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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

5 Mipad ook googke comidipagergasEmn

menggunakan link
URL:
https://tools.google.c
om/dipage/assmo
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€ = toosgoog

300gle Workspace Sync for Microsoft® Outlook®

Google Workspace Sync for Microsoft
Outlook:

BEFORE YOU BEGIN
Read the system requirements and the install steps before using GWSMO to sync your data with
Google Workspace.

For details on the latest features, enhancements, and fixes for GWSMO, go to

Klik Tulisan
Berwarna
Biru
(Download
GWSMO)

DOWNLOAD .EXE FILE (RECOMMENDED FOR USERS)
exe file is f?‘ﬁ i i il i i ines onlly but you can download it using any

WNLOAD .MSI FILE (RECOMMENDED FOR ADMINS)
This .msi file is for installation on Windows machines only but you can download it using any operating
system

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

(Tulisan berwarna biru)

> O | &

75 9googleappssyncsetup (2).exe Eﬁ%’;
PO e Dene 1 INsTALL
7
@R@@
g
7

Tekan untuk
Instal

Setelah selesai
memuat turun, klik fail
tersebut untuk
memulakan
pemasangan perisian

(installation).
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i. Setelah selesai

pemasangan software,

anda akan menerima

e e notikasi pemasangan
selesai.

ii. Klik butang ‘Close’.
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NO PAPARAN ARAHAN
5. i. Setelah klik butang
Please sign-in to Geogle Workspace Sync
‘Close’, aplikasi
Goodgl o
oogie GWSMO akan
Sign in with your Google Account. automatik buka Sendiri
Email address: )
[ aec_naim@mampu_gov.my’ seperti dalam gambar.
[ Remember me ii. Masukkan alamat e-mel
dan klik butang
Continue’.
6. i. Setelah memasukkan
— alamat e-mel dan
Please sign-in to Google Workspace Sync
menekan butang
Goodgl =
(o 9 e ‘Continue’ pada
We are now launching your preferred web browser to continue I—angkah 57 pop-up

sign-in at your account provider website. .
seperti gambar sebelah

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

ii. Jangan klik sebarang

Continue Cancel

butang dan terus ke

Langkah 7.
7. i. Gambar di sebelah
akan muncul di Google
J Chrome atau default
Choose an account from browser pengguna.

MEMpL goy. my

ii. Klik alamat e-melanda
' dan terus ke Langkah
8.
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8. R Sila klik butang ‘Allow’
untuk pergi ke langkah

Q

J seterusnya.
Google Workspace Sync for
Micrasoft Outlook®
wants to access your Google
Account

This will alkow
Googde Workspace Sync for Microsoft Outlook®

e

M Read camposs, aend, and permanently delete all (T)
2 L

i el I demy Gimall

@  Seeand edil your email labels r-l:"

@  Add ernaids oto your Gmall mailbos

=

& See 0 creals, and delete gl of your Gorgle ()

[rve Niles
@ View oroups on your damain r,__j

& View and manage the provisiomng of usessan (T

yoLE domaEn
@  Upioadmessages 1o any Google group i your  (7)

daiipin

nemlly delste all the (7))

=

{g Cragte, &0i1, anganize, and delede &l your tasks '.T\I

Make sure you trust Google Workspacs Syne for
Microsaft Outiook?

acy Paliey and Terma of Sarvics
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NO PAPARAN ARAHAN
Anda akan menerima

Go gie paparan pengesahan
dan berjaya.
Authorization has been granted successfully.

Please switch to your application. You can
close this page.

10. N Klik butang ’Create

o 5t Up Google Worspece Sy for Microsoft Gutlook ® .
profile’.

Craste & Googe Wirtsoacs profde i Maesoft Outeokd

Frpor| dwla o an eaivhoeg prcils

21 you unchedi s DRBaN, o Can Impart your data kaler
Lesmmore

[ 5end oash seperts and iage sinshios i Gaogle
e ko Googhs Workapace Sync bether by sutomagoslly sending usage strishos and crash rapos i

?ﬂ:‘:-:-'-:
Shive arheanced setings E[ Create prafie !!
11. Klik butang ‘Start
o 3et Up Google Workspace Sync tor Micosoft Outlock® X
Microsoft Outlook®’.

oogle Porkanace S sl & complete

After sharing Meorosoft Cubiook & get hesip 3t any Bire by dicking
e Googls Worlapacos Sync oon R your system fay and thoosng

