The Message List displays the headers of all messages in the currently 
selected folder. The headers let you easily identify the message's au­
thor and subject, and when it was sent. Unless you have changed the 
standard viewing preferences, headers for unread messages are shown 
in boldface and read messages are normal text. To sort the message 
headers, dick any of the headings above the message list. If you click 
a heading a second time, the sort order is reversed. 

You can sort by the From heading to quickly find all messages from a par­

ticular person. To do so, click the From column heading. 

You can use the Preview Pane to read the message for the currently 
selected header in the message list. Certain attachments, such as some 
types of pictures and movies, are automatically displayed in the preview 
pane. For more information about attachments, see "Working with At­
tachments" later in this chapter. 

Reading Messages 
The process of reading a message-whether it's a new message that 
has just arrived in your Inbox, one that you've stored for safekeeping 
in another folder, one that you've previously sent, or one that's sitting 
in the Delete Items folder-is always the same: 

1 In the Folder List, select the folder that contains the message you 
want to read. The message headers for that folder are displayed 
in the message list. 

2 Scroll through the message list until you see the message you want 
to read. (You can scroll through the list by using the scroll ar­
rows, scroll box, PageUp and PageDown keys, and so on.) 

3 Click the header of the message that you want to read. (See Fig­
ure 20-5.) You can also select a message header by pressing the 
up and down arrow keys. The message for the selected header 
appears in the preview pane. (If the preview pane isn't visible, 
open the View menu and choose Preview Pane.) 



NOTE 

FIGURE 20-6. 

Reading messages 
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4 To scroll through the message, you can use the scrollbar or press 
spacebar (to scroll down) and Shift-spacebar (to scroll up). 

5 To read additional messages in this folder, return to step 2. To 
read messages in another folder, return to step 1. 

In addition to reading new messages that are delivered to your In box, you can 

read messages in any folder-even those that are in the Deleted Items folder. 

Select the folder in which the message you want to read is stored, and then 

click its header in the message list. 

Reading in the Preview Pane vs. in a Separate Window 
While you'll find it convenient to read most messages in the preview 
pane, you can also open any message in its own window. The advan­
tage of doing this is that you can devote the entire screen to the mes­
sage, making it easier to read. To open a message in its own window, 
double-dick the message header in the message list; select the header 
and choose Open Message from the File menu; press ~-0; or select 
the header and press Enter. 

To read additional messages in the same window, dick the Previous 
or Next buttons in the toolbar; choose Previous from the View menu 
(~ -[) br choose Next from the View menu(~-]); or click the down 
arrow on the right side of the Previous or Next button and choose a 
command, as shown in Figure 20-6. \'X'hen you're done reading mes­
sages, click the message window's close box. 

Ho>1 Thre~ 
Naxt MaMege end Delete 
NM( Tbrt.Jll end Dthl'!c 

H'tlict,Unr Hf~11no Ot m,. 
flext U~n id r rir~~ . 
►Ii,:..◄ Unr~o Thrm~lld Ot,ctc 

Marking Messages as Read or Unread 
Entourage provides several ways for you to determine visually which 
messages you've read and which ones are still waiting to be read. As 
mentioned previously, new or unread messages are distinguished in 
the message list by the presence of boldface. Depending on the settings 
in the Read tab of the Mail & ~ews Preferences dialog box, shown in 
Figure 20-7, messages are automatically marked as read after they've 
been displayed in the preview pane or after they've been displayed in 
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FIGURE 20-7. 
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viewed it.) 

Automatically mark messages as read 

Mall & NeWs Pteterence_s. 

~~n'IR\lh \/ Rl!pTy& F01'\ftrd \ f¥iiw\ I Ptoxle, \ 

MUUQea 

After delollng or r111no en 0P<1n rn~, [ Clo.o ll)c lrfl!&1eo,i i,lrn!ov l :-j 
. _rli! Mart~ e., reoo ..,,.n d1a»1eyed In illt Pr&viw p,ne 

- f-"1__0 Mlrt-. aa rRd aner 41spla!,11119 for ~seconds 

Lan9Hgn 

0¢fo1Jllcherocltr ~\ ror uolabele4 ~ : [ We1~rn E11ro~n (W. I!:) 

IMAP 

□ Hide IMAP ffllWIIQtS n)llrlted for dielellon 

HTML 

~ Pl,~.16Y C9mplo?C lfTML In ~ 
[ii1J .Ulo,,, nelwrk ~lo'hea di,pl&ylrig complex KTML 

[ml srm., or hide balloon, I- Cancel 111 OK I 

I 

If neither of these two Messages preferences are set, the only way a message's 

status ever changes to read is if you open the message or manually mark it as 

read, as described below. 

You can change the status of any message by Control-clicking the mes­
sage header and then choosing Mark As Read or Mark As Unread. You 
can also accomplish this by selecting the message header and choos­
ing the command from the Message menu: Mark As Read (~-D or 
Mark As Unread (Shift-~-T). But why would you want to change a 
message's read status? You might want to mark a message as unread to 
remind yourself that you need to respond to it. And there are messages 
that you regularly receive (such as ones from mailing lists or subscrip­
tion services) that you seldom read. Marking them as read will tell you 
that you've already "handled" them. 

As with most other message-handling commands, you can simultaneously mark 

multiple messages as read or unread by Shift-clicking or X -clicking them before 

issuing the Mark As Read or Mark As Unread command. 
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Changing Your Viewing Options 
While the Entourage standard viewing settings will suffice for the major­
ity of users, you can use several techniques to make message reading 
more enjoyable and productive. 

■ Depending on your needs, the default column headings above the 
message list may not give you all the information y~u require. If 
you don't use categories, you could eliminate the Categories col­
umn, for example. To add or remove columns, select them from 
the View menu by choosing Columns, as shown in Figure 20-8. 
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✓ folder List 
✓ Preview Pane llr\ 

(OllllllllS ► 
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Source ✓ Message Status 
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Expand All 
Collapse All 

lleY ✓ Attachment 
-0.lleY ✓ From 

✓ Subject 
., Sent 

Received 
To 
Account 
Sile 

.., ~te.11or1·es 

You can rearrange the column heading·s by clicking and dragging them to the 

desired position. You can change the width of a heading by clicking its right 

edge and then dragging. 

■ You can restrict the messages that are shown in the message 
list by choosing a command from the View menu: Unread Only 
(:l€-Y) restricts the list to new and unread messages; Flagged 
Only (Shift-~-Y) shows only messages that you have manually 
flagged or that have been flagged by applying a message rule; 
and Threaded sorts messages by Subject and lists them alpha­
betically, enabling you to see all the messages in one place, 
regardless of when they were sent or received. (Click a triangle 
in the message list to expand or collapse a thread.) See "Orga­
nizing Your Messages" later in this chapter for assistance with 
flagging messages. 
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NOTE 

FIGURE 20-9. 
The body text of all 

messages will be 
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two fonts and sizes, 
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HTML (formatted 
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To reverse the effects of the Unread Only, Flagged Only, or Threaded commands, 

choose the same command again. It may be necessary for you to re-sort the 

message list by clicking the appropriate column heading. 

■ To make it easier to read a particular message, you can increase 
or decrease the size of the font used to display the message. 
Select the message header and then, from the Edit menu, choose 
Decrease Font Size (Shift-~-minus) or Increase Font Size (Shift­
~ -equals sign). To change the display font and size for all mes­
sages, open the Edit menu, point to Preferences, choose General, 
Glick the Fonts tab (shown in Figure 20-9), and change the HTML 
Messages and Plain Text Messages settings. 

■ You'll sometimes notice that the text of a message has ugly line 
breaks, is littered with quote characters (> ), or is difficult to read 
because it's all in uppercase. You can correct many such prob­
lems by opening the Edit menu and choosing a command from 
the Auto Text Cleanup submenu. 
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Finding Messages 
Although you can readily scroll through the items in your message fold­
ers to find recently received or sent messages, finding older ones can 
be a challenge. Luckily, Entourage has several tools that enable you to 
search by subject, category, and e-mail address. You can even search 
for text inside messages. 

Filtering the Message List 
Most of the searches you'll want to perform can be conducted by 
choosing options from the pop-up menus above the message list. (This 
is referred to as filtering.) To filter the current message folder to dis­
play only matching subjects, categories, or e-mail addresses, follow 
these steps: 

1 Click the first filter criteria pop-up menu above the message list, 
shown in Figure 20-10. You can search the Subject line of each 
message, the From or To addresses, or the Category. 

2 Click the second filter criteria pop-up menu. If you are searching 
within the Subject, From, or To fields, you can choose Contains 
or Starts With. Category-based filtering can identify all messages 
assigned to a specific category. They are executed immediately 
after you choose a category. 

3 When searching within the Subject, From, or To fields, enter a 
search string in the filter criteria text box. The search is conducted 
as you type, and the matching headers are displayed in the mes­
sage list. 

Reminder that a 
filter is in effect 

lnbox (filter Applied) 

~ jQ * ! I' Fram 

Filter criterion 
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Matching messages are shown here 

Click to restore 
message list 
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FIGURE 20-11 . 

Searching for a text 

string within the 

current message 

To restore the message header list after performing a Category search, 
choose All from the second filter criteria pop-up menu. To restore a 
search of the Subject, From, or To fields, click the Clear button beside 
the filter criteria text box. 

