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Office 365 Admin Center

Office 365 admin center dapat digunakan untuk menyiapkan organisasi Anda di awan, menambahkan
pengguna, mengelola domain, lisensi, dan banyak lagi. Dalam artikel ini, pelajari cara masuk ke pusat
admin dan pelajari tentang fitur dan pengaturan yang tersedia.

Masuk ke Office 365 admin center

Sign in to Office 365 dengan akun anda sebagai Admin.

Klik ikon dengan tulisan Admin

¥ Install software

Install software

Good afternoon, PCMan

Get the familiar desktop apps on your PC and
Mac.

Use the online apps

o an

Security &
Compliance

Calendar Feople

Gambar 1-Tampilan awal setelah login ke Office 365


https://support.office.com/en-us/article/Sign-in-to-Office-365-e9eb7d51-5430-4929-91ab-6157c5a050b4
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Fitur dan pengaturan Office 365 admin center
Pusat admin Office 365 terlihat seperti ini.

Office 365 Admin center preview o2

Home ‘ O ‘ Go to the old admin center

Users

,O\ Users > &= Biling > ] Office software
Groups ]
-+ Add a user Total balance: None L Install my software
il Delete a user = Share the download link
Resources
Edit a user i
Y In trial: Buy now 1l Software download setting
Billing €, Reset a password @ Troubleshoot installation
Support
) Q) Message center > &7 Service health »
Settings
| ) Office 2016 apps for Mac are moving to 64-bit Aug 04 b4 Exchange Online
Reports
| B> Updated Feature: Modern SharePoint Lists Aug 04 pd SharePoint Online
Health | Updated Feature: Office 365 Admin Universal App ... Aug 04 be & View the service health
14 unread messages
Admin centers
Exchange
L~ Reports > 2 Support
Skype for Business
Actve users -+ New service request
SharePoint = _ _ _ _
B Exchange ® OneDrive ® SharePoint ® Skype for Business i=  View service reauests

Gambar 2-Tampilan baru Office 365 Admin Center.
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Ciffice 3653 admin center « RSM-Indonasia (Edit)
——— _
DASHAOWRD
M) "B ‘Watch the video to get started quick
WS
F PROFEILE
Service overvie
S e _urrent health
BoEs Service health
1 izas = —— cxtended recove
iz =sae n znde o -
CEOLF B ] it Mo fssuas
DOMAAING = E ] fice 365 Parta Mo izsu=s
Mo open service raquests
Al | Office Subseriptiorn Mo issuas
7 ot (PR ORI T, P Dianme Mo issus
b BILLIGG viail protecton | ANFE o e
5 8402 meszages received. 1084 proceszed by filkening. I Raghts Fnagemeant Senace Mo issusas
i P Mo issues
] pe for Business Mo issues
= Mo issus
T 1 lo issus
I smmer Enterprise Mo isseas
5 2w detailz and hizzo

Planned maintenance

Mo planned maint2nancs schedulsd

Gambar 3-Tampilan lama Office 365 Admin Center

Berikut fitur dan pengaturan yang akan Anda temukan di sebelah kiri navigasi Pusat admin Office

365.

Menu Fungsi
Dashboard Halaman awal di Office 365 admin center.
Setup Membuat domain anda ke Office 365, membuat user, reset password,

menyiapkan aplikasi Office, assign license user, sinkronisasi direktori, dan
mengkonfigurasi lingkungan hybrid. set up Office 365 for business.

Users Membuat, perbaharui, atau menghapus pengguna/user dari organisasi Anda.
Menetapkan license Office 365, atur ulang/reset password dan sinkronisasi
direktori. Melihat user yang telah di hapus. Learn how to edit users.

Import Layanan import Office 365 untuk mengimport file PST, baik itu email, kontak,
kalender ke exchange online Anda. Upload data/document dari sharepoint on-


https://support.office.com/en-us/article/set-up-Office-365-for-business-6a3a29a0-e616-4713-99d1-15eda62d04fa
https://support.office.com/en-us/article/edit-users-42bb3f17-8f9d-4182-b434-5f1c8024e614
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Contacts

Shared
mailboxes

Meeting Room

Groups

Domains

Public Website

Billing

External Sharing

Service Setting

premises ke share sharepoint dan one drive business Anda. Learn more about
importing data to Office 365 & move SharePoint or OneDrive for Business data.

Membuat dan kelola kontak bersama diseluruh organisasi, baik itu external
kontak. Untuk tiap kontak dapat ditambahkan nama, alamat, email kontak.

Mailbox yang digunakan bersama oleh beberapa pengguna untuk memantau
dan mengirim email. Learn more about create a shared mailbox.

Anda dapat membuat atau menambahkan meeting room pada address book

organisasi anda untuk mengatur jadwal pertemuan. Learn more about meeting
room.

Anda dapat membuat, menghapus dan mengatur keamanan group organisasi
dari para pengguna. Learn how to create security groups & Group Office 365.

Pengaturan nama DNS, baik itu penambahan, penghapusan domain dan
troubleshoot masalah domain. Anda dapat memilih primary domain, dan
alamat domain untuk website anda.

Membuat situs web public untuk organisasi ANda menggunakan layanan

hosting web yang disediakan mitra seperti GoDaddy atau Wix.com. Learn more
about the public website.

Dapat melihat tagihan, purchase, pembatalan langganan Office 365 dan
tampilan license yang telah digunakan.

Enable atau Disable external sharing para pengguna/user. Anda dapat
mengatur external sharing untuk SharePoint sites, Exchange calendars, Skype
for Business external contacts, and integrated apps.

Berikut merupakan pengaturan paling umum yang mencakup email,
meetings, software setup, dan lainnya:
e Email : proteksi spam dan malware, mail flow rules, dan auditing.

e Site : membuat kumpulan situs baru yang memiliki subsitus dan library
yang digunakan dalam organisasi Anda.

e Skipe for Business : menghubungkan dengan para pengguna konferensi
audio video.

e Updates : dapat mengaktifkan fitur pembaharuan/fitur baru yang
disediakan oleh Microsoft.

e User Software : memilih dan mengatur perangkat Office yang available
untuk para pengguna. How do I manage user software?

e Passwords : mengubah kebijakan password expired dari defaulf 9o hari
dan notifikasi expired password 14 hari. Learn more.


