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@ Intro to MS Entourage:mac

How to access MS Entourage:mac

e Through the Applications folder e By using the Spotlight
800 [ Microsoft Office 2004 [=) 3 = 4)) (=1 (100% Thul:38PM %
(=0l a A ) oh
| ® newor . N SUTUTLGIE  Microsoft entourage |
B W R £ show All (630) '
; O NAME . Microsoft Word Microsoft Excel x
? o5 5stem . cﬁ) @ = | Top Hit - Microsoft Entourage
immskm Microsoft PowerFoint Microsoft Entourage Applications {2 Microsoft Entourage
‘)} administrator M Messenger Documents  [i] Mailing Lists
';,jé( Applications // // // '5__1 Rules
| [3 Documents Mm:;j oo “c“/p; “m/:: | [7) Signatures
é st — = _— [£] Microsoft Sound Set
=i [ [ L2 ! 2 11.3.6 Update Log.txt
= eave | Srediomicien  Tenvlas - =] 11.3.5 Update Log.txt
Inside your computer hard drive: On your computer’s desktop:
1. Open the Applications folder 1. Locate the Spotlight icon (it's the last icon on
2. Locate the Microsoft Office 2004 folder. the main menu)
Open this folder. 2. Press Command-Space and type in, Microsoft
3. Inside should be the Microsoft Entourage Entourage
program icon. Double click on this icon to 3. Click on ‘Microsoft Entourage’ to open the
open the program program
e Through the Dock
Gl " Microsoft Office 2004 o
[« (5= m| @] a __E
SRNELA 6 M. 4
| ﬁ Nerwark 1i
iELnlilu “‘ g-; :
i e A Microsaft Word Mierasaft Excel
! _.. U3 System = ‘ﬁj @
| Microsoft PowsrPaint %
| [l Desheor
I 'i\ s i M5N Messenger
| A Applications (=
[’y pocumenss == LA
é i Mnxhon.l-l.lnni‘ (Ilpd.ﬂ. D'!Ir_f- |
{ g voves | = 3 > ! |
| (T Pictures Rrad Me Shared Applications Templises _I

L

1of 13 selected, 38.26 GB available

If the MS Entourage:mac icon is not located on

the Dock:
1. Locate the program’s icon (in the Applications
folder)
2. Click and drag the program icon onto the
Dock.
3. The program will not be available via the
Dock
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Parts ... MS Entourage:mac window

Parts of the MS Entourage:mac window

O | ; |

@ Entourage File Edit View Message Format Tools Window Help # > ]
eoe Mail
p— — rr r— év kj "ui -1:2 \-v % ﬁb F@junk @Sendﬁkeceive T [_]Move * [:=| Categories ~ |:\Projecl5 'é—g
Eil | _*"__ | & Inbox " Subject I:]: starts with I:]F 1]
Mail Address) Calendar) Arrange By: Received Newest on top ¥ —
— fj‘ f%‘ [T‘ s :::;ciﬁ::esr:o Microsoft Entourage 2004 for ‘i
Sl | e | — 8- ..
— Notes Tasks ié;orj;::: b Wednesday T‘L:IE": Mmlm.m Emauragg User )
4lll Hide Folders v :c men s.. image.jpg, image.gif .
| v &y Folders on My Computer 8] | > Tuesday E :2:3::153 12;': e
% 1,;2‘::5 P Monday -
ﬁr‘ Outbox Remove
& sent Items P Last Week
L Deleted Items Il 6 |} Welcome to Microsoft® Entourage® 2004 for ml
‘A Junk E-mail Yl e 2 weeks ago '} Mac, the latest version of the popular
[ calendar Microsoft e-mail app, and personal
9 ) Address Book b ) information manag
— - Weeks ago .
e gl your Microsaft Office 2004 installation.
K9 prafts (19) > tast manth As part of the Office 2004 suite of applicati
&) sent ltems Eitgirage 2;04 c:ﬁ transfsol::net?]ea\fgy:?oll?nsv
[ Deleted 1tems (2) P This year create, share, and manage information. With
I‘@ Junk E-mail (3) Entourage, you can send and receive e-mail
— maessages, manage contact information, organize
Illg Calendar your Calendar, track tasks, and more. Entourage is
Contacts i
16 owe e Frojort Conter your o G RS
o= L piece of the project_ puzzle._E-maiIs, docum_ents,
I"E" Staff » contacts, even audio and video are conveniently
> k& syne lssues S found in one easy-to-access location. 4
& Microsoft News Server % » — Y | A v
o 264 i.t:a.ms di‘sp‘la\,red, 1 selected Schedule "Send & Receive All" will run in 5 minutes /a
O Main Menu..........ccccevvvvnnnnn. Shows the name of the program and allows the user to change
the appearance of the main window, send message, change the
font style, color, and size, and more
9 Navigation buttons............. To switch from one feature to another, such as Mail, Address
Book, Calendar, Notes, Tasks, and Project Center
e) Main Toolbar ..................... This shortcut bar contains the most frequently used icons
(create, reply and forward messages, and more)
9 Folder List.......cccccoeuvnnnnnnns Will show folders located on your computer and your default
account
@ Message List........cccceeennn. View your Inbox messages arranged by Message Status,
Priority, From, Subject, Send, To, and more
@ Preview Pane .................... Will display a selected message. To hide the preview pane, on
the Main Menu click View, Preview Pane, None
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How to view a mail message

