VIA e-pasta sistémas lietosana

Darba saksana

Valodas un laika zonas iestatiSana

E-pasta sistémas izskats

E-pasta mapes, to veidosana un dzésana

Véstu]u automatiska kartoSana pa mapém

E-pasta paraksta uzstadiSana

Autoatbildétaja uzstadisana

E-pasta paradresacijas (parsutiSanas) uzstadiSana
E-pasta klientu konfigurésana

Aizmirstas paroles atjaunosana

© N O DN

10
1
12
13
14
15



Darba saksana

Lai pieslégtos Office365, interneta parlikprogramma jadodas uz https://office.com vai
https://outlook.office.com (tie$a saite Outlook epasta platformai).

Office.com majaslapa klikSkiniet uz pogas Sign in (Pierakstities). lerakstiet savu e-pasta
adresi (pieméram, vards.uzvards@va.lv), un klikSkiniet uz pogas Next (Talak).

B8 Microsoft

Sign in

vards.uzvards@va.lv

Mo account? Create one!

Can't access your account?

Next

Qh Sign-in options

levadiet savu paroli un klikSkiniet uz pogas Sign in (Pierakstities).

4 VIDZEMES
AUGSTSKOLA

< vards.uzvards@va.lv

Enter password

|3a55-.-.-orc:

Fargot my password

Sign in

IT atbalsts- datori@va.lv



https://office.com
https://outlook.office.com
mailto:vards.uzvards@va.lv

Pirmo reizi piesledzoties sistéma jautas papildu informaciju, klikSkiniet uz pogas Next (Talak).

Fd VIDZEMES
/ AUGSTSKOLA
vards.uzvards@va.lv

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

IT atbalsts- datori@va.lv

KlikSkiniet uz Set it up now (Uzstadit tagad)
don't lose access to your account!

To make sure you can reset your password, we need to collect some info so
secure. You'll need to set up at least 1 of the options below.

0 Authentication Phone is not configured. Set it up now

finish cancel

lzvélieties valsti (Latvija), ievadiet savu telefona numuru un klik8kiniet uz pogas Text me

Please verify your authentication phone number below,

Authentication phone
Latvia (+371) e

21234567

text me call me
back



No Microsoft sanemsiet SMS ar verifikacijas kodu, ievadiet to un klikSkiniet uz pogas Verify
(Verificét)

Use verification code 849439 for
Vidzemes Augstskola

authentication.

Kad verifikacija pabeigta, klikSkiniet uz pogas Finish (Pabeigt)
Thanks! We'll use the info below to recover your account if you forget your password.

Authentication Phone is setto +371 2. ___ . __. Change

Pieslédzoties Office365, lietotajam jauta vai atceréties paroli (Stay signed in?). Ja stradajat no
sava personiga datora, izvélieties Yes (Ja), taCu, ja pieslédzaties no svesa datora - No (Né)

4 VIDZEMES
\/\ AUGSTSKOLA
vards.uzvards@va.lv
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

Mo

IT atbalsts- datori@va.lv




Atvérsies Office365 sakuma skats. Varat érti parslégties uz vélamo aplikaciju (online versijas
Word, Excel, Powerpoint, Outlook, Teams, OneDrive u.c.), kreisaja pusé noklikSkinot uz
nepiecie$amas ikonas. Saja gadijuma klikskiniet uz Outlook ikonas

Office 365 P Search & @

Good evening, Vards Install Office -

BE ® 2

All My recent Shared Favorites Y4 7 Upload

[ v Name Modified - Shared by Activity v

e

No content activity

Share and collaborate with others. Create a new document or upload and open one to
get started.

T Upload and open... “

B ﬂi&@ﬁ.'?ﬁ
[ ]

M Feedback

Atvérsies Outlook e-pasta sistemas sakuma skats. Starp citu, lidz e-pasta sistémai var nok|dt
krietni atrak - atverot https://outlook.office.com.