http://go.microsoft.com/fwlink/?LinkId=544944
http://go.microsoft.com/fwlink/?LinkId=626045
http://go.microsoft.com/fwlink/p/?LinkID=402975
https://technet.microsoft.com/en-us/library/jj215781(v=exchg.160).aspx
https://technet.microsoft.com/en-us/library/jj215781(v=exchg.160).aspx
https://support.office.com/en-us/article/create-security-groups-55c96b32-e086-4c9e-948b-a018b44510cb
https://support.office.com/en-us/article/Create-an-Office-365-Group-in-the-admin-center-74a1ef8b-3844-4d08-9980-9f8f7a36000f?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/public-website-d63eadcf-2642-44ae-93cf-a55642f9d0f7
https://support.office.com/en-us/article/SharePoint-sites-c8a462eb-0723-4b0b-8d0a-70feafe4be85
https://support.office.com/en-us/article/Exchange-calendars-fb00dd4e-2d5f-4e8d-8ff4-94b2cf002bdd
https://support.office.com/en-us/article/Skype-for-Business-external-contacts-e6da21ce-ffb8-4af3-a171-871ca245bc30
https://support.office.com/en-us/article/Skype-for-Business-external-contacts-e6da21ce-ffb8-4af3-a171-871ca245bc30
javascript:Shared.ShowHelpPopup('SettingsUserSoftware')
https://support.office.com/en-US/client/results?Shownav=true&lcid=1033&ns=O365ENTADMIN&version=15&omkt=en-US&ver=15&services=INTUNE_O365%2cEXCHANGE_S_ENTERPRISE&HelpID=O365E_PasswordExp&ui=en-US&rs=en-US&ad=US
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Reports

Service Health

Support

Purchase
Services
Message Center

Tools

Admin

e Community : pastisipasi pengguna jika bergabung komunitas Office
365 dapat menggunakan credential organisasi. Learn more.

e Rights Management : Microsoft Azure Rights Management merupakan
pengamanan email dan document dalam berbagi data dengan

pengguna lain. Learn more about Microsoft Azure Rights Management.

e Mobile : mengaktifkan BlackBerry Business Cloud Services untuk para
pengguna/user.

Untuk report/laporan semua layanan Anda. Termasuk email, users, Skype for

Business, Sharepoint, OneDrive, auditing, protection, dan rule. Learn how to
view and download reports.

Untuk menampilkan pemeliharaan layanan secara sekilas atau setiap hari.
Baik itu Office 365, Exchange, SharePoint, Lync, Identity, dan Office.

Melaporkan atau mengontak support center untuk mencari solusi dari
masalah yang terjadi. Dengan cara membuat service request dan mengisi
detail issue yang terjadi.

Pembelian additional subscription seperti Office 365 Eterprise.

Penggunaan message center untuk selalu mengetahui perubahan — perubahan
dalam layanan, fitur baru, atau pembaharuan penting. Message center
merupakan informasi tentang perubahan mendatang.

Merupakan tools untuk mengakses kondisi layanan, konektivitas layanan.

Berisi Exchange Admin Center, Skype for Business, SharePoint, dan lainnya
secara terpisah. Masing-masing pusat admin menyertakan semua pengaturan

yang tersedia untuk setiap layanan. Learn more about the Exchange admin
center and SharePoint admin center.


javascript:Shared.ShowHelpPopup('CommunityOpt')
https://g.microsoftonline.com/0BX20en/772
https://support.office.com/en-us/article/view-and-download-reports-30e5558f-d3c0-4a3b-a0d5-58fc7750c0ad
http://go.microsoft.com/fwlink/p/?LinkID=271807
http://go.microsoft.com/fwlink/p/?LinkID=271807
https://support.office.com/en-us/article/SharePoint-admin-center-887d34fd-7c6b-4323-9e1a-4b479f2aa277
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Exchange Admin Center

Untuk mengarah ke Exchange Admin Center (EAC), pada Office 365 admin center (OAC), pilih menu
Admin dan klik Exchange.

B SURPORT oo caryicas 1 VEMMET Cierpise N 155USE

Planned maintenance

Mo planned maintenance scheduled

Exchange admin center

menu fitur
L
dashboard Welcome
) recipients permissions compliance management
- mailboxes admin roles in-place eDiscovery & hold
groups user roles auditing
resources Outlock Web App policies data loss prevention
= 2} contacts retention policies
shared retention tags
! migration journal rules
organization protection mail flow
sharing malware filter rules
mail flav add-ins connection filter message trace
spam filter accepted domains
cutbound spam remote domains
quarantine connectors
action center
unified messaaing dkim
o mobile public folders unified messaging
mobile device access public folders UM dial plans

mobile device mailbox policies public folder mailboxes UM IP gateways

Gambar 4-Tampilan Exchange Admin Center
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Keterangan menu Exchange Admin Center - Part I

Menu
dashboard

recipient

permission

compliance
management

organization

protection

mail flow

mobile

public folder

unified
messaging

hybrid

Fungsi
Halaman awal exchange admin center menampilkan dari setiap menu fitur.

Tampilan dimana Anda dapat melihat dan mengatur mailbox, groups,
resource mailbox, contacts, shared mailbox, dan mailbox migrasi. Learn more
about the Recipients in Exchange Online.

Pada menu ini, dimana Anda dapat mengelola peran administrator, peran
pengguna/users, dan kebijakan penggunaan Outlook Web App (OWA). Learn
more about the permissions in Exchange Online.

Disini Anda dapat mengatur/mengelola in-place eDiscovery & hold, auditing,
data loss prevention (DLP), retention policies, retention tags, journal rules.
Learn more about the Security and compliance for Exchange Online.

Disini Anda dapat mengatur antar organisasi sesama Office 365 atau exchange
local. Seperti berbagi kalender dengan mitra bisnis, dengan mengatur
hubungan otentikasi (federation) dan minimum software requirements yang
ditentukan. Learn more about the Organization relationships.

Anda dapat mengelola fitur protection seperti malware filter, connection

filter, spam filter, outbound spam, quarantine. Learn more about the Anti-spam and
anti-malware protection.

Pada menu ini terdapat rules, dimana Anda dapat mengelola, membuat
aturan/kebijakan alur email untuk organisasi anda, membuat disclamer, dsb.
Melihat status penerimaan/pengiriman email dengan message trace. Ada

accepted domain, connector, dan remote domain. Learn more about the remote
domains & connector.

Fitur ini dapat mengelola dan mengatur perangkat mobile untuk terhubung ke
organisasi Anda.

Anda dapat mengatur public folder untuk di akses bersama, berbagi informasi
dalam kelompok kerja atau organisasi. Learn more about the Public folders.

Menu ini untuk pengaturan konfigurasi yang terhubung dengan jaringan
telepon Anda seperti Voice over IP (VoIP) gateway devices—including VoIP
gateways, IP Private Branch eXchanges (PBXs), and Session Border
Controllers (SBCs). Learn more about UM dial plans & UM IP gateways.

