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Langkah 1 : Buka Microsoft Outlook. Klik tab File.
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Langkah 2 : Klik Info > Account Settings.
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Langkah 3: Paparan di bawah akan dipaparkan.

Klik pada tab Data Files > Add.

LCRAACIIRI CRAET Py WA

11,30
Account Settings X
Data Files
OQutlook Data Files |}
E-mail{ Data Files [SS Feeds SharePointLists Internet Calendars = Published Calendars Address Books
Ly Add.. 1o Settings.. @ SetasDefault X Remove [ Open File Location.., 4
Mame

Location

&faliq@dca.gou.my ChUsers'Ungku Mohd FalighAppData\Local\Microsoft\Outlook\falig@ deca.gov...

Select a data file in the list, then click Settings for maore details or click Open File Location to

Tell Me More...
display the folder that contains the data file. To move or copy these files, you must first shut
down Qutlook,

Clase

Langkah 4 : Letakkan nama (contoh Personal Folder.pst) seperti gambar di bawah dan klik
butang Ok.
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Personal folder telah berjaya diwujudkan.
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MEWUJUDKAN SUBFOLDER DI ARCHIVE

Langkah 1 : Right click di Personal Folder dan pilih New Folder

Send / Receive Falder View Q Tell me what youwant to do...

=] = lgnore %80 1
El o a 4l # [l [og Meeting :
P iz %5 Clean bp~ ° b i % |E Te:
New  Mew Mew = Delete | Repl Reply 1 '
Email ltems~= Meeting aip Junk - L i
New TeamViewer Delete Respond
- Favorites | Search Personal Folder (Ctri=E) L2 | current Fo
. All Unread By Date *  Newes
4
fallq@dca.go\r.my We didn't find anything to show here,
Inbox
Drafts [1]
Sent ltems
Deleted Iterns
Junk E-Mail
Outhox
RS5 Feeds

Search Folders

4 personal
personal o
I Deleted Iten

Open in New Window

Open File Location

4] SortSubfoldersAtoZ

Data File Properties...

Langkah 2 : Masukkan nama subfolder (contoh HRMIS) dan klik ok
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MEMINDAHKAN EMEL KE ARCHIVE

Terdapat 2 cara untuk memindahkan emel ke personal folder:-

Cara 1 : Hanya perlu drag and drop emel tersebut ke folder yang dikehendaki.

atau

Cara 2 : Klik kanan pada mana-mana emel atau folder dan pilih Move seperti di
bawah dan pilih folder yang dikehendaki.
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MELAKUKAN SALINAN (BACKUP) ARCHIVE

Langkah 1 : Right click pada Personal Folder dan klik pada Open File Location
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Langkah 2 : Tutup Microsoft Outlook dan file tersebut boleh di salin (copy) pada
external/thumb drive atau disimpan dicloud CAAM (https://cloud.caam.gov.my/)
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MEMBUKA SALINAN (BACKUP) ARCHIVE

Langkah 1 : Buka Microsoft Outlook. Klik tab File.
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Langkah 2 : Klik Info > Account Settings.
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Langkah 3: Paparan di bawah akan dipaparkan. Klik pada tab Data Files > Add.
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Select a data file in the list, then click Settings for maore details or click Open File Location to Tell Me More
display the folder that contains the data file. To move or copy these files, you must first shut
down Qutlook,

Clase

Langkah 4 : Cari fail Personal Folder.pst yang telah disalin dari pendrive/external drive atau
cloud DCA dan klik OK.
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Personal Folder akan muncul selepas dimasukkan seperti rajah dibawah.
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Assalamualaikum dan Scila

YBhg. Dato' $d /Tuan/Puan

Dengan hormatnya saya ¢
pihak YBhg. Dato’ Sri /Tuar
masuk ke pautan Aplikasi
aleh penetapan Konfigura.
komputer atau komputer ri
boleh mengemaskini pene
dilampirkan.

Sekian, ferima kasih
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