MANUAL PENGGUNAAN
ZIMBRA WEBMAIL

MAJLIS AGAMA ISLAM DAN ADAT ISTIADAT
MELAYU KELANTAN (MAIK)

TTTTTT ://webmail.e-maik.my/



https://webmail.e-maik.my/
https://webmail.e-maik.my/
https://webmail.e-maik.my/

Log in emel
Menulis emel baru dan tambah attachment
Membalas emel
Menambah contact baru dan cara menggunakan contact
Mencipta appointment baru pada calendar & memadam
appointment yang tidak diperlukan
Mencipta task baru & memadam task yang tidak
diperlukan
Mencipta briefcase
Membuat penukaran pada preferences
- Menukar kata laluan
- Filter
- Signature



MEMULAKAN ZIMBRA WEBMAIL

Langkah 1 : Log Masuk
e https://webmail.e-maik.my/
* Masukkan Username dan password

O & WEBMAIL

MAJLIS AGAMA ISLAM DAN ADAT
ISTIADAT MELAYU KELANTAN

A& SYNACDR PRODUCT

Lsermame:

Password:

B Stay signed in

Version: Default A"l \What's This?

Klik pada Sign in



https://webmail.e-maik.my/
https://webmail.e-maik.my/
https://webmail.e-maik.my/
https://webmail.e-maik.my/

PAPARAN ANTARAMUKA EMEL

Contacts

v Mail Folders

Inbe
Sent
Drafts

Junk

A300E

Trash

Searches
Tags

v Zimlets

8 Archive
@ Webkx

Y Yahoo! Emoticons
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Calendar Tasks Briefcase Open Drive Preferences

Sorted by Date ¥

No results found.
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MAIL FOLDERS

INBOX
Memaparkan
bilangan emel yang
diterima

SENT

Memaparkan bilangan
emel yang telah
dihantar

\

TRASH

Memaparkan
bilangan emel yang
dihapuskan

Mail Contacts

v Mail Folders

Calendar

Sorted
& Inbox T DRAFTS
Lv [ Sent Memaparkan
F2 Drafts bilangan emel yang di
draf
E'E Junk
Trash
B | |
Searches
"~ JUNK
Tags Memaparkan
» Zimlets bilangan emel Spam

yang diterima
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117 Unflag [mf]

ij Redirect

17 Edit as New

:j Forward conversation
1

1 ;

14k Create Filter

[ )
|E€1 Create Appointment

I r

| Create Task

1

[l ) .

'E Open in a separate window
7.Tanda emel id Show Criginal
SebOgOi SpCIm email . . :c Quick Start a New Meeting

9. Pilihan tindakan ~ |---------------- :

éﬁ‘mﬁk emel Amirah Praktikal ~

Contacts  Calendar  Tasks  Briefcase = OpenDrive  Prelerences

AN . . \ 4
v 8. Menyimpan emel v Mol 10. Pilihan paparan | __________
ke dalam folder yang & inbox ! panel emel i !
v dikehendaki S S HE
Membalas | -~ b pmmmmmmm - - o @0 By Canversation [uc]|: | e '
STE Yeing ¥ ' €3 unk | :: | &4 By Message [vm]: i o :
diterima 6. Menghapuskan ' @ Tesh 1o o OnTheRight |} 1| ® Date |
! a ! I Attachment !
v smel (Emel yang : i L_:D_Eff ______ ¥ a Reading Pane 3 i : Flag e '
i ! alder | |jm======== === 1 . 1 = 1
\ 4 3 MembO'OS d!hOpUSkOn Gkon :_%Eli_ _Ul_dfr__: : @ From new to old - ‘Exsand Conversations  * :v Priority :
; dimasukkan ke i ot b I L
1. Menulis emel yang dalam folder trash | Fromaldtonew [ ort by l / Unrea :
. T I [ O N N L L B R B L L e B L e Y 1 [
emel baru diterima | Group By bl ;2oIIIiis
kepadaramai | | }  mmmmmmmommeoooooe- £ | o None

