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Membuka Fail Arkib di dalam Microsoft Outlook

1. Buka Microsoft Outlook. E-mel yang diarkibkan akan terpapar dan disenaraikan secara
automatik pada bar di sebelah kiri dan sedia untuk dilihat pada Microsoft Outlook (lihat
Rajah 1).

archived email - Outlook

File Home Send / Receive Folder Help Q Tell me what you want to do
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(9 ﬁ‘n [ | Show as Conversations @Qate ‘€2 From 52To Il Categories
: = =
Change View Message [* Flag: Start Date > Flag: Due Date [kl Size =l Subject
View - Settings Preview =
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> Favorites < Search archived_email p Current Folder ~
archived _email By Date v T

4 emailrequest.test@egc.gov.bn We didn't find anything to show here.
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Deleted Items

Archive

Conversation History

Junk Email
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RSS Feeds

Search Folders
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Rajah 1: Melihat arkib emel

Sila ikuti langkah di bawah jika e-mel yang diarkibkan tidak terpapar pada bar di sebelah kiri
Microsoft Outlook.

2. Klik File (rujuk Rajah 2).

Folder View Hely
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Rajah 2: Pilih ‘File’
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3. Klik ‘Open & Export’, kemudian pilih ‘Open Outlook Data File’ (rujuk Rajah 3).

©
Info Open

Open & Export
" Open Calendar
D Open a calendar file in Outlook (ics, .vcs).
Open
Calendar

Open Outlook Data File

Office D Open an Qutlook data file (.pst).
FAGEEITT Open Outlook
Data File
Options
Exit = Import/Export
€ Import or export files and settings.
Import/Export
Other User's Folder
- Open a folder shared by another user.
Other User's
Folder

Rajah 3: Pilih ‘Outlook Data File’

4. Carifail yang telah diarkibkan di dalam folder dokumen anda (lokasi default: Outlook Files
folder) dan pilih “OK’ (rujuk Rajah 4).

05 Create or Open Outlook Data File
< > v /N | M < Docu. > Outlo.. >

Organize ¥ New folder
B STATISTICS (£ Name . Date modified
B [STATISTICS] # I Folder 12/15/2022 3:54 PM
Bl TEMPLATE - # o8 archived_email 12/22/2022 3:37 PM
0% Microsoft Outloc

& OneDrive

B This PC
|

Flename:
Save as type: |Outlook Data File v

A Hide Folders Tools ~ | Cancel

Rajah 4: Cari lokasi fail
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5. E-mel yang diarkibkan akan disenaraikan dan tersedia untuk dilihat seperti dibawah (lihat
Rajah 5).

Inbox - emailrequest.test@egc.gg

Send / Receive Folder View Help Q Tell me what you want to do
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4 Monday

Archive
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Promosi Jualan Buku, Jurnal da..  Mon 2:11 PM

Conversation History
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Outbox 4 Last Week
RSS Feeds
Government Informat... >
Search Folders 2 Hari Terakhir Pembukaan se B 13716 X

Rebutlah peluang untuk M]

- : :
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Rajah 5: Melihat emel arkib
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