Macintosh Requirements for UCOP Exchange Access
System Requirements for Office 2004 Professional Edition

e Hardware: 700 MHz native* PowerPC G3, G4 or G5 processor

e Operating System: Mac OS X version 10.2.8-10.3; Mac OS X version 10.3 is required for the Power Mac
G5

e Memory: 512 MB of RAM

o Hard Disk": 3 GB of available hard-disk space

Check the below website for system requirements for other versions of Office 2004:
http://www.microsoft.com/mac/howtobuy.aspx?pid=sysreq

Pl
W

Make sure the Office install is up to date; you can run the utility located in E
/Applications/Microsoft AutoUpdate, this will check the Microsoft Mac update _
site, download and install the latest updates for Office 2004. The most current Microsoft AutoUpdate

version available as of July 11", 2006, is version 11.2.5, see screen shot below.

Check to make sure the latest Office patches are installed. - N
8eeon About Entourage

There are a couple of different ways to check the version of
Office installed on your mac, below is two simple ways to
determine.

ersion 11.2.5 (060620

i i . . Microsoft® Entourage® 2004 for Mac

Navigate to your applications folder and find the
Microsoft Office 2004 folder and open it. | |

. . . - - Warning: Thi i b igh d

/Applications/Microsoft Office 2004. Find the Entourage Iotermigonl Teanies, inais hurized yeprodiuction or diswiburion of

this proegram, or any portion of it, may result in severe civil and

applicati0n| CIiCk on the icon one tlme to seIeCt; then either criminal penalties, and will be prosecuted to the maximum extent

© 2004 Microsoft Corporation. All rights reserved.

go to Finder and select “Get Info” or with the application e A
selected type 3 + | (apple key + letter *1"), this will bring - G e 02 dopes o oso oy Boomsbiy
up the “About Entourage” screen. Publishing Ple.

Contains security software from RSA Data Security, Inc. © 1994
RSA Data Security Inc. All rights reserved.

Make sure the version is 11.2.5, if not run the Microsoft
Autoupdate mentioned above WASTE text engine © 1993-1939 Marco Piovanelli.
Once you have updated your Office 2004 version to 11.2.5, PTG R O SR e
you are ready to setup Entourage to access your UCOP '

Contains Zip Code Conversion Program from Advance Software
EXChange account. Corp. @ 1997 - 2004 Advance Software Corp. All rights Reserved.

This product is licensed to:

Note: Office for X is an earlier version of Office released
prior to Office 2004, this version will not be supported
and we recommend updating to Office 2004. Entourage
X can be setup to access UCOP exchange; however there (Proofing Tools... ) ( Support... ) ok )
are known problems or bugs with this version.

Larry Lee

Product ID:758693-134-0366992-12173
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Setting up Entourage 2004 with Setup Assistant

If you have not launched Entourage prior, the Setup Assistant will launch and walk you thru the setup.

If you have launched Entourage, or want to configure manually, jump to step #11 of the reference
document to setup Entourage manually.

1) Launch Entourage, the application can be found either in the /Applications
folder, inside the Microsoft Office 2004 folder (/Applications/Microsoft
Office 2004) or an icon will be placed in the dock. View of icon on the left.

2) Next the Setup Assistant will start. Select the option to start using
Entourage without importing anything, click right arrow to continue.

Note: If you wanting to import your Eudora emails and contacts please reference Migrating from
Eudora to Entourage document.

r

" Yala Entourage Setup Assistant

Welcome @

Welcome to Microsoft Entourage. The next few screens will help you
get started.

What do you want to impaort?

@ | want to start using Entourage without importing anything.
Information from Microsoft Entourage X

Information from Microsoft Entourage 2001

Information from my e-mail program

Information from both my e-mail program and my PIM

~ Information from my personal information manager (PIM), for
— pxample, contacts, events, tasks, and notes

Click the right arrow to continue.

QY
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3) Enter your UCOP email address information.
Make sure to select the option “My Account is on an Exchange Server”.
Email address: first.lastname@ucop.edu
User ID: first initial, last name (ex: cshipley)
or, first initial and the first 7 letters of last name

e Domain: ad.ucop.edu .
o PasSWord: sk 8|nNnn Entourage Setup Assistant
e click right arrow to continue. setlipa bl Account R

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

E-mail address:

chris.shipley@ucop.edu

Ei My account is on an Exchange server

User ID: cshipley

Domain: ad.ucop.edu

Fassword: sesesssnd

Click the right arrow to continue.

[a]2[p]
4) Finishing the Setup with Setup P _ .
Assistant, if everything is set correctly you @ © O Eotourage Setup bssistant
will receive the below screen, indicating the ~ Automatic Configuration Succeeded @
settings were “successfully determine”. =

e click right arrow to continue.

he settings for mail account “Chris.Shipley@ucop.edu” were
ccessfully determined.

