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IEVADS

IEVADS

Misdienas arvien lielaka nozime ir internetam — ikdiena nav iedomajama bez ta.
Pieméram:

portalos var iegiit informaciju par visam dzives jomam;

e-pasts kluvis par loti ertu un efektivu sazinasanas lidzekli starp cilvékiem visa
pasaulg;

internetbankas iesp&ams apmaksat rekinus, apskatit savu maksajumu vesturi un
iegiit konta izrakstus;

interneta veikalos var pirkt preces un pakalpojumus;

attistas teledarbs, kas rada iesp&u stradat arpus tradicionalajam darba vietam,
piemé&ram, majas.

Macibu materials atbilst valsts vispargjas videjas izglitibas standartam macibu
priekSmeta ,,Informatika” un ECDL 7. modula ,,Globala timekla parlikoSana un
komunikacija” programmai.

Macibu materialu nosaciti var iedalit divas dalas.

Pirmaja dala apskatiti jautajumi, kas saistiti ar globala timekla lietoSanu:

interneta raksturojums un pakalpojumi;
galvenie jeédzieni,

drosibas apsverumi;

navigacija globalaja timekl;

informacijas mekléSana globalaja timeklT;

atrastas informacijas saglabasana un izdrukasana.

Otraja dala apskatiti jautajumi, kas saistiti ar elektroniska pasta lietoSanu:

elektroniska pasta raksturojums;
drosibas apsveérumi;
apmaina ar zinojumiem;

e-pasta zinojumu un mapju parvaldiba.
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INTERNETA LIETOSANAS PAMATI

7.1. INTERNETA LIETOSANAS PAMATI

Internet ir lielakais globalais datortikls, kas apvieno dazada veida datortiklus visa
pasaulg. Tas tika izveidots ASV uz pétnieciska tikla ARPANET bazes. Savu pasreizgjo
nosaukumu tikls ieguvis astondesmito gadu sakuma. Internets attistas loti atri un ta
milzigo popularitati veicina fakts, ka taja diezgan vienkar$i var atrast informaciju par
jebkuru t€mu zinatng, izglitiba, biznesa u. tml., veikt informacijas apmainu ar cilvékiem
visa pasaulé, ka ar1 izmantot taja piedavatas izklaides iesp€jas, pieméram, spéles,
miizikas ieraksti utt.

7.1.1. Internets un globalais timeklis

7.1.1.1. Interneta uzbiive
Internetu veido aparatiira un programmatura.
Aparatiiru veido:

e lietotaju datori jeb klienti;
e resursdatori jeb serveri, kuros glabajas informacija;

e komunikacijas tikls, kas savieno datorus un serverus visa pasaulé. Ka sakaru kanalus
var izmantot optiskos kabelus, radiovilpus, mikrovilpus, talrunu Iinijas,
satelitsakarus.

Programmatiiras butiska sastavdala ir protokols TCP/IP (Transmittion Control
Protocol / Internet Protocol). Saskapa ar $o protokolu parraidama informacija tiek
sadalita mazas paket€s. Paketes no adresata lidz sanémé&jam var nonakt pa dazadiem
celiem un dazada seciba. Sanems$anas galapunkta datu paketes tiek saliktas kopa pareiza
seciba. Tapat tiek parbaudits, vai kada pakete nav pazudusi vai bojata. Ja ta ir, notiek
atkartota iztriikstosas paketes nosiitisana.

Lai zinatu, no kura datora uz kuru japarsita informacija, katram pie internetam
pievienotajam datoram tiek pieskirta skaitliska adrese, ko sauc par interneta protokola
adresi jeb IP adresi (Internet Protocol address, IP address).

[P adresu veidosanu nosaka divi protokoli:

e paslaik izmanto sistému, kas pazistama ka interneta protokols, versija 4 vai IPv4 un
kam atbilstosi adrese ir 32 bitus gar$ binarais kods. IP adresi parasti att€lo cilvekiem
pierastaja decimalaja skaitiSanas ssisttma ka cetru ar punktiem atdalitu skaitlu
virkni, kura katrs skaitlis var but robezas no 0 Iidz 255, pieméram, 192.0.81.255.
Katra skaitla att€loSanai lieto 8 bitus;

e interneta milzigas izaugsmes d&l un, pastavot iesp&jai, ka adreSu var pietrakt, tika
izveidota sistéma - interneta protokols, versija 6 vai IPv6. Atbilstosi Sai sist€mai
adrese ir 128 bitus gar§ binarais kods, ko att€lo seSpadsmitnieku skaitiSanas sistema
ka astonu ar kolu atdalttu skaitlu virkni, pieméram,
2001:01B8:81A3:0813:1319:102E:1111:A5. Katra skaitla att€losanai lieto 16 bitus.

Ta ka skaitliskas IP adreses ir griiti iegaumét, tad tika izveidota doménu nosaukumu
sisttma (DNS, Domain Name System). Doménu nosaukumu veido vairaki ar punktu
atdaliti vardi jeb doméni, pieméram, df.lu.lv. Interneta ir speciali doménu serveri (DNS
serveri), kas, veicot datu parraidi, vardisko doménu nosaukumu parveido skaitliskaja IP
adresg.
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INTERNETA LIETOSANAS PAMATI

Doménu nosaukums tiek veidots hierarhiski, lasot nosaukumu virziena no labas uz
kreiso pusi. Pirmais vards no labas puses ir augséja jeb 1. limepa doméns. Nakamie
vardi virziena pa kreisi ir zemaka limena doméni. Doména nosaukums var saturét 127
doménus jeb vardus, bet parasti tiek lietoti tr1s vai ¢etri vardi.

Augseja limena doména nosaukumi tiek veidoti loti dazadi, bet izplatitakie ir divi veidi:

e péc valsts nosaukuma, pieméram, lv (Latvija), It (Lietuva), ee (lgaunija); ru
(Krievija); eu (Eiropas Savieniba);

e pé&c nozaru principa, pieméram, org (organizacija), com (komercials), edu (izglitiba),
gov (valsts iestade), biz (bizness), int (internacionala organizacija), mil (militars),
net (tikls).

Doménu nosaukumu sistému var ilustrét ar attelu, kas satur $adus doménu nosaukumus:

e jtf.llu.lv (Informacijas tehnologiju fakultate, Latvijas Lauksaimniecibas universitate,
Latvija);

e tfllu.lv (Tehniska fakultate, Latvijas Lauksaimniecibas universitate, Latvija);
e df.lu.lv (Datorikas fakultate, Latvijas Universitate, Latvija);
e Dbf.lu.lv (Biologijas fakultate, Latvijas Universitate, Latvija).

1. l[imena
domens
2. limena
domeni
3. l[imena
domeni

Par IP adreSu un doménu nosaukumu sadali pasaulé atbild starptautiska organizacija
IANA (Internet Assigned Numbers Authority). Konkréto IP adresu sadali un doménu
nosaukumu  registraciju veic regionalas organizacijas NIC (Network Information
Center). Latvija savus pakalpojumus doména vardu registracijai un parvaldibai piedava
vairak neka 60 organizacijas, pieméram, SIA LATNET datu centrs.

7.1.1.2. Interneta pakalpojuma sniedzéjs
Lai izmantotu interneta pakalpojumus, jabat:

e datoram apgadatam ar aparatiiru un programmatiiru, kas nodroSina darbu tikla.
Individualam lietotajam parasti pietieck ar iebuvétu tikla karti vai modemu un
parlikprogrammu, piem&ram, Internet Explorer;

e pieslégumam pie interneta pakalpojuma sniedzgja, IPS (Internet Service Provider),
kas ir juridiska persona vai organizacija. STm organizacijam pieder tehniskie un
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programmu lidzek]i, kas nodroS$ina tieSu pieslégumu internetam noteikta geografiska
teritorija, pieméram, pilsétas mikrorajona, pilséta, valsti.

7.1.1.3. Globalais timeklis

Interneta ir realiz€ti dazadi servisi jeb pakalpojumi, no kuriem popularakais ir globalais
timeklis (WWW).

Globalais timeklis (WWW, World Wide Web) ir globala hiperteksta sistéma, kas
izmanto internetu ka informacijas transport€Sanas mehanismu, lietojot hiperteksta
transporta protokolu HTTP (Hyper Text Transport Protocol).

Globalo timekli veido informacija, kas sadalita savstarp&ji saistitas timekla lappuses
(Web page). Timekla lappuses ir hiperteksta dokumenti, kuru veidoSanai lieto valodu
HTML (HyperText Markup Language). Tas satur ne tikai tekstu un att€lus, bet ari
skanas un video klipus, kas padara lappusu apliikoSanu interesantaku.

Timekla lappuses saista hipersaites. Vizuali hipersaites parasti izskatas ka pasvitrots vai
ka citadi izcelts vards, fraze vai attéls. Izpildot klikski uz hipersaites, tiek atvérta cita
timekla lappuse.

Unikalu informacijas un interaktivu pakalpojumu sakopojumu, kas izveidots no timekla
lappusém un cita veida datiem (attéliem, skanam u.tml.), sauc par timekla vietni
(web site). Timekla vietnu apjomi var bt loti dazadi —no vienas timekla lappuses lidz
lieliem portaliem, piem&ram, DELFI.

7.1.1.4. Timekla adrese jeb vietradis URL

Vienotais resursu vietradis jeb vietradis URL (Uniform Resource Locator) ir adrese
parlikprogramma, kas norada, kur var atrast kadu konkr&tu interneta resursu.

Vietradi URL biezi vien sauc ar par timekla adresi.
Vietraza URL struktiira, noradot, pieméram:

e timek]a vietni;

’—{ Piekluves metode, pieméram, $aja gadijuma protokols HTTP
http://www.Int.Iv
\—{ Timek|a vietnes doména nosaukums
e konkrétu lappusi.

’—{ Piekluves metode, pieméram, $aja gadijuma protokols HTTP
http://www.delfi.lv/zinas/politika/raksts 6029201.html

d ]’Tmekla viﬁtnes }—‘ Mape un datnes nosaukums, kas satur timekla
omena nosaukums lappusi (zinas/politika — mape un apakSmape,
raksts_6029201.html — datnes nosaukums)

Var atzimét vél citas, globalaja timekli lietotas piekluves metodes, pieméram:
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e HTTPS (HTTP Secure) — HTTP papildinajums ar protokoliem, kas nodro$ina drosu
datu parraidi, lietojot SifréSanu;

e FTP (File Transfer Protocol) — protoklols datnu parsitiSanai starp datoriem.

7.1.2. Globala timekla parlukoSana

7.1.2.1. Parlakprogrammas

Timekla vietni veidojosie dati atrodas internetam pievienotos datoros, kuros ir uzstadita
speciala programma — timek]a serveris (web server). Atbilstosi protokola HTTP
prasibam tas nodroSina vietn€ esos$as informacijas nosttiSanu lietotajiem. Lai lietotaji
pieklutu ttimekla lappusém, to datoros ir uzstaditas timekla parlikprogrammas.

Timekla parlukprogramma ir paredz&ta globala timekla lappuSu satura izskatiSanai.
Konkrétu timekla lappusi var atveért, noradot parlikprogrammas adresu lauka timekla
adresi (vietradi URL). Izveleta lappuse tiek lejupieladéta lietotdja datora un paradita
parlikprogrammas loga. Navigacijas procesu, kad lietotajs, izpildidot klikskus uz
hipersaitém, celo pa globalo timekli un apliuko ta lappuses, sauc par parlikosanu.

Pasaulé paslaik popularakas parlikprogrammas ir Internet Explorer, Mozilla Firefox,

Opera, Google Chrome, Safari, Konqueror. Saja materiala tiks apskatita
parlikprogrammas versija Internet Explorer 8.0 (turpmak Internet Explorer).

7.1.2.2. Parlikprogrammas darba vide

Parlikprogrammu Internet Explorer var atvért vairakos veidos. Biezak izmanto:

e komandu Start / All Programs / Internet Explorer;

W Desktop Gadget Gallery -
& Internet Explorer
“ Windows DVD Maker
 Windows Media Center
|1| Windows Media Player
«# XP5 Viewer
) 1-Zip
| Accessories
, Games
. Google Chrome

, Maintenance

m

. Microsoft Expression

. Microsoft Office

. Microsoft Sitverlight 3 SDK
. Mozilla Firefox

. Morton AntiVirus

. Quick Screen Capture

, QuickTime

. SharePoint

, Snagit 10

| Startup

. Tildes Birojs 2008 -

1 Back

|_\=;,—,\ orograms and files o |

. “ . C. . .
e ikonu e (Internet Explorer), ja ta ir ievietota uzdevumjosla;
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e programmas Tsinajumikonu | @@ , ja ta izveidota uz darbvirsmas.

Parlikprogrammas Internet Explorer logs parasti izskatas $adi:

Redzamas lappuses }‘ —| Virsrakstjosla {\tvértés, bth neredzamas
cilne — Adreu josla appuses ciine _
J Komandjosla
lzvelnu Josla - o
pogas josla Mana izlase ’—{ Meklésanas lodzins

(1 Dziesmu un jdeju svotia 2010 - Windows Inteme] Explarer ‘ lig"gﬁ
- TN I Ty Y P YT e — ) oty x I3 iz
[ Fie Ede View Favoites Tooks Help

& Fecontes 4 B8 leteicemis vietnes = @ | Get More Add-ons v

» LY Doesmo undeju 5. X | @8 Termanclogijas ponats @ UEFA.com - FIFA Wer, oy B - lem v Pagew Sifetyv Tookv g~

DELFI

Skoldn| dzied un dejo 2010

Detfi RusDeifi Foto Deli TV Bumess Hultdra Skevietém Sports Auto Tehnika Afida Forums Spdles  Jokl  Veikals 1188 E-pasts

SAuaniapa aSMmart & ligas  Uzodemurn | Intemets Maklst Puaektc
i ) —
_{ ;" - : a“* Jaunsdkais Lasinakois
Jinas . N LVEFASY s \ ‘ AT 2
A whre I\JW\‘A%#V Sobrid pewjames biates
Noteikti izlasi! >, SALN A TS uz visiem Skoldnu
- - __-MN-J«“(‘)J- et e Orinsmu un dejo vwithu -
’

@ Intesnet | Protected Mode: On G v X IIOQN v

—| Stavok|a josla Talummainas riks }—‘

Parltikprogrammas loga ir iesp&jams vienlaikus atvért vairakas timekla lappuses, bet
redzama ir tikai viena no lappusém. Atveérto lappusSu virsraksti ir redzami cilnés. Lai
parslégtos starp lappusém, izpilda klikSki uz nepiecieSamas cilnes. Redzamas lappuses
timek]a adrese jeb vietradis URL ir redzams adresu josla.

Stavokla josla timekla lappuses ielades laika parasti tiek noradita §ada informacija:

’—{ Atveramas timek|a lappuses adrese

Ll ~ -
|Waiting for http://www.delfilv/... | | e Internet | Protected Mode: On g3 v M|100% - |

\—{ Zala mainiga josla raksturo informacijas sanems$anas procesu

Parltikprogrammas loga var pievienot vai nonemt $adas joslas:

e Menu bar —izvélpu josla, kura apkopotas parlikprogrammas komandas un kura
visas ieprieksgjas Internet Explorer versijas bija redzama péc noklus€juma;

|Fi|e Edit View Favorites Tools Help

e Favorites bar (Mana izlase) — josla, kura ievieto saites uz lietotaju interes€josam
timek]a vietném;

B8a |- h Dziesmu un deju ... X | @ Terminologijas portals | @ UEFA.com - FIFA Wor...

Informacijas ieguves un komunikacijas lidzeklu izmantoSana 11



INTERNETA LIETOSANAS PAMATI

e Command bar — komandjosla,

kuras nodros$ina ertu

pogas

parlukprogrammas Internet Explorer iestatijumiem vai lidzekliem;

piekluvi

?;I\v[av

| = «+ Page~ Safety~ Tools~ ﬂv

>

e Status bar —stavokla josla, kura tiek att€lota parliikoSanas procesu raksturojosa

informacija.

Lai pievienotu/nonemtu parlikprogrammas joslas, rikojas sadi:

= atver izv€lni, kas satur joslu nosaukumus kada no veidiem, pieméram:
e atver komandjoslas konteksta izvélni:

<

Menu Bar

Favorites Bar
Compatibility View Button
Command Bar

Status Bar

Tildes Birojs

Lock the Toolbars

Customize 3

. i i Toals = un izvelas komandu :
atver komandjoslas pogas sarakstu las k du Toolbars:

Menu Bar

Favorites Bar
v Command Bar
¥ Status Bar

Tildes Birojs

v Lockthe Toolbars

Customize..,

Tools =

=

Reopen Last Browsing Session

| Pop-up Blocker 4
21 Manage Add-ons

Work Offline

el

Compatibility View Settings
Full Screen F11

o3

Toolbars

Explorer Bars 4
<> Developer Tools F12
v Suggested Sites

OneNote Linked Notes
Send to OneNote

i, Internet Options

Pirms redzamo joslu nosaukuma ir atziméta izvéles riitina v

= joslu pievieno vai nonem, izpildot klikski uz tas nosaukuma.
Komandas Toolbars izvéIng tiek piedavatas iespéjas:

e Lock the Toolbars —aizliegt (atziméta izvéles riitina) vai atlaut komandjoslas

lieluma mainu;

e Customize — pielagot komandjoslu

komandu pogas.

lietotaja vajadzibam, pievienojao/nonemot
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7.1.2.3. Globala timekla parlakoSana
7.1.2.3.1. Timekla adreses jeb vietraza URL lietoSana
Pieklat timekla lappusém, lietojot vietradi URL, var vairakos veidos, piem&ram,
izmantojot:
e adresu lodzinu;
e icprieks apmekl&to vietrazu URL sarakstu;
e parlikoSanas vesturi.
Lai piekliitu ttimek]a lappusém, lietojot adresu lodzinu:
= adresu lodzina ievada timekla adresi:
= izpilda kadu no darbibam:

e piespiez pogu | ? | (Go0), kas atrodas pa labi no adre$u lodzina;

e piespiez taustinu ;

e izvélas adresi no lidzigu adreSu saraksta, kas atveras automatiski, ja $1 adrese ir
apmekl&ta ieprieks, kad lietotajs sak ievadit timekla adresi:

|_h http://www.tvnet.v
http:/fwww tvnet. v/

Lai piekliitu timekla lappus€m, lietojot ieprieks apmekl€tos vietrazus URL:

= atver apmekl€to adresSu sarakstu, piespiezot pogu E], kas atrodas adresu joslas labaja
mala:

[Meep: oo et ] v

httpe/ fwww g b/

http://adobe.com/

hittp:/‘www.microsoft.com/

http://openoffice.org/

http:/lv.wikipedia.org/

http://enwikipedia.org/ b
bt/ waar . b/ | http://en.wikipedia.org/

http:/fwww.izm.gov. v/

http://izm.gov.he/
http:/fwww.draugiem. v/
http:/ fwww.salidzini b/
http://nba.com/

= izvélas adresi no piedavata saraksta.

Lai pieklatu ttmekla lappusém, lietojot parliikosanas vésturi (history):
2 izpilda klikski uz pogas | i+ Faverites

= rati Favorites Center izpilda klikski uz cilnes ;
= izvélas vestures apskates veidu, pieméram, View By Date:
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iView By Date v'

View By Site

View By Most Visited

View By Order Visited Today
Search History

Rits Favorites Center cilnes History lappusé klast redzama parliiko$anas vésture, kas
var biit iedalita vairakos periodos, pieméram:

e Last Week — p&d&ja nedéla;
e Today — Sodien:
{3 Favorites

94 Add to Favorites.. ~ IE

| Favorites | Feeds|| History |

[‘u’iew By Date ']

j Last Week
a Menday
jTuesda}r
jToday

= izvélas atbilstoSo laika periodu, pieméram, Today:

{‘_? Favorites

94 Add to Favorites.. ~ E‘

Favorites | Feeds | History

[View By Date vl
j Last Week
a Monday
j Tuesday
) 1188 (www.1188.1v)
) delfi (www.delfi.lv)

) termini (termini.lza.lv)

= atver timekla lappusi, veicot $adas darbibas:

= izpilda klikski uz timekla vietnes nosaukuma, pieméram, termini.letonika.lv;

= novieto peles raditaju uz lappuses nosaukuma (kliist redzams tas vietradis URL)
un izpilda klikski:
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{3 Favorites

94 Add to Favorites.. ~ El

Favorites | Feeds | History

[‘u’iew By Date V]
1_‘ Last Week
'_-;J Monday
G| Tuesday
'_n;_| Today
) 1188 (www.1188.1h)

) delfi (www.delfi.lv)

2} termini (terminiza.v)
F .Z@E'M'“c ogijas komisija

LZA Terminelogijas komisija
http://termini.lza. v/

7.1.2.3.2. HipersaiSu lietoSana

Globala timekla parlikosana balstas uz hipersaiSu lietosanu, kuras aktiviz&jot, tiek
atvérta jauna timekla lappuse. Hipersaiti ttimekla lappusé norada pasvitrots vai ka citadi
izcelts vards vai fraze, vai attéls, uz kura novietojot peles raditaju, ta forma mainas uz

rocinu {b :

Lai aktiviz&tu hipersaiti:
= peles raditaju novieto uz hipersaites;
2 izpilda klikski:

» Pilntha izpirktas biletes uz skolé&nu dziesmu un deju svétku
tautas deju lielkoncertu (11)

« Visa Latvija notiek skplénu dziesmu un deju svétku ieskanas
pasakumi (7)

« Fatlers pateicas visiem jauniesu dziesmu un deju tradiciju
kop&jiem (=)

Ieskandinas Dziesmu svétkus
Kekavas novada

7.1.2.3.3. ParlukoSanas pogu lietoSana

Timekla lappuses lejupieladi var apturét, lietojot adresu joslas pogu | * | (Stop). Parasti
So pogu izmanto, ja ttmekla lappuses ielade notiek loti [eni vai ir apturéta.

Timekla lappusi var atsvaidzinat jeb atkartoti ieladet tas saturu, lietojot adreSu joslas

pogu | *# | (Refresh). So pogu var izmantot vairakos gadfjumos:

e Ja lapas ielade nav bijusi veiksmiga. Pieméram, uz lapas dazu att€lu vieta ir
kvadratini ar sarkanu krustu vai nav pienakusi visa informacija;

e lietotajs kadu laiku nav apliikojis lappusi un informacija Saja laika lappusé€ ir
mainijusies.

Lai parvietotos pa apmekl&tam lappusém, var lietot Sadas pogas:

o @ (Back) — parvietoties uz ieprieks apliikotu lappusi;
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o @ (Forward) — parvietoties uz prieksu. ST poga kliist aktiva, ja ieprieks izmantota

poga &;

o B (Recent Pages) — atvért nesen apmekléto lappuSu sarakstu un izvél&ties
vajadzigo lappusi:
€18

Jaunumi un aktualitates
TVNET

+  DELFI - LPP/LC rosina atlaut latvieSu b
TVNET Zinas : Latvija : Kriminalzinas
TVNET
DELFI - LPP/LC rosina atlaut latvieu b
TVNET
DELFI - LPP/LC rosina at|aut latvietu b

& Terminologijas portals
DELFI - LPP/LC rosina atlaut latvielu b

& History Ctrl+ Shift+H

Lai parlukosanas laika atgrieztos pie parliprogramma iestatitas sakumlapas, visértak
lietot komandjoslas pogu i (Home).
7.1.2.3.4. Timekla lappuSu apliikoSana vairakas cilnu lappuseés vai jauna loga
Atvért timek]a lappusi jauna cilng var vairakos veidos, pieméram:
e lietojot hipersaiti kada no veidiem, piem&ram:

» atver hipersaites konteksta izvélni, kura izvélas komandu Open in New Tab

e Uz hipersaites izpilda klikski, turot piespiestu taustinu ;
e novieto peles raditaju uz tuksas cilnes (tas izskats mainas no uz _ ) un izpilda

klikski uz tas. Tiek atveérta jauna cilne @&newTab | kura atver timekla lappusi ar
jebkuru panémienu:

iy DELFI —>  LyDe N C—>  |LyDELA X @& NewTab
Parvietoties starp atveértajam lappusém var vairakos veidos, pieméram:
e izpilda klik8ki uz cilnes;

e parlukosanas josla atver pogas | ™ | (Tab List) sarakstu un izvélas timekla lappusi:

L DELFI- > Latvija > Sabiedriba
3 TVNET
¥ Terminologijas portals

e parliikodanas josla izpilda klikski uz pogas |==|(Quick Tabs) un siktélu skata
izv€las timekla lappusi:
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DELFI - > Latvija > Sabie... X TVNET X Terminologijas portals X

Conn caliot =

-l 5 [=—==—*

Aizvert cilnes lappusi var vairakos veidos, piem&ram:

e lappuses cilné izpilda klikski uz pogas | X | (Close Tab), kas paradas, ja ir atvértas
vairakas lappuses;

e atver lappuses cilnes konteksta izv€lni un lieto komandu Close Tab.

Atvert timekla lappusi jauna loga var vairakos veidos, pieméram:

e atver hipersaites konteksta izvélni, kura izvélas komandu ©pen in New Window -

e uz hipersaites izpilda klikski, turot piespiestu taustinu .

7.1.2.3.5. Parlukprogrammas aizvér§ana

Gadijuma, ja ver ciet parlukprogrammu un ir atvértas vairakas ttmekla lappuses, atveras
dialoglodzins Internet Explorer, kura var izvél&ties aizvérSanas veidu:

r R
Internet Explorer li;_hj

Do you want to close all tabs orthe
current tab?

Close all tabs l ‘ Close cument tab

[7] Always clcse all tabs

e piespiest pogu | Closs alltabs ] un tiks aizvértas visas lappuses;

e piespiest po u[ Close cumert tab ],un tiks aizvérta tikai aktiva lappuse.
p1esp pog pp

Ja dialoglodzina Internet Explorer atzimé izvéles rutinu || Aways clese all tabs | turpmak
vienmer tiks aizvertas visas lappuses.

7.1.2.4. Informacijas mekléSana

Ja lietotajs globalaja timeklt velas atrast informaciju par kadu konkrétu tému, tad
iesp&jams izmantot $adus informacijas mekléSanas panémienus:

e lietot zinamas konkrétu timekla vietnu vai lappuSu adreses;
o lietot meklétajprogrammu, ar ko var veikt mekl€sanu vairakos veidos, pieméram:
o katalogos;

e péc atslégas vardiem, kuri raksturo mekl&jamo informaciju.

Mekletajprogramma (search engine) ir programma, kas globalaja timekli dokumentos
mekl€ noraditos atslégvardus un lietotajam sniedz dokumentu sarakstu, kuros Sie vardi
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ir atrasti. Ka mekl&tajprogrammu piemérus var minét Google, Bing, Ask, Alta Vista,
Excite, HotBot, Infoseek, Lycos, DELFI smart.

Parlikprogrammas Internet Explorer loga ir meklésanas lodzins, kam péc nokluséjuma
piesaistita meklétajprogramma Bing.

(=] 8ing P~
Lai atrastu informaciju par noteiktu t€mu, var rikoties $adi:
= parlikprogrammas mekl@Sanas lodzipa ievadit atslégvardu vai frazi, kas raksturo
temu, un piespiest pogu | ~

| pasaules augstakais kalns| e -

Atveras jauna timekla lappuse ar mekl€Sanas rezultatiem:

[ (& pasaules augstakais kalns - Bing - Windows Internet Explorer = ‘ =
@ e A ' http://www.bing.com/search?q=pasaules+au v | 4 ‘ X | | pasaules augstakais kalns P -
File Edit View Favorites Tools Help
5. Favorites : 5 [ leteicamas vietnes v & | Get More Add-ons v
=I=hRe || pasaulesaug.. X h DELFI ‘ BB - f= v Pagev Safetyv Toolsv @~ i

ALL RESULTS 1-10 of 2,440 results - Advanced

Kalns - Vikipedija

Kalnu rajonos dzivo 10 % (600 miljoni) no visiem pasaules iedzivotajiem. ... Uz Zemes augstakais
kalns ir Everests (8848 m). Augstakais kalns Saules sistéma ir Olimpa kalns uz Marsa ...
Iv.wikipedia org/wiki/Kalns - Cached page

Kan€endZanga - Vikipédija

Lidz pat 1852. gadam KancendZanga tika uzskatita par pasaules augstako kalnu, kad 1849. gada
britu veiktie mérijumi pieradija, ka augstakais pasaules kalns ir Everests ..
Iv.wikipedia.org/wiki/KancendZanga - Cached page

< | 1 | »

€ Internet | Protected Mode: On ‘3 v H100% ~

= iepazities ar atrasto informaciju, ko var veikt dazadi, pieméram:

e atvert lappusi, izpildot klikski uz hipersaites (Kalns —Vikip&dija);

o izvéleties iespgju Cached page (saglabata kopija). Janem véra, ka tad tiek
piedavata informacijas kopija no servera, nevis no atrasta avota. ST informacija
var blit novecojusi un nepilniga, bet tomér var dot prieksstatu par to, vai avots
vispar der.

7.1.2.5. Informacijas dublé$ana un izdrukasana

P&c informacijas atraSanas dazreiz ir €rti to dublét teksta dokumenta un dokumentu
saglabat, lai vélak veiktu informacijas apstradi.

Lai dubletu timekla lappus€ esoso tekstu vai attélu dokumenta:

= atlasa nepiecieSamo informaciju;

18
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= kope atlasito informaciju, piem&ram, lietojot komandu Copy;

= atver vai aktivizé dokumentu, kura tiks ievietota informacija;

= izvéelas informacijas ielimésanas vietu;

= iclimé informaciju, piemé&ram, lietojot komandu Paste.

Lai att€lu saglabatu ka grafisku datni:

= atlasa attélu;

= atver attéla konteksta izvélni;
= lieto komandu Save Picture As.
Lai izdrukatu timekla lappusi, izpilda kadu no darbibam:

e lieto komandjoslas pogu | = (Print), lai izdrukatu timekla lappusi ar noklusétajiem
drukasanas parametriem;

e japirms izdrukaSanas nepiecieSams iestatit drukasanas opcijas:

- komandjosla atver pogas | = B (Print) izvelni:

= Print...

L, Print Preview...

Page Setup...

> izvélné lieto komandu Print.
Atveras dialoglodzinu Print :

Ctrl+P

e

=y Print

S)

General | Options

Select Printer

% Add Printer
=l Fax
#5 HP Deskjet 6980 series

4 I

= Microsoft XP5 Documen
= Send To OneMote 2010

I

Status: Ready Print to file
Location:
Comment:
Page Range
@ Al Number of copies: 1 =
Selection Current Page

) Pages: 1 Collate

. ) ) 1 1 2 2 3 3
Enter either a single page number or a single f f f
page range. For example, 5-12

| [ Concel | [ ooy |

b

= dialoglodzina Print:
= grupa Select Printer izv€las printeri un ta iestatijumus;

- grupa Page range norada, vai drukat:

«  All—visas lappuses;

« Pages —lodzinos (no (From:) Iidz (To:)) noraditas lappuses;

Informacijas ieguves un komunikacijas lidzeklu izmantoSana
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« Selection — atlastto tekstu;
= lodzina Number of copies: norada drukajamo eksemplaru skaitu;

> piespiez pogu | FPrint

7.1.3. Veidlapu aizpildiSana timeklt

Timekla lietotajam var tikt piedavats aizpildit dazadas veidlapas, kuras jaievada
personiga rakstura vai konfidenciala informaciju. Sados gadijumos jabiit parliecinatam,
ka tiek nodroSinata uzticama datu parraide un tie nevar tikt launpratigi izmantoti.

Ir arT loti vienkarSas veidlapas, kuras vispar var nenoradit personiga rakstura

informaciju. Piem@ram, portala DELFI ir iespgja rakstiem pievienot komentarus,
noradot izdomatu vardu:

Komentari
Vards I— E-pasts I—
=l
[
Par o rakstu sapemtas 136 atsauksmes
| Pievienot |[ Aplakot atsauksmes ][ palidziba ]

Lai aizpilditu veidlapu, $ai gadijuma - komentara pievienoSanas veidlapu, rikojas sadi:
2 tekstlodzipa Vards ievada vardu vai pseidonimu;

= tckstlodzina E-pasts var noradit savu e-pasta adresi;

= lielaja tekstlodzina ievada komentaru;

9 piespieZ pogu [ Pievienot |,

Lietojot pogu [_Ppalidziba_], var uzzinat komentaru veido$anas nosacijumus.

. vingrinajums

. Atvert parlakprogrammu Internet Explorer.

. Iepazities ar parlikprogrammas darba vidi.

. Veikt darbibas, lai parlikprogrammas loga biitu redzama izvélnu josla.

. Atvert portala DELFI sakumlapu (www.delfi.lv).

. Izpildot klikski uz kadas hipersaites, atvert timekla lappusi ar aktualam zinpam.
. Atvert jauna loga timekla lappusi ar laika zinam.

. Iepazities ar laika zinam un aizvert logu.

. Atvert parlakprogrammas sakumlapu.

© 00 N o O A WO DN P -

. Sakt sakumlapas atsvaidzinasanu un uzreiz apturét timekla lappuses lejupieladi.
10. Atsvaidzinat parliikprogrammas sakumlapu.

