PANDUAN TETAPAN
E-MEL CAAM PADA
MICROSOFT OUTLOOK
SELEPAS MIGRASI
DOMAIN CAAM.GOV.MY



Langkah 1 : Tutup Perisian Microsoft Outlook sekiranya ia sedang dibuka. Klik Start,
Taip Control Panel dan buka aplikasi Control Panel.

All Apps Documents Web More =

Search indexing was turned off.
Turn indexing back on.

—| Control Panel
Lo
App Control Panel

App

Search the web
control panel - See web results
Open
control panel settings

Open file location
contral panel open Pin to Start
contral panel windows 10 Pin to taskbar
control panel home

control panel windows

control panel system

control panel shortcut

Settings (3)

L control panel




Langkah 2 : Taip Mai/di ruangan carian dan buka aplikasi Mail.

Centrol Panel — O X
« =2 v 4 » Control Panel v 0 I I el
Adjust your computer’s settings View by: Category ~

System and Security User Accounts
Review your computer's status 1 & Change account type

Save backup copies of your files with File History
Backup and Restore (Windows 7)

\ ! Network and Internet
View network status and tasks

, / Hardware and Sound
%‘ View devices and printers
Add a device

Programs

““"'h-
[51 Uninstall a program
Get programs

Appearance and Personalization

Clock and Region
Change date, time, or number formats
Ease of Access

Let Windows suggest settings
Optimize visual display

mail - Control Panel - O *

< v 4 > Control Panel » v B x

Hl J'ﬁ Mail (Microsoft Outlook 2016)

°Search Windows Help and Support for "mail”




Langkah 3 : Klik Show Profiles

(A Mail Setup - Outlook %

Email Accounts

Setup email accounts and directories, Enei e I

Data Files

&h Change settings for the files Outlook uses to

- Drata Files..,
store email messages and documents.

Profiles

Setup multiple profiles of email accounts and
data files. Typically, you only need one,

Show Profiles...

Close

Langkah 4 : Kenal pasti dan pilih Profile yang sedang digunakan dan klik Remove.

B Mail e

General

@ The following profiles are set up on this computer:

Add... rcnperties Copy...

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

Cutlook =

Cancel Apply




Langkah 5 : Klik Apply dan tutup aplikasi Mall.

(B Mail X
General

d The following profiles are set up on this computer:

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
D Prompt for a profile to be used
(®) Always use this profile

oK Cancel I Apply

Langkah 6 : Buka perisian Microsoft Outlook dan pengguna akan diminta untuk memasukkan
nama profile yang baharu.

s Microsoft

Mew Profile

d,‘,] Create Mew Profile

Profile Name: Cancel
caam|

Leading Profile




Langkah 7 : Masukkan alamat e-mel CAAM tuan/puan, tanda “Let me set up my account
manually’ dan click Connect.

Welcome to QOutlook

Enter an email address to add your account.

[ salman.suhaimi@caam.gov.my ‘

V! iLet me set up my account manually:

Langkah 8 : Paparan di bawah akan dipaparkan. Klik Exchange.

©

Choose account type

d B &

Office 365 Outlook.com Google

EH

Exchange POP IMAP




Langkah 9 : Klik More choices.

Windows Security pr

Microsoft Outlook

Connecting to salman.suhaimi@caam.gov.my

salman.suhaimi@caam.gov.my

[_] Remember my credentials

More choices

OK Cancel

Langkah 10 : Klik Use a diffent account.

Windows Security *

Microsoft Outlook
Connecting to salman.suhaimi@caam.gov.my

salman.suhaimi@caam.gov.my

Password

D Remember my credentials

More choices

salman.suhaimi@caam.gov.my

‘ 8 Use a different account

OK Cancel




Langkah 11 : Masukkan maklumat seperti format di bawah:-

Username : | caam\(ID E-mel CAAM)

Password : | (katalaluan e-mel)

Tandakan “Remember my credentials” sekiranya pengguna ingin simpan katalaluan dan klik
OK.

Windows Security x

Microsoft Qutlook

Connecting to salman.suhaimi@caam.gov.my

| caam'‘salman.suhaimi

S8R RRER

| Remember my credentials

More choices

salman.suhaimi@caam.gov.my

£ Use a different account

(8] 4 Cancel




Langkah 12 : Sekiranya berjaya, paparan seperti di bawah dipaparkan dan buang tanda

“Set up Outlook Mobile on my phone, too” . Klik “ OK".

Adding salman.suhaimi@caam.gov.my

Account setup is complete

I Set up Outlook Mobile on my phone, tooé I

Microsoft Outlook akan memulakan proses muat turun semua e-mel pengguna dari server.

