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Appearance of Microsoft Entourage

After opening MicrosofEntourageyouwill be prompted to enter your username and passwoldiake sure the
Domain Name is always UR.

‘ Eastman

> L?J Inbox > & Inbox
@ Drafts [.% Drafts
|8 sentitems S8 sentitems
§% Deleted Items § Deleted items
g Junk E-mail & Junk E-mail
|7 RsS Feeds |G Rss Feeds

> | Public Folders
v ﬁj Folders on My Computer
3 Inbox
Drafts
é Outbox
|Z8 sentitems
a Deleted Items
ﬁ Junk E-mail -
Microsoft News Server
> @ Mail Views

The left hand panel of the window lists ydaastmanmmail folders, including Inbox, Drafts, Sent, Deleted items, and
your Calendar.You can also use thmenu buttons in the top left hand side of the windowolders on My Computer
is not usedor your Eastman emailMake sure you are using the folders under tBastmarheading.

Email

Reading New Emaill

To open new mail messages, click onliiigox folder under Eastman. All new messages are highlighted in bold.
Select the message you want to read by double clicking it.

v E Eastman Inbox Wjed
B (P [ e [ 1 [2] From | Subject | conversation |
EE Drafts
I_E_! Sent Items Leblanc, Tracy Technology Department to fix Mac ... Technology Department to fix Mac ...
% Deleted Items \ IZ‘ Brad Conrad FW: RICC 1014-051 RICC RICC 1014-051 RICC
i V% B Noah Lapidus Out today Out today
_ﬁ Lo Lo L ¥ Yesterday
[ Rss Feeds \ @ LaPlante, Amy Repairs to Mezzanine Stairs Repairs to Mezzanine Stairs
> I'l_ﬁ Public Folders \_ @ Ernestine McHu... Mac problems Mac problems




Snding a New Email Message

=5

To send a new email message, click on the New Email b-New while in the Inbox.9 y 1 SNJ (G K S
email addres®n the To:line orselect the name from the list of users to the right of the:line. fthe
recipient is in the global address list, use the pull down menu to chDe$ault Global Address List
(Eastman) For multide recipientsuse thetab key to move down to the next linélo send a copy of an
email to another person that is not the main recipient, piogir name o the Cc:line.

B = -
@) Add Check Names @ [ Eastman (Eastm... %] [Filter
To: & |Name & E-mail Address
Alajaji, Sylvia salajaji@esm.roch... m
Alexander, Patricia palexander@esm.r...
Altpeter, Linda laltpeter@esm.roc...
Amico, Ka' @ O O | untitled
Cc: Angus, Jar ] F ; db ==
: o= 7 il Z c ?
Amc.ette, S N i 71, =d _ vl — iy
Annin, Ma“Send  Attach Insert  Priority Signature ToDo Categories
Bcc: Antonova,
Azzara, Ci From: | Eastman (Craig Unterborn) a
Railev. Ch: To: | @ Unterborn, Craig

Cc |

Subject:
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The subject ofhe email should bentered into theSubject:line and the body of thenessageshould be
enteredbelow that. Once you are finished)ickSend Now If you are not online, thenessage wilbe
stored in theOutboxuntil you havean Internet connectionOnce a message is seittwill remain in the
Sentfolder until deleted.

Replying to and Forwarding Messages

If you wish to reply to an email, click tiReplybutton in the toolbar and i i =
complete yourmessage just as you would a new em#ilyou wishto reply ]‘\;ﬂ ]‘«;ﬂ [ éﬂ

to all senders, including those copied in on the received messtigeReply | Reply Reply All Forward

All. By default, replying includes the original message at the bottom of the

email. To forward a received email to another person, click onRbevardbutton in the toolbar and then
add the email addregss) you want the message to be forwarded tdo change replying and forwarding
options, go toEntouragel'hPreferencesand thenunder Mail & News PreferenceslickReply & Forward

Deleting Email Messages

To deletea message, select the message alickthe eete hutton within thetoolbar or use theDeletekey.
In order to delete multiple emails, clickiahe top messaggou wish to delete, themold down theShift

key and click on the bottom message ywant to delete. To select multiple messages for deleting that are
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not in a row,usethe Command (Applekeyinstead of theShift keyandclick each message that you wish
to remove. To selectall messagewithin a mail folder, go tédithSelect All

