MANUAL PENGGUNA
Backup E-mel MyGovUC 2.0

Versi 1.2
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1.0 Pengenalan

Dokumen ini menerangkan tatacara pemasangan dan konfigurasi
membuat backup e-mel MyGovUC 2.0 ke Microsoft Outlook menggunakan
Google Workspace Sync for Microsoft Outlook (GWSMO). Dokumen ini
akan digunakan oleh pengguna yang ingin melakukan backup e-mel
disebabkan pengguna bertukar keluar agensi atau kementerian. Manual
ini  hanya terpakai bagi pengguna yang menggunakkan sistem

pengoperasian windows sahaja.

2.0 Keperluan Minimum Sistem

1. Sistem pengoperasian Windows versi 7, 8, 8.1 dan 10
2. Aplikasi Microsoft Outlook 2010 dan ke atas.

3. Rangkaian internet yang stabil.

3.0 Langkah-Langkah Perlaksanaan Backup Menggunakan Google
Workspace Sync for Microsoft Outlook (GWSMO)

NO PAPARAN ARAHAN

1. Langkah untuk muat turun
aplikasi GWSMO:

i. Buka aplikasi Google

GO gle Chrome

ii. Lakukan carian

i o conuinie ot ' menggunakan link
& G P + URL
https://tools.google.c

om/dlpage/gssmo
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MyGovUC®

PAPARAN

ARAHAN

Google Workspace Sync for Microsoft
Qutlook

SLOCHE YOU ML

| DOMMIOND EXE HLE MCOVMENGED 10K LSE RS

(5= T

COMNLOND W FLE INECOVMENGED FOR ALVENY)

Klik pada butang
‘Download GWSMO’
untuk memuat turun
perisian Google
Workspace Sync for
Microsoft Outlook.

(Tulisan berwarna biru)

o

Tekan untuk
instal

Setelah selesai
memuat turun, klik falil
tersebut untuk
memulakan

pemasangan perisian.

Installation complete

Setelah selesai
pemasangan software,
anda akan menerima
notikasi pemasangan
selesai.

Klik butang ‘Close’.
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NO PAPARAN ARAHAN
5. i. Setelah klik butang
Please sign-in to Google Werkspace Sync
» ‘Close’, aplikasi
nelp
Go gle GWSMO akan
Sign in with your Google Account. automatik buka sendiri
Email address:
|808_ﬂ8im@mampu.gnv.my' seperti dalam gambar.
[4]Remember me ii. Masukkan alamat e-mel
dan klik butang
‘Continue’.
6. i. Setelah memasukkan

.y alamat e-mel dan
Please sign-in to Google Workspace Sync

menekan butang
GO gle ‘Continue’ pada
Langkah 5, pop-up

g
LR

‘We are now launching your preferred web browser to continue
sign-in at your account provider website, 5
seperti gambar sebelah

When you have granted access, you can click "Continue” to .
return to the application. akan d|paparkan_

ii. Jangan klik sebarang

butang dan terus ke
Langkah 7.

7. i. Gambar di sebelah

akan muncul di Google
« Chrome atau default

(R00se anacoqut irom browser pengguna.

mampu.gov.my

1o continue ii. Klik alamat e-mel anda

gle Workspacs Sync far Micresoft Outiook

dan terus ke Langkah
8.
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MyGovUC®

> )
Google Workspace Sync for
Microsoft Outiook@
wants to access your Google
Account
Thizs will allow
of Microsoft Qutlook
to:
M Read compose, send, and parmanently delete all (7)
your ermadl from Gmall =
() See and edit your email labels 4_’,“'
® Add emads mito your Gmall malibox lT)
t, create, and delete all of your Google ()
[ W O N you 1 (Q
[ W and manage the provisionng of users on lﬁ
your comean =
® Upioad messages 10 any Google oroup myow ()
jomain A
B niioad, and pesmanently delete your “]‘)
[E see and downkoad any calendar you can access (7)
using your Goog alends
L-: Sad, adit, share, and perma (O]
1S YOU CAN 3008 oghe
@ Create, eoit, organize, and delete all your tasks n’f,
Make sure you trust Google Workspace Sync for
Microsoft Outiook®
| I
hare data saf
Yor M
Hr J Yy 1 I
Eng ed States) « f

Sila klik butang ‘Allow’
untuk pergi ke langkah

seterusnya.
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PAPARAN

ARAHAN

Google

Authorization has been granted successfully.
Please switch to your application. You can
close this page.

Anda akan menerima
paparan pengesahan
dan berjaya.

10.

o Set Up Google Workspace Sync for Microsoft Outlook ® X

Create a GooQle Worksoace profie n Maresoft Outook®

[T tmport cwta from an exivtng profie

1f you unchedk e 0p0ON, yor) Cn ROt your Sata ater

LT more

2 Send 0 ash reports and uSaQe Statshcs 1o Coogle
Help make Google ‘Workspace Sync better by autonatcaly sending usage statstics and crash reports %
Google

Lean more

Show advanced setiings I Create profie ]]

Klik butang ’Create

profile’.

