Enabling (or disabling) HTML/Rich Text eMail Messages

If you want to send fancy formatted emails (messages with different text sizes or colors, formatting, or
inline pictures, you need to make sure you are sending messages in HTML or Rich Text Format

Apple's Mail.app

enn Composing

Composing:
Message Format: [ Rich Text

Check spelling as | type
7 Automatically | Cc: B myself

Addressing:

gAutomatically complete addresses Configure LDAP...

EWhen sending to a group, show all member addresses

"1 Mark addresses not ending with @apple.com, @mac.com

Send new mail from: | Account of last viewed mailbox

Create Notes & To Do's in: | Account of last viewed mailbox l-ﬂ

Responding:
[T Use the same message format as the original message
Respond using Rich or Plain Text
E Quote the text of the original message
M Increase quote level
When quoting text in replies or forwards:

(O Include all of the original message
@ Include selected text if any, otherwise include all @

To get to this window, start at the Mail menu (to the right of the Apple Menu) and choose Preferences
-> Composing. Then click Composing.
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Microsoft Enourage

¥ General Preferences
@ General
Address Book
To Do List
Calendar
Fonts
Spelling
Notification
Security
Sync Services
Spotlight
© Feedback
¥ Mail & News Preferen...
@ Read
©® Reply & Forward
@ View
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General

g Automatically check names when sending messages
g Search directory services when addressing messages

g Save copies of sent messages in the Sent Items folder

W] Show HTML Formatting toolbar in the M Composition wind

Mail format: News format:

Attact

Encode for: | Any computer (AppleDouble) 1]

D Compress attachments in ZIP format
SAppend file name extensions
g Send attachments to Cc and Bcc recipients

Recent Addresses

g Display a list of recently used addresses when addressing messages

(G o)

To get to this window, start at the Entourage menu (to the right of the Apple Menu) and choose

Preferences. Then click Compose.
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