Jgalinti Perkeltas Taisykles ,,Outlook* (Internete ir Darbalaukio Programoje)
A. ,,Outlook* internete
1. Prisijunkite prie ,,Outlook* internete
o Narsykléje atidarykite Outlook internete.
o Prisijunkite naudodami savo ,Microsoft® paskyra.

2. Pasiekite Taisykliy Nustatymus

o Spustelekite krumpliaratj (Nustatymai) virSutiniame deSiniajame kampe.

3. ]galinti Perkeltas Taisykles
o Eikite j PaStas > Taisyklés.
o Perziurekite taisykliy sgrasa. Visos perkeltos taisyklés bus ¢ia nurodytos.

o Perjunkite mygtuka Salia kiekvienos taisyklés, kad jg jjungtumeéte, jei ji dar
nejjungta.
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B. ,,Outlook* darbalaukio programa
1. Atidarykite ,,Outlook* programa
o Paleiskite ,,Outlook” savo kompiuteryje.
2. Pasiekite Taisykles
o Eikite j Failas skirtuka.
o Spustelékite Tvarkyti taisykles ir jspéjimus.

Inbox - swea

©

Account Information

Open & Export

C/J swill@ad.unc.edu v
Save As L. Microsoft Exchange

# Add Account
Save Attachments

[—F Account Settings
Print aly Change settings for this account or set up more
Account connections.

Share Settings ~ Access this account on the web.

https://outlook.office365.com/owa/ad.unc.edu/

Office Account J
Change
Options
= Automatic Replies (Out of Office)
I
€ 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
L Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup i 1
Tools ~

48.2 GB free of 49.5 GB

Rules and Alerts

se Rules and Alerts to help organize your incoming e-mail messages, and receive
pdates when items are added, changed, or removed.

anage Rules & Alerts

#» | Manage Add-ins
i Manage and acquire Web Add-ins for Outlook.
Manage Add-

ins




3. ]galinti Perkeltas Taisykles

o Lange Taisyklés ir Jspéjimai matysite taisykliy sarasa.

o Pazymeékite langelj Salia kiekvienos taisykles, kurig norite jgalinti.

Rules and Alerts X

E-mail Rules  Manage Alerts

;7 Mew Rule... Change Rule - EB LCopy. x Delete Eun Rules Mow... Options
|Rule {applied in the arder shown) Actions
invoice [|—'§

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
with invoice in the subject

move a copy to the Invoices folder
except if from

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

Cancel Apply

4. Taikyti ir ISsaugoti

o Kai pasirinksite jgalintinas taisykles, spustelékite Taikyti, tada Gerai
iSsaugokite pakeitimus.



