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NOTE: This Help Guide is only supported for MAC OSX 10.4 or later. 
 
 
1. Open Entourage by either clicking on 

the Entourage icon located on the dock.  
If the icon is not available on the dock, 
open your Macintosh Hard disk and 
navigate to /Applications/Microsoft Office 
2004. 
 

 
 

 
 

2. Click on the Entourage Menu and 

select Account Settings. 
In the Accounts windows Click New and 
Select Exchange… 
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3. In the Account setup Assistant Click 
on the Configure account manually 
button (located on the right hand corner) 
you will be asked to fill in the missing 
information, in the Domain field type 
Root.  In the Exchange Server field type 
accdmail0.  
 
NOTE: You can retrieve your password 
from the Employee tab in PALS. Login to 
PALS and click the Employee tab, in the 
Welcome to PALS Web Services 
channel, click Welcome to PALS Web 
Services. Click Employee, under 
Personal Info, select Email Password. 
If you need assistance contact Support 
Central at 485-0555 
 
 
  

4. When complete you will notice a new 
entry in your exchange tab.  Open 
Entourage. 
 

 

5. Your Exchange email will be shown as 
another email account entry (example 
shown below) expand the Exchange 
folder to view your Inbox, Sent Items, Etc.   
 

 

 


