PANDUAN PENGATURAN MAIL.ITB.AC.ID DI APLIKASI MICROSOFT OUTLOOK

Panduan ini dapat dilakukan pada aplikasi Ms Outlook 2016 dan Ms Outlook 2013, dan menggunakan
sistem operasi Windows (7, 8/8.1, 10).
Panduan ini tidak dapat digunakan pada Outlook365 (bundel dengan Ms Office365).

Pada tutorial ini, contoh user yang akan digunakan menggunakan detail sbb :

e Akun email ITB

Alamat Email : mailuser@itb.ac.id
Password : (password email)

e Akun INA

Nama akun : dwiharyanto22
Password : (password INA/SSO)

Pada setting di perangkat yang akan anda gunakan, silahkan sesuaikan username, email address, dan
password anda.

TUTORIAL SETTING

1. Jalankan aplikasi Ms Outlook dengan mengetik Outlook pada search bar lalu lakukan double-klik
pada icon Outlook

Best match

m Outlook 2016
App

Search the web

L outlook - see web results >

/O outlook



2.

3.

Pada tampilan aplikasi Outlook klik Next

Welcome to Microsoft Outlook 2016

Welcome to Qutlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Pada tampilan Add an Email Account Pilih Yes dan klik Next

Microsoft Outlook Account Setup

Add an Email Account

Use Qutlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Qutlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

(®) Yes
_JNo




4. Pada tampilan Auto Account Setup, pilih Manual setup or additional server types, lalu klik Next

Add Account *

Auto Account Setup
Manual setup of an account or connect to other server types,

() E-mail Account

@ Manual setup or additional server types

5. Pada Tampilan Choose Service, pilih POP or IMAP, lalu klik Next

Add Account >

Choose Service

Cl Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP
Connect to a POP or IMAP email account




Pada tampilan POP and IMAP Account Settings, lakukan pengaturan sebagai berikut :

User Information
-Your Name :diisi dengan nama pengguna
- Email Address : di isi dengan alamat email pengguna (harus lengkap dengan domain)

Server Information

- Account Type : IMAP

- Incoming mail server : mail server yang digunakan (mail.itb.ac.id, mail.*.itb.ac.id contoh :
mail.stei.itb.ac.id, mail.ftsl.itb.ac.id, mbox3.itb.ac.id, dll)

- Outgoing mail server (SMTP) : smtp.itb.ac.id

Logon Information
- User Name : di isi dengan alamat email pengguna (harus lengkap dengan domain)
- Password : diisi dengan password email pengguna

Setelah semua pengaturan selesai dilakukan, klik More Settings

Add Account x

POP and IMAP Account Settings
Enter the mail server settings for your account,

User Information Test Account Settings

Your Mame: mail user We recommend that you test your account to ensure that
] the entries are correct.
Email Address: mailuser@itb.ac.id

Server Information

Test Account Settings ...
Account Type: IMAPR o

Automatically test account settings when Mext

Incoming mail server: il i i
g mail.itb.ac.id is clicked

Outgoing mail server (SMTPE: | smitp.ith.acid

Logon Information

User Mame: mailuser@itb.ac.id
Mail to keep offline: All
Password: xsasaxaxaxsasal '

Rememberpasswnrd

Require logon using Secure Password Authentication
SR
(SPA) More Settings ...




7. Pilih tab Outgoing Server, lalu pada pilihan Log on Using masukan username akun INA dan
password akun INA/SSO anda.

Internet E-mail Settings >

General |Qutgoing Server| Advanced

My outgoing server (SMTP] requires authentication
D Use same settings as my incoming mail server
(®) Log on using

User Mame: |dwiharyanto22

Password: axxaxxaxxxxaxx|

|+| Remember password
D Require Secure Password Authentication [SP4)

8. Pilih tab Advanced, lalu masukan pengaturan sebagai berikut : Port IMAP 143 - TLS,
SMTP 587 - TLS. Klik OK setelah selesai

Internet E-mail Settings >

General Qutgoing Server] Advanced

Server Port Numbers

Incoming server (IMAP: | 143 Use Defaults

Use the following type of encrypted connection: | TLS e

Outgoing server (SMTF):

Use the following type of encrypted connection: | TLS v

ETVET TTMEGUTs
Short @ Long 1 minute
Folders
Root folder path:

Sent tems
|:| Do not save copies of sent items
Deleted ltems

|:| Mark items for deletion but do not mowve them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

Purge items when switching folders while anline

Cancel




9. Setelah semua setting dilakukan, klik Next

Add Account >

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: mail user We recommend that you test your account to ensure that
the entries are correct.
Email Address: mailuser@itb.acid

Server Information
Test Account Settings ...
Account Type: IMAPR

Automatically test account settings when Mext

Incoming mail server: il i M
g mail.itb.ac.id iz clicked

Cutgoing mail server (SMTF: | smtp.itb.ac.id
Logon Information

User Name: mailuser@itb.ac.id
Mail to keep offline:  All
Password: TR '

Remember password

Require logon using Secure Password Authentication

SPA]
(SPA) More Settings ..