Konfigurasi yang menghubungkan exchange on-premises dengan exchange
online.


https://technet.microsoft.com/en-us/library/jj200702(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj200673(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj200706(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj916658(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj200731(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj200731(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj966211(v=exchg.150).aspx
https://technet.microsoft.com/en-us/library/jj966211(v=exchg.150).aspx
https://technet.microsoft.com/en-US/library/ms.exch.eac.ConnectorIsConnectorNeeded(EXCHG.150).aspx?v=15.1.549.23&l=1&s=BPOS_S_E15_0
https://technet.microsoft.com/en-us/library/jj200758(v=exchg.150).aspx
https://technet.microsoft.com/en-US/library/ms.exch.eac.UMDialPlanSlabLearnMore(EXCHG.150).aspx?v=15.1.549.23&l=1&s=BPOS_S_E15_0
https://technet.microsoft.com/en-US/library/ms.exch.eac.UMIPGatewaySlabLearnMore(EXCHG.150).aspx?v=15.1.549.23&l=1&s=BPOS_S_E15_0
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Exchange admin center

jashboard mailboxes groups resources contacts shared migration |je==Tabs

recipients

List view
| ]
DErrIsSsions ' p G LLL —Tollbar
DISPLAY NAME & | MAILBOX TYPE | EMAIL ADDRESS Details Pane
eli manag I
. ] Adhric Fomee Tule
User mailbox
profectior adhrio.k muid
Title: Azsociate
Lid
ail Office
- Work phone:
3 P Qice
' Fea
unimeag messaging Unified Messaging: Disabled

Enable

Maobile Devices

Disable Exchange ActiveSy
nc

Disat

e OWA for Devices

View details

-

(33 | selected of 404 total ftems per page| I.-SIZ.I ¥ Feedback

Gambar 5- Tampilan Exchange Admin Center

Keterangan menu Exchange Admin Center - Part I1:
> Tabs : tampilan sub menu dari masing-masing menu fitur.
» Detail Pane : tampilan detail informasi dari objek yang anda klik, contoh gambar tersebut

detail infomasi dari user yang Anda pilih/klik. Infomasi teresebut juga berisi pengaturan
seperti fitur mobile devices, Anda dapat men-disable ataupun enable.

> List view : menampilkan isi dari daftar tab yang Anda pilih. Pada contoh digambar
keterbatasan objek/item dari mailbox per halaman maximal 500 objek.

» Toolbar : icon yang difungsikan untuk menyederhanakan pekerjaan. Seperti icon
“searching”, “edit”.
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Icon

[}

Name

Add, New

Edit

Delete

Search

Refresh

More options

Up arrow
and down
arrow

Copy

Remove

Action

Use this icon to create a new object. Some of these icons have an associated
down arrow you can click to show additional objects you can create. For
down

clicking  the arrow

group,

in Recipients > Groups,
group, Security
distribution group as additional options.

example,

displays Distribution and Dynamic

Use this icon to edit an object.

Use this icon to delete an object. Some delete icons have a down arrow you can
click to show additional options.

Use this icon to open a search box in which you can type the search phrase for
an object you want to find.

Use this icon to refresh the list view.

Use this icon to view more actions you can perform for that tab’s objects. For
example, in Recipients > Mailboxes clicking this icon shows the following
options: Add/Remove columns,Deleted mailboxes, Export data to a
CSV file, and Advanced search.

Use these icons to move an object’s priority up or down. For example, in Mail
flow > Rules click the up arrow to raise the priority of a rule. You can also
use these arrows to navigate the public folder hierarchy.

Use this icon to copy an object so you can make changes to it without changing
the original object. For example, in Permissions > Admin roles, select a
role from the list view, and then click this icon to create a new role group
based on an existing one.

Use this icon to remove an item from a list. For example, in the Public
Folder Permissions dialog box, you can remove users from the list of users
allowed to access the public folder by selecting the user and clicking this icon.
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Tahapan Setup Office

365

Step by step membuat/menambahkan Domain

13

Domain name adalah nama unik untuk digunakan untuk identitas. Seperti nama web server atau

email server pada jaringan internet. Domain name disebut juga dengan istlah URL.

Office 365 Admin

Office 365 admin center « @ .

Search users, admin tasks ar p

DOMAINS

Manage domains

SHARED MAILBOXES

Add a domain you already own to Office 365, or buy a new domain. What is a domain?

MEETING ROOMS

GROUPS

=+ Add domain ® Buy domain

DOMAINS

PUBLIC WEBSITE
p BILLING
p EXTERNAL SHARING
p SERVICE SETTINGS

REPORTS

DOMAIN NAME 4 STATUS ACTION

l.onmicrosoft.c ; z
Setup complete No action required
om

RSM Indonesia (Edit)
Help topics
Learn how to add and verify

your own domain
Learn how to view the DNS
records you need for your

domain

rsmid.onmicros:

Domain settings

V' Set as default

Gambar 6-Klik Add domain untuk membuat/menambahkan domain.

Office 365 Setup

know about

eS YyOour sc

elow, yourcompany.com i

you@yourcompany.com
http://www.yourcompany.com

Let's get started &

Gambar 7-Klik Let’s get started.

What you need to

domains and DNS

n name identifies vour school or business on the internet

| U
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Office 365 Setup

Which domain do
you want to use?

1
contoso.com

J

Your users' email addresses will look like this: username@rsm.id
Step 1 v

Verify domain

Step 2

Add users
Next ®
Step 3 = |
Don't have a domain? Buy one

Set up domain

ck & b L.ﬂL-_u

< B

A

Gambar 8-Isi nama domain & klik next, step2 add users nantinya di skip.

Add this TXT record to show you own

Note: Only the domain owner can update DNS records, so we ask you to add this TXT record. Adding this TXT record won't affect your current email or other

services.
To add the record:

e Go to your DNS host (Change)

e Copy the values from the following table and add them at your DNS host. o
o
TXT records (Step-by-step instructions for adding & TXT record)
-
TXT name TXT value TTL -
@ MS=mst 3600
Gambar 9-TXT Record.

Setelah create domain selesai, maka akan muncul TXT Record seperti Gambar 8 untuk domain
terkait yang akan kita pointing/add pada DNS Hosting yang digunakan.

Setelah TXT Record telah di add pada domain hosting, berikutnya check verify pada Office 365.
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Setelah TXT Record terverify maka record-record yang lain, seperti CNAME, SRV, MX dan SPF
record dapat di add juga pada DNS Hosting.

Add the following DNS records

Add the records at your DNS host (Change)
MX records (Step-by-step instructions for adding a MX record)
Priority Host name Points to address or value TTL
CNAME records (Step-by-step instructions for adding 3 CNAME record)
Host name Points to address or value TTL

-_—
TXT records (Step-by-step instructions for adding a TXT record)
TXT name TXT value TTL

a o

SRV records (Steg ep instructions for adding a SRV record

Service Weight Priority Name

Gambar 10-contoh DNS Record.

