Instrukcija elektroniniy laiSky perkélimui i$ ,,Gmail* i ,,Office* paskyra.

Instructions for moving emails from Gmail to your Office account.

Iki 2021-07-18 bus galima pasiekti ,,Gmail“ ( www.gmail.com) pasto paskyra naudojant
vardas.pavarde@stud.vgtu.lt, Office365 (outlook.office.com) pasto paskyra galima pasiekti tik naudojant
vardas.pavarde@stud.vilniustech.lt

Nuo 2021-06-30 bus galima naudotis tik @stud.vilniustech.lt paskyra, o laiskai, siun¢iami @stud.vgtu.lt
adresu, bus automatiskai peradresuojami j @stud.vilniustech.It paskyra.

“Gmail” e-mail accounts will be accessible through until 2021-07-18 please use
name.surname@stud.vgtu.lt, and Office365 (outlook.office.com) e-mail accounts will have to be accessed
through name.surname@stud.vilniustech.It.

From 2021-06-30 the only e-mail account available for students will be @stud.vilniustech.lIt, and all e-mails,
directed to @stud.vgtu.lt, will be forwarded to @stud.vilniustech.It accounts.

1 Dalis: ,,Gmail“ paskyros prijungimas prie ,,Outlook*
Part 1: Connecting ,,Gmail*“ account to ,,Outlook*

1. Spausti krumpliaratj desingje virSutingje puslapio puséje, tada spausti ,,See all settings*

Click on the gear icon in the top right of the page, and click “See all settings”

o|&|x = (O

Quick settings X  ED)

See all settings

DENSITY

Default 5]
(® Comfortable

T

Compact

THEME View all



http://www.gmail.com/

2. Pasirinkti ,,Forwarding and POP/IMAP*, suzyméti ,,Enable IMAP“, , Auto-Expunge off™,
spaudziame ,,Save Changes*

In the ,,Forwarding and POP/IMAP* tab, choose ,,Enable IMAP*, ,,Auto-Expunge off*, then click
»dave changes*

Settings

General Labels Inbox Accountsand Ilmpeort Filters and Blocked Addresses | Forwarding and POP/IMAP | Add-ons Chat and Meet Advanced Offline Themes

Forwarding: Add a forwarding address

Leam more
Tip: You can also forward only some of your mail by creating a filter!

POP download: 1. Status: POP is enabled for all mail

Leam more m nable POP for all mail (even mail that's already been downloaded)
(O Enable POP for mail that arrives from now on
(O Disable POP
2. When messages are accessed with POP | keep VGTU Mail's copy in the Inbox v
3. Cconfigure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions

IMAP access: Status: IMAP is enabled

(access VGTU Mail from other clients using IMAP) (@ Enable IMAP

Learn more O Disable IMAP

When | mark a message in IMAP as deleted:
() Auto-Expunge on - Immediately update the server. (default)
| ® Auto-Expunge off - Wait for the client to update the server. |

When a message is marked as deleted and expunged from the last visible IMAP folder:
@® Archive the message (default)

O Move the message to the Trash

O Immediately delete the message forever

Folder size limits
@® Do not limit the number of messages in an IMAP folder (default)
O Limit IMAP folders to contain no more than this many messages

Configure your email client (e.g. Outlook, Thunderbird, iPhane)
Configuration instructions

3. Pasirenkame ,,Accounts and Import*, ,,Google Account settings*
In the ,,Accounts and Import* tab, click ,,Google Account settings*

Settings

General Labels Inbox § Accounts and Import | Filters and Blocked Addresses  Forwarding and POP/IMAP - Add-ons  Chatand Mest Advanced Offline Themes

Google Account setfings

ange your password ang security options, and access other Google services,

Change account settings:



4. Pasirenkame ,,Security*, ,,2-Step Verification*

Google Account

Home

e

Personal info

Data & personalization

Security

(oo 8]

2 People & sharing

[ Payments & subscriptions

@ About

Click ,,Security*, ,,2-Step Verification

Security

Settings and recommendations to help you keep your account secure

Security issues found

Protect your account now by resolving these issues

Secure account

Recent security activity

App password created

Signing in with 2-Step Verification was turned on
Account restored

Review security activity (4)

