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Kapitulli X

Organizimi i E-Mail-eve
Ky kapitull do té demonstron si té krijohen follderat pér organizimin e email-ave té
Juaj. Gjithashtu ju do té mésoni si ti menaxhoni kontaktet e juaja si dhe si té
pérgjigjeni (replay) dhe forward mesazheve e-mail.

Organizimi i E-mail-eve

Té gjithé dokumente né& hard disk jané t& ruajtur n€ folldera. E-mailet nuk jané&. T¢ gjitha kéta
arrijné né Inbox t& cilét pas njé kohe t& shkurt mbushet me t¢ gjitha llojet e imejallave dhe
asgjé mé nuk mund t& gjindet.si rrjedhim 1 ké&saj e-mailet duhet ruhen né foldera

Eshté mé mire t& sortohen e-mailet pas arritjes atypér aty

Natyrisht, kjo duhet bér off-line-&shté¢ ményra mé e liré

Folder i ri -New Folder

b7 ¢
Pér t€ krijuar njé€ folder té ri pér letra , kliko D né folder, ku folderi i ri
duhet t& krijohet né FOLDER LIST. Kjo hap njé kontekst menu nga e cila

ju zgjedhni

NEW FOLDER... i

dhe tani shfaqet njé dritare dilaloguse , Fut emrin e folderi té ri dhe
konfirmo entitetin duke klikuar oK

Tani letrat (mails) mund t&€ selektohen dhe t& zhvendosen tek folderi i ri me
térhiq dhe 1&sho( drag and drop.)
Ruatja e E-Mail-eve
E-Mailet mund té ruhen si fajllat.
Kliko FILE / SAVE AS.

Né dritaren e shfaqur tani, selekto locacion pér file, fut emrin e fajllit dhe
selekto tipin e fajllitenter the file name and select the file type (E-mail
em- E-mail, .txt-tekst).
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Pérgjigjje ose pércellje -Replay or Forward
Meqé komunikimi normal éshté njé process i dy kahshém, ju do té€ jeni t€ detyruar té
pérgjigjeni(reply) n¢ mesazhet e marrura.

Nganjéher, ju mund merni mesazh g€ nuk &shté€ i parapar pér ju ose kur ju ndiheni qé
dikush tjetér do ta arrij. Né kété rast ju nxirni jasht(forward) emailin pér ta korigju
marrésin

& Inbox - Dutlook Express [_ (O] >
J File Edit “iew Tools Message Help |

[R-G®me | S X 9 @G-

olders b ranm ubject g
Fold x|[t]8 % [Fom - [ Subj
l:ﬁ' Outlook Express £ uploadskins@real.com Reakllukebox Skins Toolkit
E‘“@ Local Folders 2 Microgoft Outlook Express... Welcome to Outlook Express 5
EI@ Inbox 1 £ Josef Enzenhafer IT Carrect
i .5 ECOL Macromedia Authorware
bk @ Outbox e to Y'our Macrome \Lthonas
573 Sent ltems 1] Notebook Problem ~
3 Deleted Items | | v
8 Drafts From: awattaindownload@macromedia.com To: metzger{@aon. at
L @ news. aon. at Subject: “Welcome to Your Macromedia Authorware 45-day Download Triall
el
Contacts = <\ i . ) o o
[l Andrea Riegler =] Kliko mbl butonin markuar pér & pérgjigjur
[H customerservice@macrom... WELCOMETO YO - (reply) njé mesazh.
[P Josef Enzenhafer | 45-DAY DOWNLO. ~Kliko Repl
[P uploadskins@real.com T e o TPy
e ' AT
|? message(s), 0 unread |E

4 restart |« previous next p # notepad
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Reply or Forward

File Edit “iew |nzet Fomat Tools Message Help 5
B[R |e¥0 V- BRET

Iawattaindownload@macromedia.com

Cc: |
Subiject: IF!e:lWelcome to Your Macromedia Authorware 45-day Download Trial

s

Thank you for the quick delivery. Could you inform me about any updates?
————— Onginal Message -----

From: <awattaindownload@macromedia. com>

To: <metzgeri@aocn. at>

Sent: Saturday, Iarch 18, 2000 7:55 P14

SUbJECt Welcome to T our Macromedia Authorwa Marrési tani éshté futé né kotin To: . Subject fillon

- me Re: (reply). Kjo éshté njé praktiké e zakonshme

= WELCOME TO YOUER MACEOMEDIA AT pére-mail. Mesazhi origjinal insertohet nén tekstin €
= 45-DAY DOWINLOAD TRIALI mesazhit té i
l