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

Click the right arrow to continue.
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5) Checking the settings for access to UCOP exchange.
Email address: first.lastname@ucop.edu
Account ID: first initial, last name (ex:cshipley)
or, first initial and the first 7 letters of last name
Password; ******
Domain: ad.ucop.edu
Exchange Server: owa.ucop.edu
LDAP Server: p-irc-dcOl.ad.ucop.edu (The old server irc-nts31.ad.ucop.edu will be taken
offline in the future, approx date 8.18.2006). You can also use LDAP servers below:
p-irc-dc02.ad.ucop.edu
p-irc-dc03.ad.ucop.edu
e Select option to “Use SSL for these servers”

ann Entourage Setup Assistant

Verify and Complete Settings @
[=]

Verify and complete the following account information:

Your name: | Chris Shipley

E-mail address: | Chris.Shipley@ucop.edu

Account ID: cshipley

Password: |esesssse

ESJVE password in Mac 05 X Keychain

Domain: | ad.ucop.edu

Exchange server: | gwa.ucop.edu

LDAF server:  p-jrc-dc01.ad.ucop.edy

W Use SSL for these servers

Click the right arrow to continue.
(4= [p]

i |ann Account Setup Assistant i
e - . Optional: Verify Settings
6) Verifying the Settings (D
e Select option to “Verify My _ _
. ' If you want to verify your account settings, make sure your computer
Settlngs is connected to the network, and then click Verify My Settings.

I Verify My Settings J

Results

Click the right arrow to continue.

/_ Configure account manually \ IE‘ 5 |E|
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7) Confirmation the settings are verified.

r A
(. NSNS Entourage Setup Assistant

Optional: Verify Settings @
(=)

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 )

Results

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

grifying Exchange account “cshipley” on “owa.ucop.edu™
ification Succeeded.

Your account settings have been successfully verified

Click the right arrow to continue.

(4] s [p]
8) Naming the account. Give the account settings a name, maybe easier to name the account

settings the user’s name, first and last name. When done, select Finish and you are set up to
begin using Entourage 2004.

'e 2l a

Setup Complete

.
Account Setup Assistant

)

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: _CI-1ris Shipley

To save these settings, click Finish.
I

[ Configure account manually .“-
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Setting up Entourage Manually

Skipping the Setup Assistant or if the Entourage application has been launched and the setup wizard has
already been ran or skipped.

10) With Entourage open, go to Entourage and File Edit View N
e

select “Account Settings” About Entourage
Online Registration

Account settings...
T — T T ———

——  Work Offline
; Turn Off Office Notifications
Nou  Switch Identity... %Q
dllH  Services >
v i Hide Entourage #H
Hide Others MC3EH
Show All
Quit Entourage #£0
rﬁ a6 Accounts

e Deleta Make Default

;
=

Mail...
11) The Account Settings screen will appear, News... _
you will need to create a new setup ES“-‘“"“---

e Click the down arrow next to New and -
select Exchange...

Directory Service Exchange —
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12) Enter your UCOP email address information,

e Same as Step #3 (Using the Setup Assistant)

e Make sure to select the option “My Account is on an Exchange Server”.
Email address: first.lastname@ucop.edu
User ID: first initial, last name (ex: cshipley)

or, first initial and the first 7 letters of last name

Domain: ad.ucop.edu
Password R e e o > > o

click option to ”Configure Account Manually”

[N J

6 O m Account Setup Assistant

Set Up a Mail Account @

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

E-rnail address:

Chriz.Shipley@ucop.edu

E My account is on an Exchange server

User ID: cshipley

Domain: ad.ucop.edu

Password: .,,.........|

Click the right arrow to continue.

annﬁgure accnuntm 41 IE
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Below is the information needed to manually setup Entourage.
Setting up the account information under the “Account Settings” Tab

Account Name: Enter the user’s first and last name
Email Address: first.lastname@ucop.edu (ex: Chris.Shipley@ucop.edu)
Account ID: first initial last name

or, first initial and the first 7 letters of last name
Domain: ad.ucop.edu
Password: ******* (please call or email pchelp to reset passwords)
Exchange Server: owa.ucop.edu

r ]

Edit Account

[ﬁlccnum Settings | Options Advanced Delegate Security -

Account name:  Chris Shipley

Personal information

Name: "Chris Shipley

E-mail address:  Chris.Shipley@ucop.edu

Server information

Account [D;  cshipley

Domain:  ad.ucop.edu

Password: |*e++ees

@ Save password in my Mac 05 keychain

Exchange server:  0Wa.ucop.edu

You can also enter Outlook Web Access server addresses,
such as htrp:/ /mail.example.com/exchange, into the
Exchange server field. For more information, contact your
Exchange server administrataor.

This DAV service requires a secure connaction (S5L)

| Override default DAV part: 443

([ Cancel _',I f oK '}
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13) Account settings for Public Folder and LDAP settings,

under the “Advanced” Tab.

e Public folder server: owa.ucop.edu/public/

e Checkmark option for “This DAV service requires a secure connection (SSL)”
e LDAP Server: p-irc-dc01.ad.ucop.edu (The old server irc-nts31.ad.ucop.edu will be

taken offline in the future, approx date 8.18.2006). You can also use LDAP servers
below: p-irc-dc02.ad.ucop.edu

p-irc-dc03.ad.ucop.edu
e Select option of “This server requires me to log on”.