! Outlook L Search O Meet Now

| = = New message

— X
v Favorites Inbox ¥ Filter v
A O inbox Stay connected to your Outlook
The Outlook mobile app is part of your Microsoft 365 subscription. Enter your mobile number to get a download
1} B Sent ltems It
&
Add favorite
By sending your mobile phone number, you agree to receive a one-time automated message from Microsoft to
this number. Consent is not necessary to get or use the app. Standard SMS rates apply. Microsoft Privacy
V/  Folders Statement.
£ Inbox
ﬂ Drafts !l !!
10:28
B Sentltems All done for the day 2ETE ~_|| @ September
il Deleted ltems Enjoy your empty inbox. = .
7 @ 1 20 2
Q  Junk Email
Daisy Phillips 1021 o g s day + Monday, September 18
& Archive Voga Workshop Ashley McCarthy visiting!
Upcoming
O Notes 100AM @ Intem Meet & Greet
2ea26
Conversation His... o : Flight CA KEF > JFK 230eu € Team Lunch
DOQE
New folder



https://outlook.office.com

Valodas un laika zonas iestatiSana

Sistéma péc nokluséjuma ir anglu valoda. Lai nomainitu to
uz LatvieSu valodu, augséja labaja puse klikskiniet uz
zobratina (Settings) — View all Outlook settings —
General — Language and time —

Language - latviesSu (Latvija) — Save

Settings X

’ L Search Outlook settings ‘

Theme

- N
— AR-AN"

* | r1
CEI YL

View all
Dark mode (O @ )
Focused Inbox (i) @

Display density (0)
| ——
[ View all Outlook settings £3 ]

Language and time X

| latviesu (Latvija) v |

Rename default folders so their names match the specified language

Date format (for example, September 1, 2021 is displayed as follows)

Settings Language and time
L Search settings Appearance
Lanquage
Notifications
%:  General
Categories
= Mail
- Accessibility
Calendar
Mobile devices
£ People

View quick settings

Distribution groups
Storage
Privacy and data

Search

’ 01.09.2021 v ]

Time format

’ 01:01 - 23:59 v ]

Current time zone

[ (UTC+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius ~ ]

When | change time zones, ask me if | want update my time zone




Radijuma blivums (i)

E-pasta sistémas izskats

Outlook e-pasta sistéma piedava vairakus skatus. Lai tos o
nomainitu, augSe€ja labaja pusé klikSkiniet uz zobratina
(lestatijumi) un izvélieties Radijuma blivums un / vai

LasiSanas rits - Sarunu skats (D
O Jaunakie sakuma

Pilns Videjs Kompakts

@ Jaunkie beigas
O Izslégt
Lasisanas rats

(®) Radit pa labi

() Radit lejasdala
O Paslépt

Sleatit wicne Mitlank iactatfinmne . 51

v izlase © lesutne * Filtrs v PHP Mail Test script
8 lesatne 26 Microsoft Outlook i} root@va.lv A o« @
Migrati o0 Ce 12 504 b

B Nostitie vienumi Migratio h status report Kam: is@valv

7 Melnraksti . This is a test to check the PHP Mail functionality
° {Disarmed) Fw: (Disarmed) RE: {Disarmed) Re: {Dis... Pk 223

Pievienot izlasei Atbildét | Parsatit

LasiSanas rits -

Vv Mapes ° Péteris Strauts
H Pk,
Radit pa labi T
7 Melnraksti Microsoft Outlook
B Nosutitie vienumi Migration batch status report
Izdzéstie vienumi ° dato
' Pk, 1633
©  Nevélamais e-pasts ot winausk un apsuprina, ka

B ahivs (] 0
Administracija) Pk, 1409
O Piezimes
Sarunu vésture Microsoft Outlook b
Migration batch status report Pk 1309
Jauna mape Migration batch status report

Vidzemes Augstskola

Administracija] Nakamas

v~ Grupas
elas atvalinajumi u

Labdien! Vidzemes Augstskola informe, ka nakamaj
Jauna grupa

ViA va

v lzlase © lesatne % Filtrs

8 lesatne 27 | @ Microsoft Outlook [} Migration batch status report Migration batch status report

B Nosatitie vienumi | @ Microsoft outiook §  Migration batch status report Migration batct tatus report

& Melnraksti | o Janis Kleinbergs Pk 2231
Pievienot izlasei © e straus Pk 2136

v [ | @ Microsoft outiook Migration batch status reportMigration batch status report Pl 1751
e . [ et P 1633

7 Melnraksti PHP Mail Test script

LasiSanas rits - i Y
Radit lejasdala

©  Nevélamais e-pasts This is a test to check the PHP Mail functionality
B Arivs Atbildst | Parsatit
O Piezimes

Sarunu vésture

Jauna mape

~ Grupas

Jauna grupa

Atrast grupas



LasiSanas rats -

Paslept (véstule atveras

jauna loga)

v

< NV B

VoS

a o o

Izlase
lesatne 27
Nosdtitie vienumi
Melnraksti

Pievienot izlasei

Mapes
lesatne 27
Melnraksti

Nosdtitie vienumi
lzdzéstie vienumi
Nevélamais e-pasts
Arhivs

Piezimes

Sarunu vésture

Jauna mape
Grupas

Jauna grupa

Atrast grupas

] Dzest T Arhivs © Nevelams v

© lesutne

| @ Microsoft Outlook
| @ meesorouoon

Janis Kleinbergs
Pateris Strauts
Microsoft Outlook
datori@valy
livafreidenfelde
Microsoft Outlook

