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Pengenalan

Dokumen ini menerangkan tatacara penciptaan Groups di UPMS serta tatacara
penetapan fungsi Send Mail As menggunakan alamat e-mel Groups atau
alamat e-mel Alias menerusi mailbox pengguna. Dokumen ini digunakan oleh
pengguna yang ingin melakukan penghantaran e-mel menggunakan alamat e-

mel Groups atau alamat e-mel Alias.
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1.0 Penciptaan Groups

MyGovUC

Penciptaan Groups perlu dilakukan di User Profile Management System (UPMS)

oleh Pentadbir UC yang bertanggungjawab ke atas OU atau domain berkaitan.

1.1 Kaedah penciptaan Groups di UPMS.

e roslan.halim@pernecmyuc.my v @

Enter your password

[] show passwerd

Forgot password? m

Gambarajah Penerangan
1. Log masuk ke account MyGovUC
Google 2.0
Hi Roslan

@ Active ~ @ 333 i MyGovUC® o
-V

@ .

r Google A

Earth Saved Travel
lations, you
n.halim@@pe o .
n.halim@pe Password ...
n.halim@pe

a ®

Pperation 5

Freshserv... LMS MySCUC
pu@pernec
pu@pernec @ @
r Google Ad Fortal UPMS
= o o

2. Klik pada 9 dot ~ :::
3. Pilih UPMS
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Gambarajah Penerangan

4. Klik pada Groups Management
5. Klik pada Groups Manager

Groups Management

Groups Manoger

All Organization

Groups from all organizational units

6. Klik pada Organizational units

(OU) yang berkaitan.

DIGITAL
EKONOMI
EPU
INTERMNAL

MyGovlIC Service Accounts

PERNECMYUC  <fm e mam
TEST

IPM
KBS

KKD

7. Klik pada butang untuk
mencipta Groups

Click to add new group

Groups

"-..__-
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Gambarajah

Penerangan

Group Info Group settings

Group Details

Name © '
‘d’ .

ajk-surau

Ahli Jowatankuasa Surau <G = = e

Group email *

ajk-surau = - -

Group owners(s)

Mohamad Faiz Mohd Sabri <acc_faiz@pemecmyuc.my> = —— @ v
@ - > Continue

WY

8. Menetapkan Group name

9. Pilihan untuk menetapkan Group
description

10. Menetapkan Group email
address

11. Klik Verify untuk memastikan
alamat e-mel masih belum digunakan
12. Perlu menetapkan Group owners

13. Tekan Continue

Group settings

e —— ) e ——
borship: Who Gan view group conversations:

Access type

Whogan

© imembors Managers only O Himomers Managers ony
= ——
Who can post message: ¢ — Messages moderation level: @
© nimembers Managers anly © Mederate none Mederate all
= ——
e ——
P M moderation level Auto add to group:
Q Mederate Reject
« Back @ ——— Create group >

14. Menetapkan Who can view
membership

15. Menetapkan Who can view
group conversations

16. Menetapkan Who can post
message

17. Menetapkan Messages
moderation level

18. Menetapkan SPAM moderation
level

19. Menetapkan Auto add to group
20. Menetapkan Allow members
outside your organization

21. Klik Create group
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2.0 Tetapan My Groups melalui Web browser.

Setelah Groups berjaya dicipta melalui UPMS, pengguna iaitu Group
Owner/Manager boleh menyemak dan melakukan perubahan settings dengan

mengakses ke Groups melalui pautan groups.google.com atau pada butang Google

Apps.

Gambarajah Penerangan

1. Log masuk ke account MyGovUC
Google

Hi Roslan

0 roslan.halim@pernecmyuc.my @

Enter your password

[J show password

Forgot password? m

® Aciive v (D {@3’555 MyGovlC® o 2. Klik pada 9 dot EEE
@ ‘ 3. Pilih Groups
B B
Calendar Chat Meet
E desktop .
ations a a .
Forms @ Sites Contacts

Accourt@
jain accet

\

ce Room {g n Q
count on Groups YouTube Maps
gsikan u .L % n
erahsiaa

Photos Translate Vault
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Gambarajah Penerangan

= g Groups Q  Mygroups - seachmyooued| 4, Paparan pada Groups, My groups

reate grou; M . .

