PANDUAN KONFIGURASI

EMAIL ITB MENGGUNAKAN APLIKAS|
MICROSOFT OUTLOOK 365



_ ,O Search

File Home Send / Receive View Help

] NewEmail ~ | [il] Delete ~ [ Archive B Move~ | € Reply % Reply Al

<

v Favorites Focused Other By Date v 1
1. Buka aplikasi Microsoft Outlook Inbox 219 Other: New messages (127) |
yang .I.eloh AndO InSTGII Sent ltems Power Bl Team, Microsoft, Microsoft Singapore, Shar...
2. Klik File. Drafts (1] v Today ]
Deleted Items 12 Adobe
Get started with All Apps EDU 8:44 AM

Welcome! Here's how to get started
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Klik tombol Add Account

©

(n) Info

Open & Export

Save As

Account Information

a iwan_cl@office.itb.ac.id
Microsoft Exchange

+ Add Account

5

Account
Settings

Account Settings

Change settings for this account or set up more
connections,

®  Access this account on the web.
https://outlook.office365.com/owa/office.itb.ac.id/
®  Get the Outlook app for iOS or Android.

Change




1. Masukan alamat email ITB Anda, kemudian klik r‘ OUthOk
Advanced option |alu klik checkbox let me set up
my account manually.

2. Klik fombol Connect.

Email address

dummy1@itb.ac.id

Advanced options A

| iLet me set up my account manually§




ﬂ QOutlook IMAP Account Settings
dummy1@itb.ac.id (Not you?)

Advanced setup

7 & Rk &

Microsoft 365 Qutlook.com Exchange Google

Password

& | &2 | R

POP IMAP Exchange 2013
or earlier

Go back

: 1. Masukan password email Anda.
Klik IMAP 2. Klik Connect




R Outlook R Outlook

Something went wrong
Adding dummy1@itb.ac.id

We couldn't log on to the incoming (IMAP) server. Please check your
email address and password and try again.

We're getting things ready Troubleshoot problems setting up your account

‘ —> Not dummy1@staff.itb.ac.id? ‘

’ ~> Change Account Settings ‘

Internet Email - dummy1@itb.ac.id X
\r) Enter your user name and password for the following server. | —> Troubleshoot ‘
Server [ smtp.itb.ac.id

User Name: jwan_c|

Password: | ssxsaxaxs .|

E Save this password in your password list

o

Retry

Catatan:
Jika muncul notifikasi error seperti
gambar di atas, silahkan menggunakan
1. Masukan username dan password Panduan opsi 2.

Akun INA Anda.
2. Klik OK.
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R Outlook R/ X
Account successfully added File Home Send / Receive View Help Q Tell me what you want to do
E memw@nb ac.id . - \L <
= [ NewEmail ~ | [il] Delete ~ [=] Archive [ Move~ | € Reply %) Reply Al
< r p - .
: Search Current Mailbox Current Mailbox ~
» Favorites | : B §
A:d anc])th:demaﬂ address A” Unread By Date v T
rom——— > iwan_cl@office.itb.ac.id We didn't find anything to show here,
| Let me set up my account manually
Set up Outlook Mobile on my phone, too b d um my1 @ Itb'ac.ld
inbox
QOutbox
. Search Folders
Klik Done

1. Alamat email dummy1@itb.ac.id sudah berhasil ditambahkan pada
aplikasi Microsoft Outlook 365.

2. Untuk melakukan sinkronisasi dengan mail server ITB diperlukan

pengaturan pada Incoming Server dan Outgoing Server.
3. Klik File.



mailto:dummy1@itb.ac.id

@ Account Settings...
@ Add and remove accounts or change
i existing connection settings.
Account Information ] ]
Open & Export Account Name and Sync Settings
d 1@itb.ac.id = i
. % IMuer/syMw - v {cp Update basic account settings such as
TE— account name and folder sync settings.
Q Account Settings Server Settings
& Change settings for this account or set up more connections. Update 'ogon informaﬁon' such as server

A t L] r iPhone, i ndroi indow: ile. . - .