11. Atveért jauna cilné Jelgavas pilsétas sakumlapu, kuras vietradis URL ir
www.jelgava.lv.

20
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12. Aizvert cilni, kas satur Jelgavas sakumlapu.

13. Lietojot meklesanas lodzinu, sameklét informaciju, kas saistita ar apgistamo
specialitati.

14. Iepazities ar samekl&to informaciju.

15. Lietojot parlikoSanas pogas, parvietoties uz priekSu un atpaka] pa apmeklétam
lappusém.

16. Atvert parlukprogrammas sakumlapu.

17. Aizvert parlikprogrammu.
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1.2. GVLOBALA TIMEKILA PARLUKOSANAS EFEKTIVITATE UN
DROSUMS
Lai padaritu globala timekla parlukosanu efektivaku un droSaku, var lietot
parlikprogrammas piedavatas iesp&jas, pieméram:
e lietot gramatzimes;
e pielagot parlukosanas iestatijumus;

e ieverot drosas parliikoSanas nosacijumus.

7.2.1. Gramatzimju lietoSana

Regulari lietojot globalo timekli, katrs lietotajs ar laiku atlasa tas vietnes, kas vinam ir
nepiecieSsamas un ko vin$ apmeklé biezak. Iecienitako vietnu izvéli nosaka intereses,

hobiji, profesija u. tml.

Lai $adu vietpu adreses nevajadz€tu vienmer ievadit vai meklét parlikoSanas vesturg,

var izveidot noradi uz vietni jeb gramatzimi (bookmark).

Gramatzimes var izveidot un novietot:

e gramatzimju josla Favorites Bar, kura parasti ievieto visnepiecieSamakas
gramatzimes;

e rits Favorites Center cilnes Favorites lappuse.

7.2.1.1. Timekla lappuses atzimé$ana ar gramatzimi
Lai atvérto timekla vietni, pieméram, http://termini.lza.lv, atzimétu ar gramatzimi,
lieto kadu no paneémieniem:

e pievieno gramatzimi joslai Favorites Bar, izpildot kadu no darbibam:

e piespiez pogu B (Add to Favorites Bar) joslas sakuma dala:

-
& Akadémiska terminu datubaze - vietne - Windows Internet Explorer [ﬂjﬁ
@ \emes) L Ié http://termini.lza.v/term.php?term=vietne&list=&lang= Y ‘ 44 ’ X | I Bing P ~|
| File Edit View Favorites Tools Help
5. Favorites | 93 (& leteicamas vietnes v & | Get More Add-ons ¥
5T = = £ - »
B8 | - | @ Akader Add to Favorites Bar & Akadémiska ter.. fi v B v = @ v Pagev Safetyv Tools~ @~
P ,-‘r\ i il Pl LT =
i T ST
L 3) Temjlipolo@ijas IR & 9y {
T komisija TR e
Sestdiena, 7. augusts XML RSS
Sdaimispa Akadémiska terminu datubaze AkadTerm
Struktdra un principi
Apakskomisijas vietne terminos v LViatviesu v [ Mekist | paidzbs =
€ Internet | Protected Mode: On a3 v ®100% ~

e parvelk lappuses ikonu no adreSu joslas uz gramatzimju joslu (melna vertikala
svitra norada gramatzimes ievietoSanas Vietu):
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r -
& LZA Terminologijas komisija - Windows Internet Explorer [:’_'@Jg
@v A4 |é http://termini.lza, v/ 2 | ‘7| A I I Bing r <

File Edit View Favorites Tools Help
<¢ Favorites | 7l (@ leteicamas vietnes v & | Get More Add-ons v I g
99| | & L ZA Termin... % ‘ ré DELFI (é Akademiska ter... if.’\, v [F Create link in Favorites Bar }afEty v Toolsv I@lv 2

darbibas:
= piespieZ pogu | s Favorites
Atveras ruts Favorites Center:

]

Faverites
l Faworites Bar
. Microsoft Websites
; MSMN Websites
, Windows Live
. Darbs
, Rekini
. Dergas saites
. LU projekts
J Preces

743 Add to Favorites... | =

/& See Suggested Sites

- ritt Favorites Center piespieZ pogu | i Add to Favorites...
Atveras dialoglodzin$ Add a Favorite:

( ¥ ™y
Add a Favorite M
=\ Add a Favorite
N' Add this webpage as a favorite. To access your favorites, visit the
Favorites Center.
Name: LZA Teminologijas komisija

Create in: FL:( Favorites

v] [ New Folder ]

[ Ad || cancel |

" S

= dialoglodzina Add a Favorite:

> tekstlodzina Name norada gramatzimes nosaukumu (atstaj piedavato
nosaukumu vai nomaina to pret citu);
> lai gramatzimi ievietotu mapé, izvélas to saraksta Create in vai izveido

jaunu mapi, lietojot pogu [ New Foider |:

pievieno izlasei riits Favorites Center cilnes Favorites lappusg, izpildot $adas

Informacijas ieguves un komunikacijas lidzeklu izmantoSana
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Add a Favorite MW

=/ Add a Favorite
?,\( Add this webpage as a favorite. To access your favorites, visit the
Favorites Center.

Name: LZA Teminologijas komisiia

Createin: |5, ites o New Folder

| Favorites Bar i
|| Microsoft Websites
S || MSN Websites rm—
||l Windows Live
| ) Darbs
|| Rekini
|| Derigas saites
| LU projekts
| Preces

>  piespiez pogu[ Add |

0 Ja mape netiek noradita, tad gramatzimi pievieno tiesi izlasei Favorites.

7.2.1.2. Ar gramatzimi fiksétas lappuses atvér$ana

Lai atv@értu ar gramatzimi atzim&tu timekla vietni, lieto kadu no panémieniem:

e josla Favorites Bar piespiez gramatzimes pogu, piem&ram:

/& DELFI - Windows Internet Explorer L_!:l_lm

@ Q 4 lﬁ http://www.delfi.lv/ v I ‘7| X ' ‘7 Bing

o ~|

File Edit View Favorites Tools Help

1za Terminologijas komisija
http://termini.lza.lv/

188 : - @ LZA Termino... ;ﬁ ijow |

5. Favorites } s | g‘ LZA Teminologijas komis... | @ leteicamas vietnes v | Get More Add-ons v £ Saisu pievieno$ana Izlases ...
7\ 3 v B v 5 @ v Pagev Safetyv Toolsv @~

>»>

Sakumlapa LV | RU 4y Smart © Zipas () Uzp&mumi () Internets
< | m |

- DELFI ~ ‘ svétktgsidg%“ikgrss bérniem

Delfi RusDelfi Foto DeifiTV Bizness Kultira Sievietém Sports Auto Tehnika AfiSa Forums Spéles Joki Vei

€ Internet | Protected Mode: On v

e lieto rats Favorites Center izlasi, veicot §adas darbibas:

> piespiez pogu | i1 Favertes ;

> riitf Favorites Center izpilda klikski uz cilnes| Favorites |
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343 Add to Favorites... ~ [

Favorites
. Fawvorites Bar
. Microsoft Websites
. MSN Websites
. Windows Live
. Darbs
. Rekini
. Dergas saites
. LU projekts
. Preces
& | LZA Terminologijas komisija

/& See Suggested Sites

= cilnes Favorites lappusé sameklé nepiecieSamo gramatzimi, kas atrodas saraksta
vai kada no mapém;
= lai atvértu timekla vietni:
o  parlikprogrammas loga aktivas cilnes lappus€, izpilda klikSki uz
gramatzimes:

94z Add to Favorites... ~ IE

Favorites Feedsl Histery

. Favorites Bar

. Microsoft Websites
» MSMN Websites

., Windows Live

. Darbs

. Rékini

. Dergas saites

. LU projekts

) Preces

& | LZA Terminolpaijas komisija >
W)

-~ LZA Terminclogijas komisija
1€ See Suggested http://termini.lza.v/

. parlikprogrammas loga jaunas cilnes lappusg, izpilda klikski uz bultas ¥ |

343 Add to Favorites... ~ [

Favorites Feedsl History

. Favorites Bar

. Microsoft Websites
; MSMN Websites

, Windows Live

. Darbs

. Rékini

. Derigas saites

. LU projekts

J Preces

& | LZA Terminologijas komisija

Bt 4

':é See Suggested Sites

« Jauna parlikprogrammas loga, izpilda klikski uz bultas |< |, turot piespiestu

taustinu :
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343 Add to Favorites... ~

Favorites Feedsl History

. Favorites Bar

. Microsoft Websites
, MSMN Websites

, Windows Live

. Darbs

. Rékini

. Derigas saites

. LU projekts

J Preces

& | LZA Terminelogijas komisija

S

@ See Suggested Sites

7.2.1.3. Gramatzimju organizéSana

Izveidotas gramatzimes var pardévét, parvietot, dzest un sagrupét pa tematiskam
mapem.

Lai veiktu darbibas ar gramatzim&ém un mapem:

= piespiez pogu <7 Favorites
2 riiti Favorites Center izpilda klikski uz cilnes | Favorites |:

343 Add to Favorites... ~

Faverites
l Favorites Bar

. Microsoft Websites

, MSMN Websites

, Windows Live

. Darbs

. Rekini

. Derlgas saites

. LU projekts

J Preces
& | LZA Terminologijas komisija

/& See Suggested Sites

= cilnes Favorites lappusé atver jebkuras gramatzimes vai mapes konteksta izvélni:
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1{5 Add to Favorites... @

Favorites | Feeds | History

, Favorites Bar

J Microsoft Websites
, MSMN Websites

; Windows Live

J Darbs

) Rekini

. Derigas saites

, LU projekts

J Preces

Atvert vietni aktivas cilnes lappusé Open
Atvert vietni jaunas cilnes lappusé [— Open in New Tab —
Pievienot gramatzimiu joslai [—£-3525—  Add to Favorites Bar
Izveidot jaunu mapi ———— Create New Folder
Sakartot mapes un gramatzimes péc nosaukuma [—————— Sert by Name

Print

Cut
Copy

Dzést mapi vai gramatzimi |————— Delete
Pardévet mapi vai gramatzimi —————— Rename

Properties

= lieto nepieciesamo komandu.

7.2.1.3.1. Jaunas mapes veidoSana

Lai izveidotu jaunu mapi, ja tas ir nepiecieSams:

= atver rits Favorites Center cilnes Favorites lappusi;

= cilnes Favorites lappus¢ atver jebkuras gramatzimes vai mapes konteksta izvélni:

Open

Open in Mew Tab
Add to Favorites Bar
Create MNew Folder

Sort by Name
Print

Cut
Copy

Delete

Rename

Properties

= izvélas komandu Create New Folder;
Tiek izveidota jauna mape ar nosaukumu New folder, ko var mainit:
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94 Add to Favorites.., ~ El

Favorites Feedsl History

. Darbs

. Derlgas saites

. Favorites Bar
. LU projekts
. Microsoft Websites
; MSM Websites
) Preces
. Rekini
. Windows Live
€| LZA Terminologijas komisija

& See Suggested Sites

= icvada mapes nosaukumu, pieméram, Mana izlase:

94 Add to Favorites.., ~ El

Favorites Feedsl Histery

. Darbs

. Derlgas saites

. Favorites Bar
. LU projekts
. Microsoft Websites
; MSM Websites
) Preces
. Rekini
., Windows Live
& | LZA Terminclogijas komisija

Mana izlase

& See Suggested Sites

= piespiez taustinu vai izpilda klikski jebkura cita loga vieta.
7.2.1.3.2. Gramatzimes vai mapes pardévesana

Lai pardévétu gramatzimi vai mapi:

= atver rits Favorites Center cilnes Favorites lappusi;

= cilnes Favorites lappus€ atver gramatzimes vai mapes konteksta izvélni;

= izvelng izpilda klikski uz komandas Rename:

Open

Open in Mew Tab
Add to Favorites Bar
Create Mew Folder

Sort by Name
Print

Cut
Copy

Delete

Rename

Properties
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Nosaukums iegiist tumsaku fonu un to var mainit:

74z Add to Favorites... + [

Favorites | Feeds | History

| Darbs

| Derigas saites

| Favorites Bar
J LU projekts
| Microsoft Websites
J MSN Websites
J Preces
) Rékini
J Windows Live
FILZA Terminelogijas

& See Suggested Sites

= ievada jauno nosaukumu, pieméram, Termini:

343 Add to Favorites... ~ [

Favorites Feedsl History

. Darbs

. Dergas saites

. Favorites Bar

. LU projekts

. Microsoft Websites
; MSMN Websites

) Preces

. Rékini

, Windows Live

. Mana izlase

&8 See Suggested Sites

2 piespie? taustinu vai izpilda klikski jebkura cita loga vieta.

7.2.1.3.3. Gramatzimes vai mapes parvietoSana

Lai parvietotu gramatzimi vai mapi, piem&ram, gramatzimi LZA Terminologijas
komisija uz mapi Mana izlase:

= atver rits Favorites Center cilnes Favorites lappusi;

= novieto peles raditaju uz gramatzimes un piespiez peles kreiso pogu;

= parvieto peli, turot piespiestu kreiso pogu, ta, lai tas raditajs butu novietots uz
velamas mapes:
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94 Add to Favorites.. ~ E‘

Favorites Feedsl History

| Darbs

| Derigas saites

| Favorites Bar

J LU projekts
| LZA Terminologijas komisija I
. Microsoft Websites [-) Move to Mana izlase
J MSMN Websites
| Preces
J Rekini

; Windows Live

A LZa Termineclogijas komisija

& See Suggested Sites

= atlaiz peles kreiso pogu.
Atverot mapi Mana izlase, redzama parvietota gramatzime:

94 Add to Favorites.., ~ |E

Favorites Feedsl Histery

. Darbs

. Derlgas saites

. Favorites Bar
. LU projekts
. Mana izlase

e TR Terminclogijas kemisija
. Microsoft Websites
, MSMN Websites
) Preces
. Rekini
., Windows Live

/& See Suggested Sites

7.2.1.3.4. Gramatzimes vai mapes dzéSana

Lai dz@stu gramatzimi vai mapi, pieméram, gramatzimi LZA Terminologijas komisija
mapé Mana izlase:

= atver rits Favorites Center cilnes Favorites lappusi;

= cilnes Favorites lappus¢ atver gramatzimes vai mapes konteksta izv€lni;

= izveIné izpilda klikski uz komandas Delete:

Open

Open in New Tab
Add to Favorites Bar
Create Mew Folder

Sort by Name
Print

Cut
Copy

Delete

Rename

Properties
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Atveras bridinajuma lodzin$ Delete Shortcut, kura jautats, vai tieSam gramatzime ir

jadzes:
s B
Delete Shortcut [d_HJ
- = Areyou sure you want to move this shortcut to the Recycle Bin?
-3
= - LZA Terminologijas komisija
« 7 LZATerminologijas komisija
f | http://termini.lza.iv/
[ Yes J { No ]
\ J

= apstiprina dz&Sanu, lodzina Delete Shortcut piespiezot pogu v |

Tiek dzesta izveleta gramatzime vai mape ar visu tas saturu.

7.2.1.3.5. Gramatzimju organizés$ana, lietojot dialoglodzinu Organize Favorites
Lai organiz&tu gramatzimes, lictojot dialoglodzinu Organize Favorites:

= piespiez pogu | i Faverites

= rati Favorites Center atver pogas | Add to Favarites.. E] izvelni:

7 Add to Favorites... E]

Add to Favorites Bar
Add Current Tabs to Favorites...

& Import and Export...
Organize Favorites...

= izvéIné lieto komandu Organize Favorites.
Atveras dialoglodzins Organize Favorites:

i

£ Organize Favorites

Daebs

LU projekts

Mane Zaze
Microsoft Websites
MSN Websites
Preces

Rébon|

Wardows Live

£ LZA Termnclogiies komass

: l._:li\;vfg-ng[ if Move | Recame Oeete

Ciose
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= dialoglodzina Organize Favorites veic kadu no darbibam:
e izveido jaunu mapi, lietojot pogu W;
e parvieto gramatzimi vai mapi, lietojot pogu LMJT,
* pardévé gramatzimi vai mapi, lietojot pogu m,

e dz&$ gramatzimi vai mapi, lietojot pogu | Deete.. |-
=2 aizver dialoglodzinu Organize Favorites, piespiezot pogu| ©Pese |
7.2.2. ParliikoSanas iestatijumi
ParlikoSanas procesu var padarit efektivaku un &rtaku, lietojot parlikoSanas
iestatijumus, pieméram:
e ka parlikprogrammas sakumlapu noradit vietni, kuru lietotajs izmanto visbiezak;

e mainit lappuses att€losanas iestatijumus, lai tas aplikosSana bitu &rtaka (mainit
att€losanas mérogu, rakstzimju lielumu u. tml.);

e dz@st parliikoSanas vesturi;
e lictot automatiskas pabeigs$anas iesp&ju;
e palielinat parlikosanas droSumu.
7.2.2.1. Sakumlapas iestati§ana parlikprogramma

Sakumlapu var iestatit vai mainit vairakos veidos, piemé&ram, lictojot:

e komandjoslas pogu :’--\El (Home);

e dialoglodzinu Internet Options.

Lai iestatitu vai mainitu sakumlapu, lietojot komandjoslas pogu | & |7 | (Home):

= atver komandjoslas pogu | & E! (Home) izvélni:

Ly DELFI
& Terminclogijas portals

Add or Change Home Page...

Remaowve L

= izpilda kadu no darbibam:
e lai pievienotu vai mainitu sakumlapu:

> pogas | @ ] (Home) izv&lng izvelas komanduy Add or Change Home Page...
Atveras dialoglodzins Add or Change Home Page, kura ir noradlta aktiva
timekla lappuse:
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rAdd or Change Home Page L&J‘
/‘ Would you like to use the following as your home page?
W7 o fwww.delf v
() Use this webpage as your only home page
(") Add this webpage to your home page tabs
(") Use the current tab set as your home page
fes No I
" s
> iestata kadu no radiopogam:
. ) Use this webpage as your only home page  _ j;mantot aktivo timekla lappusi
par vienigo sakumlapu;
. [0 Add this webpage to your home page tabs _ pievienot aktivo timekla lappusi
sakumlapu sarakstam;
o  [JUsethecurrenttabsetas yourhomepage _ nadarit par sakumlapam visas atvertas
timekla lappuses;

>  apstiprina izmainas, piespieZot pogu fes |,
e lai dzéstu sakumlapu vai sakumlapas:
> pogas | gl (Home) izvélng izpilda klikski uz Remove :
Ly DELFA

& Terminoclogijas portils

Add or Change Home Page...

Remaowve L

= izvélnes Remove pakartotaja izvélné veic kadu no darbibam:

Ly DELF

2] Terminologijas portals
Remowe All...
«  izpilda klikski uz tas lappuses nosaukuma, kas jadzes;
«  izpilda klikski uz komandas RemeoveAll.. ai dz&stu visas sakumlapas.
Jebkura gadijuma atveras dialoglodzins Delete Home Page, kura jautats, vai
dzeSana tieSam javeic:
("Delete Home Page [=5=)

/‘ Would you like to remove the following home page?

] http://termini.letonika.lv/

[ Yes ] [ No

" S

= apstiprina dzésanu, piespieZot pogu m

Lai iestatitu vai mainitu sakumlapu, lietojot dialoglodzinu Internet Options:

= komandjosla piespiez pogu [ Cr Tools v
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Atveras izvélne:

Recpen Last Browsing Session

[ Bl

Pop-up Blocker 4
Manage Add-ons

Work Offline

Compatibility View

Compatibility View Settings

Full 5creen F11

Toolbars 4

B Rl

3]

Explorer Bars 4
<> Developer Tools F12
v Suggested Sites

OneMote Linked Motes
Send to OneMNote

Internet Options N

=2 pogas [ Tools +| izv&Ing lieto komandu Intemet Options | Atveras dialoglodzins
Internet Options:

Internet Options l D

General |Sec|..|rit5|I I Privacy I Content I Connections | Programs I Advancedl

Home page
l/? To create home page tabs, type each address on its own line.
» ]
- http:/wewnw. delfi v/ »

http://termini.letonika.lvd

’ Use current ” Use default ” Use blank

Browsing history
4l Delete temporary files, history, cookies, saved passwords,
v ,-' and web form information.

[ Delete browsing history on exit

Delete... l [ Settings l

Search
;} Change search defaults,
Tabs
Eahb?ge hiow webpages are displayed in
Appearance
Colors ” Languages ][ Fonts H Accessibility ]
[ ok || cancel || ey
= dialoglodzina Internet Options cilnes General lappuses grupa Home page izpilda
kadu no darbibam:

e ievada adresi adreSu saraksta;
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Ja velas lietot vairakas sakumlapas, tad katru adresi ievada jauna rinda. Atveroties
parlikprogrammai, katra sakumlapa atveras sava cilnes lappusg.

e piespiez pogu | Usecurrent | Jai turpmak par sakumlapu tiek izmantota aktiva
timekla lappuse;

e piespiez pogu | Usedefault | Jai par sakumlapu tiek izmantota programmas
instalacijas procesa noradita lappuse, piemé&ram:

http://go.microsoft.com/fwlink/TLinkld=69157 |
e piespiez pogu| Useblank | lai sakumlapa butu tuksa;
= izmainas apstiprina, piespiezot pogu OK |
7.2.2.2. Lappuses attéloSana

Lappuses atteloSanas iestatijumus parasti maina, lai to aplukoSana bitu &rtaka,
piem&ram:

e maina talummainas lItmeni, lai tuvinatu lappusi un tas dala butu labak redzama;

e maina rakstzimju lielumu, lai teksts buitu labak salasams.

Lappuses att€losanas iestatijumus var maintt dazadi, piemé&ram, lietojot:

e komandjoslas pogu |::" Page ~|;
e dialoglodzinu Internet Options.

Lai mainitu lappuses att€losanas iestatfjumus:

= komandjosla piespiez pogu |::" Page 7| Atveras izvElne:

‘| New Window Ctrl+MN

S

Blog with Windows Live

3§

E-mail with Windows Live

ag Translate with Bing
All Accelerators 4

Save As..

5end Page by E-mail...
Send Link by E-mail...
Edit with Microsoft Word

iR

B2

Compatibility View
Compatibility View Settings

*, Zoom

Gl

Text Size

Style
Enceding

* v v -

_;‘}:r.

Caret Browsing F7

Properties

£y View Source

= izpilda kadu no darbibam, pieméram:
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e atver izvélnes elementa Zoom sarakstu un izvélas talummainas ITmeni:

Zoom 3 Zoom In Ctrl +

Zoom Cut Ctrl
400%
200%
150%
125%
@ 100%
5%
50%

Custom...

e atver izvélnes elementa Text Size sarakstu un izvélas teksta lielumu:

Teut Size 4 Largest
Larger
&  Medium
Smaller

Smallest

e atver izvelnes elementa Encoding sarakstu un izvélas kod€$anas veidu (parasti
kodésanas veids tiek noteikts automatiski — atziméta komanda Auto-Select). Ja

izveIng€ nepieciesama kod&Sanas veida nav, lieto More:
v Auto-Select l Encoding

Baltic (Windows)
@ Unicode (UTF-8)
Cyrillic (Windows)
More 4

@  Left-Te-Right Document
Right-To-Left Document

Lai timekla lappusg iestatitu att€lu radiSanu/neradisanu:

= komandjosla piespiez pogu[ i Tools =/

2 pogas [«-‘700'5' izvélné lieto komandu Internet Options
Internet Options:

. Atveras dialoglodzins
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" h'
Internet Opticns m

General |Sec|..|rit5-I I Privacy I Content I Connections | Programs I Advancedl

Home page
l/’ To create home page tabs, type each address on its own line,
n
= |

hitp:/fananw, delfi. b, -
http://termini.letonika. /|

-

[ Use current H Use default ” Use blank

Browsing history

1 Delete temporary files, history, cookies, saved passwords,
¥ and web form informatior.

[| Delete browsing history on exit

Delete. .. ] [ Settings ]

Search
; ) Change search defaults.
Tabs
| Change how webpages are displayed in
—
Appearance
[ Colors H Languages ][ Fonts H Accessibility ]
[ ok || cancal || oy
L A

=2 dialoglodzipa Internet Options:

= izpilda klikski uz cilnes Advanced:
rIntE:met Options m‘

| General I Security I Privacy I Content I Connections | Programs | Advanced l

Settings

[ Use UTF-3 for mailto links -
4y Multimedia
[T Aways use ClearType for HTML=
Enable automatic image resizing
Play animations in webpages™®
Flay sounds in webpages
[T Show image download placeholders
Show pictures
Smart image dithering
[;.éa Printing
[ Print background colors and images
J{.} Search from the Address bar
[©) Do not submit unknown addresses to your auto-search pr
| @ Just display the results in the main windowl
4 I 3

*Takes effect after you restart Internet Explorer

loam, |

=

’ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition.

You should only use this if your browser is in an unusable state.

[ QK J [ Cancel Apply
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= cilnes Advanced lappuses grupas Settings sadala Multimedia sameklé izvéles
ratinu Show pictures un veic kadu no darbibam:

. atsauc izveles ratinas Show pictures atzimésanu, izpildot taja klikski (atteli
timekla lappus€ vairs netiks raditi, kas paatrina lappusu lejupieladi, un
lietotajs var atrak iepazities ar tekstu);

«  atzimg izv€les rutinu Show pictures, lai attéli tiktu raditi.

- piespiez pogul OK .

7.2.2.3. Parluko$anas vésture
ParlikoSanas laika Internet Explorer lictotaja cietaja diska saglaba dazada veida
informaciju par parlukoSanu, pieméram:
e apmekl&to lappuSu adreSu sarakstu jeb parlikoSanas vésturi (history), ko parasti
lieto, lai atrastu ieprieks apmekl&tas lappuses, kuru adreses ir aizmirstas;

e timekla lappusés esosa informaciju, Ko parasti saglaba map& ar nosaukumu
Temporary Internet Files. Saglabatas informacijas lictoSana paatrina apmekl&to
lappusu parlikosanu nakamajas reizes;

e sikdatnes (cookies), kas ir mazas teksta datnes, ko timekla serveris nosita
parlikprogrammai. Sajas datn€s ieraksta, piem&ram, paroles, apmekl&to lappusu
sarakstu u. tml.

7.2.2.3.1. ParlukoSanas vestures dzéSana

Lai dz&stu ar parlukosSanas vésturi saistitos datus:

= komandjosla piespiez pogu[ 2 Tools v|:

2 pogas [«-‘ Tools ¥| izv@lné lieto komandu Internet Options = Atveras dialoglodzins
Internet Options:
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Internet Options @
General |5ecurit5-I I Privacy I Content I Connections | Programs I Advancedl

Home page

/’ To create home page tabs, type each address on its own line.

n

1 http:/ . delfi.bvy/ -
’ Use current ] [ Use default ] [ Use blank

Browsing history

"l_ \ Delete temporary files, history, cookies, saved passwords,
¢ ) and web form information.

Delete... l [ Settings l

Search
:_-—3 Change search defaults.
7
Tabs
Change how webpages are displayed in
tabs,
Appearance
Colors ][ Languages ][ Fonts ][ Accessibility ]

[ OK H Cancel ] Apply

= dialoglodzina Internet Options cilnes General lappuses grupa Browsing history

piespiez pogu . Atveras dialoglodzin$ Delete Browsing History:
[ Delete Browsing History Iﬁw

Preserve Favorites website data

Keep cookies and temparary Internet flles that enable your favorite
websites to retain preferences and display faster,

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
viewing.

Cookies
Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited.

"] Form data
Saved information that you have typed into forms.

[ Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

["] InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

About deleting browsing history l Delete l [ Cancel ]

A

= dialoglodzina Delete Browsing History norada dzéSamo informaciju, atzimgjot
nepiecieSamas izvéles ritinas:
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Ja izvéles ritina ir Preserve Favorites website data ir atziméta, tad tiek saglabatas
stkdatnes un dati, kas saistiti vietném, kuras ir atzim&tas ar gramatzimém. Tas paatrina
lappusu atraku lejupieladi atkartotas apmekl€sanas reizes.

e Temporary Internet Files — dzést mapes Temporary Internet Files saturu;
e Cookies — dzést sikdatnes;

o History — dz&st parlukosanas vésturi;

e Form data — dzést formas jeb veidlapas ievaditos datus;

o Passwords — dzést saglabatas paroles;

e InPrivate Filtering data — dzést datus, kas saistiti ar vietném, kuras vac
informaciju par lietotaja apmekl€tajam vietném.

DzgSana tiek veikta, piespiezot pogu |  Delete... |
7.2.2.3.2. ParliikoSanas vestures iestatjjumu maina

Lai mainTtu parlikosanas véstures iestatijumus:

= komandjosla piespiez pogu [ i Tools v|:
> pogas[ ) Tooks ¥ j7vEIng lieto komandu Internet Options
= dialoglodzina Internet Options cilnes General lappuses grupa Browsing history

piespiez pogu Settings | Atveras dialoglodzins
Temporary Internet Files and History Settings:

Temnporary Internet Files and History Settings =

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:
Ewvery time I visit the webpage
Every time I start Internet Explorer

@ Automatically

Mewver

Disk space to use (8 - 1024MB): 5o k=
(Recommended: 50 - 250ME)

Current location:

C:\Usersiadmin‘AppDataLocalMicrosoft\Windows {Temporary
Internet Files\,

| Move folder... || View objects || View files

Histary
Spedfy how many days Internet Explorer should save the list
of websites you have visited.

a

Days to keep pages in history: 20 =

[ OK. ] | Cancel |

= dialoglodzina Temporary Internet Files and History Settings:

e grupa Temporary Internet Files var:
. izveleties saglabato timekla lappusu saraksta parbaudes veidu (Chek for
never versions of stored pages);
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. mainit timekla lappusSu saglabaSanai paredz&to cieta diska apjomu (Disk
space to use);

. mainit mapes Temporary Internet Files atrasanas vietu (Current location),
lietojot pogu| Move folder... |:

«  apskatit saglabatos objektus, pieméram, lejupieladetu
pievienojumprogrammu, lietojot pogu| View objects

. apskatit saglabatas datnes, lietojot pogu | View files |;
e grupa History var noradit, cik dienas saglabat parlikoSanas vésturi;

e piespiez pogul OK , lai saglabatu izmainas.
7.2.2.4. Automatiska pabeigS§ana

Automatiska pabeigSana (AutoComplete) ir parlukprogramma piedavata iesp&ja
izmantot iepriekS saglabatas timekla adreses, paroles, timekla formas ievaditu
informaciju, ja lietotdjs sak ievadit $§adu informaciju ar tastatiru.
Automatiska pabeigSana paatrina datu ievadiSanu. Tacu ta samazina parlikoSanas
drosibu, jo rada iesp&ju citai personai pieklit lictotaja datiem.

Lai mainitu AutoComplete iestatijumus:

= komandjosla piespiez pogu[ _ Tools ¥| Atveras izvélne:

15 Reopen Last Browsing Session

1l Pop-up Blocker 4
2 Manage Add-ons

Work Offline

Compatibility View

Compatibility View Settings

A Full Screen F11

Toolbars 4

Al

Explorer Bars 4
<> Developer Tools Fi2
v | Suggested Sites

OneMote Linked Motes
Send to OneMote

€7 Internet Options N

2 pogas | Tooks +| izvIng lieto komandu Internet Options . Atveras dialoglodzing
Internet Options:
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' ™
Internet Options m

General |Securit5|I I Privacy I Content I Connections I Programs I Advancedl

Home page
/? To create home page tabs, type each address on its own line.
l:"' http:/fwanaw. delfi v/ -
http://termini.letonika.lv]
[ Use current ] [ Use default ] [ Use blank
Browsing history

’/I_ Delete temporary files, history, cookies, saved passwords,
v ,-' and web form information.

[] Delete browsing history on exit

Delete... ] [ Settings ]
Search
p Change search defaults,
Tabs
~ | | Change how webpages are displayed in
tabs.
Appearance
[ Colors ][ Languages ][ Fonts ][ Accessibility ]
[ OK ] [ Cancel ] Apply
" oy

=2 dialoglodzina Internet Options izpilda klikski uz cilnes Content:

r "
Internet Options m

| General | Security | Privacy | Content | Connections | Programs | Advanced |

Parental Controls

Control the Internet content that can | ) Parental Controls

be viewed.

Content Advisor

@ Ratings help you control the Internet content that can be
viewed on this computer.

Certificates
Use certificates for encrypted connections and identification.

| Clearssistate || certificates |  publishers |

AutoComplete

AutoComplete stores previous entries

% on webpages and suggests matches
for you.

Feeds and Web Slices

Feeds and Web Slices provide updated
N

content from websites that can be
read in Internet Explorer and other
programs.

ok || cancel Apply

42 Informacijas ieguves un komunikacijas lidzek]u izmantoSana



GLOBALA TIMEKILA PARLUKOSANAS EFEKTIVITATE UN DROSUMS

= dialoglodzina Internet Options cilnes Content lappuses grupa AutoComplete
piespiez pogu | Settings . Atveras dialoglodzins AutoComplete Settings:
rAutoCcmpIete Settings &JW

AutoComplete lists possible matches from entries you've
typed or visited before.

