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The top section of the Entourage G o 6 4. For Calendar, it displays
window includes icons for the six a Calendar List. and a
major areas of Entourage: Mail,
Address Book, Calendar, Notes,
Tasks, and Project Center.
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Navigation Pane

The Navigation Pane, which appears in the left-hand panel of the window,

changes based on which Entourage area you are in:

1. For Mail, it contains a Folder 2. For the Address Book, it displays a List. 5. For Tasks, the user can choose to display a Task list,
List of available Address Books. display a To Do list, or change the Task view.
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6. For the Project Center, the user can display a Project list,

. or change the view used to display Project information.
3. For Notes, it allows the user to
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Composing & Sending a Message ‘ Addressing a Message

1. Click on the Mail icon in the upper left corner of the screen. The
folder list should be displayed in the Navigation Pane.

2. All your address lists should be displayed beneath the Contacts
folder in the folder list. Click on the address list you wish to use to
address your message.

3. Select the intended recipient(s) from the address list:

a. To select a range of names, click on the first name in the range.
Then, while holding down the Shift key, click on the last name

1. Click on the drop-down arrow on the New icon on the | =
toolbar. Select Mail Message from the drop-down list. @
2. In the TO:, CC: and BCC: fields, type the email address of each
user to whom you wish to address the message.
(NOTE: See the “Addressing a Message” section to learn
about other ways to specify the message recipients.) Click on the
small square in the upper left corner of the dialog box when you
are finished.

L . . . in the range.
. Click in the SUBIJECT field and enter a subject line. . . .
_ Press the TAB key o navigate to the message body field. b. To select multiple names from the list that are not together in

the list, hold down the Command key while you click on each
. Type the message.

. To indicate the priority of the message to the recipients, select
the appropriate choice from the Priority drop-down menu.
7. Click the SEND button above the TO field.

name.
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§ This message is High priority.

To: | @ Test Account

Ce
Subject: Sample [mlourage message b
» Attachments: none E:nn:‘_l.“?:.:“ ~Paul Kiefler
|88 e B WM urtll===cc &Ml — -

This ks a sample message created in Entourage 2008

4. When you are finished, click on the m icon in the ribbon at the
top of the screen. A new dialog box will open like the one pic-
tured on the left. The names you selected from the address list
will be displayed in the To: address field.
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‘Accessing an Attachment ‘ Inserting an Object in a Message DB
In Entourage, an attached docu- B T Y 1. You can insert a picture, sound, or movie to an email -
ment is displayed immediately in = o message you are creating by clicking on the Inserticon atthe |
the bottom section of the message =~~~ top of the dialog box.

window. ... NOTE: You must have your cursor in the box where you type

e 3 th bz et e s

the main text of your message for the Insert icon to be active.

. Sample Entourage message

To: | & Test Account
ce

Subjeet: Simple EAlbarage message
I Documents Stack » Attachments: nome

it ; & oo fu HeruvT@=

This is a sample message created in Entourage 2008

|

. Select the type of object you
want to insert by clicking on the

. . Background Picture...
In the top section of the message window, a document icon is dis- option in the Insert drop-down | Sound..

H —  Movie... =

played, along with the name of the attached document. You can open list. bl
» Anachments. t Stacks.pdf

the document in the application it was created in by either double- gy A o

clicking on the icon, or selecting it and clicking on the Open button.

Calibrl Wu MBI U

Date: Wednesday, April 23, 2008 11:33 AM

T Beirl, Lynn <beirll@xavier.edu> 3. You can then search for, navigate to, and select the desired

Subject: Opening Attachments

T object from the Choose a File dialog box. Click the Choose
| About Stacks, puf button to insert the selected item.

[(«1»] (337 =[m) [G@GCems

3.. A pop-up message will appear, asking you to confirm that you = " [ Damond Hefait
want to open the document. Clicking on the Open button will open
the document in a separate window, possibly allowing you to make B e ot
modifications, depending on the docu-

ment. - Are you sure you want to open the auached

your computer. It's important to be certain that files.come
from a trustworthy source.
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) Don't show this message again

e

(Cancel ) (Choose) ——

Adding an Attached File

_ Sample Entourage message

1. When composing a message, | - 4. The inserted object will be displayed within the message win-
you can attach another i A

dow:
T This rressage is High eriority. . . . . .
document or file to the mse i a. An |r.15erted pl.ctur.e will appear as a single copy of the picture
e within the main window of your message.