> Kliko Send

Inbox shfaq ikonén pér letrén pérgjegjése(replied mail)
Outlook mund t& konfigurohet ti heq mesazhet origjinale kur ju pérgjigjri(replying).
Opsioni pérkatés mund t€ ndryshohet tools/options > Kliko Options

Course: Intemet -
Lesson: Organizing E-Mails REPIY (g EN

T [ ]S - (5

J File  Edit Security I Connection I Maintenance l
J Deoed General I Read Send | Compose I Signatures | 5 pelling
Sendin
I W Save copy of sent messages in the ‘Sent ltems' folder
Fold
Wm ¥ Send messages immediately Ik—
alkit
E @ Lacal Fao ¥ Automatically put people | reply ta in my Address Book wpress 5
E] &2 Inba ¥ Automatically complete e-mail addresses when composing
- @ E
83 Dutk - o
BN Sent ¥ Beply to messages using the format in which they were sent
{3 Dele International 5 ettings... | 1|
L.SB} Drafl Mail Sending Format
..... E# news.ao d-=ai & HTML HTHL Settings... | Plain TgutSettings...l pd Triall
T € Plain Test
Hiq krrabézén pér opsionin include [ -
message in reply. Mé pas kliko OK. HIML Settings... | Plain Text Settings... | ARE,
> Kliko OK !
‘ _..._._._.__I
[ LK | e | sl [
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Course: [nteme

#,l Inbox - Outlook Express

J File Edit Wiew Tools Message Help
Folders
I"_:,.F] Outlook. Express al.com Reakly
= Local Folders 23 Microsoft Outlook Express... Welcome to Outlook Express 5
=962 Inbox 1} 23 Josef Enzenhofer IT Correct
@ ECDL |j3 Georg Metzger Macromedia Authonware
-5 Dutbox (1) (@) awattaindownload@macr...  Welcome to Your Macromedia Authc
5 Sent ltems g 59 andrea.riegler@dsi. at Motebook Problem
(3 Deleted ltems < | 4
B} Drafts From: uploadskins@real.com To: metzger@aon. at
- J@ newss. aon. at Subject: Reallukebox Skins Toolkit
Contacts ~ | s ] Selekto mesazhin té cilin doni me nxjerr
[P Andrea Riegler =
[P awattaindownload@macio... jasht(forward) mé pasé klikoni né butonin
[P customerservice@macrom... — Thanks for downloa e markuar
[Pl Josef Enzenhofer LI hope you find
—h . e — ' e i~ 1 1 . .
|? meszage(z], 0 unread >Kliko Forward.

Marrési duhet futet ose selektohet. Subject kopjohet nga origjinali dhe paraprihet me Fw:
Forward). Ju mund t& shtoni tekst ose ta dérgoni mesazhin atypér aty. Kliko send

E-Mails

Inbox tlook Express

J File Edt Yiew Tools Message Help
|[(P-Cetave | & X &- @G-

Folders x|[2]o[® [Fom < [ Subject .

[ﬁ] Outlook Express

S uploa ; Reallukebo Toolkit
=i @ Local Folders ~—BGicrosoft Outlook Express... ‘Welcome to Dutlook Express 5
= &2 Inboy o 21 Jozef Enzenhofer IT Corect
. L.SBECDL [PiGeorg Metzger Macromedia Authonware
Q} Outbox (1] i@ awattaindownload@macr...  ‘Welcome toYour Macromedia Authorw_
-5 Sent ltems 1] 2 andrea.riegler@dsi. at Matebook Problem -
Deleted ltems 4| | _>_|_
5Bk Drafts

: From: uploadskins@real.com To: metzger@aon.at
! @ news.aon. at Subject: Reallukebox Skins Toolkit

Contacts x
[H Andrea Riegler -
[j-ﬂ awattaindownload@macro... § o Bl
[ chistamerssiisa@manion,, I Thanks for downloz mesazi i nxjerr jasht(forwarded) tregohe me

B Josef Enzenhafer :] hope you find ikon tek shigjeta
At :

i MO P o SN |

-

Hl

[?. message(s), 0 unread

I LT RIS 1

Rrezyme
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Sérisht rrethé formulimeve Reply ose Forward

o &shté mé mire t& pérdorni butonat Reply ose Forward né tulbar qé t¢ kryeni
aksionet pérkatése

o kur pérgjigjeni né njé mesazh, marrsi futet veté, ndérsa kur nxerni jasht(forward),
ju duhet futni ose selektoni marrésin

Gjetja dhe fshirja e e-maileve

Nganjéher ju déshironi t€ gjeni njé email t&€ caktuar. Outlook Express siguron njé vecori
find e cila ju ndihmon gjetjen e mesazheve.