Use AutoComplete for
/| address bar
| Browsing history
| Favorites
Feeds
| Use Windows Search for better results
Forms
| User names and passwords on forms
/| Ask me before saving passwords

| Delete AutoComplete histary... |

[ OK ] | Cancel |

A

= dialoglodzina AutoComplete Settings:
= grupa Use AutoComplete for nosaka, kada veida informacijai izmantot
automatisko aizpildiSanu (atziméta izvéles ritina nozimé, ka iesp€ja tiek
izmantota):
« Address bar — adresu joslai;
. Forms — timekla formas ievaditai informacijai;
«  User names and passwords on forms — lietotaja vardiem un parolém,;
= piespiez pogu | OK , lai saglabatu iestatijumus.
Automatiskas pabeigsanas AutoComplete iestatijumus var dzest, lietojot pogu
| Delete AutoComplete history. .. |

7.2.2.5. Uznirstosas informacijas un sikdatnu lietosanas iestatijumi

Parlukprogramma Internet Explorer ir iesp&ams regulét tadas informacijas lietoSanu,
kas ir saistita ar lietotaja privatuma iesp&jamu apdraudéjumu:

e apmeklgjot timekla vietnes, bieZi atveras uznirstosa informacija — lodzini (pop-up),
kas parasti satur reklamas. UznirstoSie lodzini lietotajam var biit nevajadzigi un pat
traucgjosi;

e sikdatnes (cookies), kas ir mazas teksta datnes, ko timekla serveris nosiita
parlikprogrammai. Sajas datnés ieraksta, pieméram, paroles, apmekléto lappusu
sarakstu un citu ar parlikoSanu saistitu informaciju. Uzticamas timekla vietnes
sikfailus izmanto, lai lietotdjam nodroSinatu efektivaku parlikoSanu atkartotas
vietnes apmeklésanas reiz€s. Tacu sikdatnes var izmantot, lai vaktu informaciju par
lietotaja apmekletajam vietném, skatito informaciju, tadgjadi iegtstot konfidencialu
informaciju.

Mainot parlikprogrammas iestatijumus, var:

e ierobezot vai blokét lielako wuznirstoSas informacijas dalu. Var izvéleties
piemérotako blok&Sanas limeni, sakot ar visu uznirsto$as informacijas lodzinu
blok&sanu, beidzot ar tadu uznirstosas informacijas atlauSanu, kuru velas redzet;
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e Dblokét vai atlaut sikdatnes vai izvéléties atseviSkas vietnes, no kuram piepemt
stkdatnes.

Lai mainitu uznirsto$as informacijas un sikdatnu lietoSanas iestatijumus:

= komandjosla piespiez pogu [ () Tooks ¥ Atveras izvélne:

[ Bl

Recpen Last Browsing Session

Pop-up Blocker 4
Manage Add-ons

Work Offline

Compatibility View

Compatibility View Settings

Full 5creen F11

Toolbars 4

B RO

A

Explorer Bars 4
<l Developer Tools F12
v | Suggested Sites

OneMNote Linked Notes
Send to OneMote

7 Internet Options
& M

2 pogas [ i Tools ¥| i7vEIng lieto komandu Internet Options
= atveras dialoglodzin$ Internet Options, kura izpilda klikski uz cilnes Privacy:

r |
Internet Options |. 2 &J
General I Security | Privacy | Content | Connections | Programs | Advanced|

Settings

Select a setting for the Internet zone.

@jii”

Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that save information that can
—_ be uzed to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implicit consent

’ Sites ] [ Import ] [ Advanced ] Default
Pop-up Blocker
j| Preventmost pop-up windows from
*| appearing.

Turn on Pop-up Blocker
InPrivate

,'.ln ] Do not collect data for use by InPrivate Filtering
1]

ngge toolbars and extensions when InPrivate Browsing

o) (Come ) oo

A

= dialoglodzina Internet Options cilnes Privacy lappuses:
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e grupa Settings var mainit sikdatpu lietoSanu no limena Accept All Cookies
(atlaut visas sikdatnes) lidz Block All Cookies (aizliegt visas sikdatnes). P&c
noklus&juma tiek lictots limenis Medium, kas atbilst vidéjam droSibas ITmenim;

e grupa Pop-up Blocker:
>  atzimg izvéles ratinu Turn on Pop-up Blocker, lai uznirsto$as informacijas

blokésana darbotos (atcelot izv€les rutinas atziméSanu, uznirstosie logi
netiks bloketi);

>  piespiez pogu | settings | Atveras dialoglodzins Pop-
up Blocker Settings:

Pop-up Blocker Settings (3]

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
#!| websites by adding the site to the list below.

Address of website to allow:

https://ibanka.seb v/ Add

Allowed sites:

Netffications and filter level

| Play a sound when a pop-up is blocked.

| Show Information Bar when a pop-up is blocked.
Fitter level:

Medium: Block most automatic pop-ups - |

Pop-up Blocker FAQ

e dialoglodzina Pop-up Blocker Settings precizé blokésanas nosacijumus:
> lai atlautu uznirstoSo informaciju konkrétai vietnei, sadalas Exceptions
tekstlodzina Address of website to allow norada vietnes adresi un piespiez

pogu . Vietnes adrese paradas saraksta Allowed sites;

> sadalas Notifications and filter level saraksta Filter level izvélas
blok&sanas Itmeni.
7.2.3. Informativa josla
Gadijumos, kad parlukoSanas procesa tiek parkapti iestatitie parlikprogrammas
iestatijumi, zem komandjoslas atveras informativa josla.

| Pop-up blocked. Also, to help protect your security, Internet Explorer blocked other content from this site. x
Click here for options...

Piem@ram, apmekl&jama lappuse pieprasa instalet ActiveX vadiklas, atvért uznirstoSos
(pop-up) logus, veikt datpu lejupieladi u. tml. Lietotajam jaiepazistas ar informativa
loga saturu un jarikojas atbilstosi situacijai.

Pieméram, dazreiz, sakot datnu lejupieladi, atveras informativa josla, kura:

Informacijas ieguves un komunikacijas lidzeklu izmantoSana 45



GLOBALA TIMEKILA PARLUKOSANAS EFEKTIVITATE UN DROSUMS

e lietotdjs tiek informéts, ka drosibas apsvérumu dg] lejupielade ir blokéta;

o tiek piedavats izpildit klikski informativaja josla, lai iepazitos ar piedavatajam
iesp&jam.

& To help protect yeur security, Intemnet Explorer blocked this site from dewnloading files to your computer. Click here for options...

Sada situacija lietotajs var rikoties $adi:
= izpildit klikski informativaja josla. Atveras izvélne:
Download File...
‘What's the Risk?
Information Bar Help
= izveIng var izvéleties kadu no iespgjam:
» iepazities ar palidzibas informaciju par iesp&jamo risku (What’s the Risk?);
e iepazities ar palidzibas informaciju par informativo joslu
(Information Bar Help);
 atlaut datnes lejupieladi (Download File);

= ja lietotdjs ir parliecinats, ka lejupielade notiek no uzticamas timekla vietnes, tad
lieto komandu Download File.

Sakas lejupielades process.

7.2.4. Drosibas apsverumi

Ar drosibu (security) saprot datoru tiklos un datoru sistémas glabajamo datu aizsardzibu
pret to bojasanu, zaudéSanu vai nesankcionétu piekluvi. Musdienas datortiklu un it Tpasi
interneta strauja izplatiba un pieejamiba liek Sai problémai pieveérst arvien lielaku
uzmanibu. Galvena droSibas probléma datortiklos ir to aizsardziba pret nesankcion&tu
izmantoSanu, pieméram, veicot elektroniskos maksajumus, pastav iespgja, ka dati tiks
nozagti un launpratigi izmantoti.

7.2.4.1. Sifresana

Lai datus vai zinojuma saturu nodroSinatu pret nesankcion€tu izmantoSanu, lieto
Sifrésanu (encryption). SifréSana ir datu un zinojumu apstrades process, ko veic datu
sagatavotajs vai zinojuma nosutitdjs. Lai S$adus datus vai zinojuma saturu varétu
izmantot, javeic ta atSifré€Sana. Datu SifréSanai un  atSifréSanai  lieto
sifréSanas atslégu (encryption key).

7.2.4.2. Ciparsertifikats

Sifrésanas atslégas piederibu kadai personai vai organizacijai apstiprina elektronisks
dokuments, saukts par ciparsertifikatu (digital certificate). Ciparsertifikats satur lietotaja
vardu, deriguma terminu, sertificétdja vardu un citu informaciju. Ciparsertifikatu
izsniedz uzticama sertificéSanas organizacija (Certificate Authority). Pieméram, AS
SEB banka internetbankai ciparsertifikatu ir izsniegusi ASV organizacija VeriSign.

7.2.4.3. Drosa timekla vietne

Timekla vietnes, ar kuram notiek Sifréta zinojuma apmaina, sauc par dro$am timekla
vietnem (secure website). Zinojumu SifréSanai parasti lieto specialus protokolus, uz ko
norada apzim&jums https adresu josla:
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(€ Tbanka - Windows Internet Explorer

‘ @ | il httpsy//ibanka.seb.v/ipc/index.is
J p P isp

Drosu savienojumu parasti raksturo ikona . Lietojot So ikonu,

ciparsertifikatu, veicot $adas darbibas:

> izpilda klikski uz ikonas | 4 ):

~ 5 AssBBanka[LV] [ 4 [ x| |

Bing

L v

var apskatit

= dialoglodzina  Website Identification  izpilda  klikski hipersaites
View certificates:
x
= } Website Identification
WeriSign Class 3 Public Primary CA
A5 SEB Banka
Kekava, Kekavas district
LY
This connection to the server is encrypted.
Should I trust this site?
View certificates
=2 dialoglodzina Certificate:
- javelas iegtt precizaku informaciju, izpé€ta visu cilnu lappusu saturu:
[ Certificate @1
General |De13ils I Certification Paﬂ1|
a Certificate Information
This certificate is intended for the following purpose(s):
» Ensures the identity of a remote computer
*Refer to the certification authority's statement for details.
Issued to: ibanka.seb.lv
Issued by: VeriSign Class 3 Extended Validation 551 5GC CA
Valid from 2010, 04, 01, to 2012, 04, 0L
Learn more about certificates
- piespieZ pogu vai aizver dialoglodzinu.
7.2.4.4. Privata jeb aizsargata timekla vietne
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Privata jeb aizsargata ir vietne, kurai var pieklat, lietojot lietotaja vardu (user name) un
paroli (password). Lietotaji var tikt daliti grupas ar dazadam piekluves tiesibam
(access rights), kas nosaka lietotaja tiesibas pieklut tikla resursiem, pieméram, serverim
vai atseviskam mapé&m, ka arT atlautas darbibas, pieméram, tikai lastt vai lasit un mainit
datnes saturu.

Lai nevartu atminét paroles un iegiitos datus izmantot launpratigi, ieteicams ieverot
labu (drosu) parolu veidoSanas un lietoSanas noteikumus.

Paroli izveloties, vajadz&tu ievérot §adus noteikumus:

e neizveléties ar sevi saistitus vardus, pieméram, savu, gimenes loceklu vai
majdzivnieciga vardu, pieméram, ,,leva” vai ,,Reksis”;

e neizmantot Zimigus skaitlus, pieméram, dzimsSanas datumu vai talruna numuru;

e nelietot jebkura valoda logiski saprotamu vardu, pieméram, ,kartupelis” vai
,potatoes”’;

e paroli izvél&ties vismaz 8 simbolus garu — jo ta ir garaka, jo grutak to uzminét;

e parolei vajadz&tu saturét vismaz divus lielos un divus mazos burtus un vismaz vienu
ciparu un kadu simbolu, pieméram, ,,3N7pc*J}Nz”. Diemzel sadas paroles ir griiti
atceréties.

Paroli lietojot, vajadz&tu ievérot $adus noteikumus:

e paroli nedrikst nevienam uzticét, jo nav iesp&jams kontrolét, kam ta var klit zinama;
e paroli nedrikst nekur pierakstit, jo nevar zinat, ka rokas ta var nonakt;

e icteicams parliecinaties, ka paroles ievadiSanas laika to neviens nenoskatas;

e vienu un to pasu paroli nevajadz&tu izmantot vairakas vietas;

e ieprieks lietotu paroli nevajadzetu izmantot atkartoti;

e paroli ieteicams regulari mainit (vismaz reizi 3—6 ménesos).

e nekad nevajag apstiprinat piedavajumu saglabat paroli datora, jo ta var kliit par
mérki urkiem (hakeriem).

Gadijuma, ja parole ir aizmirsta vai pazaud€ta, to var nomainit tikai datortikla

administrators. Personalajam datoram operétajsisttma parasti tiek izveidots vismaz

viens lietotajs ar administratora tiesibam.

7.2.4.5. Riski, kas saistiti ar tieSsaistes aktivitateém

Lietojot globalo timekli tie$saiste, japievers uzmaniba Sadiem riskiem:

netiSa personigas informacijas izpauSana. Lai izmantotu timekla vietn@s piedavatos
pakalpojumus, biezi nepiecieSams registréties, noradot par savu personigo informaciju,
pieméram, vardu, uzvardu, dzimSanas datumu, adresi. Pirms sniegt §is zinas, biitu
japarliecinas, ka vietne ir uzticama un drosa;

uzmakSanas vai iebied€Sana, izplatot launpratigas baumas vai apmelojumus vai
nosiitot draudu zinojumus;

potenciala varmaciba. Lietojot socialos tiklus, pieméram, Draugiem.lv, Face.lv,
Orb.lv, One.lv, un nodibinot jaunus kontaktus, pastav iesp&ja iepazities ar potencialu
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varmaku, laundari u. tml. Tapéc japadoma, kadu informaciju sniegt par sevi, kritiski
janoverte izteiktie piedavajumi.
Gadijumos, kad nakas saskarties ar krapsanos, uzmaksanos, emocionalu pazemosanu
ieteicams informét vecakus vai varas parstavjus, piemeéram, policiju.

7.2.4.6. Vecaku kontroles iespéjas

Lai pasargatu bérnus no nelabvéligas ietekmes, lietojot globalo timekli, ieteicams veikt
Sadus pasakumus:

e novietot datoru telpa, kura ir iesp€jams sekot bérna darbibam timeklr;
e izveidot bérniem lietotaju kontus ar ierobezotam datora lietotaja tiesibam;

e ierobezot globala timekla parliikosanu, ieslédzot filtrus, kas aizliedz apmeklét timekla
vietnes ar b&rniem kaitigu saturu (narkotikas, pornografija, naida kurinasana, ieroci
u. tml.);

e ierobezot spelu ar kaitigu ietekmi lietoSanu, aizliedzot sp€les par noteiktam t€mam;
e ierobezot datora lietoSanas laiku, nosakot datora lietoSanas grafiku.

Piem@ram, operétajsistema Windows 7 Sos iestatfjumus var veikt vadibas paneli sadala
User Accounts and Family Safety.

2. vingrinajums

1. Atvert parlukprogrammu Internet Explorer.

2. lestatit portala DELFI sakumlapu par timek]a parlikprogrammas majaslapu.
3. Aizvert parlukprogrammu Internet Explorer.

4. Atvert parlikprogrammu Internet Explorer un parliecinaties, ka, aktivizgjoties
parlikprogrammai, atveras portala DELFI sakumlapa.

5. Atvert enciklopédijas Vikipédija sakumlapu (http://lv.wikipedia.org)!
6. Fikset Vikipédijas sakumlapu ar gramatzimi.

7. Atvert parlikprogrammas majas lapu.

8. Izmantojot izveidoto gramatzimi, atvert Vikipedijas sakumlapu.

9. Dzgst Vikipédijas sakumlapas gramatzimi.

10. Izveidot gramatzimju mapi ar nosaukumu Zinas.

11. Atvert jauna ciln€ portala Apollo sakumlapu.

12. Fiksét mapé Zinas portala Apollo sakumlapu ar gramatzimi.

13. Atvert aktivaja ciln€ portala TVNET sakumlapu.

14. Fiksét mapé Zinas portala TVNET sakumlapu ar gramatzimi.

15. Izmantojot izveidoto gramatzimi, apskatit portala Apollo sakumlapu.
16. Izdzest izveidoto gramatzimju mapi Zinas.

17. Dzest parliikoSanas vesturi.

18. Apskatit uznirstosas informacijas un sikdatnu lietoSanas iestatijumus.
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" 19. Aizvért parlikprogrammu Internet Explorer.
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7.3. INFORMACIJAS MEKLESANA GLOBALAJA TIMEKLI

Ja lietotajs vélas atrast informaciju par kadu konkrétu tému, iesp&jams izmantot Sadus
informacijas meklgéSanas panémienus:

e lietot zinamas timekla lappuSu adreses;

e meklet pec ttmam kataloga;

e mekl&t pec atslégas vardiem.

7.3.1. Meklesana péc zinamas timekla lappuses adreses

Sis ir tas laimigais gadijums, kad lietotajam ir zinama timek]a lappuses adrese, kura

atrodas meklgjama informacija. Atliek to ievadit parlikprogrammas adreSu josla un

iepazities ar informaciju.

Adreses iesp&jams iegiit dazados veidos, pieméram:

e dazados reklamas materialos vai zurnalos, kuros apkopotas adreses par konkrétam
témam;

o regulari meklgjot informaciju noteikta joma, lietotajs pats atlasa derigakas adreses
un, piem&ram, atzime tas ar gramatzimem,

e adresi var ieteikt cits lietotajs, kur$ interes€jas par to pasu jomu.

Meklgjot var tikt izmantoti dazadi avoti, pieméram:

e tematiskie portali, pieméram, uzzinu portals 1188 (http://www.1188.Iv), kura var
atri atrast uzzinu informaciju par visdazadakajam jomam:

r <
& Gzness wrzou portils 1138 - Windows Internet Explarer Lo -
[« 12 | @ e 1188 vlde| X DS g P~

¢ Faverites ° EBiznens sozrw poredh 1183 .1 * B - o v Puge~ Sefsty> Toch~ @~

TSNS Dok soieens — R sttisana Rigas satiksme

Privitpercose kataogs Satiksma

Viegli uzzinat!

Mokt ® 1+ Norgea figas Marasas Vards dienas o prann urngde?
ataogs Irmia, iri, dotra B Mo cheery Opseras hase sy 35
ar At Ladka Tmn Gadity a4
A » s, L
Yaund 360 Kaete Nordeo fotofiniss i Sobeidt +16.6°C 300 ttr St
J TeRs kets
3 Sanksme RIGAS wh § mfy 2R
Darmmer st WARATONS _ Vakitas b roaum () oremas
ey o - —. . 'm O oK Oty
i Aoskan vocsea rigas W rcmanss J} smesee moe '

ENALALONS e UMY U Kalrs 100-tas 2vans v ses oz | 100 par Mncta Sy

fotogr lgan - - “ ’ﬁ Paras Ploa” saoars brokacti bez makvas

T msormty

fawene 1138 b/ TopenTaks2 & Intemet | Protected Mode: On g v Rl0% -
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e enciklopédijas, pieméram, Vikipedija (http://lv.wikipedia.org), kura var veikt
mekl&Sanu kataloga vai lietot atslegvardus:

& Vibopedip - Windows Ieternet Exploner ey X
= - —
g.‘_ /v}\l' wiipeda org Wikl Sl humbps v -'1,‘. B Sing P.ﬂ
of Foverites 15 o @ Baness umine ponlis 1133\ Vibipadya X -2 - e v Pagev Sefsty> Toch~ @~
EmopniBeta 2 lzveidot jaeny letotiju val doties laksa -
Taksts [} ST ApIEot kooy nanokgua
Sakumlapa
Vinpdaas 13 .
S
VikirEpy A - Bl
Frrud omablapvidiia Laipni ladzam Vikipédija, By sezezena g vesner x Kurone 5% Tewsoiogus
" trivop encilopidid, kuru arf Tuvan papddmat! ) B
neagdug i o= LATVUA . M TedkTRE
Ceooairua ATVUA M AxS I e
« Slumiapa Latdsdu vaload 27 821 1akst Oy oo - s gl
o Kophngs ponas
« Akusindies Sutobasas pamacks - ragicoeiama st  JOTIRSEAE  kas VAsddia nay - smity kaste espenmentiem
» F0diis amanas
.
= Aktubls notikums Vai tu zing)l_.
2010, gada FIFA Pasaules kauss notiss Q ® No @hiedy Vikpidas jauniice wm mkshen
meki ) s Rap 3 3
Cromaddfbas Repubika no 2010. gada 11 dnga » ko Endel Sainams ir wsBunskais
lidz 11 dham Tas tda péc shada 19 Pasaules asketbolists. kas spaldas SEA7
MM | | “Q}l!{ i if"""""’ pmt;” Pasades kausa » .. ka kanoe anttags hral;s
findftumirs nensindsies Afnkas kontinentd, spéles SOUTH / Kamsengavs if iy Olimgiske madak
m Mot 9 pisdts 10 sladenas Passdes kauss AFRICA ipabrieks?
AR ACRS TWINYes predalids 204 komandas no 2010
e . K& uloanu anamokomunsty Nestoru
207 FIFA daltwuistim. Tiesibas pedaifties :
Mahmo (31815) uzeiats par Ladanhes
findltumied 2cinija X2 (zlases, no kuram tispadsmt
e Y P L TR S O izgudrstau?
& Intemet | Protected Mode: On g v Row -

e organizaciju majaslapas, piem&ram, elektronisko pakalpojumu sniedzgja SIA
Lattelecom (http://www.lattelecom.lv).

7.3.2. Meklesana péc temam kataloga
Kataloga informacija parasti ir apkopota pec tematikas, pieme&ram, sabiedriba, kultiira.

Talak tiks apskatits piemérs, ka atrast informaciju par Ainaziem, veicot mekléSanu
kataloga.

Lai veiktu mekl&sanu kataloga:

= atver timekla vietni, kas satur  katalogu, piem&ram, Vikipedija
(http://lv.wikipedia.org):

[ 8 Vikipadia - Windows Internet Explorer [FSEE——)
@@. |\\" e -:wllpeﬂllolg /S%ECE N kumlaps 'Ff :‘; e g r w

File Edit View Fuvonté Tools Hep

7 Favortes g B CSSTutonal ;3 Excel palideiba un prektisk.. {31 internets, televizia unsar.. (i Noteikumi parvalzts vided... £F HERBALS [Indis] Ajdrvedi...
5 = W Vikipedije * 44 Google katalogs 5 o- 8 v my - Page~ Sefety~ Took~ @~ Al 8l

'n-u;z-:t.a: raksls -
- R

Norsdes iz S0 raks

RESL) 4}

Laipni ladzam Vikipédija, B Sevecsins & Vistuar x KuLriRa g_‘} TEANOLOGUA
foaias brivagd enciklopdded, kuru ard Tu van pagpddndt! wig -

S GEQGRAFUA Mg LATVUA:  J( MAXSLA | ZNATHE
Druvdgama versija Lateedu valoda: 50 038 rakstl w ' cA . ‘ iy

Paalindigl nade

& Intenet | Protected Mode On Gy K% -

= kataloga izvelas t€ému, pieméram, Latvija:
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D e
~l»|le.aw |

m') W Mg/l Moa' Wit P RCENEL e Latvije

e E0N View Favortes Tooh Hep

ok Favortes | s B C5S Tutorial 3 Excel palideiba um praktisk. 11§ intemnets, televizijs un sar.. [ Noteiums par volsts vispd... (F HERBALS [indije] Ajorved...

52 - W Ponsclania - Viipsd G0 B B) v e v Pager Sy~ Toou~ @+ N 5
Kategorijas un galvenie temati Lietas, ko Tu varétu darit...
* Adm. ladaljums « Notikumi Pailak visvairak trakst kvalitative un
« Raponi « Pilsétas abu rakstu, Ja vahes papidmnat
« Pils®tas « Politika Latwjas portdlu. tad sic ar tiesi ar to
& pml « Rellgija L1, ealitative un |3t raksty 12strdd
» Macibo lestides o Spors Rakstu sarakstu, kun if nepabeighi saistidd ar
* Balti » Tieslietas Latwu. skath Seit
o Cilviki * Transports [
o Latviedi o Vésture |
s Debs AR * Vajadzigie raksti: Sabn Stode - A Semas - i
» Dabas pleminakl « Valodas Vel kaky - TautasdTesmn - Riges tasdls -
= Ekonomika o Valts lestados Deirraves - Muila - Latvins Rade
o Uzndmumi o Libiedl * Nepabesghe rakstl nepstegion rahalis stald
« GeograBja o Kultira e
o Refofs o Latvies]
Z o Militdrisms 1
@ Intemet | Protected Mode: On vy R0% v

= kategoriju (apakstému) saraksta izv€las interes€joso kategoriju, pieméram, Pilsétas:
& Ketegorjetatuye: pietss - Viapédse - Windows et Exporer

~u

“'JW 'mr.:,’W,Wv’mlv‘al(wu.angn:g-h'«:l'&hn
File Ede  View Favorites Toolk  Help
urm s&:csstm zx!md lidziba un p

—

Faunsar.  h Noteikumi parvalsts vispd,.. £F HERBALS [indije] Ajorvedi...
2 : a g * * v Pagev Safetyv Tookw " w m
Raksu kas letvem kategonja "Latvijas pilsétas". *

3aja kategorija kopa ir 79 lapas. Sobeid ir redzamas 72 no tam

- J (turpinajums) S
o Latvjas pilstu uzskmtiums o Jekabpds o Sabile
o Latvijas bijulo pledty weskadijums o Jirmala * Salacgrha |
A R o Salaspis C
o S3ldus
* Ainadi o Kandava o Saulkrast
o Azkrauble » Karsava o Seda
o Alzputs o Kebslava « Siguida
\ e Akniste e Kuldga o Shnevin B
4mwmmumwwmm @ Irtermet | Protected Mode: On o L100% -
= kategoriju saraksta izv€las pilsétu, pieméram, Ainazi:
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& Airas - Vilapédija - Windows Imtemet Explorer | (0 .
g.\ = W hiy; wikipedia.org '« BE vlds | X Pl
| File Ede  View Favorites Tool Help
‘ o Favontes 3 B CSSTutoral 4 Excel palidziba un praktiske. {11 intemets, tefevizia un sar.. | Noteikumi parvalsts vispd... SF HERBALS [indije] Ajurvedi..
9 0 W ANl - Vikipidia © *§ Goagle katalogs -8 - M v Pagev Safetyv Took~ = N N
Ainazi
Vidpeayas raksts Koordinitas: () 575150W 1472128
Alnaii ir pis#ta Latvja. Salacgrivas novada. ple padas lgaunijas robedas Bakijas Ainasi
jiras krastd. 116 km no Rigas. RobeZojas ar Ainadu un Salacgiivas pagastiem
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Satura rddidgs [pasided]
1 Bosaubums

+ Vésture

3 Dabda

4 Andiu galama

S Mzauces

§ Ar818s sales

& [nternat | Protmcted Mode: On A T Ik ~

= iepazistas ar atrasto informaciju.
7.3.3. Meklesana, lietojot atslegvardus

7.3.3.1. Ieteikumi efektivakai meklésanai

Lai mekl&sanas process biitu efektivaks, ieteicams lietot Sadus panémienus:

e mekl§jamo informaciju raksturot p&c iesp&jas pilnigak un precizak, vajadzibas
gadijuma ka atslégvardu vai frazi lietojot vairakus vardus vai 1su teikumu;
e precizét informacijas mekl€Sanas nosacijumus, lietojot dazadus atlases kriterijus,
piem&ram:
o frazi ieliek pedinas, lai tiktu atlasitas lappuses, kas satur tiesi So frazi;
e frazi veidojoSos vardus saistit ar pluszimi (+), lai tiktu atlasitas lappuses, kas
satur visus frazi veidojosos vardus;
e izmantot minuszimi (-) pirms atslégvarda, lai neliktu meklétas lappuses, kas
satur So vardu;

I DaZas mekletajprogrammas kads no Siem kritérijiem var nedarboties vai but citadi.

e meklét informaciju dazadas valodas, pieméram, anglu vai krievu;
e noradit konkrétu vietni vai doménu, ja zinams to URL;

e izmantot resursus, kas paredzéti konkréta veida informacijas mekléSanai, pieméram,
tematiskas enciklop&dijas;

e izmantot dazadas mekl&tajprogrammas.

7.3.3.2. MekléSanas process
Viena no popularakajam meklétajprogrammam ir Google (www.google.lv):
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i Google - Windowa Internet Explores lﬂg
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Loga tiek piedavatas $adas iesp€jas:

e Internets — veikt informacijas meklésanu;

o Atteli — veikt att€lu mekleSanu;

e Maps — kartes lictosana, lai apskatitu noradito geografisko vietu;

e Tulkotajs — tulkot no vienas valodas cita, pieméram, no anglu valodas uz latviesu
valodu;

e Emuari - interneta dienasgramatas, kuras var publicét personisku informaciju
neoficiala veida;

e Katalogs — veikt informacijas meklésanu tematiskos katalogos;

e Gmail — e-pasta pakalpojumi;

e vairak — citas iespgjas, pieméram, savas timekla vietnes izveidosana.

Talak tiks apsKatits piemers, ka var sameklét informaciju par Saules sisteémas plan&tam.
Meklesanas procesa var izdalit $adus solus:

= tekstlodzina ievadit atslegvardu vai frazi, pieméram, planétas;

= piespiest pogu Google mek'ééana‘ (var lietot pogu Esticuveksmeil = yn rezultata tiks
piedavata viena lappuse, kas visprecizak atbilst atslégvardam):
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@@ - -" http://www.google.v/ = | ‘f| A | | Bing P -

ij Favorites .." Google & ~ B -3 Léa * Page~ Safety > Tools - |®|v >
Internets Attali Maps Tulkotdjs Emuari Katalogs Gmail vairadk iGoogle | MeklEEanas iestatjumi | leiet =
Velaties meklat entak?

O0OQ|C | sl __=n

Latvija Lejupieladét Google rikjoslu
_ lzwErsta mekliSsans 3

plane‘tas| = ‘ walodu riki
Google mekléSana | Es ticu veiksmei! ‘
Google_lv pieejams arl $adas valodas: lietuviy pycckom
Reklarm&ganas programma  Viss par Google  Google.cormn in English M
& Internet | Protected Mode: On f3 v ®I100% v
= apskatit mekléSanas rezultatus, kas satur $adu informaciju:

r ™
fé planétas - Google meklé2ana - Windows Internet Explorer L =HEC é]
@u - '-’l http://www.google.lw/#hl=IvBtsource=hpfiqg=plan?C4 393t ~ | ‘f| X | | Bing R -]

¢ Favorites *§ planétas - Google mekletana f5 v~ B - [ @ v Pagev Safety~ Tooks~ @~ "
Internets Attéli Maps Tulkotdls Emwar Katalogs Gmail vairdk v Timekla vEsture | Meklé&anas iestatijumi | leiet =
GO ( )8[6 planétas 3 Meklet
Aptuveni 182 000 rezultati (0,27 sekundes) lzvErstd meklégana
23 Visi Kas ir planétas
e Planétas ir lieli kosmiski objekti, kas rinko ap zvaigzni.
& Attali > el 1 s .
Ap misu zvaigzni - Sauli rinko 9 planétas, kuras péc
v Vel uzbives un fizikalajam Tpasibam iedala divas ...
www_astro./saul_sist/planetas.htm -
Timekli Saglabata kopija - Lidzigs
Lapas latvieSu valoda Saules sistémas planétas - Vikipédija
Lapas no valsts Latvija Saules sistémas plané&tas ir Merkurs, Venéra, Zeme,
Jebkura laika Marss, .J_up|Eers‘ Saturrls,_Urans‘ Nepttns. Parskats par
. . e Saules sistémas planétam ...
Pedgje 3 dienu laika Iv.wikipedia.org/.. /Saules_sistémas_planétas -
Standarta rezultati Saglabata kopija - Lidzigs -
& Internet | Protected Mode: On f3 v ®I100% v

e lietoto atslégvardu vai frazi (planétas), atrasto avotu skaitu (182000) un
mekl&sanas laiku (0,27 sekundes);

e atrasto informacijas avotu raksturojumu, kas satur lapas nosaukumu (Kas ir
planétas), lapas raksturojumu vai teksta fragmentu un timekla adresi
(wwwe.astro.lv);

=» iepazities ar atrasto informaciju, ko var veikt dazadi, piem&ram:

e atvert lappusi, izpildot klikski uz hipersaites (Kas ir planétas);
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e izveEleties iesp&u Saglabata kopija. Janpem vara, ka tad tiek piedavata
informacijas kopija no Google servera, nevis no atrasta avota. ST informacija var
biit novecojusi un nepilniga, bet tomér ta var dot priekSstatu par to, vai avots
vispar der;

e lietot iesp&ju Lidzigs;

e apskatit mekl€Sanas rezultatu nakamas lapas, kuru saraksts dots lapas apaksa:

GO-\;;)-\;;)-\);)-\);)-\/SIC b
1 2 3 778 940

Z 34 508

nakama

= precizét meklgjamo informaciju, piemeram, ievadot frazi planétas Saules sistéma.
Mekl€sanas rezultata atrasto avotu skaits ir samazinajies no 182000 Iidz 42000 (Sai

gadijuma par 140000).
[ & planétas saules sistéma - Google mekléana - Windows Internet Explorer lﬂlé‘
@ A % -.' http://www.google.lv/#hi= lv8ig= plan%C4 %93tas+ saules+si V‘ ¢ ‘ X ‘ } Bing e -
7.q Favorites -“ planétas saules sistéma - Google mekl&sana ‘)-}, v B v 0 @m v Pagev Safetyv Toolsv (:)v 2
Internets Attéli Maps Tulkotdjs Emuari Katalogs Gmail vairdk v Timekla vésture | Mekl&Sanas iestatijumi | leiet *

T

GO L lgle planétas saules sistema

Aptuveni 42 000 rezultati (0,27 sekundes) lzvérsta mekigs

*9 Visi Saules sistémas planétas - Vikipédija
Saules sistémas planétas ir Merkurs. Venéra, Zeme,

I Vel Marss, Jupiters, ... Parskats par Saules sistemas
planétam ... Saules sistéma. Solar System
TimeklT XXX.png ..
Lapas latviesu valoda Iv.wikipedia.org/.../Saules_sistéemas_planétas -
Lapas no valsts Latvija Saglabata kopija - Lidzigs ¥
Done € Internet | Protected Mode: On 3 v ®100% ~

7.3.3.3. Atlases kritériju lietoSana meklésana

Ka redzams iepriek$gja punkta apskatitaja piemera, atrasto avotu skaits var bt loti liels.
Lai samazinatu mekléSanas rezultatu apjomu un iegiitu precizakus rezultatus, var lietot
daZadus atlases kriterijus. Atlases kriteriji dazadas mekletajprogrammas parasti atSkiras
un ar tiem var iepazities So programmu palidzibas sisteémas.

