PROSEDUR ENKRIPSI
MAKLUMAT
TERPERINGKAT

MICROSOFT OFFICE & PDF

&



OBJEKTIF

® Prosedur ini diwujudkan adalah untuk melindungi maklumat terperingkat dalam bentuk
elektronik daripada pendedahan, pengubahsuaian, pemindahan atau pemusnahan tanpa
kebenaran, dan memastikan bahawa perkhidmatan kerajaan dapat diteruskan dengan

lancar.

SKOP

* Prosedur ini dilaksanakan untuk melindungi maklumat terperingkat PMINT yang telah
disediakan, disimpan, dan diedarkan secara elektronik melalui kaedah enkripsi daripada

ancaman persekitaran.
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ENKRIPSI

® Enkripsi adalah satu kaedah bagi memelihara data, dimana data asal (plain text)
akan ditukar ke dalam bentuk data yang sukar difahami (cipher text) dengan
menggunakan algoritma enkripsi. Kata laluan adalah perlu bagi membuka dan
membaca fail yang telah di enkrip.

® Pengirim menukarkan mesej asal ke bentuk rahsia dan menghantar kepada
penerima

DEKRIPSI

® Proses untuk mengambil maklumat yang di enkripsi menggunakan kod atau kekunci
yang betul.

® Menterbalikkan kembali proses enkripsi supaya mesej ditukar ke dalam bentuk yang
asal
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Langkah Enkripsi
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PERBADANAN MEMAJUKAN IKTISAD NEGERI TERENGGANU
MINIT MESYUARAT JABATAN HAL EHWAL KORPORAT BIL. 2/2022

Tarikh : 12 Oktober 2022 (Rabu)

Masa : 2.30 petang

Tempat : Dewan Ghurfah Marwah, Taman Tamadun Islam (TTI)
Kehadiran:

Puan Hajah Haslina Laili binti Mochamad - Pengerusi

Puan Zawiah binti Zakaria
Puan Hajah Wan Hanan binti Wan Ismail
Encik Rosman bin Mohamed
Puan Noorina binti Ibrahim
Puan Rosmawati binti Mohd Jamil
kge‘l of 9 2002 words

Enrik Wan Rahaizah hin \WW Nithman
English (United States) (& Accessibility: Investigate Eg FE - — 3+ 12

> Buka dokumen (.doc, .xls, .ppt) yang hendak di enkrip
> Klik pada menu “File” di bahagian atas kiri dokumen
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Info

MINIT MESY JHEK 2 2022

C: » PMINT_MZBY =« MESYUARAT JABATAN HAL EHWAL KORPORAT BIL 12023

‘ % Upload ‘ | |= Share | |GD Copy path | ‘G‘J Copy local path ‘ ‘ Open file location

Protect Document

Contral what types of changes people can make to this document,

Always Open Read-Only
Prevent accidental changes by asking
readers to opt-in to editing,

Encrypt with Password are that it contains:

Password-protect this document

Restrict Editing dden text
Control the types of changes others isabilities might find difficult to read
can make

Restrict Access
[g Grant people access while removing 4
their ability to edit, copy, or print.
ges.
Add a Digital Signature

& Ensure the integrity of the document
by adding an invisible digital signature

Account ; Mark as Final
Let readers know the document is

Feedback final.

Options

Properties ~
Size

Pages

Words

Total Editing Tirme
Title

Tags

Comments

Related Dates
Last Maodified
Created

Last Printed

Related People
Author
Last Madified By

Sign in Rj

82.3KB

9

2002

8 Minutes
Add a title
Add a tag

&dd comments

Today, 1:03 PM

Add an author

Mot saved yet

Related Documents

Open File Location

| PRI

?

[»] y

> Pilih “Encrypt with Password".

> Klik pada “Info” dan kemudian klik pada “Protect Document”.
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Encrypt Document ? et

Encrypt the contents of this file

Passwaord:

[ |
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 passwards are case-sensitive,)

g

Masukkan password yang sesuai dan yang mematuhi Garis Panduan Keselamatan
Dokumen Elektronik dan Pengurusan Media PMINT, kemudian klik “"OK".
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Confirm Password

Encrypt the contents of this file

Eeenter password:

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.)

Masukkan password yang sama pada skrin pengesahan yang dipaparkan untuk tujuan
pengesahan kali kedua dan klik "OK" setelah selesai.
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Microsoft Word >

Confirmation password is not identical.