Numri i e-maileve té€ arrituar (dhe t€ dérguruar) konstant rritet. Prandaj, folderét Inbox
dhe sent Items duhet té zbarazen koh¢ pasé kohe.

Letrat e fshira ruhen pérderisa Deleted Items folder nuk zbarazet(is emptied)
Eshté e mundshme té& kérkohen mesahet. Pér ta béré kété . kiko Edit/Find/ Message
» kliko message

folderi actual (i fundit) shfaget né kutin Look in. Kliko Browse pér t€ ndryshuar
folderin né folderin ku doni béré kérkimin

kétu ju mund ti jepni fajét kyce me té€ cilat doni t&€ béni kérkimin. Ju mund t€ kérkoni
pér njé dérgues-sender (from), njé marrés-recipient(To:),Subject: pjes¢ té
mesazhit né¢ Message:, madje &shté e mundur qé kérkohen letrat e arritura mé
pare(Received before) ose mbas(after) dates sé caktuar ose vetém flagged messages
ose nasazhet me attachments.

Pas futjes s¢ kriteriumit , startohet kérkimi, > kliko Find Now
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sourse: Internet
essen; Organizing E-Malls

_| File Edit View Toolz Message Heip J
[
From: IMacmmedia Find Mow I
E To | Stop I

¢ Subject: I Mew Search

Meszage:; I

Received befare: ™ Message has attachment(s)

I~ Message is flagged

Received after:

q ! | 1} I % I Fram | Subject | Receive:

g
-ﬁ
j

Lty 2 awattaindownload®macr...  Welcome to Your Macromedia Authorware 45-day Do, 18.03.20

LCon £ corsbldr_download@macr.. ‘Welcome to Your 30-Day Download Triall 18.03.20

1‘*'.' 59 customerservice@macro...  Thank you for vour interest in Drumbeat 20001 18.03.20
EETHEN Tani t& gjitha mesazhet shfaqen. Kliko dyheré
C_B v |3 meszage(z], 0 unread, monitoring for new items. njé mesazh pér ta pare pérmbatjen e ti. J

@mln a2l = etn) 1] L“ 1_|

[? meszage(s], 0 unread [_L T .

Nm

Tani jané shfaqur té gjithé mesazhet e egjtura pér shembuulin tone (from:
Macromedia). Me klik t& dyfisht mund t€ shihni pérmbatjen e mesazhit

kliko new Search pér té pastruar té€ gjitha fushat e kriteriumeve dhe fillo kérkim t&
ri. Kliko Close né shiritin e titullit Find Message pér t&€ mbyllur dritaren Find
Meesage

>kliko close(X)

Ekzistojné disa ményra pér ti fshiré mesazhet.

Nga Context menu pérzgjidhé Delete.

Nga Toolbar kliko Delete

Shtyp tastin Delete

Térhiq me mesazhin deri tek follderi Deleted Items

Eshté e nevojshme té zbarzni follderin deleted Items pér t& fshiré pérfundimisht
letrat e listuara

Pérderisa mesazhet jané né kété folder kéta gjithmon mund t€ riruani(resored) ato
duke térhhjekur(dragging) ato né folderin pérkatés

Follderi Deleted Items mund t& zbarzet me klik t& djathté t& mausit mbi emrin e
folderit dhe selektimin e Empty ‘Deleted Items’ Folder
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Course. Internet

Lesson; Organizing E-Mails

I&,Deleted It I'ﬂ; Options

J Eile Edit General I Read I Send l Compose | Signatures: | Speling |I
J Eﬁ B PN ) Sectiity ] Connection Maintenance
Cleaning Up Messages
¥ Deleted ]Wﬁnpt} meszages from the 'Deleted Items! folder on exit
Fo o i ;
@_%e.'sl e =Y~ Puirge deleted messages when leaving IMAP folders EEE———
Al Dutlook Expi o
L?;] @ Local FZ ¥ Compact messages in the background pe LHIMP] Toalkit
ey er delay
E]'@ Inbo [~ Delete read message bodies in newsaroups ckage [RMP] Tot
= V¥ Delete news messages |5 32 days after being downloaded
Outl
‘?g Sent Compact messages when there is IZU 3: percent wasted space
Click Clean Up Mow to clean up downloaded Clean Up Now. I -
LoSEk Drafl Messages on your computer. = ;
3 news.a0 Click Store Folder to change the location of your e |
e message store. =
 Contacts » Troubleshootng ———————————— — B
. .&ndre§ Fieg ?' Dutlook Express can save all ¢ Ju mund ti zbarazni né ményré automatike
[ awattaindow y for troubleshooting purposes.
LA customerser ™ Mai [ [Mevs Deleted Items duke selektuar opsinonin
E Jnlsef Frjz.enl I— pérkatés Tools/Options/Maintenance
5 message(s], Ot T
Rrezyme

