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Notes

0 CORTADO

© Copyright
This document is the intellectual property of ThinPrint AG. This document may be copied in whole or in
part, provided this Copyright notice is included in every copy.

® Registered trade marks
All hardware and software names mentioned in this document are the registered trademarks of their
respective companies or should be regarded as such.

Safety warning

All ThinPrint products are pure software solutions. Please note the safety warnings in the technical docu-
mentation from your hardware vendor and from the manufacturer of each device and component.

Before beginning installation, we recommend closing all windows and applications and deactivating any
virus scanner.

How to use this document
The following conventions are used throughout this document to represent recurring actions and text types.

Conventions

Note! Important tip, explanation, exception
SMALL CAPS Menu, command, dialog panel, option
Italic “Name” Proper name, emphasis, variable
Courier Keyboard input

- Consecutive menu or command

| Enumeration, head note

Example Example

- Procedural steps
1.
2.
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Installing Microsoft Entourage

1. Download the file entourage_mac_EN.dmg to your Mac and open it with a dou-
ble click. Start the Office Installer by double clicking it (Illus. 1).

GYe)s) () Microsoft Entourage 2008 =)
v 4 Litem, 1.57 GB available

= :
g Macintosh HD > © Office Installer <@

9 Microsoft...age 2008 »
@ Network -

lllus. 1  Starting the Office Installer

2. Confirm the next window with CONTINUE.
3. The Office Installer will start now. In the welcome window select CONTINUE
(lus. 2).

8en0e6e | Install Microsoft Office 2008 for Mac

Welcome to the Microsoft Office 2008 for Mac Installer

@ Introduction
® License
@ Product Key

® Select Destination
To install Microsoft Office, you must have the user
name and password for an administrator's account
® Install on this computer. In addition, we recommend that
® Remove you temporarily disable any virus protection

applications on this computer before you continue.

@ Installation Type

@ Finish Up

( GoBack _

2

lllus. 2 Welcome window
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4. Please read the License Agreement and click CONTINUE (lllus. 3).

6686

~ Install Microsoft Office 2008 for Mac

© Introduction

@ License

@ Product Key

@ Select Destination

@ Installation Type

Software License Agreement

English )

MICROSOFT SOFTWARE LICENSE TERMS
MICROSOFT ENTOURAGE 2008 FOR MAC

These license terms are an agreement bewween Microsoft Carporation (o based
an where you live, ane of its affiliates) and you. Please read them. They apply to
the software named above, which includes the media on which you received it, i

Online Privacy Statement m

( Go Back ) ( Continue ’_

® Install any. The terms also apoly to any Microsoft

® Remove updates,

® Finish Up supplements,
Internet-based services, and
support services
for this software, unless other terms accompany those items. If so, those terms
apply. -
By using the software, you accept these terms. If you do not accept them, 3
do not use the software. Instead, return it to the retailer for a refund or

( Print... ) ( Save... )
lllus. 3  License Agreement

4

5. Accept the license agreement by clicking AGREE (lllus. 4).

To continue installing the software, you must agree to the terms of

the software license agreement.

Click Agree to continue or click Disagree to cancel the installation.

( Disagree ) ( Agree q—

lllus. 4  Accepting the license agreement

6. In the next window enter your name (required) and your company (optional, see
[llus. 5). Proceed with CONTINUE.

6686
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Product Key

© Introduction

@ License

© Product Key

@ Select Destination

Name: {required)
@ Installation Type

Type your name and company name.

John Doe
@ Install
@ Remove Company.
@ Finish Up Your Company

How is this information used?

lllus. 5 Entering your name

v
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7. Your product identification number will be displayed (lllus. 6).
To proceed, click CONTINUE.

8en0e " Install Microsoft Office 2008 for Mac

Product Identification

& Introduction
© License
@ Product Key

Your Office 2008 product ID is:

® Select Destination

@ Installation Type If you contact Microsoft for technical support, you will be

@ Install asked for the product ID. In any Office application, you can
view the product ID by clicking the application menu (For
example, the Word menu), and then clicking the About

@ Finish Up menu item.

® Remove

4

lllus. 6 Product identification information

8. Define the destination volume and click CONTINUE (lllus. 7).

8ene | Install Microsoft Office 2008 for Mac

Select a Destination

Select a destination volume to install the Microsoft Office
@ Intreduction 2008 for Mac software.

© License
© Product Key

© Select Destination

@ Installation Type Macintosh HD
@ Install 55.6GB (4.8CEB Free)
® Remove

Installing this software requires 1.6MB of space.
@ Finish Up

You have chosen to install this software on the volume “"Macintosh
HD."