Edit Account §

. Account Settings = Options | Advanced | Delegate | Security -

Public Folde

Public folders server:  owa.ucop.edu/public

This server is also used for free /busy information.

This DAV service requires a s

"] Override default DAV port: 443

ettings

LDAP server:  p-irc-dc01.ad. ucop.edu

E This server requires me ta log on

|| This LDAP server requires a secure connection {55L)

] Override default LDAP port: 3268

Maximum number of results to return: 1000

-
)

Search base:

( Cancel ) G0k
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Using Entourage Offsite requires VPN

To use the Entourage client offsite, the client needs to be configured to
access the UCOP exchange system.

It is recommended if you work offsite that the Cisco VPN client be
installed for security and full functionality of the Entourage client. You
will be able to send and receive emails without VPN, this is secured email

VPNClient using https, however if you need to look up names in the GAL, “Check
Names”, this functionality will require VPN.

If you need assistance installing VPN, please contact pchelp@ucop.edu for instructions or visit the
UCOP website, http://www.ucop.edu/irc/services/vpnfag.html.
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Installing Class 3 Secure Certificate

Once you have the settings in Entourage, if you will get the below screen about establishing a secure
connection to the UCOP exchange system. The following steps will help guide you in downloading and
installing the secure certificate needed for secure access for both Entourage and OWA
(http://owa.ucop.edu). Note: this is not a requirement.

Unable to establish a secure connection to |b-
owa-prod-vip.ucop.edu because the correct
o root certificate is not installed.

If you continue, the information you view and send will
not he secure.

Mare infarmation on installing root certificates...

-_Cancel_-{ Ok \}

Step 1) To download the Class 3 Secure Certificate, open a web browser, we recommend using
Safari. Once the certificate is installed, the user can use any web browser they prefer, but for the initial
install, we recommend using Safari.
With the Safari web browser open, go to http://owa.ucop.edu
You will see the below pop-up window.
Select the option to “Show Certificate”

Safari can't verify the identity of the website “owa.ucop.edu”.

= The certificate for this website was signed by an unknown certifying

| @ authority. You might be connecting to a wehsite that is pretending to be

: — “owa.ucop.edu” which could put your confidential infarmation at risk. Would
you like to connect to the website anyway?

.‘\' Cancel ",- (Cuntinue)
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Step 2) With the “Show Certificate” selected, you will see the below screen.
Select the option to “Always trust these certificates”
Click the arrow to the left of “Details”

—_ Safari can't verify the identity of the website “owa.ucop.edu”.

= The certificate for this website was signed by an unknown certifying

| @ authority. You might be connecting to a website that is pretending to be
“owa.ucop.edu” which could put your confidential information at risk. Would
you like to connect to the website anyway?

E Always trust these certificates

F% owa.ucop.edu

owa.ucop.edu m
lssued by: VeriSign Class 3 Secure Server CA

Expires: Thursday, October 19, 2006 4:59:59 PM U5/ Pacific

€3 This certificate was signed by an unknown authority

(ertifete

b .

FY

Coumt e s b 1
® (" Hide Certificate L: Cancel :I (—Euntme%
A

Step 3) With the details showing, scroll down towards the bottom of the information, there will

be the certificate files listed, double click the file for CA Issuers
URI http://SVRSecure-aia.verisign.com/SVRSecure2005-aia.cer
Note: the file will now begin to download

— Safari can't verify the identity of the website “owa.ucop.edu”.

= — The certificate for this website was signed by an unknown certifying

‘ @ authority. You might be connecting to a wehsite that is pretending to be
“owa.ucop.edu” which could put your confidential information at risk. Would
you like to connect to the website anyway?

a Always trust these certificates

g3 owa.ucop.edu

Critical NO
Method #1  Online Certificate Status Protocol (136155748 1)

URI  http://ecsp.verisign.com

CAlssuers (136155748 2)
http://SVRSecure-aia.verisign.com/ 5VR5ecure2 005 -aia.cer

FY
CHAN AGQI1I72QENFOGR FA AT FAMEES B2 AA RA AF AN 28 AN MA 1
= i n a "N F i Y a
@ Hide Certificate Cancel ) E—Euntme%
4
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Step 4) The file will download to your “Desktop” of default download location for Safari, if you
cannot find the filename SVRSecure2005-aia.cer on your desktop, open Safari, go to Preferences and
locate General Preferences, the download location is listed next to “Save downloaded files to:” This
will be the location of the downloaded certificate.

i
- | "
Save downloaded files to: [@F Desktop ITJ

SVRSecureZ005=
dla.cer

Once the certificate is downloaded and located, you can now “Quit” Safari.

Step 5) With the certificate downloaded, we need to install the certificate
into the Microsoft Cert Manager. This utility is located in the Microsoft
Office 2004 application folder (\Applications\Microsoft Office
2004\Office\Microsoft Cert Manager).