Inbox - salman.suhaimi@caam.gov.my - Outlook

=7 lo=

=1 &=
New  New

Email Items ~

New

4 Favorites
Inbox 1
Unread Mail

Sent Items

Conversation History
b Inbox 1

Drafts

Sent ltems

Deleted Items

Archive

Junk E-Mail

Outbox

RSS Feeds

b Search Folders

Items: 60 _ Unread: 1

Send / Receive

% CleanUp~

& Junk~

4 salman.suhaimi@caam.gov.my

Folder View

Search Current Mailbox O

All Unread

4 Today

Respond

Help ) Tell me what you want to do

E3 Team Email —T—

¥ Create New oS

Quick Steps & Move

Current Mailbox ~ 2 Reply @ReplyAH & Forward

ByDatev 1 Nur Wazila Dinti \Wahid
i

Rl L § i

S

[ [+

T ] g

AL L A
P T T Tr—
A B Y

- e g il ™ o
L .. Ry

L N T —— T

o v ek S

Search People
[ Address Book
Y Filter Email -

Tags Find

3 P LA (T el R

L

i -
I Undating Inbox (950 MB). |
L

Connected to: Microsoft Exchange

A))

Read
Aloud
Speech ~
(U] 47 AM
v
B -3 + 10%




PANDUAN RESTORE
MICROSOFT OUTLOOK
(E-MAIL RULES)



Langkah 1 : Buka Microsoft Outlook, klik Menu Tab File

Send / Receive

Folder

View  Help ) Tell me what you want to do.

. ~ A v Search Peapl
B lgnre X =G (E(i €3 EMectng % Hepassk 3 To Manager ¥ = @ & P [seuch Peope A,)
Clean Up~ = Team Email + Done [E= Address Book
ENmz:‘.‘ "::2.‘ s Delete Archive  Reply REAplol\y Forward EfjMore~ |2 heply&sDelete F CresteHiow L Move Rules Onellte u;.:aa:/ Categorize FEL\'M‘N :;afd
Mew Delete Respond ‘Quick Steps ] Move Tags Find Speech A
o e Search Helpdesk £ [ current Folder ~ o “on 1%
q Helpdesk By Date v - 5/202
4 faliq.yacob@caam.gov.my - i
a - .
4lnbox 3 Older N
DC Migration CAAM ICT HELPDESK .
New Internal Activity Alert 17/5/2021 I
AntiSpam Rate Control — reply above this line ~ Hi Ungku Mohd Faiiq = . S P
Ungku Yacob,
Archive
. - Sy ——
Cisco Meraki 227 CAAM ICT HELPDESK - = -
New Ticket Alert 17/5/2021
DMARCRepadject) Hi Ungku Mohd Faliq Ungku Yacab, e e e
DMARC New ticket #840690
Helpdesk 45 CAAM ICT HELPDESK
IMPORTANT New Internal Activity Alert 17/5/2021 i rJd B i o™
— reply above this line - Hi Ungku Mahd Faliq
Others. Ungku Yacob,
BEE CAAM ICT HELPDESK
PDSA Firewall New Ticket Alert 17/5/2021
Hi Ungku Mohd Faliq Ungku Yacab,
SunData Report New ticket #970876
[ SRy S ——
Drafts
Sent ltems -
Deleted Items 93 L
Archive
.
Clutter -
Conversation History [ I PR PRSP PR — -
Junk E-Mail _
Outbox = ——y -
255 Feeds | | =
oo e mwes o =
b Search Falders . . =
- mwE e mm e
=
T — BT T T
. =
4 My Outlook Data File o b - p—
Deleted ltems | Sl R - o o s e M EEEE AN
Helndesk L e e Wi I ]
poes! i = N B el T a
Search Folders LR TELE. T, I ol 1
[ e o =] ol |l o wlelld” m T I
= 28 |£| se .|
Items: 4 0o 8@ - 1 + 100%
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Langkah 2 : Klik Info, dan Manage Rules & Alerts

Inbox - faliq.yacob@caam.gov.my - Outlook

B Account Information

Open & Export

€/ faligyacob@caamgov.my
Save As LA Microsoft Exchange

+ Add Account
Save Attachments

Account Settings

Change settings for this account or set up more connections,

Account Access this account on the web,
Settings -
o https://webmail.caam.gov.my/ows,
e Get the Outlook app for iPhone. iPad, Android, or Windows 10 Mobile,
ccount
Options
Exit . . .
Automatic Replies (Out of Office)
<« Use autematic 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.