Performing a Simple Search 
Using the Edit menu's Find command (or by pressing ~-F), you can 
perform most basic searches, including: 

■ Searching the currently selected or open message for a text string. 

■ Searching the currently selected folder (or all folders for the cho­
sen account) for messages that contain a particular text string in 
the Subject, as part of the e-mail address, or-optionally-in the 
message body. 

To search the current message for a text string, follow these steps: 

1 From the Edit menu, choose Find or press ~-F. The Find dialog 
box appears, as shown in Figure 20-11. 

2 Enter a search string in the Find text box. 

3 Click the Current Item radio button to restrict your search to text 
contained in the currently selected message. 

4 Click the Find button. The first instance of the search string is 
highlighted in the message- if it is found. Otherwise, Entourage 
beeps to indicate that the string wasn't found. 

5 To search for additional occurrences of the text string, press ~ -G. 

Search current message Search st ring 
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Find: I oroblem I 
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To search a folder or all folders in an account for a message that con­
tains a particular text string, follow these steps: 

1 If you want to search a single folder, select the folder in the 
Folder List. 

2 Open the Edit menu and choose Find, or press a:c-F. The Find 
dialog box appears. (See Figure 20-11.) 

3 Enter a search string in the Find text box. 

4 Click the second radio button, and choose Messages from the 
pop-up menu. 

5 To restrict your search to messages in the current folder, be 
sure that the Search current folder name Only check box is 
checked. To search all message folders for this account, remove 
the check mark. 

6 To restrict the search to the contents of the Subject, To, and Prom 
fields, check the Search Subjects, Titles, And Names Only op­
tion. To include the message body text in the search, remove 
the check mark. 

7 Click Find. Entourage executes the search and displays the 
matching message headers in the Search Results window, as 
shown in Figure 20-12. 
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TIP 

FIGURE 20-13. 
Performing more pre­

cise searches with 

the advanced version 

of the Find dialog box 

8 Click any message header to view the message in the preview 
pane. To find the original search text within the message, exe­
cute another Find in which you use the same search string but 
restrict the search to the current message. 

9 When you're finished, click the Search Results window's close 
box. 

Think of the Search Results window as a special case of the normal Entourage 

main window. Essentially, it's just a filtered list of message headers. You can 

,work with these messages in much the same way that you work with them in 

the Entourage main window. 

Performing an Advanced Search 
To perform a more advanced search in which you can specify multiple 
search criteria and examine other message components (such as at­
tachments, the Cc or Bee lines, and so on), follow these steps: 

1 If you want to search a single folder, select the folder in the 
Folder List. 

2 From the Edit menu, select Advanced Find or press Option-~-F. 
A different version of the Find dialog box appears, as shown in 
Figure 20-13. 
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3 In the Item Types section, check the Messages option (if you 
want to restrict your searches to messages only). 

4 In the Location section, click All Folders to search all folders in 
the current account simultaneously. 

or 

To restrict your search to one folder, choose the folder name 
from the pop-up menu. To also search subfolders of the selected 
folder, click the Search Subfolders check box. 

5 In the Criteria section, enter one or more search criteria by choos­
ing pop-up menu options and typing in text boxes. (To add an­
other criterion, click the Add Criterion button. To delete a criterion, 
select it and click the Remove Criterion button.) 

6 Choose an option from the Match pop-up menu to specify how 
the search criteria will work together. 

7 Click Find. Entourage executes the search and displays the match­
ing messages in the Search Results window. (See Figure 20-12.) 

8 Click any message header to view the message contents in the 
preview pane. To find the original search text within the message, 
execute another Find in which you use the same search string 
but restrict the search to the current message. 

9 When you're finished, click the Search Results window's close box. 

You can switch between a Find and an Advanced Find by clicking the More 

Options or Fewer Options button in the Find dialog box. 

Working with Attachments 
Some incoming messages may contain attachments-files such as pic­
tures, movies, word processing documents, and programs that are 
transmitted along with the text message. Messages that contain at­
tachments are marked in the message list with a paper clip icon, as 
shown in Figure 20-14. 



390 PART IV Microsoft Entourage 

FIGURE 20-14. 
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Attachment list 

Attached pictures and movies can automatically be displayed in the 
preview pane, as long as they are in a QuickTime-compatible format, 
such as JPEG, GIF, MOY, MPEG, or AVI. To display pictures and mov­
ies, you muse set an option in the View tab of the Mail & News Prefer­
ences dialog box, as shown in Figure 20-15. 

In many cases, picture attachments can be handled entirely within the 
preview pane. You only have to open or save a picture or movie at­
tachment if you'd like to view or edit it in another program, such as 
Photoshop or QuickTime Player. Other types of attachments, such as 
word processing documents and programs, can be opened or saved by 
following the instructions in the next several sections. 



ffGURE 20-15. 
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pictures and movies in 
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CAUTION 

You should note that 
executable attach­
ments (programs and 
installers) are the most 
frequent carriers of 
viruses. You should 
alw ays use an anti­
virus program to scan 
such programs before 
opening them. You 
have little to worry 
about when opening 
pictures, however. 
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Show pictures and movies 
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Opening Attachments 
You can open a document attachment to view or edit it in the program 
that created it. You can also open programs and encoded or com­
pressed files using the same procedure. To open an attachment, fol­
low these steps: 

1 Select the message header in the message list, or open the mes­
sage in its own window. 

2 Click the Attachments triangle to expand the Attachments box. 
The list of all attached files and their sizes appears. 

3 To open an attachment, select it and click the Open button. A 
warning dialog box appears, as shown in Figure 20-16. 

4 Click Open to continue. The file opens in an appropriate pro­
gram, if one exists on your Mac. If the attachment is a program, 
it launches. 
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FIGURE 20-16. 
When opening any 

attachment, this warn­
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Saving Attachments 
Although you can open attachments from within Entourage, important 
ones are best saved to your hard disk. (As long as you don't delete the 
message, its attachment will always be available to you.) To save an 
attachment, select it in the Attachments list and click the Save button. 
A warning dialog box appears, similar to the one displayed when open­
ing an attachment. Click Save to continue, choose a location in which to 
save the file, and then click Save. 

Entourage provides other ways to save attachments, too. You can d rag them 

onto your desktop, or you can open the Message menu and choose Save All 

Attachments. 

Deleting Attachments 
While you may want to keep a message, you may not want to waste 
disk space storing its attachments. To delete a single attachment, select 
it in the Attachments box and click Remove. To delete all attachments, 
open the Message menu and choose Remove All Attachments. 

If you don't need to save the message, you can simultaneously delete it and its 

attachments by delet ing the message. 

Printing Messages 
Entourage provides two ways for you to print a selected message. To 
print a message using the most recent print settings (bypassing the nor­
mal and Entourage-specific Print dialog boxes), open the File menu 
and choose Print One Copy, or press Option-3€-P. 
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SEE ALSO 

for more information 
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chapter 2, "Miaoso~ 
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FIGURE 20-17. 
The Print dialog box in 

Entourage 

Reading and Managing E-Mail CHAPTER 20 393 

To set or change options prior to printing, follow these steps: 

1 Click the Print button, choose Print from the File menu, or press 
~-P. A special Entourage Print dialog box appears, as shown in 

Figure 20-17. 

2 Click check boxes to set print options, as desired. The effects of 
the options are shown in the Preview box. 

3 Click OK. The normal Print dialog box for your printer appears. 

4 Specify any additional options you want, and dick Print. 
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Organizing Your Messag,es 

NOTE 

While no one will ever insist that you organize your messages, you'll 
quickly discover that there are excellent reasons for getting organized if 
you're a regular e-mail user. Imagine your Inbox or Sent Items folder 
with 1427 messages in it. 'What's the likelihood that you can quickly find 
the message you're looking for by simply scrolling through the headers? 

In addition to the organizing procedures discussed in this section, Entourage 

provides several advanced ways to organize messages automat ically. For 

information about creating message rules, employing the Junk Mail Filter, 

and managing messages from mailing lists, see Chapter 23. 
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Creating New Folders 
The simplest way to impart organization to your e-mail is to create ad­
ditional folders for storing different types of messages. You can create 
folders that are based on projects (Budget or Office 2001 Book) or 
groups of people (Family, Coworkers), for example. To create a new 
folder, open the File menu, choose New, and then choose Folder; dick 
the down arrow on the right side of the New button and choose Folder; 
or press Shift-~-N. An "untitled folder" appears in the Folder List. 
Rename it whatever you'd like. 

You can also create sub/alders-folders nested inside of other folders. 
For example, a Work folder might contain subfolders named Assign­
ments, Budget, and Coworker Mail. To create a subfolder, select the 
main (or parent) folder in the Folder List, open the File menu, and 
choose Subfolder from the New submenu; or click the down arrow on 
the right side of the New button and choose Subfolder. 

If you make a mistake and create a new main folder when you meant to make 

a subfolder,just drag the new folder to its intended parent folder. 

Moving Messages 
After you receive or send a message, you can sometimes make it easier 
to locate again by moving it to a more appropriate folder. For example, 
rather than just leaving Web site registration confirmations lying loose 
in your Inbox, you could create a Registrations folder in which to 
store them. 