A 4 q Date

5. Menyembunyikan
emel ke dalam

= Azcendin
archive ending

@ Descending

\ 4

4,
Memanjangkan
emel kepada
pengguna lain




MENULIS EMEL BARU



MENULIS EMEL BARU & zimbro AN
Contacts Calendar

+ Untuk menulis e-mel baru klik New Message ——»
* Masukkan alamat e-mel penerima, subject dan v Mail Folders
huraian &, Inbox -
B sent

To : Masukkan alamat e-mel yang dikehendaki
Cc : Salinan e-mel kepada alamat yang dikehendaki, dipisahkan dengan koma (,) sekiranya penerima lebih daripada 1

i Pl -

@ zimbra N

LAPORAN MESYUAR B

Mail Contacts  Calendar  Tasks Briefcase Open Drive  Preferences
Send ¥ || Jancel Save Draft Rg: Options %]
To: | ("mohdarief” <mohdarief@e-maikmy> X) :
| Cc: | [:" Marziati Bt. Yusoff" <marziati@e-maik.my> X:] Search q
Subject: |LAPORAN MEsvUARSTUNTT ) SUbject : Tajuk e-mel
Add new buddy

Attach | Tip: drag and drop f

Sans Serif 12pt H~== S~E~6| == = N &0 Q — =%
<

Tuan/Puan,

Dengan hormatnya saya merujuk kepada perkara diatas.
2. Bersama-sama ini dipanjangkan laporan mesyuarat Unit IT untuk makluman dan tindakan pihak tuan/puan.

Tekan
send
untuk
hantar

Body : kandungan e-mel




MENGHANTAR LAMPIRAN (Attachment)
@ zimbra g

Mail Contacts Calendar Tasks Briefcase Open Drive Preferences MANUAL E

Send * Cance Save Draft :ﬁ Qptions ~ “il
| To: | I:"Mohd Arief” <mohdarief@e-maik.my > ':I
| Co |
1. Klik Attach, pilih lokasi simpanan
fail. Maksimum 36MB '
Xl= =
_f « « 4 M s ThisPC » Desktop v ] L Search Desktop
Organize + New folder =~ [ @
Mame Date modified Type 2. Satu tetingkap
3 Quick access < baru akan
@ OncDrie :.@ Microsoft Office - Shortcut 2_-:1 C'_-:EC'H 12:29 PM Shlc:rtcut dipoporkon, Klik
= MNEW MAMNUAL PROSEDUR KERJA UNITT...  12/10/2021 12:03 PM Microsoft Edge P... podo fail yang
1073071 476 .
E This PC w7, Person 1 - Chrome 22/10/2021 4:26 PM Shortcut dlperlukcm
- Local Disk (D)
|:_} Metwork
€ >
File name: | NEW MANUAL PROSEDUR KERJA UNIT TEKNOLOC ~ | AlLE] ~
Open )% — 3. Klik Open




d

Amirah Praktikal ~

Al = Search Q

Manual B

Zzimbrar

SYMACOR PR

(©)

Mail Contacts

:@w

Calandar =T~
5. Tekan Send untuk
menghantar pada waktu

tersebut

Open Drive  Preferences

OO TTE T T TSIy

" [ Send [{ctrl}+Enter] ’t

| z@ Send Later... ':

L

Subject: | Manua

ﬁ = _ ~ 4. Pastikan fail lampiran dipaparkan
.—«ttach@MANUAL PROS...MAT (Repaired).pdf (1.5 MW cvewel S em & mel

Sans Serif 12pt Paragraph B 7 U S . A- A = = = = 6
= F =EE ML O OQ— =N ©

Tuan,
Bersama-sama ini dipanjangkan laporan ringkas untuk makluman dan rujukan pihak tuan
a kasih.

