Tatacara Sandaran (Backup) Emel Rasmi Negeri Perak

Berikut adalah tatacara sandaran (backup) dengan menggunakan aplikasi Microsoft Outlook
2019 (IMAP).

1. Buka Microsoft Outlook klik pada New Email

Inbox - My Outlook Data File(1) - Outlook
Send/Receive  Folder  View  Help ESET @ Tellm

S e T AT e A

B Reply Reply Forward E1 Team Email v/ Done sondto | U e Follon Address Book
e Archive ply Reply Forward [ pore - = | Move o | Unread/ Categorize .
e i 1) Maie 2 Reply & Delete £ Create New ] T e | 8 & oo | YW RierEmail < | aoug

TeamViewer Delete Respand Quick Steps ] Move Tags Find Speech

Search Current Mailbox A | current mailbox ~

4 My Outlook Data File(1) Al Unread ByDate v T
It We didn't find anything to show here.
Drafts
Sent tems
Deleted ltems:
Junk Email
Outbox
RSS Feeds

Search Folders

+ Archives

Inbax - My Outlook Data File(1) - Outlook

Account Information

No account available. Add an email account to enable additional features.

Add Account

Account Settings

Mailbox Settings

Manage the size of your mailbex by emptying Deleted ltems and archiving.

Office Account
Feedback
Options

Exit.




3. Klik Manage Profile
Inbax - My Qutlook Data File(1) - Qutleok

Account Information

No account available. Add an email account to enable additional features.

Add Account

F’ 4 ccount Settings

Account
Settings -

@4} Add and remove accounts or
change existing connection settings.

(] Change Profile
Py

bx by emptying Deleted ltems and archiving

choose a different profile,

Options

Exit.

4. Klik pada Email Accounts

Mail Setup - Outlook x

Email Accounts

L;; 3 Setup email accounts and directaries, Email Accounts... I
=pod
Data Files
&= Change st_&ttings for the files Outlook uses to Data Files... |
% store email messages and documents,
Profiles

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

Close |




5. Klik pada New

Account Settings

Email Accounts
You can add or remove an account, You can select an account and change its settings.

H'New qRepair... W change.. @ setas Default ¢ Remove &

Email Data Files RS5Feeds SharePoint Lists  Internet Calendars Published Calendars Address Books

6. Pilih

Mame Type

Close

Manual setup or additional server types

Add Account

Avuto Account Setup
Manual setup of an account or connect to other server types.

O Email Account
Your Mame:

Example: Ellen Adams

Ernail Address:

Example: ellen@contosa.com

Passuword;

Retype Passward:

Type the password your Internet service provider has given you,

@ Manual setup or additional server types

< Back Cancel

Help




7. Pilih POP or IMAP dan klik Next

Add Account

Choose Your Account Type

(O Microsoft 365
Automatic setup for Microsoft 365 accounts

(® POP or IMAP
Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync

< Back Cancel Help

8. Masukkan Your Name (Nama Pengguna), Email Address (emel pengguna), Account Type (IMAP),
Incoming mail server (imap.perak.gov.my), Outgoing (smtp.perak.gov.my), Username (mengikut

id emel yang didaftar) dan password emel yang didaftar. Kemudian klik pada more settings.

Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Mame: pengguna

Email Address: pengguna@perak. gov.my
Server Information
Account Type: IMAP
Incoming mail server: imap.perak.gaov.my
Cutgoing mail server [SITF): smtp.perak.gov.my
Logon Information
User Name: pengguna@perak.gov.my

Password: s

Z‘ Remember password

|:| Require logon usingpecure Password Authentication
[SPA)

X

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct,

Test Account Settings ...

Automatically test account settings when MNext
is clicked

Mail to keep offline: All

More Settings ..

< Back Cancel Help




9. Klik pada Outgoing Server, tandakan v" pada My outgoing server (SMTP) requires authentication
dan pilih Use same setting as my incoming mail server.

Internet Email Settings >

Generaj OCutgoing Server R dvanced

My outgoing server (SMTP) requires authentication
@ Use same settings as my incoming mail server

(_JLog on using

Remember password
Require Secure Password Authentication [SPA)

Cancel

10. Klik pada Advanced Masukkan nombor port 993 pada ruangan Incoming server (IMAP) dan pilih
SSL/TLS pada ruangan Use following type of encrypted connection. Kemudian masukkan nombor
port 465 pada ruangan Outgoing server (SMTP) dan pilih SSL/TLS pada ruangan Use following
type of encrypted connection.

Internet Email Settings =

General Qutgoing Servef Advanced

Server Port Mumbers

Incoming server (IMARE | 9593 Use Defaults

Use the following tyaeofeocouoted connectiony | 5SLTLS ~
Outgaing server [SMTP} | 465]

Use the following type of encrypted connectiony | 55L/TLS ~

Server Timeouts

Short L} Long 1 minute
Folders

Root folder path:

Sent ltems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not mowve them automatically

ltems marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online

Cancel




11. Kemudian klik pada Test Account Setting dan Klik Next

Add Account

POP and TMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Name: pengguna

Email Address: pengguna@perak.gov.my
Server Information

Account Type: IMAP e
Incoming mail server: smtp.perak.gov.my
Qutgoing mail server (SMTFE: | smtp,perak.gov.my

Logon Information

User Mame: pengguna@perak.gov.my
Password:

*************l

Eemember passwaord

|:| Reguire logon using Secure Password Authentication

(SPA]

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct,

Test Account Settings ...

Automatically test account settings when Next
is clicked

Mail to keep offline: Al

More Settings ..

= Back Cancel Help

12. Klik Close

Test Account Settings

Congratulations! All tests completed successfully, Click Close to Stop

continue.

Close

Tasks  Errors

Tasks

\/‘Lcng onto incoming mail server [IMAF)
v/Send test email message

Status

Completed
Completed




13. Klik Finish

14.Klik Close

Add Account

You're all set!

‘We have all the information we need to set up your account,

|:| Set up Qutlook Maobile on my phone, too

Add another account...

Help

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files RS55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

EW... *Bepair... 'Chgnge... QSetasQefault XRemove + &

= |
Name Type
aépengguna@perak.gov.my IMAP/SMTP (send from this account by default)

Close




15. Klik Close

Mail Setup - Outlook >
Email Accounts
o Setup email accounts and directaries, Email Accounts... I
S
Data Files
Change settings for the files Outlook uses to Data Files... |

]
% store email messages and documents.

Profiles
Q Setup multiple profiles of email accounts and Show Profiles... |

data files. Typically, you only need one,

Close |

16. Buka semua Microsoft Outlook dan klik Send Receive All Folders dan tunggu sehingga
kesemua folder dimuat naik ke Microsoft Outlook

pengguna@perak.gov.my - Qutlook
Q@ Tell me what you want tpdo

H i 3 v Q
& Updatd E [ Mark to Download ~ @
EiSend Al [ Unmarkto Download +
Send/Receive ) Show Cancel | Download Work

All Folders  C1Send/lceive Groups * | progress  All Headers - Process Marked Headers ~ | Qffine

Send & Recfive Download Server Freferences

Search pengguna@perck.gov.my £ | Cunent Folder +

b My Outlook Data File(1) Al Unread ByDate v T

We didnt find anything to show here.
4 [:»enggur\a@peral(.gcn.r.myE
Inbox .
Drafts
Junk Email
Outbox

Search Folders




