MAC OS X

/
'E'/MSU 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 1 for
Office 2008 installed. If you do not have service pack 1 or if you do not know if you have it: open Microsoft

Word, clickont he 6 Hel péd menu and c | yoedee thebhssagkbeldwpyou haye theat e s .

update, i f not click o6l nstall . 6

0O 0 Microsoft AutoUpdate

wour Microsoft
e works.

Microsoft AutoUpd

There are no updates available for
software. See Help

your Microsoft software at this time.
[ . Please check again later.

How would you li

o)

i Manually

* Automatically
.

Check for Updates ~ Weekly =

| Checking occurs only when you have a network connection.
| Help Check for Updates

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.

2. You will not be able to configure your voicemail (reset PIN and other settings) through Entourage.
3. If you are trying to set up Outlook off-campus, you will need to connect using the VPN client. You
can download the latest version of the VPN client at:
http://www.mnsu.edu/its/started/network/vpn/#full
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.
Tel: 5073896654 1 Modified: 3/13/2009
Email: Helpdesk@mnsu.edu Last Modified by: David D.

Web: http://www.mnsu.edu/its/support/helpdesk.html


http://www.mnsu.edu/its/started/network/vpn/#full
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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. Clickont he OEntouraged® menu.

3. Click O6Account Settings. 6
File Edit View Message Format Tools Window Help

® O About Entourage Inbox —
Online Registration T W

Preferences...
Account Settings...

Inb/ Directly to Me
¥ |1 Work Offline
Turn Off Office Reminders INewestontop v| |
¥ = Z =
SWItCh |d€l‘ltlty... -\'xQ ere are no messages in this folder
= Services >
B Hide Entourage ¥H
&  Hide Others ®H
B Show All
Quit Entourage #Q
> o7 Mail Views ‘y

4. In the Accounts window, click the 6 N e hutbon.

eano Accounts =

Directory Service :l—
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ENTOURAGE SETUP MAC OS X

5. Enter your information as indicated below, and then click the right arrow.

8.  Account Setup Assistant
Set Up a Mail Account @
-\_

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

E-mail address:

Note: Wherever firstname.lastname@mnsu.edu
is used in this documentation, please use your
¥ My account is on an Bxchange server official MNSU email address. Additionally,

If . wherever username is used, please use your
you are part of a large organization, ask your local network )
administrator whether you are on an Exchange server. If you select MavMail username.

this check box, you must be connected to the Exchange server
network to complete account setup.

Iﬁrstname_lastname@mnsu_edu| ]

Click the right arrow to continue.

[: Configure Account Manually ) 41 IE

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

Pass_wurd [flllll‘l‘l‘ll‘l‘l‘ll‘l‘l‘l‘l‘l‘l‘l‘l‘l‘l‘l -|

EE;WE password in my Mac OS5 keychain

[ Cancel j E—ﬁH

Click the 60OKO6 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 Entourage cannot automatically set up the account for
successfully determined. “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 :l 3 I: Configure Account Manually ) z

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

Verify and Complete Settings

©

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

Your name: | Lastname, Firstname Middlename

E-mail address: lﬁrstname.Iasrname@mnsu.edu I

Account ID:  username

Domain: campus.mnsu.edu

Exchange server: | mavmail.mnsu.edu/exchange/firstnar

The Exchange Server name is:

LDAP server: | campus.mnsu.edu . .
mavmail.mnsu.edu/exchange/firstname.lasthname@mnsu.edu

g Use SSL for these servers

Click the right arrow to continue.

[ Configure Account Manually ) 4
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8. Clickt h e

Optional: Verify Settings

e

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

I: Verify My Settings ]

Results

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

Werifying Exchange account “firstname.lastname@mnsu.edu” on

“mavmail.mnsu.edufexchange/firstname.lastname@mnsu.edu”
Werification Succeeded.

Your account settings have been successfully verified

Click the right arrow to continue.

[ Configure Account Manually ) 5

9. Name your account and clickt h e  o60Buttoni

s h

Setup Complete

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

Account name: lmn5u| I

e

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

To save these settings, click Finish. @

[ Configure Account Manually :]

[al=]p

60 Ver i f gouttehy AlBwe thettastriogrn. If it does not verify, please double
check to ensure that all prior fields are filled out correctly.

