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E-pastu parsiitiSana konkrétam kolégim

Dodoties planota prombiitné, svarigi ir parliecinaties par to, ka Jums siititi steidzami e-pasti
sasniegs nepiecieSamo adresatu ari Jiisu prombiitnes laika. Outlook piedava iesp&ju parsitit visus
ienakosSos e-pastus vai arT konkrétus ienakosos e-pastus (piem., no konkréta siititaja) Jusu
kontaktpersonai vai aizvietotajam.

Lai nosiititu visus ienakoSos e-pastus vienam vai vairakiem kolégiem:

1. Atveriet savu RSU e-pastu lietotné Outlook

2. Atveriet Outlook rikjoslas sadalu “File”

File Home Send / Receive Folder View
[] fﬁ‘ "
S g p X G
x Clean Up ~
New  New MNew - Delete  Reply
Email ltems~ Meeting aig Junk ~
MNew TeamViewer Delete

3. Spiediet uz sadalas “Rules and Alerts”

Account Information
Open & Export
PNy -
o LA Microsoft Exchange
= Add Account
Save Attachments
|—’?| Account Settings
gt L] Change settings for this account or set up more
Account connections.
Settings - Access this account on the web.
Office Account https:/fwebmail.rsu.h/owa/
Options
Change
Exit ¢
Automatic Replies (Out of Office)
< Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
= Manage the size of your mailbax by emptying Deleted ltems and archiving.
Cleanup
Toals I
242 MB free of 2 GB
a Rules and Alerts
£ Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when itemns are added, changed, or removed.
& Alerts

4. Atveroties jaunam logam, izvélieties sadalu “New Rule...”
Rules and Alerts x

E-mail Rules  Manage Alerts

i Mew Rule... |Change Rule - E@any... xgelete * Run Rules Now... Options
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5. Atveroties jaunam logam, izvélieties sadala “Start from a blank rule” esoso funkciju “Apply
rule on messages | receive” un spiediet “Next”

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

Y Move messages from someone to a folder
Y Move messages with specific words in the subject to a folder
¥

Move messages sent to a public group to a folder
|"‘ Flag messages from someone for follow-up
¥ Move RS5 items from a specific R55 Feed to a folder
Stay Up to Date
Display mail from someone in the Mew ltem Alert Window
) Play a sound when | get messages from someaone
@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
| Apply rule on messages | receive |
*=] Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value}

Apply this rule after the message arrives

Cancel < Back Mext = Finish
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6. Atveroties logam “Rules Wizard”, izvélieties, kadiem e-pastiem vélaties uzstadit
nosactjumus. Ja v€laties nosiitit visus e-pastus, ko sanemat (tos, kuros esat ka saneémgejs
noradits laukos “T0”, “Cc” un “Bcc”), atzimgjiet sekojosos laukus:

e where my name is in the To box
e where my name is in the Cc box
e where my name is in the To or Cc box

Spiediet “Next”

Which condition(s) do you want to check?
S5tep 1: Select condition(s)

] from people or public group ~
[ with specific words in the subject
[T] through the specified account

sent only to me
where my name is inthe To box
[ | marked as importance
[ | marked as sensitivity
(| flagged for action
where my name is in the Cc box
v where my name is in the To or Cc box

where my name is not in the To box
[] sent to people or public group
[] with specific words in the body
[] with specific words in the subject or body
[] with specific words in the message header
[ with specific words in the recipient’s address
[ with specific words in the sender's address
[] assigned to cateqory category v

Step 2: Edit the rule description [click an underlined valug)

Apply this rule after the message arrives
where my name is in the To box

and where my name is in the Cc box

and where my name is inthe To or Cc box

Cancel < Back Finish
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7. Atveroties jaunai sadalai, izv€lieties, ko v€laties darit ar ieprieks€ja soli definétajiem e-

pastiem. Ja v€laties visus iepriek§ noraditos e-pastus nositit vienam vai vairakiem kolégiem,
izvélieties sekojoso nosacijumu:

e forward it to people or public group

Lauka “Step 2: Edit the rule description (click an underlined value)” spiediet uz pasvitrota
teksta “people or public group”

Rules Wizard *

‘What do you want to do with the message?
Step 1: Select action(s)

[] maove it to the specified folder ~
[] assign it to the cateqory category

[ delete it

[] permanently delete it

| ] move a copy to the specified folder

|w|:forward it to people or public group i
[] forward it to people or public group as an attachment