Microsoft Cert Manager

rB an Certificates
Step 6) With Microsoft O N @
Cert Manager launched, Viw Eipart @ Delete Impor
select the Option to Look for certificates of type:  Digital Identities [ :-]
“Import” from the top -
rlght corner. = D | issued To &l |ssued By Expires
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Step 7) Select the downloaded certificate from Step #3 above, depending upon download location
discussed in Step #4. In this example the certificate was downloaded to the “Desktop”.

NnNne Import Certificate

(4 » | FE{m! ' [ Desktap ] Q, search

‘& Date Mocified

ﬂ' Metwork | Name
SVRSecure2005-aia.cer 8/19/05

B Macintosh HD

8" shinster
;ér Applications

=
4 DoLumernts
I

:__J Pictures

[ Utilities

| Mew Folder | I::Can:el | {—ﬁpmﬂ

Step 8) Once the certificate is installed correctly, you will receive the below dialog box, select OK.

The certificates were successfully imported.

9 1 intermediate authaority certificate was imported.

o)
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Step 9) Now the certificate is installed, we can view the information pertaining to this certificate. With
Microsoft Cert Manager open, select the drop down menu “Look for certificates of type:”, and select the
option for “Intermediate Certificate Authorities”.

Certificates

%
: ©F

(@60

1
View Export

Delate Digital Identities

Look for certificates of type:

Individuals
v Intermediate Certificate Authorities
Apple Trusted Root Certificate Authorities

A
“a

&

o

[ Issued To s SEEE Ry R RFEE T —

VeriSign Class 3 Secu._. Class 3 Public Primar... 1/18/15
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Step 10) With the option “Intermediate Certificate Authorities” selected, you will see the certificate
“Verisign Class 3 Secure Server CA”. You have completed the installation of the security certificate

needed for secure connection (https/ssl) to the UCOP exchange system.

88 Certificates
»

Impart

Look for certificates of type:  Intermediate Certificate Authorities

& | |ssued By Expires

| lIssued To
Class 3 Public Primar... 1/18/15

-
B 8 VeriSign Class 3 Secu...

Now with the certificate installed you can now access http://owa.ucop.edu and the use the Entourage
client to access your ucop.edu email, without the annoying pop-up screens. Also other browsers, such as
Firefox and Internet Explorer can now use http://owa.ucop.edu as well without the pop-up screens

warning about the security certificate.
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Emptying Deleted Items in Entourage

If you are using Entourage throughout the day to send and receive messages or update your calendar you
may want to clean up your space as you work.

T,

| il |

| |
1) From the Navigation pane, select MAIL _——

2) Inthe Folder list, press [control] and click the DELETED ITEMS folder
A Quick menu appears, From the Quick menu, select ‘Empty 'Deleted Items'
.' Entourage File Edit View Message Format Tools Window Help #

8eo0e6 Mail
ﬂm ] ‘ i Lél‘dew = Reply Flag = Junk @&ndﬁ
Eﬂl | -'“';_ | Deleted Items :
Mail  Address Calendar % bl % 1 @] From Subject Conversation
Book

/ ‘ ‘ |":__'_| ‘ ‘ e~ J

l P;s I Tasks IProject

Center

w

dlll Hide Folders

v hé' Folders on My Computer

Apply Junk E-mail Protection
>

& Inbox

LE| Drafts

I"i"l Outbox

& Sent Items

L@ Celeted Items

Eﬁ Junk E-mall

| calendar

[¥] Address Book
¥ [ cnris shipley

e 1nbox

KS orafts ”

K sent 1tems
> " Deleti L)

b@ Junk E HEIP

&zl calent Open...

K contal  pgarie Al as Read

K= chris ¢

ksl Hei§ Categories
" :g ::;C] Projects
» kg Publll  New Folder...
FGd Mall views

Find

Delete Folde

Synchronize Now
Empty Cache

Sharing
Folder Properties

Empty 'Deleted Items'
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3) A confirmation dialog box appears, Click EMPTY. Note: You may want to select the option

“Don’t show this message again”, once selected, when emptying your “deleted items” folder this
dialogue box will disappear.

Are you sure you want to empty the 'Deleted
Items' folder?
L)
= Entourage will permanently delete all messages and

subfolders in the folder.

r

! Don't show this message again

. Cancel
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Entourage 2004 - Archiving Information
About Archiving

You can export items such as mail messages, tasks, contacts, notes, and calendar events from Entourage
into an archive file (.rge extension). This allows you to store information in another location and remove
it from Entourage or to make a back up of your Entourage information without removing it.

Important: When making back ups and archives, keep the following in mind:

e Groups, notes with multimedia elements and category information for all items except contacts
CANNOT be exported.

e When exporting messages stored on a mail server, the entire contents of the message can only be
exported if it has been downloaded from the mail server.

o Even if you delete items after exporting, messages stored on the mail server will NOT be
deleted.