Vidzemes Augstskola

0000000000000000

via

Evija Lubnevska 9

Microsoft Outlook

Microsoft Outlook

Microsoft Outlook

postmasterC Iv

Microsoft Outlook

WordPress

Microsoft Outlook

e = e =

e & = o & =

t 3 Pavietotuz v ) Kategorizét v (D Atlikt A

Migration batch " status report  Migration batch

Migration batch " status report Migration batch

Migration batch status report Migration batch
[Administracija.
Migration batch "

status report Migration batch

{Administracial

[Administracijal
Migration batch status report Migration batch
Migration batch * status report  Migration batch
Migration batct status report  Migration batct
Migration batch * status report  Migration batch
New WordPress Site Your new WordPress site has been successfully set up a

Migration batch " " status report Migration batch "

status report

status report

status report

" status report

* status report
status report

status report

status report
‘ou can log in to the administrator account

" status report

Filtrs v

0218

0107

Pk 2136

Pk 17:51

Pk 1633

Pk 1409

Pk, 1309

Pk 1201

Pk 10:51

Pk 0941

Pk 07:16

Pk, 0420

Pk 02:15

Pk 0201

Pk 01:04

Ce, 1819

Ce, 1746



E-pasta mapes, to veido$ana un ~ Mapes
dzésana v lesitne

C - = o _. . . . ostmaster 232
Outlook sistema péc noklus&juma jau ir izveidotas mapes: Pos

e lesitne (Inbox) - sanemtas véstules Sent Messages

e Melnraksti (Drafts) - véstulu melnraksti &2 Melnraksti

e Nosititie vienumi (Sent Items) - nosutitas véstules . Nosititie vienumi

L L W L
o lzdzestie vienumi (Deleted Items) - dzéstas véstules
e Nevélamais e-pasts (Junk mail) - surogatpasts zdzéstie vienumi
(méstules, spam, junk) ) Nevélamais e-pasts

e Arhivs (Archive) - arhivétas véstules = Arhivs
Noklikskinot uz pogas “Jauna mape”, varat izveidot jaunu mapi. L] Piezimes
Lai izveidotu mapei apakSmapi, izvélieties mapi, noklikSkiniet ar Sarunu vésture

peles labo taustinu uz tas, klikskiniet uz “Izveidot jaunu
apakSmapi”, ievadiet apakSmapes nosaukumu un nospiediet
taustinu Enter.

Jauna mape

Ja vecaja epasta sistéma jums bija jau izveidotas mapes, tas var atrast, saraksta noklikskinot uz

bultinas . Attéla redzams piemérs - no vecas sistémas parmigréjusas mapes “postmaster”
un “Sent Messages”

Mapes un apakSmapes var érti parkartot, izmantojot “Drag and drop” funkciju.



Véstulu automatiska kartosana pa mapém

Lai epasta sistéma automatiski kartotu ienakosas véstules pa mapém, augséja labaja pusé
klikSkiniet uz zobratina (lestatijjumi) — Skatit visus Outlook iestatiljumus — Pasts —
Kartulas — klikSkiniet uz “Pievienot jaunu kartulu” — ievadiet nosaukumu — izvélieties
nosacijumu — izvélieties darbibu — iznemiet keksi no “Apturét parejo kartulu apstradi”
— Saglabat

Ar kartulam var gan péc noraditajiem kritérijiem parvietot véstules, gan izdzést, gan veikt citas
darbibas.

Saja pieméra - Ja sanemtas e-pasta véstules temats satur vardu “darbs”, véstule tiks
automatiski parvietota uz mapi “darbs” -

1. Nosaukums - “darba véstules”

2. Nosacijums: Téma ietver - “darbs”

3. Darbiba: Parvietot uz - “darbs”
Var noradit art sutitaja epastu un citus kritérijus. Kritériji un vélamas darbibas var bat art
vairakas.
Atzimeéjot “Izpildit kartulu talit”, sistéma kartulu izpildis visiem jau sanemtajiem epastiem

lestatijumi WS Kartulas X
R Meklesanas iestatijumi Sastadit un atbildet
- Pielikumi v/ | darba vestules
5 Visparigi
Kartulas
= Pasts .
- v/ Pievienot nosacijumu
i
[F Kalendars
, ; | Téma ietver | ‘ darbs X
Nevélamais e-pasts
& Personas . . -
o e ievienot citu nosacijumu
Skatit atros Darbibu pielagosana
iestatjumus

