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fppt.com

INBOX VIEW

Insert — Create New Message
Delete — Delete Message

F5 — Refresh Browser

F9 — Refresh Inbox

Home — Scroll to top list

Page Up — Scroll Up

Page Down — Scroll Down
Arrow Up — Move next
Arrow Down — Move next

Enter — Read message and move
next

F1 —inotes Help

SHORTCUT KEYS

CALENDARING VIEW

Enter — Create New Entry

Delete — Delete Calendar Entry
F5 — Refresh Browser

F9 — Refresh Calendar

Home — Scroll to top list

Page Up — Move 1 week up

Page Down — Move 1 week down

Arrow Up — Move up time slot in
day entry

Arrow Down — Move down time
slot in day entry

Arrow left / right — Move a day
after or a day before



SETTING PREFERENCES
A - < D I

£ Basics - This: mail file belongs bo;  [Siti Mazrishah Mohamed [bramsah/PTMKN/PSUK
B mail .
Genersl Display Options
Bisplay Display this tab when starting:
it [
Signature
Follow Up

For all liststype viaws!
&ftention Indicator|
@ Show all documents as a scrollable list

Calendar [ enatle Scroll hints
General| ") Show documents one page at a time [faster load time)
Display
Autoprocess Search
Scheduiing | Enable full-text indexing for searching
Meeting
Personal categories
Intemational [Type here to add a new category]
Business
[l Delegation Personal
Frignds
Family
Sacurity
Default display for contact names
Archive

First Name Last Name *

Cffline E Apply format to all entries
The default name display applies to new contact entries only. Check this box to apply the default name display to existing entries also.
Logout
fppt.com Nefault Mail Client



Save b Close x Cancel

PREFERENCES-DELEGATION

o

Beri kebenaran kepada
pegawai/ group
pegawai untuk melihat

emel/ calendar/ to do
list. Kemudian, beri

jenis kebenaran untuk
pegawai.

Basics You can allow other people or groups to have access to all or part of your mail file {Mail, Calendar, To Do and Contacts).
i Each person or group to whom you delegate access can be allowed to perform differant actions. You can, for example, allow some people to read entries in your Calendar only, while
you may allow others to read, edit, and sand mail on your behalf.
General
Dizplay q w g
‘ The following people or groups have access to your mail file
Signature
Teknikal Add Person or Group ‘
Fallow Up
Attentigh Indicato) N _ : B
Remave Selected Persan or Group ‘
[ Cfendar
International
Access to your mail file
legation Change Access
Mail, Calendar

Schedule
Shorteuts

Security

Archive

Create shortcut untuk
akses calendar pegawai
yang telah beri
delegation.

fppt.com

' Shorteuts

Basics

Save & Close :,é Cancel

If other people give you access to their Mail file, you can set up shortcuts to make it ezsier to open their Mail, Calendar, To Do, Contacts and Notebook.

B mail

General

Display
Signature
Fallow U

Atentipn Indicatllr

Set up shortcuts
Provide shortcuts to the folloving users' Mail, Calendar, Ta Do, Contacts and Natabook in the navigator pane under Other Mail

liuriannahar Mohd PTMKI/PSUK

Display the shortcut's common name in the navigator pane

Ca\ dar

[gtarnational

Delegation

Mail, Calendar

Schedule




PREFERENCES-TYPE AHEAD

) Basics  Type-ahead List
Type-ahead
ypeates - || Dizable type-ahead for all name fields
é This is a list of people you have recently e-mailed
ai = ‘

Salact Al

[ Calendar Deselect Al |
[F Delegation
Security
Archi
Offlin
1. Kegunaan untuk simpan/ taip 'in advance'
semasa 'compose emel'.
Senaraikan emel address yang telah digunakan.
3. Boleh 'remove selected' atau 'remove all'.

fppt.com



LANGKAH LAKSANA HOUSEKEEPING :
1.

7] Mew 7| Save & Close

OUSEKEEPING - EMEL

Sort emel mengikut saiz. (Click pada

size)

Save attachment di hard disk (C:\)
komputer/ notebook/ external drive/

usb drive.

Edit this document - emel.
Delete atachment.

Save and close.

