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ENTOURAGE 2008

INFORMATION & TECHNOLOGY ACCOUNT SETUP

SERVICES HELP DESK

Before you begin

Ensure that Microsoft Office 2008 is installed on your Macintosh. Also, you must have Service Pack 12.2.3
or newer for Office 2008 installed. If you do not have service pack 12.2.3 or if you do not know if you have
it: open Microsoft Word, click on the ‘Help’ menu and click ‘Check for Updates.’ If you see the message
below, you have the update, if not click ‘Install.’

NO C Microsoft AutoUpdate

There are no updates available for
your Microsoft software at this time.
Please check again later.

ew

( ok )

Also required

Verify you have the Entourage 2008 Web Service Edition Install.

In Entourage select “Entourage” from the menu and then “About Entourage”. On the second line of the pop
up window the version should read “Microsoft Entourage 2008 for Mac, Web Services Edition”. If the
version does not say “Web Services Edition” then you will need to install Entourage 2008 for Mac, Web
Services Edition.

How do | install Entourage 2008 for Mac, Web Services Edition?
Download Entourage 2008 for Mac, Web Services Edition, is located at:
Https://helpdesk.mnsu.edu/EWS-1303-EN.dmg

How to install most Mac OS X applications:

1. Download the EWS-1303-EN.dmg file. It can be found in your Desktop or in your Downloads folder.
2. Double-click the .DMG file to open it up. Another new icon with a name “Entourage 2008, Web Services
Edition” will appear on your desktop.

Tel: 507-389-6654 1 Modified: 12/30/09
Email: Helpdesk@mnsu.edu Last Modified by: David E.
Web: http://www.mnsu.edu/its/support/helpdesk.html
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800

Entourage 2008, Web Services Edition (a»)

<
v

Entourage 2008, Web
Services Edition

1 item, 15.9 MB available — O

Office:macze

3. Next select “Continue”

This package will run a program to
determine if the software can be installed.

& To keep your computer secure, you should only run
programs or install software from a trusted source. If
you're not sure about this software's source, click
Cancel to stop the program and the installation.

4. Select a Destination, your local hard drive and click “Continue”

(" Ccancel ) (Continue )

Example: “Mac Pro”

800

Install Entourage 2008, Web Services Edition

© Introduction

© Read Me

O License

© Destination Select
® Installation Type

@ Installation

® Summary

Select a Destination

Select the disk where you want to install the Entourage
2008, Web Services Edition software.

N
Mac Pro
76.09 GB free
188.9 GB total

Installing this software requires 35.2 MB of space.

You have chosen to install this software on the disk “Mac Pro”.

Go Back )

(" Continue )

You will see the install Wizard run

Page 2



ENTOURAGE SETUP MAC OS X

Install Entourage 2008, Web Services Edition

Installing Entourage 2008, Web Services Edition

© Introduction

© Read Me

© License

© Destination Select
© Installation Type Running package scripts...
© Installation

Summary

Install time remaining: About a minute

Go Back Continue

5. Once the install has completed, click “Close”

eno Install Entourage 2008, Web Services Edition

The installation was completed successfully.

© Introduction

© Read Me A A
© License

© Destination Select

© Installation Type The installation was successful.
© Installation
© Summary The software was installed.
Go Back ( Close |

Entourage Limitations:

1. Distribution lists will not be imported into Entourage from Outlook or MavMail. Any distribution list
which is made in Entourage will not be saved to the server, nor will any distribution lists made in
Outlook or MavMail be saved to Entourage.

wn

http://www.mnsu.edu/its/started/network/vpn/#full

You will not be able to configure your voicemail (reset PIN and other settings) through Entourage.
If you are trying to set up Entourage off-campus, you will need to connect using the VPN client. You
can download the latest version of the VPN client at:

Please download the appropriate version for Macintosh, and then install the program. Once
installed, run the program to connect to the MSU VPN. If you have any questions about running the
VPN you can also contact the HelpDesk at (507)-389-6654 for additional assistance.
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Entourage Account Setup:

1. Open Entourage.
*Note: If this is the first time you have opened Entourage on this machine,
click the right arrow then skip to step 5.
2. Click on the ‘Entourage’ menu.
3. Click ‘Account Settings.’