3.32 GB free of 6 GB

Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming email messages, and receive updates when

Manage Rules [l items are added, changed, or removed.
& Alerts

Slow and Disabled COM Add-ins

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

Manage COM
Add-ins

ey Manage Add-ins

i2
<of} Manage and acquire Web Add-ins for Outlook.
Manage Add-
ins
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Langkah 3 : Klik Options.

| Rules and Alerts

Email Rules  manage Alerts

:cq Mew Rule... Change Rule - Copy.. Delete Bun Rules P—J-:w'-.-'.I Dptions I

Rule (applied in the order shown) Actions
Select the ™ew Rule™ button to make a rule,

Rule description [click an underlined value to edit):

|:| Enable rules on all messages downloaded from R55 Feeds

*

Cancel

Apply

13




Langkah 4 : Klik Import Rules.

Options x

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

Export Rules... I Import Rules...

Rules upgrade

Upgrade Mow

oK Cancel

Langkah 5 : Pilih fail E-mail Rules yang telah dibackup di “C:\Backup” dan klik Open.

[ Import Rules from *
<« v ‘rI » ThisPC » System (C:) » Backup I v ] O Search Backup
Organize * MNew folder = W @
@ Backup 2 Marme Date maodified Type Size

@ Documents

@ Installer I |£] E-mail Rules.rwz I

@ FPhotos

26/7/2021 11:29 PM File folder

RWZ File 3KE

@ OneDrive

[ This PC
) 30 Objects
I Desktop
|::'| Documents
* Downloads
J) Music

| Pictures k4

File name: | E-mail Rules.rwz v| Rules Wizard rules (*.rwz) w

Too' : M Ca n ce'
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Langkah 6 : Sekiranya berjaya, £-Mail Rule yang di /mport akan disenaraikan seperti
paparan dibawah.

Rules and Alerts

Email Rules  Manage &lerts

;g Mew Rule... Change Rule - E@any... }(gelete w Bun Rules Mow... Options

_LEule (aooledin he order shoun)

Actions
Mew Ticket Alert
Subject contains 'Report Domain' ;T
Received from ‘alerts-noreply@meraki, com’ X

i

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 R55 Feeds
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PANDUAN RESTORE
MICROSOFT OUTLOOK
(E-MAIL SIGNATURE)



Langkah 1 : Pergi ke direktori “C:\Backup” dan copy folder Signatures.

| @ = | Backup

Home Share View

[TH Preview pane BE| Extra large icons [&=] Large icons == Medium icons I [7] Group by ~ [ rtem check boxes y
Small icons ist Dj]Add columns - File name extensions
Mavigation . — Sort Hide selected
pa?.,e 1on [[H Details pane iles Content T by~ foisizeall columnstofit [ Hidden items items
Pang : - Current view Show/hide
<« v l » This PC » System (C:) » Backup I v O L Search Backup
L - Date modified Type Size
3 Quick access
Signatures 26/7/2021 11:29 PM File folder
v ownCloud - CAAM ICT HELF Y 28/11/20199 ACDSee Pro 6 JPE...
2020 7| Direktori CAAM xls 13/8/2020 1 Microsoft Excel 97...
2021 @ E-mail Rules.rwz RWZ File

M=) Letterhead CAAM.docx

|=] Mail Server Time Sync.txt

My Outlook Data File.pst

7 Singkatan Nama Bahagian.pdf

TUGAS SEMASA docx

B Warga CAAM Email Distribution Group.xl...

Microsoft Word D...
Text Document
QOutlook Data File

Adobe Acrobat D...

Photos

Tatacara

(]

(]

@ Documents
(]

]

>

v ownCloud - Ungku Mohd Fa Microsoft Word D...

Application Microsoft Excel V

Backup

Documents

Photos

Onelrive

a
(]
(]
@ Installer
(]
-

Option
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Langkah 2 : Klik butang Windows dan taip “"Run” dan klik aplikasi Run.

All Apps Documents

Search indexing was turned off,
Turn indexing back on.

Best match
Run
App
Apps

Search the web
running man

0
0
0
£ runescape
0
0
0
0

running

Settings (4+)

Bl Command Prompt

run - See web results

run as administrator

running man €& &

running man drama cool

running man episodes

Open
Open file location
Pin to Start

Pin to taskbar

Langkah 3 : Taip “%userprofile%\AppData\Roaming\Microsoft\” di ruangan aplikasi Run dan

klik OK.

I Run

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

Souserprofile?hAppDatat\Roaming\Microsoft!,

Open: I

Browse...




Langkah 4 : Paste folder Signatures ke dalam folder yang dibuka.