11.

# Set Up Google Workspace Sync for Microsoft Outiock ®

Google Waorkapace Sy sehp & tomplete

After startng Moosoft Outiock® get he at any time by ddang
e Google Workspace Sync icon i pour system tray and choosng

Klik butang ‘Start
Microsoft Outlook®’.

Orine Help
l[ Stars Mcrosoft Qutiooh® ]]
12. Klik butang ‘OK”.
Office LTSC =
Chocse Profile X
Profile Nenve: | aoc_nam DNIAMPL_QOV. MY | W

CQpliony >» Close
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NO PAPARAN ARAHAN
13. Gambar di sebelah
» aoc_naim@mampu.gov.my
menunjukkan proses
Google Contacts _ )
e Re-sync synchronization e-mel
Google Calendar I b] MyG OVUC 2 O ke
Initial download of calendar 2 of 3 (Holidays in Malaysia (Read Only]). R .
= Microsoft Outlook.
Google Mail ] »
Initial download in progress. Re-sync

w | Show mare

Open this window when Microsoft Outlock® starts Help Close
14. Setelah selesai seperti
) Synchronization Status - aoc_naim@marmpu.gov.my x ) .
gambar di sebelah, sila
Google Contacts I
Synced. Re-sync klik butang ’Close’.
Google Calendar I
Synced, Re-sync
Google Mail I
Synced. Re-sync

w | Show more

Open this window when Microsoft Outlock® starts Help

15. B ] Paparan e-mel akan
. : 5 terpapar seperti dalam
d | gambar.
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PAPARAN

ARAHAN

Klik butang ‘File’.

O ] >’ Search I
Home Send / Receive Folder View Help
2 & Beee 0 5] &5 A&
¥ 5 Clean Up = T ! e
New MNew New o Dedete Archive Reply Reply Forwmd (o )
Erewil lterns = = Menting | oMk~ Al B
Mew TeamViewes Delete Rewpond
<
» Favorites Al Unreaq By Date v T
v Todey
vGoogle Workspace - 30¢ : .
) ¥ = Google Workspace S...
Inboe How 10 gt slarted with G 100 PN
Drahts rest Google Wortigace
Sent Hems > Lt Week
Dedeted ltems 5 Olter
. N P
17. 1. Klik bahagian ‘Open &
3
-~ Export’.
\ Open
1 HP y
i - 2. Klik ‘Import/Export’.
— Open Calendar
5 Open a calendar fle in Qutlonk (ice, ves)
Opem
Calenm
m— Open Cutliook Data File
' -
13 pen w= Outiock dats fie (o)
Open Outiook
Data 1w
Import/Export
mpart or expot fles and weng 2
fmportfiapo el

18.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file

Import a VCARD file [vcf)
Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use in
other programs,

Cancel

1. Pilih ‘Export to a file’.
2. Klik butang ‘Next’.
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NO PAPARAN ARAHAN
19. 1. Pilih ‘Outlook Data File
Export to a File
(-pst)’.

Create a file of type: ]
Comma Separated Values 2. Klik butang ‘Next’.

Qutlook Data File (.pst)

20. 1. Pilih alamat e-mel yang
Export Outlook Data File X

_ ingin di backup.

Select the folder to export from:
1 [1 J
Aﬁ Google Workspace - aoc_naim@mampu.go 2. K“k bUtang NeXt .

: 2 :
Include subfolders Filter...

< Back Cancel
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NO PAPARAN ARAHAN

21. || export Outlook Data File X 1. KIlik butang ‘Browse’
Save exported file as: untuk memberi nama
Documents\Outlook Files\backup.pst fall dan meml'lh |OkaSi

Options

(® Replace duplicates with items exported penyimpanan data.

OAIIow duplicate items to be created .

ODo not export duplicate items 2 Slla letakkan nama
yang sesuai dan klik
butang ‘OK’ setelah
selesai.

: 3. Klik butang ‘Finish’.
< Back Cancel
[ @ Open Outiook Dt Fiee
Dacuman Dutiock Files
- Ao 1 0
1 Ths PC =
P 10 Otyects
B Daktop B Backup Fmal 147.202; 2 b S
Dacuments v «f
Swve m type: Outicok deta file
~ Hde Foiden Tocly = l ox Cancel
22. i. Setelah klik butang
Create Outlook Data File X ‘Finish’ gambar di
Add optional password sebelah akan
P d: .
aeswar I | dipaparkan.
Verify Password: | | 3 . . . ,
|:| Save this password in your password list ii. - Sila klik bUtang OK
tanpa perlu mengisi
Cancel
ruang password.
23. —— Sila semak fail telah di
backup di lokasi fail
(&t yang telah ditetapkan
- dalam Langkah 21.

PAGE 12