5
. Delivery Options... [F} -

fppt.com

T -

High pricrity Return receipt

Sarl

II.I____I__ T e T B B Sl s L =

nts =

R

7.

= @

Minit Larmnpiran B
Mesyuarat QRN W)

q Sho
Date Size '
05/30/2014 12:53PM —mmj S
05/26/2014 04:02PM 3.oM&
06/16/2014 06:54PM 31NE
04/08/2014 09:23AM 2gNe P2
06/23/2014 11:01AM 2 A&
05/30/2014 05:33PM L 4
05/30/2014 11:55AM 2 oM@
06/18/2014 11:50AM 2 1@
06/02/2014 na-A2am o
05/30/2014 2

Attachmen.s

P ey

DEM6/2014
D6/23/2014

Larnpiran B -
15PFKS. ndf

vjﬁ—hmre'@

-TAP KFRATAAN NFGFRT |



HOUSEKEEPING — DELETE

' w

< el 2l @
6 Siti Mazrishah Mohamed Ibr 1. DELETE emel dalam INBOX

FPSUKFPFR/PSUK

. Inbox (253)

: : : @Draﬂs

! Sent
= Follow Up

Eﬁ All Documents

lia Junk

'ﬁ Trash

Views

) Folders

fppt.com

E= Archive
f@ Tools

Other Mail

2. DELETE emel dalam:
= Junk Mail Folder
=  Trash Bin

3. DELETE emel dalam Folder




HOUSEKEEPING — DELETE

L] MesyuaratP.. x

:I}-,_-I MNew - @ Save & Close Decline = Check Caler

l Meeating | | _

D Request Responsa D Mark: Private |:| Mark Av

Subject:

| Mesyuarat Penyelarasan Unit/Bahagian Di Bawah T
When
Starts: Time: Cruration:
[wed 06/25/2014 [¥] [03:00aM [02h o0n
Ends: Time:
Wed 06/25/2014 11:00AM
] Alarm |3: ||'-‘i'|ut-5:£- v| |E-5-'c--5 v|
Invitees

Invite: Abdul Hamid Md Noor/ PTMEN/PSUK@F
Mat/SUK/PSUK@PSUK, Chai Heng Hu=z
Mohammad/SUK/PSUK@PSUK, Ilyia 5

Optional: muhammad Yusoff Wazir/SUK/PSUKE
F¥1:

Datails™

A.ttachmenis'

.Add Attachments: Iif.f} ﬁ ﬂﬂ R
| {2 Agenda Bil 6-20...
A< minit mpub 5.2...

fppt.com

[ 1BM Lotus iNotes - s |

Are you sure you wart to delete "PEMBENTANGAN ASET TAK
ALIH pdf"?
| eg No i
A A

DELETE Old Calendar Entry

SAVE AND DELETE attachment dalam

jemputan mesyuarat dalam CALENDAR



& ¥]New = &]Reply + &l Reply To Al -

2 Foward ~ [F + [ - Markhs - [ More - & ™7 Show -

= Who Subject Date_ Sze & P®
Morliza Muhammad Syair Fw: Emel Group ebayar@penang.gov.my ist of archives b

¥ sysmail.penang.gov.my Pengemaskinian Akaun Emel - Menunge- ”"E};;; hanlfabys |3bhatan. Which archive do you want to access? =

o gysmail.penang.gov.my Pengemaskinian Akaun Emel - Menung) _ a.Jabatan.

= sysmail.penang.gov.my Permohaonan Akaun Emel Baru - Menur € Refresh tua Jabatan. Archive mails

o sysmail penang.gov.my Permohonan Akaun Emel Banu - Menur L) New " Hua Jabatan. Default for Selected (no aging)

“  sysmail.penang.gov.my Permohonan Akaun Emel Baru - Menun & Reply * Mua Jabatan.

