squalio*
Pasto srauto valdymas Outlook 2014
Pasto srauto valdymui galimi frys pagrindiniai budai:

1. Kategorijos pagal spalvas;
2. Taisyklés ir aplankai;
3. LaisSky isskyrimas vizualiai.

I bidas- laisky kategorijos

1. Pasirinkite parinktj Categorize ir paspauskite All categories...

Send/Receive  Folder  View @ Tellmew
= P a T Ignore x @ @1 E'} 7 Meeting B Miove tar 7 & To Manager ¥l Move~ g {31 Unread/ Read 4% New Group Search People | F‘.
o
o b = 5 - Clean Up - e o (; . ')d 2 Team Email v Done =L e . 5 Browse Groups £ Address Book =
ew  New lew < Archive  Reply Reply Forward [ . oz ign e are
Ermail ltems Meeting | &9 Junk~ Al B More 2 Reply & Delete  # Create New 7| MioneNote poficy~ [* Follow Up~ Y Filter Email ~
Mew TeamVie... Delete Respond Quick Steps [ Move Tags Groups Find Add-ins A~

2. Esant poreikiui pasirinke norimq spalvq ir paspaude Rename galite pervadinti spalvas, pagal kurias
skirstysite laiskus. Pervadinus spalvas spauskite Ok;

Coler Categories x

To assign Color Categories to the currenthy selected items, use the checkboxes next to each category.
To edit a category, select the category name and use the commands to the right.

Name Shortout key Mew...

[ 1100 i
-
i =
%. :—.= - s
[T o v
Sharteut Key:
None)

o] e

3. Norédami laiskui priskirti kategorijg spustelkite desinj pelés klavisg ant norimo laisko ir pasirinkite

kategorijg
e e e o
All Unread ByDate ~ HNewsst + | —
4 Today =
LF=C Y 3
= . 206
- ey B Con Ta
&2 Quick Print
ai R Redly 5:37 |
=i &2 RepiyAll
_Q' Forward B
i 517 .

Mark as Unread

" P> Follow Up » . i {
i *= 5 Find Related * W Green Category
b] Quick Steps » [ Red Category
Tl | = Rules » [l Omnge Category
=
W Move » [ PurpleCategory
=y Q OneNote Yellow Category
4 lgnore B Al Categories...
& lunk » Set Quick Click...
EES: x Delste 0:20
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4. Paieskos meniu pasirinkus paieskg pagal kategorijg, bus rasti tik tai kategorijai priskirti laiskai;

Search sou want to do
p 1 7 Current Folder (4 =! | E £ This Wee
=t | — Subfold - “ ! = Sent To -
Al [ SR From Subject  Has R 13> 12
Mailboxes Maitbax = All Outlook Htems Attachments. = (=1 Unread
Scope Results
4 Favorites 0 |fse ‘
Inbox 8 All Unread

Junk E-mail [9]

4 Today
Nl

Sent ltems

Drafts [10]

Deleted Items 350

For Follow Un 671 [ S0 S

Il bddas- skirstyti laiskus j aplankus pagal siuntéjg

1. Paspauskite desinj klavisg ant Inbox ir pasirinkite parinkti New folder. Pavadinkite aplankg pagal
siuntéjo vardg, el. pasto adresqg ar pan.;

do

= ...l_||__.‘ E T Ignore g [P Movetar? G ToManager 2 Move g €3 Unread/ Read | 45 New Group Search People ﬂ-
N = N Tagentp- T8 - | € i “Tesii Eivail ' Done Shuess = MliColegorze- | P BrowseGroups | [ Address Book
lew  New lew elete Archive Reply Reply Forward 7 - = ign tare
Email tems = | Meeting | S Junk~ All Emore |G Reply & Delete  F Create New * | MioneNote pojicy - [ Follow Up~ Y Filter Email =
New  TeamVie. Delete Respond Quick Steps B Move Tags Groups Find Adddns |~
> | search Akvite P [cunentFolder +| | Reply EaReply All 3 Forward

Inbox 7

Akvile ByDatew T = i 72T
4 Last Week =l e

v
Akvile Barauskaite |

2. Meniy juostoje pasirinkite File ir paspauskite ant Manage rules & alerts;

©

Account Information

Open & Bxport

e
‘l./) Microsoft Exchange

reeT—

Save As.

Save Attachments
Account Settings
Prin S
Account ®  Accessthis account on the web.
Settings -
Feedback
St 0 o .
Automatic Replies (Out of Office)
Options (2 Use automatic replies to notify others that you are out of office, on vacation, or not available to
Automatic | respond to email message
s Replies
= Mailbox Settings
=4 Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools ‘
“ 989 GBfree of 99 GB
a Rules and Alerts
: e Bslesand messages, and receive updates when
Manage Rules || items are adled, changed, or removed.
Al

|~ | Manaae Add-ins
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3. Pasirinkite parinkt] E-mail rules ir paspauskite New rule;

Rules and Alerts Pt
Email Rules  manage Alerts

EE_: ﬂew Rute..l Change Rule~ EE] Copy... 2% Delete & ¥ Run Rules Now... Options
| Rusle (applied in the order shown) | Actions
Select the New Rule” button to make a rule.