Sekian, ternim

Specify Message Send Time

Select a date and time to send this message
Tetapkan tarikh dan masa jika klik

Send Later

‘?| 10:31 AM

11/22/2021

1]
A

Tirm

GMT +08:00 Kuala Lumpur

Time Lone:

‘ oK || Cancel |

Amirah Praktikal -~

(9]

e ——
@ Mes sage Sent

@ zimbra g

Calendar

Open Drive Preterences

6. Popup mesej akan keluar menandakan e-mel tersebut
telah dihantar

Contacts Tasks Briefcase




MEMBACA DAN MEMBALAS
EMEL YANG DITERIMA



MEMBACA EMEL YANG DITERIMA

* Untuk membaca e-mel baru klik ikon 3, Inbox -

Amirah Praktikal ~

Contacts  Calendar  Tasks  Briefcase =~ OpenDrive  Preferences U

Rephy Reply to All Forward Archive Delete Spam él A @’ A Actions ¥ | 1 conversat
¥ Mail Folders M1t @ ® (2] From & Subject Size Received =
é. Inbox ~ Y e Amirah Praktikal, mohdarief @@ TRY - Berayz Mohd Arief Syah Bi(2) Mov 18
2 Sent - mohdarief Berjaya Mohd Arief Syah Bin 4 KB MNov 18
(@ Drafts ® i/ Amirah Praktikal #  Untuk try sahaja... 2MB  Nov18 -
£3 Junk Re: TRY November 18, 2021 1:11 PM
g Trash % From: | "mohdarief* <mohdarief@e-maikmy=> |
Searches To: [ "Amirah Praktikal" <mira@e-maik.my> | Klik 2 kali pada Subject
unfuk membaca e-mel
Tags Berjaya yang diterima
> Zimlets

¢ Mohd Arief Syah Bin Mat Yazik

Penolong Pegawai Teknologi Maklumat

Majlis Agama Islam & Adat Istiadat Melayu Kelantan KOnde}QGH e-mel
Portal : www.e-maik.my akan dlpOpo_rkon
Emel : mohdarief@e-maik my pada bahagian
Telefon : 013-7237363 bawah panel

H o4 Movember 2021 [

3 4 3 & From:"Amirah Praktikal" <mira@e-maik my=

. 1 11 12 13 To: "Mohd Arief Shah mohdarief” =<mohdarief@e-maik my=
14 15 16 17 18 1¢ 20  Sent: Thursday, November 18, 2021 12:52:32 PM

21 23 24 25 25 27 Subject: TRY

Kandungan e-mel
yang dihantar akan
turut dipaparkan
secara automatik

=]
W

28 29 30 1 2 3 4 .
S Untuk try sahaja... il




MEMBALAS EMEL YANG DITERIMA

Reply

* Untuk membalas e-mel yang diterima, klik

Reply to All

Tekan Send
untuk hantar

zimbro O

Contacts

Calendar Tasks Briefcase

Open Drive

Amirah Praktikal ~

Preferences

automatik

| ["mohdarief’ <mohdarief@e-maikmy> 1 Alamat e-mel akan dipaparkan secara

D RETRY qr——
ringkas dan jelas

Masukkan subject (tajuk) e-mel dengan

Attach « | Tip: drag and drop files from yo
12pt Paragraph B 7 VYU § I. A
= F O Q — @B % <>

LI
1)

]
wn

s
m
=4
I

e

11
s
1

=

Laporan tuan telah diterima.

Kandungan e-mel baru

Terima kasih di atas maklumbalas anda.

From: "mohdarief" =<mochdarief@e-maik. my=
To: "Amirah Praktikal" =mira@e-maik my=
Sent: Thursday, November 18, 2021 1:11:56 PM

Subject: Re: TRY

Berjaya

Kandungan e-mel yang diterima
akan turut dipaparkan secara
automatik

Maohd Arief Syah Bin Mat Yazik
Penolong Pegawai Teknologi Maklumat
Mailis Agama |slam & Adat Istiadat Melavu Kelantan

Chat




MENAMBAH CONTACT BARU
DAN CARA MENGGUNAKAN
CONTACT



PAPARAN CONTACTS
@ zimbro i

Contacts

MNew Contact

v Contact Lists

[0 contacts

@ Distribution Lists

E_E Emailed Contacts

Calendar Tasks Briefcase

1. Tekan New Contact

|

& ~ Search

Open Drive  Preferences

Actions =

#]  Amirah Praktikal ~

L

[ All ‘123‘A|B‘C|D|E‘F|G‘H|I‘J|K‘L|M‘N|O‘P|Q|R|S|T|U|V‘W|X“1’|Z|

Mo results found.

