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Accessing Your E-Mail:

To open your e-mail, either double-click the Microsoft Entourage icon located in
the Microsoft Office 2004 folder in the Applications folder, or click the icon located
in the dock.

Logging In:

Once you launch Entourage, you may be automatically logged in to your account. If not, enter
asd as the Domain. Your Account ID is lastname_firstname. The default password for new
accounts is your last name capitalized (Lastname). If your last name has less than five
characters, add the beginning of your first name to total five, for example: Lastf

Multiple Profiles:

If you have multiple profiles configured on your computer, pull down the Entourage menu and
select Switch Identity. Select the account you wish to use and click OK. You can also set up
multiple accounts by hitting the New... button on this screen. Name the new account and click
OK.

File Edit View Messag

About Entourage

Online Registration L &

Preferences... 8, &

Account Settings... e

Work Offline Qﬂa* QuickTime™ and

P uickTime™ and a

STt LA LR = TIFF (Uncompressed) decompressor

| switch Identity... L 3%Q are needed to see this picture.
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Services L

Hide Entourage ¥y =
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Show All &

Quit Entourage #®0 [rest=d

Use the Configuring Entourage documentation found on the District Connection to set up
additional accounts.
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Changing your password:

Launch your web browser and log into http://webmail.asdk12.org, click Options (in the upper-

right corner, then click Change Password (in the left-hand column).

QuickTime™ and a

TIFF (Uncompressed) decompressor
are needed to see this picture.

Fill in the fields with your information and click ="

that says “Your Password Has Been Changed”

Customizing Your Entourage:

" If successful, you will get a screen

You can customize your views for Entourage from the View menu. To add and remove column

information, pull down the View menu to Columns, and select or deselect the columns you wish
to see in Mail view. To adjust the column widths, click on the lines between the column headers
and drag them to their desired width. You can also turn off or turn on the Preview Pane from the

View menu.
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Adding an Automatic Signature: ©o  New signarure
Name: | New Signaturg Include in random list

To edit the signature file for your messages, click Tools =" "= I
and select Signatures. Double-click Standard and

click the @] button to change your font size and color.
When finished, click File and select Save.

Note: --<space> <return> is an optional Internet-standard signature separator.

To create a different signature file, follow the above instructions, but click New instead of Edit.
Then type a new name in the name field and close the signature file.

A Edit Account |
To add the signature to your messages, .
click Tools and select Accounts. Click | Account Settings | Options | Advanced = Delegate | Security -
the Exchange tab, click on your account
and click Edit. Click the Options tab.
In Message Options, change the Default
Signature from None to your preferred ::, Partially receive messages over 50 . KB | always
signature. Close the window.

Downloading mail

@ Receive complete messages

Message Options
| Default signature: l ¥ None B |

Additional headers: |

Exchange Contacts: 006 —

When addressing an e-mail to an internal ASD (1, Send Now g, Send Later g %~ [ & o ~ g Options - s> ] Categorie:
account, click in the To: field, begin typing the 5 I B —T vr—r

last name and click the Check Names button. et o o o

The server will display a list of similar names, and | » ssacomers
you can add them to your address book or to the = ==
To, Cc, or Bcc fields in your e-mail.

]

[¢]
Adding a Contact: ¥ "**
To create a new contact, click the Address Book button, then click New. Fill out as much
information as you would like, then click Save & Close.

re 06 Lol From Pirates to Cinderella, Plan a Macg
Adding a Contact from E-Mail: O S Seuk - W @ [ B T
To create a new contact from an From: Disney Insider <Disneylsider@clineyoriine.go.com>
. R R . . Reply-To: Disneylnsider@disneyonline.go.com
existing e-mail, double-click the contact name in the Dt Tousdey by 25,2000 B
e-mall header to bring up the neW Contact fleld Subject: Fro_m Pirates to Cinderella, Plan a Magical Birthday I’;lrt\.r
L-X:Xs] 'l Disney Insider » Contacts [ASD Exchange account]
. . . . L8 Sk« @ [ b (=] coesonss + [ rojests -
Click the Name & E-mail tab to add more information. Sy W i | | o | oour | cushcm
When complete, click the Save button. o S B T
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Creating a Distribution List: & SR

It helps to have your contacts already added to your address book before creating a distribution
list. Click the Address Book, and select the users you want in this group by holding down the
Apple key and selecting the users. Next, click the New Group button. You can also add
additional names by clicking in the blank list space and typing in either full e-mail addresses or
names already in your address book.

Saving a Message:

All email messages in the folder under your Mailbox are stored on a mail server until you save
them to your computer. To save a message as a file, select the message, click File and select
Save As... Name your file and choose the file type and location you want. If there is little
formatting, select “Text document.” If you want to preserve the formatting, select “Entourage e-
mail message.”