Signing in to Google

»A0Em

Password
2-Step Verification @ on
App passwords 1 password




5. Spaudziame ,,Get started*

Click ,,Get started*

< 2-Step Verification

Protect your account with 2-Step Verification

Each time you sign in to your Google Account, you'll need your password and a verification code.
Learn more

Add an extra layer of security

Enter your passwond and & unigue verification code that's sent
o your phone:

Keep the bad guys out

- Ewen if someone else gets your password, it wont be enough

o sign in to your account
T STARTED

6. Suvedame savo telefono numerj, spaudziame “TRY IT”

Enter your mobile phone number, and click “TRY IT”

< 2-Step Verification

Let's set up your phone

What phone number do you want to use?

| = ~ +370000000000

How do you want to get codes?

@ Text |‘-M:.r:.'|gr- O Phone call

Step1of3 TRYIT



7. Suvedame gauta koda ir spaudziame “NEXT”

Enter the code you have received, and click “Next”

Confirm that it works

Google just sent a text message with a verification code to

Enter the code

685378 ]

Didn't get it? Resend

BACK Step 2 of 3 NEXT

8. Spaudziame “Turn on”

Click “Turn on”

€& 2-Step Verification

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google Account
?

Step 3 of 3 TURN ON



9. Grjztame atgal, spaudziame “App passwords”

Go back to settings, click “App passwords”

Signing in to Google

»AETD

Password
2-Step Verification & on
App passwords 1 password

10. IS saraso iSrenkame “Mail”, “Windows Computer”/’Mac”, spaudziame “Generate”

Choose “Mail” and “Windows Computer”/”’Mac”, from the list and click “Generate”

Select the app and device you want to generate the app password for.

Mail Windows Computer

GENERATE

11. Nusikopijuojame pateikta koda, kurj naudosime 17 punkte

Save the password, which we will use in step 17

Generated app password

Your app password for your device

rvpa kefs ogao fdla

Email How to use it
securesally@gmail.com Go to the settings for your Google Account in
the application or device you are trying to set
Password up. Replace your password with the
RN ST RE Ty 16-character password shown above.

Just like your normal password, this app
password grants complete access to your
Google Account. You won't need to remember it,
so don't write it down or share it with anyone.

DONE




12. Isijungiame “Outlook” programg, spaudziame “File”

Open “Outlook”, click “File”

nd / Receive Folder View
_t =
(] lgh e R [ [ R Meeting
New New ICEHUPT Reply Reply Forward
lete p p FWar Mare =
Email ltems~ s Junk All I
Mew Delete Respond

13. Spaudziame “Account Settings”, ir “Account Settings...”

Click “Account Settings”, and then “Account Settings...”

®

Account Information

Open & Export

|
=3

== Add Account

Account Settings

Change settings for this account or set up more
connections.

Save As

Save Attachments

Print
Access this account on the web.
Office Account

Add and remowve accounts or
change existing connection settings.

Options

Delegate Access
Give others permission to receive

items and respond on your behalf. (Out of O‘f‘ﬁce}

Download Address Book... others that you are out of office, on vacation, or

Exit

Download a copy of the Global
Address Book.

Manage Mobile Notifications

Set up 5MS and Mobile
Motifications.

14. Spaudziame ,,New*

Click “New”

Account Settings — - -

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS Feeds [ SharePoint Lists I Internet Calendars I Published Calendars I Address Booksf
ol New... P& repair..

R ang & - Default Y Remove € &
\

| Name Type




15. Spaudziame “Manual setup or additional server types”, ir “Next”

Choose “Manual setup or additional server types”, and click “Next”
Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame:

Example: Ellen &dams
E-mail Address;

Example: ellen@contosa,cam
Fassword:

Retype Password:

Type the password your Internet service provider has given you,

@ Manual setup or additional server types I

= Back

16. Pasirenkame “POP or IMAP”

Choose “POP or IMAP”

Choose Service

Cancel

D Qutlook.com or Exchange ActiveSync compatible service

Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP

Connect to a POP or IMAP email account




17. Uzpildome laukus su @stud.vgtu.lt pastu taip, kaip nurodyta, vedamas slaptaZodis, kuri
sugeneravote 11 punkte, ir spaudziame ,,More Settings*

Fill the fields as shown, using your @stud.vgtu.lt account. Use the password, generated in step 11,
and click ,,More Settings*

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: vardas.pavarde We recommend that you test your account to ensure that
the entries are correct.

