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1. Pengenalan

Dokumen ini menerangkan tatacara pemasangan dan konfigurasi membuat
‘backup’ e-mel MyGovUC 3.0 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

menggunakan sistem pengoperasian ‘Windows’ sahaja.

2. Keperluan Minimum Sistem
Diantara keperluan minimum yang perlu dipasti oleh pengguna bagi membolehkan
sandaran e-mel dilaksanakan adalah seperti berikut:
i. Sistem pengoperasian ‘Windows’ versi 10 dan 11;
ii. Aplikasi Microsoft Outlook 2016 dan ke atas; dan

iii. Rangkaian internet yang stabil.
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3. Langkah-Langkah Pelaksanaan ‘Backup’ Menggunakan Google
Workspace Sync for Microsoft Outlook (GWSMO)
Cara Untuk Memuat Turun Aplikasi GWSMO
NO PAPARAN ARAHAN
1. Buka aplikasi Google
G Download Google Workspace © X + Chrome. Lakukan carian
menggunakan pautan URL:
C M@ %5 https://tools.google.com/dlpage/gssmo/
https://tools.google.com/dipa
e/gssmol/.
2. Klik pada butang ‘Download
Q (* https://tools.google.com/dIpage/gssmo/ @) Googlelens & ‘:{) & % @ &
le Workspace Sync for Microsoft® Outlook® GWSMO, Untuk mem Uat
Google Workspace Sync for Microsoft turun perisian dalam format
Outlook .exe (Tulisan berwarna biru).
BEFORE YOU BEGIN
Read the system requirements and the install steps before using GWSMO to sync your data with
Google Workspace. L
For details on the |atest features, enhancements, and fixes for GWSMO, go to
DOWNLOAD .EXE FILE (RECOMMENDED FOR USERS)
Zzzsf;ifemi :ac:nion\y but you can download it using any
DOWNLOAD .MSI FILE (RECOMMENDED FOR ADMINS)
This .msi file is for installation on Windows machines only but you can download it using any operating|
system. | 1 r
3. Setelah selesai memuat
= [u] X .
turun, semak dan klik pada
2N ¢ &3 Y« @b & & S, 9 Finish update = fail
Recent download history ® googleappssyncsetup.exe
;r_-) googleappssyncsetup‘gxe (] Z tersebut Untuk memulakan
10.8 MB + Done .
pemasangan perisian.
4. Setelah selesai pemasangan
— x . s
perisian, anda akan
Installation complete menerima nOtikaSi
‘Installation complete’. Klik
pada butang ‘Close’.
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3.2. Cara Untuk Melaksanakan Fungsi Sync

aplikasi mengguna

‘Windows search

Best match bar’.
. . . .
Set up a Google Workspace Sync 1. Pilih ap“kaS| Set up
| € zse’ Google Workspace
PP
Sync User’.
Apps
2. Masukkan alamat e-mel dan
Please sign-in to Google Workspace Sync . .
klik pada butang ‘Continue’.
Google ia
Sign in with your Google Account.
Email address:
ahmad.rahim@jdn.gov.my
B Remember me
Continue Cancel
3. o Klik pada butang ‘Allow’
) untuk membenarkan akses
This will allow
Google Workspace Sync for Microsoft Qutlook®
Google Workspace “ kepada e-mel.
. @ Create, edit, organise and delete all your tasks ®
Sync for Microsoft
Out|00k® mflﬁéﬁ;:;:t%r;z;;stGocg\eWDrkspace Sync

wants to access your
Google Account

@ srrad miimiidn gow my

Caneal |‘ Allow I

4. Paparan kebenaran akses

Google

telah berjaya.

Authorization has been granted successfully.
Please switch to your application. You can
close this page.
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NO

PAPARAN

ARAHAN

) Set Up Google Workspace Sync for Microsoft Outlook ® X

Create a Google Workspace profile in Microsoft Outiook®

e rnal entries, and tasks
Importing data requires Google Workspace Migration for Microsoft Outlook®. Please install this software
and try again.

Learn more

[[)send crash reports and usage statistics to Google
Help make Google Workspace Sync better by automatically sending usage statistics and crash reports to

Klik pada butang ‘Create

profile’.

Google Workspace Sync setup is complete

After starting Microsoft Outlook® get help at any time by dicking
the Google Workspace Sync icon in your system tray and choosing
Online Help.

I [ Start Microsoft Outiook® ] I

Google.
Learn more
Show advanced settings II Create profile ] I
H £
6- | () Set Up Google Workspace Sync for Microsoft Outlook® X KI I k pada bUtang Start

Microsoft Outlook’.