LIRS S0 menunjukkan Groups baharu berjaya

20 My groups O croups A

(@® Recent groups aj:-surau ‘.—— d|C|pta

By Allgoups B N Jewatankss S

(3 Favourite groups Pengguna Perkhidmatan MyGovUC2.0

& all@mygovuc.gov.my
¥r Starred conversations

5. Tetapan Group Settings boleh diubah
Q My groups v Seaef & MyGovUC® G P P 9
y dengan menekan butang £
My groups 2 groups y 1-20f2
y
D Groups :
= Nota: butang @ hanya terpapar pada akaun
ajK-surau
D ajk-surau@pernecmyuc.my & ~~§’f§3 &F W
Ahli Jaw: ki Sur: i
hii Jawatankuasa Surau y Group Owner/Manager sahaja.
Pengguna Perkhidmatan MyGovUC2.0 > @ & g %
B all@mygovuc.gov.my £
y
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MyGovUC

Gambarajah Penerangan
= ; Groups Q Conversations . .
T - 6. Senarai tetapan Groups yang tersedia.
N t 7 ajk-surau 3 member

O OFF

ajk-s
manage members
B  Conversatio o
Approve a 2
Pending =
2. Peopl
C mi uuuh‘(u-.tc:n roles
e @
‘‘‘‘‘ 2 &
S My membership settings

£  Group settings

Delfte group

ing: Deteting 3 g

Nota: Pengguna iaitu Group Owner tidak
dibenarkan untuk menekan butang “Delete
group” kerana penciptaan dan pemadaman
Group hanya perlu dilakukan di UPMS sahaja.

Who can post

@~"‘~>o

k3 2 3 @
Group Group
managers

Entire

organisation

i——4
savechanges [P e

Anyone on
the web

members

7. Sebelum tetapan Send Mail As
menggunakan alamat e-mel Groups
dilakukan, tetapan Who can post perlu
diubah terlebih dahulu kepada
‘Anyone on the web’ supaya mesej
verifikasi Send Mail As dapat dihantar

oleh gmail-noreply@google.com.

Nota: Setelah tetapan Send Mail As telah
berjaya disetkan, Group Owner/Manager boleh
menukarkan semula tetapan who can post

kepada yang asal mengikut kehendak sendiri.

8. Klik Save changes.
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3.0 Tetapan Send Mail As

MyGovUC

Tetapan ini boleh digunakan sekiranya pengguna ingin menggunakan alamat e-mel

selain daripada alamat e-mel akaun sendiri sebagai penghantar.

3.1 Menggunakan alamat e-mel Groups

Gambarajah

Penerangan

® Acive v (D 83 MyGovlUC® °
"
-
f’ 1-16 of 16
@ ’ < E
noticed a new sign-in to your Google AtCount on a Windows device. If th... 11:16
ratulations, you've created ajk-surau Add people to your group Invite peo... 11:00
have requested to add roslan.halim@pernecmyuc.my to your MyGovUC... 9.Jan @
have requested to add roslan.halim@pernecmyuc.my to your MyGovUC... 9.Jan .
L
have requested to add roslan.halim@pernecmyuc.my to your MyGovUC... 9.Jan
rima kacih Baclan 9 ian

1. Klik pada settings {83

@ Active ~ (@ 8 i MyGovUC® o
Quick settings X e
1:16 See all settings
»Y
11:00 P
o -~ Manage this organisation @
9 Jan
Apps in Gmail
9 Jan ™
L
Chat and Meet .
9 Jan R
Customise
9 Jan
Density e
9 Jan
@® Default
9 lan - 8 +

2. Pilih See all settings
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Gambarajah Penerangan

= OTdTCIT T STTam

Settings 3. Klik pada Accounts

General Labels Inbox Accounts Filters and blocked addresses Fory

. +

Change accountw Google Account settings
- Change your password and secuf
Send mail as: Roslan Halim <roslan.halim@p.

(Use MyGovUC2.0 Mail to send from your other

email addresses)

Add another email address

Learn more

Check email from other accounts: Add an email account

Learn more

|.

