MANUAL ENKRIPSI BAGI PENGHANTARAN
DOKUMEN TERPERINGKAT MELALUI E-MEL

APLIKASI MICROSOFT
OFFICE (EXCEL) 2007

LANGKAH 1: UNTUK ENKRIP DOKUMEN

Langkah 1.1

= Klik ‘Quick Access Toolbar

Recent Documents

1 Kursus Aku 2008

2 Senarai Semak Inspektorat E-mel Sektor Awam

3 Sistem d Pencen

4 Senarai_Mama_Peg_PPL Sehingga 11 MOV 2011 1=l
5 MAMA EMEL AKRAB

6 Emel_2012

7 Emel_2011

= 8 SEWNARAI SERVER I-HUE DAN STATUS INSTALLAT., &
H saveds 9 Senarai Mama Pegawai JPA 3 MOV 2011

; Emel_2010
).g:d Brint ¥ Senarai Nama Peg PPL Sehingga 02 FEB 2011
b JPA-PMO4 Schedules
ﬂ Prepare F Inventori SRK 2008
LIST_SERVER_SRK
_ﬁ Send 3 Alerts&Events per Location
Senarai Nama Pegawai JPA 19 JULAT 2011

/" Publish F Bina_Perkataan_5i_Kamus_Dewan
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Langkah 1.2

= Klik ‘Prepare’ > ‘Encrypt Document’
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Langkah 1.3

= Taipkan password dua kali dan klik ‘OK’

Encrypt Document
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Prepare the document for distribution
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Properties
View and edit workbook properties, such
as Title, Author, and Keywords.,

Inspect Document

' Check the workbook for hidden metadata

or personal information.

Encrypt Document

Increase the security of the workbook by
adding encryption.

Restrict Permission

Grant people access while restricting their
ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the workbook by
adding an invisible digital signature.
Mark as Final

Let readers know the waorkbook is final and
make it read-only.

Run Compatibility Checker

Check for features not supported by earlier
versions of Excel,
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| 1) Excel Options | | X Exit Excel

Password:

— Encrypt the contents of this file

[

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding document names in a safe place.

(Remember that passwords are case-sensitive,)

(04 Cancel




LANGKAH 2: PENGHANTARAN DOKUMEN

Langkah 2.1

Pemilik dokumen mengirim fail yang mengandungi password
melalui e-mel (berasingan) kepada penerima e-mel yang
dienkrip.

Langkah 2.2
Pemilik dokumen membuat panggilan telefon untuk

memaklumkan password bagi membuka dokumen yang
dienkrip.



LANGKAH 3: UNTUK MEMBUKA FAIL YANG TELAH
DIENKRIP

Langkah 3.1

» Masukkan password yang dihantar oleh pemilik dokumen /
penghantar dokumen

Password | E E|
'ursus Aku 200501, xls' is protected,

Password:

l Ok, ] ’ Cancel

Langkah 3.2

= Klik butang ‘OK’

Langkah 3.3

= Dokumen akan dibuka.

Langkah 3.4

» Proses buka dokumen yang telah dienkrip selesai.