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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SETTING UP PUBLIC FOLDERS IN ENTOURAGE
To setup Public Folders in Entourage:

1. Open Entourage.
2. Clickont he OEntouragéedbckKlenAccanodt Settings. o

File Edit View Message Format Tools Window Help

About Entourage Inbox —
Online Registration ; A G ; A

Preferences...

A n ings...
ECOUNE SER J° \Directly to Me

Y Work Offline
Turn Off Office Reminders it [Newestontop | [
(i - 7 =
‘ Switch Identlty"' At ng ere are no messages in this folder
=  Services >
L) Hide Entourage ¥H
&  Hide Others %H
B show Al
| Quit Ent #¥Q
uit Entourage

ean0n Accounts —

—{-Mﬁlﬁ Mews  Directory Service }—
E mnsu (Exchange)
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4 . Sel ect the 6Advancedod tab and enter t he i

%

nf c

[ Account Settings  Options | Advanced | Delegate  Mail Security 1

Public Felder Settings

Public folders server: Imsue>:D_campus_mnsu_edufpublid I]

This server is also used for free/busy information.
D This DAV service requires a secure connection (55L)

[l Override default DAV port: 80

Directory Settings

LDAP server: | Campus.mnsu.edu

gThis server requires me to log on

D This LDAP server requires a secure connection (S5L)

["] Override default LDAP port: 3268

Maximum number of results to return: | 1000 @
o)

Search base:

Client Certificate- based Authentication

Client certificate:  <No certificate selected>

[ Cancel ) E—OI(—3

5. Click the 6 O Kuton,andyouwi | I see a dropdown

menu for O6Pub
window.

v E mnsu
> 3, Inbox
[E Drafts
[_E! Sent Items
> % Deleted Items (3)
[ Junk E-mail
Calendar
>[5 Contacts
> [_{ji Sync Issues
lig Subscribed Public Folders
¥ |iig All Public Folders

> ﬁ Departments

> ﬁ MSU-Announcements
| Shared Folders

[ 3 ﬁ Student Groups

> [ﬁj On My Computer
Microsoft News Server
P oy Mail Views

Page 7



ENTOURAGE SETUP MAC OS X

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 c¢click on the word 6Calendaré under
your computer is using a single button mouse, hold downt h e 6 C o n key, olick@n tijeavord | )
060Cal endar 6oShadi sgl ect

Inbox Calendar To Do List Sent Directly to Me

Calendar
» Sunday, May 25 - Sat
25 Sunday 26 Mc

New Calendar Event

New Faolder...
New Calendar...

Yalata Calamdar
Leleie Lalenda

Synchronize Now
Add to Favorites Bar

Folder Properties [

4 . Cli ck ormbuttoh.e O6Add User

[ General _Storage ' Permissions |

Label

Add User...
permission Level:

"] Create Items [~ Folder Owner

[ Read Items ] Folder Contact

] Create Subfolders "] Folder Visible
Edit Items: Delete Items:
(@ None @ Mone
(O own (O own
Qan Qan
ok
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5. Typeintheper sbad8s name amOnceyouhave located thegh e r s o n 6 slickthe me ,
0 OdKutton.

- wenlhe

ILaslname| I [ Find )
[Name A E-Mail | Job title

4
6. Choose the permissions for the user and clickt h e okutibK.

| General Storage | Permissions |

Label |

Owner
Publishing Editor

f Ramnwa -\ f .ﬁddll:a[l)

Permission Level:
Publishing Author
Author

g Create Items Nonediting Author

g Read Items Reviewer

["] Create Subfold ~ Contributor
None

Edit Items:

Ohlnne ONnne
O-Clwrl Oﬂwn
vBAII B-AII

( Cancel ) E—GK—)
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To Open Another ExchangeUs er 6 s Cal endar :

1.Click ormmdanhend®é&li ¢éet O6Open Ot her Userdéds Fol der éx

2. Click tidcom O6Find User o

3. Clickt he 6 Adbuttion.c e d
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