Email Address: vardas.pavarde @stud.vgtu.l

Server Information

Test Account Settings ...
Account Type: IMAP

~
. . Automatically test account settings when Mext
Incoming mail server: imap.gmail.cam is clicked = 9
Dutgoing mail server [SMTPY | smitp.gmail.com
Logon Information
User Name: vardas.pavarde @ stud. vgtu.l
Mail to keep offline:  All
Password: *************l I '
Eemember password

|:| Reguire logon using Secure Password Authentication

SPA]

{ ! More Settings ...

18. “Outgoing Server” skiltyje pazymime varnele ties “My outgoing server (SMTP) requires
authentication”, ir spaudziame “Advanced”

In the “Outgoing Server” tab check the box “My outgoing server (SMTP) requires authentication”,
and go to the “Advanced” tab

Internet E-mail Settings pad

General Cutgoing Server

I My outgoing server [SMTP) requires authentication
(@) Use same settings as my incoming mail server

O Log on using

Femember password
Require Secure Password Authentication [SPa4)



19. Pakeiciame Incoming server porta j 993, pasirenkame ,,SSL*. Prie ,,Outgoing server (SMTP)“porta i 465

ir spaudziame ,,OK*

Use port 993 for “Incoming Server”, choose “SSL”. Use port 465 for “Outgoing Server”, choose “SSL”,

and click “OK”
Internet E-mail Settings

General Outgoing Server Advanced

Server Port Mumbers

Incoming server (IMAP) Use Defaults
N

Use the following type of enc

Outgoing server [SMTFP}:

X

pted connection:
sSL L

Use the following type of encrypted connection:

Server Timeouts

Short L] Long 1 minute
Falders

Root folder path:

Sent Iltems
|:| Do not save copies of sent items

Deleted Items

|:| Mark items for deletion but do not move them automatically
Items marked for deletion will be permanently deleted when

the items in the mailbox are purged.
Purge items when switching folders while online

Cancel

20. Spaudziame “Next”

Click “Next”

Add Account

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Mame: vardas.pavarde
Email Address: vardas.pavarde@stud.vgtu.l
Server Information

Account Type: IMAP

Incoming mail server: imap.gmail.com
Qutgoing mail server (SMTFE | smtp,gmail.com

Logon Information

User Name: vardas.pavarde@stud.vgtu.l

Password: AEEEEEEHEEHEE
Eemember password

|:| Reguire logon using Secure Password Authentication
[SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Automatically test account settings when Mext
is clicked

Mail to keep offline:  All

More Settings ...

- Eadc LA



21. Viska atlikus teisingai, gauname tokj vaizda, ir pasto profilis susikonfigiiruoja Outlook programoje:

If all is done correctly, we will see there results, and the e-mail profile will be configured in Outlook:

Test Account Setbngsa

Congratulations! All tests completed successfully. Click Close to Stop \
continue. AN

Close

Tasks Errors

Tasks Status '

\/ Log onto incoming mail server (IMAP) Completed
\/ Send test e-mail message Completed




2 Dalis: “Office 365” paskyros prijungimas prie “Outlook”
Part 2: Connecting “Office 365” account to “Outlook”

1. Grjztame j “Account Settings”

Go back to “Account Settings”

Account Information

I
"

Account Settings

Change settings for this account or set up Mmore
connections.

Sawe Attachments

Print

Access this account on the web.

Account Settings...
Add and remowve accounts or
change existing connection settings.

Office Account

Options

Delegate Access Change
Giwve others permission to receive

items and respond on your behalf. (Out of O‘Fﬁcej

Download Address Book... others that you are out of office, on wacation, or

Download a copy of the Global mail messages.
Address Book.

Exit

Manage Mobile Motifications
Set up SMS and Mobile
Motifications.

