USER MANUAL

Cara setting akun email di outlook



1. Buka Microsoft Outlook

2. Klik “File”

3. Klik “Info”

4. Klik “Account settings”

5. Klik “Account settings” yg berada dibawahnya

EIEE A Read Notification - Outlock - Microsoft Outlook

2 é Home Send / Receive Folder View

Save As

Account Information
@; Save Attachments

vicky.mohammad@lemindoabadijaya.com .

ccount
o Add A
QOpen —
Bank - Account Settings
4 > [‘é}:&l} Modify settings for this account and cenfigure additional
Help > connections.
Account
|Q Options Settings -

= Add and remove accounts or change
existing connection settings.

5 Cos ) ‘ ‘Ll Account Settings...

ﬂ?\? Manage the size of your mailbox by emptying Deleted ltems and
archiving.
Cleanup
Tools =

Rules and Alerts

m Use Rules and Alerts to help organize your inceming e-mail
messages, and receive updates when items are added, changed, or
Manage Rules remaoved.
& Alerts

H £ Type here to search




Jik a sudah muncul halaman Account Settings, langkah selanjutnya yaitu :
6. Klik pada Tab “Email”
7. Klik “New”

Account Settings et

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.
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Setelah muncul halaman Add New Account (Choose oo erm s o
Services), maka : )
8. Pilih “E-mail account” 8 > £ mail Account

Connect to an e-mail account provided by your Internet service provider {1SP) or
9. Klik “Next” T T

() Text Messaging (SMS)
Connect to a mobile messaging service.
I‘ ) Other
Connect to a server type shown below,

Fax Mai Transport

9 ' [ >|m>1[w|g



Setelah muncul halaman Add New Account (Auto Account Setup), maka:
10. Pilih “Manually configure server settings additional

Server types”
11. Klik “Next”

Add Mew Account >

Auto Account Setup
Connect to other server types.

() E-mail Account

Your Mame: | |

Example: Ellen Adams

E-mail Address: | |

Example: ellen@contoso. com

Passwiaord: | |

Retype Password: | |

Type the password your Inkernet service provider has given you,

() Text Messaging [SM5)

10 (®) Manually configure server settings or additional server types

11 eiady | MNext> | | cancel




Add Mew Account =

Setelah muncul halaman Add New Account (Choose Service),
maka :

12. Pilih “Internet E-mail” © totermct£-mat
13. Kiik “Next” 12 >

Connect to POP or IMAP server to send and receive e-mail messages.

Choose Service

() Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
(") Text Messaging (SM5)

Connect to a mobile messaging service.

13\

Setelah muncul halaman Add New Account, (Internet

E-mail Settings) maka : stk | het> ] [ conce
' H V4
14. Isi “User Information —— ”
Your Name : (Nama Lengkap) Internet £-mal Settings
. R R . Each of these settings are required to get your e-mail account working.
E-mail Address : (alamat email masing —masing)

15. Klik “Server information” e R

i i . 14 bl D | o e v oot o the button
|nC0m|ng mall Ser\/er . E-mail Address: |uid(y.mohammad@konishi-lem| below, [Req:ires network connection)

mail.konishi-lemindo.co.id Server Information

Outgoing mail server (SMTP) :

Test Account Settings by dicking the Mext button

Account Type: |pop3 a |
1 5 Incoming mail server: mail.kenishideminde,co.id |
mail.koniShi'Iemindo,Co,id Outgoing mail server (SMTP): |mail.konishi-lemindo.co.id |
B Logon Information
16. Logon Information 16 User Name: iy mohammad @karishen
User Name : (alamat email) Passard 3 |
. | Remember password
Password : (Password email)

[]Require logon using Secure Password Authentication (SPA) Ny
, _ 17 >
17. Klik “More Settings”