Mail Contacts

3. Tekan Save

a » Search

Mohd Arief
& Mohd Arief

]

Penclong Pegawai Teknologi Maklumat

Maijlis Agama lslam & Adat Istiadat Mel

ipen Drive  Preferences

Q| Amirah Praktikal ~

Mohd Arief B

=
File as: | First Last .,

Location: |@ Contacts|

Email: | mohdarief@e-maik.my
Phone: | Phone Number

IM:

Kota Bharu

Kelantan
URL:  URL
Other:  Date

Notes:  MNotes

. Kelantan

i
[Mobile  +|4n

[xmpe ~| 4

Address: | Majlis Agama Islam dan Adat Istiadat Melayu Kelantan @ o | Work = ‘ %+
Kompleks Islam Darul Naim, Lundang -

165200

|I—0me V|=ﬁ-

|E1 ~| sirthday

[+

\ 4

Pilih cara tentukan kedudukan nama

! Company (First Last)

Last, First
[ First Last |
Company

Last, First (Company)
First Last (Company)
Company (Last, First)

2. Masukkan maklumat e-mel

Chat : M

v




CONTACTS

« Alamat e-mel penerima boleh ditulis secara manual atau menggunakan Contacts.
+ Untuk menggunakan Contacts, klik pada “To".

Mail Contacts

Calendar Tasks

Briefcase

Compose B

Open Drive Preferences

Send = || Cancel

Save Draft EL'._ Options =

Paragraph B

= (13

th
H
»
»
[
il
iii
i

\ 4

1. Klik pada To:




Satu tingkap baru akan memaparkan senarai alamat e-mel yang ada seperti di bawah

‘Type recipient's name here. ‘ ’ Search l

B name Email

ﬁ Ab Rahirm Bin. Seni rahimi@e-mail.nmy

‘ Ab Rahman Bin. lbr abrahman@e-mailermy
@ Ab Razak Bin. lbraf abrazak@e-maik.my
‘ Ab Wahab bin. Mu wahab@e-maikurmy
‘ Ab Yamin Bin. Abd\ abyamin@e-maik.my
‘ Ab.Hakim Bin. Hj.H abhakim@e-maik.my
ﬁ Ab.Rashid Bin. Mot abrashid@e-maik.my
@ Abd Razak Bin. Hus abdrazak@e-maikumy

ﬂ Abdu Manaf Bin. Zi abmanafi@e-maik.my v

Show names from: [ Global Address List - ]

& Name Email




MENCIPTA APPOINTMENT BARU
PADA CALENDAR & MEMADAM
APPOINTMENT YANG TIDAK
DIPERLUKAN



CALENDAR - MENCIPTA APPOINTMENT BARU

@& zimbra iy

MNew Appointment

¥ Calendars 2021
|7 E Calendar =
Trash
r Tj 2= Maoon
Searches
1PM
Tags
» Zimlets 2P
gl
3PM
4 P
5PM

Wed, Mov 24

Thu, Nav 25

Week

Week Month

Fri, Nov 26

QuickAdd Appointment

s rhierd
Subject

“Subject:

Location: | Location

Calendar: | Calendar »

Mark as:

Start Time: | 1172272021

m @ |3:DD PM

B

End Time: |11f22f2-32i | -] @ |3;30 M

)

Reminder: | 2 minutes before v

Tekan More Details, satu

hare De':arls..;

 — —
LI& Lancel

tetingkap baru akan
dipaparkan

Tekan pada kotak
mengikut tarikh dan masa
yang dikehendaki, satu
tetingkap baru akan
dipaparkan