Sinhronizét e-pastu
v/ Pievienot darbibu

Zinojumu apstrade

Parvietot uz | ‘ B3 darbs v
Parsatiéana
Pievienot citu darbibu
Automatiskas atbildes
T Pievienot iznemumu
S/MIME \:‘ Apturet pargjo kartulu apstradi (O
Epze \:‘ Izpildit kartulu talit

Saglabat ‘ Atmest |
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E-pasta paraksta uzstadisana

Lai uzstaditu e-pasta parakstu, aug$€ja labaja pusé klikSkiniet uz zobratina (lestatijumi) —
Skatit visus Outlook iestatijumus — Pasts — Sastadit un atbildet — Sadala “E-pasta
paraksts” izveidojiet sev vélamo parakstu — iekekséjiet abus laucinus pie “Automatiski
ieklaut manu parakstu ....” — Saglabat

|EStatI_iji |zkartojums.

2 Meklésanas iestatijum Sastadit un atbildet
Pielikumi

2 Visparigi
Kartulas

=1 Pasts
Tirit

Kalendars

£

Nevélamais e-pasts
Personas

Skatit 5tros Darbibu pieldgosana

iestatfjumus
Sinhronizét e-pastu

Zinojumu apstrade
Parsitisana
Automatiskas atbildes
Saglabaganas politikas
S/MIME

Grupas

Sastadit un atbildét

E-pasta paraksts

zveidojiet parakstu, kas tiks automatiski pievienots jlsu e-pasta zinojumiem

Ll
Il
T
1
4
i
i

& M A B 7 U Z A

Ar cienu,
Vards Uzvards

Automatiski ieklaut manu parakstu manis izveidotajos jaunajos zinojumos

Automatiski ieklaut manu parakstu zinojumos, kurus parsdtu vai uz kuriem atbildu

Zinojuma formats

zvEléties, vai, sastddot zinojumu, radit rindinu No un Diskréta kopija.
\:l Vienméar radit lauku Diskréta kopija
\:‘ Vienmér radit lauku No

Veidot zinojumus formata: | HTML ~ | formats

|1Zpt B 1 U

|»

Frmatimnt Lo calemiSeis farkaticine FdaTal Zan wfa maldocSiomma

EEN |

Jitmest
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Autoatbildétaja uzstadisana

Lai uzstaditu e-pasta autoatbildétaju, augSeja labaja pusé klikSkiniet uz zobratina (lestatijumi)
— Skatit visus Outlook iestatljumus — Pasts — Automatiskas atbildes — lespéjojiet
sledzi “leslégt automatiskas atbildes” — levadiet atbildes zinojumu — Saglabat

Ja vélaties, automatiskajam atbildém var iestatit konkrétu datuma un laika diapazonu. Ja tas
netiek izdarits, automatiskas atbildes Jums jaieslédz un jaizsledz pasiem.

Atbilde, ko ievadisiet sadala “Sutit automatiskas atbildes organizacijas ietvaros”, tiks
nosatita TIKAI sanéméjiem, kuriem ir ViA e-pasts.

Izvélieties “Satit atbildes arpus organizacijas”, lai automatiskas atbildes sanemtu art satitaji,
kuriem nav ViA e-pasta adrese.

Atbilde, kuru ievadisiet arejiem sutitajiem (otrais ievades laucins), tiks nosutita TIKAI satitajiem,
kuriem nav ViA e-pasta adrese. Neievadot zinojumu, aré€jie satitaji automatisko atbildi
nesanems!

lesakdm abos teksta laucinos rakstit vienu un to pasu zinojumu.

lestatijumi Izkartojums Automatiskas atbildes X
O Mekléganas iestatjumi Sastadit un atbildét . o L L X o
zmantojiet automatiskas atbildes, lai informé&tu citus lietotsjus, ka esat atvalingjuma vai
Pielikumi Varat iestatit savu atbilZu satiSanas s3k3anu un beigsanu noteikt3 laika. Pret&)d gadijum
Kartulas
Tirit

Nevélamais e-pasts
& Personas
Skatit stros Darbibu pieldgo3ana
iestatjumus
Sinhronizét e-pastu

Zinojumu apstrade Satit automatiskas atbildes organizacijas ietvaros

@

= 2= 0»

& m K B I U2 A

Labdien!