Microsoft 365 - X
— Choose Profile X
Profile Name: ahmad.rahim@jdn.gov.my v
Options > > Close
B Microsoft

Loading Profile

Klik pada butang ‘OK’ untuk
membuka Outlook dan

memulakan proses ‘sync’.
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3.3. Cara Melakukan Pertukaran Tetapan Storan

NO PAPARAN ARAHAN
1. “ - Set mailbox size limit... 1. Klik pada ikon ~ )
% Select calendars to sync... . Klik pada ikon ) '
View sync status... iii. Klik pada bahagian ‘Set
Modify PST/logs folder paths... mailbox size limit’
Turn sync modules on/off...
Online help...
About...
2. ©) et Mailbox Size X Pengguna boleh menetapkan
storan sandaran yang Ingin
Choose how much mail to store on your local computer . .
(Microsoft Outlook® runs faster with a smaller local mailbox). dltetapkan dan Klik pada
Note that all your mail is available from the Gmail web
interface, regardless of the setting you choose. You cannot set bUtang ‘OK g
a mailbox size limit smaller than the current size of your
mailbox. Nota:
i Pemilihan 1GB akan memuat
turun e-mel terkini sahaja
© 1GB (fastest) mengikut saiz yang telah
O 2GB dipilih.
O4e8 i.  Pemilihan Unlimited akan
O Unlimited (slowest) memuat turun semua e-mel
tetapi akan memberi kesan
i &J il kepada prestasi klien e-mel.
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3.4. Cara Memulakan ‘Backup/ Import/ Export’
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NO PAPARAN

ARAHAN

2 Synchronization Status - ahmad.rahim@jdn.gov.my X
Google Contacts v
Preparing to sync. Re-sync
Google Calendar v
Preparing to sync. Re-sync
Google Mail :]
Initial download in progress. Re-sync

v Show more
{8 Open this window when Microsoft Outlook® starts Help

Paparan di sebelah
menunjukkan proses
‘synchronization’ e-mel

MyGovUC 3.0 ke Microsoft

Outlook telah bermula.

) Synchronization Status - %
Google Contacts o
Synced. Resne

Google Calendar
Synced.

o

Paparan di sebelah
menunjukkan proses ‘sync’
yang telah selesai dan yang

masih dalam proses.

Google Contacts
Synced.

Re-sync
Google Mail v
Initial download in progress. Revns
v Show more
B Open this window when Microsoft Outlook® starts Help Close
3. ; Setelah selesai seperti
) Synchronization Status - ahmad.rahim@jdn.gov.my X

Google Calendar
Synced.

Google Mail
Initial download in progress.

v Show more

. Open this window when Microsoft Qutlook® starts

gambar di sebelah, sila klik

pada butang ‘Close’.

[ P search

&
[ file Home Send/Recsive View Help
& & newemail ~ @l ~ B - 9 © < Mvoenr -

Al Unread Boatew T

Update(s) in th

- GongleWorl|

Google Worky

April 18,2025, 4:39 i

E-mel akan dipaparkan pada
Microsoft Outlook seperti di
paparan sebelah.
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Klik pada butang ‘File’.

5 Search

Home Send / Receive Folder View Holp

| 82, 00 98§

5 Clean Up -

New  New New ~ Detete Archive Reply Reply Forwmd ps
Erwil ltems = | Merting | ASRnk> Al -
New TeamViewe! Delete Reipond
<
5 Favorites Al Unrea Dy Date v 1
v Todey
v I SPACE - 40C_.
Googhe Workspece - 40¢. Google Workspace S..,
Inbore o 1o et ylarted with G. 100 /M
Drahts Uest Google Wortapace
Sent Hems > Lt Week
Dedeted ftems 5 Outer
6. i. Klik pada bahagian
‘Open & Export’.
Open Calerdar i. Klik pada bahagian
Cpam & caoncher bl in Outiont (e verd
‘Import/Export’.
Open Cutlook Data File
Oy wm Cxtionk date He (pot]
Impott/Export
e
7. i. Pilih ‘Export to a file’.

import and Export Wizard

ii. Klik pada butang ‘Next’.

Choose an action to perform:

o CARD fle 1.
Import an iCalendar (.ics) or vCalendar file (wes)
Import from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description
Export Outiook information to a file for use in
other programs,

« Back Cancel

10
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Options

(®) Replace duphicates with items exported
O Alow dupicate items to be created

) Do not export duplicate ftems

B8 Cpesr Dumoot D boes

&' rarhg 20U
B Dok Ionet 140 000

NO PAPARAN ARAHAN
8. i. Pilih ‘Outlook Data File
Export to a File (.pS t) g
SR e i. Klik pada butang ‘Next’.
9. i. Pilih alamat e-mel yang
Export Outiook Data File X
ingin di ‘backup’.
Select the folder to export from
(71 Google Werkipace - 3o naimgmamcu oo ii. Klik pada butang ‘Next’.
< )»
4 ncude subtolders n Filter...
<tk § Net> | Concel
10. R = i. Klik pada butang
Save exported tee as ‘Browse’ untuk
Dotumenty Outiook Filer backup.pst

memberi nama fail dan
memilih lokasi
penyimpanan data.
Sila letakkan nama
yang sesuai dan klik
pada butang ‘OK’
setelah selesai.

Klik pada butang

‘Finish’.

11
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11. Setelah klik butang ‘Finish’,
Create Outlook Data File X

gambar di sebelah akan

e dipaparkan. Sila klik pada

Password: || |

butang ‘OK’ tanpa perlu
Verify Password: | |

mengisi ruang ‘password’.
|:| Save this password in your password list 9 9P

Cancel
12. — Sila semak fail yang telah di
K - Sasars - Okt ‘backup’ pada lokasi fail
e[S J yang telah ditetapkan dalam

Langkah 10.

12