Contacts

Save & Close

Subject:

| Attendees; |

| Location: |

Y——> 3.Klik Save & Close

Suggest a time

Calendar

Suggest a location

z| 300 FM | O anday

L[]

z| 330 PM

Start: 11/22/2021
End: 11/22/2021
Display: || Busy

v | | B calendar | O Pprivate

Scheduler Hide ~

121 2 3 4 3 & 7 & % 10 1
All Attendees
a mira@e-maik.my
& -
[ Free [0 Mon-working W Busy [T Tentative
Sans Serif 12pt Faragraph B F U s L A A
M f e Q —=H <

Preferences

Repeat: | None - |

Reminder: |5 minutes before

121 2 3 4 3 & 7
] Unknown M Out of Office
= E = s 6

Appointment B

Show Optional

Show Equipment

_'| Configure

& 9 10 1
S FEE

2. Masukkan

@ zimbro 3TN

Mail Contacts

New Appointment

v Calendars
|7 E Calendar
|— [j Trash
Searches
Tags

» Zimlets

Open Drive

Preferences

ITTRE TR

\ 4

maklumat
appointment

Mon, Nov 22 Tue, Nov 23

Moon

1PM

2 PM

Wed, Nov 24 Thu, Nov 25

Fri, Nov 26

>

Klik pada appointment, kemudian tekan
Delete untuk memadam appointment

Klik 2 kali pada

—
3PM 3:00 PM - meetin...

> appointment untuk ke

paparan edit




CALENDAR - MEMADAM APPOINTMENT

@ zimbra i Amich ric -

Mail Contacts - Tasks Briefcase Open Drive Preferences
—
: —= T Todey || @8 11/22 - 11/26 Day | | WorcWeek | | week || Month || List > 2.Tekan Delete

¥ Calendars

F B calendar
I_ fj Trash - -

Moon

Maon, Mov 22 Tue, Nov 23 ‘Wed, Nov 24 Thu, Mow 25 Fri, Nov 26

Searches

Tags P

» Zimlets 2B

A

| 1.Klik pada appointment yang
o 300PM G ingin di padam

4 Pt

Confirm Delete

3. Popup Confirm Delete akan keluar untuk
mengesahkan appointment tersebut untuk di padam

Are you sure you want to delete this appointment?

\ 4

| Yes ” Mo |




&zimbra

Mail Contacts Briefcase Open Drive

5. Klik pada appointment yang ingin, tekan Delete

New Appointment Yo~ F- & | Todsy Ldm 11/22 - 11/26| ®p | Day || WorkWeek | Week || Month || List
>

¥ Calendars

O/ﬁ%ﬂ” . 4. Untuk papar appointment yang telah .
\.—/

Mon, Nov 22 Tue, Nov 23 Wed, Nov 24 Thu, Nov 25 Fri, Mov 26

TR » di padam, tandakan pada Trash
Searches
Tags
» Zimlets arvana h |
<}‘ & Subject Location Status Calendar =  Start Date A PGpOan TI'GS‘ muncu
pada bahagian bawah
meeting IT 17 Trash 11723421, 3:00 PM

Confirm etete 6. Popup Confirm Delete akan keluar
Are you sure you want to permanently delete this Un‘I‘Uk mengeschkon Gppou’ﬂ'menf
appointment? .
tersebut untuk di padam selama-
L [ v | lamanya

@ 1 appointment deleted

LET Contacts Tasks Briefcase Open Drive Preferences

7. Popup mesej akan keluar menandakan emel tesebut telah
berjaya di padam




MENCIPTA TASK BARU &
MEMADAM TASK YANG
TIDAK DIPERLUKAN



@}Z|mbrﬂ M * Search [#]  Amirah Praktikal ~ Tekan VIEW untuk memilih
- jenis paparan

