Panduan Penggunaan Akun Microsoft Office365
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Panduan Penggunaan Akun Microsoft
Office365

» Prasyarat pembuatan akun Office365 adalah sbb :
1. Mahasiswa

A. Masih aktif berkuliah.

B. Memiliki akun INA berstatus Aktif (Tidak Expired)

C. Memiliki akun email students ITB (*@students.itb.ac.id).

2. Dosen atau Staff
A. Memiliki akun INA berstatus Aktif (Tidak Expired).

B. Memiliki akun email dengan domain ITB (*®@itb.ac.id atau *@*.itb.ac.id).




Panduan Penggunaan Akun Microsoft
Office365

Pendaftaran akun Microsoft Office365 dapat dilakukan dengan beberapa cara berik
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Panduan Penggunaan Akun Microsoft
Office365

2. Mengirim permintaan melalui aplikasi layanan IT @ https://ditsti.itb.ac.id/layanan/
DSTI pada tautan :

'
We would love LAYANAN *
htt PS. //ditsti.itb.ac. id/layanan to help you Layanan instalasi & aktivasi perangkat lunak berlisensi (Micro...

<>

© 62-811-130-6666

JENIS LAYANAN

Pilih menu :

Microsoft 3

- Layanan : instalasi & aktivasi perangkat
lunak berlisensi (Microsoft
Office365 dll)

SILAKAN UPLOAD FILE JIKA DIBUTUHKAN KETERANGAN TAMBAHAN
(%IPEG|*IPG|*PNG|*DOC|*DOCX|*PDF)

Choose File no file selected
Choose File no file selected
Choose File no file selected
- Jenis layanan : Microsoft

Choose File no file selected
Choose File no file selected

- Pesan : Permohonan pembuatan Akun
Microsoft Office365

PESAN

Aplikasi ini menggunakan Akun dan Password akun
INA anda




Panduan Penggunaan Akun Microsoft
Office365

3. Permintaan melalui email layanan IT DSTI dengan alamat : it-helpdesk@itb.ac.id

dengan subjek request : “pembuatan akun Microsoft Office365”.

Email dikirimkan menggunakan akun email domain itb (@students.itb.ac.id, @itb.ac.i
atau @*.itb.ac.id).

‘ Send v [ Cancel | " Save Draft /7 Add Attachment . Spell Check _J Signature v ¢ Options +

(it-helpdeska@itb.ac.id * |

Subject: request pembuatan akun Microsoft Office365

Tip: drag and drop files from your desktop to add attachments to this message.




Kompabilitas Perangkat

» Satu akun Microsoft Office365
dapat digunakan sampai dengan 5

(lima) buah perangkat meliputi : i Install status
1. Personal Computer (PC) Detected instalis: 0
2. Apple Devices (IOS dan MacOS) You can install Office on up to 5 PCs or Macs, 5 tablets,
3. Smartphone (Android dan SHIEkS S RO

Windows)

Manage installs




Akses aplikasi Office365 pada tautan : https://www.office.com/

Klik Sign In

GEI ) Office 365 Login | Micrc X IJ,- v

<« > O @

Akses Microsoft Office365

& | https://www.office.com/?ref=logout

i i . )
=. Microsoft | Office Products Resources v Templates Support My account All Microsoft ~ § Signin N

You're signed out now.

Sign back in as mramdanf29@office.itb.ac.id

Switch to a different account

Forget this account

Follow Office jm £ W © HE

What's new Microsoft Store Education Enterprise Developer Company



Akses Microsoft Office365

1. Masukan Username Office 365

% Microsoft
Sign in

ithelpdesk@office.itb.ac.id

No account? Create one!
Can't access your account?

Sign-in options

‘ Next I

2. Masukan Password Office 365

,'/_"0_'.;'._
)
K;'; %

< ithelpdesk@office.itb.ac.id

Enter password

|Passwo rd

Forgot my password



Halaman Dashboard Microsoft Office365

B 4-:|J ) Microsoft Office Home X l+ v

&~ — 0O o £ | https://www.office.com/?auth=2

i1 Office 365 L Search
Good evening, IT HELPDESK Install Office
° -
+ R -~ & » i —
Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway All apps

Recent Pinned Shared with me Discover

No recent online Office documents

Share and collaborate with others. To get started, create a new document or drag it here
to upload and open.



Halaman Dashboard Microsoft Office365

2. Reset Password (optional) 3. Masukan Password baru

Jika diperlukan, user dapat melakukan penggantian password

7] ®

Settings ' x change password

Themes Strong password required. Enter 8-256 characters. Do not

include common words or names. Combine uppercase

. . w % letters, lowercase letters, numbers, and symbols.

r User ID
% b )j\ ithelpdesk@office.itb.ac.id
AT
View all [0Id password l
Language and time zone Create new password
View all | l
Password strength
Dark Mode @ Confirm new password

| I
Password

Change your password —> cancel

Contact preferences

Update contact preferences =




Halaman Dashboard Microsoft Office365

4. Menu Setting Office 365 (optional)

Jika diperlukan, user dapat melakukan update kontak, instalasi
software office 365 (x64 bit,x86 bit), dan lain - lain.

°[7]" ®

Settings ‘ X

Themes

View all

Language and time zone

View all

Dark Mode @

Password

Change your password —>

Contact preferences

Update contact preferences =

5. Download Microsoft Office 365

User dapat menyesuaikan pada saat download software office 365
(x64 bit,x86 bit).

