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1. Buka e-mel Sun Mail dan pergi ke Address Book. Kemudian klik kanan pada mana-mana contact
yang terdapat disana dan pilih Export

Export contacts from Address Book |

Export format:

Microsoft Outlook ‘ v |

Export all '# Export selected

Export Contacts Cancel

2. Pilih Microsoft Outlook CSV pada ruangan Export format. Tandakan Export all dan kemudian Klik
Export Contacts.
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Opening export.csy

You have chosen to open:

@ export.csv
which is & Microsoft Excel Comma Separated Values File
from: http://mail.customs.gov.my

What should Firefox do with this file?

(") Openwith | Microsoft Excel (default) -

@ Save File

[T Do this automatically for files like this from now on.

oK ][ Cancel

3. Klik Save File dan kemudia klik OK.

—
ﬁnler name of file to save to.
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File name: export.csv

Save as type: | Microsoft Excel Comma Separated Values File (*.csv) v]

. Hide Folders sve | [ cancel |

4. Save fail berkenaan pada folder yang sesuai dan kemudian klik Save.
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send / Receive

Folder View

T [
g8l Save As .
0 Account Information
Gy save &
.« ridzuan.hamzah@customs.gov.my (1) o
I w Microsoft Exchange

e Add Account
Open e —
Print G Account Settings

@L' Meodify settings for this account, and configure
Help e additional connections, o
?efctc'ou L Access this account on the web, ! Y

] Options e https://webmail.customs.gov.my/owa/ I\;

5 Exit {/

Automatic Replies (Out of Office)

” 4 ] Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic

Replies
Mailbox Cleanup

[1_-=- : Manage the size of your mailbox by emptying Deleted ltems and
archiving.

Cleanup

Tools ~ I

1.98 GB free of 2 GB

Rules and Alerts

ﬁj Use Rules and Alerts to help organize your incoming e-mail
messages, and receive updates when items are added, changed, or

Manage Rules removed.
& Alerts

5. Langkah seterusnya, buka Microsoft Outlook.

Home Send / Receive Folder View
B savea
-~ Open Calendar
M3 Save Attachr o % =
= - Open a calendar file in Outlook (.ics, wes).
Info
; ‘-:P.E“ Open Outlook Data File
Open an Outlook data file (.pst).
Print
Help Import
Import files, settings, and RS5 Feeds into Outlook.
|2 Options ﬁ
Exit
o~ Other User's Folder
—: Open a folder shared by another user.

6. Klik pada Open dan kemudian pilih Import.
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-
Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to & file

Import & VCARD file [ vef)

Import an iCalendar (.ics) or vCalendar file (. vcs

ort from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses
Import RSS Feeds from an OPML file
Import RSS Feeds from the Commaon Feed List

Description

Import data from other programs or files, incuding
ACT!, Lotus Organizer, Outlook data files (PST),
database files, text files, and others.

o ) (Come)

7. Pilih Import from another program or file dan klik Next.

-

Impaort a File

Select file type to import from:

ACT! 3.x, 4.%, 2000 Contact Manager for Windows .
Comma Separated Values (DOS H

Comma Separated Values (Windows)
Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Qutlook Data File {.pst)

8. Kemudian pilih jenis fail Comma Separated Values (Windows) dan klik Next.
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-
Import a File

File to import:

| [Bi;nwse...

Options

@ Allow duplicates to be created
) Do not import duplicate items

(7 Replace duplicates with items imported

| <Bak | mext> | [ cancel
9. Pilih fail yang ingin diimport, klik Browse.
- A
@ Browse - - M
@@v B Desktop » 2 - |‘1| | Search Desktop ol
Organize = New folder - O @

@ Microsoft Outlook

0 Favorites
M Desktop
& Downloads
2l Recent Places
& SkyDrive

7l Libraries
@ Documents
J’l Music
(&= Pictures
il SkyDrive
m Videos v

T WSTErT FOITER

| Computer
1 System Folder

- WEB Partner
E Shortcut
[A=~ 1.11KB
07 JULAI 2012
File folder
redsnlw
| File folder

slide

= File folder

Y STEM FOIdEr

&

e Kmanager Enterprise 3
Shorteut
219 KB

I

MNetwork
Systern Folder

PTV CTM
File folder

scan paper cutting
File folder

T
| Microsoft Excel Comma Separate...

