Panduan Setting Email Office 365 di MS Outlook 2013 & 2016

Pada Dasarnya setting MS outlook 2013 & 2016 SAMA, dalam panduan ini diberi contoh

MS outlook 2016, yakni:

Masuk ke start pilih Control Panel, klik mail ( Microsoft outlook 2016)(32bit)

[E8 » Control Panel » All Control Panel tems »

Adjust your computer's settings

P Action Center Administrative Tools
Ed| Color Management Credential Manager
[ Desktop Gadgets = Device Manager
@ Ease of Access Center Flash Player (32-bit)
=l Getting Started % HomeGroup
|| Java (32-bit) &2 Keyboard
Q Mail (Microsoft Outlook 2016) (32-bit) F Mouse
M Performance Information and Tools Bl Derconalization

Mail (Microsoft Outlook 2016} (32-bit)
Programs and Features Microsoft Outlook Profiles
% Sound @ Speech Recognition
iTaskbar and Start Menu [# Troubleshooting
B Windows Defender ﬂWindows Firewall

2. Pilih Show profiles

[5g AutoPlay
Y Date and Time
@ Devices and Printers
Folder Options
& Indexing Options
Location and Other Sensors
5¥ Network and Sharing Center
[ Phone and Modem
& Region and Language
@ Sync Center
82, User Accounts

"J Windows Update

Search Control Panel

View by:  Small icons ~

@ Backup and Restore
@ Default Programs

B Display

| Fonts

Internet Options

B Mail (32-bit)

B Motification Area Icons
3 Power Options

™5 RemoteApp and Desktop Connections
18 System

E Windows CardSpace



3. Pilih Add

LA Mail Setup - Outlook

ol

E-mail Accounts

I E-mail Accounts... I

L::j Setup e-mail accounts and directories.

Data Files

44 Change settings for the files Outlook uses to [ Data Files... ]

store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need ane.
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| The following profiles are set up on this computer:

@ [ BEmaE ] [ Properties ] [ Copy.. ]

When starting Microsoft Qutlook, use this profile:

@) Prompt for a profile to be used

) Always use this profile

| Outlook

ok || cancet ||

1
Apply 1
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4. Isilah profile name anda sesuai yang diinginkan, lalu klik OK

;9 Mew Profile | — ﬂ !

{2} create New Profile T o 3

test office365 | Aigmd

5. Pilih Email Account, dan isilah email & password office365, sbb:

A. Your Name : Nama outlook yang diinginkan

B. Email Address : Email Office365

C. Password : Password email office365
Retype : confirmed password

D. lalu pilih Next



r@ Add Account - ' e u

Auto Account Setup
Outlook can automatically configure many email accounts,

Your Name: itest A ¢_

Example: Ellen Adams

E-mail Address: |testing@atmajaya.ac.id B ¢ |
Example: ellen@ contoso.com

Passwcl rd- | Ak h ik |
= ' | C
Regpe Password: |************ éz.i

Type the password your Internet service provider has given you.

() Manual setup or additional server types

6. Masukan kembali password anda untuk security, lalu pilih OK

Mail Application
Connecting to testing@atmajaya.ac.id

It ] ’testing@atmajaya.ac.id l
‘ ’ ------------l @

Remermber my credentials




7. Tunggu sampai muncul tulisan successfully lalu klik finish.

| 3 Add Account ﬁw

Congratulations!

Configuring

Cutlook is completing the setup for your account. This might take several minutes.
v Establishing network connection
W' Searching for testing@atmajaya.ac.id settings
W Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

"] change account settings [ Add another account... ]

8. Lalu kembali ke Tab Mail tadi, pilih profile test office365, pilih always use this profile
dropdown cari email yang tadi sudah dibuat, terakhir klik OK.



[ Mai —— ()
General

,@ The following profiles are set up on this computer:

imap -
a3@5

Cutlook

rekkalender

test office365

[ Add... ][ Remove ”Pgope:ti.es” Copy... ]

When starting Microsoft Qutlook, use this profile:

() Prompt for a profile to be used

| Always use this profile

9. Masuk ke start klik All programs pilih Microsoft Office Outlook 2013 atau 2016 (Yang
sudah diinstalkan), lalu muncul choose profie, pilih profile yang baru dibuat lalu klik OK.

Profile Name: |test office365 =

K I [ Cancel ] [th’mns LS

10. Tunggu beberapa saat untuk menarik data, lalu akan muncul langsung tampilan
outlooknya.



Inbox - testing@atmajaya.ac.id - Outlook

Send / Receive Folder View Q Tell me what you want tc
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