Biezi vien meklétajprogrammas var izvélties specialu rezimu, kas lauj izmantot
dazadus atlases kritérijus, pieméram, meklétajprogramma Google ta ir iesp&ja Izversta
mekleSana.

Izpildot klikski uz saites Izversta mekleéSana, atveras logs, kura var precizét
mekl&Sanas kriterijus:
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-
& Goog'e Lzvirsth mwkiiana - Windows Infernet Explones

— ]
g-_ - £ It googlelv + ad_searchig=pla 15000 w0 - sy ben - 5t A 005 {t widp | X
| o Favorites M Google trvarsts mekistann 2 -8 - i~ Page~ Sefety~ Tock~ -
GO( )gle 1zvérsta mekiésana MokigZanas pakgs | Viss par Google
ar visbem virden 10 rezudll v Gocgle mekdéiana
Auast rezulthius l - og
ar notelki szl plandtas saules sistéma
ar jabkuru no véirdem
bez virdiem
Valoda Mekd®t taods, kas rakstilas 3305 valoch jebnurs valocs v
Reglons Makit lapas. kas strodas |[EoKUrS reQond -
Faila formats Mokt v 33da formata failos jebikura formata -
Datums Algtiezties timekls lapds, kas pumorec skatitas jebiad v
Aradanis vieta Maiod lapds, Kurds mekldame vaicumi parddas jstxur apd -
Domans Maokiét ¥ conss vai domdnd
::m;m:&anm Adrast rezulidtus kun nav attash péc zmantofanas tiesibu knbérpem -
Drosa mekiédana @ Bez fitretanas Filtrét. zmantosot Rrofy makissam
& Internet | Protected Mode: On ‘a *100%

e sadala Atrast rezultatus:

e arvisiem vardiem — atlasa lapas, kuras ir visi atslégvardi, un tie var atrasties

lapas dazadas vietas;
e ar noteiktu frazi — atlasa lapas, kuras ir tiesi Sada fraze;

e ar jebkuru no vardiem — atlasa lapas, kuras ir vismaz viens no atslégvardiem;

e bez vardiem — tiek atmestas lapas, kas satur noraditos vardus;
e Valoda — noradit valodu, kura meklét;

e Datnes formats — noradit datnes formatu;

e Datums — iesp&ja noradit lapas, kuras ir atjaunota informacija noteikta laika posma;

e AtraSanas vieta — noradit, kur atslégas vardi var atrasties lappusg;

¢ Doméns — noradit, kur atrodas meklgjama lapa, ja zinama timekla adreses dala.

Pieméram:
= tekstlodzina ar noteiktu frazi ievada tekstu ,,planétas saules sistema”;

= piespiez pogu Google meklesana |

Mekl&sanas rezultata atrasto avotu skaits ir samazinajies lidz aptuveni 12000:
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r R
& "planétas saules sistéma” - Google meklgiana - Windows Internet Explorer = ] El
=
@v d -.' http://www.google.lv/#hi= lv8ig=%:22plan %C4 %93tas+saule v‘ ¢ ‘ X ‘ ’ Bing el v/
= A - »
i Favorites |8 “planétas saules sistéma" - Google meklétana X v B v [ @ v Pagev Safetyv Toolsvy @~
Internets Attéli Maps Tulkotdjs Emuari Katalogs Gmail vairdk v Timekla vésture | Mekl&Sanas iestatijumi | leiet
GO \ )Sle "planétas saules sistéma" 3| Meklet
Aptuveni 12 000 rezultati (0,21 sekundes) lzvérsta mekiésana
24 Visi LIIS projekts "Astronomija tikla"
v val Planétas Saules sistéma izvietotas nevienmérigi.
Plangtu kustibas likumi. Planétas rinko ap Sauli
saskana ar trim Keplera likumiem. Saules sistémas
Timekit izpéte ...
Lapas latviesu valoda www._liis.IW/astron/IE.. ./saulsistrakst_htm -
Lapas no valsts Latvija Saglabata kopija - Lidzigs -
€ Internet | Protected Mode: On 3 v ®100% ~

7.3.3.4. Meklétajprogrammas pievienosana Internet Explorer meklésanas
lodzinam

Parlikprogrammas Internet Explorer meklésanas lodzinam péc noklus€juma piesaistita
firmas Microsoft meklétajprogramma Bing.

Ja lietotajs informacijas mekl€Sanai izmanto parlikprogrammas mekl&sanas lodzinu, tad
meklé$anas lodzinam var piesaistit vél citu meklétajprogrammu. Tada gadijuma
informacijas mekl€Sanai var izmantot vairakas mekl&tajprogrammas, kas parasti uzlabo
mekl€Sanas rezultatus.

Lai mekl&sanas lodzinam pievienotu jaunu meklétajprogrammu, veic $adas darbibas:
> izpilda Klikski meklgsanas lodzina labaja mala uz pogas| ™|
S 21

= atveras izvélne, kura izpilda klikski uz komandas Find More Providers...
[Z]] Bing (Defaut)
Find on this Page...

Find Maore Providers...

Manage Search Providers

Atveras logs ar meklétajprogrammu sarakstu:
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[ & A33-om Oallery - Windows Internet Explorer ey
[ A eaddons.com; en pepus v]ée| x 2 = P~
¢ Faverites | 43 Add-cn Galery -2 - s v Pagev Sefety~ Toch~
e lntemet Ex Iofef'q Join aige n Unidedl 553045 (Engiat =
( P o =zl
" >
Add-ons Gallery
Agdd ons Hume Son By Mest Vewsd » Add-cn Language: tny - 1 i ‘>
Optimizad Browsers New York Times Instant Search I Bing Search
Gt imatant answers froem the New Yok For Decsiond that Matter, Bing and
Newest ax Tenes (Seans Provider C:mx (Searth Provecter) N
& New Hjork OING
QT Times based on 19 aengs based o 261 ratngs
ot 49 1o Imemet plorer Add to Intemet Diploces
Vs Seaxh Vius Seaxh
Microsoft Silverlight Google Search Suggestions

G Siberlight powers i appdcation Get search Juggestions with Googe

AUt wpenences whetevet the web works [Seareh Provide)
v Google

N, | S"\"ﬂﬁqh' based oo 55 nbngs based on M ratinge

sarch | mlqlmmﬁakﬂv Md!qlmuﬂe_!bptqm

& Intemet | Protected Mode On fa v R10% -
= izpilda klik8ki uz pogas [ Add to Internet Explorer ], kas atrodas pie vélamas

mekl&tajprogrammas nosaukuma, pieméram, Google.

Atveras dialoglodzin§ Add Search Provider, kura jautats, vai lietotajs vé&las
piesaistit So mekl&tajprogrammu:

]

-
Add Search Provider

p Do you want to add this search provider?
Name: "Google"

From: www . ieaddons.com

[7] Make this my defautt search provider
[¥] Use search suggestions from this provider

[_Add_ ][ Cance

Search provider names can be misleading. Only add search
providers from websites you trust.

|q/|

= dialoglodzina Add Search Provider:

> atzimé izvéles ritinu [ | Make this my default search provider | aj §7 programma tiktu
izmantota p&c noklus€juma, ja tas ir nepiecieSams;
> piespiez pogu . fd4d | lai piesaistitu mekl&tajprogrammu
meklésanas lodzina sarakstam.
Lai kadu no meklésanas lodzinam piesaistitajam mekl&tajprogrammam izmantotu pec
noklus&juma vai izmestu no saraksta, veic §adas darbibas:

= izpilda klikski mekl&Sanas lodzina labaja mala uz pogas FI:
2]

Bing
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>

Atveras izvélne, kus satur meklétajprogrammu sarakstu:

[Z]] Bing (Default)
-" Google

Find on this Page...

Find More Providers...

Manage Search Providers

izvélas komandu Manage Search Providers.
Atveras dialoglodzin§ Manage Add-ons:

4

Manage Add-ons

Add-on Types

@&¥F Toolbars and Extensions
;z Search Providers
@Acceleratcrs

#5 InPrivate Filterinn
Google

Status:

Search address:

Search suggestions:

Search suggestions address:

Find more search providers...

View and manage your Internet Explorer add-ons

[C] Prevent programs from suggesting changes to my default search provider

- Close
Learn more about search provider preferences

MName Status Listing oraer Search suggestions

- Bing Default 1 Enabled

T ':: Google 2 Enabled

Tl 1 | »

Listing order: Move up | Move down | Alphabetic sort
http:/ fwww.google.com/search?g=&sourceid=ie] Birls= com.microseft:hv: 8lie=Bloe=
Enabled Disable suggestions
http://clients.google.com/complete/searchiq=&iclient=ied &mw=08sh=08&rh=0&inputencoding=UTF-&...

l Set as default ” Remawve ]

=2 dialoglodzina Manage Add-ons cilnes Search Providers lappusé:

- atlasa meklétajprogrammas nosaukumu un veic kadu no darbibam:

«  piespieZ pogu | Setssdefault |, lai meklétajprogrammu lietotu péc noklusgjuma;
.  piespiez pogu | Remove | lai mekl&tajprogrammu izmestu no saraksta;

> piespiez pogu [ Cese |
3. vingrinajums
1. Atvert parlikprogrammu Internet Explorer.

2. Atvert enciklop&diju Vikipédija un sameklet informaciju par jebkuru tému, kas
saistita ar apgiistamo profesiju.

3. Atvert mekletajprogrammu Google un sameklét informaciju par jebkuru t€ému, kas
saistita ar apglistamo profesiju.

4. Izméginat mekléSanu, lietojot iesp&ju Izversta mekleésana.
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7.4. INFORMACIJAS SAGLABASANA UN IZDRUKASANA
7.4.1. Timekla lappuses saglabasana
Lai saglabatu timek]a lappusi atminas iericeé ka HTML vai teksta datni:

= atver komandjoslas pogas ' Psse~ | izvélni, kura lieto komandu Save As;

= New Window Ctrl+M

Blog with Windows Live

E-rnail with Windows Live

&g o s=

Translate with Bing
All Accelerators 4

Save As..,

Send Page by E-mail...
Send Link by E-mail...
Edit with Microsoft Word

AN TR -8

Compatibility View
Compatibility View Settings

#, Zoom »
A Text Size r

Style L4
ax Encoding L4

Caret Browsing F7

Properties

[¢¥]  View Source

Atveras dialoglodzins Save Webpage:
[ & Save Webpage @

@le =l « Local Disk (C:) » Users » karlis » My Documents v | ‘,l Search My Documents yel |
Organize v New folder 3= w @
A karlis - Name Date modified Type Size
i3 Contacts
m Desktop No items match your search.

& Downloads
L Favorites —
& Links
=l My Docum

W My Music Bi
= My Picture:
& My Videos

-~ < 1 »

Filename: Saules sistémas planétas - Vikipédija v

) Web Archive, single file (".mht)
4 Hide Folders Webpage, HTML only (*.htm;*.html)
Text File (*.txt)
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= dialoglodzina Save Webpage:

= navigacijas riit izv€las timekla lappuses saglabasanas vietu,
> tekstlodzina File name ieraksta datnes nosaukumu (ja vélas);
- saraksta Save as type izvélas datnes formatu, pieméram:
. Webpage, complete — tiks saglabata datne un izveidota mape ar tadu pasu
nosaukumu, kas saturés lappusé izmantotos objektus (zim&umus, fonus,
u. tml.);
. Web Archive, single file —tiks izveidota un saglabata arhiva datne, kas
satur€s visu lappuses informaciju;
«  Web Page, HTML only — tiks saglabata lappuses struktira un teksts bez
att€liem un citiem grafiskiem noform&jumiem;

«  Text File —tiks saglabats tikai teksts. Turklat janem véra, ka atkariba no
lapas struktiras ir iesp&jams, ka netiek saglabats viss teksts;

- piespiez pogu save | vai taustinu .
7.4.2. Datnu lejupielade

Par lejupieladi (download) sauc procesu, kura laika datnes no tikla servera tiek
ierakstitas datu glabaSanas ierice.

Datnu lejupielade ir nepiecieSama, ja lietotdjs vé€las iegut timekla vietn€ piedavatas
datnes, pieméram, dokumentus, att€lus, miziku, video un programmaturu.

Tabula doti dazada tipa datnpu piemeri:

Datnes veids Datnes Nosaukuma
tips piemérs
Teksta doc, txt Atskaite.doc
Attela jpg, gif, Foto.jpg
png
Skanas mp3, wma Dziesma.mp3
Video avi, mpg, Filma.avi
mpeg
Programmaturas exe Programma.exe
Arhiva zip, rar Programma.zip

Datnu lejupielades iesp&ju var noradit dazadi, bet parasti to raksturo saite vai poga
Lejupieladét (Donwload), pieméram, ' Leiupicladét | Bezmaksas lejupielade #
Download

Talak tiks apskatits lejupielades piemers.
Lai lejupieladétu un saglabatu datni atminas iericg:

=2 lieto kadu no panémieniem, pieméram, izpilda klikski uz saites Download:
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r —
B Firetox Seowsar | Ferter & Suler Internet | Free Downlosd - Wi Internet Explceer B
o‘\_/lv '. Fttar /A rmotille.com’ en- U Feak el hetmi w49 | % DB mosite findo R

or Favortes @ Firefon Broweer | Faster & Safer Internet | Free Do.. 5 - B - v Page~ Sefety~ Tock~ -
-
mOZI lla Products Add ons Support
- p—
[ Produ :
4 (e Fuatures
Under the %ood
Setudily
o g 5 Custom
Switching from IE to Firefox is quick and easy - a safer, faster, wiartlaacu
10035 Orgunic Softwate
more advanced Web is only a few clicks away! S
videor
- Coreen
2 ; i)
Firefox 3.6 | \ doniisie
Free Download g W ' & down
3.5 fur Wi - \J : im v
Latyian [1.000)
A m
Salmman Nates e :«l'l'l"‘."“-l",ll
. n '
htpe/ /www.mozilis com/ products/ downloed MtmiTproduct=frefox-363 & Intesnet | Protected Mode: On fav Ko ~

= atveras dialoglodzins File Download, kura piespiez pogu [ sse  |:
[ File Download - Security Warning M

Do you want to run or save this file?

@ Name: Firefox Setup 3.6.3.exe
Type: Application, 8,35MB
From: ftp.halifax.rwth-aachen.de

[ Rn || sae |[ Cancel |

2o While files from the Intemet can be useful, this file type can
l@ potentially harm your computer. if you do not trust the source, do not
b run or save this software. What's the risk?

= atveras dialoglodzins Save As, kura norada datnes saglabaSanas vietu un piespiez

pogu (5]
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8 = S
Save As @
@U'] ©| « Local Disk (C:) » Users » karlis » My Documents v | 5 H Search My Documents o

Organize v New folder 4= - (7]
4. karlis 2 Name Date modified Type Size
i3] Contacts
ju Desktop No items match your search.

@ Downloads
+r Favorites
& Links

=l My Docum} |
] My Music i
= My Picture:

# My Videos

> 4| m | »

File name: Firefox Setup 3.6.3 =

Save as type: | Application vJ

“ Hide Folders [ Save ] [ Cancel ]

= novero lejupielades procesu loga, kas paradas, ja lejupieladéjama datne ir pietickami
liela. Lejupielades procesu jebkura bridi var partraukt, piespiezot pogu :

| 19% of ...irefox%20Setup%203.6.3.exe from ftp.halifax.ow... L=

wd N

wirefox?20Setup?.203.6.3.exe from ftp.halifax.rwth-aachen.de

Estimated time left: 12 sec (1,25MB of 8,35MB copied)
Download to: C:\Users'karis\.. \Firefox Setup 3.6.3 exe
Transfer rate: 563KB/Sec

| Close this dialog box when download completes

l =1 SmartScreen Filter checked this download and did not report any
!  threats. Report an unsafe download

2 lejupielades  procesa  beigas  ir  atkarigas  no izvéles  ritinas
Close this dialog box when download completes stavokla:
e jatair atzZiméta, tad lejupielades logs aizveras un process ir beidzies;

* jaizvEles ritina nav bijusi atziméta, tad atveras logs Download complete, kura
izvelas kadu no iesp&jam:
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.
Download complete Ll

4

= Download Complete

wirefox3e20Setup®203.6.3.exe from ftp.halifax.rwth-aachen.de

Downloaded: 8,35MBin 15sec
Download to; C:A\Users\karlis\...\Firefox Setup 3.6.3.exe
Transfer rate; 570KB/Sec

["] Close this dialog box when download completes

Run | [ Open Folder | [ Close

‘ = |; SmartScreen Filter checked this download and did not report any
Z*| threats. Report an unsafe download

- (vai poga [ Oen ) —atvert sapemto datni;
. Open Folder | — atvert mapi, kura glabajas lejupieladéta datne;
. — aizvert dialoga logu.

7.4.3. Timekla lappuSu drukasana

Timek]a lappuses var izdrukat dazadi, pieméram:

e atver timekla lappusi, tad to prieksskata un izdruka. Dazreiz, ja lapas struktira ir
sarezgita, neizdodas iegit kvalitativu izdruku;

e izmanto dazas timekla lappus€s piedavato iesp&ju izdrukat informaciju drukasanai
B
sagatavota forma, pieméram, |[Drukat },
Talak tiks apskatits gadijums, kad ttmekla lappusi priekSskata un izdruka pats lietotajs.
7.4.3.1. Timekla lappuses priek$skatiSana
Lai priekSskatitu timekla lappusi:

= atver pogas | B (Print) izvélni:

Print... Ctrl+P

Print Preview...

Page Setup...

= izvélné lieto komandu Print Preview.
Atveras dialoglodzins Print Preview:
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£ Print Preview
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Dialoglodzina Print Preview rikjosla satur pogas ar $adu nozimi:

Dialoglodzinu Print Preview aizver, piespiezot pogu E (Close).

= izdrukat;

@ — iestatit portretorientaciju,
A7} — iestatit ainavorientaciju;

O —iestatit lappuses parametrus (logs Page Setup);

) ieslegt / izslégt lapas galveni;

— radit lappusi visa platuma;

— radit visu lappusi;

1 Page View

¥ —radit vairakas lappuses;

Shrink To Fit = — tadlummainas limena iestatiSana.

7.4.3.2. Timekla lappuses izdrukasanas parametru iestatiSana

Lai mainitu timekla lappuses izdrukasanas parametrus:

= atver dialoglodzinu Page Setup kada no veidiem:
e atver pogas\ Ql (Print) izvélni un lieto komandu Page Setup... ;
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o atver priek$skatiSanas skatu, kura licto pogu = %+ (Page Setup):

Page Setup @
Paper Options Margins (milimeters)
Page Size: Left: 15,05
(a4 T Raht: 1905
@) Portrait () Landscape Top: 15,05

[ Prirnt Backaground Colors and Images Bottom: 19,05
Enable Shrink-to-Fit

Headers and Footers

Header: Footer:

[Title ~| |URL ~|
[-Emey- v [ ey 7
lF‘age#uftutalpages v] ’Daie in short farmat V]

[ ok || cancel |

= dialoglodzina Page Setup veic $adas darbibas:
= grupa Paper Options saraksta Page Size izvélas lapas izméru;
= grupa Paper Options iestata lapas orientaciju:
«  Portrait — vertikalu jeb portretorientaciju;
. Landscape — horizontalu jeb ainavorientaciju,
= grupa Margins iestata brivo malu platumus (konkrétaja gadijuma milimetros,
bet var bt dotas citas mérvienibas):
. Top: —augsgjas malas platumu;
. Bottom: — apaksgjas malas platumu;
o  Left: — kreisas malas platumu;
« Right: — labas malas platumu;

= piespieZ pogu _

7.4.3.3. Timekla lappuses drukasana
Vienkar$akais veids, lai izdrukatu timekla lappusi, ir lietot komandjoslas
pogu | #= | (Print).
Ja pirms izdrukasanas nepiecieSams izvéléties drukasanas opcijas:
= atver dialoga logu Print kada no veidiem:
« atver pogas | 7] (Print) izvelni un lieto komandu Print;

e atver priekSskatiSanas skatu, kura lieto pogu s (Print):
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e Print [ﬁ
General | Options
Select Printer
%Add Printer = bicrosoft XPS Documen
= Fax = Send To OneMote 2010

5 HP Deskjet 6980 series

] I b
Status: Ready Prirt to file
Location:

Comment: Find Printer...
Page Range
@ Al Mumber of copies: 1 z
Selection Curmrert Page
(") Pages: 1 Collate
; ) ) 1 1 2 2 3 3
Enter either a single page number or a single f ) r

page range. For example, 5-12

[ Pt || cancel |[ Appy |

b

= dialoglodzina Print cilnes General lappusé iestata nepiecieSamas opcijas,
pieméram:
» lai drukatu visu ttimek]a lappusi, grupa Page Range atzimé radiopogu All;
e lai drukatu timekla lappuses noraditas lapas, grupa Page Range:
> atzimg& radiopogu Pages:

Page Range
Al

@ Pages: 1-3, 4

Enter either a single page number or a single
page range. Forexample, 512

>  tekstlodzina norada izdrukajamas lappuses, pieméram, no pirmas Iidz
treSajai un piekto lappuses;
e lai drukatu timekla lappusé atlasito tekstu, grupa Page Range atzimé radiopogu
Selection:
Page Range
@ Al
@ Selection Cument Page
() Pages: 1

Erter either a single page number or a single
page range. For example, 5-12

e lai drukatu vairakas kopijas, iestata kopiju skaitu lodzina Number of copies,
piem&ram, 3 kopijas:

-

MNumber of copies: 3 =

Collate

213/ 5213

1; 1

= dialoglodzina Print cilnes Options lappusé iestata opcijas, kas nosaka, ka drukat
lappusi, ja ta sastav no ietvariem (frame):
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= Print ==
General | Options
Print frames
Prirt all linked documents Print table of links
[ Pt || Cancel |

= grupa Print frames atzime kadu no radiopogam:
« Aslaid out on screen — drukat timekla lappusi ta, ka ta izskatas uz monitora
ekrana;
«  Only the selected frame — drukat atlasito ietvaru;
« All frames individually — drukat visus ietvarus atseviski;

> piespiez pogu Print
4. vingrinajums
1. Izveidot mapi Internets.
2. Atvert parltikprogrammu Internet Explorer.
3. Atvert meklétajprogrammu, pieméram, Google (www.google.lv).
4. Veikt informacijas mekléSanu par baltajiem starkiem.
5. Atvert jebkuru ttimekla lappusi, kas satur informaciju par baltajiem starkiem.
6. Atvert tekstapstrades lietotni Microsoft Word.
7. Dublet timekla lappuses vietradi URL Microsoft Word jauna teksta dokumenta
pirmaja rinda.
8. Dublét timekla lappuse esosa teksta vairakas rindkopas teksta dokumenta, sakot ar
otro rindu.
9. Dublet vairakus timekla lappuse esosSus att€lus zem teksta dokumenta.
10. Saglabat teksta dokumentu mapé Internets ar vardu Starkis.
11. Aizvert tekstapstrades lietotni Microsoft Word.

12. Atvert datni Starkis no mapes Internets un parliecinaties, ka visi darba rezultati ir
saglabajusies.
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13. Saglabat vienu no timek]a lappusé esoSiem attéliem mapeé Internets ka attéla datni
ar nosaukumu Putns, piem&ram, Putns.jpg.

14. Saglabat atverto timekla lappusi mapé Internets ka:
e HTML datni (Web Page, HTML only) ar nosaukumu Starkis.htm;
o teksta datni ar nosaukumu Starkis.txt.

15. Atvért saglabatas datnes Starkis.htm un Starkis.txt no mapes Internets, apskatit
tas un salidzinat ar timekla lappuses izskatu.

16. Prieksskatit atvérto timekla lappusi.

17. Atrodoties priekSskatiSanas loga, mainit atvértas timekla lappuses orientaciju un
izveleties atbilstosako Sai lappusei (ainavorient€tu vai portretorientétu).

18. Atrodoties prieksskatiSanas loga, iestatit atveértas timekla lappuses brivo malu
lielumus: kreiso — 30 mm, labo — 10 mm, augs&jo un apaks&jo — 20 mm,

19. Atrodoties priekSskatiSanas loga, parliecinaties, ka lapas formats ir A4, un, ja ta nav,
tad 1estatit to.

20. Aizvert priekSskatiSanas logu.
21. Atlasit timek]a lappusé vienu lapu teksta un izdrukat.

22. Aizvert mekletajprogrammu.
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7.5. ELEKTRONISKAIS PASTS
7.5.1. Jédzieni un teorija

7.5.1.1. Elektroniskais pasts

Elektroniskais pasts jeb e-pasts ir zinojumu parsiitiSanas sist€éma datoru tiklos. E-pasts
dod iesp€ju nosutit uz datora iepriekS sagatavotu vestuli jebkuram adresatam visa
pasaulé, kam ir sava e-pasta adrese un pieeja internetam. Tas ir viens no visbiezak
izmantotajiem pakalpojumiem interneta un parasti par to nav jamaksa.

Jebkura e-pasta sistéma nodrosina $adas funkcijas:

e Kklienta registraciju;

e iespgju atvert savu pastkastiti, kas aizsargata ar paroli;
e siitit e-pasta zinojumus un piesaistit tiem datnes;

e apskatit, kartot, izdrukat un dz€st sanemtos zinojumus;
e izveidot un izmantot elektroniska pasta adreSu gramatu;

e iestatit pastkastites parametrus.

7.5.1.2. E-pasta sistému raksturojums

E-pasta sistemas var apskatit no dazadiem viedokliem:

e bezmaksas un maksas e-pasts. Ja lieto bezmaksas e-pastu, tad parasti $1 pakalpojuma
sniedzg&ji neuznemas nekadu atbildibu par pasta izmanto$anu. Maksas e-pasts sniedz
plasakas iespg&jas un drosibu;

e publiskas pasta sistémas, kas ir brivi pieejamas interneta, piem&ram, Inbox
(Www.inbox.lv), un aizsargatas organizaciju pasta sistémas.

Jebkura pasta sisttma ir programma, kas nodroSina zinojumu rakstiSanu, lasiSanu,
parsiitiSanu un saglabasanu pasta serveri. Tacu lietotdjs var izmantot specialas pasta
programmas,  pieméram,  Windows Mail, Microsoft Outlook, Eudora Pro,
Netscape Mesenger, kas nodroSina papildiesp&jas, piemeram, zinojumu lejupieladi
lietotaja datora, to filtréSanu u. tml.

7.5.1.3. Lietosanas priekSrocibas un trikumi

Salidzinot ar citam zinojumu (pasta) piegades sisttmam — parasto pastu vai talruni,
e-pastam ir §adas priekSrocibas:
e loti liels zinojuma piegades atrums, parasti tas ir dazas mintes;

e mazas izmaksas. Publiskas pasta sistémas, kas ir pieejamas interneta, parasti ir
bezmaksas;

e lietotajs savam e-pastam var pieklit un to apskatit neatkarigi no atrasanas vietas visa
pasaulg, ja vien ir pieeja internetam;

e iespéja piesaistit e-pasta zinojumiem datnes, pieméram, teksta dokumentu;
e iesp&ja vienu e-pasta vestuli vienlaikus nositit daudziem adresatiem.
E-pastam ir trikumi, pieméram:
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e sanéméjam pasts ir jaapskata, lai uzzinatu par véstules pienakSanu;
e Kk]adas un pavirs§iba e-pasta lietoSana;
e drosibas problémas, jo e-pasts glabajas serveri, kur tam var pieklat citi;
e lai sanemtu e-pastu, ir nepiecieSams dators, kas pievienots internetam;
e e-pastam pievienotas datnes jeb piesaistnes (attachment) var saturét datorvirusus;
e e-pasta parslodze liekpasta (spamming) del.
7.5.1.4. Tesp€jamas piesaistnu lietoSanas problémas

Pievienojot e-pastam piesaistnes, var rasties $ada veida problémas, kuram batu japievers
uzmaniba:

e piesaistnes liclums parsniedz maksimalo iesp&jamo konkré&tai pasta sist€mai. Tap&c
ir lietderigi pirms registréSanas e-pasta iepazities ar ta piedavatajam iesp&jam;

e dazos pasta serveros drosibas noluka ir aizliegts sanemt noteikta tipa piesaistnes,
piem&ram, arhivus vai programmu datnes.

7.5.1.5. E-pasta adreses struktiira

Registréjoties kada pasta sistéma, klientam tiek pieSkirta e-pasta adrese, kurai ir $ada
strukttra:

e lietotaja vards;
e Zime @;
e e-pasta servera domena vards.

E-pasta adreses piemers:
E-pasta lietotaja vards

janis@inbox.lv
I:‘ E-pasta sisteémas servera doména vards

7.5.1.6. Vestulu rakstiSanas pamatprincipi

Rakstot jaunu véstuli, zinojuma loga, pieméram, lietotné Microsoft Outlook 2010
zinojuma loga Untitled — Message (HTML), parasti norada:
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Send

eI I= Untitled - Message (HTML) (=] B
| Message Insert Options Format Text Review [A) @
= cotors ~ g | e=4 0,0 = (o) (]

As sl |8 ” M | Request a Delivery Receipt =3 Y0 &l
Lol B == | SO | L Hie heert| W &) S
Themes Bec | From | Permission | Use Voting [ Request a Read Receipt Save Sent Delay Direct
\/ Effects ~ v Buttons v Item To » Delivery Replies To
Themes Show Fields Permission Tracking . More Options
Tou.
=1

Ce.
Bec...

Subject:

4 &R

>

7.5.1.

adreses lodzina To norada adresatus, kuriem noteikti jasanem pasta zinojums;

adreses lodzina Cc parasti norada to adresatu e-pasta adreses, kuriem tas noder
zinaSanai. Tatad zinojumu vienlaikus var nosutit daudziem cilvékiem, bez tam katrs
sanémgéjs redzes, kam vél nosiitita zinojuma kopija;

adreses lodzina Bcc parasti norada to adresatu e-pasta adreses, kuriem janosiita
zinojuma kopija ta, lai pargjie $a pasa zinojuma sanémeéji par to nezinatu (citi
zinojuma sanémgéji neredz lodzina Bcc noradito adresi);

lodzina Subject norada zinojuma tematu,
apaksgja lodzina ievada zinojuma tekstu.

7. Véstulu raksti§anas Kultiira

Lietojot e-pastu, ir svarigi ievérot tikla lietoSanas etiketi — visparpienemtas normas, kas
nosaka véstulu rakstiSanas pamatprincipus un kultaru:

e-pasta temata lauka precizi raksturot zinojuma saturu;
rakstit Tsi Un konkréti par t€ému;

parbaudit izejosa e-pasta zinojumu pareizrakstibu;
laikus atbild€t uz sanemtajam veéstulém,

ievérot visparpienemtos pieklajibas likumus un nerakstit neko tadu, kas var
aizvainot véstules sanémeju;

emociju izteik8anai var lietot emocijzimes (labak saprotamas, aplikojot 90° lenk),
pieméram, smaids — :-), smiekli — :-D, ;-), skumjas — :-(.

7.5.2. DroSibas apsvérumi e-pasta lietoSana

Jaapzinas, ka e-pasta lietoSana ir saistita ar lietotaja datora un datu apdraud&jumu.

752

1. Nevélami zinojumi

Lietojot e-pastu, ir iesp&jams sanemt arT nevélamus zinojumus, pieméram:

surogatpastu (spam), kas ir elektroniskais liekpasts, kuru izsiita bez adresata
piekriSanas ar mérki izplatit komercialu vai cita veida informaciju. Surogatpasts téré
klientu laiku, spiezot lasit nevajadzigu informaciju, un nelietderigi noslogo tiklu;
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e informaciju par noteiktam témam, ja lictotdjs tas ir izvel&jies, registréjoties pasta
sist€éma. Parasti savu kliudu lietotajs saprot parak v€lu, kad sak sanemt sada veida
vestules lielos daudzumos. Raksturigi, ka parasti iesp&ja atteikties no §Ts
informacijas sanemsanas pasta sist€mas nav paredzgta.