To move a message to a different folder, you can drag the message 
header onto the destination folder in the Folder List; you can choose 
a destination folder by opening the Message menu and choosing an 
option from the Move To submenu; or you can Control-click the mes­
sage header and choose a destination folder by choosing the Move To 
suhmenu. 

Categorizing Your Messages 
One simple way to organize your messages is to assign categories to 
the important ones. A category is a classification, such as Family, 
Friends, Work, Personal, or Recreation. In addition to the categories 
provided by Entourage, you are free to create your own. 

Headers of categorized messages are color-coded in the message list, 
making them easy to spot. You can assign more than one category to 
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some messages, if you like. You can also sort the message list by cate­
gory, or filter it to show only messages from a particular category, as 
shown in Figure 20-18. 

Filter by category 

lnbox (filter f,pplied} Ctt~IY ~ 
ld~ ! 'IP From SUb!eln i'Ol\l)90rl~ 

s-1m f'mi th RE: OIJt.\g& V•.,,.rd•y9:57 _ P~t"Son """ 
r.am smith RE: Fried ii,ggs Y•~td•y 9:55 - P~rson 

-:;,.am smith ~., Call V,>1>?1day 5, 14 Person 

5 am smith RE: flood Yestim:l.oy 5 :05 Pirson 

'S'<Gm s m ith Re: tlood Yut.rd•y 2: 20 Person 

~ ~ 5am smith Re.-: tlood Vesterday 2115- P•rson 

iam '!'m1th P., flood Yesterday 2:11 Pirs-c-11_ 

•~ m c- ,.nrrh " 'F'! ,.. ,,..,. ,... Afl a ll'ln 1~ . D~ • 

To assign a category to one or more messages, select the message 
header or headers in the message list. Then click the down arrow on 
the right side of the Categories button, shown in Figure 20-19, or open 
the Edit menu and choose a category from the Categories submenu. 
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To create your own categories or edit the current ones, follow 
these steps: 

1 Open the Edit menu, point to Categories, and then choose Edit 
Categories. The Categories window appears, as shown in Figure 
20-20. 

2 To add a new category, click the New button and then enter a 
name for the category. A new color is automatically assigned to 
the category. To change the color, click the down arrow on the 
right side of the category's color box. 

3 To delete a category, select it and click the Delete button. Click 
Delete in the confirmation dialog box that appears. 

4 To change a category name, select the category and click its name 
a second time. 
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FIGURE 20-20. 
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When you delete a category, any messages or other items to which you've previ­

ously assigned the category will have that category removed. If the items have 

not been assigned additional categories, their category will be shown as "None." 

To sort the message list by category, click the Categories heading above 
the list. To reverse the sort order, click the heading a second time. (If 
the Categories heading isn't visible, open the View menu, point to Col­
umns, and then choose Categories.) 

To filter the message list so it shows only a single category, click the 
first pop-up menu above the message list and choose Category. Choose 
a category from the second pop-up menu. 

Searching by Category 
Entourage also enables you to search for categories and, optionally, 
create custom views based on the search results. To search for all mes­
sages, contacts, calendar events, tasks, and notes for a given category, 
open the Categories window by opening the Edit menu, pointing to 
Categories, and then choosing Edit Categories; select a category; and 
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click the Find Items In Category button. A Search Result5 window ap­
pears, as shown in Figure 20-21, presenting the results in alphabetical 
order by title. 
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If you want to be able to repeat the same category search easily, click 
the Save As Custom View button. The Edit Custom View dialog box 
appears. (See Figure 20-22.) Name the view, remove any unnecessary 
item types, and then click OK. The new view is added to the Custom 
Views folder in the Folder List. To repeat this search in later sessions, 
expand the Custom Views folder and click the search's name. 
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FIGURE 20-23. 
Messages can be 

flagged manually or as 
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message rule applied 

to them 

FIGURE 20-24. 
A flagged message 

can have specific 

follow-up settings, 

such as a due date 

Another way to make messages stand out is to assign a priority to them 
manually by choosing one from the Priority submenu of the Messages 
menu. You can also flag messages, which marks them with a tiny flag 
icon. (See Figure 20-23.) 
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Flagged messages 

To add or remove a flag, select the message header and click the 
Flag button in the toolbar (or the Flag button's down arrow). To set 
follow-up options for a message (due date, reminder, and/or priority), as 
shown in Figure 20-24, select the message header, click the down arrow 
on the right side of the Flag button, and choose Flag For Follow-up. 
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Deleting Messages 
To avoid unnecessarily wasting disk space, and to protect your pri­
vacy, it's a good i<lea to delete any messages you don't need to keep. 
To delete a message, select the message header or open the message 
in its own window and then do any of the following: 

■ Click the Trash button in the toolbar. 

■ Press Delete or ~-Delete. 
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■ From the Edit menu, choose Delete Message. 

■ Drag the message header into the Deleted Items folder or the 
Trash. 

■ Control-click the message header and choose Delete Message. 

You can delete multiple messages by ~-clicking or Shift-clicking them and 

then following one of the deletion procedures. When reading messages in 

their own windows (rather than in the preview pane), you can also delete the 

current message by clicking the down arrow on the right side of the Previ­

ous or Next tool bar button and choosing one of the Delete commands, such 

as Next Message and Delete. 

Deleted messages aren't immediately deleted. They are simply moved 
into the Deleted Items folder. To delete them permanently, you must 
empty the Deleted Items folder. You can do this by: 

■ Control-clicking the Deleted Items folder in the Folder List and 
choosing Empty 'Deleted Items.' 

■ Clicking the Deleted Items folder in the Folder List, selecting the 
items you want to delete, and then following one of the previ­
ously mentioned message deletion procedures. 

or 

■ Running the Empty Deleted Items Folder schedule by opening 
the Tools menu, pointing to Run Schedule, and then choosing 
Empty Deleted Items Folder. 

You can also delete any folder you've created. Deleting a folder simultaneously 

deletes all messages that it contains. 

Automatically Emptying the Deleted Items Folder -
By default, the Empty Deleted Items Folder schedule can only be run manually. 

To make it more useful-and secure-you can change it to a schedule that 

automatically empties the folder each time you quit Entourage. From the Tools 

menu, choose Schedules, double-click the Empty Deleted Items Folder sched­

ule (to edit it), and in the When pop-up menu, change Manually to On Quit. 
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Managing 
Newsgroup Articles 

A rticles posted to newsgroups are the equivalent of 
public e-mail messages. Everyone who opens or s.ub­
scribes, to the newsgroup to which an article is posted 

can read it. This chapter will help you understand the process 
of reading newsgroup articles, as well as organizing and sav­
ing them. When referring to newsgroups, the terms post, 
message, and article all mean the same thing. They are used 
interchangeably in this book, as well as in magazines and 
other books. 
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Reading Posts 
Reading newsgroup posts is similar to reading e-mail, as explained in 
the following steps. TI1e procedure differs slightly depending on whether 
you subsc1ibe to the newsgroup or not. 

To read articles in a newsgroup to which you subscribe, follow 
these steps: 

1 Click the news server name from the Folder List to expand it. All 
the newsgroups you've subscribed to are listed beneath the news 
server's name, as shown in Figure 21-1. 
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2 In the Folder List, click the name of the newsgroup you want to 
view. New message headers for the newsgroup are automatically 
downloaded and added to the message list. 

3 To read a post, click its header in the message list. Microsoft En­
tourage sends instmctions to the news server to download the 
message to your computer, as shown in Figure 21-2. 



FIGURE 21-2. 
Entourage downloads 

your selected 

messages to your 

computer 

FIGURE 21 -3. 
You can read the text 

of the selected mes­

sage in the preview 

pane 
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As soon as the message has finished downloading, its text appears in 
the preview pane, as shown in Figure 21-3. 
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You don't have to wait for the current message to download before clicking 

other message headers. Click as many as you like; they will a/I download. Al­

though you can also use the up and down arrow keys in the message list to 

move from post to post, doing so tells Entourage that you want to read every 

post that you touch. Using the mouse to click just the ones you want to read 

will save t ime (and disk space) by not requiring Entourage to download un­

necessary posts. 

You can also read posts in newsgroups to which you don't subscribe 
by following these steps: 

1 In the Folder List, click the name of the news server that 
handles the newsgroup you want to read. The list of available 
newsgroups appears, as shown in Figure 21-4. If you want to see 
whether any new newsgroups have been added or older ones 
eliminated, click the Update List button in the toolbar. 
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FIGURE 21-4. 
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2 To locate the newsgroup you want to view, scroll through the list 
until its name is in sight or type part of its name in the Display 
Newsgroups Containing box, shown in Figure 21-4. 

3 Select the newsgroup of interest by clicking its name in the list. 

If you're positive that this is the newsgroup you're searching for, you can sub­

scribe to it by clicking the Subscribe button. 

4 To open the newsgroup and download its message headers, 
double-click the newsgroup name, from the File menu choose 
Open newsgroup name or press 3€-0. The newsgroup opens in 
its own window. 

5 To read a post, click its header in the message list. Entourage 
sends instructions to the news server to download the message 
to your computer. AB soon as the message has finished down­
loading, its text appears in the preview pane. 

