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PANDUAN CARA SETTING EMAIL JABATAN DI MACBOOK

» Komputer tidak harus terinstall Office/Outlook

»Karena akun pimpinan adalah versi “alias” dari email 0365 pribadi
pimpinan, maka tim IT harus create akun pribadi 0365 dahulu dan setelah
itu akun email pimpinannya

Create akun email 0365
pribadi pimpinan

Contoh:
051100106 @staff.integra.i

Create akun email
pimpinan

Contoh:

1 ts.ac.id 2 kasubdit.Itsi@its.ac.id




1. Create Akun Email O365 Pribadi Pimpinan

® Finder File Edit View Go Window Help = 3% Mon10:26PM Q =
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Cari dan klik “Mail”
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& L File Edit View Mailbox Message Format Window Help = = m%@m Moni0:30PM Q =

About Mail T—

Preferences.. ¢,
Inbox (Read Only)

*j”_- Car| tab “Mail” dan klik “Add Account”
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® Inbox (Read Only) S
[[] maiboxes [IT@ Sent Fiagoed Drafts
Mailboxes e
Ink Choose a Mail account provider...
¥ Sent iCloud
Smart Mailboxes
@8 Exchange
Google
YAHOO!

Aol.

© Other Mail Account... ]

Klik “Other Mail

Account”

Cancel ont




@ Mall File Edit View Mailbox Message Format Window Help

Q Inbox {Read Only)

) Matbones @ Sent Flapgod Orafts
Mailboxes eno
Inbox Add a Mall account
- Flagged To get started, fill out the following information
L‘] Drafts
Name: Hanim Maria
¥ Sent
il ress: 00108@s int %.aC.0
Senart Mailbexes Email Address: 0511 Oé@staft.integra.its.ac.id
Password: seessccses
Cancal
’

Masukkan akun Office365 pribadi pimpinan
Anda.

Name: Nama Pimpinan

Email Address:
userintegra@staff.integra.its.ac.id
Passw: password integra
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@ Mail File Edit View Mailbox Message Format Window Help

B T—_——————

Inbox (Read Only)

[[] Maiboxes [ne@ Sent Flagged Drafts l
Mallboxes ~ong ‘
£3 Inbox Email Address: 051100106@staff.integra.its.ac.id |
¥ Fiagged = .
B Drafts User Name: Lengkapi isian selanjutnya dengan:
‘ﬁ sent Password: eeescsccce

Username: <kosongkan>

Account type: IMAP

Incoming mail server: outlook.office365.com
Outgoing mail server: smtp.office365.com

Smart Mailboxes Account Type: IMAP

Incoming Mail Server: outlook.office365.com

Outgoing Mail Server: smtp.office365.com

Unable to verify account na
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Format Window Help .

[ ] ACCOUNLS

S
A o0 =

| Ganeral AcCounts Junk Mall Fonts & Colors Viewing Composing Signatures Rules

L
1 sta  Select the apps vou want to use with this account: B
i A
! 9 W wei : ; .
i - Jika sukses, maka akan muncul tampilan seperti
: '-__ Motes ini.
[ |
; Cancel
|
l- Incoming Mall Sarver:
: User Nama: 0511001062statl. ntegra. ts.ac.id
1 PEEEWOTT: | sssanssses
H
Outgoing Mail Server (SMTP): | staflintegra.ing.ac.id -
| + | —
.i ?



2. Create Akun Email Pimpinan

& Mall File Edit View Mailbox Message Format Window Help
|
) Accounts
A 50
' Saalthans eral ‘Accoomts Junk Mal Fonts 8 Colors Viewing Cor
BB e ek
. A s1a o
RS prooged Unienm the Tt Add a Mail account
Y Dratts aid: ﬂ To et started, #if cut the foliowing information:
'f Royyana Musim §
¥ Sent testing dari grjail § Name: Kasubdit LTSI
11 Trash : 3 4 3 _‘
] o | Email Address: kasubdit,tsi@its.ac.id
mart Ma Subdirektorat\ntr = 2 "
7 Testing grup of ITH o Bebabladstoiiin|
y RN khus pimgil
; 0 Archivet ant
f' Cancel

» 3 Calendar

B
>

Contacts

[} Canversation History

2 Journal

|

RSS Feeds

» [ Sync Issues

=

Tasks

Dowrioading Messages

Subdirektorat Infy
Subdirektorat infra
Weilce the DR

ambers)
<quarantine@mes
Spam Notification:
De et

rant

Lembaga Pengem
Rekap Teunis Komy
3 has

ADIMAS EKA PUTI
P siealy v

Masukkan email pimpinan Anda.