Mail Contacts Calendar Briefcase Open Drive Preferences N @2 e 0

! 1
————— I @[] Mot Started !
New Task 1. Tekan New Task - | | ark as Compieted | ' @ Completed !
omplete i
¥ List: ! 1
ask Lists Sorted by Date ' [¥ In Progress !
Click here to add a new Task ) i [ waiting on someone slse |
W Tra=h ! [ Deferred i
- v B oan !
earches : '
Mo results found. ' [E To-Do List :
Tags ! :
1 1
i B 2t The Bottom :
1 1] On The Right '

1
VO o i

@Zlmbra M ~ Search QI

Mail Contacts Cale xdar Briefcase Open Drive Preferences L
New Task -@ | Deete | |gh~ || #~ | @~ | markas completed | | view = | | 4= |1 Task| b
v Task Lists Sorted by Date MPK
Click here to add a new Task Priarity: Normal
T Trash Status: Not Started
No Due Date
Searches

Tags

> Zimlets




3. Klik Save

@zmbro T = D i -

U

Mail Contacts Calendar Tasks Briefcase Open Drive Preferences

( Save ) Cancel & ||| X Options *
Details Progress
* Subject: Status | Mot Started '| 0% EJ
Location; Stort Dates E]
Priority: |_ Nomnal = | Due Dates E]
Task Lis: | ) Tsks | Reminder: 0| 11/23/2021 «]  lezoam |~
Configure o o
SkAS (Configure Now)
Sans Serif 12pt Paragraph B 7 U & L. A A = = = = N = =E = E
KW & ©@ Q — B o
\

2. Masukkan
maklumat task




@ zimbra Ty

Mail Contacts

4. Tekan Mark as Completed jika task
selesai

Calendar Tasks Briefcase Open Drive Preferences

| oo | ] ) (8- s comie —
¥ Task Lists Sorted by Date 2 MPK
) Tasks T Click here to add a new Task Location: office
T T Start Date: Oct 31, 2021 Butiran task
Upcoming . ;
Searches Due Date: Nov 25, 2021 dipaparkan
WP 11/25/2021 o
Tags Priority: Morma
* Jimlets Status: In Progress
Mo Due Date
—
zZimbra

@ zimbra Sy

Mail Contacts

v Task Lists
2] Tasks
j’ Trash
Searches
Tags

e Zimlets

Calendar Tasks Briefcase Open Drive Preferences

& 1

\ task marked completed

Sorted by Date =~

1. Pilin task dan tekan Delete untuk

5. Popup mesej
akan keluar
menandakan task
fersebut telah
selesai

memadam task MPK

Click here to add a new Task

Upcoming

Start Date: Oct 31, 2021

TP
|

Due Date: MNov 23,2021 (T
Pricrity: Maorma

Status: Completed

No Due Date

zimbra

Completed: 100%

Paparan muka
setelah task
selesai




7. Popup mesej akan
keluar menandakan task
telah di padam

@ zimbro IR

Mail Contacts Calendar Briefcase ~ Open Drive Preferences

@ zimbra Ty

Task felah dipindahkan
ke dalam TRASH

ntacts Calendar Briefcase Onen Drive Preferences
¥ Task Lists Sorted by Date zimbra
Bl Tasks Mo Due Date Pricrity: Normal
‘j Trash - zimbra Status: Mot Started
Searches
Tags
» Zimlets
Warning

!': fﬂxre };Du sure that you want to permanently delete the selected
itemn?

| Ok “ Cancel |

& zimbro G

Mail Contacts Calendar Briefcase Open Drive Preferences




MENCIPTA BRIEFCASE



BRIEFCASE

1. Tekan New Document

WERMAIL
MAIK

tacts

v Briefcase Folders

D Briefcase =
@ Trash
Tags

B Zimlets

Calendar Tas|

Untuk cipta catatan, tekan New Document

Sorted by Mame v

No results found.

M view =

To preview a file, click on it

— O x

3. Tekan Save & Close

@ Zimbra - Google Chrome
& webmail.e-maik.my/public/launchNewWindow jsp?skin=harmony&localeld=en_US&:childld=

Enable Version Notes

LAPORAN H save Save & Close
Sans Serif 12pt Paragraph B Ff U 5 L A A = = = = [
FEEE NSO Q — ®=E - <

Tuan,
Laporan tuan telah diterima
Terima kasin di atas maklumbalas anda.