As with e-mail messages, you can read any article in its own window by double­

clicking its header in the message list. You can then move from message to mes­

sage by clicking the Next or Previous buttons, shown in Figure 21 -5. 
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Working Offline: A Thing of the Past 

Previous versions of Outlook Express had features that made it easy to work 

offline with newsgroups. (Working offline refers to those times when you are 

not connected to the Internet.) Because Internet accounts were often expen­

sive, and based on how long they were connected, users wou ld log on to their 

Internet accounts, download new newsgroup message headers, d isconnect 

from the Internet, mark the messages they wanted to retrieve, reconnect to 

download the marked messages, disconnect, and then read the messages at 

their leisure. True, it was complex-but it was a money-saver. 

Because most Internet accounts are no longer time-based and newsgroup 

reading is on the wane, offline newsgroup-related features and support have 

been eliminated in Entourage. To mark messages for downloading, you must 

be online. If you attempt to read a new message while offline (by clicking its 

message header), a dialog box appears, as shown in Figure 21-6. Click Work 

Online to reconnect and stay connected to the news server, click Override to 

temporarily reconnect, or cl ick Cancel to remain offline, 

The application Is currently in ·work Offline-mocJe which keeps it 
from connecting to the network. 

woulcJ you like to override this to complete the reque5ted action? 

I Work Online I I c11nce1 I II OVernde I 
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Handling Attachments 

FIGURE 21-7. 
All file attachments are 

listed by name in the 

Attachments list 

Some messages-particularly those in any of the newsgroups that have 
the word binaries in their names-contain file attachments. Although 
the most popular attachments are pictures (such as JPEG and GIP files), 
an attachment can be any kind of file. 

Any picture attachment in a format that Entourage understands (such 
as JPEG, GIF, or PNG) will automatically be displayed in the preview 
pane after it is downloaded. Those attachments, as well as files of other 
types, are listed in the Attachments area of the message window, as 
shown in Figure 21-7. To open or save a newsgroup message attach­
ment, select its file icon and click Open or Save (as explained in the 
instructions in Chapter 20, "Reading and Managing E-Mail"). 
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Multi-part attachments (attachments that, because of their size, are uploaded 

to the newsgroup as a series of smaller pieces) are relatively common in picture, 

movie, and audio newsgroups. Entourage is not designed to download and 

combine multi-part attachments. In fact, Entourage incorrectly shows the first 

attachment as a complete file that, when you try to open it, displays an error 

message. The simplest way to combine multi-part attachments is to identify the 

messages in Entourage which-when combined-contain all the attachment 

pieces, and then run MT NewsWatcher (available from www.best.com/~smfr/ 
mtnw) to download and combine the pieces. 
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Changing Your View of the Message List 

FIGURE 21 -8. 
Messages in a thread 

are marked with a 

triangle icon, which 

you can click to see 

all the responses for 

a message 

Because newsgroup messages are public, you've probably noticed that 
there is no way to delete them. However, by setting different views in 
Entourage and marking messages as having been read, you can restrict 
the list to just the articles you're interested in. The following are a few 
techniques to help you view newsgroup messages: 

■ Sort by Sent Date rather than by Subject This technique will 
quickly show you the newest messages posted to the newsgroup. 
(Click any heading above the message list to sort by it. Click it a 
second time to reverse the sort order.) 

■ From the View menu, choose Unread Only (or press ~-Y) 
This view only displays messages you haven't already read. A 
message can be marked as read by viewing it ·or by selecting its 
header and choosing Mark As Read from the Message menu (or 
by pressing ~-T). 

■ From the View menu, choose Threaded Use this command to 
group an initial message with all the responses it has received. 
To expand a thread in the message list, click the triangle that 
precedes the initial message, as shown in Figure 21-8. 
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■ From the View menu, choose Flagged Only (or press Shift­
~-Y) If you've manually flagged some messages by choosing Flag 
from the Message menu, or have designed rules to flag messages 
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FIGURE 21 -9. 
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automatically, use this command to restrict the message list to 
flagged items only. 

■ Filter the message list You can filter the message list to show 
only the messages that are from a particular individual, or whose 
subject contains a particular word, as shown in Figure 21-9. To 
view the entire message list later, click the Clear button. See 
Chapter 20 for more information on filtering the message list. 
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■ Create a Find or Advanced Find and save it as a custom view 
If the standard options for filtering, soiting, and otherwise re­
stricting the message list aren't sufficient, you can create a cus­
tom view to display only what you w~nt, such as all messages 
originating from a particular person or domain (microsoft.com, 
for instance). By saving the search results as a custom view, you 
can reuse the view whenever you want without having to go 
through the steps to recreate the desired list of messages. 

You can simultaneously mark several messages as read by Shift-clicking or 

X -clicking them and then choosing Mark As Read from the Message menu. If 

you want to mark all visible messages in a newsgroup as read, choose Mark All 

As Read from the Message menu (or press Option-X-T). Fol lowing either of 

these commands by choosing Unread Only from the View menu is an excellent 

way to eliminate unwanted messages from the message list. 
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Copying and Saving Important Messages 

FIGURE 21-10. 

Use the Save Message 

dialog box to specify a 

name, location, and 
format for a message 

you1re about to save 

Old newsgroup messages are eventually removed from news seIVers. 
If a message is important to you-because it provides some helpful 
information, strikes you as funny, or whatever the reason-you can 
make a permanent copy of it by either saving it as a file or by copying 
it into an Entourage folder. Doing either has the added advantage of 
allowing you to read the message even when you aren't connected to 
the Internet. 

To save a newsgroup message as a file (in most cases so it can be 
read by someone else, or on a computer that doesn't have Entourage 
installed), follow these steps: 

1 Select the message's header in the message list. 

2 From the File menu, choose Save As. The Save Message dialog 
box appears, as shown in Figure 21-10. 
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3 Select a location in which to save the file. 

4 By default, the message subject is proposed as the file name, You 
can change it by editing the text in the Name box, if you wish. 

S Choose a format for the message file from the Format pop-up 
menu. You can either create a file that can be read with 
SimpleText-a free text-editing program that is included with 
every version of the Apple system software-or one that must 
be opened with Entourage, 

6 Click the Save button. 
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FIGURE 21-11. 

Select a destination 

folder for the message 

and click Copy 

Saving a newsgroup message in an Entourage folder, on the other hand, 
is faster and involves fewer steps than saving a newsgroup message as 
a file. Note, however, that the saved message can be read only on the 
current computer. To save a newsgroup message in an Entourage 
folder, follow these steps: 

1 Select the message header in the message list. 

2 Do one of the following: 

• Drag the message header onto the destination folder in the 
Folder List. 

or 

From the Message menu, point to Copy To and then choose 
Copy To Folder (or press Shift-~-M). The Copy To Folder 
dialog box appears, as shown in Figure 21-il. Select a 
folder and click Copy. 

Copy to Faldl!r:AI!: Multi-part newsgroup attachments 
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A copy of the message is stored in the destination folder. To read the 
copied message later, simply open the folder in which it was stored 
and click its header in the message list. 
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Posting to 
Newsgroups 

Unlike exchanging e-mail messages with friends 1 

you're under no obligation whatsoever to con.tribute 
to newsgroups. No one knows the ones to which you 

subscribe, so the people who follow the newsgroup aren't sit­
ting there wondering why you're reading messages but not 
posting any of your own. However, while there may be many 
newsgroups that you just read-checking comp.sys.macforsale 
for hot deals on Macintosh hardware, for example-there 
may also be newsgroups in which you 'll want to take an 
active part. You can submit new posts and respond to others' 
posts as you see fit. 

411 
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Posting a New Message 

FIGURE 22-1. 

A newsgroup message 

window contains a 

News Account line in 

the header, and the To 

line contains the name 

of the destination 

newsgroup 

NOTE 

If you've ever written an e-mail message, you already know how to 
write a message to a newsgroup. The only difference is that the mes­
sage is addressed to one or more newsgroups (where il will be posted 
for everyone to read), rather than to an individual. 

To create a new message for a newsgroup, follow lhese steps: 

1 Open the newsgroup to which you want to send the message. 
(Note that you don't have to subscribe to a newsgroup before 
you can send a message to it.) 

2 Click the New button in the toolbar, choose News Message from 
the New submenu of the File menu, or press X-N. A new, un­
titled message window appears, as shown in Figure 22-1. The To 
line already contains the name of the selected newsgroup. If you 
don't want to send it to other newsgroups or individuals, skip to 
step 6. 

News account pop-up menu 
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. 

,: 
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Destination 
newsgroup 

The message will automatically be addressed to the correct newsgroup only if 

you are viewing that newsgroup when you create the message (as indicated 

in step 1 ). 

3 By default, the currently active news account/server is listed in 
the News Account line. If you wish to send the message through 
a different news account, choose its name from the r ews Account 
pop-up menu. 



FIGURE 22-2. 
Addressing the post 

to one or more 

newsgroups 

FIGURE 22-3. 
Posting a message 
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4 To send the message to additional newsgroups simultaneously, 
click the To box, dick to select the next blank line (shown in 
Figure 22-2), and type or paste the newsgroup's name into the 
box. 

Destination newsgroups go here 

-.i' Add 
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. 

I . 
-

I 
Enter individuals for carbon copies here 

S If you want to send a copy of the message directly to one or more 
people, click the Cc (carbon copy) box and enter the recipients' 
e-mail addresses. 

6 Click the To window's close box when you are done adding 
newsgroups and/ or Cc recipients. 

7 Fill in the Subject line, and compose the message. 

8 If desired, you can enclose an attachment by following the in­
structions presented in Chapter 19, "Writing and Sending E-Mail." 

