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Hvernig set ég upp fartolvuna

Pegar pid kveikid a fartolvunni

Pad er parf ad setja upp notanda, best er ad setja inn netfangid ykkar. notandi@fnv.is og lykilordid
sem pid notid i skélanum. b4 verdur til ,Online” Microsoft notandi & télvunni. pad hjalpar ykkur ad
notast vid 0365 forritin. P4 er pad sami notandi sem er ad skra sig inni télvuna og Office.

Skra sig inn a Office
Muna ad pad parf ad vera buid ad skra 0365 a fartolvunni. bad er gert med pvi ad kveikja 4 t.d. Word
og fara upp i haegra hornid og skra sig inn.+

Sra sig inn @ OneDrive

pad parf ad skra sig inna OneDrive. bad er gert med pvi ad smella a “ pessa mynd nidri i
haegra horninu, ef skyid er gratt pa 4 eftir ad skra inn notandann, ef pad er blatt pa er buid ad skra
inn notandann. Pegar pad er buid a ad byrtast ,OneDrive — Fjolbrautarskdli......”

A MName Status

~ ik Quick access
Attachments
B9 Desktop .
B Desktop
¥ Downloads £ Documents
i Documents @ Microsoft Teams Chat Files
) Pictures &! Notebooks
2019 & Pictures

@ Desktop gemlavel
@ BNV

temp

v g OneDrive - Fiolnet
@ Attachments
Desktop
15 Documents
& Microsoft Teams Chat Files
@ Notebooks
& Pictures

~ [ This PC

Samstilla ,,Synca” skjol @ milli

v g Quick access

Desktop
4 Downloads
&= Documents

{57! Pictures
Farid inn a , File Explorer” L og smelltu & ,Quick access” >nta

pa byrtist Desktop, Downloads, Documents, Pictures og fl.

1. Haegrismellid & Desktop, veljid ,properties” naest parf ad smella a flipann , Location” og svo
smella @ ,Move”

2. Pparnaveljum vid ,OneDrive — Fjolbrautarskdli......“ bdum til méppu sem heitir Desktop, pad
er gert med pvi ad haegrismella inn i OneDrive og velja — New — Folder. Veljum Md&ppuna
Desktop og smellum & ,,Select Folder”

| Desktop |

Select Folder Cancel

3. Svo parf ad gera pad sama fyrir Documents og Pictures.
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Setja tolvuna upp aftur

Endursetja tdlvu ,,Reset this PC*
pad parf ad smella a starthnappinn og skrifa inn ,Reset this PC* og smella & pad.

pa birtist pessi gluggi.

& Home Reset this PC

[ Find a setting ] If your PC isn't running well, resetting it might help.
This lets you choose to keep your files or remove
them, and then reinstalis Windows.

Get started
CZ  Windows Update
@ Windows Defender Advanced startup
T Backup Start up from a device or disc (such as a USB drive or

DVD), change your PC's firmware settings, change
Windows startup settings, o restore Windows from a

D Recovery
8 system image. This will restart your PC.

@ Activation Restart now

For developers
More recovery options
By Windows Insider Program
v resh with a clean installation of
Windows

barna parf ad velja , Get started” og pd parf ad velja um ad henda gégnum eda eiga. “Keep my files”
or “Remove everything”.

© Reset this PC

> an option

2

Naest veljid pid ,Reset this PC*

© Troubleshoot

Reset this PC

Lets you choose to keep or remove
your files, and then reinstalls Windows.

Advanced options

pa a télvan ad vera eins og pegar pid fengud hana fra framleidanda.

Uppfaera frd Microsoft
Munid ad pad verdur ad setja inn allar uppfaerslur fra Microsoft aftur.

Setja aftur upp
Naest er ad setja upp Office og samstilla skjolin aftur, pa koma 6ll skjol aftur inn i fartélvuna. Fylgid
pvi sem er hérna fyrir ofan.
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Lykilord?
Gott er ef lykilord eru ekki minna en atta stafir, munid ad nota takn og fordast ad nota ord ur
ordabdokum.

Hvar skrai ég miginn?
https://portal.office.com

Fyrsti skjarinn pegar ég er buinn ad skra mig inn?