Grant access to your account: Add another account

(Allow others to read and send mail on your behalf)

Learn more Mark as read

AA L e ol
Settings 4. Pada tetapan Send mail as,
General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/I tekan Add another email
Change account settings: Google Account settings address
Change your password and security options and a

Send mail as: Roslan Halim <roslan.halim@pernecmyuc.my>

Use MyGovUC2.0 Mail to send from your ather .
( o Y Add another email address
email addresses) *

=

Learn more -

Check email from other accounts: Add an email account
Learn more

Grant access to your account: Add another account
(Allow others to read and send mail on your behalf) [
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Gambarajah Penerangan

! MyGovUC2.0 Mail - Add another email address that you own - Google Chrome

5. Mengisi nama yang

23 mail.google.com/mail/

Add another email address that you own bersesuaian berpandukan
(ot nems an amot aqdens i o shon. n o e s nama Groups yang dicipta.
Name: [AJK Surau | 4= "'@ 6. Memasukkan alamat e-mel

Email address: | ajk-surau@pernecmyuc.my

.~ Groups yang betul
Treat as an alias. Learn more -~ p y g .
Specify_a different "reply-i0" address (optienal) @

| Cancel || Next Step » |

1 MyGovUC2.0 Mail - Add another email address that you own - Google Chrome O 7 . Tekan Send verifi cation

23 mail.google.

e satu e-mel verifikasi akan
Add another email address that you own

dihantar ke alamat e-mel

Verify your email address

Before you can send mail as ajk-surau@pernecmyuc.my, we need to verify that you own Groups yang telah
this email address. To perform the verification, click "Send Verification". We will then send
an email to ajk-surau@pernecmyuc.my with instructions on how to verify your address. dimasukkan pada Langkah 6

[ Cancel || « Back | [ Send Verification | <= == == @ di atas.
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MyGovUC

Gambarajah

Penerangan

MyGovUC2.0 Confirmation - Send Mail as ajk-surau@pernecmyuc.m

'MyGovUC2.0 Team' via ajk-surau

t0 ajk-surau -

You have requested to add ajk-surau@permecmyuc.my to your MyGovUC2.0 account

Before you can send mail from ajk-surau@pemecmyuc.my using your MyGovuC2.0 ,’
account (roslan halim@pernecmyuc my), please click the link below to ,"
confirm your ,4‘
request: F 4

A

hitps://mail. google com/mail/f-%5BANGjdJIWWqIFYmQOOivi TT:T%}AIN 6jrDYLF56x31QnIOmL RNygnhMr5OxE5Scior

If you click the link and it appears to be broken, please copy and paste it
into a new browser window.

8. Group members akan
menerima mesej berupa pautan
pengesahan dan perlu
menekan pautan tersebut untuk

proses pengesahan.

Nota: Hanya salah seorang group
members sahaja adalah memadai untuk

menekan pautan pengesahan.

M (Gmail Confirmation

Please confirm mail sending as ajk-surau@pernecmyuc.my.

Click here to return to your Gmail account: https:/mail.google.com.

| Confirm | T~
=]
_I‘-

~©

A/
M (Gmail Confirmation Success!

The Gmail user may now send emails as ajk-surau@pernecmyuc.my.

Click here to return to your Gmail account: https://mail.google.com.

d

9. Tekan butang Confirm
10. Mesej “Confirmation

Success!” akan dipaparkan
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Gambarajah Penerangan

Settings 11. Semak pada Settings > See All

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAI Settings > Accou nts untuk
Change account settings: g Google Account settings H _

Y 4 Change your password and security options and acces memaStlkan alamat e mel
Send mail as: Roslan Halim <roslan.halim@pernecmyuc.my> Groups tersenaral Sebagal
(Use MyGovUC2.0 Mail to send from your other _ -
email addresses) AJK Surau <ajk-surau@pernecmyuc.my> Send Mall AS
Learn more Add another email address

When replying to a message:

O Reply from the same address to which the messagg]
@ Always reply from default address (currently roslan.
(Note: You can change the address at the time of your reply. Leg|

12. Mesej e-mel Baharu akan

New Message

mempunyai pilihan Send As

From Roslan Halim <roslan.halim@pernecmyuc.my> «

To Roslan Halim <roslan.halim@pernecmyuc.énlgw € ——— @ alamat e-mel GrOUpS yang telah

Subjec  AJK Surau <ajk-surau@pernecmyuc.my> dimasukkan.
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3.2 Menggunakan alamat e-mel Alias

Tatacara tetapan Send Mail As menggunakan alamat e-mel Alias adalah sama

seperti Gambarajah 3.1.

