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Change Password for first time login

1. If you have changed your password before, go to step 5. For first time login to your new
email, login to your SSM and click my notification to obtain your One Time Password (OTP).
*Please contact SSM helpdesk at ssm.helpdesk@dynamiktechnologies.com.bn if you have
SSM login issues.

yskip My Notification < My Natification

.. Filter
My Notification
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Figure 1: Obtain OTP from SSM

2. Go to mail.gov.bn, enter your username using the format newdomain\user.name (e.g.
mtic\ali.ahmad) and OTP obtained from SSM. Select sign in (refer to Figure 2). For list of
domains, refer to page 9, table 1.
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E-GOVERNMENT NATIONAL CENTRE
MINISTRY OF TRANSPORT AND INFOCOMMUNICATIONS
BRUNEI DARUSSALAM

Untuk keterangan selanjutnya, sila rujuk Tatacara Penukaran Katalaluan dan
Soalan Lazim atau hubungi Meja Bantu Pusat Kebangsaan E-Kerajaan:
Tel: +673 2424959 « Fax: +673 2424940 « E-mail: helpdesk@egc.govbn

For more information, kindly please refer Change Password Guideline and FAQ
or contact E-Government National Centre Helpdesk:
Tel: +673 2424959 + Fax: +673 2424940 « E-mail: helpdesk@egc.gov.bn
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Figure 2: Enter credential

3. Onthe change password page, enter your OTP, your new password and confirm your new
password (refer to Figure 3). Select submit.
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Note: password must be minimum 12 characters inclusive of letters, numbers, special
characters and capital letters. Refer to Change Password Guideline for details.
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change password

Your password has expired and you need to change it before
you sign in to Outlook

Domain\user name:

mtic\ali.ahmad

Confirm

Figure 3: Change password

4. You will be notified if the password change is successful. Select OK (refer to Figure 4).
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Your password has been changed. Click OK to sign in with your new
password.

Figure 4: Successful password change notification



https://www.egnc.gov.bn/Shared%20Documents/E-Mail/Change%20Password%20Guideline%202023.pdf
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Creating a New Profile in Microsoft Outlook

IMPORTANT

Use joined-domain laptop/PC

Connect to One Government Network (OGN) for first time setup.
NOTE: Contact your respective IT unit for further assistance.

5. Go to Control Panel - Mail (Microsoft Outlook 2016) (Figure 5).

Adjust your computer's settings View by:  Large icons *
Backup and Restore g BitLocker Drive L
[ 3. p L [ ]
n | AutoPlay ‘\3 (Windows 7) W Encrypition _,‘ Color Management " Configuration Manager
@ Credential Manager i’ Date and Time b Default Programs 3 Device Manager §2 Devices and Printers
@ Ease of Access Center & File Explorer Options @ File History A Fonts g Indexing Options
) < Mail (Microsoft Outlook aa  Network and Sharing
‘l Internet Options < Keyboard (} 2016) «@» Mouse AN Geriter
a Phone and Modem \_? Power Options P | Programs and Feat Mail ( "1‘ "‘“”“”“‘"”‘” fry {’ Region
t Micro utlook Profiles |
RemoteApp and Desktop P~ P
2) S
[k Consactions \r' Security and Maintenance ) Sound !E} Speech Recognition ; Storage Spaces
Figure 5: Control Panel
6. Select Show Profiles (refer to Figure 6).
&,B Mail Setup - Test X

Email Accounts

3 Setup email accounts and directories.
>4
Data Files

( [ Email Accounts... ]

# Change settings for the files Outlook uses to Data Files...
&& store email messages and documents,

Profiles

Setup multiple profiles of email accounts and [ Show Profiles... ]
data files, Typically, you only need one,

Close

Figure 6: Select Show Profiles
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7. Select your existing profile, select Remove (Figure 7). Select Apply (Figure 8).

D Mail X D Mail X
General General
;“ | The following profiles are set up on this computer: @ The following profiles are set up on this computer:
Qutlook a N
v v
[ Add... [ Remaove Properties Copy... Add... Remove Properties Copy...
When starting Microsoft Qutlook, use this profile: When starting Microsoft Outlook, use this profile:
© Prompt for a profile to be used © Prompt for a profile to be used
O Always use this profile O Always use this profile
Qutlook
oK Cancel Apply Cancel Apply
Figure 7: Remove old profile Figure 8: Select Apply

8. To add a new profile, select Add (Figure 9). On the New Profile window, enter the name for
your new profile. Select OK (Figure 10).