2. Spaudziame “New”

“Click “New”
Account Settings — — -

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS Feeds I SharePoint Lists | Internet Calendars I Published Calendars ] Address Booksi

___juew R’_wx i ' _hang & s Default X Remov * $

Name Type




3. Ivedame savo pasta su @stud.vilniustech.lt galiine, ir slaptazodj du kartus
Enter your @stud.vilniustech.It account, and your password twice
Add Account

Auto Account Setup
COutlook can automatically configure many email accounts,

Your Mame: @studwvilniustech.It

Example: Ellen Adams

E-mail Address: @studvilniustech. it

Example: ellen@contoso.com

PESSWCIFCI' L
Retype Password: | Fressssies

Type the password your Internet service provider has given you,

(::l Manual setup or additional server types

< Back Next >

4. 1I8Sokus prisijungimo langui suvedame el. pasta ir slaptazodij

Type in your e-mail and password when the Windows Security prompt shows up

Searching for your mail server settings...

Cancel

Sonfiguring Windows Security

Cutlook is completing the se MichSth DUthDk
W Establishing nei

=% Searching for 53 Connecting to @stud.vilniustech.lt
Logging on to

@stud.vilniustech. It

I:I Remember my credentials

OK Cancel

Cancel




5. Viska atlikus teisingai, matome patvirtinima, jog pastas sukonfigtiruotas ,,Outlook* sistemoje

If done correctly, we will see the confirmation, that your e-mail is configured in Outlook

Add Account

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.

g Establishing network connection
v Searching for Dstud.vilniustech.It settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[[] change account settings | Add another account...

< Back | cancel
6. Perkrovus “Outlook” programa, jau galime pasiekti abu pastus

After restarting “Outlook”, you will be able to reach both e-mails

I - s d.vgtu. it

[:=_@5tud.vi|niu5tech.lt




3 dalis: Individualiy katalogy perkélimas iS stud.vgtu.lt j stud.vilniustech.It

Part 3: Copying individual folders from stud.vgtu.lt to stud.vilniustech.lt

1. Outlook programoje pazymime norimg kataloga (pvz. Inbox), pazyméje su deSiniu pelés klavisu
spaudziame “Copy folder”

99

In Outlook choose the folder you want to copy (e.g. Inbox), right click on it and click “Copy folder
@stud.vgtu.lt

Inbox 1385
Open in New Window

Sent ltems

Deleted lterms Mew Folder...

Junk E-mail 1 ERename Folder

Outbox Copy Folder
Mowve Folder

Search Folders —
x Delete Folder

> Mark All as Read
- Clean Up Folder
3 Delete All

Shmw in Fauvnritec

2. Pasirenkame aplanka stud.vilniustech.lt paskyroje, ir spaudziame “OK”

Choose the folder you want on your stud.vilniustech.lt account, and click “OK”
Copy Folder =

Copy the selected folder to the folder

E ~ | 0K |
E
=,
E ~ Cancel
E @stud.wvgtullt
hd Eﬂ - @stud.vilniustech, Mew...
Inbox (57]
r# Drafts
£ >ent Iltems
'E' Deleted ltems
Archive
tHa| Calendar
Contacts
Conversation History o
~— . -
< >

3. Laiskai perkelti i stud.vilniustech.lt paskyra

The e-mails are copied to your stud.vilniustech.lt account



4 dalis: Visy laisky migracija i$ stud.vgtu.lt j stud.vilniustech.It

Part 4: Migrating all e-mails from stud.vgtu.lt to stud.vilniustech.lt

1. “Outlook” programoje spaudziame “File”

In Outlook, click “File”

nd / Receive Faolder View

)l B 5 () () o

Mew Mew xCleanUp' Reply Reply Fo d
lete p p rwar Mare =
Email ltems~ o Junk~ All &
Mew Delete Respond

2. Spaudziame “Open & Export®, ,,Import/Export™

Click “Open & Export”, “Import/Export”

©
Open

Open & Export
Open Calendar
. = Open a calendar file in Outlook (ics, wes).

Open Qutloock Data File
'-.‘ Open an Outlook data file [.pst).

Import/Export

Office Acco . .
SirEEEnIhl Import or export files and settings.

Options
Other User's Folder

Exit Open a folder shared by another user.

3. Pasirenkame “Export to a file”
Choose “Export to a file”

Import and Export Wizard

Choose an action to perform:

ExEort R55 Feeds to an OPML file

Import a VCARD file [wwcf)

Import an iCalendar [.ics) or vCalendar file [vcs)
Import from another program or file

Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Export Cutlook information to a file for use in
other programs.




