PANDUAN BACKUP BAGI
WARGA CAAM
DI BLOK PODIUM,
IBU PEJABAT

Panduan Backup Microsoft Outlook (Archive.Pst)
Panduan Salinan Data Penting (Laptop/PC)
Panduan Backup Microsoft Outlook (E-mail Rules)
Panduan Backup Microsoft Outlook (Signature)



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

PANDUAN BACKUP
MICROSOFT OUTLOOK
(ARCHIVE .PST)



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

ingin dibackup.

Send / Receive Folder
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

Helpdesk - My Outlook Data File - Outlook

Account Information

Open & Export

/) faligyacob@caam.gav.my
[

Save As Microsoft Exchange

+ Add Account
Save Attachments

o @ Account Settings

Change settings for this account of set up more connections.

Access this account on the web,

Office
Account

r.{}‘ Account Settings...

Add and remove accounts or

Options change existing connection settings.
Exit 8% Giye cthers permission to receive
items and respond on your behalf. (Out of Office)
7 Download Address Book... fy others that you are out of office, on vacation, or not available to
E‘Q; Download a copy of the Global

Address Book.

. Manage Mobile Notifications
0] Set up 5MS and Mobile
Notifications.

| Change Profile
L& Restart Microsoft Outlook and
choose a different profile.

box by emptying Deleted ltems and archiving

Manage Profiles
£ Add and remove profiles or change

existing profile settings. Srganize your incoming email messages, and receive updates when
| manoye nuies | Emy a1 sausd, Cnangsy; of removed,
& Alerts

Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-ins

Pray Manage Add-ins

&
i ] Manage and acquire Web Add-ins for Outlook.
Manage Add-
ins




Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

Account Settings >

Data Files
Outlook Data Files

Email ~ DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

23 Add... @Settings... QSetasDefauIt )(Remcu\rl @OpenFiIeLocation... I

Mame Location

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

a
L)
@ Documents
@ Installer

@ Photos
@ OneDrive

O This PC
_J 3D Objects
[ Desktop
|E| Decuments
‘ Downloads
D Music
&= Pictures
B videos
i System (C:)
- Data (D)
= Others 1 (E)
- Others 2 (F)

litem 1 item selected 513KB =




Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

Langkah 5: Pilih pada Archive File yang ingin dibackup dan klik Copy.

LR
i =

Share

= | Outlook Files

View

& cut

I} New item -

¢ 5 X =f

l_'-| (2 0pen ~
Edit

HH setect an

W Copy path T | Easy access ~ Select none
Pinto Quick Copy Paste Move Copy Delete Rename MNew Properties ) .
access |7] Paste shorteut to~ to - - folder - £ History I:Flnvert selection
I Clipboard Organize New Open Select
T # ThisPC » Data(D:) » Libraries » Documents » Outlook Files ~ [J] Search Outlock Files
o Name Date modified Type Size
P st Quick access
My Outlook Data File.pst B . - . 513 KB
[ Desktop i L= Open
+ Downloads € Share with Skype
|5 Documents [&f Edit with Notepad++
=] Pictures g Scan forviruses
£ Google Drive UMF 2 Share
Google Drice CAAM Openwith...
b Movie B Add to archive...
ownCleud 2 Add to "My Outlook Data File.rar"
& Application B8 Compress and email...
2 Compress to "My Outlook Data File.rar” and email
5 Backup
Restore previous versions
5. Documents
@ Installer e >
@, Photos ﬁ
Copy
@ OneDrive
Create shortcut
[ This PC Delete
J 3D Objects Rename
Deskto,
= i Properties
d |5 Documents
* Dewnloads
J! Music
=] Pictures
B videos

Langkah 6: Wujudkan 7o/der baharu dengan nama

"backup”di direktori C:\

= Manage  System (C) - o x
Home  Share  View Drive Tools (7]
o cut X T New item ~ open - Y selectal
Wil Copy path £ Easy aceess + Edit Select none
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& Installer Program Files il folder
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1 Desktop
[ Documents View >
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S Refresh
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

< | Backup - o X

Home  Share  View (7]

&4 cut x |Ep I New item ~ \;] BHopen~ [ selectan
W= Copy path L 1] Easy access ~ Edit Select none
Pinto Quick Copy Paste . Move Copy Delete Rename  Mew Properties
s [7] Paste shorteut  to+  to- = folder o @ History [ Invert selection
Clipboard Organize New Open Select

« v » This PC System (C:) » Backup v (4] 2 Search Backup

Application " MName Date modified Type Size

Backup My Outlook Data File.pst 19/7/2021 3:23 PM Outlook Data File 513 KB
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L)
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& This PC
M 3D Objects
[ Desktop
5 Documents
J Downloads
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i System (C)
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fitem  1item selected 513KB =)




Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

PANDUAN SALINAN
DATA PENTING



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

Untuk makluman, selepas aktiviti migrasi selesai, seluruh warga CAAM di Blok Podium,
Ibu Pejabat, akan dibekalkan desktop profile baharu pada setiap laptop/pc yang

menyertai domain.