10. Sistem akan melakukan Test Account, setelah selesai klik Close

Test Account Settings
Congratulations! All tests completed successfully, Click Close to Stop
continue,

Close

Tasks  Errors

Tasks Status

\/Lng onto incoming mail server (IMAF) Completed
\/Send test e-mail message Completed




11. Pada tampilan berikut klik Finish

Add Account *

You're all set!

We have all the information we need to set up your account,

Add another account...

12. Ms Outlook sudah aktif dan dapat digunakan. Untuk melakukan compose email, klik New Email

Inbox - mailuser@itb.ac.id - Outlook

Folder View Q Tell me what you want

El or- Ignore f [ Unread/ Read ’E_||:;|

% Clean Up - EJ Team Email "3 Rules » [F: Address Book

New [New Delete | Reply Reply Forward _ ) Send/Receive
p— & A”J ¥ Create New 7| | M. OneMote Follow Up Y Filter Email - Al Folders

Delete Respond Quick Steps ] Maove Tags Find Send/Receive -~

iy
3
3
3
id
£
s
5
3

4 Favorites | Search Current Mailbox ... O | Current Mailbox =

(s All Unread By Date *  Newest 4

Sent We didn't find anything to show here,

4 mailuser@itb.ac.id
Inbox
Drafts
Sent
Trash
Junk
Outbox
RSS Feeds

Search Folders

Filter applied Connected |]:| E -

+



13.

Pada contoh berikut, dikirmkan email ke alamat email google (gmail), klik Send untuk mengirimkan
email

test mail - Message (HTML)

Insert Options Farmat Text Review e va -
- o o= p= I [ > -
Cut Calibri(Boc - [11  ~| A" A7 2 -1~ A |84 é[\@ mJ [ _.? [* Follow Up
B3 Copy . I High Importance
Paste I u a. A. . = = = &= 3= Address Check Attach Attach Signature
- ¥ Format Painter - 7 7" 7 Book Names Filer ltem~ - ¥ Low Importance
Clipboard [P} Basic Text [F} MNames Include Tags [F}
Ta.. | |dwi.haryanm22@mail.com
=1
Ce.. | |
Send
Subject [ test mail
Ini adalah test mai\|
Email sampai ke penerima :
. ~ —
test mail Inbox x 8 B
mail user <mailuser@itb ac id= 1:24 PM (11 minutes ago) 7 -

tome =

Ini adalah test mail

e dwi haryanto 1:31 PM (4 minutes age) ¥7 4 :

to mail =

Email diterima

On Wed, May 27, 2020 at 1:24 PM mail user <mailuser@itb.ac.id> wrote:
Ini adalah test mail

Regards,
Dwiharyanto



Email balasan dapat dibaca pada aplikasi Outlook :

Inbox - mailuser@itb.ac.id - Outlook

Send / Receive Folder View v =
N = A~ AN v X v . e

= % T lgnore x & @ 2 m Move to: ? €3 To Manager Mave ©) Unreact/Read |15 hljl
x m % Clean Up~ Bt S (‘- : ad EJ Team Email =) Reply & Delete 7 Rules = [ Address Book I

ew ew elete eply Reply Forward [ . _ L2 o . . end/Receive
Email Items = a@hmk' All I ¥ Create New M _@ OneNote = Follow Up Y Filter Email - All Folders

MNew Delete Respond Quick Steps [ Move Tags Find Send/Receive »
3 <

4 Favorites [ search Current Mailbax (.. O | Current Mailbox - | €1 Reply 2 Reply All (3 Forward

Inbox 1 All Unread ByDate = Newest | dwi haryanto <dwiharyanto22@gmail com > mail user 133

Sent -

=" 4 Today Re: test mail “
Tra.. ;
dwi haryanto
Re: test mail 13:29
. . . Email diterima

4 mailuser@itb.ac.id Email aiterima At ¢

Inbox 1 On Wed, May 27, 2020 at 1:24 PM mail user <mailuser(@itb.ac.id> wrote:

Drafts

Ini adalah test mail

Sent

Trash

Junk

Qutbox

RSS Feeds Regards,

Search Folders Dwiharyanto

14. Anda dapat melakukan penambahan akun lain di aplikasi Outlook dengan melakukan klik File lalu
pilih Add Account

Inbox - mailuser@itb.ac.id - Outlook

Send / Receive Falder View Tell me what
" Ignaore

S N -
o " Clean Up ~ oo S D | EJ Team Email

W = elete eply Reply Forward _
Email ltems- 4 Junk- Al # Create New -

Mew Delete Respond Quick Steps H
5 £

4 Favorites | Search Current Mailbox ... 2 | Current Mailbox v|

Inbox

" All  Unread By Date *  MNewest 4

Sent ‘We didn't find anything to show here,

Trau.

Inbox - mailuser@itb.ac.id - Outlook

©

Account Information

Open & Export

| mailuser@itb.ac.id
=]

4 Add Account

F‘ Account Settings
oty

Change settings for this account or set up more connections,

Account
Settings ~
Office Account
Options = Mailbox Cleanup
=3 Manage the size of your mailbox by emptying Deleted [tems and archiving.
Cleanup
Exit Tools -
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts

F Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-Ins