Lai izvairitos no nevélama pasta zinojumiem:

e ieteicams izmantot filtré€Sanu, protams, ja pasta programma $adu iesp&ju nodroSina;

e jabit piesardzigam, atklajot citiem savu e-pasta adresi. Nav vélams publicét e-pasta
adresi socialos tiklos un citas vietnés;

e neckad nevajag atbildét uz nev€lamiem e-pasta zinojumiem. Pretéja gadijuma
zinojuma sutitajs zinas, ka e-pasta adrese ir deriga, un var to nositit citiem.

7.5.2.2. Pik§kerésana

Lietojot e-pastu, iesp&jami krapSanas méginajumi. Jauns krap$anas pap€miens ir ta
saucama pikskeréSana (phishing), kas saistita ar konfidencialas informacijas
izvilinasanu.

Pikskerésana var tikt realizéta vairakos veidos, pieméram:
e sapemts e-pasts no it ka uzticamas organizacijas, pieméram, bankas, kuras klients ir
sanémgejs. Zinojuma lugts nostitit personisku vai finansialu informaciju;

e pikSker€Sanas tieSsaisté, kas parasti sakas ar e-pasta zinojumu, kur§ izskatas ka
sttfjums no uzticama avota, pieméram, bankas, kreditkarSu kompanijas vai uzticama
tieSsaistes tirgotaja. E-pasta zinojuma sanémgéji tiek aicinati apmeklét krapniecisku
vietni un sniegt personisku informaciju, pieméram, konta numuru vai paroli. Vélak
§1 informacija tiek izmantota identitates zagSanai.

Lai izvairtos no piksker&Sanas, ieteicami $adi pasakumi:

e sadarboties tikai ar uzticamiem partneriem;

e apdomigi rikoties ar konfidencialu informaciju;

e izmantot specialu programmatiiru, piem&ram, parlikprogramma Internet Explorer ir
izveidots pikSkeréSans filtrs. Ja tiek apmekléta piksSkeréSanas vietne, Internet
Explorer $o vietni bloké, parada informacijas lapu un adre$u joslas krasa tiek
mainita uz sarkanu.

7.5.2.3. Datorvirusi

Péc klasiskas definicijas datorviruss (computer virus) ir programma, kas patvaligi
pievienojas datn€m un to darba laika veic dazadas nev€lamas darbibas: boja datnes,
mapes un aprékinu rezultatus, dz&§ vai piesarno atminu, ka ari citadi traucé datora
darbibu.

Virusi datora var iek]at ar inficétam datném:
e no diskiem;

® N0 e-pasta piesaistném,;

e lejupieladgjot no interneta.

Lai savu datoru aizsargatu no virusiem:
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e nepieciesams lietot labu pretvirusu programmu un to izmantot, lai pirms lietoSanas
parbauditu jebkuru jauniegutu datni, programmu vai disku;

e regulari skenét datoru ar pretvirusu programmu. Lielako dalu virusu var likvidét,
pirms tie sakusi nodarit kait€jumus;

e regulari atjauninat pretvirusu programmu, lai ta var€tu atpazit arT jaunakos virusus;

e ta ka parasti virusu veidotaji mekl€ un izmanto operétajsist€émas un lietotnu drosibas

“caurumus” virusu izplatiSanai, oper€tajsisttmu un lietotnu programmatiru
ieteicams regulari atjauninat.

Lai izvairitos no datorvirusiem, stradajot interneta, ieteicams:
e datnes lejupieladét tikai no uzticamiem publiskiem interneta avotiem un péc
sanemsanas tulit parbaudit ar pretvirusu programmu;

e neatvert e-pasta vestulu piesaistni pat tad, ja tie ir sanemti no uzticamiem adresatiem
(ir virusi, kuri, izmantojot adreSu gramatas esosas adreses, pasi sevi izplata). Pirms
atvérsanas javeic atsiitito datnu parbaude;

e ja nav parliecibas par sanemta e-pasta véstules piesaistnes uzticamibu, to vajadz&tu
tiilit izdzest un ar1 izmest no dz&sto vestuJu mapes.

7.5.2.4. Ciparparaksts

E-pasta zinojumu lietoSanas dro§ibu paaugstina ciparparaksta lietosana. Ciparparaksts
jeb e-paraksts (digital signature) ir zinojuma beigas pievienoti dati, kas lauj zinojuma
sanémé&jam parbaudit zinojuma avotu.

E-paraksts ir elektroniski dati, unikals personas identifikacijas apliecinajums, kas
pievienots datora sagatavotam dokumentam. E-paraksts ir pases ekvivalents
elektroniska formata un apliecina ta piederibu konkrétai fiziskai personai. E-paraksta
izmantoSana nodroSina elektroniska dokumenta autentiskumu un apstiprina parakstitaja
identitati.
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7.6. E-PASTA LIETOTNES MICROSOFT OUTLOOK 2010 VIDE

Katra pasta sisttma ir programma, kas nodroSina zinojumu rakstiSanu, lasiSanu,
nosiitiSanu un saglabasanu pasta serveri. Pasta programmas var realizét dazadi,
piemé&ram:

publiskas pasta sistéemas, kas ir pieejamas interneta, piem&ram, Inbox
(Wwww.inbox.lv), One (www.one.lv), Apollo (www.apollo.lv) pasta programmu
funkcijas ir integrétas sistéma;

specialas  pasta programmas jeb lietotnes, pieméram, Windows Mail,
Windows Live Mail, Microsoft Office Outlook 2007, Microsoft Outlook 2010,
Netscape Mesenger Eudora Pro, Thunderbird, kas nodroSina papild iespgjas,

piemé&ram, zinojumu lejupieladi lietotaja datora, to filtréSanu u. tml.
Saja materiala tiks apskatita e-pasta lietotne Microsoft Outlook 2010.

7.6.1. Lietotnes atvérSana

Lai atvértu e-pasta lietotni Microsoft Outlook 2010:

= lieto komandu Start / All Programs / Microsoft Office / Microsoft Outlook 2010:

| @ Internet Explorer

@ Microsoft Word 2010

E Microsoft Access 2010
.';{f“) Paint

X?I Microsoft Excel 2010

@ Mozilla Firefox

§;ﬂ Snagit 10 Editor

@ Google Chrome

:P;] Microsoft PowerPoint 2010

_' l Notepad

Adobe Reader9

»

:7) All Programs

| Opensali

] Windows DVD Maker
 Windows Media Center
Windows Media Player
w4 XP5 Viewer

, 1-Zip

. Accessories

. Games

. Google Chrome

. Maintenance

. Microsoft Expression

. Microsoft Office

. Microsoft Silverlight 3 50K

. Mozilla Firefox

. Merton AntiVirus

. QuickTime

. SharePoint

. Snagit10

. Startup

. Tildes Birojs 2008

. Uniblue

; Windows Media

J XnView

1 Back

~

m

Search programs and files

ol

A Windows DVD Maker
 Windows Media Center
Windows Media Player
w# KP5 Viewer
. 7-Zip
| Accessories
. Games
. Google Chrome
. Maintenance
. Microsoft Expression
. Microsoft Office
@ Microsoft Access 2010
[&] Microsoft Excel 2010
|I| Microsoft InfoPath Designer 2010
|I| Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
| Microsoft Outlook 2010
|E| Microsoft PowerPoint 2010
[B] Microsoft Publisher 2010
|i—| Microsoft SharePoint Workspace 201
(W] Microsoft Ward 2010
J Microsoft Office 2010 Tools

4 Back

Search programs and files D |

Atveras dialoglodzins Internet E-mail:

m
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=50

\j)\./ Enter your user name and password for the following server.
|

.
Internet E-mail - kveiss

Server mail.pasts.lv
User Name: | kyeiss
Password: | swsssws|

[| save this password in your password list

Lok ]|

< A

= dialoglodzina Internet E-mail:

> tekstlodzina User Name ievada lietotajvardu;
= tekstlodzina Password ievada paroli;

Cancel

i Ja izvéles rutina Save this password in your passwored list ir atziméta, tad tiks
izmantota automatiska paroles ievadiSana. So iesp&ju nav ieteicams izmantot, jo tad

paradas iesp&ja citam cilvékam nesankciongti pieklut jisu e-pastam.

= piespiez pogu| OK :
7.6.2. Microsoft Outlook 2010 darba vide
Lietotnes Microsoft Outlook 2010 logs parasti izskatas $ads:

Cilne File

Atras piek|uves rikjosla

|—{ Cilne

|—{ Aktivas cilnes lappuse

Lentes

Virsrakstjosla minimizacijas poga

’—{ Lente

Uzdevumu sleja |—

1 >
| ) Iﬂ = Bbow - bvets@mnis v |- Moosoh Duleek Ta
1 ' o Q
> x & S 5 SMeong O tove &7 i = L
: v 31 v 2 St 34 Cr a '
- Deirte " Repy waid .
al 1 ® Jurk Y - ! Ne Y roé v Zra . i
4 Favome < »
) tent 2 M ekskursija « WML g »
%) Dot v PG D e ton Sutqect Retawes St Categories Janis Datorists <liet bt LR L ';
R T o b : ¢ 3 8 2
4 Dabe Todey ¥ " y §10n I
o [ IwnwOmecsts  etshings WX poch B TITY 39D 7] i5-17 48

w3010, pede SR
hvensSwicaen b o

\—{ Navigacijas ruts

)
A
23 St o Labdien!
o Delstad New
M Bl Iriespia doties (VAL — "
4 Putbox interesanty
£ 5% Pousts ekskoursls pa
S Sear fdets w Kutzemi. Vai
S Tevi tas
Inzeress” inan_ndosthre e
] Cetar
™ M ng Rem te
8| Conlacty Yinis w 1 W
| Tasas
a4 - 0 s N
Rere O anow, - *
I — - - -
|—| Stavokla josla |—| LasTanas rits
3

—| Zinojumu saraksts
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7.6.2.1. Lente un cilnes

Lente (ribbon) ir taisnstirveida apgabals zem virsrakstjoslas, kura ir redzama cilnu (tab)
josla un aktivas cilnes lappuse (tab page). Cilnes lappusé apvienotas komandas, kas ir
raksturigakas noteiktam uzdevumu kopumam, pieméram, cilnes Home lappusé ir
komandas, ko var izmantot, veicot darbibas ar zinojumiem, Folder — komandas
darbibam ar pastkastites map&m utt.

Lentes cilnes lappusi aktivizé ar klikski uz tas cilnes. Cilnes lappusés komandas
noteikta uzdevuma veikSanai apvienotas grupas, pieméram, cilnes Home lappuses
komandu grupa New apvieno komandas jaunu zinojumu un citu objektu veidoSanai,
Respond — komandas, kas nodroSina atbildes zinojumu veidoSanu uz sapemtiem
zinojumiem, Utt.

Grupas nosaukums redzams josla zem grupas. Ja $aja josla ir poga , tad ar klikski uz
tas var atvert komandu grupai atbilstoso dialoglodzinu.

Ja ir nepiecieS8ams, lenti var minimizét, piespiezot pogu | “ | Lai atceltu lentes

minimizaciju, piespiez pogu | * |

7.6.2.2. Atras piekluves rikjosla
Saja rikjosla péc nokluséjuma redzami tikai divi riki — Send/Receive All Folders un

Undo, tacu to var papildinat, piespiezot pogu E (Customize Quick Access Toolbar)
rikjoslas labaja puse un izpildot klikski uz pievienojamas komandas atvertaja izveélné:

Customize Quick Access Toolbar
Print
Save As

v | Send/Receive All Folders
Update Folder
Back
Forward
Delete

v | Undo
Empty Deleted Items
Find a Contact

IMare Commands...

Show Below the Ribbon

7.6.2.3. Stavokla josla

Stavokla josla tiek radita informacija anglu valoda par izvéléto komandu vai ari par
noris€ém dotaja bridi. Stavokla josla redzamo informaciju var izvéléties no konteksta
izvélnes, kas atveras, izpildot peles labas pogas klikski uz stavokla joslas.
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Customize Status Bar
Cluota Information Off

Filter

Items in View 1

Header Items in View

Unread Items in View

Reminders

View Shortcuts

Zoom 100%

T T T T S

Zoom Slider

7.6.2.4. Navigacijas riits

Lietotnes Microsoft Outlook 2010 loga kreisaja mala atrodas navigacijas rats
Navigation Pane, ko veido grupas ar $adu nozimi:
e grupa Folders, kas var saturct $adas mapju apakSgrupas:
» lictotaja paskastites mapju apakSgrupa:
4 kyeiss@pasts. v
=] Inbox
L7 Drafts
=9 Sent Items
@ Deleted ltems
L@ Junk E-mail
U4 Outbox
« Inbox — iesititie (sanemtie) zinojumi;
.  Drafts — zinojumu melnraksti;
. Sent Items — nosiititie zinojumi,
« Deleted Items — dz&stie zinojumi;
« Junk E-mail — nevélamie zinojumi;
«  Outbox — zinojumi, kas gaida rinda uz nosutiSanu;
e biezak lietoto mapju apaksgrupa Favorites:
4 Favorites
=] Sent Items
{a] Deleted Items
L] Inbox
e navigacijas pogu grupa, kura, piespiezot atbilstoSo pogu, var izveleties

nepiecieSamo darba rezimu, pieméram, Mail —e-pasta lietoSana, Contacts—

lietotaja kontakstu veidoSana un lietoSana utt.:

8=| contacts
] Tasks
o 3.2 -
Lai mainTtu navigacijas riits att€loSanas veidu:

= lentes cilnes View lappuses grupa Layout atver pogas Navigation Pane izvélni:
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=

Mavigation
Pane ~

v | Mormal
Minimized
Off

v | Favorites

Options...

= Izvelas nepiecieSamos iestatijumus, piemeram:

0 Atziméta izv€les riitina nozime, ka iestatijums darbojas.

e Normal — parastais navigacijas riits att€loSanas veids;

e Minimized — minimiz&t riti (ta parvésas par Sauru joslu loga kreisaja mala);

e  Off — nonemt rati;

e Favorites — radit/neradit apakSgrupu Favorites;

e Options — noteikt, kuras navigacijas pogas radit, un mainit pogu noformgjumu.

7.6.2.5. Zinojumu saraksts

Loga liclaka dala parasti ir atv€léta zinojumu sarakstam, kas satur atlasitas mapes,
pieméram, Inbox, saturu. Péc noklus§juma zinojumi tiek sakartoti péc datumiem,
saraksta sakuma novietojot jaunakos zinojumus:

i [ | From Subject Received Size Categories 5

4 Date: Today
] Janis Datorists ekskursija sv 2010. gada .08.08 11:53 9 KB ¥

7.6.2.6. Lasisanas riits

LasiSanas rits Reading Pane satur atlasita zinojuma priek$skatijumu:

ekskursija
Janis Datorists <lietotajs2010@inbox.Iv=

© Follow up. Completed on svétdiena, 8. aug. 2010. gada.
sv 2010, gada .08.08 11:53
kveiss @aldems. v

|2

Labdien!

Ir iesp&ja doties interesantd ekskursija pa Kurzemi. Vai Tevi tas interesa?

4

Janis
Lai mainttu lasiSanas rats atteloSanas veidu:

= lentes cilnes View lappuses grupa Layout atver pogas Reading Pane izvélni:
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Reading
Pane ~

lid right
EI EBottom
g o

Options...

= izvElas nepiecieSamos iestatijumus, piemé&ram:

Right — novietot lasiS8anas rti pa labi no zinojumu saraksta;
Bottom — novietot lasiSanas riiti zem zinojumu saraksta;
Options — precizét rats lietosanu.

7.6.2.7. Uzdevumu sleja

Uzdevumu sleja To-Do Bar satur informaciju, kas palidz planot darbus un uzdevumus.
Parasti ta satur $adas grupas:

e datumu navigators;

e tikSanos saraksts;

e uzdevumu saraksts.

Lai mainttu uzdevumu slejas attéloSanas veidu:

= lentes cilnes View lappuses grupa Layout atver pogas To-Do Bar izvélni:

v | MNormal
Minimized
Off

¥ | Date Navigatar

<,

Appointments

¥ | Task List

Options...

= izvéElas nepiecieSamos iestatijumus, piemeéram:

Normal — parastais uzdevumu slejas attéloSanas veids;

Minimized — minimiz&t uzdevumu sleju (ta parvésas par Sauru joslu loga labaja
mala);

Off — nonemt uzdevumu sleju;

Date Navigator — radit/neradit datuma navigatoru;

Appointments — radit/neradit tik§anos sarakstu;

Task List — radit/neradit uzdevumu sarakstu;

Options — precizét uzdevumu slejas iestatijumus.

7.6.3. Lietotaja e-pasta konts

Lai varétu izmantot lietotni Microsoft Outlook 2010, lietotajam vispirms ir jaizveido
e-pasta konts (e-mail account). Lai izveidotu kontu, no e-pasta pakalpojuma sniedz&ja
ir jasanem $ada informacija:
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e-pasta adrese un parole;
ienakos$a un izejosa e-pasta servera nosaukumi.

E-pasta kontu veido kada no veidiem, pieméram:

lietotnes  konfiguréSanas procesa, kur§ ir obligats, atverot lietotni
Microsoft Outlook 2010 pirmo reizi p&c instalésanas;

pievienojot jaunu kontu jau konfigurétai lietotnei Microsoft Outlook 2010, ja pie
viena datora ar to strada vairaki lietotaji.

Talak tiks apskatits piemé&rs, ka pievienot jaunu e-pasta kontu.
Lai pievienotu jaunu e-pasta kontu jau konfigurétai lietotni Microsoft Outlook 2010:

= izpilda klikski uz cilnes File;

Atveras Microsoft Office Backstage skats (turpmaks tiks lietots jédziens cilnes
File Backstage skats);

= cilnes File Backstage skata navigacijas rti izpilda klikski uz cilnes Info, ja ta nav

Rules and Alorts

Use Rudes and Alents to help organae your incoming e-mail

aktiva:
Inbox - kveiss@pass by - Microsoft Outlook 51 e |
|
fle o |
B seven .
Account Information
kvensoasts i
.
Infe ’
— g o Add Acceunt
Open
or
~ Account Settings
S Modity settings for this account and torfigure additione
' 3 2
Help S nnecher
Accou
-} Ogtions iteng
B e
Mailbox Cleanugp
' | Manage the size of your mados by erptying Deleted lams snd
archiving

= cilnes File Backstage skata cilnes Info lappuses grupa Account Information

piespiei pogu ok Add Account .
Sak darboties vednis Add New Account:
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Add New Account

Auto Account Setup
Connect to other server types.

) E-mail Account

") Text Messaging (SMS)

@ Manually configure server settings or additional server types

< Back ][ Mext =

] ’ Cancel

w

= vedna Add New Account 1. soli:

-> atzime radlopogu @ Manually configure server settings or additional server types ,

> picspicz pogu|_Next>

-

Add New Account

Choose Service

@ Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.
") Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
(") Text Messaging (SMS)
Connect to a mobile messaging service,
) other
Connect to a server type shown below.
Fax Mail Transport

< Back ][ Next >

] [ Cancel

“

= vedna Add New Account 2. soli:

> atzimé radiopogu @ Internet E-mail ;

> piespicz pogu | _Mext> J:
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r ™y
Add New Account @

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: Laura After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: laura @pasts v below, (Requires network connection)
Server Information
[ Test Account Settings ... I
Account Type: POP3 E‘

Test Account Settings by dicking the Mext button

Incoming mail server: mail. pasts v
Deliver new messages to:

Cutgoing mail server (SMTP):  |mail. pasts v
@ New Outlook Data File

fusunintvgnahos _) Existing Outlock Data File

User Name: laura

[a]
Q
@

1

Password: 0000 |swwesss

[T Remember password

Require logon using Secure Password Authentication (SPA ]
[lReq g g SPA) More Settings ...

< Back ” MNext > ]I Cancel I

“ A

= vedna Add New Account 3. soli:
= grupa User Information norada vadu (Your Name) un e-pasta adresi (E-mail
Address);

= grupa Server Information norada konta tipu (Account Type), ienakosa pasta
servera (Incoming mail server) un izejosa pasta servera (Outgoing mail server
(SMTP)) nosaukumu;

= grupa Logon Information lietotajvardu (User Name) un paroli (Password);

> picspicz pogu|_Next> |

P&c noklus€juma sakas konta iestatijumu test€Sana un atveras pieteikSanas
dialoglodzins Internet E-mail:

- ~
Internet E-mail - laura @

ﬁ)\g) Enter your user name and password for the following server,
1

Server mail.pasts. b
User Name: | |gura
Password: | =sswwes

["] save this password in your password list

[ OK ]I Cancel I

“ ’

i Nav vélams atzimét izvéles rutinu Save this password in your password list, jo tad
nakamajas pieslégsanas reizés parole tiktu ievaditu automatiski un e-pastam varétu
pieklat cits cilvéks, zinot jisu lietotajvardu.

= dialoglodzina Internet E-mail:

2> tekstlodzina User Name ievada lietotajvardu;
= tekstlodzina Password ievada paroli;

Informacijas ieguves un komunikacijas lidzeklu izmantoSana 85




E-PASTA LIETOTNES MICROSOFT OUTLOOK 2010 VIDE

= piespieZ pogu ook,

Atveras dialoglodzin$ TestAccount Settings:

-
Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop
Tasks | Errors
Tasks Status
\/Log onto incoming mail server (POP3) Completed
\/Send test e-mail message Completed
W

=2 dialoglodzina TestAccount Settings:

= novero testéSanas procesa att€lojumu (veiksmigi pabeigts process tiek att€lots ar
keksiti);

> piespicz pogu [ Cose |

Atveras vedpa Add New Account dialoglodzins:

I T ™
Add New Account M

Congratulations!
You have successfully entered all the information required to setup your account.

To close the wizard, dlick Finish,

= vedna Add New Account pedgja soli:
- tiek noradits uz veiksmigu konta izveidoSanu;
> piespiez pogu -

Lietotajs, kuram ir izveidots e-pasta konts, var sakt darbu ar lietotni
Microsoft Outlook 2010.
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7.6.4. Lietotnes aizvérSana
Lietotni Microsoft Outlook 2010 var aizvért vairakos veidos, pieméram:
e lietojot cilnes File Backstage skata navigacijas riits komandu [ Exit ;
e piespiezot lietotnes virsrakstjosla pogu [ (Close).
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7.7. E-PASTA LIETOSANA
7.7.1. Zinojuma sagatavoSana un nositiSana

7.7.1.1. Jauna zinojuma izveidoSana

Jaunu zinojumu var izveidot vairakos veidos, pieméram:

By
New
e lentes cilnes Home lappuses grupa New piespiez pogu Em=il  (New Item);
e lentes cilnes Home lappuses grupa New:

= atver pogas New Items izv€lni:

.

L

New
Items ~

E-mail Message
Appointment
Meeting
Contact

Task

e eEEEE

Text Message (SMS)
E-mail Message Using *

More Items 4
= izvélas komandu E-mail Message;

e atver zinojumu saraksta lauka konteksta izv€lni, kura lieto komandu New E-mail:

2l Mew E-mail

&) Arrange By 4
=)  Add Columns

j Group by Box

4] sort.

F  Filter...
~.i AutoPreview Layout

g View Settings...

Atveras jauna zinojuma logs Untitled — Message (HTML):

31 . Untitled - Message (MTHL) (=] S
o A o
) @ § (Y reemn-
t { 4
— J ‘ =l ! Migh Importance
Past B gdres fach ) 2
~ Book  Name: Flle

pem= = 8 lowimpodance

\

Zinojuma loga Untitled — Message (HTML):
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e adreses lodzina To parasti norada adresatus, kuriem noteikti jasanem Sis pasta
zinojums,

e adreses lodzina Cc — parasti norada to adresatu e-pasta adreses, kuriem tas noder
zinasanai. Tatad zinojumu vienlaikus var nosutit daudziem cilvékiem, bez tam katrs
sanémgéjs redzes, kam v&l nosiitita zinojuma kopija;

e lodzina Subject norada zinojuma tematu;
e apaksgja lodzina ievada zinojuma tekstu.
7.7.1.2. E-pasta adresu noradiSana

Zinojuma logam Untitled — Message (HTML) parasti pievieno vél vienu adreses
lodzinu Bcc. Lodzina Bcc nozime ir tada pati ka lodzinam Cc, tikai citi zinojuma
sanémgji neredz lodzina Bcc noradito adresi. So iesp&ju parasti izmanto, lai atseviskiem
cilvékiem slepeni nosiititu zinojuma kopiju ta, lai pargjie $a pasa zinojuma sane€meji par
to nezinatu.

Lai pievienotu lodzinu Bcc, zinojuma loga lentes cilnes Options lappuses grupa
=
=

Show Fields piespiez pogu B«

=0 T Untitled - Message (HTML) ESERTT)
} File ‘ Message Insert Options Format Text Review a @
v e | e=d | 0,0 = (o) (]
A I cotor - T I | Request a Delivery Receipt =% 5] Qg
B 5 G EE =B @ / Y5 G
Themes 3 Bce From Permission | Use Voting [ i Save Sent Delay Direct
v Effeds' v Buttons~ RequestdRead Recelpt ItemTo v Dellvejry Replies To
Themes Show Fields Permission Tracking More Options
To..
=] Cc.,
Send
Bee
Subject:
" J
E-pasta adreses lodzinos To: un/vai Cc:, un/vai Bcc: var noradit vairakos veidos,
pieméram:

e izpilda klikski lodzina To: un/vai Cc:, un/vai Bcc: un ievada adresi, lietojot
tastatiiru. Ja zinojumu siita vairakiem adresatiem, tad e-pasta adreses atdala vienu no
otras ar semikolu (;);

e Dpiespiezpogu Te. vai ce. ,vai Be.
Atveras dialoglodzins Select Names: Contacts:
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-
Select Names: Contacts

=

Search: @ Nameonly () More columns  Address Book

Go Contacts - kveiss@aldems.lv

-

Advanced Find

| Mame Display Mame

E-mail Address

§ Janis Datorists J&nis Datorists
£ Liga Datoriste Liga Datoriste

lietotajs20 10@inboz. v -

lietotajsjauns @inbox. v

4 | i

To-> ligtotais 2010 @inbox.lv

oK

]

[ Cancel

L5

= dialoglodzina Select Names: Contacts saraksta:

> atlasa adresatu;

> piespiezpogu To.. wvai Cc. | val
adrese jaievieto;

>  piespiez pogu .
7.7.1.3. Zinojuma temata noradiSana
Lai noraditu zinojuma tematu:
= izpilda klikski lodzina Subject;
= ievada tekstu, lietojot tastattiru;

= piespieZ taustinu Enter])

Bec...

atbilstosi tam, kura lodzina

Ievaditais zinojuma temats automatiski paradas zinojuma loga virsrakstjosla:

5 ™
M9 ¢ = Par projektu - Message (HTML) | = | = ﬂ
| File | Message Insert Options Format Text Review o @
= X% Cut ey | ; 3 )| Foll -
% Gaibri oy - |11~ A° 4 [ == | % [SE) &9 B |2 | % retlewte {
i ; 3 o | N A
53 Cop ¥ High Importance
Paste aby - i= s= Address Check | Attach Attach Signature Zoom
. J Format Painter B I U A =E Book MNames File THtem~ v § LowImportance
Clipboard % Basic Text ] Names Include Tags Zoom
To.. | [letotais2010@inbox.lv \
=3 Ce. | Liga Datoriste |
Send -
Bec... ‘ ‘
Subject: ’ Par projektu ‘
@‘
I e
.v d
€ See more about: Janis Datorists. ,:‘ N
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7.7.1.4. Zinojuma teksta sagatavo$ana

Sagatavojot zinojuma tekstu, iesp&jams veikt tadas pasas darbibas ka tekstapstrades
lietotné: ievadit, dublét, parvietot, noformét vai dz€st zinojuma tekstu.

Lai sagatavotu zinojumu, parasti veic $adas darbibas:
= lietojot tastattiru, ievada tekstu zinojuma loga apaksgja lodzina;
= lai dz&stu kladaini ievaditu rakstzimi, izpilda kadu no darbibam:
e novieto kursoru pa kreisi no izdz€Samas rakstzimes un piespiez taustinu ;
e novieto kursoru pa labi no izdz&Samas rakstzimes un piespiez taustinu ;
= lai dz&stu teksta apgabalu:
- atlasa teksta apgabalu;
= piespieZ taustinu ;
2 noformé tekstu kada no veidiem, piem&ram:
 lieto lentes cilnes Message lappuses grupas Basic Text komandas:

- l4a

11
1
e
11

Calibri Bodh = 11 = A" 47 L

B 7 U | ®-A-

= | fEiE

Easic Text
» lieto lentes cilnes Format Text lappuses komandas:
AMEEdY O« 9 Par projektu - Message (HTML)
1~_— W} Message Insert Options Format Text Review
T—' 3 Aa HTML Calibri (Body) * 11 = o
Sl By | pabaintet | B I U e x, x| B | [ = AaBbCcDc | AaBbCcDe AaBbCi

q TNormal | NoSpaci., Headingl _ Change Editing

Paste
v Styles ~

s
o

+ b > - A ” - v =
F | AaRichText | 27 - A A A | Aa
Clipboard & Format Font

=]
o NP
=

Styles

Tekstu nav ieteicams noformét, jo e-pasta sisteémas var tikt lietoti dazadi informacijas
kodeéSanas veidi un formatets teksts var tikt izkroplots.

7.7.1.5. Zinojuma teksta parvieto$ana vai dubléSana
Ja ir nepiecieSsams, dublét vai parvietot tekstu viena zinojuma robezas var dazados
veidos, piem&ram:
o lai dublétu tekstu viena zinojuma robezas:
- atlasa vajadzigo tekstu;
= nokopg atlasito tekstu, pieméram, lietojot komandu Copy;
= izvélas teksta ielimeSanas vietu;
= ielimé tekstu, piem&ram, lietojot komandu Paste;
e lai dublétu tekstu viena zinojuma robezas, lietojot peli:
- atlasa vajadzigo tekstu;
= turot piespiestu taustinu , parvelk atlastto tekstu uz izvéleto vietu;

e lai parvietotu tekstu viena zinojuma robezas:

= atlasa vajadzigo tekstu;
= nokopg atlastto tekstu, piem&ram, lietojot komandu Copy;
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->
->

izvélas teksta ielim&Sanas vietu, izpildot klikSki zinojuma teksta;
ielime tekstu, pieméram, lietojot komandu Paste;

lai parvietotu tekstu viena zinojuma robezas, lietojot peli:

->
->

atlasa vajadzigo tekstu;
turot piespiestu peles kreiso pogu, parvelk atlasito apgabalu uz izvéléto vietu.

7.7.1.6. Zinojuma teksta parvieto$ana vai dubléSana no cita avota

Ja ir nepiecieSams, dublét vai parvietot tekstu starp atvertiem zinojumiem var dazados
veidos, piem&ram:

lai dubl&tu tekstu starp atvértiem zinojumiem:

->
->

v ¥ v

atlasa vajadzigo tekstu;

nokopg atlastto tekstu, piemé&ram, lietojot komandu Copy;

aktivizeé zinojumu, kura jadublg teksts;

izv€las informacijas ieliméSanas vietu, izpildot klikski zinojuma teksta;
ielimé tekstu, pieméram, lietojot komandu Paste;

lai dubl&tu tekstu starp atvértiem zinojumiem, lietojot peli:

v

novieto zinojumu logus uz darbvirsmas ta, lai tie abi butu redzami (aktivs biis
tikai viens);

atlasa vajadzigo tekstu viena no logiem;

turot piespiestu taustinu [Cer 1), parvelk atlasito tekstu uz izvél€to vietu otra loga;

parvietotu tekstu starp atveértiem zinojumiem:

atlasa vajadzigo tekstu;

izgriez atlasito tekstu, piem&ram, lietojot komandu Cut;

aktiviz€ zinojumu, Uz Ko japarvieto teksts;

izvelas informacijas ieliméSanas vietu, izpildot klikSki zinojuma teksta;
ieltme tekstu, piemeram, lietojot komandu Paste;

lai parvietotu tekstu starp atvértiem zinojumiem, lietojot peli:

->

->
->

novieto zinojumu logus uz darbvirsmas ta, lai tie abi buitu redzami (aktivs biis
tikai viens);
atlasa vajadzigo tekstu viena no logiem,;

turot piespiestu peles kreiso pogu, parvelk atlasito tekstu uz izvéleto vietu otra
zinojuma loga.

Dublét zinojuma tekstu no cita avota, piem&ram, tekstapstrades lietotnes dokumenta, var
dazados veidos, piemeéram:

lai dubl&tu zinojuma tekstu no cita avota:

>

V200 R 2 7

atver datni, kura atrodas dubl&jamais teksts;

atlasa vajadzigo tekstu;

nokopg atlastto tekstu, piem&ram, lietojot komandu Copy;

aktivize zinojumu, kura jadublé teksts;

izvelas informacijas ielim&Sanas vietu, izpildot klikski zinojuma teksta;
ieltmé tekstu, pieméram, lietojot komandu Paste;
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¢ lai dublétu zinojuma tekstu no cita avota, lictojot peli:
= novieto zinojuma logu un datu avota logu uz darbvirsmas ta, lai tie abi butu
redzami (aktivs biis tikai viens);
- atlasa vajadzigo tekstu datu avota loga;

= turot piespiestu taustinu , parvelk atlasTto tekstu uz izvéléto vietu
zinojuma loga.