9 To post the message to the newsgroup immediately, click the Post 
Now button (shown in Figure 22-3), choose Post Message Now 
from the Message menu, or press ~ -K. 

or 

To post the message at a later time (that is, the next time you per­
form a Send & Receive All-manually or via a schedule), click 
the Post Later button (shown in Figure 22-3), choose Post Mes­
sage Later from the Message menu, or press Option-~-K. 

I e Post No"' ~ Post Leter (Q I 
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NOTE 
As with regular e-mail messages, you can format a newsgroup post as plain 

text or HTML, insert links to Web pages an~ e-mail addresses, and add a sig­

nature. Although you wil l usually be viewing messages from the destination 

newsgroup when composing your posts, you aren't required to do so. You can 

also address a post by typing the newsgroup's name in the To line or by se­

lecting the name from your Address Book. If so, be sure to select the correct 

news account from the pop-up menu. 

Replying to a Message 
An easy way to begin participating in an interesting newsgroup is by 
adding your two-cents' worth to an ongoing discussion. For instance, if 
someone posts a message asking a question to which you know the 
answer or have an opinion, jump right in. 

When replying to a newsgroup message, you have three options: 

■ You can post your reply to the newsgroup (where it can be read 
by eveiyone). 

■ You can respond (via e-mail) to the author of the message 
directly. 

■ You can post your reply to the newsgroup while simultaneously 
e-mailing a carbon copy to the author of the message. 

Which option you choose depends on the situation. Here are a few 
simple rules to help you decide what to do: 

■ If you want your reply to be private, respond directly to the 
author. 

■ If the reply would also be of interest to the readers of the news­
group, direct the response to them, too. 

■ If the response is merely part of a general discussion and it isn't 
essential that the original author sees your comments, direct it 
only to the newsgroup. 

To respond to a post, begin by selecting the message header in the 
message list and then do one of the following: 

■ To post your reply to the newsgroup (where it will become part 
of the message thread), click the Reply To Newsgroup button in 



FIGURE 22-4. 
Click a button to 

choose a recipient 

FIGURE 22-5. 

When you choose the 

Reply To Al l command, 

your message is auto­

matically addressed to 

the original newsgroup 

and a copy is e-mailed 

to the message's author 

NOTE 

m 

Posting to Newsgroups CHAPTER 22 415 

the toolbar (shown in Figure 22-4), choose Reply from the Mes­
sage menu, or press :t:€-R. 

~ Reply To Sender ff1 Reply To ~~roup ~ for'w'8rd 

■ To reply only to the author, click the Reply To Sender toolbar 
button, choose Reply To Sender from the Message menu, or 
press Option-:t:€-R 

■ To reply to the newsgroup and send a copy of the reply to the 
author (as shown in Figure 22-5), choose Reply To All from the 
Message menu or press Shift-:t:€-R. 

Destinat ion newsgroup 
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Author of original message 

Because posting to newsgroups puts your e-mail address at risk for 
receiving a flood of spam (unwanted advertising-relating messages), 
many newsgroup authors use bogus e-mail addresses. Don't be sur­
prised if some of your replies bounce back to you as undeliverable. If 
this happens, be sure that you resend the message to the newsgroup 
so the author will have a chance to see your response. (On a similar 
note, if you don't want to receive direct replies to your posts, do what 
the others do. Use a fake e-mail address or create a Hotmail one that 
you use exclusively for newsgroups.) 

Whether you're posting a reply or starting a new message thread (d iscussion), 

it's important for you to know that newsgroup message delivery isn't as fast 

as normal e-mail. It t akes time for your message to appear in t he message 

list. If it doesn't appear when you click t he More button, wait a b it and then 

check again. 
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Posting Etiquette 
After observing a particular newsgroup for a few days, you should have 
a good sense of what the implicit "rules" are for posting to it. Follow­
ing are some general principles that you should find helpful. 

Top Ten Posting Do's and Don't's 
1 Even if you normally use HTML formatting for your e-mail 

messages, you should generally stick to plain text messages 
for newsgroup posts. All newsgroup readers can handle plain 
text, while only the more advanced ones (such as Entourage) 
can interpret HTML. 

2 When replying to a message, do not change the Subject line. If 
you do, your reply will be treated as the start of a new thread 
rather than a continuation of the one to which you're replying. 

3 When writing a reply, be sure to quote the relevant parts of the 
original message. Otherwise, if readers view your message out of 
sequence, they may not have any idea what you're talking about. 
However, don't quote unnecessary material from the original 
author's message. Deleting the parts that aren't relevant to your 
commentc; will keep the post to a reasonable size, ensuring that 
others won't have to waste time downloading extraneous matetial. 

4 Keep your posts on topic. Repeating a great joke that you found 
on the Internet is appropriate only when sent to a joke-related 
newsgroup. 

5 Don't send advertisements to any newsgroups unless you are cer­
tain that they are directly related to the newsgroup topic and that 
they are welcome. 

6 Don't waste bandwidth. Although you can simultaneously ad­
dress a post to multiple newsgroups, try to pick the one (or two) 
to which the message is most relevant. A regular follower of dog­
related newsgroups, for example, is liable to subscribe to several 
such newsgroups. He or she won't be pleased when your mes­
sage is spotted in every one of those newsgroups. 

7 Don't send test posts to regular newsgroups. If you just want to 
see how one of your newsreader functions works (such as en­
coded attachments), send your test posts to a newsgroup that is 
specifically designed for testing, such as microsoft.test. 
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8 Should you include attachments with your posts? Only if it is a 
newsgroup devoted to attachments, such as the many alt.binaries 
(picture) newsgroups, or if other users specifically request that 
you post a particular file. 

9 Copyright laws apply to the Internet, too. Never post pictures, 
music, or other materials that you did not create. 

10 Making public attacks on a message author may subject you to 
similar attacks. If you disagree, be polite. Beller still, keep the 
disagreement private by e-mailing the author directly. 
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Customizing Microsoft 
Entourage for E-Mail 
and Newsgroups 

Although you'll probably learn to use Microsoft 
Entourage as is, at some point you will probably 
want to customize it to better suit the way you work. 

Following the instructions in this chapter, you will be able to 
set preferences, modify the message list display, filter incom­
ing junk mail, create automatic schedules, apply message 
rules to manage incoming mail, manage e-mail from mailing 
lists, and enhance Entourage with AppleScripts. 

419 
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Setting Preferences 

FIGURE 23-1. 
Click Show Or Hide 

Balloons for help with 

setting preferences, or 

click it a second time 

to turn off Balloon Help 

As is the case with many other Macintosh programs, you set preferences 
in Entourage to specify the manner in which you want the program to 
behave. Entourage has two types of preferences: General and Mail & 
News. General preferences govern how Entourage behaves in all settings 
-whether you're using the calendar to set reminders, displaying 
e-mail messages, or doing anything else. Mail & News preferences gov­
ern e-mail and newsgroup-specific behavior. While the standard (or 
default) preference settings will probably be fine for you, there are still 
a few that you may want to explore or change, as explained in the fol­
lowing sections. Because there are so many preferences, we'll discuss 
only the ones that are likely to be important to you. 

Are you unsure about the function of a preference option? Click the Show Or 

Hide Balloons button at the bottom of any Preferences dialog box.Then when 

you pass the cursor over any preference item, a cartoon balloon with an expla­

nation appears, as shown in Figure 23-1. 
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General Preferences 
To set or view General preferences setting, open the Edit menu, point 
to Preferences, and choose General (or press ~-semicolon). The Gen- . 
eral Preferences dialog box appears, open to the most recently modified 
tab, as shown in Figure 23-1. To set or view preferences for a different 
section of the General Preferences dialog box, click the tabs at the top 
of the dialog box. When you are through making changes, click OK to 
accept them or Cancel to ignore them. 

The following are some General preference settings that you may 
want to change from the Entourage defaults: 

■ General tab: Set Default Reminder To Occur When you 
create a new reminder, Entourage proposes the time period 
specified by this setting. For example, if you set the preference to 
30 Minutes Before, every new reminder you create will appear 30 

minutes before the event. If you need more or less time, you can 
change this setting to a different number of minutes, hours, or 
days (as shown in Figure 23-1). Note that you can still specify a 
different reminder period for every new reminder you create. 

■ Address Book tab: Default Area Code To save typing time, 
you can specify a default area code that will automatically be 
added to every new contact address card for which you don't 
specify an area code. You can also ensure that all phone num­
bers are uniform. See Chapter 4, "Using the Address Book," for 
instructions. 

■ Calendar tab If you work a non-standard workweek (some­
thing other than Monday through Friday) or want to view the 
calendar with something other than Sunday as the first day of 
the week, you can make changes in this section of the dialog 
box, as shown in Figure 23-2. 

