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Manual Pengguna E-Mel Rasmi Kerajaan Negeri Melaka : Arkib Email

Arkib Emel

Bagi mengelakkan saiz emel menjadi penuh. Pengguna email adalah digalakkan untuk
menggunakan fungsi arkib email di Mozilla thunderbird.

Sila buka Mozilla thunderbird di komputer

2. Pada emel yang hendak diarkib, di belah atas kanan klik pada butang B2 Archive | 4tay tekan ‘A’

untuk mengarkib emel. [Rujuk gambar rajah 3.2.13 (a)]

Nail Defivery System <MAILER-DAEMON @hangmahmud0 melska gov- &
Undelivered Mail Returned to Sender
To Megy
This is the mail system at host hangnahmud?.melaka,gov.

I'n sorry to have to inform you that your message could not
be delivered to one or more recipients, It's attached below,

For further assistance, please send mail to postmaster.

If you do so, please include this problem report. You can
delete your oan text from the attached returned message.

The mail systen

ulficarfiglsh.my>: host hanglipoh.melaka.pov.my[192,168.2.102] said: 554 5.7.1
Relaying denied (in reply to RCPT TO command)

Reporting-MTA: dns; hangmahmude2.melaka,gov
X-Postfix-Queve-10: 4Bvwvlz5Bw5z52b91

X-Postfix-Sender: rfcg22; desolfm
Arrival-Date: Mon, 21 Sep 2020 14

51 40500 (409)

Final-Recipient: rfc822
Original-Racipient: rfc
Action: failed

Status: 5.7.1
Renote-MTA: dns; hanglipoh.melaka.gov.my
Diagnostic-Code: swtp; 554 5.7.1 Relaying denied

 Reply A Foward 3 Archive ﬂJunl: BDeeIe More v

9212020, 233 M

Gambar rajah 3.2.13 (a)

2. Secara asasnya, jika anda tidak pernah mengubah tetapan untuk mengarkib emel, folder
‘Archives’ akan dibuat secara automatik di bawah mail/box dan semua emel arkib akan berada di

folder tersebut.

3. Untuk mengemaskini tetapan lokasi arkib emel:

a. Di halaman mailbox, klik pada EI di belah hujung atas kanan halaman.
b. Pilih Account Settings’ daripada menu drop down.
[Rujuk gambar rajah 3.2.13 (b)]
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MNew >

+

Attachments
Edit >

Find >
Print
Save As >

Empty Trash

Add-ong

coount Settings

8% aldp

A

ustomize >

Message
Events and Tasks
Tools

D Help
& Exit
Gambar rajah 3.2.13 (b)
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c. Di halaman Account Settings pergi ke tetapan ‘Copies & Folders’. [Rujuk gambar rajah 3.2.13 (c)]

Q Inbox {} Options X | (D Account Settings X

v (@ demo1@melaka.gov.my

Server Settings

Copies & Folders When sending messages, automatically:

Copies & Folders

Composition & Addressing | Place acopyin:
Junic settings @ "Sent" Folder on: G2 demo1@melaka.gov.my v
Synchronization & Storage
. Other:
End-To-End Encryption
Return Receipts Place replies in the folder of the message being replied to

 BLocal Folders Cc these email addresses:

Junk Settings
Bec these email addresses
Disk Space
[£] Outgoing Server (SMTP) Message Archives

/| Keep message archives in:
@ “Archives" Folder on: G2 demo1@melaka.gov.my v
Other:

Archive options...

Gambar rajah 3.2.13 (c)

d. Pada bahagian ‘Message Archives’, di “Archives” Folder on: klik pada akaun emel dan pilih lokasi
untuk arkib emel daripada menu drop down. [Rujuk gambar rajah 3.2.13 (d)]

e. Pilih Local Folders untuk menyimpan arkib emel di folder lokal.

Message Archives

/| Keep message archives in:
@ “Archives" Folder on: G2 demo1@melaka.gov.my ~

Other:
B2 Local Folders
Archive options...

Gambar rajah 3.2.13 (d)
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Klik pada | Archive options... I untuk membuka tetapan tambahan bagi folder arkib.

Tetapan ini membolehkan anda untuk menyusun struktur folder arkib mengikut tahun, bulan atau
sebagai satu folder utama sahaja. Klik OK apabila selesai memilih struktur folder yang dikehendaki.
[Rujuk gambar rajah 3.2.13 (e)]

Archive Options X

When archiving messages, place them in:

A single folder

L é\‘ear\y archived folders

Monthly archived folders

' Keep existing folder structure of archived messages

Example
~ & Archives
v [ 2010
B Inbox
£ 2011 e

oK Cancel

Gambar rajah 3.2.13 (e)

4.  Selepas tetapan dikemaskini, emel yang diarkib secara automatiknya akan berada di folder
‘Archives’ di bawah Local Folders dan bukan lagi di bawah mailbox. [ Rujuk gambar rajah 3.2.13

0]

B 220 3 Options X | @ Test- Inbox X | B Undelivered Mail Returned - X | © Test - Inbox X ®E -
G GetMessages [v # wite  QQchat  {i] Address Book Y Quick Filter Search <Ctrl+ =
v [ demol@melaka.govmy ' % Doo  Subject Correspondents Date
Inbox (37) Undelivered Mail Retumed to Sender Mail Delivery System 9/21/2020, 436 PM
E| Drafts (1) Test email demol@melaka.gov.my 10/22/2020, 1:27 AM
4] Sent Testemail Demo2 11/6/2020, 9:55 AM
v [ Archives Test Test Demol 12/24/2020, 840 AM
=L Testtest Demo bin Demni T2/24/2020,851 AM
0 nk ) Testatach demo 121242020, 30 AM
i) Trash

[ additional folder test
3 new folder thunderbird
v [ Local Folders
v 5 Archives
& 200
> [ Trash
[£) Outbox

Gambar rajah 3.2.13 (f)