s
‘ ar_ 5.00 KB

File name: export.csv

- ’Comma Separated Values (Win v]

M |

Toos v | OK

Cancel ]

-

m

=

10. Pilih fail yang kita telah export tadi. Dan kemudian klik OK.




MANUAL PENGGUNA — IMPORT PERSONAL CONTACT DARIPADA SUN MAIL KE MICROSOFT OUTLOOK

-

Import a File

File to import:
| C:Wsers\chﬂ_tehikalmesktop\export.d [Emwse

Options

(") Replace duplicates with items imparted
@ Allow duplicates to be created

() Do not import duplicate items

| <gack || met> || candl |

11. Buat pilihan samada ingin Replace duplicates atau Allow duplicates.

'

Import a File

Select destination folder:

R L@ Tasks =
=26t ridzuan@IKDM.LOCAL

{1 Archive

Eﬂ--ﬁ Calendar

- Conversation Action Settings H

[-{a) Deleted Ttems
{1 Deleted Messages
E] Drafts

@ Inbox
----- (ﬂ Journal

1 Junk E-Mail
.7 Mawe Faad

[ <gedc [ mext> | [ concel

12. Kemudian, klik pada folder Contact e-mel anda.
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-

Import a File

The following actions wil be performed:

Import "export.csv” into folder: Contacts l Map Custom Fields ... ]

’ghame Destination ]

This may take a few minutes and cannot be canceled.

13. Tandakan pada kotak berkenaan dan kemudian klik Finish.

'

Import and Export Progress

o =

Importing Contacts from export. csv into 'Contacts’

14. Proses Import akan mengambil masa beberapa saat.
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ABDULLAH, NORLIMNDA LIM

NORLINDA LIM ABDULLAH
W54

03-88822323 Wark
norlinda.lim@customs.gav.my

AMIN, MOHD AFANDI BIN
MOHD AFANDI BIN AMIN MD

afandi.amin@customs.gov.my

DERIS, JUNAINIWATI MOHD

JUNAINIWATI MOHD DERIS
F43

03-88822571 Wark
Jjunainiwati,deris@ customs.gov.my

ISMAIL, KHAIRUL ANUAR

KHAIRUL ANUAR ISMAIL
F32

03-88822586 Work,
khairul.ismail@customs.gov.my

ABDULLAH, NORZALILAH
NORZALILAH ABDULLAH
F32

0358822586 Work
norzalilah.abd@customs, gov.my

Ayob, Mazuein
Mazuein Ayob

mazuein.ayob@treasury. gov.my

GST, Customs Call Center
Customs Call Center GST

03-78843967 Work
ccc@customs.gov.my

JOHARAY, SITI SABRINA

SITI SABRINA JOHARAY
W4l

03-88822587 Work
sabrinajoharay@ customs.gov.my

Search Contacts (Ctrl+E)

ADUAN CPA
ADUAN CPA

aduan@customs.gov.my

AZIS, RANI ARIS @

RANI ARIS @ AZIS
Fa4

rani.aris @customs. gov.my

HARUOMN, FADZILAH

FADZILAH HARUON
F32

03-88822586 Work
fadzilah.haruon@customs.gov.my

KABAZ, SAIPLIL
SAIPUL KABAZ

saipul@kabaz.com

This folder is up to date.

alljkdm
alljkdm

allikdm@customs, gov.my

AZMAN, ASLIZA
ASLIZA AZMAN

asliza.azman@ customs.gov.my

Hisham, Badli
Badli Hisham

badlihisham@MNRE.GOV. MY

KASTAM CPA
KASTAM CPA

kastam@ customs.gov.my

%] Connected to Microsoft Exchange | [T 85 [0 100% '253

15. Tahniah, anda telah berjaya.