Sama seperti TXT, record-record tersebut di tambahkan/edit pada DNS Hosting yang digunakan dan
lakukan verify pada Office 365.

S =—— T Add domain ™ bBuy domain

DORAAINS
p BILLING
.enmicrosoft.com Setup complete | Mo action required

p EXTERMAL SHARING

» SERVICE SETTINGS Setup complete | No action required

Gambar 11-cek status domain setelah pointing DNS record.
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Step-step membuat/menambahkan user

Login ke Office 365, masuk ke Office 365 admin center.

. . i :
#2 | Office 365 Admin center preview ~ Password Admin-created
Antonius Simamora '
antonius.s@ nmicrosoft.com @' Letme create the password
Teknisi, IT i
First name Last name etype passward *
Antonius Simamora 7T =
Display name
Antonius Simamora
User name ~ Domain
antonius.s @ onmicrosoft.com v
Location T ser won't have permissions to the Office 365 admin center or an
| Indonesia
-nmicrosoft T | Product licenses Office 365 Enterprise £3 |
——- . |
|/ Contact information |
Office 365 Enterprise E3 -I On
Job title -
Teknisi Exchany i i
Department
g T license | ot
65
Fice

Gambar 12-tampilan beranda membuat/menambahkan user
Pada beranda pilih User — Active Users — klik Add a user.

- Isi nama pengguna dan pilih domain yang sesuai. Sebagai contoh jika user name pengguna
antonius.s@contoso.com , maka dia masuk ke office 365 dengan mengetik

antonius.s@contoso.com

- Untuk kontak informasi merupakan opsional. Anda dapat mengisi data kontak informasi
seperti Department, Job title.

- Pada bagian kata sandi, default (auto-generate password) menghasilkan kata sandi yang
random. Namun, jika Anda ingin membuat kata sandi yang berbeda, pilih “let me create the
password”. Untuk user pertama kali login, apakah ingin mengganti passwordnya anda dapat
centang “make this user change their password when they first sign-in”.

- Jika Anda memiliki beberapa product license, maka akan tercantum. Anda dapat memberikan

lebih dari satu product license ke user.


https://portal.office.com/
mailto:antonius.s@contoso.com
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- Klik Add. Anda akan melihat konfirmasi
bahwa akun pengguna dan kata sandi telah antonius.s@ onmicrosoft.com

Antonius Simamora

dibuat. Jika memilih untuk mengirim kata
sandi ke email, Anda dapat memasukkan 5  yUser was added

alamat email yang dipisahkan oleh titik Display name Antonius Simamora
User name antonius.s@ .onmicrsoft.com
koma.

khkEkhkEhhk

Password (show)

. o | Send password in ema
- Setelah menambahkan user ke office 365, g

Email the new password to the following recipients *

Anda perlu memberitahu ke

| admin@c '||

user/pengguna terkait. Gunakan proses

yang biasa Anda gunakan untuk

mengkomunikasikan kata sandi.

Import multiple users

Untuk mempermudah tugas admin dalam menambahkan user yang berjumlah banyak, hal itu dapat
dilakukan dengan import users menggunakan file .csv

Berikut step import multiple users,

1. Klik Import multiple users

Office 365 Admin center preview

Home > Active users

Home + Add a user Filters | All users

Users Disl + Import multiple users

| T Delete a user
Active users i
@, Reset a password
Contacts
Ag (O Refresh

Deleted users

Al & Setup Azure multi-factor auth i

Data migration Ad ) -
4 Directory synchronization

Gambar 13-klik More dan Import multiple users
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2. Upload data user file .csv

Office 365 Admin center preview

Import multiple users

vreate and uplead the fi.. Set user options View your results

Create and upload the file

In this step, download one of the C3V files below, save the file, and use Excel or
another app to add your users' information. Then you can come back here,
upload the file and verify that you've got it filled cut correctly

Learn more about importing multiple users

4 Download a CSV file with headers only

4 Download a CSV file with headers and sample user information

ort_User.cs Browse

@ vour file looks good. Click or tap Next.

Gambar 14-import multiple users

Anda dapat download contoh file.csv terlebih dahulu dan isi data-data user yang akan diimport.

A B C D E F G H I J K L M N 0
1 |User Name First Nami Last Name Display N: Job Tit Department Office Nui Office PhcMobile Ph Fax Address  City State or PIZIP or Pos Country or Region
2 |chris@contoso.com  Chris Green  Chris GreeIT Man IT 123451 123-555-1.123-555-61123-555-9i 1 Microsot Jakarta  Jakarta 98052 ID
3 |ben@con’[oso.com Ben Andrews Ben AndreManageFinance 123452 123-555-1:123-555-61123-555-9i 1 Microso' Bandung  Bandung 56204 1D
4 |david@contoso.com  David  Longmuir David LonManageMarketing 123453 123-555-1:123-555-61123-555-9; 1 Microsoi Jakarta  Jakarta 24588 1D

Gambar 15-contoh file .csv

Berikutnya upload file. Csv yang telah diisi, klik Browse untuk mencari file pada local computer dan
klik Verify untuk memastikan data terverifikasi, lalu klik Next.
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3. Assign license untuk users

Create and upload the fi... Set user options View your results

Set user options

Choose how you want users to be imported by setting the sign-in status and the
product license that will be assigned to the users.

Sign-in status

@ Sign-in allowed

() sign-in blocked
Product licenses Office 365 Enterprise E3 o~
Location

Deleted users

Data migration

Indonesia r

Groups

Dfﬁce 365 Enterprise E3 -l Cn

Gambar 16-assign license.

Resources

4. Finishing import users. Anda dapat mendowload results hasil import users dan mengirimkan
password via email.

Create and upload the fi... Set user options View your results

View your results

Here are your results repaorts. You can either download and save them,
or email them to yourself and others.

@ 1 user created 1l Download results

Email the results files to these people

Recipients *

nid.onmicrosoft.com

Send and close

Gambar 17-finishing import users.
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Bulk Edit User

Admin dapat mengedit satu atau beberapa user sekaligus.

20

Seperti Add to group, Delete Users, Edit contact information users, Edit domains user, Edit jenis

license yang dipakai user, Edit sign-in status users, Edir user roles, dan Reset password.

Admin center preview

Home

Users

Active users

Comtacts

Deleted users

Data migration

Groups

Resources

Home > Active users

—+ Add a user ‘ ‘ More s
Display name
v An
o Has
PCh
Users

Gambar 18-bulk edit users.