4. Pasirenkame “Outlook Data File (.pst)”

Choose “Outlook Data File (.pst)”

Export to a File

Create a file of type:

Comma SeEarated Walues

<Back [ Next> | | cancel

5. Pasirenkame savo stud.vgtu.lt pasta

Choose your @stud.vgtu.lt mail

Export Outlock Data File

Select the folder to export from:
[ ]

@Estud.vgtu.lt
@stud.vilniustech.It

(s ol

£ >

[+] Include subfolders

.\ <Back | Net> | cancel

6. ISsaugojame .pst failg sau patogioje vietoje

Save the .pst file in a convenient location

Export Outlock Data File

Save exported file as:

|Jsers" .Deslctop‘-.stud\rgtubcld.pstl | Browse,..

Options

@ Replace duplicates with items exported
DAIIow duplicate items to be created

D Do not export duplicate items

<Back [ Finish | | cancel




7. Slaptazodzio galima nedéti, spaudziame “OK”

The password is optional, click “OK”
Create Outlook Data File >

Add optional password

Password: || |

Verify Password: | |

|:| Save this password in your password list

8. Eksportui pasibaigus grjztame j “File”

After exporting, go back to “File”

nd / Recene Folder View
)l Foee X g () R g
Mew xm&mupv Reply Reply Fo d
lete pl pl ruar Mare =
Email ltems~ 4 Junk All "B
Mew Delete Respond

9. Spaudziame “Open & Export®, ,,Import/Export*

Click ,,Open & Export®, ,,Import/Export™

Open

Open Calendar
EEE Open a calendar file in Outlook (ics, wcs).

Open Qutloock Data File

Print '-. Open an Cutlook data file (.pst).

Import/Export

Office Acca . .
SULEIE= Import ar export files and settings.

Options
Other User's Folder
Exit Open a folder shared by another user.




10. Pasirenkame “Import from another program or file”

Choose “Import from another program or file”

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [wf)

Import an iCalendar [.ics) or vCalendar file [wes

Import from another program or file
Import R55 Feeds from an OPML file
Import R55 Feeds from the Comman Feed List

Description

Import data from other files, such as Cutlook
data files [\P5T) and text files.

< Back | Mext = || Cancel

11. Pasirenkame “Outlook Data File (.pst)”

Choose “Outlook Data File (.pst)”

Import a File

Select file type to import from:

Comma SEEarated Yalues

< Back || Mext = || Cancel




12. Spaudziame “Browse” ir susirandame faila, kurj iSsaugojome 6 Zingsnyje

Click “Browse”, and locate the file, which you have saved in step 6

ﬂﬂ Open Outlook Data Files

&« “ 4 Bl s ThisPC s Desktop v | B 2 Search Desktop
Organize = Mew folder ==~ A o
Mame Date modifi\e,d Type Size
3 Quick access
) Desktop R studvgtubck.pst 2021-06-16 10:11 Outlook Data File 405 993 KB
* Downloads *
Documents -
[&] Pictures -
File name: | studvgtubek.pst v | Outlook data files (*pst) vl
Tools - | Open | | Cancel |
13. Spaudziame “Next”
Click “Next”
Import Cutlook Data File X
File to import
|k::‘-.Users' \.Deslctnp‘-.stud\rgtubck.| | Browse... |
Options

@ Replace duplicates with items imported
C}Allnw duplicates to be created
() Do not import duplicates

<= Back | Mext = || Cancel




14. Pasirenkame @stud.vilniustech.It pasta, virSuje palickame pazyméta ,,Outlook Data File®,
spaudziame ,,Finish*

Choose your @stud.vilniustech.It mail, leave ,,Outlook Data File* selected in the top field, and
click ,,Finish*

Import Cutlook Data File x

Select the folder to import from:
. [E Outlook Data File

Include subfolders Filter...

O Import items into the current folder
@ Import items into the same folder in:

@stud.vgtu.lt [v]

stud.vatu it
@stud.vilniustech.lt

15. Migracija baigta, galima @stud.vilniustech.It pasta naudoti kaip jprastai narSykléje
outlook.office.com

The migration is done, now you can use @stud.vilniustech.It mail as usual in the browser
outlook.office.com

Jeigu iSkyla nesklandumuy, kreipkités: IT aptarnavimas pagalba.vgtu.It Tel.: 9918, 852744918
If you run into problems, you can contact IT support: pagalba.vgtu.lt, 852744918