Formulimet mé& me randési Finding ore Deleting E-mails
o mé shumé kriteriume e b&né mé t& leht gjetjen e letrave t& caktuara

o jumund t€ fshini letrat e pa nevojshme pér ta liruar kujtesén. Selekto letrén
dhe kliko Butoni Delete(X)

o letrat e fshira ruhen né follderin Deleted Items pérderisa t&é mos zbrazen.

o Jumund ta keni folderin Deleted Items t& zbarzur pas daljes nga Outllok
Expres . Selkto opsioni pérkatés Tools/ Options/ Maintenance

Eshté

Opsionet e E-Mail

E-maileve mund tu pércaktohen prioritete para se t€ dérgohen. Ekzistojné tre
nivele t& prioriteve :

HIGH
NORMAL or

Low.
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Ars. Ismail Dashi



SHKOLLA E MESME PROFESIONALE
KACANIK

Ky pércaktim nuk ka ndikim né dérgimin e letrave , &€shté vetém njé informacion
pér marrésin pér sortim t& letrave dhe si rrjedhim késaj t&€ pérgjigjrt mé meé shpejt
né urgjenc t& letrave (me prioritet mé t& larté

Pércaktimi High Priority mundéson marrsin ta njeh perms shenjés sé kuqe
pikqudise q¢ ka pranuar njé letér t&€ randsishme.. Pércaktimi Low
Priority.tregohet me njé shigjet me ngjyré kaltér me kok teposht. (¢shté shumé e
pazakonshme q¢ ju t€ pranoni letra t& ktilla) > kloko High priority

Madje edhe kreatori i mesazhit méson rreth proritetit té saj
> kliko Send

Né tabin general, ju mund té pércaaktoni q¢ t& riprodhon z¢ kur t& arrij né
mesazh i ri

Né tabin Send ju mund t& pércaktoni mése doni ti ruani ose jo kopjet e letrave té
dérguara.

Tabi Maintenance ka t& b&j¢ me ruatjen dhe fshirjen e mesazheve
Rrezyme:

Sérisht rrethé formulimeve mé té randésishme rqé kané té b&jné me

Internetiti 8
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Opsionet —E-mail

o Pércaktiome priority Options, ju mund ta paralajmroni marrésin rreth
randésisé sé kéti) mesazhi

o Opsionet mund ti vendosni né Tools/Options

o Klientét e tjeré té letrave, si¢ €shté¢ Outlook( pjes€ 1 Microsoft Office)
lejojné konfirmim n€ dérgimm dhe pranim

Menaxhimi i adresave

Ju duhen e-mail adresat pér ti dérguar me sukses mesazhet

Outlook ka libér adresash pér ruatjen e adresave té kontakteve tuaja.

kliko butonin e adresave né Outlook Express to pér t& hapur ES
librén e adresave(address book). Addresses

Ed Address Book _ |0
File Edit “iew Toolz Help

fitat

Mew Eroperties [elete Find People Action

Type name or select from list: |

Mame I E-tail Address | Buzsiness Phone | Home Phone
4| | B
Oitems i

Picture 1: Outlook Express Address book

Butoni NEW button hap njé list box ku ju mund t& zgjedhni nése jju doni njé
kontakt t& ri (new contact), ose njé gup té re (new group ) ose folder t&
1i.

Selekto NEW CONTACT, pér t&€ hapur dritaren dialogues PROPERTIES ku ju
mund t€ shtoni nj€ adres t€ re ose t€ ndryshoni né nje ekzistuse.
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Course: Intemet .
Lessan: Crganizing E-Malls Managmg Addresses
File
Name IHome | Busi'ness‘ Personal] Other ] NetMeekingI Digital IDs |

MNe
E Enter name and e-mail information about this contact here.

Eirst: ]Frank Middle: |M. Last: IMiIler
Title: I Display: IFrank M. Miller ;] Mickname: |

E-Mail Addresses; |fmiller3241 @aol.com

|

Setias etault l

Té gjitha informacionet relevante mund t&
futen né kété dritare dialogues. Mos harroni
™ Send E-Mail using plai test only. t& fusni njé e-mail addres!