§ Center r:: Mail
4lll Hide Folders Onli s - . -
Tu Folderson My Computer [ |——rooterday {2) o 15 ol B2 - & g junk S Send & Recelve v L] Move ¥ [I=] Categorie
n T m| anol LT
& inbox e Inbox Subject %) starts with [ |
8 orafs >  Wednesday
- o 5'“:1 Arrange By: Recelved Newest ontop ¥
3 pa
g Outhox g test message
& Sent Items »  Tuesday you ills. T il .
(& Deleted ltems " i Y _Today 8- Mills, Tonya <tmills@saisd.net
£ Junk E-mail " > Monday l B! B mills, Tonya 9:09 AM To: "Mills, Tonya" <tmills@saisd net>
[ calendar The test message Welcame to the October issue of eNews! There's
— . ara] this issue, and one of the mast impartant compg
8%] Address Book b Last Week tecH Online Conference. Want to earn CPE and G.T. ¢
v [ work earl 1= | » Yesterday (2) available professional development warkshops? |
9 tnbox (2) for another twist: You can now eam these hours (C7
L e R con via a high speed Internet connection!
h-J' Drafra (10) = Kkidq > Wednesday
K Sent Items San Antonie 150's Office of Instructional Technold
2 > 3 ks To partnered with the K-12 Online Conference orgal
< Deleted 1tems (2) weeks ago this variety of fantastic workshaps--all 100% online i
k& 3unk E-mail (2) P Tuesday you can watch--available to you. Although the K
iy il 2007 has officially ended, the leaming is just bey
] caiencar > Last month olod | as we can access these materials online.
K=3) contacts shed P Monday
Ka cwcinfo fron] The K-12 Online Conference invites participatior|
= »  This year Migy around the world interested in innovative ways
Ko staff nent] B | act Weesl technologies can be wused to imorove learning. F

In your default account folder:
1. Click on the Inbox option

If you have new mail messages, Inbox would
be in bold with the number of new message
after

2. Your messages will appear in the Message
List area

3. To view a message, click on the message
summary. The entire message will appear in
the Preview Pane

4. To open the message, double click on the
message summary. The entire message will
appear in a separate open window

How to create a mail message

Add Remaove

Check Names ﬁi

To:| @ “Mills, Tonya" <tmills@saisd.net>
e |

Cc:|

06 R
s sendNow [ L B Y@ £ oJ i = hnsen -

To: | @ Mills, Tonya
Ce:

i Test message 2

Subject: Test message 2

- Attachments: none

ab%
‘oab Font

Font Size|™ [}

Welcome to the October issue of gNews! There's o lot to explore in this
issue, and one of the most important components is the K12 Online
Conference. Wont to eorn CPE ond G.T. credit through ovoilaoble professiond
develonment workshonc? Tf YFS. here's annther twist: You con now earn thed

On the Main Toolbar:

1. Click the New (message) icon

2. An address window will appear

3. Inthe To: box, enter the email address of the
recipient. =

To search for email address ﬂ

1. Click the Address Book icon

2. Switch to the Default Global Address List

3. Inthe Search field, type the person’s name

4

5

Press Enter
Click and drag their email into the To: box

To continue:

1. Click in the body of the message (located
behind the address window)

2. Type your message

3. Click the Send Now button

Intro to MS Entourage:mac
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How to add... Signature to a message