Rule description (click an underlined value to edith

I:‘ Enable rules on all messages downloaded from RS5 Feeds

| oK | | Cancel Apply

4. Pasirinkite Move messages from someone to a folder (1). Anframe zingsnyje pasirinkite is kieno
gaunamus laiskus perkelti (2) ir j kurj aplankg (3);

Rules Wizard b {
Start from a template or from a blank rule
Step 1: Select a template

Stay Organized :
s
Move messages with specific words in the subject to a folder
Move messages sent to a public group 1o a folder

[* Flag messages from someane for follow-up

i | Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

. Display mail from someone in the New ftem Alert Window

L & Play a sound when | get messages from someone

Send an alert to my mobile device when | get messages from someone
Start from a blank rule

Apply rule on messages | receive
7 Apply rule on messages | send

Step 2: Edit the rule description (click an underiined value)

move it to
and stop pro

Example: Move mail from my manager to my High Importance folder

Cancel « Hack Next > Finish
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5. Spauskite Next;

Rules

Which condition{s) do you want to check?
Step 1: Select condition(s}

specific words € subject
[1 through the specified account
[] sent only to me

[] where my name is in the To box
] marked as importance

] marked as sensitivity

] flagged for action

["] where my name is in the Cc box
[T where my name is in the To or Cc box

[T where my name is naot in the To box

[] sentto peaple 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 category category i

Step 2: Edit the rule description (click an underlined valueg]

Apply this rule after the message arrives
from people or public group

Cancel || = Back ||' Mext = || Finish

6. Vélspauskite Next;
Rules Wizard x \

What do you want to do with the message?
Step 1: Select action(s)
¥ stop processing more rules A
W move it to the specified foldes
] assign it to the category category
[ delete it
_| permanently delete it
] move a copy to the specified folder
] forward itte people or public group
_| forward it to people or public group as an attachment
redirect it 1o people or public group
| have server reply using a specific message
_| reply using a specific template
] flag message for fallow up at this time
(] clear the Message Flag
| clear message's categories
1 mark it as impantance
[ printit
] play 2 sound
1 mark it as read v

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from Sme e
moveit to the S anammm folder
and stop processing more rules

Cancel
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7. rasykite taisyklés pavadinimag (1);

Pazymeékite Run this rule now on messages already in Inbox, kad perkeltu | tg aplankg jau esamus
to siuntéjo laiksus (2);

Spauskite Finish (3);

Rules Wizard X

Finish rule setup.

Step 1: Specify a name for this rule

Step 2: Setup rule options e

IEI Run this rule now on messages already in "Inbox™ I

[] Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dlick an underlined value to edit)

Apply this rule after the message arrives

from

move it o the Gt a s folder
and stop processing more rules

Cancel < Back Naxt > |

Il bOodas- isskirti laiskus vizualiai

1. Paspauskite ant View ir pasirinkite View settings;

Home  Send/Receive  Foider |G| @ Tell mewhat youwanttodo

d? v [ Show as Conversations E .E!)gm & From S1o HH Categories - ;l]::f::z:; L-E rr"u
tha" o =t wersation Setting s’lmgew’ Flag: Start Date | Flag: Due Date 16 Size B subject % 4~ Expand/Colapse - ;ﬂ‘dw R;admg T§'D° ZEDPIE R;Jm'zdevs Ds:;ﬂ ‘;' Ry AHC::‘R
urrent View Messages Arrangement Layout Peaple... ‘Window ~
2. Pasirinkite Conditional formatting;
Advanced View Settings: Compact >
Description
| Columns... | Importance, Reminder, lcon, Flag 5tatus, Attachment, Fr...
I 1
| Group By... | Mone
| Sort.. | Received [descending)
| Filter... | off
| Other 5ettings... | Fonts and other Table View settings
[ Conditional Formatting... I User defined fonts on each message
| Farmat Columns... | Specify the display formats for each field
Reset Current View QK | | Cancel
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3. Spauskite Add ir pavadinkite savo taisykle. Paspaudus ant Font, nustatykite kokia spalva ir Sriftu bus
iSskiriami laiskai ir spauskite Ok;

Condrtional Formathing e

Rules for this view:

Z Unread messages | Add

E Unread group headers
] submitted but not sent |_l.‘-.~;!;e

Z Expired email

Z Overdue email
7] Messages in other folders Maove Up

. Moy Dawn

Properties of selected rule

Mame: Enﬁt}ed

E Font... |11 pt. Segoe Ul

oK | | Cancel

4. Paspauskite Condition...;
Conditional Formatting #

Rules for this view:

L] Unread messages Add
Z Urnread group headers
[-] submitted but nat sent |
] Expired email e
z Cwverdue email
Z Messages in other folders Mowe Up
E Site Mqi_lbux document pending uploa

[ Untitled Maove Down

Properties of selected rule

Name: | Untitled ]

Font.., |11 pt. Segoe Ul |

| Condition...

ok | | Cancel
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5. Paspauskite ant From ir pasirinkite, is kuriy Zmoniy gautus laiSkus norite iSskirti ir spauskite Ok;

Filter P

Messages Mare Choices  Advanced

Search for the word(s)h |

In: | subject field only

|:| Where | am: [the only person on the To line

Tirne: | none | [Any‘t’tme

o || | EE

[ o | concer || cesean

To siuntéjo laiskai pasto dézutéje dabar bus iSskirti ta spalva ir Sriftu, kaip nustatéte taisykléje;
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