1. Bulk user add to groups

Bulk actions
2 users selected

?. Add to group

@] Delete users

*. Edit contact information

& Edit domains

. Edit product licenses

&° Edit sign-in status

. Edit user roles

are p 2, Reset passwords

Pilih users yang akan di edit, lalu klik Add to group untuk menambahkan user ke dalam group. Pilih

group yang ditentukan dan klik save.

Add users to group

2 users selected

Select a group

LA

earch group to add memberships

Group memberships (34)
o vision
o Divisiaon

fSIonErs

Gambar 19-Add users to group.
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2. Bulk delete Users

Admin dapat menghapus satu atau beberapa user sekaligus yang diinginkan dari Office 365 admin
center (OAC). Pilih user yang akan dihapus.

Home > Active users Bulk actions
3 users selected
G Home + Add a user More
R Users : Display nam & Addto group
Active users v Antc il Delete users
Contacts o Has: £ Edit contact information
[v] PCNV
? i omMains
Deleted users £ Edit domain

Gambar 20-bulk delete users.

3. Bulk user to edit contact information

Home > Active users Bulk actions
2 users selected
—+ Add a user More <~
Display name & Add to group
Vf Ant il Delete users
M Has £ Edit contact information
DI

Gambar 21-bulk edit contact information

Edit contact information

2 users selected

Gambar 22-edit contact information.
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4. Bulk user to edit domains

Home > Active users Bulk actions
2 users selected
—-— Add a user More -~
E:||-3!j|3\_.' A2Me :-\,'.0 Edit contact information
v Ant £ Edit domains
o Has £ Edit product licenses
PCh o ]
&° Edit sign-in status

Gambar 23-bulk user to edit domains.

Office 365 Admin center preview

Edit domains

2 users selected

Domain

Select a domain v

Select a domain
es.com

ioft.com
ia.id

———

Gambar 24-pilih domain dan save.

5. Bulk edit user to assign licenses

Home > Active users Bulk actions
2 users selected
—+ Add a user More -~ Filter
Display name ~, £F Edit contact information
i Ant £7 Edit domains
bl Has £ Edit product licenses
PCh
<7 Edit sign-in status
<~ Edit user roles

Gambar 25-bulk edit user to assign license.
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Office 365 Admin center preview

Assign products

2 users selected

Select an option
® Replace existing product license assignments

Add to existing product license assignments

“ I:ar\ICE.I

Gambar 26-assign license users, replace atau add.

Replace existing products
2 users selected

Select product licenses you want to replace for selected users

Office 265 Enterprise E3 _. On
20 of 25 licenses available
. xchange Online Plan 1 . o

5 of 294 licenses available

This product configuration will replace 2 people’s existing

o products.

Remove all product licenses from the s
hawve limited or no access to Office 365
licenses again.

Gambar 27-replice atau add license.

elected users. They may
until you assign product

6. Bulk user to edit sign-in user status

Admin center preview

< Home > Active users Bulk actions

2 users selected

Maore

A A - -
Edit product licenses

L B
P Edit sign-in status
W Ant
& Edit user roles
v Has
T 24 Reset passwords

Gambar 28-bulk edit sign-in user
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Edit sign-in status

2 users selected

®' Sign-in allowed

Sign-in blocked

Gambar 29-pilih sign-in status users.

7. Bulk edit user roles

Home > Active users Bulk actions

2 users selected

—+ Add a user More v Filter

& Edit product licenses
Display name .~

& Edit sign-in status

o Ant
& Edit user roles
v Has
= @, Reset passwords
PCHh

Gambar 30-bulk edit user roles.

Edit Roles

2 users selected

Choose the admin role that you want to assign to this user. Learn more

about administrator roles
User (no administrator access)
®) Customized administrator
Billing administrator
| Exchange administrator
Password administrator
Skype for Business administrator
Service administrator
|__| SharePoint administrator

User management administrator

“ Ca‘-‘CE|

Gambar 31-pilih sebagai user atau beberapa type administrator.
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8. Bulk reset password user

Pilih beberapa user yang mana password nya akan direset.

Home > Active users

Bulk actions

2 users selected

& Edit product licenses

o u o T
7 Edit sign-in status

& Edit user roles

“y

-+ Add a user More
Display name
v Ant
v Has
PCh

Reset passwords

Gambar 32-bulk reset password user.

Selanjutnya, pilih “Auto-generate password (random by system)” atau “Let me create the password”

jika ingin manual. Untuk user pertama kali login, apakah ingin mengganti passwordnya anda dapat

centang “make this user change their password when they first sign-in”, lalu klik Reset.

Reset passwords

2 users selected

Password Admin-created

Auto-generate password

Strong

L4

Make this user change their password when they first sign in

Gambar 33-pilih auto atau manual password.

Jika memilih untuk mengirim kata sandi ke email, Anda dapat memasukkan alamat email.
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Reset passwords
2 users selected

User Password (show)
ant

sl 0000 W

| send password in emall

Email the new password to the following recipients *

oc onmicrosoft.com

Send email and close

Gambar 34-finishing bulk reset password.

9. Reset password single user

Pengguna dapat melaporkan kepada Admin jika melakukan reset password Office 365. Admin dapat
melakukan reset password dari Office 365 admin center. Pilih user yang mana password nya akan
direset. Setelah itu akan muncul beranda detail user tersebut, lalu klik Reset password.

Office 365

Admin center preview

< An

antc

Home > Active ust

Home

-+ Add a user E

Display name

Teknisi, IT

@, Reset password

[l Delete user

Users
' User name / Email anto Edit
Active users v An
Ha Aliases anto
Contacts
PC Product licenses Office 365 Enterprise E3 Edit

Deleted users

Gambar 35-reset password.

Selanjutnya, pilih “Auto-generate password (random by system)” atau “Let me create the password”
jika ingin manual. Untuk user pertama kali login, apakah ingin mengganti passwordnya anda dapat
centang “make this user change their password when they first sign-in”, lalu klik Reset. Jika memilih
untuk mengirim kata sandi ke email, Anda dapat memasukkan alamat email.
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Ar An

ant antc
Tekmisi, IT Teknisi, IT
Reset password Reset password
Password Admin-created
User Password (show)

Auto-generate password

anton wwres
..' Let me create the password
Password
o Send password in email
Ctréini

Email the new password to the following recipients *

Retype password *

senannen a

|#*| Make this user change their password when they first sign in
m Cancel Send email and close

Gambar 36-finishing reset password.

User mailbox permission

Anda dapat mengatur mailbox seseorang untuk diberikan akses ke orang lain. Seperti Send on behalf,
send as, dan Full access.