Nota: Permohonan alamat e-mel Alias perlu dilakukan melalui Meja Bantuan

bersama justifikasi penggunaan.

4.0 Penciptaan Label dan Penciptaan Filter

Penciptaan Label dan penciptaan Filter adalah untuk memastikan penyimpanan e-
mel tersusun dengan kemas dan rapi berdasarkan tapisan yang ditetapkan terhadap

e-mel yang akan diterima.

Gambarajah Penerangan
= M Gmail
1. Klik pada butang +

E@ / Compose
Mail
= B Inbox 319
e Y Starred
(h (0 Snoozed
Mcet B semt

[l Drafts

Labels - -* 4

B Others-Matters
+ I Sample PST

v More
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MyGovUC

New label X

Please enter a new label name: -4 [N -m

[
O Nest label under: 4———( 3 )(F"ILIHAN)

|
(4)--=rCD

2. Tetapkan nama label yang ingin

dicipta.

3. Pilihan: boleh

memilih untuk meletakkan label

Pengguna

dibawah label yang sedia ada.

4. Klik pada butang Create untuk

mencipta label.

® Active ~ g@

-
@f’ 1-50 of 847 b 1]

JSOR MESSAGE: BOT or NOT? This special series expl... 03:08
eaking News January 16, 2024 POLITICS January 16, 2. 03:04
¢ January 16, 2024 7:41 am January 16, 2024 7 0110 G

sing team - Business Insider Alphabet-owned Google i...

00:01

i

5. Kilik pada butang

®acve v (D 83 MyGovlC® o
3 Quick settings * =
03:08 See all settings
£ P -
- Manage this organisation
9 g
] Q @
00:01 Apps in Gmail .
-
Chat and Meet .
16 Jan .
Customise
16 Jan
Density -
16 Jan
(® Default =]
16 Jan +
L O Comfortable
16 Jan
16 Jan O Compact

6. Pilih See all settings

Settings

General  Labels Inbox Accounigy Fil

following filtggsss Soplied to a ing mail
- -
Matches: from:(ajk-surau@pernecmyuc.my)
Do this:

lters and blocked addresses  Forwarding and POP/IMAP  Add-ons Chatand Meet Advanced Offline Themes

g mail

o Matches:
Do this: Skip Inbox, Mark as

Select: All, None

The following email addresses are blocke:

) Alert
read, ADDW— label “Others-Matters’

= wp Createanewfilter Import filters

d. Messages from these addresses will appear in Spam:

7. Klik pada Filter and blocked
address.

8. Klik pada Create a new filter.
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MyGovUC

Q, Searchin emails

From ajk-surau@pernecmyuc mvj 1 - - - -m
. N
Subject

Includes the words

Doesn't have

Size greater than - ME v

———— e [

[0 Has attachment

9. Masukkan alamat emel yang

ingin diciptakan filter tersebut.

10. Klik pada Create filter.

Q from:(ajk-surau@pernecmyuc.my) X 3F

+

When a message is an exact match for your search criteria:

Skip the Inbox (Archive |t:<— — - -@ ( P ilihan)

Mark as read

]

O o

Starit

Apply the label: | ajk-surau - <— — - -@

Forward it  Add forwarding address

]

Delete it

Never send it to Spam
Always mark it as important
Never mark it as important

Categorise as: Choose category... =

O0O0OD0aD0o

Also apply filter to 6 matching conversations.

@_ ...

(]

11. Pilihan:

memilih untuk mengarkib emel

Pengguna boleh
tersebut di mana e-mel yang
diterima akan terus masuk ke
Label dan tidak akan berada di
Inbox.

12. Klik pilihan pada Apply the label.

13. Klik pada Create filter

Settings

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP

The following filters are applied to all incoming mail:

O Matches: from:(google-workspace-alerts-noreply@google.com) Alert
Dwo this: Skip Inbox, Mark as read, Apply label "Others-Matters”

Matches: from:(ajk-surau@pernecmyuc.my)
O -
Do this: Skip Inbox, Apply label "ajk-surau” * -

14. Filter telah berjaya diciptakan.
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