[] redirect it to people or public group

["] have server reply using a specific message

[] reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categories

[] mark it as importance

[ print it

[] play a sound

[] mark it as read

[] stop processing more rules ki

Step 2: Edit the rule description [click an underlined valueg]
Apply this rule after the message arrives
where my name is in the To box
and where my name is in the Cc box
and where my name is in the To or Cc box

forward ittn|ge-:ug|e ar Eublic group |

Cancel <« Back Finish
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8. Atveroties logam “Rule Address”, lauka “To ->” izvélieties vienu vai vairakas
kontaktpersonas, kam vélaties parsutit ieprieks defin€tos e-pastus

Kad visas nepiecieSamas kontaktpersonas izvéletas, spiediet “Ok”

Search: @Name only l::lr'.-h:urvzr:-::ulumns Address Book

zigmunds Go | Global Address List - Tija.Briede@rsulv  ~ | Advanced Find

| MName Title Business Phone |

Zigmunds Zitmanis IT departamenta direktors +37167061503 Y
o Tigurds Zarini Docents
&% Zinatne
&% Zinatnes departamenta lepirkumu nodala
&% Zinatnes departaments
&% Zinatnisko struktirvienibu vaditaji
; Zita Goldimite Tulkoianas projektu vaditdjs +37167409180
& Zita Krimina Docents
&% Zobarstniedibas fakultite
a Zofija Bundike laborante +37167454359
& Zaneta BrazdZidte Vecdkd bibliotekare +37167270790
; Zanete lizina TIF Rezidentdras dajas vadi... =37167408208
; Zanete Zalgaucka Asistenta p.i.
- Zanna Kovajova lektore +37167064420
a Zanna Martinsone Docente, vad, pétniece +37167060816
a Zanna Saldaka Biroja vaditdja +37167293837 =
£ >
To -= Zigmunds Zitmanis
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9. Atveroties iepriek$€jam logam, lauka “Step 2: Edit the rule description (click an underlined
value” paradisies visas kontaktpersonas, ko izvélgjaties ieprieks€ja soli. Ja informacija radas
korekti, spiediet “Finish”

What do you want to do with the message?
Step 1: Select action(s)

[] move it to the specified folder Y
[] assign it to the categaory category

[ delete it

[] permanently delete it

[] move a copy to the specified folder

forward it to people or public group

[] forward it to people or public group as an attachment

[] redirect it to people or public group

[] have server reply using a specific message

[] reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categaries

[] mark it as importance

[] print it

[] play a sound

[] mark it as read

[] stop processing mare rules b

Step 2i Edit the rule description [click an underlined value]

Apply this rule after the message arrives
where my name is inthe To box

and where my name is in the Cc box

and where isi or Cc box
forward it toldigmunds Zitmanis

Cancel < Back Mext = Finish
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10. Atveroties logam “Rules and Alerts”, spiediet “Apply”

E-mail Rules  Manage Alerts

;) Mew Rule... Change Rule - E|’_§| Copy.. ){ Delete ¥ FEun Rules Now... Options
Fule (applied in the arder shown) Actions A
where my name is in the To box il

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
where my name is in the To box

and where my name is in the Cc box

and where my name is in the To or Cc box
forward it to Zigmunds Zitmanis

|:| Enable rules on all messages downloaded from R55 Feeds

oK Cancel Apply
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11. Ja nevélaties izveidot citus nosacijumus, aizveriet logu, spiezot uz X simbolu augsgja labaja
sturl

E-mail Rules  panage Alerts

;) Mew Rule.. Change Rule - E|’_§| Copy.. )( Delete ¥ Run Rules Mow... Options
Fule (applied in the order shown) Actions A
where my name is in the To box i7

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
where my name is inthe To box

and where my name is in the Cc box

and where my name is in the To or Cc box

forward it to Zigmunds Zitmanis

|:| Enable rules on all messages downloaded from R55 Feeds

oK Cancel Apply
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12. Ja vélaties ieprieks uzstaditu nosacijumu atcelt, dodieties uz sadalu “Rules and Alerts” un
iznemiet keksi no attieciga nosacijuma. Spiediet “Apply”

Rules and Alerts >

E-mail Rules  Manage Alerts

s Mew Rule... Change Rule - EEI Copy... }{ Delete ¥ Run Rules Mow... Options
Rule (applied in the arder shown) Actions ~
|| where my name is in the To box !T |

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
where my name is in the To box

and where my name is in the Cc box

and where my name is in the To or Cc box
forward it to Zigmunds Zitmanis

|:| Enable rules on all messages downloaded from R55 Feeds

Cancel Apply
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