7.7.1.7. E-pasta zinojuma pareizrakstibas parbaude

Lai parbauditu pareizrakstibu:

v
V.
Spelling &

= zinojuma loga lentes cilnes Review lappuses grupa Proofing piespiez pogu ™™ .
Ja zinojuma teksta tiek atrasts kludains vards (nav programmas vardnica), atveras
dialoglodzins Spelling and Grammar, kura:

e sarakstlodzina Not in Dictionary noradits atrastais vards, ka nav pareizrakstibas
programmas vardnica;

» sarakstlodzina Suggestions tiek piedavats iesp&jamo pareizo vardu saraksts;

» sarakstlodzina Dictionary language tiek noradita parbaudama valoda:

r ™
Spelling and Grammar: English (U.5.) [il_a’_h]

Mot in Dictionary:

Deeed - Ignaore Once
Ignore All

Add to Dictionary

Suggestions:

. Change

Deere

Deeper Change Al
Defer
Dear AutoCorrect
Deter i
Dictionary language: | English (U.5.) E|
|| check grammar

Options... Cancel

1

“ A

= dialoglodzina Spelling and Grammar atbilstosi situacijai lieto kadu no pogam:

. [ Ignore Once ]— nelabot atrasto vardu;

— nelabot atrasto vardu, ja tas atkartojas, citas zinojuma vietas;

| Add to Dictionary | _ pievienot vardu, ja tas ir pareizs, vardnicai;

— nomainit vardu zinojuma uz sarakstlodzina Suggestions atlasito

vardu;

’ Change Al l—nomainit visus vardus zinojuma, ja tie atkartojas, uz
sarakstlodzina Suggestions atlasito vardu;

. ’ AutoCorrect l — turpmak veikt §1s kliidas automatisku labosanu;

— atteikties no pareizrakstibas parbaudes.
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Kad pareizrakstibas parbaude ir pabeigta, par to zino lodzins Microsoft Outlook, ko var
aizvert, piespiezot pogu OK
Microsoft Outlook &J

‘:01' The spelling check is complete.

[ ok ] [ Heb |

7.7.1.8. Piesaistnes pievieno$ana un dzésana
Lai zinojumam piesaistitu datni jeb piesaistni, ja ir atverts zinojuma logs:
= izpilda kadu no darbibam, pieméram:
e zinojuma loga lentes cilnes Message lappuses grupa Include piespiez pogu

!

Attach
File

!

Attach
 zinojuma loga lentes cilnes Insert lappuses grupa Include piespiez pogu ™

Atveras dialoglodzins Insert File :

' ™
33 Insert File lﬁ
@UvI <« Local Disk (C:) » Projekts v | 49 ||| Search Projerts o

Organize v New folder = O ‘;é'
= Name & Dat
/M Computer
R i pID' K (C) ] priekzlikumi projektam.docx 09.0
Tt !E @ projekta raksaturojums.docx 09.0
Datubazes
Dokumenti
. MSOCache
PerflLogs
. Program Files
ProgramData
Projekts
Users
%] Web_site « <[ I »
File name: Priekilikumi projektam.docx v ‘AII Files (*.*) v;
Tools ~ [ Insert lv] [ Cancel l
" 7

= dialoglodzina Insert File:
= navigacijas ritl izvelas mapi, kura atrodas piesaistama datne;
= veic datnes piesaistiSanu kada no veidiem:
. saraksta atlasa piesaistamas datnes nosaukumu un  piespiez

pogu (eI

o  saraksta izpilda dubultklik$ki uz datnes nosaukuma.
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Piesaistnu nosaukumi redzami lodzina Attached (zinojumam var piesaistit vairakas

datnes):
I | =N
ERI™ B L A Par projektu - Message (HTML) ,_M

| Message Insert Options Format Text Review a 0

| 3 i Foll - ©

caibriBosy v |11 - AT a7 | E-i=- @ |85 @J @ sk (g | Yot <

3 ¥ High Importance
= % B 7 U &+ A = &= $= | Address Check @ Attach Attach Signature Zoom
F Format Painter S B o=l 72z o Book MNames File Hemr~ v § LowImportance
Ciipboard Basic Text » Names Include Tags x| Zoom
To.. | |lietotais2010@inbox.lv
= GG i.iga Datoriste
Send e ——
Bec..,
Subject: Par projektu

Attached: | (] prieksiikumi projektam.docc (12 KBI |

Fa

Labdien! A
Nosutu savus priekslikumus par projekta realizaciju. ;
€ See more about: Janis Datorists. DI:J A

"

Lai dz&stu piesaistni, jauna zinojuma loga:
= atlasa piesaistni;
= izpilda dz&Sanu ar vienu no veidiem:

e piespiez taustinu ;
e atver piesaistitas datnes konteksta izv&lni, kura lieto komandu Remove:

* 9= Par projektu - Message (HTML) I_D_‘Elﬁ
| Message Insert Options Format Text Review [A] 0
Cut = — 51 3 0l T ¥ Follow Up ~
1* v * A A = = A a&ﬂ @J @ LUJ: | £ P
53 Copy O ¥ High Importance
Paste B 7 U aby A = = = &= i= | Address Check @ Attach Attach Signature
SO s U == =
v p rormat ¥ ¢ Book MNames File Item~ v § LowImportance
Clipboard P Basic Text Names Include Tags Zoom
To.. | |lietotais2010@inbox.lv
=1 Cc.. | |LiaaDatoriste
Send e ——
Bec
Subject: Par projektu
Attached: |6 priekSiikumi projektam docc A2KEl |
Open =
bdien! p =
Labdien! Print =
_ — . Save As...
Nosutu savus priek3likumus par projekta
Remove =
Cut
Copy
Paste | =
o See more about: Janis Datorists, ‘ Select All ! |:I ~

7.7.1.9. Zinojuma prioritates iestatiSana
Zinojuma svarigumu raksturo $adas vertibas:
e Hight Importance — augsts, un $adi zinojumi sanémé&jam biitu jalasa pirmie;

e Normal Importance — normals (1 vértiba ir zinojumam p&c noklus€juma);
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e Low Importance — zems, sadus zinojumus sané€méjs varétu lasit pedejos.
Lai iestatitu zinojuma svarigumu, lentes cilnes Message lappuses grupa Tags piespiez
atbilstoso pogu, pieméram, ! HighImportance -

P Par projektu - Message (HTML) [E=EE)

l Message Insert Options Format Text Review 2 0

Calibri(Body ~ 11~ A" A7 | = - i= - @ 8&5 @J @ 0 /T ¥ Folowup- Q

v 32 Coj |'¥ High Importance
Paste . B 7 U ¥ A |=

Address Check = Attach Attach Signature — Zoom

J Format Painter 55 — iz e Book MNames File Hem~ v § LowImportance
Clipboard * Basic Text M Names Include Tags x| Zoom
To.. | |letotais2010@inbox.v
W 7
=1 Cc... Liga Datoriste
Send —
Bec..,
Subject: Par projektu

Attached: | ) prieklikumi projektam.doox 16 KB)

>R

|Labdient

Nosutu savus priekslikumus par projekta realizaciju.

@ Seemore about: Janis Datorists. ) D ~

Ja nepiecieSams mainit zinojuma svariguma vertibu, tad:

= lentes cilnes Message lappuses grupa Tags piespieZ dialoglodzina pogu | "= |.
Atveras dialoglodzins Properties:

F |
Properties lé]

Settings Security
:ﬂ Importance: ,_LC[ ] Change security settings for this message.
- Sensitivity: w
|:| Do not Autuw, Hich
Voting and Tracking options
- [ Use voting buttons: |Z|

\“a] [ Request a delivery receipt for this message
["|request a read receipt for this message

Delivery options

T ]
7 .i ["]Have replies sent to: Select Names. ..

[7] Do not deliver before: | Mone 0:00
|:| Expires after: Mone 0:00

Save copy of sent message

Categories |None |

Close

S

= dialoglodzina Properties:
= grupas Settings saraksta Importance izvélas atbilsto$o svariguma vertibu;
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> piespiez pogu [ Cose |,

7.7.1.10. E-pasta zinojuma nosiitisana

S5end
Lai zinojumu nosiititu, Zinojuma loga piespiez pogu
I ™
BT | *> 9= Par projektu - Message (HTML) |5‘M
‘ File 1 Message Insert Options Format Text Review o @
= o : Calibri Body ¥ 11~ A” A7 = - i=- B 85‘5 %@J @ LUJE 3 ‘Y Folow Y . ‘-\'
£ s ¥ High Importance
Paste aby . v || = s= Address Check @ Attach Attach Signature ~ | Zoom
. J Format Painter B I D = A J ™ | Book MNames File Hem~ 2 v © § LowImportance
Clipboard . Basic Text M Names Include Tags x| Zoom
To... lietotajs20 10 @inbox. v
=] Cc.. Liga Datoriste
Send L -
Bec.,
Subject: Par projektu
Attached: | @] prieklikumi projektam.doox 16 KBI ,
D.abdlen! "
Nosutu savus priekslikumus par projekta realizaciju.
@ See more about: Janis Datorists. ) D -
\

7.7.1.11. E-pasta zinojuma melnraksta lietoSana

Gadijuma, ja nav laika pabeigt rakstit un nosttit zinojumu, var saglabat ta melnrakstu.
Kad ir laiks, zinojuma melnrakstu atver un turpina ta sagatavosanu.

Lai saglabatu zinojuma melnrakstu:
= aizver zinojuma logu kada no veidiem, pieméram:
» piespiez virsrakstjosla pogu (Close);

o lietoj cilnes File Backstage skata navigacijas rits komandu
[ Close

Atveras dialoglodzin$ Microsoft Outlook:

Microsoft Outlook L_J&
!‘-ﬁ Do you want to save changes?
l Yes J [ No ] [ Cancel J

= dialoglodzina Microsoft Outlook piespiez pogu [ ves |.

0 P&c noklusgjuma zinojums tiek saglabats menrakstu mapé Drafts.
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Lai atvertu zinojuma melnrakstu:

= lictotnes loga navigacijas ruti atlasa mapi Drafts:

E=NEE

|= Drafts - kveiss@pasts.lv - Microsoft Outlook
| Home Send / Receive Folder View [~} 0
(5) Change View ~ [T Show as Conversations lj: 1] Reverse Sort E: Navigation Pane ~ 1 ‘jbE Q' Reminders Window
Lg View Settings =] Add Columns é Reading Pane ~ &5 Open in New Window
= ersation Setting Arrange : People ¥
. Byv o= [ETo-DoBar~ Pane~ | & Close All tems
Current View Canversations Arrangement Layout People Pane Window
4 Favorites N e o [
= search bratts (Ltri=E) | H
[ Sent Items = = Pro;ekts
@ Deleted Items ‘Arrange By: Date Newest on top =
(3} Inbox 1 Janis Datorists Naone None
- Projekts Janis Dato
4 kyeiss@ pasts.lv =
=) Inbox ‘é; :
[ Sent Items —
(&) Deleted ltems [
L Drafts Connect X
( : = e to social
Sl - = ]
Items:1 | | D B8 100% (=) U o
e atver melnrakstu, zinojumu saraksta izpildot uz ta dubultklikski.
7.7.2. Sanemto zinojumu apstrade
7.7.2.1. Zinojumu saraksts
Lai apskatitu iesiitito zinojumu sarakstu:
= atver lietotni Microsoft Outlook 2010;
= lictotnes loga navigacijas riitT atlasa mapi Inbox.
P&c noklusgjuma saraksta zinojumi tiek sakartoti pec datumiem, saraksta sakuma

novietojot jaunakos zinojumus. Nelasitie zinojumi tiek atteloti treknraksta:

( =1
I e S Inbox - kvess@aldems v - Microsoft Outlieck = M
Hame Send / Recetre Foldes iew 1 0
o 8 (Fah a lgnore x \ i | B iseating A3 Move ¢ A3 Moy - JUnread/ Read  Fand & Contact = %
L 3 B Cean Up + —4 —» & Yo Manager &3 Rules + 84 Cstegorize - WA Adaress Sook !
New New % Delete Reply Reply Forwaed B, piose - Q SenaRecene
E-mall Bems> g dunk a X 34 Team E.mas N Onetate . W Folow Up ~ W Filtter E-mad * AD Folders
New Delete Respond Vg enaARece
4 Favontat < p
f P
~o3 Gent Neons ij.ku
& ® . 'y
S} Deleted Jomi HQ 1) 9 From Subject Received Stre | |Categories Liga Datoriste <lietotajsj
-] Inbox (1) L retod long
4 Date: Today 5 heds Drobect
S - 1 & Janis Datorists Projelas Pr 2010, gada 0%.08 1559 21K8 " :
4 bersiGaldend.le i - A R AReeniS et i - ianed " venteg tomatic
[ | ® liga Datariste Projekty pr 2010, gada 9881013 M8 | y
) Inbax (1) e e e W — pr 2010, gada 0208 10:1:
kv N
] Oratts 4 Date: Yesterdsy racaiu:m J
§ Ser [
_—f o Itecn) 4 Mnis Datortsts ekshursije w 2010, gada 0805 11:53 o v I Message '—'Jka‘ﬁu -
o) Deteted Rems -
- " v
" L) »
308 ad A -
Nemz 3 Unreati L 0 &3 100m [~ +
\ J

Zinojumus raksturo informacija, kas parasti izvietota $adas kolonnas:

e ! (Importance) — svarigums;
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e ™ (Reminder) - atgadinajums par ieplanoto zinojumu apstradi;

b (Icon) — zinojuma vizuals att€lojums;

' (Attachment) — piesaistne, uz ko norada saspraude 8 $aja kolonna;
e From - siititajs;

e Subject — temats;

¢ Received — sanemsanas datums;

e Size —apjoms;

e Categories — sagrupét zinojumus péc to nozimes un katrai grupai iestatit savu
att€loSanas krasu;

% (Flag Status) — karodzin$, ar ko lietotajs iezZimé zinojumus, uz kuriem vé&lak
atbildet vai veikt kadas citas darbibas.

0 Ja nepieciesams, zinojumus raksturojoso informaciju var mainit (sk. 7.3.3.1.).

7.7.2.2. Zinojumu atvér$ana

Vienu zinojumu var atvert vairakos veidos, piem&ram:
e izpilda dubultklikski uz zinojuma;

. L . Enter
e atlasa zinojumu un piespiez taustinu .
Lai atvertu vienlaikus vairakus zinojums (katrs zinojums atveras jauna loga):

= atlasa visus vajadzigos zinojumus;
= izpilda kadu no darbibam:
 lieto atlasito zinojumu konteksta izvélnes komandu Open:

Open

Lopy

Quick Print
Forward

Mark as Read
Mark as Unread
Categorize
Follow Up
Quick Steps

Rules

EPhwARERD P &Y

Move

Ignore

LS

%= Clean Up Conversation

>( Delete

e piespiez taustinu .

Lai atlasttu vairakus zinojumus:

e jaatveramo zinojumu nosaukumi atrodas viens otram lidzas:
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= izpilda klikski uz pirma zinojuma;

= piespieZ taustinu || un, turot to piespiestu, izpilda klikski uz pedgja atlasama
zinojuma:

% [ o] From Subject Received Size Categories W

4 Date: Today
| W Janis Datorists Projekts pr 2010. gada .09.08 15:59 22 KB
.4 @ Liga Datoriste Projekts pr 2010, gada .09.08 10:13 28 KB

4 Date: Yesterday
] .~ Janis Datorists ekskursija sv 2010, gada .08.08 11:53 9 KB ./

e jaatveramo zinojumu nosaukumi neatrodas viens otram lidzas:
= izpilda klikski uz pirma atlasama zinojuma;
= piespiez taustinu un, turot to piespiestu, izpilda klikski uz katra nakama
zinojuma:
V% @) From Subject Received Size Categories w
4 Date: Today

| 1] Janis Datorists Projekts pr 2010. gada .09.08 15:59 22 KB
] I Liga Datoriste Projekts pr 2010, gada .09.08 10:13 28 KB

4 Date: Yesterday
.~ Janis Datorists ekskursija sv 2010. gada .08.08 11:53 9 KB ,/

Atverta zinojuma logs satur $adu informaciju:

I N
A J & 9= Projekts - Message (HTML) l BEE
| File ‘ Message Q 0

A . e v [ vy . &
k Tgnore x ) ER & Ehleeting (23 Move to: ? ’1_3, (& Rules -} Mark Unread a& & Find 7\v
¢ ¢ G 5 To Manager v o ,‘ﬂ:l OneNote a_ﬁ Categorize ~ % Related ~
&Junk ~ Delete | Reply Reply Forward ., pore ~ g Move X Translate Zoom
All = (34 Team E-mail v »  [2] Actions ~ | ¥ Follow Up ~ v I Select ~
Delete Respond Quick Steps 2 Move Tags 7 Editing Zoom

From: Liga Datoriste <lietotajsjauns@inbox.lv> Sent: pr2010. gada .09.08 10:13
To: kveiss@aldems.lv
Cc
Subject: Projekts

%
Labdien! =
Nostitu informaciju par projektu. Ludzu iepazities un izteikt savas domas. Atbildi gaidu vienu nedélu. =
Projekta koordinatore
Liga Pastniece =
" J

e From — sutitajs;

e Sent — izsttiSanas datums;
e To0 — adresats;

e Cc —citi adresati;

e Subject — zinojuma temats;
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e  |Message _norade uz piesaistni (piesaistnes nosaukums un lielums redzams pa
labi no ikonas);

e apaksgja lodzina redzams zinojuma teksts.

7.7.2.3. Piesaistnes atvér§ana un saglabasana
Lai atvertu piesaistni:
= atver zinojumu vai atlasa zinojumu mapes INbox zinojumu saraksta;
= zinojuma loga vai lietotnes loga riitt Reading Pane izpilda kadu no darbibam:
» izpilda dubultklikski uz piesaistnes;
e piesaistnes konteksta izvélng izvélas komandu Open:

Preview

5 Open
Ciuick Print

b

b

Bl saveas
Y Save All Attachments..,
X Remoye Attachment
53 Copy

i?lé Select All

e atlasa piesaistnes nosaukumu un konteksta Attachment Tools cilnes Attachments

Open

lappuses grupa Actions piespieZ pogu

Lai saglabatu piesaistni:

= atver zinojumu vai atlasa zinojumu mapes INbox zinojumu saraksta;

= zinojuma loga vai lictotnes riti Reading Pane izpilda kadu no darbibam:
e piesaistnes konteksta izvelng izvélas komandu Save As:

Preview
[ Open
Quick Print

b

bl

B saveas
Y3 Save All Attachments..,
>( Remove Attachment
53 Copy

i?l;:;_ Select All
e atlasa piesaistnes nosaukumu un konteksta Attachment Tools cilnes Attachments
N
Save
lappuses grupa Actions piespiez pogu =~ *
Atveras dialoglodzin$ Save Attachment:
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( -1 Save Attachment l&r
@Uv| » Computer » Local Disk (C:) » Projekts v | ¢4 H Search Projekts jo ‘
Organize v New folder v, @

4 [-” Local Disk (C:) 4 Name : Date modified Type g
Datubazes
Dokumenti No items match your search.
MSOCache
PerflLogs
. Program Files
ProgramData |
Projekts ;-:-
Users
%! Web_site
Windows
ca Datudisks (F:) ~ <« [ 1 »
File name: Papildindjuns priekslikumiem.docx -
Save as type: | Microsoft Word Document (*.docx) 'J
&) Hide Folders Tools ~ Save ] [ Cancel
b S
= dialoglodzina Save Attachment:
= navigacijas ruti norada piesaistnes saglabasanas vietu,
2 piespiez pogu | Save |,
7.7.2.4. Zinojuma aizvérS§ana
Zinojuma logu aizver kada no veidiem, piem&ram:
e piespiez virsrakstjosla pogu (Close);
e lieto cilnes File Backstage skata navigacijas riats  komandu
,__f Close

7.7.2.5. Atbildes zinojumu nositiSana

Lietotnes iestatijumos ir iesp&jams noteikt, vai sanemta zinojuma saturs ir ieklaujams

atbildes zinojuma.

7.7.2.5.1. Sanemta zinojuma satura ieklausana vai neieklausana atbilde uz e-pasta

zinojumu

Lai atbildétu uz e-pasta zinojumu, ieklaujot vai neieklaujot sanemta zinojuma saturu:

= izpilda klikski uz cilnes File;

= cilnes File Backstage skata navigacijas ruti izpilda klikski uz cilnes Options.

Atveras dialoglodzins Outlook Options:
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R

Outicck Options
P X Cheanad-up hams wil 3o 16 this folder o, |
Ml Messages moved by Claan Ug wil 9o 16 i account « Deleted Mems.
When Oeaning 1ub-folders, recreate the Talder fierarchy In the desteation fokder
Catandm

Don't move Ywwead messages
Cantach ¢ Dontmove tategorioed messsges

¥ Dont move flagges metiages |
¢ Dont move gigitaly-digned messsgpes ‘
4

L When 2 repdy moofies 3 message, donT move the ongimal

Tashs

Moles and Jowrnal

Semch

Hrphies and torwards
Mobue
» Chose onginal message window when repying o¢ forwa deg

Language _— Freface comments withy o "
Ageances

¥ihen repiing 10 2 message InTude anginat mesaage test -

g
Cuttemae RibDon —
Quitk Atcens Tooksat Vihen forwarding & mevisge @ Indude onginal message teat -
A3 ¥ Plam tet message with
Trant Certier Sove
meveges

H ¥ Atomabicaly jave tems tNAL hawe Nok Deen sent Mtes thit macy minutes: 3
Sawe to th folder | Duafic E]
When replying to 3 message that i not in the Inbaw, 1ave the reply in the same folder
¥ Sevg forwardied messages
¥ Seye copier of messages in the Sent Rems folder

¥ Use Precade format
Send Mmessapes

¥ Defautt jnportance level %ﬁdl.’ﬂll.;]

Uwtalt Senstutty beost  Notreal -

= dialoglodzina Outlook Options:
= cilnes Mail grupa Replies and forwards saraksta When replying to a message
izv€las nepiecieSamo iesp&ju:

Do not include ariginal message

Attach original message

Include original message text

Include and indent original message text

"1

Il

Prefix each line of the original message

« Include original message text, lai zinojuma teksts tiktu ieklauts atbildé (tas
ir noklusgtais iestatfjums);

« Do notinclude original message, lai zinojuma teksts netiktu ieklauts
atbildg;

= piespiez pogu .
7.7.2.5.2. Atbildes zinojuma sagatavoSana un nosiitiSana
Lai sagatavotu un nosiititu atbildes zinojumu:

= izvelas zinojuma adresatu vai adresatus kada no veidiem:
e lai atbild€tu tikai zinojuma siititajam, lieto kadu no pan€mieniem, pieméram:
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. atver zinpojuma logu un lentes cilnes Message lappuses grupa Respond

b
—<a

Reply

piespiez pogu :
. atlasa zinojumu mapes Inbox zinojumu saraksta un lentes cilnes Home

il
—
Reply

lappuses grupa Respond piespieZ pogu

. atlasa zipojumu mapes Inbox zinojumu saraksta un lieto ta konteksta
izvélnes komandu 4 Reply ;

e lai atbild€tu zinojuma siititajam un citiem zinojuma sanéméjiem, lieto kadu no
panémieniem, piem&ram:

. atver zinojuma logu un lentes cilnes Message lappuses grupa Respond

piespiez pogu
. atlasa zinojumu mapes Inbox zinojumu saraksta un lentes cilnes Home

g
Reply

lappuses grupa Respond piespiez pogu :
. atlasa zipojumu mapes Inbox zinojumu saraksta un lieto ta konteksta
izv€lnes komandu =@ Reply Al

= sagatavo atbildes zinojumu;

= nosiita zinojumu.
7.7.2.6. Zinojuma parsatiSana
Sagatavojot zinojumu parsitiSanai, janem vera:

e lai ieklautu vai neieklautu sanemta zinojuma saturu, rikojas tapat, ka atbildot
(sk.7.7.2.5.);

e ja sapemtais zinojums satur piesaistni, tad ta pec noklus€juma tiek pievienota
parsiitamajam zinojumam.

Lai parsiititu e-pasta zinojumu:

= izvéelas kadu no pane€mieniem:

e atver zinojuma logu un lentes cilnes Message lappuses grupa Respond piespiez

1
—ap
Forward

pogu
e atlasa zinojumu mapes Inbox zinojumu saraksta un lentes cilnes Home lappuses

1
—&p
Forward

grupa Respond piespiez pogu
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e atlasa zinojumu mapes Inbox zinojumu saraksta un licto ta konteksta izvélnes
komandu e Forward

Atveras jauna zinojuma logs:

| i - EE=)
EXIN™ | ( I= FW: projekts - Message (HTML) =
l File. | Message Insert Options Format Text Review A Q
M A& & ErE ggﬂ gggj ) Attach File ¥ Follow Up ~
ot _@Attach Item ~ ' High Importance
Paste [ ab; \ = = = | <= s= | Address Check
v p.| B T -1 ’ 2 e Sl B Book Names | Lg Signature ~ § LowImportance
Clipboard & Basic Text Names Include Tags x| Zoom
To...
_9
Cc.
Send -
Bec..,
Subject: FW: projekts
Attached: | (] prieklikumi projektam.dooc (13 KB

= jauna zinojuma loga aizpilda adresata lauku To, Cc vai Bcc kada no veidiem:
» ierakstot adreses ar roku;
e izvéloties tas no adreSu saraksta;

2 redigé zinojumu;

= nosiita zinojumu.

7.7.2.7. Zinojuma izdrukasana

Lai izdrukatu zinojumu ar noklus&tajiem printera iestatijumiem:

= atver zinojumu vai atlasa zinojumu mapes zinojumu saraksta;

= izpilda klikski uz cilnes File;

= cilnes File Backstage skata izpilda klikski uz cilnes Print:

I — lanx ]
0 Inbax - kverss@ sasts i - Microscft Outlook ) S| |
' "l"" B Home Cond | Becetve Folder e Q
Bl Save i
Primt
’ ll -
- ffd Ipecify how you went the em to be prrted and = =
then chick Print - -
Info Print =
™ -
Ope Printer
Print 7 HP Deshyet 8580 cenes z
4 2 C o e
Helg >
B Pont Options
1 Optiont Settings
£} e
u Table Style
5 Mema Style —}
‘1 el 2 Ol
4 » I
| ~ =

= cilnes Print lappuses grupa Print piespiez pogu ™"
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Lai izdrukatu zinojumu, iestatot drukasanas parametrus:

= atver zinojumu vai atlasa zinojumu mapes zinojumu saraksta;
= izpilda klikski uz cilnes File;

= cilnes File Backstage skata izpilda klikski uz cilnes Print:

0 Inbox - kveiss@ sasts v+ Microscft Outlook ! x| |
A Home seet ¥ 0
W Save i

Print
’ l“ -
b of Specfy how you went the tem to be prrted and - — =
then cfick Print - =
Info Primt e sy =
f
Ope Printer
Print 7 HP Deshyet 8560 canes =
= '\) enits walting
Heb
sy e Port Options
1] Options Settings
a Eett
u Table Style
- I Memo Style =
1 efl 2 ol
4 ,l

= cilnes Print lappuses grupa Printer piespiez pogu 8iPrint Options
Atveras dialoglodzins Print:
rPrint Iﬁﬁ

Printer

MName: HP Deskjet 6930 series E‘

Status:

Type: HP Deskjet 6380 series

Where: [T erint to file
Comment:

Print style Copies

Table Style Page Setup... Number of pages:

% Mumber of copies: |1 =
Memo Style :
. Define Styles.. ["] Collate capies

Page range
@ Al
() Pages:

Type page numbers and/or page ranges separated by
commas counting from the start of the item. For
example, type 1, 3or 5-12,

Print options

| Print attached files. Attachments will print to the
default printer only.

Print ] [ Preview ] ’ Cancel

“ o

= dialoglodzina Print:

- iestata sadas opcijas (ja tas ir vajadzigs):
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lai drukatu visu zinojumu, atzimé grupas Page Range radiopogu All;

lai drukatu noteiktas lappuses, atzimé grupas Page Range radiopogu Pages
un tekstlodzina norada drukajamas lappuses;
lai drukatu vairakas kopijas, iestata kopiju skaitu grupas Copies lodzina
Number of copies;

= piespiez pogu

Prirt

7.7.3. Lietotnes iestatljumu piemérosana

7.7.3.1. Zinojumus raksturojosas informacijas radiSana un paslép$ana

P&éc nokluséjuma mapes INbox saraksta esoSie zinojumi tiek sakartoti péc datumiem,
saraksta sakuma novietojot jaunakos zinojumus. Nelasitic zinojumi tiek attéloti

treknraksta:
I Inbox - kvezz8aldems by - Microseft Outicok = ’-‘;B‘
Recetre Falde £ O
Y i x | 1) d‘.l = \4 Move ‘4‘" 3 2 Unread/ Rea d
: - wn v - o & To Manag &3 Rul S8 (stegorize = ) Ada
New New " Delete Reply R waed £, end
E-mall Bem & Junk 34 Team Em U OneNo W Folow Up ¥ Filter E 2 Folder
& Favont - g
== Gent Neons - Projckts
NI o - < , - C . e » M
S Deleted Bemi 34315 8| From e oo e L g Liga Datoriste <lietotajsj
| Inbox () 0 ’
4 Date: Today
o' Daldand') - | & Janis Datorists Projelas Pr 2010, gada 09.08 1559 27K8
resiZaldenc. by ‘ -
| J o Llga Datanste Projekts Pr 2010, gacs 0908 1013 2B
) Inbax (1) ) - - x x pr 2010, gada 02081012
’ ' kv akters. b
] Oratt 4 Date: Yesterdsy K :n:»icm
' ¢ i e M Dotorists ekshursie o 2010, gada 0808 11:53 % v IMessage W] Projenta k..
ol Deteted Rems -
- _n ) 4
. [l »
J/5 &d Y -
Nemz 3 Unreat L Il &3 100% (- +

Lai veiktu zinojumus raksturojosas informacijas radiSanu un paslépsanu:

= atver dialoglodzinu Show Columns, izpildot kadu no darbibam:

e zinojumu saraksta konteksta izvélng lieto komandu Add Columns:

MNew E-mail

Arrange By g
Add Columns

Group by Box

Sort..

Filter...

AutoPreview Layout

g Miew Settings...

« lentes cilnes View lappuses grupa Arrangement piespiez pogu ##dd Columns |
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Show Columns

Select available columns from:

Frequently-used fields

Available columns:

Auto Forwarded
Categories

Cc

Contacts
Conversation
Created

Do Mot AutoArchive
Due Date

Flag Completed Date
Fallow Up Flag

IMAP Status
Message

Criginator Delivery Requeste
Read

Properties

[ )
i
m
o

Maximum number of lines in compact mode: | 2 E‘

B

,

- Remow
<-Remove

New Column...

m

-

Show these columns in this order:

Importance -
Reminder

Icon

Attachment

From

Subject

Received

Size

Flag Status

[=]
&
=]
5
b
[w]
[=]

oK l [ Cancel

“

Dialoglodzina Show Columns:

sarakstlodzin$ Awvailable Columns satur iesp&jamas zinojumus raksturojosas

kolonnas;

sarakstlodzins Show these columns in this order satur zinojumu saraksta redzamo

kolonnu nosaukumus to seko$anas seciba;
dialoglodzina Show Columns izpilda kadu no darbibam:

* lai pasléptu kolonnu, pieméram, Reminder:

> atlasa kolonnas nosaukumu sarakstlodzina Show these columns in this

order:

Show Columns

=2

Select available columns from:

Frequently-used fields

Available columns:

Auto Forwarded
Categories

Cc

Contacts
Conversation
Created

Do Mot Autoarchive
Due Date

Flag Completed Date
Faollow Up Flag

IMAP Status
Message

Criginator Delivery Requeste
Read

Properties

L)
I
m
i

Maximum number of lines in compact mode: | 2 E‘

[=]

o Add -=

m

-

Show these columns in this order:

Importance -
Reminder ]
Icon

Attachment

From

Subject

Received

Size

Flag Status

’ Move Up ] [MoveDown]

[ OK ]’ Cancel ]

w

> piespiez pogu |_<-Renme |

> piespiczpogul 0K
e lai raditu kolonnu, pieméram, Reminder:

> atlasa kolonnas nosaukumu sarakstlodzina Available Columns:
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Show Columns

==

Maximum number of lines in compact moda: | 2 E‘

Select available columns from:

Available columns:

Outlook Data File -
Outlook Internal Version
Outlook Version

Read

Receipt Reguested
Received Representing Nam:
Recipient Name

Relevance

‘Reminder

Remote Status

Retrieval Time

RSS Feed

Send From

Sensitivity e

All Mail fields

Add -=

m

Properties

()

Show these columns in this order:
Importance -
Icon
Attachment
From
Subject
Received
Size
Flag Status

[ ok

) (ot

W

piespiez pogu | Add> |

piespiez pogu

>
>

7.7.3.2. Karodzina pievieno$ana un nonemsana pasta zinojumam

Karodzins tiek lietots ka vizuals atgadinajums, kas palidz planot sanemto zinojumu
apstradi. Ar karodzinu parasti atzimé zinojumus, kuri tiks apstradati vélak.