My account

Apps & devices

@ My account

R Personal info Office

Language ® Version
B3  subscriptions [English (United States) V| 64-bit

q Security & privacy

DEVICES '

Skype for Business

ﬁ App permissions

\l/ Apps & devices

Language Version Edition

|Eng|ish (United States) V| |64—bit V| ISkype for Business Basic. V|

2 Tools & add-ins

D Get Office on your phone or tablet
iOS | Android | Windows

GEEEEEFEO

Install Office

Install Skype




Download Microsoft Office365

6. Download Installer Microsoft Office 365 7. Save file installer Microsoft Office 36
ke dalam perangkat anda

Apps & devices Just a few more steps..

Office G EEREEFLO a
Language O] Version .
[English (United States) V|  [32-bit

DEVICES ’

] Office

@ Click Run @ Stay online

If asked, click Save File, then run the file. Click Yes to start installing. Downloading all of Office might take a
while.

What do you want to do with OfficeSetup.exe (5.2 MB)?
From: c2rsetup.officeapps.live.com




Instalasi Microsoft Office365

8. Jalankan file installer Microsoft Office365, 9. Waktu instalasi akan bervariasi sesuai

dengan cara klik _kanan pada file dan pilih dengan kecepatan koneksi internet
Run as administrator

PR Manage Downloads

Home Share View Application Tools ﬂ Office

v 4 ‘ > ThisPC > Downloads »

# Quick access Today (2) _‘ @ EI EZ Eﬂ

' [
B Desktop + | 0 OfficeSetup
g B0 aE
* Downloads * ‘“
Documents b g
=] Pictures * Pin to Start
o ) Please stay online while Office downloads
~ Install Minitab E Scan with Windows Defender... -
J install office I_.‘> Share We'll be done in just a moment.




Aktivasi Microsoft Office365

10. Jika sudah terinstal, buka aplikasi office 11' Untuk”aktivasi .sila‘rzkf';m mafuk ke menu
di Start Menu Account” kemudian “Sign In” dengan
akun office 365 yang sudah di daftarkan

Recently added Create
Account
@ PCSX2 1.6.0

Saturday User Information

" StarUML 1 6 o Account Privacy

Manage Settings
Office Theme:

Colorful -
3D Viewer

Sign in to Office

Get to your documents from anywhere by signing in to Office. Your
EEE experience just gets better and more personalized on every device you
Access ACG Player

AIMP Office

Alarms & Clock

N

Calculator OneNote for...

st Calendar

P‘

. P
Camera

PowerPoint Publish
Candy Crush Friends oL ublisher




Aktivasi Microsoft Office365

12. Masukan Username Office 365 13. Masukan Password Office 365
(@office.itb.ac.id)

~
B8 Microsoft
Sign in
ithelpdesk@office.itb.ac.id ithelpdesk@office.itb.ac.id
No account? Create one! Enter password
cecoeend
Next Forgot my password

Sign in with another account

©2020 Microsoft  Privacy statement Terms of use  Privacy 8 cookies - -




Aktivasi Microsoft Office365

14. Muncul Notifikasi, Klik Yes 15. Aktivasi Microsoft Office 365 berhasil, Kl

Use this account everywhere on your device You're all set!
Windows will remember your account and make it easier to sign in to apps and We've added your account successfully. You now have access to your organization’s
websites. You won't have to enter your password each time you access your apps and services.

organization’s resources. You may need to allow them to manage certain settings on

your device.

Allow my organization to manage my device

This app only




Microsoft Office365

16. Lisensi Microsoft Office 365 17. Microsoft Office 365 sudah dapat digunakan
dan telah berlisensi resmi

User Information N
IT HELPDESK
ithelpdesk@office.itb.ac.id
Sign out OneNOte fOI'...

Switch account

Account Privacy

Manage Settings

3

Office Background:

Circles and Stripes v

Office Theme: - -

o PowerPoint Publisher
oloru v

Connected Services:

You have no connected services. Add one now?

Add a service ~




Microsoft Office365 juga memiliki beberapa fitur tambahan yang dapat diakses langsung dari dashboard, seperti :

Office 365

R vy m < R

Fitur Tambahan Microsoft Office365

Tips and Tricks

Calendar

Schedule and share meeting and e...

Kaizala

A simple and secure mobile chat a...

Planner

Create plans, organize and assign t...

Stream

Share videos of classes, meetings, ...

Video

Share videos of classes, meetings, ...

g 0 W

3

Delve

Get personal insights and relevant ...

OneDrive

Store, access, and share your files i...

Power Apps

Build mobile and web apps with th...

Sway

Create and share interactive report...

Whiteboard

Ideate and collaborate on a freefor...

Dynamics 365

Break down the silos between you...

OneNote

Capture and organize your notes a...

Power Automate

Create workflows between your ap...

Tasks

Create and manage tasks in Outlo...

Word

Bring out your best writing.

¢ & A =

&

Excel

Discover and connect to data, mo...

Outlook

Business-class email through a ric...

PowerPoint

Design professional presentations.

Teams

The customizable, chat-based tea...

Yammer

Connect with coworkers and class...

C P > B

Forms
Create surveys, quizzes, and polls ...

People

Organize your contact info for all y...

SharePoint
Share and manage content, know...

To Do

Manage, prioritize, and complete t...



KONTAK LAYANAN DSTI
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