How to add your Signature to a message

« A signature is any standard text that you want at the end of a message

@60

of Tonya's Sig
Name: Tonya's Sig ]

__ Include in|

abd

oab Font Font Size "

Tonya Mills

Technology Facilitotor, ITLS
496 Borrera Street, Room 23
San Antonio, Texaos 78219

Phone: 210-527-140@
Web: http://itls.soisd.net

®O0e L=l Test 4
[, Send Now g, L@ “K, ¥ [_&9 ﬁ!ﬁf 'i.%l___i b4 :;:-g Insert ~ [:=| Categories
To: | @ Mills, Tonya Nane
Cc: Standard
Subject:  Test 4 | fomasSia g
e
b Attachments: none
@ Font Font Size|¥ [ I

San Antonio ISD's Office of Instructional Technology Services has partnered
with the K-12 Online Conference organizers to make o variety of fantostic
workshops--all 188% online in video format that you can watch--ovailable to
you. Although the K-12 Conference 2087 has officiolly ended, the learning is
just beginning for all of us as we can access these moterials online.

To create your Signature:

Click Tools, Signatures

In the Signatures window, click the New icon
Type a name for the Signature

Then type the text in the text window

Go to the Main Menu, click File, Save

Close the Signature window(s)

ogarwNE

To insert your Signature into a message:

1. Create a new message

2. Click the Signature icon (on the Message
Toolbar)

3. Select the Signature from the list

eo6e6

e . it B
1F New _!_Edut [ Delete |3 Make Default

Accounts

[Mail | News | Directory Service | Exchange

[H
L Work (Exchange)

To automatically add a Signature to the end of all

messages:

1. Click Tools, Accounts

2. Select and then open (by double-clicking)
your default account

Edit Account

. Account Sertings | Options | Advanced = Delegate | Security -

Dy loading mail

@ Receive complete messages

() partially receive messages over 50 . KB  always

Message Options

Default signature: lf None E

|
Additional headers; __ Standard |
Tonya's Sig
|Header  "vanE—
|

Cancel ) -i

In the Edit Account window:
1. Choose the Options tab

In the Message Options area:

1. Choose your Signature from the Default
signature drop down menu

2. Click Ok

Intro to MS Entourage:mac
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How to check for new messages

Ty

" -‘I = It - - - " — i -
[i@ Junk -‘v':-.:_f Send & Receive i Move =] Categories

Subject B starts with 8 (sear

/Newest on top ¥ |

test message

8- Mills, Tonya <tmills@saisd.net>
9:05 AM Ta: "Mills, Tonya" <tmills@saisd.net>

Welcome to the October issue of eNews! There's a lot
this issue, and one of the most important compenent:
Online Conference. Want to earn CPE and G.T. credit
available professional development workshops? If YES

On the Main Toolbar:
1. Click on the Send & Receive icon
2. New messages will appear in the Inbox

Note: SAISD’s Outlook and Entourage servers
automatically check new messages every
9 minutes

How to attach a file to a message

®O6 kel Test message 2

Lﬁ '\,—"_Et ﬁ; Ey_’ _ﬁ"_?_;‘g_ﬁlnsen r

=, Send Now |t

To: | @ Mills, Tonya
Cc:

Subject: Test message 2

B Attachments: none

a_gﬁ Font ¥ |FontSizel]Y B

Welcome to the October issue of gNews! There's o lot to explore in this
issue, ond one of the most importont components is the K12 Online
Conference. Want to earn CPE ond G.T. credit through available profession
development workshops? If YES, here's onother twist: You con now earn the
hours (CPE and G.T.) online via o high speed Internet connection!

- Tonya Mills

On the Main Toolbar:
1. Click on New icon

1. Click the Add Attachments icon
2. Locate and pick a file
3. Send the mail message

On the Message Toolbar: ﬁ

Intro to MS Entourage:mac Page - 8
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How to create folders

How to create folders

o Entourage will create the following folders in your default account: Inbox, Drafts, Outbox,
Sent Items, Deleted Items, and a junk e-mail folder.

e You can create as many additional folders as you want. They will appear either under
Folders on My Computer, a default account, or under a specific account.