File Edit View Message Format Tools Window Help

® O About Entourage Inbox —

Online Registration LA A A e g O
TEETENTTRET TR
~ Reply ReplyAll Forward  Delete Junk  To

Preferences...
Account Settings...

Directly to Me

¥ |] Work Offline
E Turn Off Office Reminders Newest on top v | [y
hf%' SWitCh Identity"' -\t %Q ere are no messages in this folder
— .
= Services >
L) Hide Entourage 38H
Hide Others %H
L“? Quit Entourage #Q
&
P OF Mail Views ]

4. In the Accounts window, click the ‘New’ button.

®00 Accounts -
= = o1
New Delete Make Default

[ Mail = News Directory Service |

5. Enter your information as indicated below, and then click the right arrow.
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8.0.0 Account Setup Assistant

Set Up a Mail Account —

e

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

firstname.lastname@mnsu.edu]

[21 My account is on an Exchange server

If you are part of a large organization, ask your local network

administrator whether you are on an Exchange server. If you select
this check box, you must be connected to the Exchange server

network to complete account setup.

Click the right arrow to continue.

( Configure Account Manually \ )1 [E

Note: Wherever firstname.lastname@mnsu.edu
is used in this documentation, please use your
official MNSU email address. Additionally,
wherever username is used, please use your
MavMail username.

You will be asked to enter log in information; log in using your MavMail Username and

Password, and enter the domain as shown below.

Account Information

Enter account information.

Domain: campus.mnsu.edu

Account |D: Username

Password ‘...........0...0...0...0'

[21 Save password in my Mac OS keychain

(‘Cancel_\ ( OK )

Click the ‘OK’ button to when finished.
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6. You may see either of the following messages displayed. Regardless of which window appears,

click the right arrow to continue.

Automatic Configuration Succeeded

@ Account Setup Incomplete
.\

The settings for mail account “firstname.lastname@mnsu.edu” were
successfully determined.

©

Entourage cannot automatically set up the account for
“firstname.lastname@mnsu.edu”.

Free/Busy server

To view, confirm, and complete the setup of your e-mail account
please click on the right arrow.

To verify and complete your account settings, click the right arrow.
To enter or select a different account, click the left arrow.

Click the right arrow to continue.

( Configure Account Manually )

[«]=p]

( Configure Account Manually )

[«]=[p]

7. In the next box, fill out the information as shown below, and then click the right arrow to
continue.

®.0.0 Account Setui) Assistant

Verify and Complete Settings

e

To finish account setup, verify and complete the following
information.

Your name: [Your Name

E-mail address: | your email address@mnsu.edu

Exchange server:

mavmail.mnsu.edu
LDAP server:

campus.mnsu.edu

Click the right arrow to continue.

The Exchange Server name is:
mavmail.mnsu.edu

¢ Configure Account Manually )
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8. Click the ‘Verify My Settings’ button. Allow the test to run. If it does not verify, please double
check to ensure that all prior fields are filled out correctly.

8.0.0 Account Setup Assistant

Optional: Verify Settings

e

If you want to verify your account settings, make sure your computer
is connected to the network, and then click Verify My Settings.

( Verify My Settings b

Results

Please wait, this may take a few minutes...

Verifying Exchange account “firstname.lastname@mnsu.edu” on
“mavmail.mnsu.edu/exchange/firstname.lastname@mnsu.edu”:
Verification Succeeded.

Your account settings have been successfully verified

Click the right arrow to continue.

( Configure Account Manually \ E 5 @

9. Name your account and click the ‘Finish’ button.

8.0.0 Account Setup Assistant

Setup Complete

e

Your mail account has been created successfully and is ready for use.

Please type a name for this account. This name is used only for
display purposes.

