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CARA MEWUJUDKAN TAB FOLDER BAHARU UNTUK PENERIMAAN EMEL DARIPADA PUTRA

FINANCE DAN SISTEM SOKONGAN

EMEL YANG TERLIBAT DAN PERLU DIASINGKAN DARIPADA INBOX SEDIA ADA ADALAH SEPERTI

BERIKUT:

NAMA SISTEM ALAMAT EMEL YANG DITERIMA
PUTRA FINANCE putrafinance@upm.edu.my
ECLAIMS eclaims.bursar@upm.edu.my

SISTEM PENGURUSAN ASET

aset@upm.edu.my

SISTEM PENGURUSAN STOR

aset@upm.edu.my

1. BUKA EMEL PUTRA. TEKAN GAMBAR @ DAN SKRIN QUICK SETTING AKAN DIPAPARKAN.

TEKAN SEE ALL SETTINGS

Quick settings

See all settings

Apps in Gmail

Chat and Meet .

Customize

Density

O Default a

(® Comfortable

O Compact

2. PILIH TAB FILTERS AND BLOCKED ADDRESSES. TEKAN CREATE A NEW FILER

,
Settings

General Labels Inbox AccountsandImpoft Filters and Blocked Addresses Fopwarding and POP/IMAP Add-cons Chat and Meet

Advanced Offline Themes
The following filters are applied to all incoming mail:

Matches: from:(. dgmail.com)
Do this: Categorize as Social

Select: All, None

- I

edit delete

reate a new filter )Import filters

: l[l

The following email addresses are blocked. Messages fro escaddresses will appear in Spam:


mailto:putrafinance@upm.edu.my

3. SKRIN BERIKUT AKAN DIPAPARKAN. MASUKKAN ALAMAT EMEL YANG INGIN DISARING DAN
TEKAN CREATE FILTER

From

To fAP Add-ons Chatan
Subject

Has the words

Doesn't have

Size greater than - MB -

[ Has attachment

4. CONTOH ALAMAT EMEL XXX

From N ')@gmail.com,|

To Dgmail.com, AP Ac

Subject
Has the words
Doesn't have

Size greater than - MB -

Create filter Search

[[] Has attachment



5. PILIH [[] CATEGORIZE AS: SOCIAL . TEKAN CREATE FILTER

ETT
When a message is an exact match for your search criteria: 1-
Skip the Inbox (Archive it)
Mark as read 2rsations st
Star it
Apply the label: Choose label... ~ ntly using 504

Forwardit  Add forwarding address
Delete it

Never send it to Spam

Always mark it as important

Never mark it as important

Categorize as: Choose category...

oOooo0oo0oboo0Dooooo

Also apply filter
PPY t activity: 18 m

Details
ogram Policies

®

Learn more

vered by Goog

| Forums L

I i Almaale? Al A =  amninn

6. PAPARAN EMEL YANG AKAN DISARING MASUK KE INBOX SOCIAL. LAKUKAN LANGKAH 2-5 BAGI
EMEL-EMEL LAIN

Settings = v

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Chat and Meet

Advanced Offline Themes
The following filters are applied to all incoming mail:

Matches: from:(c~ “@gmail.com)

. . . edit delete
Do this: Categorize as Social

Select: All, None

Create anew filter  Import filters



7. SKRIN BERIKUT AKAN DIPAPARKAN. SEMUA EMEL YANG BERKAITAN AKAN DIPAPARKAN DI
DALAM TAB SOSIAL TERSEBUT

- i i
/ Compose
Primary @
Inbox

Starred ++ » Nadhirah .. JUNAIDAH 7 UPM - Data Workflow SPS, SPA di

Snoozed ++ » khairol, NUR 3 Fw: UPM : Go Live Report Verifica

Sent
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