Hal yang demikian, seluruh warga CAAM di Blok Podium, Ibu Pejabat, perlu membuat
salinan data (fail/dokumen) yang penting sebelum 2 Ogos 2021 bagi proses
pemindahan ke dalam desktop profile baharu kelak.

Langkah 1: Kakitangan perlu mengenal pasti fail/dokumen yang penting dan klik copy
sebelum membuat salinan kepada folder “C:\Backup”.

EIH + | Documents

Home Share

E [TH Preview pane

Navigation [TH Details pane
pane =

Panes

Google Drice CAAM
P Movie
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Installer
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

Langkah 2: Paste fail berkenaan di “C:\backup”. Sekiranya fail kakitangan melebihi
kapasiti storan komputer, kakitangan boleh melakukan salinan dokumen ke External
Hard Disk (persendirian).

I = | Backup

I Home Share View

E [l Preview pane [ Extra large icons (] Large icons 55 Medium icons I =] Group by - L] ttem check boxes
o FE List [Ti] Add columns = File name extensions - )
Novigetion [[H Details pane |G- e 3= content s % lSealcolumnstorit [ Hidden items R
Panes Layout Current view Show/hide
< v ‘ ~ O O Search lckup
() MName ” Date modified Type Size
o+ Quick seces 2020 File folder
BB Desicop 2021 File folder
¥ Downloads £z Android.jpg ACDSee Pro 6 JPE... 206 KB
[5 Document Direktori CAAM xls Microsoft Excel 97... 85 KB
=/ Pictures Letterhead CAAM docx Microsoft Word D... 45 KB
& Google Drig UMF |J Mail Server Time Sync.tet Text Document 1KB
Google Drigh CAAM My Outlook Data Filepst Outlook Data File 513 KB
b Movie 72 Singkatan Nama Bahagian.pdf Adobe Acrobat D... 4,527 KB
TUGAS SEMASA.docx / Microsoft Word D... 15KB
ownCloud [ Warga CAAM Email Distribution Groupxl... 22/5/2020 1:37 PM Microsoft Excel W... 12 KB
@ Applicatiol
@ Backup
@ Documents
@ Installer
@, Photos
@ OneDrive
[ This PC
) 3D Objects
[ Desktop
|‘:f'| Documents
‘ Downloads
J\ Music
&= Pictures
B Videos
am System (C:)
= Data (D) v
10itemns 9 items selected
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

PANDUAN BACKUP
MICROSOFT OUTLOOK
(E-MAIL RULES)



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

Langkah 1: Buka Microsoft Outlook, klik menu tab Files.

Inbox - falig yacob@caam gov.my - Outlook
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Langkah 2: Pilih Info dan klik Manage Rules & Alerts

Inbox - faligyacob@caam.gov.my - Outlook

©

Account Information

/) faligyacob@caam.gov.my .
Microsoft Exchange

Open & Export

Save As

+ Add Account

[

Save Attachments

Account Settings

Change settings for this account or set up more connections.

Print

SA“P“”‘ Access this account on the web.
o ettings https://webmail.caam.gov.my/owa
s Get the Outlook app for iPhone, iPad. Android, or Windows 10 Mobile,
ccount
Options
Bxit . . .
Automatic Replies (Out of Office)
€ Use automatic replies to notify others that you are out of office, on vacation, or not available to
Automatic respond to email messages.
Replies
= Mailbox Settings
=— Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools

3.32 GB free of 6 GB

ules and Alerts

se Rules and Alerts to help organize your incoming email messages, and receive updates when
ems are added, changed, or removed.

Manage Rules
& Alerts

Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-ins

Manage Add-ins

Manage and acquire Web Add-ins for Outlook.

[y
ot

Manage Add-
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

Langkah 3: Tandakan £-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 Novl. 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

Import and export
Import ar export your rules to and from previous versions of Cutlook

| Export Rules... |Impc|rtRuIes...