Se::;:v Get the Outlook app for iPhone, iPad, Android, or Windows 10 Mobile. name, port, and authentlcat'on setti
Office
Account

— Mailbox Settings (571 Change Profile
Feedback ‘kzg Manage the size of your mailbox by emptying Deleted Items and archiving. ER Restart Microsoft Qutlook and choose a
a v different profile.
ptions
Exit & Rules and Alerts | < ~ {&F] Manage Profiles
e e [T e e e &5 Add and remove profiles or change
& Alerts ‘ existing profile settings.

Klik Account Settings Klik Server Settings




IMAP Account Settings
dummy1@itb.ac.id

Incoming mail A

User name dummy1@itb.ac.id 7 Incoming mqil

Password | **sexassxs

7 Remember password | Username: alamat email ITB Anda.
o port 18 Password: password email [TB Anda.

Server: mail.itb.ac.id
Port: 143
Encryption methode: STARTTLS

Encryption method | STARTTLS |~

__| Require logon using Secure Password Authentication (SPA)

Outgoing mail v

Klik Outgoing mail



IMAP Account Settings

dummy1 @itb.ac.id OU'l'g Oing mqil

Incoming mail v

re—m——— Server: smtp.itb.ac.id
Server | smtp.itb.ac.id Port | 587 POI'fI 587
Encryption method | STARTTLS + Encryption methode: STARTTLS

Server timeouts =4

1. Masukan informasi alamat Mail server,
Port dan Encryption methode.

| Require logon using Secure Password Authentication (SPA)

| My outgoing (SMTP) server requires authentication

Use same settings as my incoming mail server 2' Kllk CheCkbOX My OUtQOing (SMTP)
® Log on using user name and password kemudian masukan username dan
i password Akun INA Anda.
i e— “ 3. Klik Next.

v| Remember password




ﬂ Outlook

ﬂ Outlook
Updating dummy1@itb.ac.id

Account successfully updated
—We're getting things ready

Internet Email - iwan_cl

X

§ Enter your user name and password for the following server.

Server [ smtp.itb.ac.id |

User Name: |jwan cl

Password: | nunnn.l

|Z Save this password in your password list

o]

1. Masukan username dan password

Klik Done.
Akun INA Anda.
2. Klik OK.
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All  Unread By Datew 1T
> iwan_cl@office.itb.ac.id ~ - Microsoft Qutlook <dummy1@itb.ac.id>
To dummy1@itb.ac.id
. ) Microsoft Outlook
vdummy1@itb.ac.id Microsoft Outlook Test Message 10:58 AM ici i i i i i |
‘ This is an email message sent automatically by Microsoft Outlook while testing the settings for your account.
Inbox This is an email message sent automatically by Microsoft
Sent .
Microsoft Qutlook
> Trash Microsoft Qutlook Test Message 10:53 AM
Backup This is an email message sent automatically by Microsoft
Backup 4 )
) Microsoft Qutlook
Backup email mbox3 Microsoft Outlook Test Message 10:51 AM
Backup email staff This is an email message sent automatically by Microsoft
backup3 .
Microsoft Outlook
Drafts Microsoft Qutlook Test Message 10:49 AM
INBOX*Backup This is an email message sent automatically by Microsoft
INBOX " test .
. Microsoft Outlook
INBOX " Test Microsoft Outiook Test Message 10:30 AM
Junk This is an email message sent automatically by Microsoft
Outbox .
Microsoft Outlook
swd Microsoft Outlook Test Message 10:14 AM
test This is an email message sent automatically by Microsoft
Test
Adobe
Search Folders Get started with All Apps EDU 8:42 AM
Welcome! Here's how to get started with All Apps EDU.

1. Email dummy1@itb.ac.id sudah berhasil ditambahkan dan dapat diakses

menggunakan aplikasi Microsoft Outlook 368.
2. Untuk memastikan konfigurasinya berhasil silahkan coba kirim email
menggunakan aplikasi Microsoft Outlook 365.
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