I & + | Microsoft - O X
Home Share View o
» & cut x @ 7 New item = |j T Open = [ selectal
| Copy path * £ Easy access = dit Select none
Pinto Quick Copy Paste Move Copy Delete Rename New Properties
access ‘d Paste shortcut to~ to= - falder - & History EFIrnrert selection
d W Open Select
I 5 Ungku Mohd Falig Bin Ungku Yacob + AppData » Roaming » Microsoft v B 2 Search Microsoft
&) 2021 A Name Date modified Type Size ~
@ Documents Addins /2021 11:41 PM File folder
@, Photos Bibliography 2 AM File folder
i /2021 12:13 AM i
ownCloud - Ungku Mohd F CLR Security Config 112:13 AM File folder
Credentials /2021 1:19 AM File folder
@ Application
Crypto /2021 11:21 PM File folder
@, Backup Excel 5/7/2021 817 PM File folder
@ Documents Installer 26/6/2021 414 AM File folder
@ Installer Internet Explorer /2021 11:21 PM File folder
& Photos MMC 28/6/2021 1:09 PM File folder
. M5 Project /2021 2:15 AM File folder
@ OneDrive Network /5/202111:21 PM File folder
[ This PC Office 2021 1:46 PM File folder
“J 30 Objects Outlook 5/2021 2:05 AM File folder
B Desktop PowerPoint 10/7/2021 7:22 PM File folder
. Proof /2021 11:41 PM File folder
£ D it:
[ Documents Protect /2021 11:21 PM File folder
¥ Dovnioads QuickStyles 2021 2:40 PM File folder
b Music /2021 12:35 AM File folder
&= Pictures Signatures /2021 1:37 AM File folder
m Videos 7/202112:40 PM File folder
i System (C3) Spelling 30/5/2021 11:24 PM File folder
. Data(D) Stationery /2021 11:58 PM File folder
SystemCertificates /2021 11:21 PM File folder
Others 1 (E:
= Others 1 (E) Teams /772021 3:46 PM File folder
= Others2 (F) . Templates 77/2021 1:04 AM File folder .
28items 1 itemn selected =
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Langkah 5 : Buka Microsoft Outlook dan Klik Menu Tab Files > Option.

Inbox - faligyacob@caam.gov.my - Outlook

Send/Receive  Folder  View  Help @ Tell me what you want to do
5 Ignore x = [ (E”\q (3] &2 Meeting Helpdesk 3 To Menager Yo @ E"‘j - || Scorch People A’) Bé"
" N % Clean Up ~ Dol Aveh - R("F -)u EJ Team Email + Done " le D')N - ol [E5 Address Book fend 5
ew  New clete Archive  Reply Reply Fomard ffjpore~ | - ove Rules OneNote Unread/ Categarize Follow ea et
Email Items~ | & Junk~ Al C < Reply & Delete ¥ Create New e - Read - Up- Aloud  Add-ins
New Delete Respond Quick Steps. ] Move Tags Find Speech  Add-ins
> P | Current Mailbox - | | 22 Reply E2Reply All 2 Forward
Cam
fi—_
P "N T W
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iy T ) n - _ -
- o mm wemc WL e .oy e ammam
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[ — .
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.
= B e m e B
.
S
-
[ A 3
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S .
@ . N =
e renlyohove thic line bl naley Mok Exlin 1 | 4724626132

Info.

Open & Export
©/) faligyacob@
(A

+ Add Account

3

Account
Settings -

Save As

Office
Account

Options

Exit

e
Automatic
Replies

Manage Rules
& Alerts

Manage COM
Add-ins

cﬁL\
[isa)
&
Manage Add-
ins

Account Information

caam.gov.my

Microsoft Exchange

Account Settings

Change settings for this account or set up more connections.
Access this account on the web.
hitt)
Get the Outlook app for iPhone. iPad. Android. or Windows 10 Mabile.

‘webmail.caam.gov.my/owa,

Change

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or nat available to
respond to email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems 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
items are added, changed, or removed.

Slow and Disabled COM Add-ins

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

Manage Add-ins
Manage and acquire Web Add-ins for Qutlook.




Langkah 6 : Klik Mail dan Signatures.

Qutlock Options

General

Calendar

People

Tasks

Search

Language

Ease of Access
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

g Change the settings for messages you create and receive.

Compose messages

@ Change the editing settings for messages.

Compose messages in this format: | HTML =

Editor Options...

ABC [] Always check spelling before sending

| Spelling and Autocorrect.., |

Ignore original message text in reply or forward

_'_?‘ Create or modify signatures for messages,

ﬁ: 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

| Stationery and Fonts... |

Reading Pane...

[v]

0K | | Cancel
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Langkah 7 : Sekiranya berjaya, Signature yang berjaya di restore akan kelihatan seperti
paparan di bawah.

Signatures and Stationery ? x
E-mail Signature  Personal Stationery
dit Choose default signature
E-mail account: |£3)iq yacob@caam.gov.my e
Reset
Ringkas Mew messages: Ringkas w~
Replies/forwards: {none nt

Delete MNew Save Eename

Edit signature
Arial w12 ||/B I U Automatic v |||= = = | [&5]Business Card ||__'|;| %

Assalamualaikum W.B.T dan Selamat Sejahtera, -
Tuan/Puan,
Sekian, terima kasih.

L
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