2. Isi pada ruangan kosong yang
disediakan




Remove Add

& Open

« v 4 [ » ThisPC » Desktop v | 0 £ Search Desktop

Organize » New folder =~ @ @

Ll

MName Date medified

Type

#F Quick access
i@ Microsoft Office - Shortcut 12/10/2021 12:29 PM Shortcut
@& OneDrive [EE NEW MANUAL PROSEDUR KERJA UNITT...  12/10/2021 12:03 PM Microsoft Edg
I This PC . Person 1- Chrome 22/10/2021 426 PM Shortcut
LU 4 >

File name: | NEW MANUAL PROSEDUR KERJA UNIT TEF | All Files ¥
! Open ! Cancel

@ zimbra I Amirah Pracca

Mail Contacts Calendar Briefcaze Open Drive Preferences L
| Upload File || Download | | Edit | | Deiete | |Ehv| | | Actions | 2files | [T view ~ |
¥ Briefcase Folders Sorted by Name © R | APORAN
O mreteme - =] November 24, 2021 11:03 At by mira@e-maikmy Feletelicln
> #1: nota menunjukkan
T Trash Tom, - | butiran lengkap
Laporan tuan telzh diterima. Briefcase
Tags ™ NEW MANUALPROSEDUR 2 MB Terima keasih di atas maklumbalas anda.

» Fimlets mira 11/24/2021




MEMBUAT PENUKARAN PADA
PREFERENCES



GENERAL - MENUKAR KATA LALUAN

« Untuk menukar kata laluan, pilih Preferences, General, kemudian klik change password

@ zimbra g Amieah raci

Mail Contacts Calendar JE Briefcase Open Drive Preferences O

| Save || Cancel | | Undo Changes

¥ Preferences

1. Tekan Change Password untuk

‘ Change Password
~—

i Accounts membuat pertukaran kata laluan
EH Mail Default Client: @ advanced (4ax)

AP Filters (O Standard (HTML)

[F signatures

@ Trusted Addresses

& Contacts Theme:
[ Calendar Font: | Standard =
& Sharing Display Font Size:
A Notifications Print Font Size: | 12pt »

Impaort / Export

&l Shortauts Time Zone and Language

B zimiets

Time Zone: | GMT +08:00 Kuala Lumpur « |

Language: | English (United States) |

Compose Direction: | Left to Right + | Show directicn buttons in compose toolbar
Chat H




GENERAL - MENUKAR KATA LALUAN

« Untuk menukar kata laluan, kata laluan mestilah mempunyai syarat-syarat berikut:
- panjang maksimum 12 aksara termasuk minimum 2 simbol
- mempunyai kombinasi huruf, simbol dan nombor

F4 Change password - Google Chrame = O X
& webmail.e-maik.my/h/changepass?skin=harmony Or
& zimbrar
o Please enter a new password and re-enter it in the
confirmation field
Old Password:
e T — .| Masukkan kata laluan lama, kata
laluan baru dan pengesahan kata
((Change password | laluan baru
> .
Tekan Change Password apabila
selesai menukar kata laluan

*  Nofifikasi kata laluan telah berjaya ditukar

@Yool & W.EBMAL

& EYNACOR FROO

Your password has been changed. You may now close this
window.




SIGNATURES

Pilih Preferences, seterusnya Signatures

Masukkan nama yang diperlukan di dalam ruangan “Name”
Masukkan nama jawatan, no telefon diruangan “Signature #3”
Primary Account : Pilih signature yang telah di buat

Signature Placement : Pilih sama ada meletakkan signature di bahagian atas atau bawah mesej