> Skrin diatas akan terpapar sekiranya password yang dimasukkan tidak sama.

» Perlu masukkan password yang betul sekali lagi.
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MINIT MESY JHEK 2 2022

C: e PMINT_MZBY » MESYUARAT JABATAMN HAL EHWAL KORPORAT BIL 12023

% Upload | | ¥t Share | |GD Copy path | |GD Copy local path | | Open file location

Protect Document Properties ~

& A password is required to open this document. Size 82.3KB
Pages =1
Waords 2002

Total Editing Time 8 Minutes

Titl Add a titl
,:b.l Inspect Document e fed s s
N Before publishing this file, be aware that it contains: jlag= FEEIDED
Check for Document properties Comments Add comments
Issues ~
Footers
Characters formatted as hidden text Related Dates

Content that people with disabilities might find difficult to read Last Modified

Created Today, 1:03 PM
—u] Manage Document Last Printed
q _j There are no unsaved changes.
Manage Related People
Document ~
Authaor Add an author
Account Last Maodified By Mot saved yet
Feedback Related Documents
Options Open File Location 1
Show All Prooerties P

> Perkataan “Protect Document” telah bertukar warna menunjukkan enkripsi telah
dilaksanakan untuk dokumen ini.

> Klik “Save” setelah selesai. Ini bagi memastikan penetapan password
dilaksanakan dengan sempurna.

> Dokumen tersebut kini boleh diedarkan secara % Pngnik.

SEDUR ENKRIPSI MAKLUMAT TERPERINGKAT PMINT



diubahsuai oleh penerima.

Password

Enter password to open file
Chu AMIMIT MESY JHEK 2 2022 . doox

Cancel

Dokumen tersebut kini memerlukan password sebelum boleh dibuka dan/ atau
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Langkah Dekripsi

MICROSOFT OFFICE 2016
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> Buka dokumen yang hendak di dekrip
> Masukkan password yang telah di sediakan

Password 7 =

Enter password to open file
Ch G AEMERIPS] DEERIPSL oo
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MINIT MESY JHEK 2 2022 - Word

Home Insert Draw Design Layout References Mailings Review View Help Nitra Pro 10 Q Tell me what you want to do
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PERBADANAN MEMAJUKAN IKTISAD NEGERI TERENGGANU
MINIT MESYUARAT JABATAN HAL EHWAL KORPORAT BIL. 2/2022

Tarikh : 12 Oktober 2022 (Rabu)

Masa : 2.30 petang

Tempat : Dewan Ghurfah Marwah, Taman Tamadun Islam (TTI)
Kehadiran:

Puan Hajah Haslina Laili binti Mohamad - Pengerusi

Puan Zawiah binti Zakaria

Puan Hajah Wan Hanan binti Wan Ismail
Encik Rosman bin Mohamed

Puan Noorina binti Ibrahim

Puan Rosmawati binti Mohd Jamil

Enecilk \Wan Rahaizah hin \WW__Oithman
2002 words  English (United States) (% Accessibility: Investigate B B - —8—+ 12

elofg

> Klik pada menu “File” di bahagian atas kiri dokumen.
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MINIT MESY JHEK 2 2022 - Waord Sign in Rj ? - 0O bt

f s
C:» PMINT_MZEY » MESYUARAT JABATAN HAL EHWAL KORPORAT BIL 12023
‘ % Upload ‘ | |= Share | |GD Copy path | ‘ &2 Copy local path ‘ ‘ Open file location
Protect Document Properties ~
Contral what types of changes people can make to this document, Size 82.3KB
Pages 9
Words 2002
Always Open Read-Only Total Editing Ti 3 Minut
Prevent accidental changes by asking otal sditing fime inutes
readers to opt-in to editing, Title Add a title
Encrypt with Password are that it contains: Tags Add a tag
Password-protect this document Comments Add comments
Restrict Editing dden text Related Dates
Control the types of changes others isabilities might find difficult to read
can make Last Madified
Restrict Access Created Today, 1:03 PM
[g Grant people access while removing 4 Last Printed
their ability to edit, copy, or print.
i N ges.
D Add a Digital Signature Related People
2 Ensure the integrity of the document _
by adding an invisible digital signature Author Add an author
Account Mark as Final Last Madified By Mot saved yet
; Let readers know the document is
Feedback final. Related Documents
Options Open File Location |
S [~

> Klik pada “Info” dan kemudian klik pada “Protect Document”.
> Pilih “Encrypt with Password ".
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rEr11:r':,-'pnt Document ? X |
Encrypt the contents of this file

Passwaord:

I FRRER I

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.)