Archive or Back up Entourage information

i Entourage Qall38 Edit View Message Foi

r )
1. Empty all Deleted Items folders to ®06 . Project Gallery... T3P |
avoid getting items you do not want. . = g
(CLICK HERE) =4 | = New >
> | 2= Open... ®0 |
“ial :-Mdm, Open Other User's Folder...
Book Close HW
2. On the File menu, click Export. / w EST 95
— L = L= J‘:"-.b
Notes  Taskl  Save As Custom View...
| Save As Web Page...

4lll Hide Folders

= Revert
¥ ko Folders on My |
& Inbox Import...
EE| Drafts Export...

I'*—i‘l Outhox _ .
5 sent items Share a Project...

(5 Deleted Itg Subscribe to a Project...
Eﬁ Junk E-ma

|&E| calendar Page Setup...
Print One Copy 3P
[:_-] Address Bt \

Primt P
Print... dh |

k4 E Chris Shipley

“ Inbox ?
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3) Click Export items to an Entourage archive and select the items that you want to
include. Under Archive the following item types, select the types of items that you
want to include and then click the right arrow to continue. Click right arrow to continue

r

[ HaNA Export i

Export @

What would you like to export?

") Local contacts to a list (tab-delimited text)
E’l Items to an Entourage archive

: Items that are in the category:
@ All items

Archive the following item types:

E hail @ Local Contacts E Local Calendar Events
@Tasks [21 Motes Project Files

MNote: You can also export Entourage items by dragging them to the

Deskrtop.
|

4) Choose whether or not you want to delete the items that you are exporting and then click
the right arrow to continue.

To continue, click the right arrow.

r

8ann Export R

Delete Archived Items? @

Do you want to delete items from Entourage after they are
successfully archived? If you are backing up a completed project and

no longer need immediate access to the items, you may want to
delete them from Entourage.

@ Mo, keep the items in Entourage after they are archived

: Yes, delete items from Entourage after they are archived

To continue, click the right arrow.

e
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5) Enter a name, default is Main Identity.rge, however you may enter anything for the
filename, for the archive file and a location (ex: Desktop) to store it and then click Save.
Note: Click the blue arrow to the right of the filename field to extend to column view, as seen
below. o — .

Save As: Main Identity;.l'.ge

CIDRE [ Desktop M @seard

% Network F
__; Macintosh HD

/2 shipster

/A Applications
9 Documents
[y Movies

& Music

[ Pictures

Il a
LRE S

_ 1
Utilities

(" New Folder ) (" Cancel ‘

6) Once complete you will receive confirmation that the export has finished.
Select Done.

enn Export

Export Completed @
-

Entourage has Anishzd exporting your data.

g 4 b
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Restore Entourage information from exported archive file (.rge)

1) On the File menu, click Import.

€% Entourage

8eoe6
=k

Mail Add
B

Tas

Motes

dlll Hide Folders

FIW Edit View Message Format
Project Gallery... {+ 3P Mail
New > 2 W
Open Message H0
Close BW E—

fived  Mew
Save 365
5ave As... L
Save As Custom View...
Save As Web Page... I stake
Revert B

and Blackt

Inbox (!
Drafts
Outbox
Sent Iten
Deleted 1
Junk E-m

&G OV Ee e

b ﬂ Exchange

> |' Inbox

hﬂ Drafts (1

’ Kl 1im Powell
Snwanct FOMA Miceacnft Cao

Export...

Share a Project...
Subscribe to a Project...

Page Setup...
Print One Copy
Print...

F@ Sent Items (3)

ke

st and Blackk

3P Iz and Blackt
dEP
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2)  Click Import information from an Entourage archive and then click the right arrow

to continue.

mport

Y

3) Locate the .rge folder that you want to import and then click Import. In this example, in
step #5 under archiving (CLICK HERE), the file was exported to the Desktop. Once the .rge
file is selected, click Import.

rﬁ 0 Import
Choose the Entourage archive you want to import:

(«]»]) (= iﬁ] @ Desktop |"$'i (Q,search
% Network B Main Identity.rge N P
_ Macintosh HD
i:ﬁ HOMES

A% shipster
A Applications

' Documents
[y Movies

& Music

[ Pictures

| Utilities

F TR
| Mew Folder |

-

Name Main
ldentity.rge

Size 5.8 MB
1 Kind Microsoft |

( Cancel )
F
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5) Once complete you will receive confirmation that the export has finished.

Select Done.
'e ala

Import

Import Completed

Entourage has finished impaorting your data.

@

5) Once complete you will see the imported folder in
your personal archive folder (Folders on My Computer),
see screen shot to the right.

