Entourage Project Center

Entourage Project Center enables you to manage a class project by collecting and helping you keep track of all of your

project information. This includes project documents, email messages, due dates and tasks that need to be completed.

Create a Project

I. From the Entourage tool bar, click on the Project Center icon. M@

Project Center
~~

2. Click the arrow next to New, then click New Project. @
N

3. The New Project Wizard window will appear. Fill in the following fields to define your project:

Name - Type in a name for your class project in the Name

rroject rroperues

field. For example, if the project is for English, you might type in

“English Project Name" i.e. English Potiki Group Project. English Potiki Group Project
Due Date: Monday, March 8, 2010
Notes to Self - Type in any notes related to your project. T T———

Due Date - Click on the Calendar icon to select the due date Name: English Potiki Group Project

# Due Date: Mon, Mar 8, 2010

of the project.

Notes to Self: [Tpicproject is worth 300

Picture - Add a picture to represent your project by dragging it palres;

on top of the picture cell Picture
Click to
pick color

Color - Select a color that will represent your project.

Color

Click on the right arrow to continue the project setup. @ ‘

Project Watch Folders - Entourage creates a project “watch” folder

that stores documents related to the project. In the Project Watch ., R —
Folders option, select whether to have Entourage alutomatlcally. English Potiki Group Project
create a folder or manually define where your project folder will Due Date: Friday, March 5, 2010
Project Watch Folders
be located.

(® Automatically create Project Watch Folders
(O Manually set Project Watch Folders:

~/Documents/Office

Finder: .glish Potiki Group Project

Next, select existing Categories and Projects to import items

Entourage: English Potiki Group Project

ﬂ‘om. Import items
, . . . F Caty : [N s
Click on the right arrow to continue the project setup. @ ‘ = ]
From Project: | None H

(Import items other than files)




Create a Project (continued)

Rules -You can define rules that will link e-mail messages to your ~—  ££2E0 Dew project Wizarg

project based on email contacts you associate to your project and

English Potiki Group Project
messages that contain defined text in the subject line. e B
Rules

For example, if you associate your project members' email

™ Associate e-mail from Project contacts

addresses to your project, all messages you receive from them will M Associate e-mail with the following subjects:
Poriki

appear in the project center window. Messages that contain
defined text in the subject line will also automatically appear in the

@j Don't apply other rules to these messages

! Apply Rules to existing messages

project center window. .

Click on the Rules checkboxes to enable this feature. ™ Add Project Watch Folder alias to the Desktop

Finder Tools - Check whether to add a project watch folder

shortcut to your Desktop. This will enable you to easily view and place files in your project folder.

Click on the right arrow twice to complete the project setup. | P | \IL‘
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The Project Center Window

The Project Center Window includes seven options for viewing components related/linked to your project. The
Overview screen displays all events, tasks, email and files linked to your project.

Project Center View Options

[“Overview | Schedule Mail  Files Contacts  Clippings  Notes |
Project Title — English Potiki Group Project Broiect Count
Due Date: Monday, March 8, 2010 — r‘oJeC oun
& Due Date s onda
4 SFeI:rtnary 21 F’Jf,.!ary 22 February 23 ‘geﬂbru‘;ryy 24 Kbr‘:n:ry 25 rF:b:uary 26 SFe‘b:uvary 27 Down
Overview of Weekly Project Events —
This Project is worth
300 points.
£[! | ®| Task - | Due Date - \
=] Potiki Character Analysis Tomorrow |
List of Tasks —5 o Teyacus e aers K'elw ’(\jloteSP _
H = Borrow camera for Potiki Project Thursday, February 25, 2010
I_l nl<ed to D Get materials and costumes for Saturday video shoot Saturday, February 27, 2010 e ate to roJeCt
Projec-t m] Start shooting video during class No due date
New & Recent Mail ¥ Recent Files. v
. . No matching items found. 3 " [#] imovie09.pdf
List of Email — List of Files —= swryboard rempie.pat
. Potiki Analysis.doc
Messages Linked to
Linked to Project
Project = =
) S. o -+ g o=
Share Backup Propert... Add Remove Watch Folders

Click Backup to | ‘ ‘

Export the Project  -Click Properties to Click Add/Remove to Click the Watch
Change the Project Setup Add/Remove Files, Folders to View, Place
Tasks, Events & Email &/or Remove Files




Add a Task to a Project

A task provides a reminder of something that you need to complete, related to a Project, such as a homework assignment or an
errand. Each task can be assigned a start date, due date, priority and an option for checking off the task once it has been
completed. Notes can also be added to the task.

To Add aTask to a Project

|. From the Entourage toolbar, click the Project Center icon. P
rojects

2. In the left panel, click on the Project Name.

P
3. From the Project Center toolbar, click the arrow next to New, then click New Task. @
N

4. The New Task window will appear. Fill in the following fields:

Task - Type in a description of the task to

com plete. ®00 [¥ Work on bibliography for Potiki Trailer o
Start, Due, Reminder Date - Click on the check =. & o9 ENESES I OF

Print  Delete To Do Projects Links
boxes to add a Start, Reminder &/or Due Task: [Work on bibllography for otk Traler

. . [ complete
Date, then click on the Calendar icon to select = e N oue e [T oo 75,7070 B
a date. W Reminder | Thu, Mar 4, 2010 | 9:00AM |
Priority: | Normal __ 3)

Priority - Select a priority level from the pop up Occurs: (OnceGnly )
menu. A priority icon will appear next to a -

Ask Alex, Anna, and Arthur for their resource list.
task with a priority other than Normal.
Occurs - Select an option for when you want a
task to recur from the pop up menu.
Notes - Use this area to type in any details
related to the task.