I o I

Delete password yang dipaparkan kemudian klik “"OK".
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Info

MINIT MESY JHEK 2 2022

C: » PMINT_MZBY » MESYUARAT JABATAN HAL EHWAL KORPORAT EIL 12023

| % Upload ‘ ‘ |7 Share ‘ ‘GB Copy path | ‘GD Copy local path | ‘ Open file location

Protect Document
} Cantrol what types of changes people can make to this document,

Protect
Document ~

3 Inspect Document
= Before publishing this file, be aware that it contains:
Check for Document properties
Issues ~
Footers
Characters formatted as hidden text
Content that people with disabilities might find difficult to read
—wj Manage Document
q 7] There are no unsaved changes.
Manage
Document -

Account

Feedback

Options

Sign in ,"? ?

Properties ~

Size 112KE
Pages 9
Words 2002

Total Editing Time 17 Minutes

Title Add a title
Tags Add a tag
Comments Add comments

Related Dates

Last Modified Today, 1:20 PM
Created Today, 1:03 PM
Last Printed

Related People

Author Add an author

Last Modified By 7 Tl

Related Documents

Open File Location

)l

J

dekripsi telah berjaya dilaksanakan.

disimpan.
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> Perkataan “Protect Document” berubah warna seperti teks yang lain menunjukkan

> Klik “Save” setelah selesai bagi memastikan perubahan yang dilaksanakan dapat
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—— r‘t% - = FAIMIT MESY JHEK 2 2022, pdf - Mitro Fro 10 - = =

HOME EDIT REWIEW FORMS FPROTECT CLOUID HELF Mitro Clowud ~

TThH |4 »| Fit Width <B4 Request Signature E1 [ L
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» FitPage | — 7=  -Tm————- =¥ Share !
Hand FToom . Select Tvpe QuickSign  _ POF Combine Portfolio To To To To To
- & Rotate Wiew - Text - 5 Collaborate - waord Excel PowerPoint Other~ PDF/a -~
Wieww Tools Create Conwvert ~
[&¥] FINMIT MESY JHEK 2 2022 < -

PERBADAMNAN MEMAJUKAN IKTISAD NEGERI TERENGGAMNU
MINIT MESYUARAT JABATAN HAL EHWAL KORPORAT BIL. 2/2022

Tarikh = 12 Oktober 2022 (Rabu)

Masa : 2.30 petang

Tempat : Dewan Ghurfah Marwah, Taman Tamadun Islam (TTI)
Kehadiran:

Puan Hajah Haslina Laili binti Mohamad - Pengerusi

Puan Zawiah binti Zakaria

Puan Hajah Wan Hanan binti Wan lsmail
Encik Rosman bin Mohamed

Puan Moorina binti Ilbrahim

Puan Rosmawati binti Mohd Jamil

Encik Wan Rohaizab bin W. Othman
Puan Norzurulizam binti Mat Dagang
Puan Nur Syazana binti Ruhaizad

Puan MNor Shahrina binti Sarifudin

Encik Mohd Shafiq bin Masir
Encik Mazlan bin Mohamad

Puan MNur Hartini binti Ismail

> Buka .pdf dokumen yang hendak di enkrip
> Klik pada menu “File” di bahagian atas kiri dokumen
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MIMNIT PMESY JHEE 2 2022, pdf - Mitro Pro 10 - a

Mitro Cloud

Change Document View Details

Change how the decument will lead when viewed Title Add a title

in alternate PDF software.
Author User

Subject Add a subject
Keywords Add keywords

Base URL Add base url

[a Protect Document

Control what type of changes can be made to

Protect this decument. Custom

Document
Attach Files General
File Mame MIMNIT MESY JHEK 2 2022, pdf
COptimize PDF
Creator Microsoft® Word 2016
Close Producer Microsoft® Word 2016
Created Monday, & February, 2023 8:35:3
Document Properties e

Medified Monday, & February, 2023 8:35:3
. PDF Version 1.5 (Acrobat 6.x)
Batch Processing
Size 28293 KB (289,722 Bytes)
Batch Print Show all propetties

Freferences

Exit

"nitro

> Klik pada “Info” dan kemudian klik pada “Protect Document”.
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ccument Properties

Summary Security Fopts  Initial View

Document security

Applying security restricts what functionality is available to users when working with a document.