“Dane

413 |p
T ]
= | | B

Addresz  Calendar

I
i
1

Motes Tasks Project
Center

4lll Hide Folders

v I’él Folders on My Computer
g:l Inbox

k8 ODrafts

4
g Outbox

@ Sent Items
L Deleted ltems

[£5] Address Book
¥ E Chris Shipley
kel Inbox
Drafts
Sent Items
Deleted Items
||@ Junk E-mall

f&= calendar

& hE

I@ Cantacts

Page- 24 -



Manually Archiving using drag & drop

This method can be used for immediate or as the process for archiving emails to the local
archive file (.rge). This process is just a drag and drop approach. Select the emails you
would like to archive, to select multiple messages, hold down the Apple Key or 3 key and
select the individual messages you are needing to archive. Once selected drag and drop the
messages into “Folders on My Computer”. In this example we are moving emails from our
exchange Inbox (emails labeled UCOPNews) over to a local archive file (.rge), Folders on
My Computer Inbox. Note: You can create additional folders for organization in your
local archive file.

8006
Em,‘ll-— ‘ __E{:New*ijeplvﬁL__?]
>N | 4 uif'§ ; ifnhcx
Nail - Addees Calerdar %= %1 [#] From
( i | f._.n L-Soft list server...
=" [[PI Hn ‘ | = UCOPNews
== N — = LICOPNews
Notes  Tasks  Project / UCOFNews
Center - Lissa Buzzelll
4lll Hide Folders / [ e g
¥ gy Folders on M k= 1 Dion Hudson
[ﬁ-l Inbox L_-l Lissa Buzzelll
L) Drafts b UCTPNews
i-, Outbox h Lissa Buzzelll
& Sent Items k—-' Glenn Lejana
ki Deleted Items
Eﬁ Junk E-mall
|FE| calendar
[i5] Address Book
v ﬂ Chris Shipley
I' Inbox
k| Drafts
f&) sent Items
& Deleted items
i3 Junk E-mall
k=] calendar
H&=) contaces
K2 chris stuff
> K2 1rac info
k2 Mac
K2 eCHep
> Ko software
> K2 sync issues
k= Trash
L Fg Public Folders

> 51 Mall views

11 items displayed, 4 selected
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Checking your Exchange Mailbox Folder Size

b Folders on My Computer . .
- With Entourage open, select your exchange mailbox,

& Inbaox ) . .
63 orans right click and choose Properties, then select the Storage
& outbox Tab, give it a moment to calculate all folder sizes and
& sent 1tems also the Total Size (circled in Red). The default mailbox
K Deleted Items quota size is 150Mb or 150000K. If you notice your
g R mailbox sizes is over or near the quota size, please
Calendar H
[¥5] Address Book archive.
v Chris Shif r -
"' wr :nnmc HE||J Folder Properties: chris.shipley@ucop.edu
K& orare Open... ———————— General | Storage | Permissions
K5 sentl  Edit Account
> bﬁ Delet Folder name: chris.shipley@ucop.edu
:% Junicy New Folder... ” Size {without subfolders): 0K
Calent
=3 contal Empty ‘Deleted Items’ @bfﬂldemr E

chris!  Synchronize Now

il

[ Subfolder 4] Size Total Size

» P@ IR&LC ] Empt\,r Cache Calendar 152K 152K

»> P@ FC Hel . Chris Stuff BAK BaK

| 2 '@ Softw Sharmg = Contacts 9K Sk

> P@ Sync Deleted Items 1834K 1834K

> P@ UCaP P Deleted Items:List Serv 0K oK
Drafts 7K 7K

[ 2 g Public Folders - T T

P O Mall views IR&C Infa 201K B159K
IR&C Info:Active Directory Bk 282K
IRELC Info:Active Director... 276K 276K
IR&LC Info:Blackberry:PDA 201K 201K
IR&LC Info:Exchange:Outl... 4755K 4BTEK
IR&C Info:Exchange:Outl... 124K 124K
IR&C Info:Images:Ghost 9K 9K 4
IR&C Info:Kalser 2K K v

( Cancel ) 6—“—;

Page- 26 -



Sharing your Inbox and\or Calendar in Entourage

This part of the documentation, is for sharing out your exchange mailboxes or calendar
for viewing by other UCOP employees. Entourage supports the sharing and adding of
additional mailboxes just the same as Outlook does on the windows platform. However the
settings in the advanced tab must be set, otherwise the calendar free/busy information will not
be available when scheduling events, etc. Also the LDAP server settings need to be specified
for Global Address List (GAL) lookups for other employees, groups, etc.

Public Folder Settings:
The Public folder server needs
to be set as: owa.ucop.edu/public
Also, make sure SSL is
checked as well.

Directory Settings
LDAP Server:
p-irc-dcOl.ad.ucop.edu
(Note: the previous documentation set the
Idap server as irc-nts31.ad.ucop.edu; this
server will be taken offline in the future)
Also can use these below as
well:
p-irc-dc02.ad.ucop.edu
p-irc-dc03.ad.ucop.edu
Also, make “This server
requires me to log on” is checked.

Edit Account

Account Settings | Options | Advanced | Delegate Security -

Public Folder

Public folders server: | owa.ucop.edu/public

This server is also used for free /busy information.