Apps
c& -~ W | x| PR g s Wi
Outlook OneDrive Word Excel PowerPoint OneMNote SharePoint Teams

Hvernig set ég Office pakkann inn a tdlvuna hja mér?
Haegra megin uppi a forsidu 0365 er eftirfarandi hnappur. PG smellir & hann og velur efri flipann.

Install Office -

Office 365 apps

Includes Outlook, Onelirive for Business,

[€—

Word, Excel, PowerPoint, and more.

Other install options
—>  Install a different language, the 64-bit version,
or other apps available with your subscription,

Hvernig set ég Office pakkann upp & spjaldtélvu/sima
[ Apple er farid i AppStore og i Android er farid i PlayStore. Par ma finna Outlook, Word, Excel,
OneDrive og fl. Til ad haegt sé ad nalgast gbgnin pin parf ad setja inn OneDrive.


https://portal.office.com/
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Deila skjolum a milli

Velja ,,Share” uppi i haegra horni. 5 Share Skrifid inn netfang vidkomandi, eda nafn ef
vidkomandi er i netfangalistanum ykkar ,, Contacts/People”. Til ad velja meiri upplysingar eins og t.d.
bad ad loka & deilinguna innan viku pa parf ad smella 4 ,,Anyone with the linc can edit” pa birtist
seinni glugginn hér fyrir nedan. Ef hakid , Allow editing“er tekid Ut pa er haegt ad haka i ,Block

download”

X x
Send Link Link settings

Who would you like this link to work for?

carm more
Anyone with the link can edit
Anyone with the link v
i
. People in Leikhusid.is with the
b
BY \aithizsson, an@|eikhusi. -
People with existing access
Ari Matthiasson @
Specific paople
m Other satings
Allow editing
Sat expiration date X
> B @ see
(€] o)
Copylink  Outiook
Cancel
E—— [ ooy |

-Skilja eftir skilabod & milli peirra sem eru ad skoda skjalid saman.
Velja pad sem 4 ad skrifa skilabod um, velja Review = new comment og skrifa inn pad sem pu vilt
benda vidkomandi a. begar pu ert bulinn er ndg ad smella einhverstadar i skjalid.

Ef skilabodin eru ekki synileg parf einfaldlega ad smella 8 ,Show Comment”

File  Home  Insert  Design  layout  References  Mailings  Review  View  Help

abc = ) [\\ ehH fﬁj

Vg =13 A ] ax A t

Check  Thesaurus Word Read Check Translate Language New
Document Count Aloud Accessibility i - Comment

Show
Comments

Proofing Speech | Accessibility Language Comments

Skrifa til baka i skilabod, veljid ,,Replay” og skrifid inn pad sem pid viljid segja. Ef petta er klart pa er
bara ad velja , Resolve”

Pétur A few seconds ago
Skilabod|

£ Reply Resolve

Munid ad pad er baedi haegt ad vera Online eda & forritinu a vélinni og breyta. pad parf bara ad passa
ad vista skjalid i OneDrive og ad pad sé kveikt & ,AutoSave” upp i horninu.

Setja 0365 4 [slensku

Fara & https://portal.office.com og velja tannhjélid. Smella & ,View all“ undir,, ,,Language and time

zone” velja islenska og vista.

Language and time zone

Language

fslenska (fsland)
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Teams (adur Skype for buisness)
bad parf ad fara inn & https://portal.office.com og velja Teams. ba kemur pessi gluggi hér ad nedan.

Pu getur einnig hladid nidur forriti i télvuna hja pér med pvi ad yta a8 hnappinn ,Saekja forrit” pa parf
ad skra sig inn, eftir pad parft pu ekki ad fara , online” til ad nota petta annars dgeeta forrit. barna er
haegt ad spjalla halda fjarfund og fl.

Slokkva & Focused filter i Outlook
Pad er badi haegt ad slokkva a pessu i vefpdstinum ,,portal.office.com” eda i Outlook.