Esmu atvalindjuma lidz 31. februarim.
S/MIME

Ciena,
Grupas Vards Uzvards

Satit atbildes drpus organizacijas

D Satit atbildes tikai kontaktpersonam

& A A B [ U ¥

@

Iz
i
11
T
I
o
I
i
1]
Il

Labdien!

Esmu atvalinjuma lidz 31. februarim.

e [
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E-pasta paradresacijas (parsiatisanas) uzstadisana

Lai uzstaditu e-pasta paradresaciju, augséja labaja pusé klikSkiniet uz zobratina (lestatijumi)
— Skatit visus Outlook iestatljumus — Pasts — ParsatiSana — lekekséjiet “lespéjot

parsatiSanu” — levadiet e-pasta adresi, uz kuru parsutit vestules — lekekséjiet “Paturet
parsutito zinojumu kopijas” — Saglabat

lestatijumi

L Meklstanas iestatrjumi

& Visparigi

(& Kalendars

&£ Personas

Skatit atros
iestatjumus

Izkartojums

Sastadrt un atbildst
Pielikumi

Kartulas

Tt

Nevélamais e-pasts
Darbibu pielagogana
Sinhronizét e-pastu

Zinojumu apstrade

Parsatisana

Automatiskas atbildes
Saglabasanas politikas
S/MIME

Grupas

Parshtisana

lespgjot parsatisanu

Parsatit manu e-pastu uz:

Varat parsatit savu e-pastu uz citu kontu.

‘ epasta.adrese@mail.com

Paturét parsatito zinojumu kopijas

Atmest ‘
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E-pasta klientu konfiguréSana

Pamatojoties uz Microsoft Office365 bagatigo funkcionalitati un produktu savstarpéjo
integraciju, un ViA pareju no Webex uz Microsoft Teams, iesakam gan datora, gan telefona
izmantot Outlook aplikaciju.

Ja datora nav Outlook aplikacijas, to iesp&jams lejupladét sava https://office.com portala
noklikSkinot uz pogas “Install Office” (Visiem ViA darbiniekiem un studentiem ir bez maksas
pieejamas Microsoft aplikacijas uzstadiSanai sava datora - Word, Powerpoint, Excel, OneDrive
(katram lietotajam 1TB), Outlook).

{ Accounts Add Account

Alternativa Outlook - cita aplikacija, kura atbalsta

Microsoft Exchange. % iCloud
Attéla - Apple Mail konta pievienoSana iOS iericé.

Microsoft Exchange

Google

IMAP un POP3 funkcionalitate péc nokluséjuma ir WI‘IOG!
atslegta un bez ipasas nepiecieSamibas netiks
ieslegta. Jautajumu gadijuma lidzu sazinieties ar ViA AOI
IT grupu - datori@va.lv *
ﬁ Outlook.com
Other

14
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Aizmirstas paroles atjaunoSana

Lai atjaunotu aizmirstu paroli, dodieties uz
https://passwordreset.microsoftonline.com/

levadiet e-pasta adresi, skaitlu un ciparu
kombinaciju, kas redzami attela, klikSkiniet uz “Next”

Izvélieties “Text my mobile phone”, ievadiet savu
numuru, klikSkiniet uz “Text”

Get back into your account

Who are you?
To recover your account, begin by entering your email or username

Email or Username

‘ vards.uzvards@va.hv

Example: user@contosoc.onmicrosoft.com or user@contoso.com

% ol

(_::5:’." ) s

B

[ x5 6}4 ]

Enter the characters in the picture or the words in the audio

Mext Cancel
verification step 1 > choose a new password
Please choose the contact method we should use for verification:
®) Text my mobile phone In order to protect your account, we need you to enter your complete mobile
phone number (===*****=52} below. You will then receive a text message with a
verfication code which can be used to reset your password

O Call my mobile phane

| 21234567

Text

Cancel

15


https://passwordreset.microsoftonline.com/

No Microsoft sanemsiet verifikacijas kodu, ievadiet to un klikSkiniet “Next”.

Get back into your account

verification step 1 > choose a new password

Please choose the contact method we should use for verification:

® Text my moabile phone We've sent you a text message containing a verification code to your phone,

O call rmy mobile phone
615354

Mext Trya

|zveidojiet jaunu paroli un klikSkiniet “Finish”

verification step 1 = choose a new password

gain Contact your administrator

* Enter new password:

L ]

Password strength

* Confirm new password:

A strong password is required. Strong
passwords are 8 to 256 characters and must
combine uppercase and lowercase letters,
numkbers, and symbols, They cannot contain

your usermame.
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