i Entourage Iau Edit View Message Format Tools Window i
Project Gallery... {+38P

®e0e L Mail
Mail Message
e d Open Message #0
3t = | ¢ .
[Pl | 3  Open Other User's Folder.. Mail Message
- L News Message
Mail  Addre Close W 9
Book - Post
....... - s 85 Calendar Event
= ‘ ’ﬂ Task
N_ J :'T | View... Note
otes 3 Contact
4lll Hide Folders Croup
B - Project
v Falders on My
e ¥ inbox Lo Custom View
= Export
LE]| Drafts |
& outex | Share a Project... IEE_

- IC;aate New Folder

MName: Articles for eNews

Type: Mail Folder ¥

Click a location for the new folder:

¥ k2 Folders on My Computer
Inbox

Drafts

Outbox

Sent [tems

Deleted Items

Junk E-mall

B & T E ' Ee

To create a folder:
1. Click File, New, Folder

1. Name the folder
2. Click OK

How to create a sub-folder

How to move a message to a folder

ene Mail
@ Entourage Edit View Message Format Tools Window Help # : I _f = :ﬁa H.i = A '% Eb F"@]unk =
= . | o Hael el Hadl N L=
Project Gallery... 3P - = = :
eoe L Mail >l _'~"_"_ |Det 07
Mail Message E L / ! | — = _ _
= 4 ‘ Open... ®0 : = Mail AA;drekss Calendar Arrange By: Sent MNewest on to
| "';; Open Other User's Folder.. Mail Message A% 1 ’ 00 [
! News Message | T
Mail Addrd Close BW S 9 ‘ | I==] ‘ =2 ‘ ¥ Friday
Book ro o | 5=
..... &5 Calendar Event e L L |i._4 unknown Frl 4:24 PM
/ ‘ ﬂ Task Notes Tasks Project Fax recelved &
L —— B Note Center
Notes  Task Coritac dlll Hide Folders
qlll Hide Folders Group ¥ &2y Folders on My Computer
Y ig Folderson Myl jmpop... LIEEEE— ¥ # Inbox
v & Inbox Export... Custom View ¥ L] Articles for eNews
e B —— | Folder o4 & focto7
\g Drafts Share 1 roject... Subfolder Ef| Drafts
£ Outbox Subscribe to a Project... B rueh

1. Click on the folder for which you want to
create a sub-folder
2. Click File, New, Subfolder

On the Folder List:
1. Press Backspace and type in the name of
the folder

In the Message List:

1. Select the message

2. Drag the message into the folder on the
Folder List

Note: SAISD users are limited to 50 mb of
storage space on the mail server. To save
on space, remember to move mail from the
mail server to the folders located on your
computer (Inbox, Sent Items, ...)

Intro to MS Entourage:mac
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How to create a contact

@ Entourage File Edit WView Contact Forma
r — ] 1 . &PNEW = @ Add Grou
5 ¥ =
| 125 Cll . Contacts
Mail Address Calendar % | ™ 1 FName A
Book
( ( 1 'Y Tonya Mills
/ F':i"ﬂ = . Juan Molina
. Notes . Tasks 'Prc-ject
Center
4lll Hide Views

@® O M '\ Create Contact = Contacts [Work]

i )
Save & Close Save & New == 7 bl [
Name & E-mail

First: ||

Last:

Title: Suffix:

Company:

Department:

In the Navigation pane:
1. Click Address Book

On the Main Toolbar:
1. Click New

ﬁ"" Mew =

In the Create Contact window:
1. Enter the information you want for the contact

To save this contact:
1. Close the Create Contact window
2. Click Save & Close

To add more information to the Contact:
1. Click the More button

How to create a group

Entourage File Edit View Contact Format To
() Ad
- l; ( : &New*@ﬁxﬂdﬂroup él‘\l
b i | &2 Contacts
Mail Address Calendar G, ® L EName & | Company

( T2 ¢ 0 Tonya Mills  SAISD
/ Fﬁ s L Juan Molina  Dentist
Notes .' Tasks : ..Project'

Center

de Views
In the Navigation pane:
1. Click Address Book
On the Main Toolbar:
1. Click Group ﬁ Add Group

® O O List of Campus CWCs « Address Book [On My Computer]
Q "‘-‘bl_ink 5 m Delete Group = Categories ™ n Projects =

Group name: List of Campus CWCs
| Don't show addresses when sending to group { sortList )

e |

Inside the Group/Contact window:

1. Name the group (This is the name that you
will enter in the To box when sending an
email to the group)

2. Click in the list box and add your email
addresses

To save this group:
1. Close the Group/Contact window
2. Click Save & Close

Intro to MS Entourage:mac
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How to add events to your calendar

eo0e
f = :' ! "’ ) J ENQW . "
. CER B
- || | NOVEMB
Mail Address Calendar Sunday

Book

[ A i 3
""" 21 F 1 =

Tasks

i Notes Project

Center

To view your Calendar, in the Navigation pane:
1. Click Calendar

On the Main Toolbar:
1. Click New

®O006
@Invite the \ Link = hl’rint m Delete Inse

Subject: P-.!_E-i_:t-':-ng with Franklin C‘-'lu‘t'_']

[# Meeting with Frank

Location: Frank-rin Computer Lab

Start: ‘Mon, Oct 22, 2007 lgm| T9:00am
End: Mon, Oct 22, 2007 lgs| 0:00am | ;
el
Occurs: | Once Only b
gﬂﬁminder 15 : minutes 5

" | Travel time

In the Subject box:

1. Type in the name of the event

2. Specify a Location

3. Choose the start and end times of the event

4. Type in a description

5. To add attachments, click the Add Attachments
button

6. Save the Event

How to set up a meeting

006 __ [# Meeting with Frank
Einvite |Jsave S Link * gaPrint [ Delete | Inse

Subject: | Meeting with Franklin CWC|

Location: Franklin Com p.-iter Lab

Start: Mon, Oct 22, 2007 @] To:00am
End: Mon, Oct 22, 2007 || N10:00 am
L 1}
QOccurs: Dnte-ﬁhiv ?}
E Reminder 15 |2 [minutes b9

[&]

&K Remove

Check Names iﬁiﬁ

5~ Add

To:| [ tmills@saisd.net

" | Travel time

1. Create an event or open an existing event in
your calendar

In the Event window:
1. Click the Invite button

In the Invite box:

1. Type in the email address of a person
or a group in your Address Box by
clicking on the Address Book icon

il

2. Click the Add button

3. Close the window and return back to the
event

4. Click Send or Send Later to send the
invitation to the meeting

Intro to MS Entourage:mac
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How to Back up your MS Entourage:mac data

e This process will back up your Entourage data, such as the address book, preference, local

mail and rules.

ene | Documents | ann . My Backup FO
[« »|[si= |I¢-v Q « M3l = o] & a
1 ﬂ Network l('_'i Betwodl
‘ | Chester == (== J Chespes
fire highland - —

‘ NG NAME S o MY BaclLp FD Micrasodt Wser Data
‘ y U3 System — ‘ . U3 Syvtem o

= ==
}E Resktop Presentationl G peskao
‘ ’?‘ administrator AE\ adminiFurator
‘/‘5 Applications | - 3 /'\ Applications
1. Open your Hard Disk Drive To create a backup:
2. Follow this path: /Users/YourUserName/ 1. Copy the entire Microsoft User Data folder to

Documents
3. Locate the Microsoft User Data folder

a CD, Flash Drive, external HHD, ...

How to Back up local messages

How to restore your Back ups

806 | Microsoft User Data
< » 055 = mf %~ Q
| m Network -
] 4 Chester == ==
Entourage Script Menu Entourage Sound Sets
___ NONAME 2 Items
U3 System a (i
; K — =
ﬁ Deskwop Office 2004 Identities Saved Attachments
| "?\ administrator B
- . -
| iA" Applications
| |5 Documents AutoRecovery save of Word Work File A_1
| Session 6 part 2.doc
| é Music

ann - ' My Backug FO
A itE o)l -] q

{'—i BMetwork

E Chesper

o MY BachLg FT = Office 2004 kdentitles

1]

U3 Syitem

[ Deskiop
‘?‘ administratos
?'\_ Applications

4 Docaments

é Belssic

Microsodt User Data

1. Open your Hard Disk Drive

2. Follow this path: /Users/YourUserName/
Documents/Microsoft User Data

3. Locate the Office 2004 Identities folder

To create a backup:
1. Copy the entire Office 2004 Identifies folder to
a CD, Flash Drive, external HHD, ...

1. Copy your back up folder from your CD, Flash
Drive, external HHD, ... to the appropriate

directory:

Entire data file ........... /Users/YourUserName/
Documents

Local messages ........ /Users/YourUserName/
Documents/Office 2004
Identities
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