E This DAV service requires a secure c

" Override default DAV port: 443

ettings

LDAP server: | p-irc-dc0l.ad ucop.edu
This server requires me ta log on

|| This LDAP server requires a secure connection (S5L)

|| Override default LDAP port: 3268

Maximum number of results to return: 1000

Search base:

.;' Cancel “,'I { OK }

Once these settings are in place, you will be able to view other UCOP employees’ calendar
free/busy information as well as search the GAL (Global Address List) for other users and

groups.

The next few steps will be showing you how to share your “inbox” and “calendar”, however you
may share any mailbox, contacts, tasks, etc.

Page- 27 -



Step 1) In Entourage, Ctrl + click your “Inbox” folder ¥ [ christopher Shipley l |

and choose “Sharing”. (Note: Ctrl = control key). I o Hel
ko ora P
KJ sen  Qpen...

I& oel  Mark Al as Read

k& oun Apply Junk E-mail Protection
Categories >
Projects |

Kd soft  New Folder...

K2 uc Delete Folder
Bg Publ  Synchronize Now

>
2
[ k= tedt Find
2
>
> &0 Mallvi Empty Cache

Folder Properties

Step 2) Next you will get the Folder Properties i Folder Properties: Christopher Shipley
window, make sure the Permission tab is active
and select Add User. ! General Storage | Permissions }—————
MName Level
Annnvmnus MNone
Default None

| Remove @

Parmission Level: Mone

Create [tems Folder Owner

Read ltems Folder Contact
Create Subfolders Folder Visible
Edit Items: Delete Items:
E Mone E None
") Own ) Own
Dall )l
( Cancel )1 ﬁ
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Step 3) Next will be the select user screen, select the option of Advanced in bottom right
corner.

i Select User

| Find

| Name & E-Mail Job title

Type a user name in the box, click Find, and then click OK.

(" Cancel ) OK

BN

Advanced

Step 4) Next in the Advanced window type in the
UCOP domain (ad.ucop.edu) and the Account ID
of the user you are wanting to share your inbox with.
(Note: the account ID is First Name Initial, first 7
characters of last name, total 8 characters). Select
what type, User or a Security Group. Select OK. Domain: ad.ucop.edu

To access a specific Active Directory entry,
enter the domain, account 1D, and account

type.

(Note: You can add more than one user or group Account ID: | dyamamoto

into your sharing, just select Advanced again, and Type: @ User

add the additional user(s) or groups.) O Security Group

I:: Cancel :,I E—GK—;
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Step 5) Next, select the permission you want the user to have, below is explanation of all. (In

this example | set permission for user Folder Properties: Christopher Shipley
(dyamamoto for Reviewer, with this permission
set, Daryl can view my inbox). Once permission {_General _Storage | Permissions }
is set for one or all users, select OK.
MName Level
ad.ucop.edutdyamamoto Reviewer
: . Anonymaus None
With '.:h'.s Default MNone
permission level
(or role) You can
Crwiner Create, read, modify, and delete all items and files, and Owner
create subfolders, As the Folder owner, vou can change Publishing Editor
the permission levels okhers hawe for the Folder, (Does Editor
not apply to delegates. ) Publishing Authar Er... \'J
Publishing Editar ~ Create, read, modify, and delete all items and files, and Author
create subfolders, (Does not apply to delegates. ) Nonediting Author
Editar Create, read, modify, and delete all items and files. FerrriEaien Lol
Publishing Author  Create and read items and files, create subfolders, and Contributor |
modify and delete items and files you create, (Does not — None
apply to delegates.) || Create Items e rw——
Authar Create and read items and files, and modify and delete W] Read Items I Folder Contact
emnslendlilesionleieatet [ Create Subfolders E Folder Visible
Contributor Create items and files only, The contents of the folder
do not appear, (Does not apply to delegates.) Edit Items: Delete Items:
Revi Read it d fil .
eviewer ead items an les n:.nnv @ None @ None
Custom Perform activities defined by the Folder owner. (Does = =
not apply to delegates. ) \_J Own L) Own
MNone ‘fou have no permission, You can't open the Folder, S All S All
( Cancel ) E 0K
. v ﬂ Christopher Shipley
Step 6) You can setup sharing on your calendar as well, Ctrl Ky tnbox
+ click your “Calendar” and choose “Sharing”. (Note: Ctrl = K5 orafts —
control key). Follow the same steps from Step 2, for adding ki sent ttems
users and setting permissions. K& Deleted items (58) %
I\-@ Junk E-mall i
&=l cater—-- ——
B cony  Help
= Chris
. = oy OPEN-..
ofty
= New Calendar Event
> = Syng
. @ Tech  New Folder...
* = UC9l New Calendar...
I= kg Publl
> &) Mallvied Delete Calenda

Categories >

Synchronize Now
Empty Cache

Folder Properties
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Adding “shared” Mailboxes or Calendars to Entourage

In this part of the documentation, we will explain how to add additional “shared” mailboxes and
calendars to the Entourage client. Prior to adding the additional mailboxes or calendars the
permissions need to be set, also the advanced settings in the account setup need to correct for
the sharing to work effectively. Please see the section prior to this “Sharing your Inbox and\or
Calendar in Entourage”.

