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Dasar Umum

Kepada semua Pengguna Pasukan Microsoft (disediakan oleh EGNC),

1.

Sukacita merujuk kepada Surat Pemberitahuan MTIC (ref. KP (MC) SUT / 10), Microsoft Teams yang
disediakan bagi tempoh enam (6) bulan sehingga 14/09/2020 (Perkara ini telah diperkenalkan
berdasarkan pandemik COVID-19 baru-baru ini dan dalam mendukung usaha-usaha ke arah
mempermudahkan lagi flexible work arrangement secara online;

PENTING: Bagi sebarang komunikasi dan perkongsian data, semua pengguna hendaklah mematuhi
peraturan-peraturan sepertimana yang digariskan dalam Manual Keselamatan Perlindungan Kerajaan
yang dikeluarkan oleh Jabatan Keselamatan Dalam Negeri (KDN), Jabatan Perdana Menteri melalui
Pegawai Keselamatan Jabatan (DSO) dan Pegawai Keselamatan Informasi (ISO) Jabatan masing-masing;
Semua pengguna adalah disarankan untuk menggunakan platform ini untuk berkomunikasi melalui
panggilan audio dan video untuk sebarang kerjasama

Bagi perkongsian fail, penguna adalah dinasihatkan untuk menggunakan Intranet sedia ada iaitu;

Sharepoint Platform; Note: Cloud storage akan dikosongkan setelah tamat tempoh enam (6) bulan.




Daftar Masuk (Pilihan 1)

Pilihan 1 - Jika awda sudah mempunyai Microsoft Teams

Pengguna Windows, Klik Start &8 > Microsoft Teams.
Pengguna Mac, pilih Applications fail dan klik Microsoft
Teams.

Pengguna mobile, klik aplikasi Teams

il Login to Microsoft Teams - O >
Microsoft Teams

BT Microsoft

@egc.gov.bn

Enter password Masukkan Kata Laluan

Isikan kata laluan yang sama yang
digunakan untuk mengakses emel
awda.

Passwiord

Forgot my password

Sign in with ancther account e Tekan Sign in

Sign in

Enter your work, school,
or Microsoft account Masukan Nama Pengguna
* Emel ID Kerajaan
Note: **gunakan “_" di tengah
nama pertama dan nama

[Sign—in address keluarga

Sign in e Tekan Sign in

lermg of use Privacy & cookies




Daftar Masuk (Pilihan 2)

Pilihan 2 — Daftar masuk menggunakan Office 365

0 Layari www.office.com

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

2

&" Microsoft a" Microsoft
Masukan Nama Pengguna

Signin e Emel ID Kerajaan

. = i@egc.gov.bn
Note: **gunakan “_" di tengah @egcg
Ermail, phone, or skhama pertama dan nama .
keluarga Enter PaSSWCMasukkan Kata laluan
No account? Create onel - Isikan kata laluan yang sama yang
Password e digunakan untuk mengakses
Can't access your account? emel awda.

Forgot my password
Sign-in options

e Tekan Next

e Tekan Sign in




Mulakan Team (1)

3 Search or type a command

Teams ' Join or create a team
H Your [eams
G $
Ldle® Tekan Teams h
’ Create a team Join a team with a code
.

. . . Enter code

Tekan Create
team

:
OB BEae8n

0 Tekan Join or
s8° Join or create a team create a team

Halaman seterusnya



Mulakan Team (2)

What kind of team will this be? X
(:l Private Pilih Private or
| People need permission to join PUinC
Build a team from scratch e Tekan pilihan ini
I
() Public
LA Anyone in your org can join
Some quick details about your private team X
Team name Add members to Project Falcon
Project Falcon @
o Start typing a name, distribution list, or security group to add to your team. You can also add people
N Isikan maklumat outside your organization as guests by typing their email addresses.
escription

Let people know what this team is all about

ﬁ Alex Wilber x li Lidia Holloway x
-‘ Lynne Robbins x fa Adele Vance x Add

9 Tekan Add
© Ttambah ahii

a Tekan Create

Maklumat lanjut: https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee4 7b17b?wt.mc_id=otc_microsoft teams ﬂ



https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams

Mulakan Perbincangan

To: @ Christie Cline X o Nestor Wilke X
Tambah ahli
menggunakan emel

Chat Recent Contacts Y

Recent

Tekan Chat

=e

You're starting a new conversation
Type your first message below.