D Mail X @ Mail X
General General
@ The following profiles are set up on this computer: @ The following profiles are set up on this computer:
Y A
@ New Profile X
"{) Create New Profile
v
Profile Name: Cancel
Add... Remove Properties Copy... Ali Ahmad|
When starting Microsoft Outlook, use this profile: When starting Microsoft Outlook, use this profile:
© Prompt for a profile to be used OErorrlpt for a profile to be used
O Always use this profile OAIways use this profile
Cancel Apply oK Cancel Apply

Figure 9: Select Add Figure 10: Enter new profile name
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9. Onthe Add Account window, enter your email address, password, and then retype your
password (Figure 11). Select Next.

@ Add Account X
Auto Account Setup
Outlook can automatically configure many email accounts. #
@ Add Account
© Email Account Auto Account Setup ) _
Qutlook can automatically configure many email accounts.
Your Name:
Example: Ellen Adams
Email Address: © Email Account
Example: ellen@contoso.com .
’ Your Name: Ali Ahmad
Password: Example: Ellen Adams
Retype Password:
Type the password your Internet service provider has g Email Address: ali.ahmad®@egcgov.bn
(©) Manual setup or additional server types Example: ellen@contoso.com
Erssriamik B ——

Retype Password: """""""""""‘

Type the password your Internet service provider has given you.

<] O | setup or additional server types

< Back Cancel Help

Figure 11: Enter credentials

10. When prompted for credentials on the Windows Security window, select More choices.

@)

Searching for your mail server settings...

=’ Windows Security

Mail Application

Configuring Connecting to ali.ahmad@egc.gov.bn

Qutlook is completing the setup for your account. This might take several minutes.
' Establishing network connection mticy
= Searching for ali.ahmad@egc.gov.bn settings

Logging on to the mail server Password

[:} Remember my credentials

More choices

< Back Next > Cancel Help

Figure 12: Select More choices

eGNC
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11. On the Windows Security window, select Use a different account (Figure 13). Enter your
username and password. Tick Remember my credentials, select OK (Figure 14).

X
=F Windows Security X @ Windows Security

Mail Application

Mail Application

Connecting to ali.ahmad@egc.gov.bn

Connecting to ali.ahmad@egc.gov.bn - e Windows Security x
miicy “ Mail Application
Domain
Password Connecting to ali.ahmad@egc.gov.bn
Ren|

D Remember my credentials mticali.ahmad

More
000000000000 000 0000000
More choices
Domain: mtic
| 8

I mtic\ Remember my credentials

9 Use a different account

More choices

Figure 13: Select Use a different account | R Useadifferent account

Figure 14: Enter credentials

12. On the Add Account window, you will be notified if the configuration is successful (Figure
15). Select Finish.
Q Add Account X

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
¥ Establishing network connection
¥ Searching for aliahmad@egc.gov.bn settings

¥ Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[ change account settings
[ Set up Outlook Mobile on my phone, Add another account...

< Back Cancel Help

Figure 15: Successful configuration
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13. Open Microsoft Outlook. Select the profile created earlier, select OK (Figure 16).

BR Microsoft

Choose Profile

Profile Name: | Ali Ahmad

opiors - [0

Loading Profile

Figure 16: Open Microsoft Outlook

14. When prompted for credentials, enter your username and password. Select Remember your
credentials. Select OK (Figure 17).

== Windows Security

Mail Application

Connecting to ali.ahmad@egc.gov.bn

mtic\ali.ahmad

Domain: mtic

Remember my credentials

More choices

mtic\

| £ Use adifferent account

Figure 17: Enter credentials
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15. Domains (Table 1)

Ministry/GLC Domain
Prime Minister’s Office PMO\
Ministry of Finance and Economy
Brunei Halal (Ghanim International Corporation Sdn Bhd) MOFE\
Brunei Darussalam Central Bank
Ministry of Home Affairs MOHA\
Ministry of Education
Universiti Teknologi Brunei (UTB) MOE\
Universiti Islam Sultan Sharif Ali (UNISSA)
Ministry of Primary Resources and Tourism MPRT\
Ministry of Development MOD\
Ministry of Culture, Youth and Sports MCYS\
Ministry of Health MOH\
Ministry of Religious Affairs

S o . MORA\
Kolej Universiti Perguruan Ugama Seri Begawan (KUPUSB)
Ministry of Transport and Infocommunications MTIC\
Maritime and Port Authority of Brunei Darussalam