■ Fonts tab If you don't like the default fonts or font sizes used to 
create formatted (HTML) and unformatted (plain text) messages, 
to display onscreen lists in Entourage (such as the message list), 
or to print plain text messages and similar items, you can choose 
different fonts and sizes here, as shown in Figure 23-3. 
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FIGURE 23-2. 
Use the Calendar tab 

to indicate your work­

week and to custom­

ize the calendar 

FIGURE 23-3. 
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■ Spelling tab Click this tab, shown in Figure 23-4, if you want 
Entourage to perform a spell check automatically on every outgo­
ing message or if you want to specify a different user dictionary. 
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FIGURE 23-4. 
use the Spelling tab of 

the General Prefer­

ences dialog box to 

specify automatic 

spelling options and 

words to be ignored 

FIGURE 23-5. 
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■ Notification tab: Require Confirmation When Deleting 
If you're tired of being asked if you're sure that you want to 
delete something (messages, contacts, and so on), remove the 
check mark from this preference, shown in Figure 23-5. 
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■ Notification tab: Reset Confirmation Dialogs If you've per­
manently dismissed some Entourage dialog boxes by clicking 
their Don't Show This Message Again check box, you can re­
store the missing dialog boxes by clicking this button. 

■ Notification tab: Sounds You can examine or change the 
sounds that play when new mail arrives or when a reminder is 
triggered. To hear any of the designated sounds, click the speaker 
icon to the left of the event check box. To play no sound for an 
event, remove its check mark. To specify a different sound set, 
choose one from the pop-up menu. (Random assigns a different 
random sound for each event.) 

Adding Custom Sound Sets 

You can add custom sound sets by dragging them into the Entourage Sound 

Sets folder (found by opening the Documents fo lder and then opening the 

Microsoft User Data folder). Until Entourage-specific sound sets begin to ap­

pear, you can use Outlook Express 5 sound set files. However, you'll need to 

open the sound set files in a utility program (such as File Typer) and change 

the Creator to OPIM. 

Mail & News Preferences 
To set or view Mail & News preferences, open the Edit menu, point to 
Preferences, and choose Mail & News (or press Shift-X-semicolon). 
The Mail & News Preferences dialog box appears, open to the most 
recently modified tab, as shown in Figure 23-6. To set or view prefer­
ences for a different section of the Mail & News Preferences dialog 
box, click the tabs at the top of the dialog box. When you are through 
making changes, click OK to accept them or Cancel to ignore them. 

The following are some Mail & News preference settings that you may 
want to change from the defaults: 

■ Compose tab: Messages If you generally create plain text mes­
sages rather than formatted HTML messages, you may want to re­
move the check mark from the Show HTML Formatting Toolbar In 
The Message Composition Window check box, shown in Figure 
23-7. You can also choose separate default formats for new e-mail 
and newsgroup messages (either plain text or HTML). Choose the 
format you use the most. 
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FIGURE 23-6. 
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The Compose tab of 

the Mail & News Pref­

erences dialog box 

II 

II 

Mall & News Preferences 

Mesaagea 

Aller oele!i ng or fi Ii ng an opo11 message: ! Close the message \iindow j~j 
@ M~rk m~e;ages as read ,.,.hen di• ployed , n t he Previev pane 

O Mor~ me,oage as read after dlsplayfng for @=]~3eCond; 

Languages 

Defaultc~~r&cter set for unlabeled mesMge, [ WMttrn Europeen (W_ iJ 
IMIIP 

0 Hide I MAP me,,oge, marked for deletion 

HTML 

!if Displey complex HTML in message, 

@Allw rct"'or k ecce" ·,1hen di splay, ng complex HTML 

imJ Show er hide bel looM I Cancel I fl OK fi 

Pick default formats for e-mail 
and newsgroup messages 

General 

D ~utorr,;tlcelly check Mme, -.,hen se ' I ng me~sages ( lotstion Manager ~..,ere) 

5d'Seveoopiea ofsen1 me~••gc, inthe nl/ temsfolder 

Me!!isages 

5d' Sh•:,.., HTML For ting tool bor in the Memge Compo ltfon wr ndw 

f'l•il fQrm~I- l'le1n Tm ; he1,s format· ·P.llJtn Tex! ; 

Mtachm~nts 

Cancel J fl OK I 

Specify default settings for attachments 



426 PART IV Microsoft Entourage 

FIGURE 23-8, 

Use the Reply & For­

ward preferences to 

specify options for 

replying to or forward­

ing received messages 

■ Compose tab: Attachments Click the Click Here For Attach­
ment Options buLton to view the default options for attachments. 
You can still set attachment options differently for every new 
message, but you should select the options here that you will 
use for most messages. For instance, if most of your messages 
are sent to Windows users, you may want to check the option to 
add Windows extensions to all attached files. (Doing so won't 
affect file readability when received by a Mac user.) 

■ Reply & Forward tab: Mail Attribution/News Attribution 
When replying to an e-mail message or newsgroup post, you 
can preface the original author's text with a text string that in­
cludes the date of the message, the author's name, and/or his or 
her e-mail address, as shown in Figure 23-8. You can edit the 
attribution text if you want and insert the Date, Name, and Ad­
dress placeholders by choosing them from the pop-up menus. If 
you prefer, you can use normal message header information to 
mark the original message (the most common approach) or dis­
play no message attribution text. 
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FIGURE 23-9. 
When color differen­

tiation is enabled, you 

can pick colors from 

pop-up lists 

■ View tab: Message and Subscription Colors • Figure 23-9 
shows that Entourage normally distinguishes unread from read 
messages by displaying message headers in boldface and nor­
mal type, respectively. You can optionally choose colors for 
read and unread message headers, as well as distinguish 
newsgroups to which you've subscribed from those to which 
you haven't subscribed. Click the appropriate check box to en­
able mail or newsgroup colors, and then click a box (Unread, 
for example) to pick a color. 
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■ Proxies tab If you must access the Internet through a firewall 
or your Internet service provider (ISP) requires that you use a 
proxy server, click the Proxies tab, shown in Figure 23-10. Your 
network administrator or ISP will give you the addresses of their 
Web, e-mail, and/or secure proxy servers. If there are some sites 
that you must go to directly-bypassing the proxy servers­
enter their addresses in the Exceptions text box. Separate each 
such address from the next by using a comma or space. 
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FIGURE 23-10. 
Proxy preferences are 
for users who must 

access the Internet 

indirectly by passing 

th rough proxy servers 
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Customizing the Message List 
Although you can't customize the Entourage toolbars, you can make 
some changes to the message list display: 

■ Adding or removing column headings To add or remove 
column headings, click the View menu, point to Columns, and 
choose the heading to add or remove. (Checked columns are 
displayed; unchecked columns are hidden.) 

■ Resizing and moving column headings To alter the size of a 
column heading, move the cursor to the heading's right edge. 
The cursor changes to a double-headed arrow. Click and drag to 
the left (reduce) or right (enlarge), as shown in Figure 23-11. To 
move a heading to a new position, click and drag it to the left 
or right and then release the mouse button. A vertical dotted line 
shows where the heading will appear. 

■ Changing the amount of screen space devoted to the mes­
sage list, preview pane, and folder list The size of the panes 
in the Entourage window can be changed as you see fit. Move 
the cursor over the double lines that separate any two sections 
of the window. The cursor changes to a double-headed arrow. 
Click and drag to the left, right, up, or down as appropriate. 
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FIGURE 23-11. 
To resize a column in 
the message list, click 

to the right of the col­

umn and then drag 

Drag cursor to change column size 
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Another way to customize the display is by removing unnecessary elements. 

You can show or remove elements (tool bars, Folder List, or Preview Pane) by 

choosing them from the View menu. 

Using the Junk Mail Filter 
If you aren't careful to whom you reveal your primary e-mail address, 
you may find that you're receiving large quantities of unwanted e-mail. 
At best, such e-mail can be annoying and make it difficult to identify 
the messages that you do want to read. At worst, it can be extremely 
embarrassing. Do you really want to try to explain why you're receiv­
ing unsolicited e-mail from porn sites? 

If you find yourself receiving e-mail that you didn't request, you can use 
the Junk Mail Filter to mark certain incoming messages as junk mail au­
tomatically. You can also instruct the Junk Mail Filter to handle such 
messages by marking them as read and/or performing an AppleScript 
(such as moving them to the Deleted Items folder or a Junk Mail folder). 

To activate and set up the Junk Mail Filter, follow these steps: 

1 From the Tools menu, choose Junk Mail Filter. The Junk Mail Fil­
ter dialog box appears, as shown in Figure 23-12. 

2 To activate the filter, click the Enable Junk Mail Filter check box. 

3 Move the sensitivity slider to the desired position. As you drag 
it fmther to the right, more mail will potentially be classified as 
suspected junk. ' 
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FIGURE 23-12, 
You can enable or 

disable the Junk Mail 

Filter and set its sensi­

tivity in this dialog box 

FIGURE 23-13. 
Set or change the 

filter's sensitivity to 

apply the new settings 

to current messages in 

your lnbox 
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4 To keep mail from particular companies, institutions, or Internet 
providers from being classified as junk, enter their domains in 
the center text box. Separate each domain from the next with a 
comma, such as internetworld.net, adobe.com, hnrc.tufts.edu. 

S To specify automatic actions that the filter will perform on sus­
pected junk messages, click one or both of the bottom check 
boxes. 

6 Click OK. 

7 If you changed the previous settings in the Junk Mail Filter dialog 
box, a new dialog box appears, as shown in Figure 23-13. Click 
Apply, to filter or refilter the messages in your Inbox, or click 
Don't Apply, to enable the filter but not check your old messages. 

l1il 
-

Would you like to apply the new Junk Mail filter 
5ettings to the messages in your lnbox? 