St Miaosofi Cutiosk

12. Klik butang ‘OK”.

Office LTSS

Chinsze Fuclile

Profile Nemes | aoc_nabmd@enam oL goy.my |

SN 2 G

e
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NO PAPARAN ARAHAN

13. Gambar di sebelah
¥ aoc_naim@mampu.gov.my
menunjukkan proses
Google Contacts | )
Sl Re-sync synchronization e-mel
Google Calendar I ] MyGOVUC 2 0 ke
Initial download of calendar 2 of 3 (Holidays in Malaysia (Read Only)). R .
e Microsoft Outlook.
Google Mail ] »
Initial download in progress. Re-sync
w | Show more
Open this window when Microsoft Outook® starts Help Close
14. Setelah selesai seperti
) Synchronization Status - aoc_naim@mampu.gov.my =
gambar di sebelah, sila
Google Contacts | o]
Synced. Re-svnc klik butang ’Close’.
Google Calendar _ "
Synced. Re-sync
Google Mai | »]
Synced. Re-sync
w | Show maore
Open this window when Microsoft Outook® starts Help

15. Paparan e-mel akan

: - T terpapar seperti dalam

oo o gambar.
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Search |

E ——
fome

send § Receive Folder Wiew Heln

Klik butang ‘File”’.

- :'_' T—'fl.]r-':le i ~ = ey EY
M| & e I B 28 3
Mew  Hew Mew fa Diete Archive  Reply Feply  Fovemd pa
Bl lbwra= | Mlesting | FIRmKY Al u
Ponwy Teamvievar Delete Reipond
» Favorites .-l Unreact By Date = T
W Py
VDo NCIRRace 405 Google Warkspace 5.,
Inbsore g ba el plaried with G- 1100 PRl
[rafis rear Dol Waorkiaeoe
Senit Hemis ¥ Ll Winek
Dlptatiacd [bemy Y | Diched
17. 1. Klik bahagian ‘Open &
0 pen Export’.
2. Klik ‘import/Export’.
=— Open Calendar
s - e S e B, I R
Dz
[ abancion
= Opert Cutlook Data File
"'-i-: tpan m= Datiosk deie fie (pe)|
Digmers O
IIII.\I:-ﬂ
Import/Export
tmpart or scpor-fiem and e q
bt gt 2

18.

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file

Import a VCARD file [wc)
Import an iCalendar {.ics) or vCalendar file [ves)
Import from another program or file

Import RS5 Feeds from an OPML file

Import RS5 Feeds from the Comman Feed List

Description

Export Qutlook information to a file for use in
other pragrams,

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:

2. Klik butang ‘Next’.

Comma Separated Values
Cutiook Diata File [pst)

< Back Cancel
20. = 1. Pilih alamat e-mel yang
ingin di backup.
Select the folder to export from:
) Iﬁ Google Workspace - aoc_naim@mampu.go 2 Kllk bUtang ‘NeXt’-
£ >
[] Indlude subfolders 2 ] Flfter... .

< Back Cancel
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NO PAPARAN ARAHAN

21. Export Outlook Data File X 1. Klik butang ‘Browse’
Save exported file as: UntUk memberi nama
Documents\Outliook Fties\backup.pst’ fa|| dan memlllh Iokasi

Options

(®) Replace duplicates with items exported penyimpanan data.

OAIIOW duplicate items to be created .

CJ Do not export duplicate items 2 Slla Ietakkan nama
yang sesuai dan klik
butang ‘OK’ setelah
selesai.

3. Klik butang ‘Finish’.
< Back Cancel
[ @ open uniook et Fres
i Dacuments st ek Fidm
e = b lokje = 2]
¥ I'--l-:.n_:-'i'.
B Cmakicp
Daaciarments w i »
":u'lln_-pl; Cllrhn;:t et Filen ; .
& . Hule Foidars sk = Lanoe
22. i. Setelah klik butang
Create Qutlook Data File X ‘Finish’ gambar di
Add optional password sebelah akan
P d: .
asswat I | dipaparkan.
Verify Password: | | . ) . . ,
|:| Save this password in your password list ii.  Sila klik bUtang OK
tanpa perlu mengisi
ruang password.
23. — Sila semak fail telah di
n - . . .
backup di lokasi fail
o B e yang telah ditetapkan
dalam Langkah 21.
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