Teavituste haldamine Outlookis

{:D Dokumendihalduse infoslisteemis ei ole vBimalik ostuarvete teavituste saatmist seadistada, kill aga on vdimalik Outlookis teavitusi organiseerida. Naiteks saab luua reegli, mille kohaselt teatud saatja sénumid,
mille teema real on teatud sdna(d), teisaldatakse eraldi kausta. See tahendab, et on vGimalik luua eraldi kaust ostuarvete teavituste jaoks ja totilesandeid saab taita endale sobival hetkel DHIS-i avalehelt.

Jargnevalt on kirjeldatud juhend teavituste haldamiseks Outlookist: reegli loomine mallist. Nditena on toodud olukord, kus soovime, et kausta Ostuarvete teavitused saadetakse automaatselt kirjad, mille aadressireal on dhis
@ut.ee ja teemarida sisaldab séna ,ostuarve”.

Esmalt tuleb tekitada uus kaust, kuhu kirjad saadetakse. Selleks kldpsake menudribal Folder -> New Folder. Avanevas aknas markige Name véljal kaustale nimi ja kiopsake OK (vt allolev pilt).
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Valige menuuribal Home -> Rules -> Manage Rules and Alerts. Kldpsake nuppu New Rule.
1) Alustage reegli loomist mallilt v&i tihjalt lehelt

Valige jaotises Step 1: Select a template sobiv mall, naiteks Move messages with specific words in the subject to a folder.
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Kldpsake jaotises Step 2: Edit the rule description mdnda allakriipsutatud vaartust. Kui naiteks kldpsate linki specific words avaneb vorm, millel lisada sdna(d), mida soovime teemarealt leida. Antud naite korral lisan sinna
"ostuarve". Seejarel vajutage Next.

Ostuarvete teavitused (NAIDE) - Ber|

Send /Receive  Folder  View Q Tell me what yc

=1 &

: Ta Meeting

" i % Clean Up - : s - |EJ Team Email

ew  New elete | Reply orward R More —1 | Move
Email Items - &5 Junk - ! g F Create New T

New Delete Respond Quick Steps )
: % | * -

4 Favorites Search Ostuarvete teavitus... 0 | Current Folder -

oot tems All  Unread ByDate *  Mewest 4

Deleted ltems 1817

We didn't find anything to show her

Rules Wizard X
4 herit.pri [ 1 P .
berlt.prlks@ut‘ee Rules 1A start from a template or from a blank rule A
4 Inbox Step 1: Select 3 template
(0ISTUG) E-mail Rulf | Stay Organized
Move messages from someone to a folder
(Ostuarved) o Mewl | gy

Move messages with specific words in the subject to a folder

[DIGI] toovoogude posrdumised |Rule ¥ Move messages sent to a public group to a folder |
. 15Ty |* Flag messages from someone for follow-up T_T
(AR Tiaintired ' dhis@ ¥ M RSS ity fi ific RSS Feed to a fold
ove RSS items from a spedific eed to a folder

[OIGM] digusaktide menetlemi... Stay Up to Date
[RKR] lahetuse ja asendajate t6... Display mail from someone in the New Item Alert Window

4 Play a sound when | get messages from someone
Ostuarvete teavitused [8] send an alert to my mobile device when | get messages from someone
Ostuarvete teavitused (NAIDE) Start from a blani rule

Apply rule on messages | receive

5 Rule d &
Dratts L] s *E1 Apply rule on messages | send —
Sent Items Apply 1
with Q15
I Deleted ltems 1817 move it {
. and st
Junk E-Mail
Step 2: Edit the rule description [click an underlined value]
Outbox Apply this rule after the message arrives
 RSS Feeds | | with specific wards in the subject E
[Denable] | move it to the specified folder
4 Search Folders and stop processing mare rules
Cat d Mail
aiegorenn.fie Example: Move mail with Project in the subject to my Project folder
Large Mait
Unread Mail [ esl

Cancel < Batk Finish

2) Millistele tingimustele peab reegel vastama?

Valige jaotises Step 1: Select condition(s) tingimused, millele sdnumid peavad reegli rakendamiseks vastama. Antud naite korral valin lisaks eelmisele With specific words in the sender’s address linnutades selle ees oleva
mérkeruudu.

Klbpsake jaotises Step 2: Edit the rule description mdnda allakriipsutatud vaartust. Kui naiteks kldpsate linki specific words avaneb vorm, millel saab lisada s6na(d), mida soovime saaja aadressist leida. Margin siia dhis@ut.ee
ja seejarel vajutage Next.
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3) Mida sa soovid, et kirjaga tehakse?

Step 1: Select actions. Valige toimingud, mille reegel peaks maaratud tingimuste taitmisel kaivitama. Antud naite korral valime Stop processing more rules ja Move it to the specified folder. Naiteks on nimekirjas ka variant, et
sellise reegli alusel leitavad kirjad automaatselt kustutatakse

4) Kas reeglile peaks rakenduma mdni erand?
Step 1: Select exception(s). Vajadusel saab valida erandeid, millele eelsétestatud reegel ei kohane, néiteks et teemarida v8i sGnumi sisu sisaldab kindlat teksti. Antud naite korral me Uhtegi erandit ei lisa.
5) Reegli loomise I8puleviimiseks sisestage reegli nimi ja valige muud soovitud suvandid ja ki6psake nupule Finish.

® Kui soovite reeglit rakendada sdnumitele, mis on ménes kaustas juba olemas, linnutage méarkeruut Run this rule now on messages already in Inbox
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Step 2: Setup rule options
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