( Don'tApply I rr A1>.PIY I 
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NOTE 

FIGURE 23-14. 
Messages suspected 

of being junk mail are 

marked with a special 

icon, and a yellow line 

is displayed when the 

message is viewed 

Messages from people and companies who are listed in your Address Book 

will never be classified as junk. 

Whenever the Junk Mail Filter examines your messages, it indicates 
suspected junk messages in two ways. First, a special icon is displayed 
in the message header's Priority column, as shown in Figure 23-14. 
Second, when you view the message (in the preview pane or a sepa­
rate message window), a line is added at the top of the message. 
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Click to reclassify 

If the message isn't junk mail, click the This Is Not Junk Mail text and 
choose an option in the This Is Not Junk Mail dialog box, shown in 
Figure 23-15. The options are as follows: 

■ Add Sender To Address Book Messages from Address Book 
contacts are never mistaken for junk mail. 

■ Create A Mailing List Rule Choose this option if the message 
is from a mailing list. 
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FIGURE 23-15. 

Specify how you want 

to handle this particu­

lar message and avoid 

classifying additional 

messages from the 

same person or com­

pany as junk 

- -

TIP 

■ Classify All Messages Sent From The Sender's Domain As 
"Not Junk" Use this option to add trnsted domains to the junk: 
mail exception list. Normally, you'll want to reserve this for ISPs 
and corporate domains, such as microsoft.com. 

■ Just Classify This Message As "Not Junk" Choosing this op­
tion m~rely reclassifies the selected message as not junk. Addi­
tional messages from the same person may still be classified 
as junk. 
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It may take you a couple of tries to get the Junk Mail Filter sensitivity 
just right. One way to determine quickly whether a new setting is opti­
mal is to let it screen the existing messages in your Inbox. If it marks 
more than a couple of messages as junk that really aren't junk, the 
sensitivity is too high. If it misses more than a few of the real junk 
messages, the sensitivity is probably too low. 

The best way,to avoid unwanted e-mail is to create a free account in Hotmail, 

Yahoo!, or another Web-based service, and use that account for all online regis­

trations, newsgroups, and chat services. Use your primary e-mail account only to 

send and receive messages from family, friends, and trusted business contacts. 
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creating and Using Schedules 

FIGURE 23-16. 
Schedules-automatic 

or manual- can also 

be executed by choos­

ing them from the 

Run Schedule 

submenu 

You've already learned that you can retrieve waiting messages from an 
e-mail account by opening the Tools menu and choosing the account 
name from the Send & Receive submenu. This manual approach is 
useful, but it isn't nearly as nice as having Entourage automatically 
check for new mail-without your intervention. To instruct Entourage 
to perform various e-mail and newsgroup actions automatically, you 
create schedules. Every schedule consist of two parts: 

■ When The times, periods, or events that will trigger the 
schedule's execution. 

■ Actions The actions that will be performed when the schedule 
is executed. 

Any schedule can be triggered in multiple ways and can perform mul­
tiple actions. You can create as many schedules as you like. Each 
schedule can be executed automatically (based on timing or an Entou­
rage event, such as startup or quitting) or manually, by opening the 
Tools menu and choosing the schedule name from the Run Schedule 
submenu, as shown in Figure 23-16. 
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FIGURE 23-17. 
Choose an existing 

schedule to edit from 

the Schedules dialog 

box 

FIGURE 23-18. 

The Send & Receive All 

schedule sends all mail 

that is in the Outbox 

The easiest way to learn how to create schedules is to examine the ones 
that are installed with Entourage. Using the Send & Receive All sched­
ule as an example, we will modify it to send and receive mail auto­
matically at program startup and every two mjnutes while Entourage is 
running. To do so, follow these steps: 

1 From the Tools menu, choose Schedules. The Schedules dialog 
box appears, as shown in Figure 23-17. 
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2 To view or modify an existing schedule, select it and click Edit 
(or double-click the schedule name). In this example, open the 
Send & Receive All schedule. The Edit Schedule dialog box ap­
pears, as shown in Figure 23-18. 
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NOTE 

FIGURE 23-19. 
The revised Send & 

Receive All schedule 

automatically checks 

two accounts every 

two minutes for new 

e-mail 

3 Any defined schedule can be executed manually by opening the 
Tools menu and choosing the schedule name from the Send & 
Receive submenu. As such, you can change the Manually option 
to something more useful, such as At Startup, by choosing that 
option from the pop-up menu in the When section. 

All new schedules default to Manually as the execution method. Until you 

change this occurrence method to something else, you cannot add more 

occurrences. 

4 To make this schedule even more useful, let's add another occur­
rence to the When section. Click Add Occurrence, and set it for 
Repeating Schedule Every 2 Minutes. (Feel free to choose a 
longer interval.) 

S Be sure that Only If Connected is checked. Otherwise, Entourage 
will attempt to make a dial-up connection to your ISP whenever 
this schedule is execu.ted. 

6 If this is your only e-mail account, there is no need to change the 
settings in the Action section. If you have more accounts that 
you'd like to check automatically, click Add Action and duplicate 
the Receive Mail action for each account. 

7 Click OK to save the schedule changes. The modified schedule is 
shown in Figure 23-19. 
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Of course, you'll undoubtedly want to create schedules of your own. 
For example, if you have several Hotmail or Yahoo! e-mail accounts, 
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FIGURE 23-20. 
You can create new 

schedules in the Edit 

Schedule dialog box 

you can check them for new mail each time you launch Entourage. 
The following are the general steps to create a new schedule; 

1 From the Tools menu, choose Schedules. The Schedules dialog 
box appears, as shown earlier in Figure 23-17. 

2 To create a new schedule, click the New button. The Edit Sched­
ule dialog box appears, as shown in Figure 23-20. 
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Specify actions the schedule will perform 

3 Enter a name for the schedule in the Name text box. 

4 Specify the events or times at which the schedule will execute by 
clicking the Add Occurrence button in the When section or by 
choosing different options for currently defined occurrences. 

The When options are as follows: 

• Manually Executed only when you choose the schedule 
name from the Run Schedule submenu of the Tools menu. 

• At Startup and On Quit Runs at Entourage's startup or 
when you quit the program. 

• Timed Schedule Executes only at the specified days of 
the week and time combinations (for example, Mondays, 
Wednesdays, and Fridays at 9 AM, 2 PM, and 5 PM). 
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• Repeating Schedule Runs every so many minutes, hours, 
or days. 

• .Recurring A daily, weekly, or monthly schedule that re­
peats until a condition is satisfied (until a particular date or 
number of occurrences have passed). 

5 Click the Only If Connected check box to restrict the schedule's 
execution to those times when you are already connected to the 
Internet. Otherwise, Entourage will be forced to try to make a 
connection for you whenever the schedule executes. 

If you occasionally read messages or use Entourage for other things while off­

line (such as scheduling tasks, for example), be sure to check the Only If Con­

nected check box. Doing so will prevent Entourage from automatically 

attempting to dial. 

6 Specify the actions to be performed by clicking the Add Action 
button in the Action section or by choosing different actions for 
those that are already defined. Actions include: 

• Receive Mail Receives all awaiting e-mail messages. 

• Receive News Downloads new headers from a particular 
news server for selected newsgroups. 

• Send All Sends all messages from your Outbox. 

• Run AppleScript Runs a specified script. 

• Delete Mail Deletes messages from the Deleted Items 
folder (or any other folder) that are older than a specified 
number of days. 

• Launch Alias Runs a selected program or opens a particu­
lar document. 

7 Click a Dial-Up Options radio button to indicate what should 
happen after the schedule has executed. 

8 To enable the schedule, click the Enabled check box. To disable 
the schedule, remove the check mark. (You can always enable the 
schedule later.) 
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If you think you'll never need a given schedule again, select its name in the 

Schedules dialog box and click the Delete ~utton. If there's a chance that you'll 

use it again at some point, disable it instead. 

Creating and Applying Message Rules 

FIGURE 23-21. 
You can easily create 

your own mail rules by 

looking for keywords 

in message subject 

lines, for example 

Normally, when you receive a new e-mail message, you must review it 
manually and decide what you want to do with it. You might read it or 
simply mark it as read, print it, create a reply, move or copy it to a dif­
ferent folder, or delete it, for example. If you think for a few moments, 
however, you'll recognize that there are certain types of mail on which 
you always perform the same action. Using Entourage rules, you can 
automate the handling of many messages. 

A rule consists of one or more criteria that, when satisfied, triggers one 
or more automatic actions. Figure 23-21 shows a rule that automati­
cally scans incoming e-mail, checks to see if "Office 2001" is part of 
the Subject text, creates a new Address Book record for the person, 
adds him or her to an e-mail group named Office 2001 Readers, and 
moves the message into the Microsoft Press folder. If we later want to 
contact everyone who e-mailed comments to us concerning the book, 
we can send them all a message by addressing it to the Office 2001 
Readers group. 
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In Entourage, you can create rules that are applied to incoming mail 
from POP accounts (normal ISP accounts), incoming mail from IMAP 
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FIGURE 23-22. 
You can create new 

rules, as well as edit, 

disable, or delete exist­

ing rules in the Rules 

dialog box 

FIGURE 23-23. 
You can create or 

modify rules in the 

Edit Rule dialog box 

accounts, incoming mail from Hotmail account.s, new newsgroup mes­
sages, or outgoing messages. To create a rule , follow these steps: 

1 From the Tools menu, choose Rules. The Rules dialog box ap­
pears, as shown in Figure 23-22. 
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2 Click the tab that corresponds to the type of rule you want to 
create. 