When messages are deleted, they are kept infledeted Itemsfolder. Thesemessages still count
towards your quota limit, so they must be permanently deleted fithie Deleted Items folderTo empty
the entire deleted items folder, hold Control and clakthe deleted items folder anselectEmpty
WRSt SGSR AGSYyaQ

Sorting Messages

Inbox Subject - starts with % 1 Filter
"% 8o ! #| From Subject Conversation | Received | Categories Projects
¥ Today
Leblanc, Tracy Technology Department to fix Mac ... Technology Department to fix Mac ... Today 10:31 AM
\ =] Brad Conrad FW: RICC 1014-051 RICC RICC 1014-051 RICC Today 10:08 AM None None
% B Noah Lapidus Out today Out today Today 8:44 AM None None
¥ Yesterday
=] LaPlante, Amy Repairs to Mezzanine Stairs Repairs to Mezzanine Stairs Yesterday 2:32 ... Mone None
Email messages can be sorted by Subject, Date Rec8&epder, Size, et T Help i
depending on how you want teiew yourmessagesUsually it is easiest to sort ~ 7 o o flag staws
mail by date recied, putting your most recent emails at the toflickon the ¥ Online Status
. . B . .. + Message Status
barthat saysReceiveduntil the sort triangle is pointing down keefige most ) /S e
« v achmen
recent emails at the top. ¢ From
. . . . . Subji
If one of the categories that you like to have in viewtat you like to .
sort byseems to be missing from the bar, hantrol and click on the sort bar. , peeq
Categories that are on your baiill be checked.You mayadd orremove L
categories by clicking on the category name. v (Categories

v Projects

Working with Attachments

Adding Attachments

A file attachment an be added a new message, reply, or forwaBmhce you hava

message open you want to add a file to, ctivé Attachicon from the Toolbar or go to %
MessagdbAdd! & G I O K a&iygrawsexfor your file You can alsdrag the file to remtd
the text box of the emaivindow. After the file has beerttached, the file should be

listed next toAttachments:

¥ Attachments:
| [@ Movies.doc 30.38 KB I Add

Remove



Opening Attachments

A new message that has a paperclip icon indicates that it has an attachimesave the atachment, open
the email messagelick on the attachment and thetlickSave You can then save the file to your desktop.
To only open the attachment, ambt save it, click on the attachment and cl@ken

Saving an Email Message as a Dratft
If whileworking on an emathat you are not

able tOﬁniSh and SendyOU can save the —_ You are closing a message that has not been sent.
message as draft to be workedon or sentat @ To save the message, click Save as Draft. The message will be saved in
. . \ N your Drafts folder.
a later time. Just click on the Red button
Within the new emaib_nd it prompt yOU Wlth ( Discard Changes ) ( Continue Writing ) (Save as Draft)

this message on the right.
Also, you camgo to Fild5Save Either way you chooséhe draft will then be saved in theraftsfolder.

Spell Check

Within Entourage, spetiheck is on Spelling: English (US)

automatically, and worksimilar tothe spell “:'°t ig':icﬁonaw ) i

check foundn Microsoft Word. Misspelled e *'gmrel )
i i i { Ignore Al )

words will be underlinedh red, and some =

spelling is automaticallgorrected. To start the o
uggestions

spell checknanually, go taToolsIb{ LIS f f A ot )
Tochange the spelling settings, goEmtourage | Howsy @ /W

| Hooded

bt NB T S NahguoderGEneral Howdsh g

AutoCorrect
Preferencesclick onSpelling. e T | ————

Message Options/Flagginglessages

To change the options for a mail messagigch as priority, security, character set, and ottlelivery
options,click on MessageFrom here, e priority can be set frorhighest to lowest.Digital signing or
encryptingoptions can be set unde3ecurity. You can also haveemessage moved after being sent.
Receivednessages can be flagged or flagged for follow ugtoind you to come back to important
messages.