5. From the Tasks toolbar; click on the arrow next to Categories and select the :—Q Assign Categories...  ;
. . s EAit Categories 88,
Course that the Project is related to. None
Algebra ll
Cher;ﬂlézry
v English

ETS-I HS
P.E.
Personal

6. From the Tasks toolbar, click on Projects and verify that the project name is -
selected. (There will be a check mark next to the project name.) BRI

Create Project...

one
nglish Potiki Group Project
iCan Cafe Spring Sessions 4

7. Click on the Close button 0 O | then click Save. The saved task will appear in the

Project window.




Add a Calendar Event to a Project

A calendar event provides a reminder of a due date, appointment or meeting, related to a Project. Each event can be assigned a
start & end date and occurrence. Notes can also be added to the event.

To Add an Event to a Project

|. From the Entourage toolbar; click the Project Center icon.

2. In the left panel, click on the Project Name.

¥ 7| Projects

3. From the Project Center toolbar, click the arrow next to New, then click New Calendar Event. @

4. The New Calendar Event window will appear: Fill in the following fields:

Subject - Type in a description of event that will
take place.

Start & End Date - Click on the Calendar icon
to select a start & end date. Type in a start &
end time.

Occurs - Select an option for when you want a
task to recur from the pop up menu.

Notes - Use this area to type in any details
related to the task.

5. From the Calendar Event toolbar, click on the arrow next to Categories and

select the Course that the Project is related to.

6. From the Calendar Event toolbar, click on Projects and verify that the project
name is selected. (There will be a check mark next to the project name.)

7. Click on the Close button, ® © O |then click Save. The saved calendar event will

appear in the Project window.

®00

Culliiog

Invite Status :

[ Pick up Camera from Midkiff — Calendar =

= W

Print  Delete

~ (e

| v = §:'

Categories Projects  Links

Subject: Pick up Camera from Migkiff

Location: Midkjft

Start: | Thu, Feb 25, 2010

End: Thu, Feb 25, 2010

Occurs: [ Once Only

E Reminder

[ Travel time

#H\ | 7:15Am ), ] All-day event

= 7:30AM . Duration: 15 || minutes
)
15 ’:) | minutes T]

Bring permission form.

Assign Lategories...  #;
Edit Categories 8,

contd

None
Algebra Il
Chemistry
v English
ETS-I HS
Pk
Personal

v

Projects

~~ ‘
Create Project...

one
nglish Potiki Group Project
iCan Cafe Spring Sessions 4




Add Contacts from the Address Book to a Project

You can add contacts to your project o quickly and easily communicate with contacts that are involved with your project.

To Add a Contact to a Project
|. Click the Address Book icon.

¥ |[7] On My Computer

=5 Address Book

> |{*} Directory Services
P ) Address Book Views

2. In the left panel, click on the folder that contains the contacts that you want to add.

L db ‘f'."_"’ Company
3. Hold down the command key 3 then click the names of the contacts RamidnaHo

to add.

Cathy Honda
Ben Hood

& Lynne Horiuchi
Rachel Iha
Norma Ishikawa
Keanu Kaa
Nathan Kaawa, Jr.
Walter Kahaialii
Lori Kaheaku

I//

e e e e

. . . . IEZ0§ View Contact Format
4. From the menu bar, click Edit > Projects.... then select the project to add o
the contacts to.

Copy ®C
Copy to Scrapbook 08C

Select All %A
Duplicate Selected Items D
Delete Selected Items &
To Do >
Categories »
Create Project...

None

English Potiki Group Project

iCan Cafe Spring Sessions ¢

5. From the Entourage tool bar, click on the Project Center icon. In the left panel, click on the name of the project
you added contacts to. Click on the Contacts tab to view the list of contacts linked to the project.

[ Overview Schedule Mail Files = Contacts = Clippings Notes |

Contacts Name contains 4 ) [Filter 2
" % O & | Name §c.. |w. [H. JE. |F.
\ Doug Holt 23 do... G
\ Lynne Horiuchi Iyh... €
\ Julee Kaiyaokamalie 23... juk... C




Add a Document to a Project Watch Folder

In the Entourage Project Center; you can add any file to your project.

To Add a Document to a Project

|. Click the Project Center icon. ¥ [~ Projects

English Group Project

2. In the left panel, click on the Project Name.

p—
3 CllCl( T_he Fl'les .tab ! Overview  Schedule Ma( Files )Zontac(s Clippings  Notes ! l
. . T —

4. Click the Add button. The Add File window will appear. v

Add

5. Locate and select the file to add, then click Open.

@ ee) Add File
(To add multiple files, hold down the command key Select les to add to project
¥ then click the file names.) (<> [53 =[m) [[EDesktop ) (Qsearch
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6. The selected file(s) will appear in the Project Files

& Name 4| Date Modified

Refresh
Kind

file list. % imovie09.pdf Today 11:22 AM
‘_ Potiki Analysis.doc Today 11:12 AM
b Storyboard Template.pdf Today 11:16 AM
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