3 Click the New button at the top of the dialog box. The Edit Rule 
dialog box appears, as shown in Figure 23-23. 
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4 Enter a name for the rule in the Rule Name text box. 

S Specify criteria in the If section by changing the default criterion 
(All Messages) and then adding others by clicking Add Criterion 

I 

as necessary. 

6 Specify actions to be carried out by changing or removing the 
default action in the Then section and then adding others by 
clicking Add Action, as necessary. 

7 At the right side of the If section, choose a criteria handler from 
the pop-up menu. 

8 Click OK to save the rule. 

To delete an existing message rule, select it in the Rules dialog box 
and dick Delete. To change the settings for a rule, select it in the Rules 
dialog box and click Edit. To temporarily disable a rule, select it in the 
Rules dialog box and click the Enabled check box to remove the 
check mark. 

Managing Mailing Lists 
Think of a mailing list as a newsgroup that is conducted via e-mail. 
Like newsgroups, mailing lists are organized around a central topic, 
such as computer book writing, jokes, or a given program, such as 
Photoshop or FileMaker Pro. Each day (or at intervals designated by 
the mailing list owner), subscribers receive copies of all the messages 
that everyone has sent to the mailing list. Depending on the manner in 
which you subscribed, you may receive a separate copy of each mes­
sage or a daily digest (in which the entire day's messages are grouped 
together in a single e-mail message). 

If you are using a POP mail account, you can use the Mailing List Man­
ager to set handling options for mailing lists to which you subscribe. 
To do so, follow these steps: 

1 In the message list, highlight a message from the mailing list. 

2 From the Tools menu, choose Mailing List Manager. The Mailing 
List Manager dialog box appears, as shown in Figure 23-24. 
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FIGURE 23-24. 
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3 Click the New button (or press 3€-N). The Edit Mailing List Rule 
dialog box appears, open to the Mailing List tab , as shown in Fig­
ure 23-25. Much of the basic information for the mailing list is 
automatically filled in for you. 
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4 Fill in any incomplete information, such as the list's name. You 
can optionally designate a special folder in which to store list 
messages, as well as store your own messages to the list in the 
same folder (rather than in the Sent Items folder). 

To avoid cluttering your lnbox, you may want to direct all messages from a mail­

ing list to a special folder that you've created for that purpose. (You can also 

direct malling list messages to a particular folder by creating a message rule, as 

explained previously in the "Creating and Applying Message Rules" section.) 

5 Optional: If you want to specify additional list handling and reply 
options, click Lhe Advanced tab at the top of the dialog box. 
Some advanced options that you may want to change include the 
following: 

• If you want to automatically mark as read messages from 
the list, click the Mark As Read check box. 

• If you receive individual messages from the list rather than 
a digest, you can add a prefix to the subject to make the 
messages easier to sort and locate in the message list. 

• To avoid receiving your messages to the list twice (in the 
Sent Items folder and again from the list), click the Delete 
Copies Of Incoming Messages That I Sent To The List 
check box. 

• To specify a different default reply behavior (when re­
sponding to a message in the list), check boxes in the 
When Replying section of the dialog box. (In general, how­
ever, the default behavior specified by the list itself is the 
one you'll want to use.) 

6 Be sure that the Enabled check box is checked. 

7 Click OK to save the handling instructions for the message list. 

Unless it's imperative that you see incoming messages from a mailing list the 

moment they're posted, see the list's instructions for subscribing in digest 

mode. Otherwise, if it 's a popular list, you may find yourself inundated with 

individual messages each day. 
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Using AppleScripts 

FIGURE 23-26. 
You can execute En­

tourage AppleScripts 

by choosing them 

from this menu 

FIGURE 23-27. 
Double-click any 

AppleScript to view it 

in the Script Editor 

You can use a programming language called AppleScript to modify or 
customize Entourage's behavior. AppleScript is included with every ver­
sion of the MacOS software. AppleScripts enable you to perform com­
plex action sequences within scriptable programs such as Entourage. 

If you examine the Scripts menu (denoted by the script icon between 
the Window and Help menu), you'll see several useful scripts. (See 
Figure 23-26.) All scripts that have been placed in the Entourage Script 
Menu Items folder are automatically added to the Scripts menu. (You 
can find this folder by opening the Documents folder and then the 
Microsoft User Data folder.) Double-click any of these scripts to open 
and view them in Script Editor (as shown in Figure 23-27), an editing 
program that is in.stalled along with AppleScript. 
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If you're an enterprising programmer, you can design your own 
AppleScripts. Otherwise, there are many sources of usable scripts on 
the Internet. To learn more about AppleScript programming in general, 
visit www.apple.com/applescript/. 
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Working in PowerPoint 

Creating Presentations 

448 

453 
Introducing Microsoft 
PowerPoint 

M
icrosoft PowerPoint is an application that creates 
presentations (high-tech slide shows) that you can 
display om,creen, print out, turn into 35mm slides, 

or make into movies. With a little effort, you'll find that 
PowerPoint is one of the most valuable components of the 
Office 2001 package. While overhead projectors and 35mm 
slides have a certain old-school charm, it is far easier to cre­
ate a more compelling presentation in PowerPoint. And, 
once you create it, you can easily modify it to meet your par­
ticular needs. 

This chapter will introduce you to the many features of 
PowerPoint. We will discuss the various views used in the 
application and will get you started in creating your own 
slide show. 

4 4 7 
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Installing and 
Updating Microsoft 
Office 2001 

This appendix briefly discusses installing and updating 
Office 2001. It also explains how to install Microsoft 
Internet Explorer 5, the Web browser included with 

Office 2001. 
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Installing Microsoft Office 2001 

FIGURE A-1. 
Contents of the 

Office 2001 CD 

. Installing Office 2001 consists of three basic steps: copying the 
Office 2001 applications to your hard disk, installing optional Value 
Pack add-on software, and running Microsoft Office First Run to install 
Microsoft system software components. To install Office 2001, follow 
these steps: 

1 Insert the Microsoft Office 2001 CD irito your CD-ROM drive. 
Open the CD's window (if it doesn't open by itself), shown in 
Figure A-1. 

El - ~ Microsoft Office 2001 =---···-·-·~;;, PJ E3 
17 ,terns, 210 K available 

<- To install Office, just 
<- copy this folder to your 

Microsoft Office 2001 <- hard disk. 

<- To install Internet Explorer 
<- copy this folder to 

Internet Explorer 5 Folder <- your hard disk. 

<- I nstal I a variety of 
<- components that enhance 

Value Pack <- Office 200 1. 

Warranty Information 

► ' 

2 Review the installation instructions and compatibility notes in the 
Read Me folder (found inside the Microsoft Office 2001 folder.) 
The Read Me files open in SimpleText (a text-editing program 
from Apple Computer). Read the documents, and then choose 
Quit from the File menu (or press 3€-Q). 

3 To install Office 2001, drag the Microsoft Office 2001 folder from 
the CD onto the hard disk of your choice. 

4 To install optional add-on software, assistants, templates, and fonts 
from the CD, double-click the Value Pack folder to open its win­
dow. (See Figure A-2.) 
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5 Double-click the Value Pack Installer. The Value Pack Installer 
dialog box appears, as shown in Figure A-3. 
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6 Select items to install by clicking their check boxes (or click Select 
All to select all items simultaneously). To view a brief description 
of an item, click the I (Information) box to the right of the item. 
You can click the triangle icons to expand the item categories, en­
abling you to view and install items selectively within a category. 

7 Click the Continue button. After the selected items have been 
installed, a dialog box will appear. Depending on the options 
installed, you may be asked to restart your Mac by clicking the 
Restart button. Otherwise, click Quit. 

8 To complete the installation, run any of the main Office 2001 
programs: Word, Excel, or PowerPoint. Microsoft Office First Run 
automatically launches and copies essential Microsoft software 
into the System Folder. 
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NOTE 

Installing Microsoft Internet Explorer 5 
Installing Office and the Value Pack does not install Internet Explorer 5. 
If you'd like to use Internet Explorer 5 as your Web browser, you can 
install it by copying the Internet Explorer 5 folder from the CD to your 
hard disk. (Refer to Figure A-1.) To .complete the installation, launch In­
ternet Explorer from your hard disk by double-clicking its icon. The first 
time you run Internet Explorer, Microsoft Internet First Run automatically 
copies a series of important files into your System Folder. 

If you've already installed Internet Explorer 5-by downloading it from the Inter­

net or obtaining a copy from your Internet service provider, for example-there 

is no reason for you to install this copy. The software hasn't changed. 

Updating Office 2001 

FIGURE A-4. 
The Microsoft Mac­

intosh Office home 

page 

Periodically, Microsoft releases free updates to Microsoft Office. These 
updates may consist of useful add-on software or fixes for problems. 
To check for updates, launch your Web browser (Internet Explorer or 
another browser) and go to www.microsoft.com/mac/products/ojfice/ 
2001/default.asp, shown in Figure A-4. Any updates for Office applica­
tions will be listed on this page. Be sure to download only updates to 
your version of Microsoft Office 2001. 
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