Farai,By Date” og nedst parf ad afhaka ,Show Focused Inbox”

Focused Other ByDatev T

Filter

4 Today

. v AlMail
Pétur e
ufa

pr
Kvedja Pétt

From

T
Categories
Flag Status

Flag: Start Date
Flag: Due Date

[ vefpdstinum parf ad fara i ,Sia/Filter” og afhaka , Syna forgangshélf/ Show Focused Inbox“

Forgangur Annad SRS
Neest: Engar feerslur naestu’ ~ Sia

v Allt

Pétur

Flaggad
Minnst &
RaBa eftic >
Syna sem >

v Syna forgangsinnhlf
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Skipta ut Wasington og fahrenheit Outlook

Today N Tormorrow fastudagur

Washington, D.C. - 73°F/62°F B5°F/T1°F 81°F/64°F

Til ad setja inn Celcius parf ad fara i File>Options—>Calandar og velja Celcius.

Til ad velja Reykjavik parf einfaldlega ad smella 8 Washington og leita ad Reykjavik.

5 Today P Tomorrow 5 fastudagur

Reyljavik, Island 10°Cc/8°C ° 11°C/7°C 11°C/8°C

Undirskrift i pdsti (outlook)
Fara i File=> Options = mail = Signitures

Qutlook Options X

sz‘ 9 Change the settings for messages you create and receive.
et S

Calendar Compose messages

Groups er Change the editing settings for messages. Editor Options...

Peaple Compose messages in this format: | HTML ~ +

Tasks

Search abC [ Ahways check spelling befare sending Spelling and Autecorrect...

Language Ignore original message text in reply or forward

TETCMTEEH D Create or modify signatures for messages. Signatures...
Parna inni parf ad smella a8 ,New” gefa viockomandi kvedju nafn t.d. Nyr. Fara svo undir og skrifa
kvedjuna, svo parf ad smella @ ,Save” Gott er ad bua til tveer kvedjur eina fyrir ny skeyti og adra fyrir

svor og aframsendingar.

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
E-mail account: | petir@ieikhusia.is -
replay —

New messages: |y =
Replies/forwards: [repiay -
Delete New Save Rename

Edit signature
Calibri (Body) ~ |11 v||B I U Automatic ~

[£5] Business Card | [, &,

Kvedja
Pétur
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Undirskrift i posti (online vefpdstur)

Fara i tannhjolié og velja ,,sja allar stillingar i Outlook” fara svo i ,,Skrifa og svara” og fylla Gt {
undirskriftina.

I e Skrifa og svara [

Stillingar Unniskrift thvupésts

Sjalfvirk svorun fjarverandi

Fara i File og velja ,,Automatic Replies”, svo parf ad haka i ,Send automatic replies” svo er haegt ad
velja tima til og fra. Skrifa skilabod sem pu vilt ad fari 4 alla sem senda pér skeyti. Athugadu ad pad er
haegt ad svara 6druvisi innanhuss og utanhuss.

Automatic Replies - petur®leikhusid is ®
Account Intformation Do not send automatic reples
® Send automatic replies
Oy send during ths time range:
£ powblithusidis Eony - =
LA ycrosoft b Storttime: | mi8. 22.5.2019 v %00 |w
PO Endtme  fin. 2352019 v [ew @
Automaticalyreply ance for each sender with the following messages:
Account Settings —
@ mwoemy Organation §GR Outside My Organization (On)
Segoe L Ve Flls ru AizizEas
bl T —
7 Replies (Out of Office)
e s 1o oty athers that you are out of office, on vacation, or nat svailable 1o
Auomatic o
Foples
= Mailbox Settings
4 Manage the size of your melbas by emptying Deleted Rems and archiving.
Tooks
" BAGHmecrsGE
ur ic repiies on your mabile device. Gl the Dutloak &
" Rules and Alerts Update yous automatic reglies on your mabile device. Gel the Outlook 2pn
e
ManageRules | tamsar added, changed, or emoved Rules. o] | anae
& et

Gamall postur settur i geymslu ,Archive”

Eldri pdstur fer sjalfkrafa i moéppu sem heitir ,, In-Place Archive-Nafn Vidkomandi“. bar verda til
moppur med sama heiti og i pdstinum, haegt er ad nalgast allan gamlan pdst par. betta er gert til ad
pakka pdsti sem ekki er lesinn reglulega, en haegt er ad fletta upp.



