Panduan Setting Email Exchange Office 365

A. Android

Langkah-langkah setting email exchange office 365 di android baik smartphone maupun tab,
sbb:

1. Pilih icon email pada menu android
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2. Klik menu option (sesuai gambar yang ditunjuk)
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3. Pilih menu settings
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4. Pada settings, klik manage accounts
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€ Settings

Manage accounts

General settings

Display

Set how emails are shown in the email list and when you open
them



5. Klik tanda + pada manage accounts untuk menambahkan account office365
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< Manage accounts o
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selvie_naftalie@yahoo.com

6. Tuliskan email Atma Jaya Office365 beserta password mail office365 sesuai dengan yang

dibuka di portal.office.com, lalu pilih manual setup
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<  Email accounts

Select an existing account or add a new
one in a few simple steps.
Select existing account v

Enter sign-in details

@.selvia@atmajay&.ac.%

[[] show password

[] set as default account

'@ I NEXT ©



7. Pilih account : microsoft exchange activesync
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< Add email account

What type of account?

POP3 ACCOUNT

IMAP ACCOUNT

< EICRDSDFT EXCHANGE ACTIVESYNC >
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8. Pada Exchange server settings, ketikan sesuai email anda yang berada di office365,sbb:

a. email address : email Atma Jaya (ditulis lengkap)
b. domain\username : email Atma Jaya (ditulis lengkap)
c. password : sesuai password yang di portal.office.com

d. Exchange server : outlook.office365.com

Lalu check kotakbox SSL dan pilih next, sesuai gambar di bawah ini.



a EHEBEQEE T 415w 2:54PM

< Exchange server settings

Email address

fransiska.selvia@atmajaya.ac.id ¢ A

Domainusername

fransiska.selvia@atmajaya.ac.id ¢ B

Password

Show password O

Exchange server

autlook offi ceSGS.mn'4 ¢ D

Use secure connection (S5L) @

|
Use client certificate O

CLIENT CERTIFICATE

NEXT &

9. Muncul dialog box dan klik OK.

Remote security administration
Server outlock. office365.com must be

able to remotely control some
security featuras on your devica.

Continue?
CA NCE




10. Check kembali apakah emailnya sudah benar, jika sudah klik done.
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Email accounts

Your account is set up and is ready to send
and receive emails.

Give this account a name (Sptional)

fransiska.selvia@atmajaya.ac.id




B. 10S (Apple Operating System
B.1 IPhone maupun IPad, langkah-langkahnya sebagai berikut:

1. Pilih menu settings, choose Mail, Contacts, Calendars
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3. Pilih Exchange
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£ Mail... Add Account
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YAHOQ!
Aol.
B4 Outlook.com

4. Ketikan Email Atma Jaya lengkap & password email office365 serta description Atma Jaya
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Cancel Exchange Next
Email pcman@atmajaya.ac.id
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5. Pilih item-item yang mau di sync, lalu pilih save.
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Cancel Exchange Save
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6. Email anda sudah di sync

eeees TSEL 36 3:10 PM @7 -

{ Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud

ICloud Drive, Contacts and 9 mare

PCMan

Mail, Contacts, Calendars, Reminders, Notes
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7. Verify mailbox email anda

eseee TSEL 36 INPM

£ Atmajaya Inbox

Fransiska Selvia Naftali
tes puskom

12.08

Fransiska Selvia Naftali > 0op

tes cc

12.02

@ rm

Edit

Fransiska Selvia Naft... o000,

testing ke 2 CC from portal

I Nis message has no content

Fransiska Selvia Naft...
testing cc from portal

This messaqe has no content

Updated Just Now



B.2 IMac, langkah-langkahnya sebagai berikut:

1. Masuk ke menu system preferences, Pilih Mail, contacts & Calenders
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2. Pilih Microsoft Exchange

enn Mail, Contacts & Calendars
(. > ][ Showau | Q

@ Mail, Contacts & Calendars sets up your accounts to use with Mail, Contacts, Calendar,
Messages, and other apps.
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3. Tuliskan email address (A) : sesuai email Atma Jaya dan tuliskan password dengan benar. Lalu
pilih Continue

Microsoft

Exchange

Name: testoffice365

Email Address: -testofﬁceBGS@atmajaya.ac.id A <:|

Password: .&C....llt B @

O

| Cancel | Go Back m

e

4. Pastikan email address & password benar, lalu tuliskan nama server : outlook.office365.com

dan klik continue

Microsoft

Exchange

Account Settings
Account type: Exchange

Description: | (optional)

User Name: testoffice365@atmajaya.ac.id '

Password: sssssssss

Server Address: {outlook.office365.com C:

4

| Cancel | | Go Back i‘ Continue ?

e TR




5. Verify email dan server name anda, lalu klik continue

Microsoft:

Exchange

Account Summary

Mail, Contacts & Calendars found a server account for
the email address you provided. The following account
will be set up on your computer:

Account type: Exchange
Full name: testoffice365
Email address: testoffice365@atmajaya.ac.id

Server address: outlook.office365.com

Vi

. Cancel | GoBack | [ Continue

6. Pilih item yang mau di sync, lalu klik add acount
Microsoft:
Exchange

Account: testoffice365@atmajaya.ac.id

™ & Mail

4 g Contacts

E’f 47\ Calendars & Reminders

Use with:

4 ™ Notes

_r

| Cancel | | GoBack | ( Add Account |)

e




7. Masuk ke MAIL, cek mailbox anda, dan lihat email sudah terupdate otomatis.
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