Creating Personal Folders: N edit View wessage format Tools Window Help §
Click Folders on My Computer once to N sl = =— " =70
highlight it, click File, and select New, then W Mail Message *N |
Subfolder. Name the new folder. Additional = ciose st} Ml Merrage N
| ews Message
subfol_der_s can be created for more & s " Calendar Event
organization. You can now drag messages | SaveAs = Task
you want to save to this folder. §  Save As Web Page e
_— —
Reading a Message: ¥ Import... ==

Export Contacts...

Opening Entourage will automatically log you
in and display your inbox. To read a message,
double-click it.

Subfolder N

Page Setup...
rint One Cop P Open New Main Window "“CO %N

:change Account | ]_l

Opening an Attachment:
You can open e-mail attachments directly from the e-mail by double-clicking the file’s icon, or
you can save it to your hard drive by selecting the file and clicking the Save button.

¥ Attachments: Signet Roundhand

|
|

= N
\Al signet Roundhand 79K [ |E] Gpen ) {
B save ) |

I Save

———————|
{ 3¢ Remove )
40 |

Sending a New Message:
Click New and the following window will open:
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Type the recipient’s name or e-mail address in the To: field, or double-click their name from the
contact list. 1f you are unsure of a contact name, type the last name and click Check Names, and
select the appropriate user. If you wish to Cc or Bcc a person, click in the appropriate field and
follow the instructions above. Type your message in the message field and click Send Now.

Sending an Attachment: &

Click the paper clip icon to add an attachment. Navigate to the file or files you want to attach
and click Open. The file name will appear in the Attachments field.

%
Replying to a Message: = ReP

Either click the message you want to reply to or open the message. Click Reply, type your

message, and click Send Now.

Forwarding a Message: I

Either click the message you want to forward or open the message. Click the forward button,
select your recipient(s), add any additional information to the message if desired, and click Send

Now.

Deleting a Message: L&

If the message is open, click the Delete button. If it is not open, select the message and click the
delete icon. To delete multiple messages, hold down the Apple key while selecting the messages
you want to delete. Then click the Delete button. Deleted messages are moved to your Deleted
Items folder, which is stored on the server. To prevent your mailbox from becoming over sized,
be sure to empty your Deleted Items folder. To empty the Deleted Items folder, open your
Deleted Items, select all messages, and click the Delete button.

Using Public Folders:

To decrease the amount of “all user”
messages, Public Folders are used to
share items within locations or the
entire district and can be accessed
from your mailbox. Click the expand
triangle to view the Public Folders and
any enclosed folder. To post a new
entry, click .

-

- a8 —w Window Help #

ail  Run Schedule
4 Send & Receive

- Change Dictionary
AutoCorrect...

Dictionary
1 ~} L P

Scrapbook

=
B Junk E-mail Protection... |

Mailing List Manager
Rules

5(00Is on the Web

Signatures
Schedules
Accounts

>
>

T Junk E

{Level | Safe Domains |

il Protection

Entourage can move messages that appear to be junk e-mail to a special

Junk E-mail folder.

What level of junk e-mail protection would you like?

) None

-
O Low

 High

[ Exclusive

Turn junk e-mail protection off.

Catch the maost obvious junk e-mail.

Catch most junk e-mail. (Some valid messages may be caught as well
Check the junk e-mail folder often.)

Only deliver messages from correspondents in the Address Book, from
domains in the Safe Domains list, or to addresses in the Mailing List
Manager. Reroute all other incoming messages to the Junk E-mail Folder.

te messages fr

m the Junk folder older tha
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130 days

For more information on how junk e-mail protection works, close this dialog,
click Entourage Help on the Help menu, and search for "junk e-mail."
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Quitting Entourage:
To quit Entourage, pull down the Entourage menu and select Quit Entourage. 000

M

ﬁ 'u'\' Search E

Online Help:
Entourage has a help database built into the program. Pull down the Help menu
and select Entourage Help. Type in your help query and click Search.

f_ Search }

{ What are you searching for?

Type yvour word(s) here

Adding a Calendar Event: 2N
Switch to Calendar view by clicking the Calendar button. Click the New button. A new event
window will appear where you can customize your event with the time, date, information and
alarms. Close the event window to save it. These events are synchronized on the server and can
be viewed with Webmail, and can be synced with your Palm device.

Creating a Note: "

Switch to Note view by clicking the Notes button. Click the New button. A new note window
will appear where you can create your note. Close the note window to save the note. These
events are NOT synchronized on the server and cannot be viewed with Webmail. These notes
can be synced with your Palm device.

=
Creating a Task: = ""

Switch to Task view by clicking the Tasks button. Click the New button. A new task window
will appear where you can enter your task information. Close the task window to save the task.
These events are NOT synchronized on the server and cannot be viewed with Webmail. These
tasks can be synced with your Palm device.
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