Lai e-pasta zinojumam pievienotu karodzinu:

= izpilda kadu no darbibam:

e atver zinojuma logu un lentes cilnes Message lappuses grupa Tags piespiez

Yv

Follow
Up~

pogu

e atlasa zinojumu mapes INbox zinojumu saraksta un lentes cilnes Home lappuses

?

Follow
Up~ .

grupa Tags piespieZ pogu

e mapes Inbox zinojumu saraksta atver zinojuma konteksta izvélni, kura izvélas

W Follow Up L

= komandas Follow Up izvélné izvélas nepiecieSamo karodzina veidu. Karodzini tiek
atteloti dazadi atbilstos$i tam, kad planots apstradat zinojumu, pieméram:
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Today
Tomaorrow
This Week
Hext Week
Mo Date

Custom...

Add Reminder...

CH 44 <4

Mark Complete

Set Quick Click...
e Today — apstradat zinojumu Sodien;
e Tomorrow — apstradat zinojumu ritdien;
e This Week — apstradat zinojumu Sonedgl;
e Next Week — apstradat zinojumu jaunnedgl;
e No Date — apstradat zinojumu (izpildes datums netiek noradits).
Pievienotie karodzini uzskatami redzami zinojumu saraksta:

V| O ) Fram Subject Received Size |[¥

4 Date: Yesterday
.~ 10 Janis Datorists Projekts pr 2010, gada .09.08 15:59 23 KB v
.~ W0l Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB

4 Date: Last Week
—J Janis Datorists ekskursija sv 2010, gada .03.08 11:53 9 KB Y

Lai e-pasta zinojumam nonemtu karodzinu:

= izpilda kadu no darbibam:
e atver zinojuma logu un lentes cilnes Message lappuses grupa Tags piespiez

v

Follow

pogu | “°”

e atlasa zinojumu mapes INbox zinojumu saraksta un lentes cilnes Home lappuses

v

Follow

grupa Tags piespiez pogu  »~ -
e mapes Inbox zinojumu saraksta atver zinojuma kontekta izvélni, kura izvélas
W Follow Up :
= komandas Follow Up izvéIné izvélas komandu Cler Flag:
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Today
Tomorrow
This Week
Hext Week
Mo Date

Custom...

Add Reminder..,

P 44

Mark Complete
Clear Flag
Set Quick Click...

7.7.3.3. Atgadinajumu lietoSana

Ar karodzinu lietoSanu cieSi saistita atgadinajumu lictoSana. Atgadinajumu (Reminder)
var iestatit dazadiem zinojumu apstrades veidiem, piem&ram, kad atbildét uz konkrétu
sanemto zinojumu. Izveidojot atgadinajumu, zinojumam tiek pievienots karodzins.

Izveidotie atgadinajumi automatiski tiek ievietoti uzdevumu sleja veicamo uzdevumu
saraksta.

Piem@&ram, lai iestatitu atgadinajumu par to, kad atbildét uz zinojumu:
= izpilda kadu no darbibam:
e atver zinojuma logu un lentes cilnes Message lappuses grupa Tags piespiez

v

Follow

pogu "¢~
* atlasa zinojumu mapes Inbox zinojumu saraksta un lentes cilnes Home lappuses

Y»

Follow

grupa Tags piespiez pogu U~ -

e mapes Inbox zinojumu saraksta atver zinojuma kontekta izvélni, kura izvélas
W Follow Up .

= komandas Follow Up izvéIng izvélas komandu Add Reminder:

Today
Tamarrow
This Week
Hext Week
Mo Date

Custom...

Add Beminder...

k€4

Mark Complete
Clear Flag
Set Quick Click...

= dialoglodzina Custom veic iestatijumus, piem&ram:
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( Custom ﬁ‘

Flagging creates a to-do item that reminds you to follow up. After you
follow up, you can mark the to-do item complete.

Flag to: Replyl lz‘
Start date: | otrdiena, 10. aug. 2010. gada lz‘
Due date: | otrdiena, 10. aug. 2010. gada E
[¥] Reminder:
otrdiena, 10. aug. 2010. gada lz‘ 11:30 lz‘
o) o)
= sarakstlodzina Flag to norada atgadinajuma veidu, pieméram, Reply (atbildét uz
zinojumu);
= lodzinos Start date un Due date norada izpildamas darbibas sakuma un beigu
datumu;

= atzimé izvéles ratinu Reminder un grupas Reminder lodzinos norada datumu
un laiku, kad generét atgadinajuma zinojumu (ja to vélas);

> piespiezpogu| ok |

Ja zinojumam tiek iestatits atgadinajums, tad zinojumu saraksta zinojumam:

Search Inbox (Ctrl<E) 2
V| [ || From Subject Received size |V
4 Date: Yesterday
L—J 0 Janis Datorists Projekts pr 2010, gada .09.08 15:59 23 KB
S | W Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29KB T’
4 Date: Last Week
-4 Janis Datorists ekskursija sv 2010, gada .08.08 11:53 9 KB V

e kolonna Reminder tiek ievietota ikona | ;

e kolonna Flag Status tiek ievietota ikona ¥ .

Gadijuma, ja ieplanotaja laika zinojuma apstrade nav veikta, lietotdjs var sanemt
atgadinajuma zinojumu (ja iestatita 1 iesp&ja).

r ™
4 1 Reminder LI_I_J':' )
] Projekts
Reply: otrdiena, 10. aug. 2010. gada 17:00

Subject Due in

=1 Projekis 5 hours
(oot ) (o]
Click Snooze to be reminded again in:

e A
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7.7.3.4. Lasita un nelasita zipojuma atzimé$ana
P&éc noklus€juma nelasitie zinojumi zinojumu saraksta tiek atteloti treknraksta.
Atzimét zinojumu ka nelasttu var vairakos veidos, piem&ram:

e atver zinojuma logu un lentes cilnes Message lappuses grupa Tags piespieZ pogu
:ﬂ\&(‘

Mark
Unread -
)

e atlasa zinojumu mapes INboX zinojumu saraksta un lentes cilnes Home lappuses
b=
read,

grupa Tags piespiez pogu o :

e atlasa zinojumu mapes INboX zinojumu saraksta un lieto konteksta izvé&lnes
komandu j Mark as Unread

Var atziméet zinojumu ka lasttu vairakos veidos, piem&ram:
e atlasa zinojumu mapes INbox zinojumu saraksta un lentes cilnes Home lappuses
b=
- . [ Unread/
grupa Tags piespieZ pogu  read -
e atlasa zinojumu mapes INboX zinojumu saraksta un lieto konteksta izvé€lnes
komandu =4 M™ark as Read
5. vingrinajums
1. Atvert e-pasta lietotni Microsoft Outlook 2010.

2. Izveidot jaunu zinojumu.

3. Lauka To: iespraust jebkura klases biedra e-pasta adresi (skolotaja noradito e-pasta
adresi).

4. Lauka Cc: iespraust jebkuru divu citu klases biedru e-pasta adreses (skolotaja
noraditas e-pasta adreses).

5. Temata lauka iespraust véstules virsrakstu — savu uzvardu.

6. Ievadit zinojuma tekstu atbilstosi paraugam:

Svelcin !
Mosttu testa vEstul
Vards Uzvards|

7. Parbaudit pasta zinojuma pareizrakstibu.
8. Piesaistit zinojumam jebkura tipa datni.
9. Iestattt zinojumam augstu prioritati.

10. Nositit pasta zinojumu.

11. Parbaudit ienakoSo e-pastu.
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12. Atveért jebkuru zinojumu.
13. Saglabat piesaistni.
14. Atvert, apskatit un aizvert piesaistni.

15. Atbildet tikai satitdjam, temata lauka noradot savu uzvardu, bet véstules teksta
beigas ierakstot tekstu ”Vestuli sanemu”.

16. Atbildét siititajam un visiem citiem $2 zinojuma sanémgjiem, temata lauka noradot
savu uzvardu un zinpojuma ierakstot tekstu “Ve@stuli sanému, sveiciens visiem!”
(sanemtas vestules tekstu nodzest!).

17. Atvert e-pasta lietotni.

114 Informacijas ieguves un komunikacijas lidzek]u izmantoSana



E-PASTA PARVALDIBA

7.8. E-PASTA PARVALDIBA
Lai efektivak izmantotu e-pastu, ir lietderigi izmantot $adus pan€mienus:

e adresSu gramatas lietoSana, kura tiek uzglabata informacija, pieméram, vards, e-pasta
adrese utt., par darjjumu partneriem, draugiem u. tml.;

e adreSu sarakstu izmantoSana, lai noraditu zinojuma adresatus, kas lauj butiski
samazinat zinojuma sagatavosanas laiku;

e zinojumu sakartoSana pa map&m atbilstosi tematikai. Mapes ieprieks jaizveido un
tam japieskir nosaukumi, kas raksturo konkréto teému;

e Vecu un nevélamu e-pasta zinojumu dzesana.

7.8.1. AdreSu gramata

Adresu gramata (Address Book) tiek uzglabata ar darjjumu partneriem, draugiem u.c.
saistita informacija, pieméram, vards, e-pasta adrese utt., ka ari pastav iespgja
kontaktpersonam pievienot attelus.

Adresu gramata ieteicams saglabat to cilvéku adreses, ar kuriem notiek regulara
apmaina ar pasta zinojumiem. Tad, veidojot jaunu zinojumu, adresatu laukus ir erti
aizpildit, izmantojot adreSu gramatu.

Lai atvértu adreSu gramatu, lentes cilnes Home lappuses grupa Find piespiez pogu
[} Address Book

Atveras logs Address Book: Contacts, kura kontaktu saraksta ir noradita S$ada
informacija:

-

Ll Address Book: Contacts =REA X

File Edit Tools
Search: @ Mame only () More columns  Address Book
| Go Contacts - kveiss@aldems.lv - Advanced Find

| MName Display Mame E-mail Address

= Janis Datorists lietotajs20 10@inbox. v
& Liga Datoriste Liga Datoriste lietotajsjauns @inbose. v

* kolonna Name — kontaktpersonas vards un uzvards;
* kolonna Display Name — nosaukums, kur$ paradas zinojuma adresu lodzinos;
» kolonna E-Mail Adress — e-pasta adrese.
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Detalizétaku informaciju par kontaktu var iegiit vairakos veidos, pieméram:

e izpilda dubultklikski kontaktu saraksta atbilsto$aja rinda;
e kontaktu saraksta atver atbilsto$as rindas konteksta izvélni, kura lieto komandu
Properties.

Atveras logs, kas satur informaciju par kontaktpersonu. NepiecieSamibas gadijuma
informaciju var redigét un papildinat:

p
8| = Janis Datorists - Contact IE‘EM
‘ File ‘ Contact Insert Format Text Review [A) @
ﬂ i i save & New ~ B 423 E-mail gﬁﬂ g;fggj Q;} ‘ “m Categorize ~
L &%) Forward ~ B Meeting ~E f ¥ Follow Up
Save & Delete Show | 0 Address Check = Business Picture .
Close ] oneNote * | d8More~ Book MNames Card v ) Private
Actions Communicate Names Options Tags Zoom
Full Name... banis Datorists Janis Datorists
Cotpan | lietotajs2010@inbox.v
Job title:
File as: Datorists, Janis =
APEOUTS it TR B S e e e B B S B B s s s s
(L E-mail... + | | lietotajs2010@inbox.lv
Display as: VJVénisr Datorists
2 S e
Web page address: =
izx]
IM address: A
Tl b LS s S e D D e e D S e e S D D e D D e D D S S D D B O D D D DT =
Business.., >
Home... =
Business Fax... v
A

7.8.1.1. Jauna kontakta pievienosana kontaktu sarakstam
Lai kontaktu sarakstam pievienotu jaunu kontaktu:

= izpilda kadu no darbibam, pieméram:

e atver adreSu gramatu un
> lieto komandu File / New Entry vai kontaktu saraksta konteksta izvélng
komandu New Entry;
> dialoglodzina New Entry saraksta Select the entry type izvélas

New Contact un piespiez pogu OK
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- ™y
Mew Entry M
Select the entry type:
-
Mew Contact Group

Put this entry in:

[ ok

J [ concel |

L

A

* lentes cilnes Home lappuses grupas New pogas New ltems saraksta izvélas

Contact:

=

Items ~

E-mail Message
Appointment

Meeting

Contact [
Task

Text Message (SMS}
E-mail Message Using *

More Items 4

Atveras logs Contact:

( 3 == ~
BEHd9 ™ e vis Liga Jauka - Contact I'D | El Iﬂ
m Contact Insert Format Text Review A 9

g = . A ’ — y — P 1% ]
I j | x gy save & New ) 423 E-mail ggﬂ %@ g= () = Categorize ;
™ = ; { [ <9 b
&% Forward - B Meeting | ¥ FollowUp ~
Save & Delete Show Address Check & Business Picture | Zoom
Close 8] oneote = 3 More ~ Book Names | Card - (&) Private
Actions Communicate | Names Options Tags Zoom
Full Name... |Liga Jauka | . Liga Jauka
. { \
Company: ’ I '\ } ligaj@gmail.com
Job title: | | b ¢
File as: lJauké, Liga | - B
) (1 )] 2 i it A b i i
[ E-mail.. - | |igsi@amail.com I
Display as: fhga Jauka (ligaj@gmail.com) |
L ey
Web page address: [ I i g
IM address: \ I P
bl e S e e e e e D D D e D D e e L D e D b L L b L e L Lo L e
Business.., > [ I
[ 1
" A

2 loga Contact:
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= obligati aizpilda tekstlodzinus Full Name (ievaditais saturs paradas loga
virsrakstjosla) un E-mail. Loga ir daudz citu lodzinu, kuros var ievadit dazadu ar
jauno kontaktu saistitu informaciju, tacu tas nav obligati);

Save &
» loga Contact lentes cilnes Contact lappuses grupa Action piespiez Close ,

Pievienota persona redzama adreSu gramatas kontaktu saraksta:

i ™y
[} Address Book: Contacts =

File | Edit | Tools

Search: @ Mameonly () More columns  Address Book

Go Contacts - kveiss@aldems.lv - Advanced Find
| MName Display Name E-mail Address
8 lanis Datorists Janis Datorists lietotajs 20 10@inbox. v -
4 Liga Datoriste Liga Datoriste lietotajsjauns @inbose. v

Liga Jauk3 (ligaj@gmail.com) ligaj @gmail.com

4 L 2

L= A

7.8.1.2. Kontakta dzesana kontaktu saraksta

Lai adreSu gramatas kontaktu saraksta dzestu kontaktu:

= atver adreSu gramatu;

= adreSu gramatas kontaktu saraksta atlasa dze€Samo rindu:
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.
Ll Address Book: Contacts

[ESREER)

| File | Edit Teols

Search: @ Mame only () More columns  Address Book

Go Contacts - kveiss @aldems.lv

- Advanced Find

Liga Jauks (ligaj@gmail.com)

& Liga Jauks

| Mame Display Mame E-mail Address
8 13nis Datorists Janis Datorists lietotajs 20 10 @inbox.lv -
& Liga Datoriste Liga Datoriste lietotajsjauns @inbox. v

ligaj@gmail .com

\

= izpilda kadu no darbibam:

e lieto rindas konteksta izvélnes komandu Delete:

-
Ll Address Book: Contacts

ESREERE)

File Edit Tools
() More columns ~ Address Book

Go Contacts - kveiss@aldems.lv

Search: @ Mame only

- Advanced Find

| MName Display Mame E-mail Address
3nis Datoriz 5nis Datoris ietotajs inbox. v -
J&nis Datorists J&nis Datorists lietotajs20 10 @inbaox. |
8 Liga Datoriste Liga Datoriste lietotajsjauns @inbox. v
£ Liga Jauks i ligaj @gmail. com
Properties
Delete
Mew Entry...

4 m

e lieto komandu File / Delete:
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' B
[} Address Book: Contacts =
File | Edit Tools

New Entry... ns  Address Book

New Message Ctrl+MN o Contacts - kveiss@aldems.lv - Advanced Find

Add to Contacts Display Name E-mail Address

Delete Ctrl+D anis Datorists lietotajs 20 10@inbox. v -

= iga Datoriste lietotajsjauns @inbos. v
Properties Tga Jauka (igaj@gmail.com) ligaj @gmail.com
Close Alt+F4
] I 3

A% o

e piespiez taustinu ll

Atveras bridinajuma lodzins Microsoft Outllok:

d ™
Microsoft Outlook -rw-w|

Are you sure that you want to permanently remove the selected user(s)
& lg from this Address Book?

" J

= bridinajuma lodzina Microsoft Outllok piespiez pogu
7.8.1.3. E-pasta adreses ievietosana kontaktu saraksta no ienakusa pasta
Lai kontaktu saraksta ievietotu adresi no ienakosa pasta:

= atver sanemto zinojumu,
= novieto peles raditaju rinda ar siititaja datiem un atver konteksta izvelni;
= konteksta izv€Ing izvélas komandu Add to Outlook Contacts:
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- —_—
Hid9 e 9= ekskursija - Message (HTML) I_IQD <=
NG | Message ) Q

= = — - - BB+ (A Mark Unread ) % +
&5 ! — - - - 3 L =] — g= |
TR x _ql Janis Datorists <lietotajs20... X p— ) “&) ‘
| ) S 48 N | BE categorize - By
&- Delete = Reply > 4 lietotajs2010@inbox.lv [ Transiate | Zoom
=N ij | ¥ Follow Up ~ [y~
Delete B = Tags P Editing Zoom
[ oete | | @ El v
From: Janis Datorists <lietotajs2010@inbox.v> Sent: sv2010. gada .08.08 11:53
To: kveissd ¥ t |
Cc »
53 Co
Subject: ekskur - =
; ) i)
Labdien! 2 7
Iriespgja doties . 7 zemi. Vai Tevi tas interes&?
Pel | @ Add to Outlook Contacts
@3 Look Up Outlook Contact
Janis Contact Card

e jauna kontakta loga, kur$ atveras, lentes cilnes Contact lappuses grupa Action

H
. L. Save &
piespiez pogu | Close |

g [ B
BEHid9 s 9= Janis Datorists - Contact = = Ig

L "'ﬂﬁﬁi l Contact Insert Format Text Review (A 0
l ﬁ | x Save & New v ) 42 E-mail ggﬁ @j} E; '® Categorize ~
n% Forward - % Meeting = ‘ rA ¥ Follow Up ~
Save & Delete Show Address Check @ Business Picture ) Zoom
Close ] oneNote * iz More ~ Book MNames Card v () Private
Actions Communicate | Names Options Tags Zoom
Full Name... “Jénis Datorists ‘ & Janis Datorists
CRmRAK l | , ’, lietotajs2010@inbox.lv
Job title: | | /‘;
~
File as: ’Datorists, Janis I - }/ \
Internet P T S Y ST e
Wemail. | | |letotais2010@inbox.lv |
—_—
Displ : Janis Datorist
isplay as | Janis Datorists [ T
Web page address: ’ ‘ i E'E]
IM address: l ] 2
ARl S R e e o L L L Lo L Ll bl bl ke
Business.., 4 l ‘
[ |
"
7.8.1.4. Adresu izplatisanas saraksta veido$ana
AdreSu izplatiSanas sarakstu lieto, lai ta nosaukumu noraditu zinojuma adreSu lodzinos.

Tad zigojums tiek nosiitits visam personam, kuras ir ievietotas adreSu izplatiSanas

saraksta.
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7.8.1.4.1. AdreSuizplatiSanas saraksta izveidoSana

Lai izveidotu jaunu adresu zplatiSanas sarakstu jeb kontaktu grupu:

= izpilda kadu no darbibam, piem&ram:

e atver adreSu gramatu un:

9
komandu New
9

Entry;

Ok

New Entry

S

Select the entry type:

Mew Contact

“ew Contact Group

-

Put this entry in:

Contacts - kveiss@aldems.lv

-

[ OK J[ Cancel ]

"

A

lieto komandu File / New Entry vai kontaktu saraksta konteksta izv&lné

dialoglodzina New Entry saraksta Select the entry type izvélas
New Contact Group un piespiez pogu

» lentes cilnes Home lappuses grupas New pogas New Items apaksizvéIng izvélas

Contact Group:
r = - - | i = = Ty
O]9 = Inbox - kveiss@aldems.lv - Microsoft Qutlook = ﬁ
’ l Home Send / Receive Folder View a 0
nﬁ x (=% Reply ! (23 Move to: ? e w FindaContact ~ *'l_i
;_é Reply All 2 To Manager [} Address Book —
New New Delete ;I > — | Move | Tags R ) Send/Receive
E-mail [Items - &' i3 Forward = | |2 Team E-mail =) v | W Filter Email ~ | Ajl Folders
| NesY  E-mail Message ispond Quick Steps Find Send/Receive
4 Favc i [ |
= i Appoimtment . Search Inbox (Ctrl=E) P Projekts
5 E Meeting Arrange By: Date Newest on top Liaga Datoris
2| @9 Contact i g
i pr 2010,
G Task < Yestesday kveiss@alc
4 kyeil &_] Text Message (SMS) |.=d Janis Datorists pri5:59 ] Me |E_,]Proj
Projekts U
= | E-mail Message Using » | | o=
»-: L A Tmm Phabnricka prio:13 : -
= More Items * | %) Postin This Folder 0} Labdien!
(5] Deleted ftems \V @ Contact Group l} -
L3 Drafts 58 Task Reguest :Ngsutu 4
o= e . mtormaci
:d ZUAKE-mafl Si Journal Entry SWIL53
L4| Outbox v par
—= k| Note sv11:44 projektu.
|~ Mail @ Internet Fax Lidzu
ﬁ . E Choose Form... iepazities
o Calendar [ un =
@ Choose InfoPath Form... 2 >
L]
844 33 | &9 Outlook Data File...
ftems: 4 | | 0 &3 100% (=) {J {+)

Atveras logs Contact Group:
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v = Untitled - Contact Group |M
Contact Group Insert Format Text Review A 0
sy [ e |8 S B B | fa
X oy (@ T & P B E e 9
hi i N g G | BF | e L
Save & Delete Forward  |Members| Notes Add Re e Upd E-mail Meeting | Categorize Follow Private
Close Group Group~ ‘ 1 Members ¥ Membear Now v Upr
Actions Show Members Communicate Tags Zoom

Name: | Projektsl
| 3/ Name - E-mail
There are no items to show in this view,

2 loga Contact Group:
= tekstlodzina Name ievada kontaktu grupas nosaukumu;

Save &
= lentes cilnes Contact Group lappuses grupa Action piespiez pogu  Close
7.8.1.4.2. Kontaktu pievienosana kontaktu grupai
Lai kontaktu pievienotu kontaktu grupai:

= atver adreSu gramatu:

() Addres: Book: Confacts P
File Edt Took
Searcle @ Name only More coks Address Book

Contacts - kveissSaidems v - Advanced Fnd
Hane Desplay Mame Eoud Addrems
4 15n& Daterists Jine Datorists $et0ta:520 10 Qundox . v
§ LUigs Datonste Uga Datoniste betotasians Sinbo. v
-t Projekts Prapekts

1" ’

= atver kontaktu grupas logu kada no veidiem, piem&ram:
» izpilda dubultklikski uz grupas nosaukuma;
» kontaktu saraksta atver grupas konteksta izv€lni, kura lieto komandu Properties;
= loga Contact Group lentes cilnes ContactGroup lappuses grupas Members pogas
&g

Add
Members~ saraksta izveélas komandu From Address Book:
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EHd9 0 s i Projekts - Contact Group l =) lg
WG | contact Group Insert Format Text Review a e
= - .""Zl L ] = ‘8; 1_ :.r
X & (@0 (8] s . @
| X & L& & Ei s
Save & Delete Forward  |Members| Notes Add E-mail Meeting | Categorize Follow Private m
Close Group Group~ J Members v|Mem v Up~
Actions Show e 9‘! From Outlook Contacts ?mmumcate Tags Zoom
Name: | Projekts | g From Address Book h \
‘S;Name - | & New E-mail Contact i

|

There are no items to show in this view,

|4

= atveras dialoglodzins Select Members: Contacts, kura:

->

lodzina Members ievieto kontaktus kada no veidiem, piem&ram:

~
Select Members: Contacts g
Search: @ Nameonly () More columns  Address Book
| Go Contacts - kveiss@aldems. v - Advanced Find
| MName DISDIE]-' Mame E-mail Address
g i i 1
-} Karlls Veiss Karhs Veiss veiss rk.g@mbox Iu
8 Liga Datoriste Liga Datoriste lietotajsjauns @inbozx.Iv
< | mn | 3
Members -=
Ok Cancel
L = >y
« izpildot dubultklikski uz kontakta datiem;

- atlasot rindu un piespiezot pogu M:
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-

-~
Select Members: Contacts M
Search: @ Name only () More columns Address Book
Go Contacts - kveiss@aldems.lv - Advanced Find
E-mail Address

3 Liga Dab}rlste

D|5|:r|a§-I MName

Liga Dabanste I|eb313]s_]aunslﬁ-‘1nbox I

1|

L 2

Janis Datorists; Liga Datoriste

0K ] [ Cancel
L "y
= piespieZ pogu -
Atveras logs Contact Group:
'S | =
& H DY > v Projekts - Contact Group = |3 ﬁ
File ‘ Contact Group Insert Format Text Review a o
& [ @
sl @ 5? S B (8 B &
&i x ) & A2 Bh% B Ya
Save & Delete Forward | (Members| Notes Add Remove Update  E-mail Meeting | Categorize Follow Private
Close Group Group~ ‘ | Members ¥ Member Now v Up~
Actions Show Members Communicate Tags Zoom
Name: ‘.Prqjgﬁktrs;
| 2 Name E-mail

‘_] Janis Datorists
%] Liga Datoriste

lietotajs2010@inbox.lv
lietotajsjauns@inbox.lv

Ej \

Save &

= loga lentes cilnes Contact Group lappuses grupa Action piespieZ pogu  Close .

7.8.2. Zinojumu organizé$ana

Ar zinojumiem var veikt dazadas darbibas, kas padara to apstradi efektivaku, piem&ram,
mekl&t, kartot, dz€st, grupet pa tematiskam mapém.

7.8.2.1. Zinojumu mekléSana péc sititaja, temata un zinojuma satura

Lietotnes Outlook loga virs zinojumu saraksta ir meklé$anas lodzin$ Search, kura var
ievadit atslegvardu vai frazi, kas raksturo jebkuru tekstu zinojuma, pieméram, véstules
saturu, e-pasta adresi u. tml.
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search Inbox [(Crl+E) 0
1% @) From Subject Received Size Categories ¥
4  Date: Yesterday
. Wl Janis Datorists Projekts pr 2010, gada .09.08 15:59 23 KB
L~ @ Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB
4 Date: Last Week
L~ Janis Datorists ekskursija sv 2010, gada .08.08 11:53 9 KB

Ievadot atslégvardu vai frazi, zinojumi tiek filtréti un to skaits saraksta samazinas. Kad
redzams mekl&tais zinojums, frazes ievadiSanu partrauc. Piem&ram, saraksta ir palikusi
zinojumi, kas satur vardu ,,domas”.

domas ®
Vi | @) From Subject Received Size Categories b
4 Date: Yesterday
.~ 10l Janis Datorists Projekts pr 2010. gada .09.08 15:59 S KB
=] W0l Liga Datoriste Projekts pr 2010. gada .09.08 10:13 29 KB

4 vou find what vou were ssgrching far?
J [ at i £ searching fo.

Try searching again in All Mail ltems.

Ja nepiecieSams precizét meklesanas kriterijus, tad:
= izpilda klikski mekl€sanas lodzina;
= izvélas mekléSanas kritériju, pieméram, péc sititaja, lentes konteksta Search Tools

8

cilnes Search lappuses grupa Refine piespiezot pogu ™" :

) Delet
o) Deteted emns - 1anis Datonsts ekskursga Sv 2010, goda 03081153 SkKB

3 A3 e 3 8-

| Items 3 o 8
L

- = 3
R e RS Inbon - kvess@aldems. v -~ Microsoft Outlook = = !g
Mo ten ecere tord - 7}
s 1 Curent Fulder 3 - d ad e Tres Week « W Flagged ." ; x
P‘ Al Sutdolgar — - f~_l-'.--w17_ ! Inpoitanmt > u
All My Fr bject 191 at fzed Racert  Sesrch 5
tem oAl Attachmerds . d Unread % More - Searches = Tools*  Sessch
1
4 Favontes ¢ —
from: (Sender Name} > ‘
3 Sent fteom ‘
o s # . 2 “ ot
a) Deleted Remn G DE From wbject Recerved Saze Ceeganies
] Inbox ‘
g 4 Dt Yesterday
- | @ 1eniy Datoristy Prajerts Pr 10, gede 2008 1552 Dis
4 benmi @aldemi b -
-4 @ Ugs Datoriste Projerts pr 2010, gecs £9.08 1013 208
»_Linbon....
™ Rdatnio. 4 Date Last Weak
|
|

= meklesanas lodzina kvadratiekavas esoso tekstu aizstaj ar nepiecieSamo atslégvardu
vai frazi:
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from:(Ligal X
1% | [ 10| From Subject Received Size Categories i
4  Date: Yesterday
- W Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB

Chid you find ar Jouw Were searching fo

Try searching again in All Mail tems.

Ja javeic mekléSana péc temata, tad, izv€loties mekléSanas kritériju, lentes konteksta

=

Search Tools cilnes Search lappuses grupa Refine piespiez pogu  Subiect ;

subject:[ekskursija'l *
i | [ || From Subject Received Size Categories &
4 Date: Last Week
-4 danis Datorists ekskursija sv 2010, gada .08.08 11:53 9 KB

Lig you Jing al you were searching Jo

Try searching again in All Mail ltems,

7.8.2.2. Zinojumu karto$ana péc saititaja, datuma vai izméra

Parasti zinojumi zinojumu saraksta tiek grup&ti pec datuma. Ja nepiecieSams atteikties
no grupéSanas, tad zinojumu saraksta kontekta izv€lnes apakSizveélné atce] izvéles
ratinas Show in Groups atziméSanu:

2 Mew E-mail

&) Arrange By M| V| Date

%= Add Columns Erom

___'1 Group by Box To

2l sort.. Categories
Filter...

Flag: Start Date

-.i AutoPreview Layout
Flag: Due Date

g Miew Settings.. Size
Subject

Type

Attachments

Account

Importance

Show as Conversations

v | Show in Groups

g Miew Settings...
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Visi zinojumi saraksta tiek att€loti viena grupa. Peéc noklus€juma zinojumi ir sakartoti
pec datuma dilstosa seciba (augsSpusé ir jaunakie zinojumi), uz ko norada bultinas
virziens kolonnas Received nosaukuma:

V% i) From Subject Received Size Categories v
.~ ) Janis Datorists Projekts pr 2010. gada .09.08 15:59 25 KB 1
.~ I Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB
.~ lanis Datorists ekskursija sv 2010. gada .05.03 11:53 9 KB

Zinojumus mapgs var sakartot:

o alfabétiska jeb augosa seciba, uz ko norada bultinas izskats blakus kolonnas
nosaukumam;

e Kkartot pretgji alfabgtiskai jeb dilstosa seciba, uz ko norada bultinas izskats
blakus kolonnas nosaukumam.

Lai zinojumus sakartotu pé&c sutitaja (From), datuma (Received) vai izméra (Size):

= atver mapi, kura jakarto zinojumi;

= izpilda kadu no darbibam, piem&ram:

e piespiez kolonnas From virsraksta pogu vairakas reizes ta, lai, pieméram,
zinojumi ir sakartoti pec siititaja alfab&tiska seciba;

V% [ @ From Subject Received Size Categories T
| il Janis Datorists Projekts pr 2010, gada .09.08 15:59 23 KB 1
.~ Janis Datorists ekskursija sv 2010. gada .08.08 11:53 9 KB
—4 0 Liga Datoriste Projekts pr 2010, gada 09.08 10:13 29 KB

e piespiez kolonnas Subject virsraksta pogu vairakas reizes ta, lai, piem&ram,
zinojumi ir sakartoti péc temata pretgji alfabétiskai secibai:

V% | [ i@ From Subject Received Size Categories I
4 Il Janis Datorists Projekts pr 2010, gada .09.08 15:59 23 KB 1
. I Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB
.~ Janis Datorists ekskursija sv 2010, gada .05.08 11:53 9 KB

e piespiez kolonnas Size virsraksta pogu vairakas reizes ta, lai, piem&ram,
zinojumi ir sakartoti péc izméra augosa seciba:

V| 0| From Subject Received Size Categories w
| Janis Datorists ekskursija sv 2010, gada .08.08 11:53 9 KB 1
.~ W Janis Datorists Projekts pr 2010. gada .09.08 15:59 25 KB
. I Liga Datoriste Projekts pr 2010, gada .09.08 10:13 29 KB

7.8.2.3. Jaunas pasta mapes veido$ana un dzésana
Ja sanemto zinojumu ir loti daudz, tad tos var grupét pa tematiskam mapem.