(®),

alfe OWKL =~ mira

Preferences

Save ancel Undo Changes

¥ Preferences

B Genera
Name: | MOHD KHAIRUL BIM ARMAN

9

iy Accounts
E;I il
2. Klik Save

= -

|M0"DU'WWLB"W| PENOLONG PEGAWAT TEKNOLOGI MAKLUMAT

MAJLIS AGAMA ISLAM DAN ADAT ISTIADAT MELAYU KELANTAN
TELEFON : @9-7481512
S 1 @9-7470070

@ Out of Office
@ Trusted Addresses
& Contacts

B calendar

| FoTN As Piain Text ~

®

& Sharing | Mew Signature || Delete |Attact' Contact as vCard: |

|| Browse... || Clear |

:A Motifications

ﬁ mport / Export

|&] Shortcuts

B zimets

MNew Messages Replies & Forwards

Primary Account: | MOHD KHAIRUL BIN ARMAN = | | MOHD KHAIRUL BIN ARMAN * |

Signature Placement: O Above included messages ® Below included messages

Chat H

\ 4

1. Masukkan maklumat
yang diperlukan




FILTERS — MENCIPTA FILTERS

+ Untuk mencipta filters, pilih Preferences, Filters, kemudian klik Create Filter.

@ zimbra Xy a

Mail Contacts Calendar Tasks Briefcase Open Drive Preferences

Save Cancel Undo Changes
¥ Preferences
@ Genera Activity Stream Filters

Mote: Changes to filter rules are saved immediately. -

o N Rules may be set so when you receive less impertant messages, they are moved out of
Activity St Sett !
‘J:J Accounts |w your Inbrox and into an Activity Stream folder that you can check at your convenience.
B Mail

Incoming Message Filters Qutgoing Message Filters
Filters q < coing g

Signatures gdit Filter | | Delete Filter | | Run Filter

Qut of Office
Trusted Addresses Active Filters Available Filters
Contacts older | Add |

Calendar | Remove P |
Sharing

e Up |

Maotifications |

mport / Export |

Shertcuts

DEserdecd L=

Zimlets




2. Pilin syarat pertama

;I
d

— — — —

3. Pilih syarat kedua

From

i

|

| 1o
I Cc

: Toor Cc

: Subject

: Message

| Size

: Date

: Body

: Attachment
: Read Receipt
: Address in
| Calendar

: Socia

|
|

Header Mamed

—_——— e — ———

Add Filter

Filter Marme:

| of the following conditions are met:

Active

\ 4

Perfarm the following actions:

G

[#][-]

y

4. Pilih syarat ketiga

matches exactly

does not match exactly

contains

does not contain

matches wildcard condition

does not match wildcard condition

Do not process additional filters

Co Do

6. Klik OK

5. Pilih tindakan untuk filter

Keep in Inbox
Discard
Mowe into folder

Tag with
Mark as
Fedirect to Address

e ——— — — —— — i




7. Klik Save

=zimbra iy

VA nAgil

Tasks Briefcase Open Drive Freferences

Contacts Calendar

Cancel

Preferences Mote: Changes to filter rules are saved immediately.
General Activity Stream Filters
Rules may be set so when you receive less important messages, they are mowved out of

= Activity Stream Settings
Accounts ACTWVITY Stream Seftngs your Inbox and into an Activity Stream folder that you can check at your convenience,

LREY

Incoming Message Filters Outgoing Message Filters
ilters g = g =] =]

NSO

Signatures Create Filter Edit Filter Delete Filter Run Filter

Qut of Office

Trusted Addresses Active Filters

Contacts older |

Calendar |
Sharing El

MNatifications

mport / Export

Shortcuts

Qe opdeel

Zimlets

Choose Folder

Choose folders to apply filter to:

N

8. Pilih filter dan
tekan Run Filter

Type in the box to filter the list. Tab to change focus. Amow

keys can be usad to navigate within the list Filter Run Complete

o Filter run complete.

1 messages processed,
0 message(s) were affected.

¥ Mail Folders

v[ 1 & Inbox

—>| 11. Popup mesej keluar
menunjukkan filter
selesai di jalankan

etz g pilin folder yang
B sent diperlukan
1 E'?) Junk

LI Trash

[ o — 10. Klik
OK