Mulakan

perbincangan
melalui audio
atau video call

i 2% Mula chat

Maklumat lanjut : https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft teams ﬂ



https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams

Berkongsi Fall

(O Recent

B Browse Teams and Channels
@ OneDrive

Upload from my computer @ to mention someone

Ay ék© ] & Qe

Klik butang ini

Sila pilih tempat dokumen
tersebut disimpan

Note: Cloud Storage akan dikosongkan setelah tempoh enam (6) bulan

Maklumat lanjut : https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft teams

*



https://support.office.com/en-us/article/video-get-your-team-up-and-running-702a2977-e662-4038-bef5-bdf8ee47b17b?wt.mc_id=otc_microsoft_teams

Mesyuarat menggunakan Outlook

Home Send / Receive Folder
T
b2
New MNew Mew

MNew Teams
Appointment Meeting ~ ltems Meeting

= Buka aplikasi Outlook
o = Tekan Calendar
= Di bahagian atas panel, di bawah Home, Tekan

Mew Teams Meeting New Teams Meeting
; o A O—Isikan emel (termasuk emel
To.. all@company.com.bn; usin@companyb.com.bn .
— pengguna lain)
Subject Meeting with Company A and B . .
Send &Iﬂkan nama meeting
= Location Microsoft Teams Meeting
Start time Sat 4,"11 1!2{'2{} E 11:00 AM w |:| All da}r event
End time Sat 4/11/2020 Fa]| |11:30 AM - e Waktu — Jam dan Hari
(

= Pengguna akan menerima jemputan emel
9 = Klick pautan untuk menyertai mesyuarat

Learn more about Teams | Meeting options M‘Frosoft Teams Me?tfng '
\_ Nota: Jika mereka tidak mempunyai Microsoft Teams — dengan menekan klik

pautan tersebut awda akan disuruh untuk memuat turun Microsoft Teams

Join Microsoft Teams Meeting

Nota: Meeting invite ini hanya boleh didapati di Windows Outlook ﬂ




Cara menggunakan Sharepoint Teams (1)

Teams Y PA  General posts Files Wiki] +
— Pilih butang ini
fourteams e Pilih Teams
PA  Planning and Governance Office NS 11:06 AM
b
Teams ﬁ
Tekan Teams

% <« Reply

4 11:28 AM

[ NS

o
& Reply
Add a tab X
Turn your favorite apps and files into tabs at the top of the channel tSearch Q About X
More apps Website
Tab .
Tabs for your team ah name e |S|kan Nama o
Department Intranet g
E - - ' - Sharepo‘nt .
.l'l URL*
_ Alamat URL
Document Excel Forms OneNote Planner Power Bl https://egnc.intra.gov.bn/ Sharepoint Intranet @
Libi
oy *Make sure you're only linking to sites that start with 'https://* and contain trustworthy web content.
That way, you and your team can stay secure.
@ Post to the channel about this tab Back m

PowerPoint SharePoint Stream Website

e Pilih laman web

0 Tekan Save

Halaman seterusnya



Cara menggunakan Sharepoint Teams (2)

e Halaman Intranet Sharepoint akan
f ditambah di bahagian atas panel

PA  General posts Files Wik |Departmen‘tlntranet v

If your site isn't loading correctly, click here

SharePoint Newsfeed OneDrive

BROWSE PAGE

Documents
Lists
(¥ new document or drag files here
Tasks
Discussions v () Name Modified Modified By

Team Discussion

9 Akses dan kongsi fail awda



Protokol Mesyuarat Teams

Bagi penganjur mesyuarat
Persediaan sebelum mesyuarat

o Menghantar jemputan mesyuarat

*Melalui kalendar

* Join Microsoft Teams Meeting

New Teams
Meeting Learn more about Teams | Meeting options

Teams Meeting

Menghantar protocol mesyuarat
o kepada ahli

*melalui emel

Penyampai taklimat

e *memastikan dokumen yang berkenaan sudah dihantar
melalui emel atau sharepoint

Mencuba membuat panggilan

e *memastikan semua kualiti audio dan video dalam
keadaan baik.