Office 365 Admin center preview

Home > Active users My Name User1

( MY ) user1®

Edit mailbox permissions

- Add a user [Read and manage]
‘ Q, Reset password H @ Delete user ‘ ga)
Display nam
I:I My Narme | User name / Email user1@ Edit Removing () _
Aliases userl@
user enam @
Contacts user1 @) Adding (1) v
user2 Product licenses Exchange Online Plan 1 Edit
Deleted users -
user3
Group memberships (1) G-test Edit @ ez user2@ S
Data migration userd
Sign-in status Sign-in allowed ot
= user5 =
Groups ‘ e
Raoles User (no admin access) Edit
HESOUES Mailbox permissions There are 2 mailbox permissions set on this Fdit Adding (1) s
mailbox.
Billing
~+ Us  Email forwarding None Edit @ uwes user3@) e
Support ) Send on behalf
Users are people inyou  EMail 3pPS A1l email apps allowad Edit
P \ o
Settings Display name My Name User1 Fdit
Office phone
Adding (1) ~
Reports
More settings Edit Exchange properties =3 ™ veers erd@) %

Manage multi-factor authentication =7

Health

“ Cancel

Gambar 37-edit user mailbox persmission.

User email forwarding

Admin dapat mengatur forwading email user dengan cara;
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Office 365 Admin center preview My Name User1
MY user1 @rsm.id

Home > Active users

My Name User1
userl@

Email forwarding

email sent to this mailbox mmj o

@\ Reset password | | [l Delete user

r will be able to view and change these forwarding settings.
userl@ Edit

userl@
user1@

Contacts

Exchange Online Plan 1 Edit
Deleted users

G-test Edit
Data migration

Sign-in allowed Edit

Groups

Roles User (no admin access) Edit

SEELEE Mailbox permissions There are 2 mailbox permissions set on this Edjt
mailbox.

Billing
“+ Us

arding None Edit

Support

Users are people in you All email apps allowed Edit
can access O1

Settings My Name User1 Fdit

Reports

es CJ

uthentication 7
Health

Cancel

Gambar 38-email forwarding.

Menonaktifkan akses email user untuk beberapa aplikasi

Akse email user dapat di nonaktifkan untuk beberapa alikasi seperti, OWA, Outlook, Mobile,
Exchange Web Service, Mobile akses (Exchange ActiveSync).

TN My Name User1

7 My Name User1

user1 @

(/ MY ) userl@

€} Reset password ‘ ‘ il Delete user Email apps
User name / Email user1@ Edit Choose the apps the user can use to access their Office 365 email.
Aliases userl@
userl@
OQutleck on the web mj o
Exchange Online Plan 1 Edit
oty e Eit Outlook desktop (MAPI) o
Sign-in allowed Edit <
Exchange web services -I on
Roles User (no admin access) Edit
Mobile (Exchange ActiveSync) mj o
Mailbox permissions There are 2 mailbox permissions set on this  Edit
mailbox,
IMAP i -
None Edit
POP |
All email apps allowed Editl
My Name User1 Felit

Gance!

Gambar 39-turn off/on akses email user untuk aplikasi.

Menambahkan, hapus, edit contact

Membuat dan kelola kontak (external kontak) bersama di dalam organisasi. Untuk tiap kontak dapat
diisi nama, alamat, email kontak.
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Cara menambahkan atau edit kontak, Klik Add contact, isi data external kontak yang diperlukan. Lalu
klik Add.

Antonius Simamora
Bgmail.com

— | e
First name Last name

Antonius Simamora

Contact information

~  Mail tp

Hide from my ore

Gambar g4o0-menambahkan external kontak.

Cara menghapus kontak dan edit informasi kontak. Pilih kontak yang ingin di hapus, lalu klik Delete
contact. Untuk edit informasi kontak, kilik edit.

Home > Contacts ™, Antonius Simamora
Dgmail.com
t- Add a conta
| ]ﬁ[ Dielete contact
&
Marme Antonius Simamora Edit
Active users A I
[+] A  Email @gmail.com
Contacts =T
Company contoso.conp
Deleted users Office phone
Mobile phone
Data migration e
Hide from my organization Na )
Groups address list s
Create coni  Mail tip Off
Resources organizatit
Close

Gambar 41-menghapus atau edit external kontak.

Mengembalikan pengguna/user yang telah dihapus

Pengguna atau user yang telah dihapus dapat dikembalikan/restore dalam 30 hari, terhitung mulai
dari tanggal user dihapus. Restore users akan memulihkan atau mengembalikan sepenuhnya mailbox
user tersebut.
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Sebelum anda melakukan restore user,
- Pastikan license Office 365 available.

- Pastikan user yang akan direstore tidak memiliki baik itu email address atau proxy
address/smtp alias yang sama dengan user yang aktif.

Cara restore users : Klik pada menu Users — Deleted Users — centang user yang ingin direstore.
Selanjutnya klik Restore. Setelah user di restore, pastikan Anda mereset password user tersebut.

Home > Deleted usersiN . e i
{ AP ) anton
| ) Restore | | B S 4
) Restare
Displ
Albi Deleted on 8/7/16 T:02 PM
Ann  User name antor
I Antl Product licenses
Deleted users
Ar
e Display name Antor
Data migration AUL  Office phone

Groups

Gambar 42-restore users.

Membuat Groups pada Office 365

Salah satu keuntungan dari grup di Office 365 adalah pengguna organisasi Anda bisa membuat,
bergabung dan menghapus diri dari grup Office 365. Pengguna/users bisa membuat grup Office 365
dari Outlook/OWA (default enable permission). Sebagai admin, Anda dapat menampilkan, membuat,
menghapus grup, dan menambahkan atau menghapus administrator grup atau anggota/member.
Office 365 admin center dan Exchange Admin Center adalah tempat untuk melakukan hal ini, dan
sebagai global admin, Anda tidak harus menjadi anggota atau pemilik grup. Delivery management
email, Anda dapat memilih apakah hanya internal organisasi dapat mengirim email ke dalam group,
atau pengguna lain diluar organisasi dapat mengirim email ke group tersebut. By default hanya
internal organisasi dapat mengirim email ke dalam group.

Tipe Group:

- Office 365 groups : group yang mana membernya hanya internal domain organisasi, dapat
berkolaborasi dalam group email dan berbagi kalender, berbagi file serta sharing workspace
for conversations.
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- Distribution groups : dapat berkirim email antar pengguna di dalam grup. Bahkan
memungkinkan untuk user diluar domain orgasiasi dapat berkirim email juga di dalam group,
asalkan pengguna diluar organisasi tersebut, kontak email nya telah di import.

- Security groups : dapat berkirim email antar pengguna di dalam grup. Opsi ini membuat
group yang memungkinkan Anda untuk mengontrol akses ke OneDrive dan SharePoint.