2

lllus. 7  Selecting destination

9. To perform a basic installation, click INSTALL (lllus. 8).

066 © Install Microsoft Office 2008 for Mac

Easy Install on “Macintosh HD"

@ Introduction
® License Click Install to perform a basic installation of this
software package on the volume “Macintosh HD."
@ Product Key

© Select Destination
@ Installation Type
@ Install

® Remove

@ Finish Up

2

lllus. 8  Starting the basic installation
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10. Type your password and click OK (lllus. 9).

Authenticate

Installer requires that you type your password.

el

Name: John Doe

Password: esess

P Details

Q) (Concel) @O

lllus. 9  Entering the password

11. Remove Office will search for old Office components and remove them if
needed. Start the search with CONTINUE (lllus. 10).

006 | Install Microsoft Office 2008 for Mac

Remove Office

@ Introduction

@ License

@ Product Key

@ Select Destination
@ Installation Type
@ Install

& Remove

@ Finish Up

Remove Office will search for previously installed versions
of Office, and then give you the option to remove them
from your computer. Select only the versions of Office that
you want to remove.

Office Test Drive can cause problems with purchased
versions of Office and must be removed. If any versions are
found, Remowe Office will automatically select them for
removal.

To proceed, click Continue.

Go Back

(W

)

lllus. 10 Searching for Office components

12. Proceed with CONTINUE. If no Office versions could be found, click CONTINUE
twice. If Office versions had been found, you can remove them now.
13. After successful installation close the Office Installer with CLOSE (Illus. 11)

666 /| Install Microsoft Office 2008 for Mac

The software was successfully installed

@ Introduction

@ License

@ Product Key

© Select Destination

© Installation Type The software was successfully installed.

@ Install

After you close the Office Installer, the Office Setup
© Remove Assistant opens to help you complete the setup
@ Finish Up process.

(" GoBack ) @‘_

2

lllus. 11 Entourage was successfully installed
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14. The Microsoft Office Setup Assistant opens; click CONTINUE. Now you can create
an Office identity (Illus. 12). Enter at least your name and click CONTINUE.

®0e * Microsoft Office Setup Assistant

Create an Office Identity

Address format: | United States |3 ]

@ ldentity

@ Feedback First name:* John Last name: Doe
@ Get Started { Work | Home '
E-mail: ] 1 Primary e-mail
Phone: Company:
Address:
City:
State:
ZIP code:

Country/Region:
™ Preferred address

*required How [s this information used?

Coback ) (EEOMMIER e

4

lllus. 12 Creating an Office identity

15. If you like, you can give a feedback now. Click CONTINUE to proceed.
16. In the next window Now you can learn more about Entourage, register the
product or check for updates (Illus. 13). To proceed, click FINISH.

066 * Microsoft Office Setup Assistant

Get Started

© Identity Get started with Microsoft Office 2008
© Feedback

@ Get Started
Learn More
Go online to learn more about this product.

1 Register
#( | Go online to register this product with Micrasoft.

Check For Updates
Use AutoUpdate to check for software updates.
.

(Gotece ) (Fimsh ¢
)

lllus. 13 Finishing installation

17. A Microsoft Updates window opens. Here you can adjust update settings as
requested.
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Configuring Microsoft Entourage

1. Open Entourage for Mac from the dock or from the FINDER— APPLICATIONS—
MICROSOFT OFFICE 2008— ENTOURAGE (lllus. 14).

" Entourage File Edit View Message Format Tools Window Help # o & « =
eoe Inbox — On My Computer =]
o PR : .} O
=[] 2 e 2 Ena ™ == 2, a
Mail New Reply Reply All Forward Delete Junk ! ToDo Categories ! My Day Send/Receive Search
Inbox (1)  Calendar ~ ToDelist  Sent Directly to Me
¥ ﬁj On My Computer Inbox Subject k3 Starts with 3 | Filter X
<s Inbox (1) Arrange By: Sent Newest on top T
| Drafts
A, outbox =
S5 Sent Items |- The Microsoft Entourage Team 11:58 \
§8 Deleted Items Welcome to Microsoft Entourage 2008 7/
5 Junk E-mail
Microsoft News Server
P o Mail Views

lllus. 14 Entourage opened

2. The Setup Assistant opens automatically. Close it by clicking the red circle top
left (Illus. 15).

—_—8 0O Entourage Setup Assistant

Welcome to Entourage @

The next few pages will help you get started.

If you were using another e-mail application, Entourage may be able
to import information such as messages and contacts.

‘What do you want to do?

e Start using Entourage without importing anything

C Import from a previous version of Entourage

C Import from another application

Click the right arrow to continue.

