PANDUAN BACKUP BAGI
WARGA CAAM
DI CAWANGAN

e Panduan Backup Microsoft Outlook (Archive.Pst)
e Panduan Backup Microsoft Outlook (E-mail Rules)
e Panduan Backup Microsoft Outlook (Signature)



PANDUAN BACKUP
MICROSOFT OUTLOOK
(ARCHIVE .PST)



Panduan Bagi Warga CAAM di Cawangan

Langkah 1: Buka perisian Microsoft Outlook dan kenal pasti Archive Folder yang

ingin dibackup.
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Panduan Bagi Warga CAAM di Cawangan

Langkah 2: Pilih Info > Account Settings > Accounts Settings.

Helpdesk - My Qutlook Data File - Outlook

©
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/) faligyacob@caam.gav.my
Save As L/ Microsoft Bxchange

+ Add Account
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o @ Account Settings

Change settings for this account or set up more

Access this account on the web,

Office
Account

jone, iPad, Android, or Windows 10 Mobile.

@ | Account Settings...
8.7 Add and remove accounts or
change existing connection settings.

Options
Exit &8 Give others permission to receive
items and respond on your behalf. (Out of Office)
| Download Address Book... fy others that you are out of office, on vacation, or not available to
IE".» Download a copy of the Global
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W] et up SMs and Mobile
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Panduan Bagi Warga CAAM di Cawangan

CAAM
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Langkah 3: Pilih Archive(.pst) yang ingin dibackup dan klik Open File Location.

Account Settings x
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23 Add... ";Ef'Settings... QSetasDefauIt )(Remcu\rl @OpenFiIeLocation... I
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Select a data file in the list, then click Settings for more details or click Open File Location to
display the folder that contains the data file, To maove or copy these files, you must first shut
down Qutlook,

Tell Me Maore...

Close

Langkah 4: Archive File anda akan dipaparkan dan TUTUP Microsoft Outlook.

(Y < | Outlook Files - O s
Home Share View a

L"j J & Cut % =] x iﬁ I New item - Iil Ea:dp:n- HH select an

w-| Copy path

-Tj Easy access ~ Select none
Pinto Quick Copy Paste Move Copy Delete Rename New Properties
access [#] Paste shortcut tor tow - folder - 4 History DDInvert selection
Clipboard Organize New Open Select
+~ s ThisPC » Data(D:) » Libraries » Documents » Outlook Files w [<] 2 Search Outlook Files
~
Application () Name Date modified Type Size

Backup

My Qutlook Data File.pst 19/7/2021 3:19 PM Qutlook Data File 513 KB
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Panduan Bagi Warga CAAM di Cawangan

Langkah 5: Pilih pada Archive File yang ingin dibackup dan klik Cop
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Langkah 6: Wujudkan

folder baharu dengan nama "backup”di direktori C:\
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Panduan Bagi Warga CAAM di Cawangan

Langkah 7: Paste Archive File ke dalam folder yang baru dicipta seperti paparan

dibawah.

CAAM
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PANDUAN BACKUP
MICROSOFT OUTLOOK
(E-MAIL RULES)



Panduan Bagi Warga CAAM di Cawangan

Langkah 1: Buka Microsoft Outlook, klik menu tab Files.
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Langkah 2: Pilih Info dan klik Manage Rules & Alerts

Inbox - falig.yacob@caam.gov.my - Outlook
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Account Information
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Microsoft Exchange

Open & Export

Save As

+ Add Account

[

Account
Settings -

Save Attachments

Account Settings

Change settings for this account or set up mare connections.
Access this account on the web.

Print

https://webmail.caam.gov.my/owa,
Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile.

Office
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Options

Exit
‘ Automatic Replies (Out of Office)

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

Replies

respond to email messages.

Mailbox Settings

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

3.32 GB free of 6 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive updates when
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Panduan Bagi Warga CAAM di Cawangan

Langkah 3: Tandakan E£-Mail Rules yang ingin dibackup dan klik Options.

Rules and Alerts

Email Rules  Manage Alerts

:g New Rule... Change Rule ~ E@ Copy... )( Delete ¥ Run Rules Nowl. Options I
e

It
It

Actions
*

%
L]

Mew Ticket Alert
Subject contains ‘Report Domain'
Received from ‘alerts-noreply @meraki. com’

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
with Mew Ticket Alert in the subject or body
move it to the Helpdesk folder

|:| Enable rules on all messages downloaded from R5S Feeds

Langkah 4: Klik Export Rules yang ingin dibackup dan klik OK.

Options et

Import and export
Import or export your rules to and from previous versions of Outlook

| Export Rules... |Imp::|rtRuIes...

Rules upgrade

Upgrade Now

OK Cancel
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Panduan Bagi Warga CAAM di Cawangan

Langkah 5: Pergi ke “C:\Backup”, namakan fail £-mail Rules dan klik butang Save.

BZI Save Exported Rules as

&« v » This PC » System (C:) » Backup
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26,/7/2021 11:16 PM

E-mail Rules.rwz

~ Hide Folders

Tools

hd Save

Cancel

Langkah 6: Fail £-mail Rules yang berjaya dibackup akan kelihatan seperti paparan

di bawah.
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X
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7 Quick access

ownCloud
@ Application
@ Backup

& Documents
My Outlook Data File.pst
7 Singkatan Nara Bahagian.pdf
@5 TUGAS SEMASA.docx

Installer

[

Photos

]

@ OneDrive

&= This PC
) 3D Objects
[ Desktop
@ Documents
; Downloads
h Music
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% Mew item +
ﬂ Easy access *

Mew
folder

B Open
v
Edit
Properties
- £ History
Open
Search Backup

Tpe

ACDSee Pro 6 JPE...

Microsoft Bxcel 97..

RWZ File

Microsoft Word D...

Text Document
Outleck Data File

Adobe Acrobat D...

Microsoft Word D...

Microsoft Bcel W...

e setect an

Select none
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Size

206 KB
S5KB
3KB
43 KB
1KB

15KB
12KB

11



PANDUAN BACKUP
MICROSOFT OUTLOOK
(SIGNATURE)



Panduan Bagi Warga CAAM di Cawangan

Langkah 1: Klik butang Windows dan taip “Run” dan klik aplikasi Run.

All Apps Documents Web More =

Search indexing was turned off.

Turn indexing back on.

Best match
Run R
un
App
App
Apps
B Command Prompt >

o Open
Search the web . )
] Open file location

/0 run - see web results > 9 pin to Start
A2 running man & 43 pin to taskbar
2 run as administrator >

£ runescape >

£ running man & & >

je running man drama cool >

£ running man episodes >

£ running >

Langkah 2: Taip “%userprofile% \AppData\Roaming\Microsoft\” di ruangan
aplikasi Run seperti paparan di bawah.

I Run X

Type the name of a prograrn, folder, documnent, or Internet

= resource, and Windows will open it for you.
Open: I Youserprofile?hAppData\RoamingtMicrosofty, ~ |I
OK Cancel Browse...
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Panduan Bagi Warga CAAM di Cawangan

Langkah 3: Folder Signatures akan dipaparkan dan copy folder tersebut.

= | Microsoft
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File folder
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Langkah 4: Paste folder Signatures pada direktori

bawah.
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