- Dinamic Distribution Groups : group yang sifat nya dinamis, keanggotaan penerima telah
difilter berdasarkan rule dan kondisi yang telah ditentukan.

Step — step membuat group :

Masuk ke Office 365 Admin center —> Groups -> klik “+ Add group”. pilih tipe group, isi data group
seperti nama group, email group dan klik Add.

Office 365 Admin center preview

™ Group Vendor
Distribution list

Add a group

| Distibution it

Gambar 43-create distribution list.

Selanjutnya untuk menambahkan owner dan member group. Pada menu Groups, klik atau centang
group yang terkait. Akan muncul layar group terkait dan klik edit owner untuk menambahkan owner,
klik edit member untuk menambahkan edit. Untuk lebih detail Anda dapat klik Edit Exchange setting.
Anda juga dapat mengapus group dengan cara klik Delete group.
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Office 365 Admin center preview

Home > Groups

Distribution list

| - Add a group || Maora | View | All supported groups

lii Delete group
Group name Ema

[+ vision Jivision@i

Groups
Shared mailboxes - tecrideert v external senders  Off

1 Division in_Divisio {  Owners (1) admin@ Edit
Resources =

: Division e _Divisior 3 Aemb I

—= Memb: Edit
Billing Division . Division )
Exchange settings
Jision ivision@

Support

Settings

Gambar 44-edit groups.

Pada group edit exchange setting, Anda dapat melihat setingan group tersebut. Seperti ownership,
membership, delivery management, membership approval (join: open, closed, owner approval &
leave group: open, closed), group delegation (Send As & Send on Behalf).

-
PCMan vendor

Choose whether owner approval is required to join the group

Open: Anyone can join this group without being approved by the group owners

& Closed: Members can be added only by the group owners. All requests to join will be rejected automatically.

Owner approval: All requests are approved or rejected by the group owners.

Choose whether the group 15 open to leave

without being approved by the group ow

Closed: Members can be removed only by the group owners, All requests to leave will be rejected automatically.

Gambar 45-detail edit exchange setting groups.

Upgrade group to Office 365 groups type
Login sebagai Admin ke portal.office.com, pilih Admin center dan klik exchange. Pada Exchange

admin center, klik recipients -> groups dan pilih group yang ingin di upgrade, lalu klik tanda ® untuk
upgrade group ke tipe office 365 group.
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|[Exchange admin center |

cashboard

PErmissions

mailboxes |groups | resources contacts shared migration

New! Try Office 365 Groups, the next generation of distribution lists.

Groups give teams tools to collaborate using email, shared files, a calendar, and mare. Learn more about Office 365 Groups

compllance IT-E.na_GEn'-ent
+-sPlap e[

DISPLAY NAN Upgrade to Office 365 Groups [FROUP TYPE

organization

protection

Dffice 365 group
Office 365 group
mabile Office 365 group
Office 365 group
Office 365 group
Office 365 group
Office 365 group

mail flow

public folders

unified messaging

Pcman vendor Distribution group

4 | EMAIL ADDRESS

pemanvendor@i]

information

Are you sure you want fo migrate this distribution list to an
Office 365 group? If the migration isn't successful, the DL
won't be changed.

Gambar 46-upgrade group ke office 365 groups type.

Shared Mailboxes

Shared mailbox memudahkan group untuk memantau dan mengirim email dari alamat email seperti

info@cotoso.com, contact@ contoso.com, helpdesk@contoso.com. Shared mailbox adalah cara praktis

untuk menangani email pertanyaan dari pelanggan karena beberapa orang dalam organisasi Anda

bisa berbagi tanggung jawab untuk memantau dan menjawab pertanyaan. Semua email yang terkait

disimpan dalam shared mailbox.

Step membuat Shared Mailboxes :

Login ke portal.office.com sebagai admin, klik Admin. Pada Office 365 admin center expand menu

Groups dan klik Shared mailboxes. Selanjutnya klik Add a mailbox dan isi nama mailbox serta email

address mailbox dan klik Add.

PCMan Shared

Add a mailbox

Mame *

‘ PCMan Shared

Erp=if #
Email

d.onmicrosoft.com v

pcmanshared ‘ @

Vesiaid

Add Close oriates.com
B j.com

Gambar 47-membuat shared mailboxes.
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Setelah shared mailboxes telah dibuat, Anda dapat mengapus shared mailbox dan mengedit untuk;

Home > Shared mailboxes

Home

+ Add a mailbox ‘ | More | ‘
Users Name Email
AR AA Name Al Edit
Groups
AU auc Email AL
Groups y
EF. bpj No email aliases
Shared mailboxes BU bu N
one Edit
Clie ie
B r s
St Email apps All email apps allowed Edit
co ol
B Billing Fird fing Members Admin Edit
Eic e
@ 5 s Gar gar i M.
uppor
GM gm Customize permissions
S = :
& Settings GRe gre Exchange settings dit Exchange settings
Hel hel
Iﬁ Reports
Close
@ Health . Wy

Gambar 48-edit shared mailboxes.

Menambahkan atau menghapus members, merubah name dan alias, edit email forwading, edit all
email apps allowed (trun on/off akses via OWA/Outlook/Exchange web service/ Mobile/IMAP/POP).
Edit Customize persmission (Send as, Send on behalf). Dan untuk lebih detail, Anda dapat klik Edit
Exchange Settings.

AAL Club

z = Full Access
» mailbox delegation The Fu

| Access permission allows the delegate to log on to this shared mailbox and behave as the owner of the mailbox,

- —

DHSPLAY MAME

Send As

The Send As permission allows the delegate to send email from this shared mailbox. From the recipient's perspective, the email is sent by this shared mailbox,

+ -

Gambar 49-edit exchange setting shared mailboxes.

Convert to Regular Mailbox

Anda dapat mengkonvert tipe shared mailbox ke tipe regular mailbox. Tetapi perlu diingat bahwa
license product harus available. Setelah anda convert selesai, Anda baiknya memberikan license dan
mereset password mailbox tersebut.

Caranya convert ke regular mailbox;

Masuk ke Exchange admin center -> klik recipient -> klik shared dan klik shared mailbox mana yang
ingin diconvert. Selanjutnya disisi sebalah kanan Anda dapat melihat pengaturan convert to regular
mailbox. Dan klik Convert.
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i Office 365 Admin

| Exchange admin center

+FEPE -

DISBLAY NAME & | EMAIL ADDRESS

PCMan Vendor
Warning

Gambar 50-convert to regular mailbox.

Membuat Rooms dan equipment mailbox

Anda dapat membuat room mailbox untuk keperluan seperti meeting room, dan equipment untuk

proyektor, mobil dinas.
Cara membuat Room mailbox;

Login sebagai Admin ke portal.office.com ->expand menu Resources -> klik Room & Equipment.
Selanjutnya klik +Add, lalu pilih tipe resource dan isi nama serta email resource mailbox. Selanjutnya
klik Add.