Account name: | mnsuy| \

To save these settings, click Finish.

( Configure Account Manually \ @ 6 D

10. It will take a few minutes for your account to sync with the Exchange server. Your mailbox
should appear shortly after the process is complete.
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GRANTING PERMISSIONS AND OPENING AN EXCHANGE CALENDAR
To give another Exchange user access to your Calendar:

1. Open Entourage.
2. Click the Calendar icon located in the row of icons on the upper left corner of the Entourage

window.
3. Right click on the word ‘Calendar’ under your Exchange account name and select ‘Sharing.” If
your computer is using a single button mouse, hold down the ‘Control’ (ctrl) key, click on the word

‘Calendar’, and select ‘Sharing.’

®00
BIEY & AL i i
Calendar New  Today ViewDate  Day W
Inbox Calendar To Do List Sent Directly to Me
Calendar
» Sunday, May 25 - Sat
25 Sunday 26 Mc

New Calendar Event

New Folder...
New Calendar...

Synchronize Now
Add to Favorites Bar

Folder Properties

R R

4. Click on the ‘Add User’ button.
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Folder Properties: Calendar :

["General Storage | Permissions

ion Level: None Q‘
" Create Items ("] Folder Owner
") Read Items Folder Contact
"] Create Subfolders "] Folder Visible
Edit Items: Delete Items:
® None ) None
(O own (O own
Oai Oai

(Gra) o)

5. Type in the person’s last name and click ‘Find.” Once you have located the person’s name, click the

‘OK’ button.

Select User

| Lastname| |(_Find )

| E-Mail

[ Advanced... )

6. Choose the permissions for the user and click the ‘OK’ button.

Folder Properties: Calendar

[ General Storage | Permissi )

{ Ramova ) [ Add licer... )

Owner
| Publishing Editor
Permission Level:
| Publishing Author

a Author
Create Items Nonediting Author
B Read Items Reviewer
[T Create Subfold ~ Contributor
| None
Edit Items: T Delete ltems:
() None () None
O own O own
@ Al @Al

Cancel

Cancel
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To Open Another Exchange User’s Calendar:

1. Click on the ‘File’ menu, and select ‘Open Other User’s Folder...’

# Entourage Mall Edit Calendar Event Fc

®00 Project Gallery... {+ 3P l
(5] N |
@@m o:)vevn... w; '

Open Other User's Folder...
Close #W |

Inbox Calenda

v L[] mnsu 1
[ Calendar

v [a_‘_] On My Compu .
“"§ Calendar Save as Web Page... [

> gy Calendar Views

Import...
Export...

Subscribe to a Project...

Page Setup...

Print... #P

2. Click the ‘Find User’ icon.

7Open Other User's Folder

User: [ J

Account: mnsu

Type: ( Calendar Q

[ Cancel ) OK
S————————

3. Click the ‘Advanced' button.

Select User

d
| E-Mail Job title
Advanced... Cancel oK
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4. In the ‘Name:’ field, enter the first and last name of the user. Next, enter the MSU username of

the user followed by @mnsu.edu in the ‘Email Address:’ field. Finally, enter your Exchange server

information in the ‘Server address:’ field and click the ‘OK’ button. (See below)

Advanced Settings

User's Identity

‘ Name: Firstname Lastname
[ E-mail Address: username@mnsu.edu

Server Options

Server address: | mavmail.mnsu.edu

You may also enter Outlook Web Access server address,

such as http://mail.example.com
ﬂ Requires a secure connection (uses SSL)

") Override default port 443

Exchange server:

mavmail.mnsu.edu

( Cancel ) 0K

5. Click the ‘OK’ button.
Open Other User's Folder

. 1®}
User: | Firstname Lastname W s

Account: mnsu

' A~

Type: | Calendar 4

/_Cancel_\ ( OK \

6. The user's calendar will now appear in your calendar list. It may take a few moments for

Entourage to synchronize, so if the calendar does not appear immediately, please be patient.
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