Rules upgrade

Upgrade Mow

QK Cancel

13



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

[J7 save Exported Rules as X

&« » » This PC » System (C:) » Backup v | 0 O Search Backup

Organize « Mew folder ol 4 0

~ =
I This PC Marme Date modified Type

) 3D Objects |ﬂ E-mail Rules.rvz 26/7/2021 11:16 PM RWZ File
[ Desktop

@ Documents

"y Downloads

J’ﬁ Music

&= Pictures

B Vvideos

o Systern (C:)

- Data (0)

- Others 1 (E)

- Others 2 (F)
LU >

| |
File namef| E-mail Rules.rwz I -

~ Hide Folders Tools - Cancel

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

| = | Backup - m} X
Home Share Wiew o

<+ Ij oh Cut X T New item ~ Iﬂ open - [ Selectall

w.. Copy path - 1':] Easy access ~ Edit Select none
Pinto Quick Copy Paste - Move Copy Delete Rename MNew Properties . .
access E Paste shortcut to ta - falder - &£ History DD Invert selection
Clipboard Organize Mew Open Select
« v A » ThisPC » System (C:) » Backup v | O 2 Search Backup
~
Name Date modified Type Size

3 Cuick access

@Androld.Jpg ACDSee Pro 6 JPE... 206 KB
ownCloud — i Microsaft Excel 97... 85K8
@& Application mail Rules. RWZ File 3KB
& Backup Microsoft Word D... 43 KB
&) Documents |=] Mail Server Time Sync.txt Text Document 1KB
&) Installer My Outlook Data File.pst Outlook Data File 513KB
7 Singkatan Mama Bahagian.pdf Adobe Acrobat D.. 4527 KB
@) Photos @ TUGAS SEMASA.docx Microsoft Word D... 15K8
@ OneDrive 0] Warga CAAM Email Distribution Group.xl... Microsoft Excel W... 12KB
& This PC
) 3D Objects
[ Desktop
@ Documents
; Downloads
h Music
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

PANDUAN BACKUP
MICROSOFT OUTLOOK
(SIGNATURE)



Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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 >

=7,

Type the name of a program, folder, document, or Internet
= rescurce, and Windows will open it for you.

Open: I Zeuserprofile ¥\ Applatat Roaming ' Microsofty, o | I

QK Cancel Browse...
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Panduan Bagi Warga CAAM di Blok Podium, Ibu Pejabat.

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

I'M

»*

> 3 Quick access

v ownCloud
@ Application
@ Backup
& Documents

Installer

]

& Photos

@ OnelDrive

| v [ This PC
) 3D Objects
[ Desktop
B
* Downloads
b
==
B Videos
o Systermn (C:)
- Data (D:)
28 items

Documents

Music

Pictures

= | Microsoft

Share View

o Cut

¢ [B X =

W] Copy path

Pin to Quick Copy Paste Move Copy Delete Rename MNew
access [] Paste shortcut tor to- @ falder
Clipboard Organize
AR <« AppData » Roaming » Microsoft »

-

ol Mame

Internet Explorer
MMC

MS Project
Metwork

Office

Outlook
PowerPoint
Proof

Protect

I Signatures I

Speech

Spelling

Stationery
SystemCertificates
Teams

Templates

UProof

Vault

Windows

Word

1item selected

Eh New item ~

ﬂ Easy access =

New

Date modified

2021 11:21 PM
28/6/2021 1:09 PM
31/5/2021 2:15 AM
30/5/2021 11:21 PM

/2021 1:46 PM

3

7:22PM
111:41 PM
111:21 PM

AM

202711:58 PM
/5/2021 11:21 PM
0/7/20271 3:46 PM

/2021 11:21 PM
1/6/2021 5:18 PM

26/7/2021

7:52 AM

FH select all

Select none
EF‘ Invert selection
Select

\il ' Open -

Properties

Edit
£ History
Open

Search Microsoft

Type Size
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

Langkah 4: Paste folder Signatures pada direktori “C:\Backup” seperti paparan di

bawah.

I

= | Backup

Share View

& cut

¢[B X =

w.| Copy path

7 Quick access

ownCloud
@ Application
Backup

Documents

Installer

Photos

L]
L]
a
L]
o Onelrive
&3 This PC
) 3D Objects

I Desktop

Mame

I Signatures I
Android,)pg

7| Direktori CAAM.xls

@ E-mail Rules.rwz

0= Letterhead CAAM.docx
=| Mail Server Time Sync.tet
My Qutlook Data File.pst
Singkatan Mama Bahagian.pdf
TUGAS SEMASA.docx
£ Warga CAAM Email Distribution Groupxl...

E‘h Mew item ~

Tj Easy access v

Pinto Quick Copy Paste _ Move Copy Delete Rename MNew
access [7] Paste shorteut  tq+ 1o+ - folder
Clipboard Organize New
| <« v " s ThisPC » System () » Backup » I ~

07
202

ﬂ T Open - FHsetectan
Edit Select none

Properties

pv ) History DD\nvert selection
Open Select
Search Backup

Type Size
File folder
ACDSee Pro 6 JPE 206 KB
Microsoft Excel 85KB
RWZ File 3KB
Microsoft Word D... 45 KB

Text Document
Outlock Data File

Adobe Acrobat D...

Microsoft Word D,

Microsoft Excel
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