Teate koostamine ja saatmine - Composing and sending messages

® Composing messages

® Teate koostamine
® Sending messages

® Teate saatmine

Teate koostamine Composing messages
Uue teate koostamiseks vajutage Teated moodulis nupule Koosta (vt joonis). For composing a new message, click the Compose button in the Messages module (see Figure).
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Avaneb teate koostamise vorm.
o ) ) ) o The message composing form opens.
Saaja lisamiseks vormile kldpsake rea I8pus olevale + mérgile (vt joonis).
To add areceiver to the form, click the + sign at the end of the line (see Figure).
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Avaneb saaja otsingu/lisamise vorm (vt joonis). The Search and add receiver form opens (see Figure).
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Alustage saaja nime sisestamist otsinguvljale. Start entering the recipient's name in the search field.
¢ Oppija saab teate saajaks lisada Tartu Ulikooli tolepinguga v&i ppetlilesande taitja suhtega ¢ E:tisot;‘gﬁigtvsﬁﬂ ?hdedppeerrssoonnz:r’g)r:rﬁ?ngThpéos);rl?j;::s()kngsa?;gifptiZﬁtgmverSIty of Tartu or a
isikuid. d ’ . .
* Tootajad saavad teate saajaks valida Tartu Ulikooli té6lepinguga vi Gppeiilesande téitja * E:rfdogre:?ecl:goﬂ‘s%?s?’vﬁﬁr;?;s :rgi:t“gr?g:; mthtsg :trglc?gl?gtsctzgt:gg ci)t];:t]e University of
suhtega isikuid ja &ppijaid. P p p 9 y pient.
Otsing rakendub, kui olete sisestanud vahemalt kolm tahemérki. Peale sobiva adressaadi leidmist 'I;]he search &:jctl\;]ates \f/tvhenhyog have:g(tjered a't:I_east two characters. After finding the addressee, click
vajutage tema nimele ning seejarel nupule Lisa (vt joonis). the name and, thereafter, the button (see Figure).
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@ Saajaid on vdimalik lisada vaid Uihekaupa. Kui adressaate on rohkem kui iiks, tuleb iga
jargneva lisamiseks korrata teate saaja lisamise tegvust.
Sisestage teate pealkiri ja sisu.
* Teade saadetakse saajateks valitud isikute O1Si teadete postkasti.
® Markeruut Saada ka e-kiri on vaikimisi taidetud (vt joonis). Teade saadetakse sellisel juhul ka

valitud isikute kontaktandmetes olevatele e-posti aadressidele. Kui markeruut tiihjendada, siis
saadetakse teade ainult OISi teadete postkasti ja e-kirja ei saadeta.
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E-kirja saab adressaat teate saatja tlikooli e-posti aadressilt (selle puudumisel teate saatja Olsi
kontaktides olevalt e-posti aadressilt). Saabunud kirjale vastates ei saadeta teadet OISi teadete
siisteemi, vaid teate saaja vastavale e-posti aadressile.

Teate saatmine

Teate saatmiseks vajutage teate koostamise vormil nupule Saada (vt joonisel p 1). Teate koostamisest
/saatmisest loobumiseks, vajutage nupule Tuhista (vt joonisel p 2).

@ Receivers can be added only individually. If there are more addressees than one, the Add
receiver procedure must be repeated for adding each following one.

Enter the subject of the message and its content.

® The message will be sent to the mailbox of SIS messages of the persons who have been
selected as receivers.

® The Send also an e-mail check box is filled in by default (see figure). In this case, the message
will also be sent to the e-mail addresses of the selected persons. If you clear the check box, the
message will only be sent to the SIS messages and the e-mail will not be sent.
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The addressee will receive the e-mail from the sender’s university e-mail address (if this is missing, from
the e-mail address in the sender’s SIS contacts). When replying to the e-mail, the message is not sent to
SIS messages but to the receiver’s e-mail address.

Sending messages

To send the message, click the Send button in the message composing form (see Figure p 1). To cancel
composing/sending the message, click the button Cancel (see Figure p 2).
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Saadetud teateid néete kaustas Saadetud, lugege tdpsemalt peatiikist "Saadetud teadete vaatamine - You can see the sent messages in the folder Sent; read more in the chapter “Viewing sent messages”.
Viewing sent messages”.
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