Semasa mesyuarat

Peringatan mengenai protokol mesyuarat
*Mic dan kamera ahli hendaklah ditutup

Bersedia
*Kesemua ahli dibenarkan menyoal melalui Chat

*Pihak penganjur mesyuarat akan memberikan maklum balas melalui Chat
atau audio

Terputus rangkaian

*Ahli boleh meyertai kembali mesyuarat tersebut melalui pautan jemputan
atau Teams Group (Meeting now)

@« Meeting started




Protokol Mesyuarat Teams

Bagi ahli-ahli mesyuarat yang dijemput

Persediaan sebelum mesyuarat Semasa Mesyuarat

Pada permulaan mesyuarat semua peserta
dikehendaki menuntup Mic
*hanya pengerusi mempunyai membuka Mic

e Terima panggilan dari pihak pengerusi

Join Microsoft Teams Meeting Semua interaksi akan melalui Chat

*Kecuali pengerusi membenarkan mana-mana ahli untuk berinteraksi

Bersedia 5 minit sebelum waktu
mesyuarat dimulakan o

Learn more about Teams | Meeting options

9 Pengerusi akan menjemput penyampai taklimat

*sama ada ingin berkongsi skrin atau fail

e Komen / soalan dihantar melalui Chat

*Persoalan ini akan ditangani oleh penganjur selepas setiap topik

@« Meeting started

Terputus rangkaian
e *Sertai semula melalui pautan invite atau dari group Teams (Meeting Now)

*atau beritahu penganjur melalui one-to-one chat




Rakaman Live Demo

m Microsoft Teams

Introduction to Microsoft Te,ams . Needhelp? | Leave



https://teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_ZTQwZWM4YmUtNmQ2Mi00MTMyLTk1MmQtMWYzMmYyZjliMWM1%40thread.v2%2f0%3fcontext%3d%257b%2522Tid%2522%253a%252250da7fc6-16af-427e-8073-f572973aaa14%2522%252c%2522Oid%2522%253a%25220702d7bb-8aa6-4855-a4d0-26de2025f8e2%2522%252c%2522IsBroadcastMeeting%2522%253atrue%257d%26anon%3dtrue&type=meetup-join&deeplinkId=599cde8c-ea8b-4c81-866f-3622b4e06854&directDl=true&msLaunch=true&enableMobilePage=true&suppressPrompt=true
https://teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_ZTQwZWM4YmUtNmQ2Mi00MTMyLTk1MmQtMWYzMmYyZjliMWM1%40thread.v2%2f0%3fcontext%3d%257b%2522Tid%2522%253a%252250da7fc6-16af-427e-8073-f572973aaa14%2522%252c%2522Oid%2522%253a%25220702d7bb-8aa6-4855-a4d0-26de2025f8e2%2522%252c%2522IsBroadcastMeeting%2522%253atrue%257d%26anon%3dtrue&type=meetup-join&deeplinkId=599cde8c-ea8b-4c81-866f-3622b4e06854&directDl=true&msLaunch=true&enableMobilePage=true&suppressPrompt=true
https://teams.microsoft.com/dl/launcher/launcher.html?url=%2f_%23%2fl%2fmeetup-join%2f19%3ameeting_YWU2MThhZjUtY2ZjMy00MDJhLTg0Y2MtODUzZDc0YTg5ZWM2%40thread.v2%2f0%3fcontext%3d%257b%2522Tid%2522%253a%252250da7fc6-16af-427e-8073-f572973aaa14%2522%252c%2522Oid%2522%253a%25220702d7bb-8aa6-4855-a4d0-26de2025f8e2%2522%252c%2522IsBroadcastMeeting%2522%253atrue%257d%26anon%3dtrue&type=meetup-join&deeplinkId=4f6248e6-ad24-4685-a204-7672b80bc50f&directDl=true&msLaunch=true&enableMobilePage=true&suppressPrompt=true

For support:

Helpdesk

E-Government National Centre

Ministry of Transport and Infocommunications
Brunei Darussalam

Tel: +673 2424959; Fax: +673 2424940
Email: helpdesk@egc.gov.bn
Website: www.egnc.gov.bn



mailto:helpdesk@egc.gov.bn
http://www.egnc.gov.bn/

