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Set Up Desktop E-mail Alerts 

1. Click Entourage in the top menu bar. 

2. Select Preferences from the drop-down menu. 

3. Select Notifications in the left menu. 

4. Check-mark the boxes according to your notification preferences. 

5. Click OK. 
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Change Outgoing E-mail Format 

1. Click Entourage in the top menu bar. 

2. Select Preferences from the drop-down menu. 

3. Select Compose in the left menu. 

4. Select your preferred format from the drop-down list. 
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Create Outgoing E-mail Signature 

1. Select Tools from the top menu bar. 

2. Select Signatures from the drop-down menu. 

3. Click New. 

 

4. Type a signature for your outgoing e-mails in the pop-up window. 

When you close the pop-up window, you will be prompted to save your changes. 

5. Click Save. 

  



4 
 

Arrange Your E-mails 

1. Click the “Arrange by” bar 

 

2. Click on any option from the drop-down menu. 

E-mails can be arranged by 

 Message Status 

 To Do Flag Status 

 Priority 

 Attachment 

 From 

 Subject 

 Conversation 

 Sent 

 Received 

 To 

 Account 

 Size 

 Folder 

 Categories 

 Projects 
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Create a New E-mail Folder 

1. Click the arrow next to New in the e-mail toolbar. 

 

2. Type in a name for your folder. 

3. Select the place to store this folder. 

For example:  To add the folder to your inbox, just click Inbox in the list of selections. 

4. Click OK. 
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Check Spelling in All Outgoing E-mails 

1. Click Entourage in the top menu bar. 

2. Select Preferences from the drop-down menu. 

3. Select Spelling in the left menu. 

4. Check-mark the boxes according to your automatic spell check preferences. 

5. Click OK. 
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Attach a File to an Outgoing E-mail 

1. Click the Attach File icon at the top of your outgoing e-mail. 

 

2. Locate the file you want to attach. 

3. Click Open. 
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Send E-ÍÁÉÌ Ȱ/n Behalf ofȱ 

Allow another user to send an e-mail on your behalf 

1. Click Entourage in the top menu bar. 

2. Select Accounts from the drop-down menu. 

3. Double-click ummail (Exchange). 

 

4. Select the Delegate tab. 

5. Click Add. 
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6. Type in the user name of the person you want to allow access to. 

7. Click Find. 

8. From the generated list select the user name. 

9. Click OK. 

10. Click Set Permissions. 

11. Select the permission type(s) you want to assign the person. 

12. Click OK. 

 
 

13. Click OK. 

 

 

 

 

Send an e-mail on behalf of another user 

1. Open a new e-mail. 

2. Type the name of the person you are sending on behalf of in the From field. 

3. Compose e-mail. 

4. Click Send. 

 