Subject: Sample Entourage message

. ; u Hprvi@=
dlalog box. This is  sample message created in Entourage 2008

sage by clicking on the
# Anachments: About Stacks.pdfl
Calibri [T |

}.

. You can then search for, navigate to, ““ "oty =

ot o 1n g

and select the attachment from the == == Somems T . . I L

Choose Attachment dialog box. Click e [P = b. An inserted background picture will fill the main window of
the Open button to add the attach- i your message with copies of the picture, and allow you to
ment ' enter text over the top of the pictures.

Subjedt: <no subject=
. Confirm that the attachment has
been added to your email.

= Amachments: About Stacks. pdf
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Saving an Attachment ‘ Creating a Folder 03

There are a couple of ways to save an attachment in Entourage: H.I:'__,
1. In the top section of the message window, click once on the de- 1. Make sure you are in the Mail function.

sired attachment, and click on the Save button. 2. The navigation pane on the left hand side of the screen
2. In the picture below, click on the Open button to open the attach- will display your existing folders.

ment in a separate window. You can then save the document using 3. Click on the down arrow beside the new button and se-

the procedures pertaining to that application. lect Folder

Create New Folder

Name wesitied folder
Date: Wednesday, April 23, 2008 11:33 AM
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Moving Messages to a Folder o

57 information funty
& mc

1. Open the message by double-clicking the message title in the
Folder Contents area.

Name the folder and make sure that it is created in your
Inbox To Do List Sant Directly 1o Me XaVier mall account
¥ O xavier _ M) inbox '

Artamg ez Roce . Click ok.
| Access Darta Collection Re... |
® | Faculty Lists
B |G Waiting for follow-up
|| Drafts (15)
|=: Sent ltems.
i Deleted ltems (54)

&5 Junk E-mail (1)
> m Calendar _| Beirl, Lynn 11:12 AM \

v Today (1) . Your new folder will appear in the navigation pane.

Murphy, Jessica 12:28 PM |
New IRC Intranet Home :

| Minning, Katie 11:55 AM
Test Mailing

\

e— Creating a Folder within a folder
s ”mmg — 2101 . Make sure you are in the Mail function.
The navigation pane on the left hand side of the screen
will display your existing folders.
. Click on the folder where you want to create a sub-
. Click on the Message menu, and select Move to from the drop- folder.
down list, and then click on “Choose folder....”, which should be the . Click on the down arrow beside the new button and se-
only option in the “Move to” list. lect Folder

Name the folder and make sure that the main folder is
highlighted as the location for the new folder

R e o . Click ok.
R e ]

S o vy P | . Your new folder is then shown as a subfolder to the main

R |7 folder.
0 T Y D e e e

it e bttt 0 . The folder now has a triangle next to it to denote that

Tomdey May 30 e 10 e

i ' there are subfolders contained N
within this folder. > | Discovery Services
P ] E-Reserves (2)
| Frost History China
| GoBl (2)
|7 Helen (1)

LI
-

The arrow points downwards
when the main folder is open to
display the subfolders.

The arrow points towards the i History ()
. Choose the desired destination folder from the folder list, and click folder when the main folder is Yo

on the Move button. closed. m

= quarantine
L RSs Feeds
(i Shared Calendar invitations

Deleting a folder

¥ On by Computer . Click on the folder name in the navigation pane. %

& inbox

@ ouns . Click on the Delete icon at the top of the page.

2, Outbox
1§ i s . You will be asked if you are sure you want to Delete
& Junk E-mail

& Tt - move the selected folder and its contents to the

ot “Deleted Items” folder. Click Delete.
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Moving a Folder

1. Make sure you are in the Mail function.

2. The navigation pane on the left hand side of the screen will dis-
play your existing folders.

3. Click on the folder that you wish to move.

> | E-Reserves (2)

f& Frost History China

[ GOBI(2)

4. Drag the folder to the new folder location.
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Renaming a folder 33

1. The navigation pane on the left hand side of the screen will ™
display your existing folders.

2. Double click on the folder that you wish to rename

3. Youcan then type in the new folder name.

4.  Click return.

Accessing Subfolders

1. To access emails stored within a subfolder, you must first click on
the triangle beside the main folder.

2. The main folder is then opened so that you can view the subfold-
ers.

3. Click on the subfolder to view the messages within the subfolder.
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4. Click on each message to open up the message.

Moving messages into a folder —
Additional methods.

Dragging the messages to a folder

1. Select the message that you wish to putinto a folder.
2. Drag the message into the folder in the navigation pane.

Moving the messages to a folder.

1. Usethe control key and click on the message that you wish to
move.
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