% gysmail.penang.gov.my Permohanan Akaun Emel Baru - Menun| €&l REPY TO ANl » | gnir £y

a  sysmail.penang.gov.my Permaohaonan Akaun Emel Baru - Menun ' Foward  » dbir Emel, |D,|.{| | Cancel |

H  sysmail.penang.gov.my Permohonan Akaun Emel Baru - Menun Maove to Folder

= sysmail penang.gov.my Permohonan Akaun Emel Baru - Menun [F} Follow Up  *| Copyto Folder... 06/24/2014 08:44AM 1K
Muriannahar Mohd Re: Emailing: Analytics Penang Dun Au MarkAs | Remove from Folder jtics Penang Dun Country 20121101-201206/24/2014 08:23AM K 4
Norhardi Sabri Re: TESTING e-Mel [ Delete Delete Folder.. 0612412014 D7:58AM 7K
Customer Semvice RE: Re:DETECTED NETWORK ALARM - | Create Folder_ RI PULAU PINANG 06/23/2014 11:31PW 2KE 4
Customer Service DETECTED NETWORK ALARM -PEJAH S Pint i LI PINANG 06/23/2014 10:36PM K &
Mohd Hafeez Md Hussein — | MADHAN TERAKHIRKU AMNJURAN PEJABOG/23/2014 06:23PM 91Ke

sysmail.penang.gov.my

sysmail.penang.gov.my

Proci;? bd Ak d1Focieme

PENCALONAN MENGHADIF g iRA
Pemakiuman ID & Katalalu3 .

Pemakluman |D & Katalaluan Emel Rasmi Kerajaan Megeri Pulau Pinang.

[ T P

e e 1 e e e lemdim e =l AR Lo SALICE SLIEAMAS AT

062312014 06:07PM
06/23/2014 05:48PM

ACIAAIRAA & ACLAArEE

1. Select emel > right click> select folder > archive

2.

fppt.com

archive mails > Ok.

FRLIEY

Kegunaan untuk simpan emel dalam archive dan reduce kuoata
mailbox.



Ezie B o« 080

File Edit View Favorites Tools Help

Siti Marrishah Mohamed Ibr
FSUKPP/PSLUIK

i

.~ Inbox (228)
Drafts

7/ Sent

~ Follow Up

L All Documents
LEJ Junk
'ﬁ Trash

Views

E Folders

-
@ http://psukppnssa.penang.gov.my/archive/am O ~ Bl X |5 () Inbox

L_an _=m i H T S
d"

(&) MaiHnbox

Elenliz i)

(Archive)
PSUKPPIPSUK

Siti Mazrishah Mohamed lor

FINew = [ « B>+ Markas - [ tore - ©

=1 fWho Subject
sysmail.penang.gov.mPemakluman ID & Katalaluan Emel Rasmi Kerajaan Negeri Pulau Pinang.

@

= Tnbox [€61)
Drafts

. Sent

= Fallow Up
1:;;1 All Documents
2 Junk

'ﬁ Trash

- Tools

Other Mail

fppt.com

Views

Muriannahar Mohd  Re: [Edaran]: Mesyuarat Penyelarasan UnitBahagian Di Bawah Timbalan Setiausaha Kerajaan
NURIANNAHAR BINTI D oF : MAKLUMAN EMEL

NURIANNAHAR BINTI D oF : MAKLUMAN EMEL

MURIANNAHAR BINTI D oF : MAKLUMAN EMEL

MURIANNAHAR BINTI D oF : MAKLUMAN EMEL

Wan Abdul Azir Wan MLSLAID PEMBENTANGAN JKR ELEKTRIK PULAU PINANG

Leo Ballang anak JoseF\W: tanah bayan lepas
I NURIANMAHAR BINTIIDoF : MAKLUMAN EMEL

Kemudahan emel archive hanya boleh di
buka menggunakan intranet emel sahaja.



BLOCK MAIL

& ¥]New - lReply - il ReplyToal - & Forward - [ ~ = - Markas - [if More - i

—=1 fWho Subject Preferences..
il Muriannahar Mohd BroadcastTest Broadcast - Perjumpaan Aset (Fri § Qut of Office.__
o sysmail.penang.gov.my Femakluman Pengemaskinian Akaun Emel Faaan Copy Into Mew o
sysmail. penang.gov.my Pengemaskinian Akaun Emel - Menunggu Pe . Add Sender to Contacts..
Colin West Messus Enterprise 15 day trial Block Mail From Sender...
Mohd Hafiz Khamis External DMNS DRC Schedule a Meeting...
ISubhee Mukhtar Maklumat Gaji Asas Mew Message with Stationery...
Zurila Zakariah [HEBAHAM] - FORLUM PERDAMA & GEMA LANTURNY Mew Stationery
Md Kamal Harun my ip Wiew Stationery
Shahril Zamani Md. £ain Lawatan Amalan Persekitaran 55 ke Lembaga Kerl Create QuickRule. ..
_askini Versi Joomla | Mail Rules
sanaan di Staging Sen| Mew Rule
3o el - Menunggu Kelulus| Show MIME Header
ed Ibr o aan di Staging Server | Show MIME Full
T

Block-Sender Mail Rule
Incoming mail from this user will be delivered directly to the Junk Mail falder.