<Back [ Next> | | canel |




. . Internet E-mail Setti >
Setelah muncul halaman Internet E-mail Settings, 18 ~ e e e
18. Klik Tab “Outgoing Server” G Outgong Server Comecton Advance
19. Klik Beri tanda centang pada kotak “My Outgoing (SMTP) 19 ——3 My outgoing server (SMTP) requires authentication
. . .« » 2 @l Use same settings as my incoming mail server
requires authentication _
o ] . . . ., 20 — (") Log on using
20. Pilih “Use same settings as my incoming mail server ser Name | |
Passwiord: | |
Remember password
Reguire Secure Password Authentication (SPA)
(") Log on to incoming mail server before sending mail

Internet E-mail Settings >

21. Klik Tab “Advanced”
22. Ubah port pada Incoming server (POP3) menjadi “110” 21 GEnerE ”“WE”” SRR Advanced

. . . Server Port Numb >
dan beri tanda centang pada “This server requires an SrVEr Fort Tumhers
f d cti (SSL)” Incoming server (POP3k |995| | | Use Defaults | H
encryp caconnection I requires an encypted connection (55L)

23. Ubah port Outgoing server (SMTP) menjadi “25” a5 |
dan pada Use the following type of encrypted connection - of encrypted connectigiBy| S5 [
ganti menjadi “ssL” 22 Server Tigefts /

24.. Klik “OK” ur%inmﬁ

Leave a copy of messages on the server

23 Remove from server after | 3 El days
[]remaove from server when deleted from 'Deleted Items'

—

24\

ok || Ccancel




Change Account =
Setelah kembali ke halaman internet E-mail setting, Internet £ mail Settings
. " P Each of these settings are required to get your e-mail account working.
25. Klik Tab “Next
User Information Test Account Settings
Your Mame: |mm Mur | After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: |\rid(y.mohammad@knnishi-lern| below, (Requires network connection)
Server Information
Test Account Settings ...
Account Type: |pop3 -
Test Account Settings by dicking the Next button

|
Incoming mail server: |n1ai|.konishi-lemindo.co.id |
|

Outgoing mail server (SMTP): |mail.konishi-lemindo.co.id

Logon Information
User Mame: |vid<y. mohammad @konishi-lem|

Password: | T |

Remember password

Require | ing S B d Authentication (SPA
[ Require logon using Secure Password Authentication (SPA) More Settings ...
25 qnﬁ Mext = I | Cancel |

Muncul halaman Test Account Settings

. Test A t Setti
26. Klik Close e e
Congratulations! All tests completed successfully, Clidk Close to continue, Stop

Noted : Jika pada saat Test Account Settingmuncul 26 B> cose |
gambar dibawah ini pastikan user name dan password Tasks  Errors ,
sudah benar ( point no. 14) e Stats :

Internet E-mail - vicky.mohammad@kenishi-lemindo.co.id > \/Log onto incoming mail server (POP3) Completed

? Enter your user name and password for the following server. \/SE”d test e-mail message Completed

1 Server | mail. konishidemindo. co.id | .
User Mame: |~.-'idq-'.mnhammad@kﬂnishi-lemindo.-::o.id |

Password: |a:::::a:a:a:a:a:a:a:a:a: |

[ [ save this password in your password list

ok | [ cance |




Finish

Change Account

Congratulations!
You have successfully entered all the information required to setup your account.

To dose the wizard, didk Finish.




Mengganti default emall

1. Klik pada alamat email yg akan menjadi Default
2. Klik Set as Default

Account Settings ot

E-mail Accounts
‘fou can add or remove an account, You can select an account and change its settings.

E-mail Data Files RSSFeeds SharePointlists  Internet Calendars  Published Calendars  Address Books

’ﬁ New... ‘3¢ Repair... % Change... Qx?_tas Default X Remove @ &

Mame Type
1 — Q 'u'idcy.muhammad@_ POP /SMTP (send from this account by default)
vicky .mohammad @konishidemindo. co.id POP /SMTF

Selected account delivers new messages to the following location:

Change Folder | vicky.mohammad@konishi-lemindo.co.id\Inbox
in data file D:\Outookvicky . mohammad @konishidemindo. co.id.pst