Step 1) In Entourage, go to Entourage and select Account o e
Settings. About Entourage

Online Registration

Preferences... 3,
Account 5ettings...

Work Offline
Turn Off Office Notifications i
Switch Identity... TEQ
| Services >
dlil e
Tq' Hide Entourage ##EH |
Hide Others LHEH |
Show All
Quit Entourage x#q |
Step 2) Highlight your exchange account and select Edit, ? 66 : SRS
or just double click your exchange account. 4 New v [ edit [ Delete [ Make Default

—[ Mail | Mews = Directory Service = Exchange 1

I cnristopher shipiey (Exchange)
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Step 3) The Edit Account is screen is now open, need to select the Delegate tab. Then under
the “Users | am a delegate for”, select the “Add” button.

Edit Account

Account Settings | Options | Advanced | Delegate | 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
Parmissions tab.

(ﬁdvanced...)- 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... @ Remove

t: Cancel ) m

Step 4) The select user window will appear, type in the users’ name of the shared mailbox or
calendar, and select Find. Once the users name is found, highlight and select OK.

r

-
Select User
| Name & E-Mail Jab title
Daryl Yamamoto

Daryl.Yamamoto@ucop.edu Computer Resource Spedalist 11

(Cancel)
4
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Step 5) You can also use the Advanced button in the bottom right to specify the name, email
and server address.

r

Advanced Settings

Name: Users name (first last name)
Email address:

. Mame: Daryl Y t
firstname.lastname@ucop.edu kel (AL
Server address: owa.ucop.edu E-mail Address:
Make sure SSL is enabled (checkmark)

User's ldentity

daryl.yamamoto@ucop.edu

Server Options

Once done SeleCt OK Server address: | owa.ucop.edu

You may also enter Qutlook Web Access server address,
such as http:/ /mail.example.com/exchange/

E Requires a secure connection {uses 55L)

| Owerride default port 443

( Cancel _:l E—BH

Step 5a) If Entourage is having problems connecting to the users’ calendar; you
can enter the full path to the users’ mailbox to resolve the problem

(owa.ucop.edu/exchange/firstname.lastname). Once done, select OK.

Advanced Settings

User's ldentity

Mame: | Daryl Yamamoto

E-mail Address: | daryl.yamamoto@ucop.edu

Server Options

Server address: | owa.ucop.edu/exchange/daryl.yamamoto

You may also enter Qutlook Web Access server address,
such as http:/ /mail.example.com/exchange/

E Requires a secure connection {uses 55L)

| Owerride default port 443

( Cancel _:l H(-—;
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Step 7) In the Delegate tab, you should
see the users name specified in the last

few steps; select OK.

Step 8) Back in the main Entourage
window, select the Mail icon at top, you
will now see the additional users
mailbox listed (circled in Red). Note:
Depending upon the permissions set,
the list of folders will vary, Inbox,

Edit Account

Account Settings | Options

Advanced | Delegate | Security

My Delegates

The following delegates can send items on your behalf. To grant permission to

Permissions tab.

Calendar, Contacts, etc.

L S
m=

.Address talendar
Book

/v = ‘:ﬁ

Notes

—_

Project
Center

. Tasks

4lll Hide Folders

hd ‘ Folders on My Computer

Inbox

Drafts

Outbox

Sent [tems

Deleted Items

Junk E-mall

Calendar

Address Book
ristopher Shipley

Inbox

Drafts

Sent Items

Deleted Items (67)

2D g M H &S TErGTe

-
=
3
=
m

&=l calendar
M=) contacts

K= chris stuff
P@ Software
h@ 5ync Issues
I\'@ Tech Desk
K= ucop info
W Public Folders

3
=,

4|y Y YYY

E daryl yamamaoto

&=l calendar

others to access your folders without also giving them on-behalf privileges, go
to the Properties dialog for each folder and change the aptions in the

_ Fu:'|~';|_=5 ons

Users | am a delegate for

¢ Add.. )

Remowve

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:

daryl yamamoto <daryl.yamamotod ucop.edu>

Advanced... ) [ Add.. Remuove
v <

r Cancel } G—ﬁ&—;

Step 9) Also if you click on the Calendar icon at top, you will

see the additional Calendar listed. Note: If the calendar
permissions has not been given or set, the calendar will not be
listed, reviewer permission is the minimal requirement.

_-'__|,h I
DL .
- Mail ;E\ddress.
Book
/v = R
Notes Tasks Project
Center

4lll Hide Views

|F calendar [On My Computer]

| Calendar [Christopher Shipley]
H@l Calendar [daryl yamamoto]

» O Calendar views
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Tips

o If you need to refer to information stored in an archive temporarily. Create a new identity and
import the information into it. Then, when you are finished, you can simply delete the new

identity.
o If you want to explore the contents of an archive, CONTROL+click the .rge folder and then click

Show Package Contents.
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