Sto rag e S p ace Folder Properties: Eastman

Each person has an email storage quota s&x@0000K. (General Storage | Permissions |
To checkyour storage size, hold Contraljck on Eastman
Eastmanand go toFolder Properties Clickon the I‘(’“d’)
Storagetab and a window appears giving the safeeach — TE——
of your folders.You can now look through the list and e o —F
see whicHolders are largst in size.If you are getting P e :
emailswarning you that you are at your quota, you may > .. e
want to move some of the items from the larger folders oo, ol
to Folders on My Computer (explained below) or delete o™ ™" o E
emails that are no longer needed. e o ol
e % |

_ Cancel et

Junk Em all Junk E-mail Protection
Everyone gets junk emdhiiat they do {Level = Safe Domains Blocked Senders
not want. The University provides a junk
. . . . Entourage can move messages that appear to be junk e-mail to a special Junk
mail filteringservicethat is usually E-mail folder.
effective, StOpping emails from even What level of junk e-mail protection would you like?
making it to your inboxInstead, an () None
email is periodically sent out listing all ik e protetiion:of-
the emails blocked by the filterThis o - ,
i . Catch the most obvious junk e-mail.
way, you can be sure that email that is Ot
not junk is not being StOpped from Catch most junk e-mail. (Some valid messages may be caught as well.

Check the junk e-mail folder often.)

arriving to yourinbox. To make changes

; . . . () Exclusive
tO your Un|VerS|ty Spam fllterlng Only deliver messages from correspondents in the Address Book, from
i . d ins in the Safe Di ins list, or to add in the Mailing List
settings,you can go to: i e “werrsiie all b Thcoiniing s st e e ik -l eolat
http//WWW rOCheSter'edU/IUSpam [2‘ Delete messages from the Junk E-mail folder older than |30 days

Entourage also has a built in Junk filter
that canprovide further help To change
the protection level, go tdoolsJunk
9YI Af t NFduSad dhange/ihe (_Cancel ) (oK)
leveland also add addresses to Safe

Domains if they are being incorrectly marked as junk.

Learn more about junk e-mail protection

Creating a Signature

1. Go toToolshSignatures

2. ClickNew. Enter a name for your new signature and type your signature

3. To change the paragraph or font format, select the html button and then selecigtiens you wat.
Close the window when finished


http://www.rochester.edu/it/spam

Setting up Schedules

Schedules can be set up for sending, receiving, and deleting mail. You carassthgulule to delete
messages from a certain folder on a schedule or on exit. By dedasttiedule sends and receives all malil
at a reoccurring time.

Setting up Rules

Rules can do an assortment of taskéail can be sorted as it is received in yausox. You can also flag
messages from an individual or move messages baseomtent, etc. All this is done with Ruleslo seta
rule, go toToolsHRules click on theExchangdab and click oiNew. Name your rule and sap yourlF
and THENcriteria. There are countless possibilities the types of ruleshat you can set upUsually if
there is something you want done, some type of rule can aqiish the task.Make sure the Enabled box
is checkedn order forthe rule to go into effect.

Edit Rule

Rule name: {_Move attached messggesl |

If

&~ Add Criterion ) 98 Remove Criterion )| Execute ’:7if all criteria are met -'3]

[ All messages 19

Then

( o7 Add Action ) (9@ Remove Action )

"‘ Change status a ‘: Not junk E-mail ﬂ

‘ Set category T] | None ﬂ

TZ‘rDo not apply other rules to messages that meet these criteria

M Enabled (Cancel ) (oK)
Creating Filters
A filter is an easy way to view only those items or  subject s Starts with + [ comp | <%
files that meet condltlon$ha_t you specify. For PRESSINER| Categories | Projects
example, you can apply a filter #tat you only see
messages that contain th&ord "computer" in the 2/15/08 8:34 AM  None None
subject. Theitems that are not displayed when a 2/15/08 8:23 AM None None
filter is applied are still in the folder and can be 2/14/08 5:21 PM  None None

seen again by removing the filteWhile in the folder you want to filter, choosehere you want to search
andtype in the word you are looking foDelete the word to remove the filter.