Security method: |Nn security

e | Change settings. ..

Mo securi
Certificate security |

Existing security settings

Printing:

Change document:

Document assembly:

Content copying or extraction:
Content extraction for accessibility:
Page extraction:
Commenting:

Fill form fields:

Sign digital signatures:

Creation of template pages:

Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed

Cancel

> Skrin “Document Properties” akan
dipaparkan.

> Di bahagian “Security method”, pilih
“Password security”

> Klik “OK”
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Password Security

I:H Password Security

Open passwords require users to enter a password for access, where a
permissions password restricts what features are available to the user.

> Skrin “Password Security” akan Open password

B Require a password to open the document

dipaparkan.
Password: I ITITITIIT)

> Tick di bahagian “"Require a password Confirm password:
to open the document” S

[ | Reguire a password to change security settings and access spedfic functions

> Masukkan password N

> KI i k e Fi n iS h" Confirm password;:

Printing allowed: More

Changes allowed: Mone

Enable copying of text, images and other content

Enable text access for screen reader devices for the visually impaired

Maore < Back Cancel
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©

Info

E

Open

Save 2
SaveAs

Print

Share

Attach Files
Optimize PDF
Close

Document Properties
Batch Processing
Batch Print
Preferences

Exit

Wnitro

Ir

Document Properties

Summary Security Fonts  Initial View

Document security

Applying security restricts what functionality is available to users when working with a document.

Security method: Password security

Existing security settings

Printing:

Change document:

Document assembly:

Content copying or extraction:
Content extraction for accessibility:
Page exfraction:

Commenting:

Fill form fields:

Sign digital signatures:

Creation of template pages:

Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed
Allowed

w Change settings. ..

- ] X

Mitro Cloud v

X

SLpdf
d 2019
d 2019
2023 11:12:06 4
2023 11:15:05

> Klik “*OK” di skrin “Document
Properties”

» Klik “Save” setelah selesai bagi
memastikan perubahan yang
dilaksanakan dapat disimpan.
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Mitre Pro >

MIMIT MESY JHEK 2 2022.pdf is secured and cannot be openead
without providing the correct password.

Open password:

Dokumen tersebut kini memerlukan password sebelum boleh dibuka dan/ atau
diubahsuai oleh penerima.
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Mitroe Pro X

MIMIT MESY JHEK 2 2022.pdf is secured and cannot be openead
without providing the correct password.

Open password:

> Buka dokumen yang hendak di dekrip
> Masukkan password yang telah di sediakan
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- Mitro Pro 10 - | =N

Mitro Cloud

Info

Change Document View Details
L Change how the document will lead when viewed Title Add a title
Chénge in alternate PDF software,
View Author zulfadli.yahya
Subject Add a subject
Keywords Add keywords
Protect Document
I:a Base URL Add base url
Contrel what type of changes can be made to
e this document. Custom
Document
Attach Files General
File Name EMKRIPSI DEKRIPSL pdf
Optimize PDF
Creator Microsoft® Word 2019
Close Producer Microsoft® Word 2019
Created Monday, 3 April, 2023 11:12:06
Document Properties - .
Medified Meonday, 3 April, 2023 11:15:05
. PDF Version 1.7 (Acrobat 8.x)
Batch Processing
Size 3317 KB (33,971 Bytes)
Batch Print Show all properties

Preferences

Ezxit

Onitro

_/
> Klik pada “Info” dan kemudian klik pada “Protect Document”.
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Save As

Print

Share

Attach Files

Optimize PDF

Close

Document Properties

Batch Processing

Batch Print

Preferences

=l

nitro

| Document Properties

Summary Security Fonts  Initial View
Document security

Applying security restricts what functionality iz available to users when working with a document.

H Security method: Mo security w Change settings...

Existing security settings
Mitro Pro *

0 Are you sure you want to disable the document's security?

Commenting: Allowed
Fill form fields:  Allowed
Sign digital signatures:  Allowed

Creation of template pages:  Allowed

3

Nitro Cloud v

X

O x

SLpdf
d 2019
d 2019
202311:12:06 4
2023 11:44:58

13 Bytes)

Pilih “No security”
Klik “OK"
Klik “OK"

Klik “Save” setelah selesai bagi
memastikan perubahan yang
dilaksanakan dapat disimpan.
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