Lai izveidotu jaunu pasta mapi:

128 Informacijas ieguves un komunikacijas lidzek]u izmantoSana



E-PASTA PARVALDIBA

= lietotnes Microsoft Outlook 2010 loga izpilda kadu no darbibam:

* navigacijas riitT jebkuras mapes konteksta izv€lng izvélas komandu New Folder:

] Inbox

(=) Sentll &35 Open in New Window

f;_:‘} Delete

| Drafts :
Lg JunkE S
U Outbq
LE) RSS Fy 1
LG Searct [

(L4 New Folder...

7 Copy Folder

3 Mark All as Read

45 Clean Up Folder

% Delete All

lz%  Remove from Favorites

Process Marked Headers

&f  Properties...

¢ lentes cilnes Folder lappuses grupa New piespiez pogu  Folder ,
Atveras dialoglodzins Create New Folder:

-
Create Mew Folder

==

Mame:
Projekts

Folder contains:

Mail and Post Items

Select where to place the folder:

4 féff leveissi@pasts.bv
L3 Inbox
=3 Sent Items
@ Deleted Items
:ﬁ Calendar
84 Contacts
[ Drafts
55 Journal
'-.G‘l' Junk E-mail

| Mletac

m

[

QK

] [ Cancel

"

= dialoglodzina Create New Folder:

= tekstlodzina Name ievada mapes nosaukumu, pieméram, Projekts;
- mapju saraksta norada, kur tiks izveidota jauna mape;

> piespiezpogu| 9K |

=

New

Navigacijas ruti paradas jauna mape ar nosaukumu Projekts.

Lai dz&stu izveidotu mapi (sistémas mapes izdzest nevar):

= navigacijas rutt atlasa mapi;
= izpilda kadu no darbibam:

e izvélas komandu Delete Folder mapes konteksta izvélné:
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Cpen in New Window

r
[litl

Mew Folder...
Rename Folder
Copy Folder
Move Folder

Delete Folder

Mark All as Read

g WA wig S i N

Clean Up Folder

L#r  show in Faverites
Process Marked Headers

& Properties...

» lentes cilnes Folder lappuses grupa Actions piespiez pogu i Delete Folder
Atveras bridinajuma lodzins Microsoft Outlook, kura jautats, vai mape ir jadzes
un janosita uz mapi Deleted Items folder:

Microsoft Outlook 'd—hj

!‘ ) Are you sure you want to delete the folder "Projekts”™ and move all of its contents into the Deleted Items folder?

= piespiez pogu .

7.8.2.4. Zinojuma parvietoSana uz citu mapi
Lai parvietotu zinojumu uz Citu pasta mapi:
= atver mapi, pieméram, Inbox;
= atlasa zinojumu;
= izpilda kadu no darbibam:

» lieto lentes cilnes Home lappuses grupas Move pogas Move izvélnes komandu
Other Folder:

Inbox
2% Other Folder...
j Copy to Folder...
N
=

Always Move Messages in This Conversation..,

» lieto zinojuma konteksta izvélnes apaksizvélnes komandu Other Folder:
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= Janis Dataricks

E Quick Print

Reply

Reply All

Forward

Mark as Unread
Categarize »
Fallow Up 4
Find Related 4

Dhuick Steps 4

WP AED P EP

Rules »
Move - Inbox
M|  OneNote (33 OtherFolder..
0% lgnore 13 Copy to Folder...
& Junk 3 ','__f‘l Abways Move Messages in This Conversation...
>( Delete

Atveras dialoglodzins Move Items:

-

Move Items

Move the selected items to the folder:
[ Inbox - K
(=3 Sent Items
@) Deleted Items Cancel
:ﬁ Calendar
2] Contacts
[ Drafts

éﬁ Journal

L@ Junk E-mail
lo| Notes

U= Outbox

__4 Projekts ==
LE) RSS Feeds

8- Suaqgested Contacts ik

S J

= dialoglodzina Move ltems:

g

m

= atlasa mapi, uz kuru japarvieto zinojums, pieméram, Projekts;
= piespieZ pogu .
7.8.2.5. Zinojuma dzésana
Lai dz€stu zinojumu:
= atver mapi, no kuras jadzes zinojums;
= atlasa zinojumu;
= izpilda kadu no darbibam:

e piespiez taustinu ;

X

Delete

» lentes cilnes Home lappuses grupa Delete piespiez pogu
e zinojuma konteksta izvéIné lieto komandu Delete.
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0 Dzgstie zinojumi tiek ievietoti mapé Deleted Items.

7.8.2.6. Dzésta zinojuma atjaunoSana
Lai atjaunotu zinojumu no dz&sto zinojumu mapes:
= atver mapi Deleted Items;
= atlasa zinojumu;
= parvieto zinojumu uz nepiecieSamo mapi, izpildot kadu no darbibam:

» lieto lentes cilnes Home lappuses grupas Move pogas Move izvélnes komandu
Other Folder:

Inbox

Other Folder...
Copy to Folder...

e L

Always Move Messages in This Conversation..,

* licto zinojuma konteksta izvélnes apaksizvélnes komandu Other Folder:

| Janis Nataricte
e E

@ Quick Print

Reply

r
£+

Reply All

Forward

Mark as Unread
Categorize 4
Follow Up »

Find Related »

Quick Steps 3

By €80 0P

Rules »

Mave . Inbox

OneNote 5 Other Folder...
iy Ignore 2% Copyto Folder...
& Junk 3 ._: Always Move Messages in This Conversation...
>( Delete

Atveras dialoglodzin§ Move Items:
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pu
Move Items li_hr
Move the selected items to the folder:
[ Inbox - oK |

L= Sent Items

@ Deleted Items Cancel
jﬂ Calendar

8] Contacts IE
[ Drafts

ﬁ Journal

L@ Junk E-mail
=] Notes

U4 Outbox

1 Projekts
L) RSS Feeds
8] Suaqested Contacts ik

" /

= dialoglodzina Move Items:
= atlasa mapi, uz ko japarvieto zinojums, pieméram, Projekts;

> piespiez pogul % |,

7.8.2.7. Dzésto zinojumu mapes iztukSo$ana

.

Lai iztukSotu dz&sto zinojumu mapi:
= atlasa mapi Deleted Items;
= licto kadu no panémieniem, pieméram:
e izvélas dzeésto zinojumu mapes Deleted Items konteksta izvélnes komandu
Empty Folder:
E3  Openin New Window
i New Folder..,

-4

L7y Copy Folder

E% Mark All as Read

% Clean Up Folder

@ Empty Folder

-{;»;_- Remove from Favorites

Process Marked Headers

& Properties...

—A
€8
Empty
Folder

e lentes cilnes Folder lappuses grupa Clean Up piespieZ pogu

Atveras bridingjuma lodzins Microsoft Outlook, kura jautats, vai neatgriezeniski
jadzes mapes saturs.
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Microsoft Outlook [dkj

! Are you sure you want to permanently delete all the items and subfolders in the "Deleted Items™ folder?

IYes]| No }

= lodzina Microsoft Outlook piespieZ pogu | Yes |

6. vingrinajums

1. Atvért adresSu gramatu.

2. Papildinat adreSu gramatu ar zinam par jaunu kontaktpersonu.

3. Atvert e-pasta lietotni Microsoft Outlook 2010.

4. Atvert pasta zinojumu un pievienot siititaja adresi kontaktpersonu sarakstam.
5. Izveidot jaunu adreSu izplatiSanas sarakstu, pieSkirot tam vardu Grupa.

6. Pievienot adreSu sarakstam jaunu adresi, izmantojot kontaktpersonu mapé esosu
adresi.

7. Pievienot adreSu sarakstam vairakas jaunas adreses, kuras nav kontaktpersonu mapg.
8. Dzest jebkuru pasta adresi no adreSu saraksta.

9. Aizvert adresSu gramatu.

10. Atvert mapi Inbox.

11. Meklet zinojumus, kuru sutitajs ir kads konkréts kursa biedrs (izmantot e-pasta
adresi).

12. Sakartot zinojumus péc siititaja alfabetiska seciba.

13. Sakartot zinojumus péc datuma dilstosa seciba (jaunakie atrodas augsa).
14. 1zveidot jaunu pasta mapi ar nosaukumu Jauna.

15. Parvietot jebkuru no sanemtajiem zigojumiem uz mapi Jauna.

16. Dz@st nevajadzigos zinojumus mapé Inbox.

17. Atveért dz@sto zinojumu mapi un atjaunot vienu zinojumu, parvietojot to uz mapi
Jauna.

18. IztukSot dz@sto zinojumu mapi.

19. Dzest mapi Jauna.

20. Aizvert e-pasta lietotni.
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7.9. PIELIKUMI

7.9.1. Parlikprogrammas Internet Explorer 8.0 palidzibas sistéma

Lai papildinatu zinasanas par parlikprogrammas Internet Explorer izmantoSanas
iesp&jam, var izmantot lietotnes palidzibas sistemu (help) anglu valoda.

Internet Explorer palidzibas sistému var aktivizét vairakos veidos, pieméram:
e piespiez taustinu ;

e atver komandjoslas  pogas L2 sarakstu  un  izv€las  komandu
Internet Explorer Help:

Internet Explorer Help F1

What's Mew in Internet Explorer 8
¥ Online Support

About Internet Explorer

e lieto komandu Help / Internet Explorer Help, ja logam ir pievienota izvélnu josla:

Internet Explorer Help F1

What's New in Internet Explorer 8
Online Support

About Internet Explorer

Rezultata atveras dialoglodzins Windows Help and Support:

§) Wosows Hedb ard Suppant oy
‘) .‘ - u 59 Mk Optics =

I Wi e il

B: P

ah More wippert ogtiom

& Onbne Hey =

Palidzibas informaciju var iegtit vairakos veidos, pieméram:
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e péc dialoglodzina Windows Help and Support atvérSanas izvélas kadu no
piedavatajiem tematiem;

e lieto mekléSanas lodzinu Search Help:

| Search Help ol

e lieto palidzibas parlukosanas pogu ] (Browse Help).

7.9.1.1. Dialoglodzina Windows Help and Support piedavatie temati

Péc dialoglodzina Windows Help and Support atvérSanas lietotagjam tiek piedavati
temati par Interner Explorer 8.0 butiskakajiem uzlabojumiem, piem&ram:

e Increased security and privacy — paaugstinata globala timekla parlikosanas
dros$iba un privatuma aizsardziba,

e New features — jaunas iespgjas.
Lai iegtitu palidzibas informaciju:
= izpilda klikski uz interesgjosa temata, pieméram, What is InPrivate Browsing.

Dialoglodzina tiek paradita palidzibas informacija par atlasito tematu:

@ Windows Help and Support EIEI&J

@ ) f.b eg!y"’ il é% Ask Options -

Search Help Pl

ﬁ_}, More support options

» Showall *

What is InPrivate Browsing?

InPrivate Browsing enables you to surf the web without leaving a trail in Internet Explorer, This helps prevent anyone else who might be using your
computer from seeing what sites you visited and what you looked at on the web. You can start InPrivate Browsing from the New Tab page or the Safety
button.

m

When you start InPrivate Browsing, Internet Explorer opens a new browser window. The protection that InPrivate Browsing provides is in effect only
during the time that you use that window. You can open as many tabs as you want in that window, and they will all be protected by InPrivate Browsing.
However, if you open another browser window, that window will not be protected by InPrivate Browsing. To end your InPrivate Browsing session, close
the browser window,

While you are surfing the web using InPrivate Browsing, Internet Explorer stores some information—such as cookies and temporary Internet files—so the
webpages you visit will work correctly, However, at the end of your InPrivate Browsing session, this information is discarded. The following table
describes which infoermation InPrivate Browsing discards when you close the browser and how it is affected during your browsing session:

m How it is affected by InPrivate Browsing

Cookies Kept in memory so pages work correctly, but cleared when you close the browser.
Temporary Internet Files Stored on disk so pages work correctly, but deleted when you close the browser.
Webpage history This information is not stored.
Form data and passwords This information is not stored.
Anti-phishing cache Temporary information is encrypted and stored so pages work correctly.
4 i | b }

€ Online Help ~

= iepazistas ar palidzibas informaciju.
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7.9.1.2. MekléSanas lodzina lieto§ana
Lai iegiitu palidzibas informaciju, lietojot mekléSanas lodzinu Search Help:

= lodzina Search Help ievada vienu vai vairakus atslégvardus, kas raksturo
mekl&jamo informaciju, piem&ram, Home page;
2 piespiez meklésanas lodzina pogu # (Search Help) vai tastatiiras taustinu .

Atveras atrasto aprakstu saraksts, kura redzami visi vai pirmie 30 tematu
nosaukumi, kas atbilst noraditajiem atslegvardiem:

I T = ™
& Windows Help and Support li@[&]
@ @) ’m - il é% Ask Options ~
| Home page 2|

Best 30 results for Home page

1. Change your Internet Explorer home page

2. Back up your home page or home page tabs

3. Openanew tab to your home page in Internet Explorer
4. Delete a home page

5. Reorganize your home page tabs

6. Change Internet Explorer General settings

{;g More support options

€ OnlineHelp ~

1

= izpilda klikski uz interesgjosa temata, pieméram, Change your Internet Explorer
home page.
Dialoglodzina tiek paradita informacija par atlasito tematu, kas var saturét tekstu,
video vai konkrétaku tematu virsrakstus:

@ Windows Help and Support o] B S
@ ) /!‘/ - El g'i Ask Options «
Home page 2|

» Show all

Change your Internet Explorer home page

Your home page is displayed when you first start Internet Explorer, or when you click the Home button "-}7
G) Go to the Windows website to watch the video. (1:08)

» To set the current webpage as the home page

» To reset the home page to the default

Was this helpful?

l Yes ” No “ Somewhat

Read the privacy statement conline

3| P 1 | 3

5% More support options

€& Online Help ~
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= izvelas kadu no iespg&jam:
e iepazistas ar tekstveida palidzibas informaciju;
e noskatas video;
e izv€las konkrétaku tematu.

7.9.1.3. Tematu satura raditaja lietoSana
Lai iegtitu palidzibas informaciju, lietojot tematu satura raditaju:

= dialoglodzina Windows Help and Support rikjosla piespiez pogu W (Browse
Help).

Atveras tematu satura raditajs, kas var saturct gan tematu virsrakstus (Topics), gan
tematu kategorijas (Categories):

I = B
@ Windows Help and Support lﬂlﬁ
@ e /J‘, - ﬁl gzi Ask Options v
‘ Search Help 2|

AllHelp » Internet—going online and using the web » Browsing the web with Internet Explorer

Topics

Internet Explorer at a glance

Internet Explorer Pop-up Blocker: frequently asked questions

|28
=

Tabs, Accelerators, and InPrivate Browsing: recommended links

"

‘&
=]

Categories

i Getting started

i Finding information on the Internet
Making Internet Explorer more accessible
Security and privacy in Internet Explorer
Control inappropriate Internet content
Managing favorites in Internet Explorer

Customize Internet Explorer

fg More support options

€ Online Help v

b J

= izvélas interesgjoso kategoriju, pieméram, Finding information on the Internet.
Atveras rakstu saraksts:
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’0 Windows Help and Support EM‘
@ V' @ ) il ﬁ Ask Options «

Search Help ol

AllHelp » Internet—going online and using the web » Browsing the web with Internet Explorer » Finding information on the Internet

%8| Tips for searching the Internet

|| Find recently visited webpages

[%s] Change or choose a search provider in Internet Explorer
{%&] What happened to Search Assistant?

|%&] Fill in website forms and passwords automatically

@ More support options

€ Online Help ~

= izvelas nepiecieSsamo rakstu, pieméram, Tips for searching the Internet.
Dialoglodzina tiek paradita palidzibas informacija:
'0 Windows Help and Support [ESRIERT)
o © D & W & Ak options ~

I Search Help ol

| »

Tips for searching the Internet

The Internet contains a vast collection of information, but finding what you're looking for can be a challenge. Here  In this article

are a few tips to help you search the web more effectively. e Usethe search box E
it e e Use search suggestions
e Use the Address bar
In the Internet Explorer search box, type a keyword or phrase and then press Enter (or press Alt+Enter to e Use more than one
display the search results in a new tab). search provider

Search more efficiently
e Find words or phrases on
a webpage

By

‘b Bing »r -

Internet Explorer search box
Tip
® Press Ctrl+E to go to the search box without using the mouse.

Use search suggestions

Some search providers offer search term suggestions as you type. When you add a new search provider, you can choose to use search suggestions if the
provider offers them, For more information on how to turn search suggestions on or off, see Change or choose a search provider in Internet Explorer. ~

< 1 | »

@. More support options

€ Online Help ~

= iepazistas ar palidzibas informaciju.

NepiecieSamibas  gadijuma mekléSanas procesa var lietot dialoglodzina
Windows Help and Support rikjoslas pogas:

& (N
. IQ‘ (Back) un \9,‘ (Forward) — parvietoties pa iepriek§ apmekl&tajam saitém;
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. < (Print) — izdrukat atrasto palidzibas informaciju;

o |G® Help and Support home — atvért Windows palidzibas un atbalsta majaslapu;
. |8

9% Ak |_earn about other support options — apgiit citas lietotaja atbalsta iepé&jas:
r@ Windows Help and Support li@lﬂ‘
@ &) /J? - ﬁl S% Ask Options ~

| help and support home ol

/O Find an answer quickly

Enter a few words in the search box above.

Not sure where to start?

= How to get started with your computer

= Learn about Windows Basics

m

= Browse Help topics

More on the Windows website

Check out the Windows website, which has information, downloads, and ideas for doing more with your PC,

Featured this month:

» What's new in Windows 7

® Getting started with Windows 7

&3, More support options

€ Online Help ~

/

e [9Ptens ¥ Qptions — citas iesp&jas, pieméram, mainit teksta lielumu (Text Size)
dialoglodzina Windows Help and Support utt.

7.9.2. Lietotnes Microsoft Outlook palidzibas sistémas lietoSana

Lai papildinatu zinasanas par Microsoft Outlook izmanto$anas iesp&jam, var izmantot
lietotnes palidzibas sistému (help) anglu valoda.

Lai samekl&tu nepiecieSamo palidzibas informaciju:
= aktiviz€ Microsoft Outlook palidzibas sistému kada no veidiem, piem&ram:
e piespiez taustinu ;

* piespiez lictotnes loga labaja augs€ja sturi pogu (7] (Microsoft Outlook Help
(F1)):

Inbos - brens@ootis v+ Micseasft Outicok = |
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Rezultata atveras dialoglodzins Outlook Help:

- | ™y
©) Outlook Help [ESEER
2 XN BAY e g
~ P Search ~
5a.0Office | sean ks oing
More on Office.com: downleads | images | templates

Getting started with Outlook 2010

Getting started with Outloo

m

ginaada

shortcuts

Browse Outlook 2010 support

Personalizing

All Outlook | | @ Connected to Office.com

" J

= dialoglodzina Outlook Help lieto kadu no palidzibas informacijas iegtiSanas
veidiem, piem&ram:
* licto kadu no dialoglodzina Outlook Help piedavatajam témam:
«  Getting started with Outlook 2010 — ieteikumi, sakot darbu ar
Outlook 2010;
. Browse Access 2010 support — informacijas mekle$ana, lietojot tematu
sarakstu. Visu tematu sarakstu iegiist, lietojot saiti see all;
» lai lietotu satura raditaju:
> dialoglodzina Outlook Help rikjosla piespiez pogu
“¢* (Show Table of Contents);
> ruti Table of Contents dotaja satura raditaja samekl& nepiecieSsamo tematu
un izpilda uz ta klikski;
>  iepazistas ar palidzibas informaciju, kas tiek paradita dialoglodzina:
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Table of Contents R!|_Ovroon X110 meve « 000 I510 4 90t o T + A2 rers =
& AccossioRty - 1 — -
¢ Actvatng Cutosk Lo Office ! 4 ving
LAttachners More tn Office, come |
Attach o file or other fem to on «-mail message
gsodm attachments i Dutook
O 00en and save atiachments [
ohe-v:w attachments
OQVM the s2e of pectures and attachemants Flles can be aftached o an o-mal Messagu. Also. other OQuliook dems. such as messages cortacts, or
0'-\'1'! atinttyrenty recetved i e-mad messages 1ASKE can & inclugsd with messages Miat you sand
@) 5ond targe Fes 1o other progle
& Automatc Reches
5 Busioene Contact Manager for Outhook 220 Attach a file to a message
S Catendlar
écm,w 1 Creale 3 mess3age. of 01 a0 susIng messags. click Reply, Roply AN or Forward

| 108 | ternplale E

Attach a file or other item to an e-mail message

<& Contirctn
& Customnng
s OGitd 1D and Sgrafures g /i
@PL ol occounts arwd rofies AMach Altach Sn;'_\;urt
2T mad messages File QM‘"‘ .

&2 7 managerent noude

2 Inthe meszage window on the Message tab n e Include group chck Attach File

4 d

Al Quthook | | @ Connected to Otfice.com

e lai lietotu meklesanas lodzinu:
> mekl&sanas lodzina ievada atslégvardus (piem&ram, attachment);

> piespiez pogu # Search - (Search All Outllok) vai taustinu [Enter] _r..
Tiek paraditas atrastas t€mas, kas saistas ar mekleto terminu:

r E ™
@) Outlook Help ] B
EEEEFE-T X |
attachment - B Search -
e
| g
SROfficE [seoenrer & oing
More on Office.com: downloads | images | templates
Search results for: attachment
< Back Next P
Preview attachments
Article | Instantly view received attachments in the Reading Pane without opening the attachment.
Open and save attachments
Article | Open attachments with the program associated with the attachment file type or save attachments to your ...
Bleg - Do you have the love of a good deg (it's free...)? Attachment reminder
Link | The love of a good dog? Loyal, steady, sincere [and freely given). Always sending promised attachments? Not...
Print attachments received in e-mail messages
Article | Print attachments received with an e-mail message or when viewing a message in the Reading Pane.
Blocked attachments in Outlook
Article | Some attachment file types are automatically blocked because of their potential for introducing a virus int...
Prevent incluzinn of nerennal infrarmatinn when cendinn Officre dncnments i
All Outlook | | &) Connected to Office.com
L A

> izv€las atbilstosako rakstu (article) un iepazistas ar palidzibas informaciju.
NepiecieSsamibas gadijuma mekl&Sanas procesa var lietot dialoglodzina Outlook Help
rikjoslas pogas:
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informacijas lappusém,;

%! (Stop) — apturét palidzibas informacijas lejupieladi;

%) (Refresh) — atsvaidzinat palidzibas informaciju;

2 (Home) — atgriezties pie palidzibas sakumlapas;

i (Print) — izdrukat atrasto palidzibas informaciju;

e Ad Change Font Size — mainit teksta lielumu.
7.9.3. Macibu materiala atbilsttba ECDL 5.0

=/ (Back) un ‘2! (Forward) — parvictoties pa iepriek§ apmeklétajam palidzibas

Macibu materiala saturs ECDL 5.0
7.1. Interneta lietoSanas pamati 7.1.
7.1.1. Internets un globalais timeklis 7.1.1.
7.1.1.1. Interneta uzbiive 7.1.1.1.
7.1.1.2. Interneta pakalpojuma sniedzgjs 7.1.1.2.
7.1.1.3. Globalais timeklis 7.1.1.3.
7.1.1.4. Timekla adrese jeb vietradis URL 7.1.14.
7.1.2. Globala timekla parlikosana 7.2.
7.1.2.1. Parlikprogrammas 7.1.15.
7.1.2.2. Parlikprogrammas darba vide 7.2.1.1.
7.2.2.6.
7.1.2.3. Globala timekla parlikoSana 7.2.1.
7.1.2.3.1. Timekla adreses jeb vietraza URL lietoSana 7.2.1.2.
7.2.3.4.
7.1.2.3.2. Hipersaites lieto$ana 7.2.3.1.
7.1.2.3.3. Parlukosanas pogu lietoSana 7.2.14.
7.2.1.5.
7.2.3.2.
7.2.3.3.
7.1.2.3.4. Timek]a lappusu apliiko$ana vairakas cilpu lappusés vai jauna | 7.2.1.3.
loga
7.1.2.3.5. Parliikprogrammas aizvér$ana 7.2.1.1.
7.1.2.4. Informacijas mekléSana 7.1.1.6.
7.3.2.3.
7.1.2.5. Informacijas dubl&sana un izdrukasana 7.4.1.3.
7.1.3. Veidlapu aizpildisana timekIt 7.3.1.
7.3.1.1.
7.3.1.2.
7.2.  Globala timekla parliikosanas efektivitate un droSums 7.2.2.
7.2.1. Gramatzimju lietoSana 7.2.4.
7.2.1.1. Timekla lappuses atziméS$ana ar gramatzimi 7.24.1.
7.2.4.4.
7.2.1.2. Ar gramatzimi atzim&tas lappuses atvérSana 7.2.4.2.
7.2.1.3. Gramatzimju organizesana 7.2.4.3.
7.2.2. ParlukoSanas iestatfjumi 7.2.2.
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7.2.2.1. Sakumlapas iestatiana 71.2.2.1.
7.2.2.2. Lappuses att€loSana -
7.2.2.3. ParlikoSanas vésture 7.2.2.2.
7.2.2.5.
7.2.2.4. Automatiska pabeigSana -
7.2.2.5. Uznirsto3as informacijas un sikdatnu lietoSanas iestatijumi ;%gg
7.2.3. Informativa josla -
7.2.4. Drosibas apsvérumi 7.1.2.
7.2.4.1. Sifreana 7.1.2.3.
7.2.4.2. Ciparsertifikats 7.1.2.2.
7.2.4.3. Drosa timekla vietne 7.1.2.1.
7.2.4.4. Privata jeb aizsargata timekla vietne 7.1.2.17.
7.2.4.5. Riski, saistiti ar tieSsaistes aktivitateém 7.1.2.8.
7.2.4.6. Vecaku kontroles iesp&jas 7.1.2.9.
7.3. Informacijas meklésana globalaja timekli 7.3.2.
7.3.1. Mekl&sana p&c zinamas timekla lappuses adreses 7.3.2.4.
7.3.2. MekleSana péc témam kataloga -
7.3.3. Mekl&sana, lietojot atslégvardus 7.3.2.2.
7.3.3.1. leteikumi efektivakai meklesanai -
7.3.3.2. Meklesanas process 7.3.2.2.
7.3.3.3. Atlases kritériju lietoSana mekléSana 7.3.2.3.
7.3.3.4. Mekléetajprogrammas pievienosana Internet Explorer meklésanas | 7.3.2.1.
lodzinam
7.4. Informacijas saglabasana un izdrukasana 7.4.
7.4.1. Timekla lappuses saglabasana 74.1.1.
7.4.2. Datnu lejupielade 7.4.1.2.
7.4.3. Timekla lappuSu drukaSana 74.2.
7.4.3.1. Timekla lappuses prieksSskatiSana 7.4.2.2.
7.4.3.2. Timekla lappuses parametru iestatiSana 7.4.2.1.
7.4.3.3. Timekla lappuses drukasana 7.4.2.3.
7.5. Elektroniskais pasts 7.5.
7.5.1. Jeédzieni un teorija 7.5.1.
7.5.1.1. Elektroniskais pasts 7.5.1.1.
7.5.1.2. E-pasta sist€tmu raksturojums -
7.5.1.3. LietoSanas priekSrocibas un trikumi 7.5.3.1.
7.5.1.4. Tesp€jamas piesaistnu lietoSanas problémas 7.5.3.3.
7.5.1.5. E-pasta adreses struktiira 7.5.1.2.
7.5.1.6. Véstulu rakstiSanas pamatprincipi 7.5.3.4.
7.5.1.7. Vestulu rakstiSanas kultiira 7.5.3.2.
7.5.2. Drosibas apsvérumi e-pasta lietoSana 7.5.2.
7.5.2.1. Nevelami zinojumi 7.5.2.1.
7.5.2.2. PikskeréSana 7.5.2.2.
7.5.2.3. Datorvirusi 7.5.2.3.
7.5.2.4. Ciparparaksts 7.5.2.4.
7.6.  E-pasta lietotnes Microsoft Outlook 2010 vide 7.6.
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7.6.1. Lietotnes atvérSana 7.6.1.1.
7.6.2. Microsoft Outlook 2010 darba vide 7.6.
7.6.2.1. Lente un cilnes 7.6.3.5.
7.6.2.2. Atras piekluves rikjosla 7.6.1.1.
7.6.2.3. Stavokla josla 7.6.3.5.
7.6.2.4. Navigacijas rits 7.6.1.1.
7.6.2.5. Zinojumu saraksts 7.6.1.1.
7.6.2.6. LasiSanas riits 7.6.1.1.
7.6.2.7. Uzdevumu sleja 7.6.1.1.
7.6.3. E-pasta konts -
7.6.4. Lietotnes aizverSana 7.6.1.1.
7.7. E-pasta lietoSana 7.6.
7.7.1. Zinojuma sagatavosana un siitiSana 7.6.1.
7.7.1.1. Jauna zinojuma izveidoSana 7.6.1.2.
7.7.1.2. E-pasta adresu noradisana 7.6.1.3.
7.7.1.3. Zinojuma temata noradiSana 7.6.1.4.
7.7.1.4. Zinojuma teksta sagatavosana 7.6.1.5.
7.7.1.5. Zinojuma teksta parvieto$ana vai dubléana 7.6.1.5.
7.7.1.6. Zinojuma teksta parvieto$ana vai dubléSana no cita avota 7.6.1.5.
7.7.1.7. E-pasta zinojuma pareizrakstibas parbaude 7.6.1.8.
7.7.1.8. Piesaistnes pievienoSana un dz&€Sana 7.6.1.6.
7.7.1.9. Zinojuma prioritates iestatiSana 7.6.1.9.
7.7.1.10. E-pasta zinojuma nosiitiSana 7.6.1.2.
7.7.1.11. E-pasta zinojuma melnraksta lieto$ana 7.6.1.7.
7.7.2. Sanemto zinojumu apstrade 7.6.2.
7.7.2.1. Zinojumu saraksts 7.6.2.
7.7.2.2. Zinojumu atvérSana 7.6.1.1.
7.7.2.3. Piesaistnes atvérSana un saglabaSana 7.6.2.3.
7.7.2.4. Zinojuma aizverSana 7.6.1.1.
7.7.2.5. Atbildes zinojumu nosiitiSana 7.6.2.1.
7.7.2.5.1. Sanemta zinojuma satura ieklausana vai neieklausana atbilde uz | 7.6.3.2.
e-pasta zinojumu
7.7.2.5.2. Atbildes zinojuma sagatavoSana un nosiitiSana 7.6.2.1.
7.7.2.6. Zinojuma parsiitisana 7.6.2.2.
7.7.2.7. Zinojuma izdrukaSana 7.6.2.4.
7.7.3. Lietotnes iestatfjumu pieméroSana 7.6.3.
7.7.3.1. Zinojumus raksturojosas informacijas radiSana un paslépsana 7.6.3.1.
7.7.3.2. Karodzina pievienoSana un nogpemsana pasta zinojumam 7.6.3.3.
7.7.3.3. Atgadinajumu lietoSana -
7.7.3.4. Nelasita un lasita Zinojuma atzimésana. 7.6.3.4.
7.8. Pasta parvaldiba 7.7.
7.8.1. AdreSu gramata 7.7.2.
7.8.1.1. Jauna kontakta pievienoSana kontaktu sarakstam 7.7.2.1.
7.8.1.2. Kontakta dz&Sana kontaktu saraksta 7.7.2.1.
7.8.1.3. E-pasta adreses ievietoSana kontaktu saraksta no ienakusa pasta 7.7.2.2.
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7.8.1.4. Adresu izplatiSanas saraksta veidoSana 7.7.2.3.
7.8.2. Zinojumu organiz&Sana 7.7.1.
7.8.2.1. Zinojumu mekl&Sana péc siititaja, temata un zinojuma satura 7.7.1.1.
7.8.2.2. Zinojumu kartoSana péc siititaja, datuma vai izméra 7.7.1.2.
7.8.2.3. Jaunas pasta mapes veidoSana un dz&Sana 7.7.1.3.
7.8.2.4. Zinojuma parvieto$ana uz jaunu mapi 7.7.1.4.
7.8.2.5. Zinojuma dzgSana 7.7.1.5.
7.8.2.6. Dz@sta zinojuma atjauno$ana 7.7.1.6.
7.8.2.7. Dz&sto zinojumu mapes iztuk$o$ana 7.7.1.7.
7.9. Pielikumi -

7.9.1. Parlukprogrammas Internet Explorer 8.0 palidzibas sistéma 7.2.1.6.
7.9.2. Lietotnes Microsoft Outlook palidzibas sistémas lietoSana 7.6.3.6.

7.9.3. Macibu materiala atbilstiba ECDL 5.0 -
Citas temas apskatitie jautajumi

1.5.2.4. RSS 7.1.1.7.
1.5.2.6. Public@Sanas un koplietosanas iesp&jas tieSsaiste 7.1.1.8.
1.6.3.1. Datorvirusi un cita launprogrammatiira 7.1.2.4.
1.6.3.2. Ka datorvirusi var nonakt datora 7.1.2.4.
1.6.3.3. Ka var izsargaties no virusu nonaksanas datora 7.1.2.5.
1.6.2.2. Ugunsmiiris 7.1.2.6.
1.5.2.3. Interneta telefonija 7.5.1.4.
1.5.2.2. Tulitgja zinojumapmaina 7.5.1.5.
1.5.2.5. Virtuala kopiena 7.5.1.6.
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