User name: |Cu|in West |
User e-mail: |mar|-ceting@tenab|e.cum | 1 - Se | eCt e m e | > rig ht Cl ick >
[T bo not confirm each addition to the list Choose blOCk mail from Sender.

[ ] 2. Click Ok.

fppt.com



¢  PENYULITAN
(ENCRYPTION)

Pengguna
Notes :

w = Send Sendé&File.. Save As Draft Deliv 1 ptions... [P' - tﬁ Format = Display - @ More -

High priority Return receipt ‘.:ilgp Encrypt [Ij Keep Private Mark Subject Confidentiaf
£} Mohd Hafiz Khamis/PTMKN/PSUK@PSUK,

i |*Dnnﬁdential:Semakan Cokumen Tender

Siti Marrishah Mohamed IhramsAahPTMENMPSLIK - ORZ42014 0219PK

Bukan Pengguna Notes

Berdaftar (Sulit):
] HIgN prionty |7 KEeWrn recelpt | Sign | ENCIYPT || Keef

Tao: 2 roszalinda@mampu.gov.my 1. Check box Enrypt untuk

Cce antara pengguna notes.
' 2. Taip [SULIT] pada

Bee: subject untuk

Subject  [SULIT] $emakan Dokumen Insiden Keselamatan ICT pengguna bukan notes

yang berdaftar dengan
securemail PSUKPP.

fppt.com



FUNGSI CALENDAR

1. Meeting — Create, Invite, Accept, Delegate, Cancel,
Reschedule

Appointment

All Day Event

Reminder

Event Announcement

A

Import Holidays

fppt.com



CALENDARING

June20, 2014

DEASAN - 11:00FM
Lewatan 35 kz Bandar PERDA

sif Matristah NohamedR | & 5 hew + (2] Forvard + [ bire + S
A FPIPSUK : Fiday. June 20, 2014

5 ELEUJLI'IEEIIH L
BBl Todzy | Jun 204 20] 00 -
: AN

S TWTFS ugﬁd—umﬁn&s kg Bzndar PERDA

1234567
8 310111213 4
CRERVRUELFT N I
221 24 25 26 27 @ l
3 1z34s5 |
T views |
123 -
] One Cay ,‘,ﬁ‘ 1
=] Tii Cays
= One Wark eek (e
=1 e Waek
] Two Weeks
(200
1 One Nanth
=1 OneYear
000
Jun220,2014
04:00 i
T Dthar Calancars Day 171- 194 cays left in che vear Otey = :

fppt.com



CALENDARING g

Tools button
Today — Tarikh hari ini
Views — Jenis-jenis view

Other Calendar — Kalander pegawai lain yang telah
beri kebenaran (delegates)

List Entry by Time — Senarai aktiviti

B Day At A Glance — Senarai aktiviti harian yang telah
disenaraikan

Tips : Drag Drop aktiviti pada calendar untuk pinda
masa.

fppt.com



CALENDARING — MEETING

Kegunaan untuk invite meeting/ event
announcement/ reminder/ appointment/ all
day event.

Boleh tetapkan masa, bilangan hari lebih dari
1 hari, bilik mesyuarat, lokasi.

Maklumat akan diterima oleh ahli mesyuarat
yang dijemput dan mempunyai emel.

4. Boleh set 'return receipt' untuk melihat sama

ada jemputan berkenaan telah dibuka atau
tidak.