4] 1[p]

lllus. 15 Closing the Setup Assistant
3. Select the ENTOURAGE tab and click ACCOUNT SETTINGS (Illus. 16).

'Mhﬁssage Format Tools Window Help # & B <> B
(=)

A About Entourage Inbﬂx — On My Computer
Online Registration H = P} —_—
D el & = @IJ:] \‘ =1, ‘_E_l ey 2
Preferences... 2, i Reply ReplyAll Forward : Delete Junk ToDo Categories | My Day Send/Receive Search
Account Settings... =
nt Directly to Me
Work Offline Subject 3 Starts with 3 ) [Filter X
Turn Off Office Reminders Newest on top ¥
Switch Identity... $Q [
Semices 2 soft Entourage Team 11:58 \
Hide Entourage 38H o Microsoft Entourage 2008 7
Hide Others C88H
Show All
Quit Entourage ®Q

lllus. 16 Opening the account settings
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4. To set up a new account, click NEw and then CONFIGURE ACCOUNT MANUALLY
(Hus. 17).

000 Accounts [=)
—_— 5 £ =
- - El.
New Delete Make Default pgories | My Day
00 q
a1 e 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:

[ 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.

k_ Configure Account Manually ) 42 @

lllus. 17 Configuring account manually

5. Select EXCHANGE as account type and confirm with OK (lllus. 18).

New Account

Add new mail account

_> Account type Exchange 4
( Setup Assistant ) ( Cancel ) ‘-—OK—-;

lllus. 18 Selecting an account type

6. In the next window enter your Cortado information as shown in lllus. 19.

You can find your ACCOUNT ID (e.g. x12345) under the ,Personal data“ section
of your Cortado account. Confirm with OK.

Edit Account

f_ Account | Options Advanced Delegate Mail Security

Account name:  John Doe

Personal information

Name: John Doe

E-mail address:  jchn.dee@comado.com

Authentication

e Use my account infermation
> Account ID: | X12345

Domain: | cortado.com

Password: | ®**=*
gsave password in my Mac OS5 keychain
O Use Kerberos authentication

Kerberos ID: _None

Server information

Exchange server; | Nttps:/{webmail.cortado.com/exchange /john.doe@cortade.com

E This DAV service requires a secure connection (55L)

) Override default DAV port: 443

Learn about connecting to an Exchange account

(G 56D

lllus. 19 Entering account information
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7. Select the ADVANCED tab (lllus. 20) and enter the public folders server. Confirm
with OK.

Edit Account

Account Settings =~ Options | Advanced | D* 7 . I

Public Folder Settings

Public folders server;  https://webmail.cortado.com/public/john.doefcortado.com 4—

This server is also used for freefbusy information.

W This DAV service requires a secure connection (SSL)

: Owverride default DAV port: 443

Directory Settings

LDAP server:

| This server requires me to log on

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

Override default LDAP port: 3268

Maximum number of results to return: 1000

(D]

Search base:

(" cancel ) l

lllus. 20 Advanced account settings

Synchronizing Mac Address Book and iCal with the Exchange account

Using Entourage you have the possibility to synchronize your Exchange Calendar and
your Exchange Contacts with the native Mac applications Address Book and iCal.
After setting up your Cortado Business Plus account continue in Entourage as
described below.
1. Open Entourage and select ENTOURAGE— PREFERENCES in the upper menu bar
(llus. 21).

File Edit WView Me

About Entourage
Online Registration

Entourage

Preferences...
Account Settings...

Work Offline
Turn Off Office Notifications

N#Q

Switch Identity...

Services »

Hide Entourage #H
Hide Others HH
Show All

Quit Entourage

lllus. 21 Opening PREFERENCES
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2. In the PREFERENCES window select SYNC SERVICES (lllus. 22). Contacts, events,
tasks, and notes can be synchronized. Confirm your selection with OK.

Preferences

¥ General Preferences || Sync Services
@ General

Address Book h Esyn(hmnize contacts with Address Book and .Mac

To Do List

Calendar

Fonts & ™ synchronize events and tasks with iCal and .Mac

Spelling 1z

Notification

Security

DPO0OO0OO0OODOD

/ Esynchromze Entourage Notes with .Mac

@ Spotlight
@ Feedback

¥ Mail & News Preferences
@ Read
@ Compose
@ Reply & Forward
@ View

(" Cancel

Bild 22 Enabling SYNC SERVICES

From now on, all changes you make in your Exchange Contacts and your Exchange
Calendar will be synchronized automatically with the entries in your Mac applica-
tions, irrespective of the location from where you make your changes.
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