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Set Up Desktop E-mail Alerts

1. Click Entouragein the top menu bar.
2. Select Preferencedrom the drop-down menu.
3. Select Notificationsin the left menu.
4. Check-mark the boxes according to your notification preferences.
5. Click OK
¥ General Preferences ['] Metification
@ General When new mail arrives:
@ Address Book
@ To Do List E Display an alert on my desktop
: Ealetndar e Display Message Subject only
onts
@ spelling O Display Message Subject and Preview
= Motification [] Animate icon
& Security ["1 Bring application to front
8  Sync Services
@ Spotlight E Require confirmaticn when deleting ( Reset Confirmation Dialogs :]
@ Feedback
¥ Mail & News Preferences Sounds
@ Read Sound set: [ Default |.3.]
@ Compose
@ Reply & Forward & EWelcome sound & 8 Mail error sound
e View & ¥ New mail sound & E No mail sound
£ ™ sent mail sound & P reminder sound
Brought to you by the Macintosh Business Unit.

http:/ fwww.microsoft.cam/ mac
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Change Outgoing E-mail Format

1. Click Entouragein the top menu bar.
2. Select Preferencedrom the drop-down menu.
3. Select Composeén the left menu.
4. Select your preferred format from the drop-down list.
Preferences
¥ General Preferences "] General
& General D Automatically check names when sending messages
e
Add rESSI Book E Search directory services when addressing messages
@ To Do List
@ Calendar ESa\re copies of sent messages in the Sent Iltems folder
@ Fonts Eshow HTML Formatting toolbar in the Message Composition window
e i ry = r
Spe!lmg ) Mail format: News format:
& Notification
8 Security Attachments
&  Sync Services -
@ Spotlight Encode for: [ Any computer (AppleDouble) l-r]
© Feedback [ Compress attachments in ZIP format

¥ Mail & News Preferences [ Append file name extensions

& Read

Es-end attachments to Cc and Boc recipients
& Reply & Forward Recent Addresses
8 View

E Display a list of recently used addresses when addressing messages
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Create Outgoing E-mail Signature

1. Select Toolsfrom the top menu bar.
2. Select Signaturesfrom the drop-down menu.
3. Click New.
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Signatures

New JDelete

Random | Name

] Standard

A

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



Arrange Your E-mails

1. Click the “Arrange by"”

r—trryox=—
| Arrange By: Sgnt
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v Today (7)

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

E-mails can be arranged by
® Message Status
e To Do Flag Status

e Priority

e Attachment
e From

e Subject

e (Conversation
e Sent
e Received

e To

e Account
e Size

e Folder

e (ategories
®* Projects



Create a New E-mail Folder

1. Click the arrow nextto Newin the e-mail toolbar.
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2. Typein aname for your folder.
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
Create New Folder
Mame: untitled folder
Type: | Mail Folder B

Click a location for the new folder:

v [ ummail @
> 3 Inbox (1)

[E Drafts \

[_@ Sent ltems
>  § Deleted Items (62)

5 Junk E-mail (1) "

@ Calendar

(g Contacts

|7 RSS Feeds
b [ﬁ' Sync Issues N
» [l Public Folders I
¥ [ e My Camaotar bl

( Cancel ) E—OH




Check Spelling in All Outgoing E-mails

1. Click Entouragein the top menu bar.
2. Select Preferencedrom the drop-down menu.
3. Select Spellingin the left menu.
4. Check-mark the boxes according to your automatic spell check preferences.
5. Click OK
Preferences
¥ General Preferences " | spelling
@ CGeneral ECheck spelling as you type
a
Add ress_ Book D Always check spelling before gueuing outgoing messages
& To Do List E )
e Calendar Always suggest corrections
@ Fonts D Suggest from main dictionary only
EEEEECTTTE | ] torore words in pPERCASE
& Notification # Ignore words with numbers
& Security E lanore Internet and file addresses
® .
Symc _SENI(ES E Use German post-reform rules
@ Spotlight
@ Feedback French modes: [ Traditional and new spellings '-H
¥ Mail & News Preferences
@ Read Custom dictionary:  Macintosh
:Users:mbeacham:Library:Preferences:Microsoft:
HD:U beact Lib Pref Mi fr:0
& Compose ffice 2008:Custom Dictionary
@ Reply & Forward
8 View Dictionary language: [ English {U5) ‘4']
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Attach a File to an Outgoing E-mail
1. Click the Attach Fileicon at the top of your outgoing e-mail.
(OB N untitled
) '¢ g f L L L Hl‘ = L .
Send Priority Signature To Do Categories Projects
To: | Click here to add recipients
Subject; |

F Attachments: none

- Font

2. Locate the file you want to attach.
3. Click Open
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Allow another user to send an-enail on your behalf

Click Entouragein the top menu bar.
Select Accountsfrom the drop-down menu.
3. Double-click ummail (Exchange)

oK) Accounts ()
§1. @ 1
New  Delete Make Default

l Mail Mews Directory Service 1
—

5] ummail (Exchange)

4. Select the Delegatetab.

5. Click Add.
Edit Account

[ Account Settings  Options  Advanced | Delegate | II-"IaiI Security !

My Delegates

The following delegates can send items on your behalf. To grant permission to
others to access your folders without also giving them on-behalf privileges, go
to the Properties dialog for each folder and change the options in the
Permissions tab.

(" Set Permissions... ) ( Add... ) | Remove

Users | am a delegate for

As a delegate, you may access and manage Address Book contacts, Calendar
events, and Mail messages for the following users. To do so, add the account
owner to the following list:

( Advanced... :j ( Add... ) (" Remove

( Cancel ) ( 0K




6. Typeinthe 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
Delegate Permissions

DoNotReply has the following permissions:

=k Calendar

None

— Delegate receives copies of meeting-related
messages sent to me

Inbox

L= Author (Read and Create)

— Address Book

NE
el Maone

" | Send a message to delegate summarizing these permissions

Cancel ) [ OK

13. Click OK

Send an amail on behalf of another user

Open a new e-mail.

Type the name of the person you are sending on behalf of in the From field.
Compose e-mail.

Click Send
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