5. Boleh set alarm untuk reminder. Contoh :
alarm berbunyi 10 minit sebelum mesyuarat
bermula.

fppt.com



6 CALENDARING — MEETING

Subject: Chair:
When Where
Starts: Time: . Duration: Lacation: |
Wed 06/18/2014 | ¥| 05:00PM v|®| (0th 0om ﬂ
Ends: Time: D Include conference call information in the Location
Wed 06/18/2014  06:00PM You have nat entered any conference call information into your Calendar
Dﬂ\larm linutels Before Maating praference,
Room! || |
Resource! || |
Online Masting: | There is na anline meeting
Invitees
Invite: | |
Optional: || |
I |
Details”
Attachments”

fppt.com



CALENDARING —
0 4 EVENT ANNOUNCEMENT

A
e

“New - Save & Send Save As Draft Delivery Options... Cancel Invitation Find Room or Resource - (

Meeting ~

‘ ] Reguest Response [T mark private C| Mark Available CEtEQUFiE'S=|:E|

Subject: Chair:

|Gutur1g Royong Mega 55 | |E".' lazrishah Mohamed Ibramsah/FTMEN K

= When Where

| | Starts: Time: Duration: Location: PTMEN, Tingkat 24, KOMTAR

|Wed 06/25/2014 [ ¥| 09:004M vl@l |o4h 0om |§ | :
" | Ends: Time: D Include conference call information in the Location

Wed 06/25/2014 01:00PM 2 —— N | |

B e [r0 Jvintet 1 1Who Subjed

i/l Nuriannahar Mohd BroadcastTest Lagi Broadcast (Mon 23/06/2014 08:15AM)
——
Inviteas

Invite:  ([Mazuina Malel/PTMKN/PSUK, Wan Haslan Wan Abdul Hamid/PTMKN/PSUK

Optional: ||
|

Detaie I"_-l Mew - .;;,!. Forward - Add to Calendar Eheck Calendar gl ﬁ

sansserf v10v G| b jfUk|EOE|EAFEER -

Invitation: Meeting

Tuan/Puan,

Merujuk kepada perkara di atas.

From: MNuriannahar MuhdiF’TMHNiF’SUl{

1. Meeting invitation. Uncheck Request Response.
2. Emel diterima dengan subject ‘Broadcast’.
Pengguna buka dan klik ‘Add to Calendar’.

fppt.com
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CALENDARING APPOINTMENT
. Jew Save b Cuse Save Devry O, nittin

Aopointment ¥

D Mark PrivateD Mark Avallable Cateqories: Y
Subject:

When Where

Starts: Time: Duraton; Location:

Wed UE\flﬂfZUHﬂ 03:00PM :@ 01h 00m %

" Tire Online Meating: There iz no anline meeting

Wed 06/18/2014  08:00PM
DAlarm Inutels] ¥| | Before

Detals”

Attachments”




GALENDARING — ALL DAY EVENT
7]t sl e e i

Categories:

Subject:
When Where
e Location:

[« |

Wed 06/18/2014
) - Online Meeting: | There is no online megting
DAlarm D gyl CEfOre 4

Details”

Atachments"

fppt.com



CALENDARING — REMINDER

(i

Sl Reminder 7

ﬂ lew * mﬁave B Close Save Delivery Options

D Mark Private | Mark Available

Categories: Y

Subject:
When Where
Stars: Time: Location:

-4
(= 2

‘Wed 0/18/2014 |/ |05:00M

DAlarmD finute(s) | | Before

Details”

Attachments"

Online Mesting: There iz no anline meeting

fppt.com




ANDROID : INBOX VIEW

i ]3:08 PM

| samantha Daryn
! New documentation now available
MNew documentation is available on our website.

.| Anna Bauer

Project schedule
Endlosed please find the latest project schedule.

| Paul Clemmons

Meeting to confirm project plan
& Let's meet to confirm plans.

] Philippe Babineaux

Congratulations teamd

Up-to-date

0TAL2000

0T 22010

OF2F2010

OF2r2010
Team meeting to celebrate successful produ...

Compose

i<

Settings

fppt.com

o

Sync Now

Show Folders

Q

Search Mail

LOTUS TRAVELER

—
(Celiznekr [Lereliauy INGtESE
Tieweler

Support OS Android, iOS Apple, Nokia
Symbian”6/Series 6, Windows Mobile
6.0/6.1/6.5

Host by server internet mail sahaja.
(https://sukaweb.penang.gov.my/traveler)



SEKIAN, TERIMA KASIH

fppt.com



