PANDUAN MENUKAR SIGNATURE EMEL RASMI CAAM

Selepas membuka
application Outlook, klik
File tab di sebelah kanan
email
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Klik Options di
sebelah kanan

Inbox -

Account Information

Open & Export

“Jutlook

Save As

Klik Mail apabila
keluar kotak
“Outlook options”

Office Account

. Options

354

(v,

U) Microsoft Exchange
== Add Account

=

Account
Settings ~

=

Automatic

Replies

¥
Cleanup
Tools ~

Account Settings

Change settings for this account or set up more connections.

Access this account on the web.

https://mail.caam.gov.my/owa/

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or not

available to respond to e-mail messages.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and archiving.

®  71.9 MB free of 100 MB

Outlook Options

People

Tasks
Search
Language
Advanced

Customize Ribbon

Add-Ins

Trust Center

Quick Access Toolbar

‘o8 General options for working with Outlook.
e

User Interface options

Show Mini Toolbar on selection
Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips >

Personalize your copy of Microsoft Office

User name:

Initials

P

[ Always use these values regardless of sign in to Office

Office Background: |No Background v

Office Theme: Colorful |

Start up options

[4] Make Qutlook the default program for E-mail, Contacts, and Calendar

Default Programs...

oK Cancel
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Klik butang
Signatures untuk
menukar signature
yang sedia ada.

~
- Change the settings for messages you create and receive.

Compose messages
ﬁj Change the editing settings for messages.

Compose messages in this format: HTML zl

[ Always check spelling before sending

Ignore original message text in reply or forward

Spelling and Autocorrect... ‘

Editor Options...

!‘ Create or modify signatures for messages.

‘ Signatures...

A% Use stationery to change default fonts and styles, colors, and backgrounds.

Outlook panes

Customize how items are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:

Play a sound
[ Briefly change the mouse pointer

Show an envelope icon in the taskbar

Display a Desktop Alert

[[] enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

A [

Stationery and Fonts... ‘

Reading Pane... ‘

| <

7 ‘ Cance[r

Setelah paparan
kotak “Signature
and Stationery”
keluar, kemudian
klik butang New

pal ||

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

Choose default signature

E-mail account:

New messages: ‘(none)

Replies/forwards: ‘(none)

EEIE

Save Rename

Edit signature

Calibri (Body)

Bl B

B

~
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Automatic & ‘ =

[2=] Business Card o ®




Apabila keluar kotak
“New Signature”, taip
nama signature anda.
Dan kemudian tekan
butang OK.

Contoh disini: “Malay
Signature” untuk
simpanan signature
dalam Bahasa Melayu.

(Untuk “type a name for
signature” nama boleh
disimpan mengikut
pilihan bahasa)

E-mail Signature

Select signature to edit

Personal Stationery

Choose default signature

E-mail account: -
New messages: (none) 55
Replies/forwards: (none) >

Calibri (Body) 11

| Edit signature

w

New Signature ? X

Type a name for this signature:

Business Card
| IMALAY SIGNATURE|

Klik pilihan nama

v~

A

Cancel

oK Cancel

Signatures and Stationery

E-mail Signature

Select signature to edit

Personal Stationery

Choose default signature

ENGLISH SIGNATURE

signature untuk
mengubah/edit

Taip nama dan
maklumat pegawai
diruangan kotak ini

| gl MALAY SIGNATURE

E-mail accour e

New messages: | \A| AY SIGNATURE e

Replies/forwards: (none) i

Delete
Edit signature

Calibri (Body) Ml 12 |~

Save

B I

Rename
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[2-] Business Card

L2 8

untuk simpanan
dalam email.

*Contoh seperti di
dalam kotak

Tel : +603 8893 4145

NURILYA ANIS BT AB RAHIM
Pegawai Perhubungan Awam
Unit Komunikasi Korporat
Pihak Berkuasa Penerbangan Awam Malaysia

v

Font & Size adalah
seperti ketetapan
berikut :

CONTOH :

Nama : NURILYA ANIS BT AB RAHIM
(Font Arial BOLD)
(Size : 12)
Jawatan: Pegawai Perhubungan Awam
(Font Arial — Regular)
(Size: 12)
Unit/Bahagian : Unit Komunikasi Korporat
Pihak Berkuasa Penerbangan Awam Malaysia
(Font Arial — Regular)
(Size: 12)
No Tel : +603 8893 4145
(Font Arial- Regular ; Size: 12)




Jika hendak
menukar kepada
signature Bahasa
Inggeris, boleh
menukar di
bahagian ini.
(Seandainya anda
membuat dwi
bahasa untuk
pilihan signature)

Signatures and Stationery ? X

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature

" E-mail accou j
TIATAY STGNATURE -
A <—¥
Replies/forwards: (none) ol
Bl Pastikan
Delete New Save Rename ba hag|a n Inl
Edit signature . .
Calibri (Bod \ | e V[E = = i i Juga ditukar
ly) 14 ¥|IB| I U Automatic E RS [25] Business Card | E ®
n ke English
NURILYA ANIS BT AB RAHIM .
Public Relations Officer jika
Corporate Communication Unit
Civil Aviation Authority of Malaysia membuat
Tel : +603 8893 4145 d . B h
WI bahasa
v
Signatures and Stationery X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
NGLISH SIGNATURE E-mail acconnt 1+~ ny 7\
MALAY SIGNATURE o
New messages: MALAY SIGNATURE b2 ‘
Replies/forwards: | (none) :‘
Delete New Save Rename
Edit signature
Calibri (Body) viia v|/B I U aomatc ||| = = = | Epusiness Card ‘ bd &
Tel: +603 8893 4145 A
v’
PIHAK BERKUASA PENERBANGAN AWAM MALAYSIA
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4 oK Cancel

Seterusnya, untuk di bahagian bawah maklumat nama dan
jawatan, anda dikehendaki untuk copy image yang diberikan
dan paste di bahagian bawah. Akhir sekali tekan butang OK
untuk simpanan. Image link :

https://www.caam.gov.my/wp-content/uploads/Email-
Footer-2021.png
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Ruangan pada email

Klik pada Signature untuk
memilih pilihan bahasa

= Untitled - Message (HTML)

[VESTEM Insert Options FormatText Review  Q Tell me what you want to do...

{ CL - . o > v
X, Cut N 3 |:. B .3.@ b Q} P> Follow Up
=2 Copy X ! High Importance "
Paste I U |a¥.A = = = &= 5= Address Check Attach Attach Signature Office
- ¥ Format Painter i : = || Book Names | Eile~ Item:~ < ¥ Low Importance  Add-ins
Clipboard & Basic Text Names Include Tags i | Add-ins A
To.. ”
e
Send
Subject | ‘

NURILYA ANIS BT AB RAHIM

Public Relation Officer

Corporate Communication Unit

Civil Aviation Authority of Malaysia

Level 8, Galeria PJH, Persiaran Perdana, Presint 4,
62100 Putrajaya,

Tel : +603 8893 4145

v,”
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Akhir sekali, signature email anda akan menjadi seperti yang
dipaparkan dalam gambar di atas. Dan akan kekal untuk
kegunaan pihak anda dalam urusan menghantar email.