Office 365 Admin center preview

T -
Gambar 51-membuat resource mailbox.

Berikutnya Anda dapat menghapus resource mailbox, mengedit resource mailbox seperti
menambahkan/delegates user sebagai moderator.
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i Office 365 Admin center preview

Home > Rooms & equiprii ™, ACTION Room ™ ACTION Room
( A ) Room Room
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Gambar 52-delete atau edit resource mailbox.
Untuk editing lebih detail Anda dapat meng-klik Edit Exchange setting.

ACTION Room

» general
*Room name

[ACTION Room
Email address:

[ACTION.Room@

Capacity:

Gambar 53-resource mailbox edit exchange setting.

Mobile devices access

Windows phone, iPhone, iPad, Android, BlackBerry, atau tablet lain bisa diatur untuk mengirim dan
menerima email Office 365, mengakses kalender dan kontak informasi, sharing dokumen di
Sharepoint dan OneDrive. Pengguna Anda juga dapat mengakses email mereka dari ponsel dan tablet
dengan masuk ke OWA (Outlook Web App).

Akses perangkat seluler diaktifkan secara default. Namun jika ANda ingin menggunakan BlackBerry
dengan Exchange ActiveSync, Anda harus mengaktifkan atau enable BlackBerry® Business Cloud
Services for BlackBerry devices.

Sebagai administrator, Anda bisa mengaktifkan dan menonaktifkan akses seluler dan memberi tahu
pengguna Anda cara menyeting ponsel atau tablet mereka.

Cara menonaktifkan mobile devices access :


https://support.office.com/en-us/article/Set-up-and-manage-mobile-access-for-your-users-478A9944-AE8E-4A95-937D-11A0C5EE1B6C?ui=en-US&rs=en-US&ad=US#__turn_on_blackberry
https://support.office.com/en-us/article/Set-up-and-manage-mobile-access-for-your-users-478A9944-AE8E-4A95-937D-11A0C5EE1B6C?ui=en-US&rs=en-US&ad=US#__turn_on_blackberry
https://support.office.com/en-us/article/Set-up-and-manage-mobile-access-for-your-users-478A9944-AE8E-4A95-937D-11A0C5EE1B6C?ui=en-US&rs=en-US&ad=US#__turn_mobile_access
https://support.office.com/en-us/article/Set-up-and-manage-mobile-access-for-your-users-478A9944-AE8E-4A95-937D-11A0C5EE1B6C?ui=en-US&rs=en-US&ad=US#__have_users_set
https://support.office.com/en-us/article/Set-up-and-manage-mobile-access-for-your-users-478A9944-AE8E-4A95-937D-11A0C5EE1B6C?ui=en-US&rs=en-US&ad=US#__have_users_set
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Masuk sebagai Admin ke Exchange Admin Center -> klik menu mobile. Pada tab mobile devices akses
klik “edit”. Pada layar Exchange ActiveSycn acces setting, disarankan connection setting pilih
Quarantine. Anda dapat menambahkan administrator untuk menerima notifikasi quarantine ketika
ada user yang mengakses email dari mobile devices.

I3k Exchange ActiveSync Access Settings - Google Chrome — [m] x

|Exchange admin center |

mobile device access| mab

Exchange ActiveSync Access Settings

& https://outlook.office365.com/ecp/PhoneVoice/EditActiveSy

Exchange ActiveSync access settings

e that isn't managed by a rule or personal

Quarantined Devices

PO A

T
Rabie USER 4 | DEVICETYPE MODEL CONNECTION TIME

Device Access Rules

+ 7m0 e mobile device is in
dentified:
- ] —— FULEAPPLESTO DEVICEACCESS RULE Pleass wait, your [T Administrators is being review your access =
iPad (DeviceType) iPad Device Families Quarantined Save | Cancel

Gambar 54-mobile device access setting.

Selanjutnya Anda dapat menambahkan Device Access Rules, yaitu batasan (quarantine akses, block
akses, allow) akses email ke mobile devices dengan tipe dan model tertentu.

Saat user mengakses email melalui device mobile, maka user tersebut dan device tipe nya akan
terbaca. User tersebut tidak akan bisa mengakses email dari mobile sebelum diberikan hak akses
(allow).

Office 365 Admin

Exchange admin center

dashboard mobile device access mobile device mailbox policies

In the meantime, please reach aut to Microsoft Support if you wish to block the app. Read more here.

( mes: sent & veSync
——
:

Quafanting®l Devices
mobile \‘
R LA 5

USER | DEVICE TYPE MODEL CONNECTION TIME

selected of 1 total

Device Access Rules

+7sme
NAME | DEVICE RULE APPLIES TO DEVICE ACCESS RULE
Android (DeviceModel) Android Device Model Quarantined Feedback

Gambar 55-allow atau block akses device dari quarantine.
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Jika ingin nge-block kembali akses mobile user, Anda dapat langsung ke mailbox user terkait. Dengan
cara ke Exchange Admin Center ->Kklik recipient ->klik mailboxes ->pilih dan klik user yang terkait.
Detail user akan muncul disisi kanan lalu klik View details.

Selanjutnya dapat anda lihat pada gambar sisi sebelah kanan (layar baru dari view details), pada layar
tersebut Anda dapat nge-block/allow kembali akses mobile user terkait. Anda juga dapat melakukan
“wipe data” devices tersebut, dan menambahkan rule device untuk user tersebut.

| Exchange admin center | | L Mobile Device Detsils - Google Chrome = 3
& https://outlook.office365.com/ecp/UsersGroups/EditMobileMailbox.aspx?reqld=147C
dashboard groups resources contacts shared migration

Mobile Device Details

recipients

o [ seard PE - Exchange ActiveSync and OWA for Devices are enabled for this user.
DISPLAY NAME A | MAILBOX TYPE | EMAIL ADDRESS Mobile device mailbox policy:
- Adh ad] it Defe
organization Adit adit Mobile devices:
Adit it User mailbox SN BE T
Adiv adit = |
A i Title: Assodiate: |2 FamiLY 4| MODEL PHONE NUMBER STATUS
Ado = i w
. i i Work phone:
Agit 29/
Agn agn Phone and Voice Features
Agu agu Unified Messaging: Disableg 1 selected of 1 tota!
Agu agu Enable
Ahm ahn Mobile Devices
Albe albe Disable Exchange #tiveSync sae || Cancel |
Albe albe Disable OWA %jlce:
Aldi aldi View details

Gambar 56-mobile device setting pada user mailbox.