Tabet e tjera jo lejojné edhe vegori té tjera,
si¢ janég ditélindjet, e tjeré.

B items ";

Tabi mé i randésishém , NAME, mban informacionet kryesore pér e-maile: e
emrin dhe e-mail address. Mos harroni té shkrini E-mail Adrresses!

o

Nése shpesh ju nevojitet t&€ dérgoni letra disa njeréave. Ju mund té€ krijoni Njé
grup dhe ti pércaktoni njerézit e késaj grupe. Saher q¢ ju dérgoni letra né njé
grup t&€ caktuar. T¢ gjithé antarét e grupés pranojné letrén.

Dritarja dialogues Address book shfaq emrat dhe e-mail addresses té njerézve
dhe grupeve né listen e juaj.

Tregimi me maus né njé entitet hap njé dritare Quick Info me informacione
detale rreth personit t€ pérzgjedhur ose antaréve t& grupés.

Pasi t& keni pérzgjedhur njé emér ose njé grup, kliko butonin ACTION dhe
selekto SEND MAIL
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Ars. Ismail Dashi



SHKOLLA E MESME PROFESIONALE
KACANIK

Vlanaging Addresses

File Edit “iew Toolz Help

Mew Properties Delete  Find People Frint Action
Type name or select from list: |
Send kai ¥
Mame - | E-Mail Address | B Dial ine Phone |
EZ)Andrea Riegler andrea.riegler@dsi. at Etemet Eall
EE] awattaindownload@mac...  awattaindownload@macro... 2
EZ] customerservice@macro...  customerservice@macron...
ECDL
E=IFrank k. Miller friller3241 @aol. com
EZ]Josef Enzenhofer schuhmanni@utanet. at
=] uploadskins@real.com uploadskins@real com
[EZ]walter Khom whkhom(@hit-online. com
Nga tashti, njé email mund t& dérgohet t&
gjithé antarve t& grupés me dy klikeme t&
mausit. (action- Send Mail)
> Kliko Send Mail.
3 items

Butoni PRINT printon t& dhénat pér njé kontakt ose grup

Rrezyme :

sérisht mbi formulimet mé t€ randésishme pér menaxhimin e adresave

o Libriiadresave jo vetém q¢ mirémban t¢ gjitha konatktet , kjo lejon dérgimin e
njé€ letre tek nj& marrés ose tek njé grup e marrésve me dy klikime té mausit

o Nése shpesh dérgoni letér té t€ njejtéve marrés, rkomandohet t&€ krijoni njé
grup(group)

o Libri i adresave mundté pérdoret gjithashtu edhe brenda dritares new message. Kjo
jumundéson qé¢ lehtésisht t& selektoni marrésin(at) pér mesazhin e juaj.

o Tip: ju mund té pérdorni letrat e pranuara pér ti shtuar adresat né librine juaj té
adresave . Kliko Tools/add sender to Address book. Kjo shton dérgusin e mesazhit
té selektuar tek kontaktet.

Pérpiqu veté;

Detyré:

Krijoni njé folderé t€ ri n€ inbox

Pérdor Context menu

Emro folderin ‘private’ dhe konfirmo dritaren dialoguse

Konfiguro Outlook express t& zbarzaet né rycikle bin menjé&her pas€¢ mbylljes s¢ tij
Selekto tabin korrect

Kliko opsioni korrekt dhe konfirmoj ndryshimet

Test
1. 2Pik&
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Sjelli hapat pér Forward a message né renditje korrekte
Click Forwaard 1
Select Mesage 2
Click send 3
Select recipient 4
2. 2 Piké

Ju doni ta ruani mesazhin né hard diskun tua;j. Si e procedoni?
Pérzgjedhni letrén- mé pas FILE/EXPORT
Klik i djathté n& Letér —-mé pas EXPORT
Klik né& kapsen e letrés-mé pas¢ SAVE ATTACHMENTS
Pérzgjedh Letér —mé pas FILE/ SAVE AS
3. 2Piké
Si mundni ju t&€ pércillni (Forward) njéMesazh?
o Klik i djatht né mesazh-mé pas€ FORWARD
o Pérzgjedh mesazh, mé pasé FORWARD né Toolbar
a EDIT/ FORWARD
4 1Piké
Mesazhet me prioritetin e e pércaktuar né HIGH transmetohen mé shpehjt
5 2Piké
Cila komand ju lejon t& kérkoni pér mesazhe?
o File/Search/All Message
o Extras/Find
o Edit/ Find/ Message

0o0o0oo
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