Name: Jabatan Pimpinan
Email Address: email pimpinan
Passw: password integra pimpinan

o rm— | gm0 D

Password

Outgoing Mail Server (SMTP):

A EO 9N a@® T ONE

staft ntegra.its.ac.d
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@ Mail File Edit View Mailbox Message Format Window Help .

T a—

Lengkapi dengan:

Accounts
Email Address: <email pimpinan> e e e 2
Username: userintegra@staff.integra.its.ac.id\emailpimpinan
- - - - . m
(contoh: 051100106 @staff.integra.its.ac.id\kasubdit.ltsi) Emall Address: | knsubdit ei@its.ac.id
User Name: 051100106@staff.integra.its.ac.id\kas
Account type: IMAP
o - ¥ Password: sesssccces
Incoming Mail Server: outlook.office365.com hsti &
Outgoing Mail Server: smtp.office365.com Account Type: | IMAP B s
Staft.intagra.its.ac.id khusus yang pimgll Incoming Mail Server: outlook.office365.com
£ Archivet Djunaidy ITS Sent: - S
= Outgeing Mail Server: | smtp.office365.com
B :_! Calendar Subdirektorat Infr
S5 subdi(ek!ofat lnfra Unable to verity account name or passworo 5.ac.ld
» ] Contacts Welcome to the DP e Bk T — :
sroun 6 Membe ancel ac q
=3 Conversation History group 6 Membersy N
B Journal <quarantine@mes
) Spam Notification: Outgoing Mail Server (SMTP): | staff.integra.its.ac.id s
1 RSS Feeds Dear 051100106@%
== new spam-quarant
» L] Sync Issues
: Lembaga Pengem
L] Tasks Rekap Teknisi Kom:
This message has| SR e
ADIMAS EKA PUT| ?
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‘ ) @ Accounts
A b, A
Mallbozes seneral Accoumts Jurnk Mal Forts & Colors Viewing Compasng  Signatures Rules
Prof. Dr.ir. Arif Dt
&3
— Inbox @ Prof, Dr.Ir. Arif Djue @ sta Select the apps you want 10 use with this account: o
= Flagged Walce o the TR . \
, 5 v o W@ i
7] Drafts i i i
Oy e - Jika sukses, maka akan muncul tampilan seperti
W Sent 1esting dari gmail § gt
= A ",’_\_‘. Notes ini
i ! Trash . " -
> Tess
Smart Mallboass Subdirektorat Inft R ——
; Testing grup of IT§ Cancal m
 Beaames 13 yang pimgi|
o [ Archivel junaidy ITS Sents
B |\ £ Caiondar Subdirektorat Infr NIV WS S
ey Sutdirektorat infra User Name: | 051100108@sta4f intogra.its ac
» 1 Contacts Walcome to the DR
] Conversation Histary 6 Membersd L b—
BE Jousnel <quarantine®med
e Spam \Jon‘lcat-?n: Outgoing Mail Server (SMTP): | staffintegra.its.ac id $
[7] RSS Feeds Dear 05110010664
rang
» 7] Sync Issues
Lembaga Pengem
] Tasks Rekap Teknisi Komy




Telah terdapat 2 accounts email
yang Anda buat:

1) Email 0365 pribadi

2) Email pimpinan

Mail File

] Malboxes
Mailboxes

v 53 Inbox

£3 staffintegra....

£3 its.ac.id

= Flagged

> 1‘ Drafts

> Sent

> Tj' Trash

Smart Maiiboxes

staflintegra. its ac. i
1 Archiver

» 3 Calendar

» 3 Contacts

Edit View Mailbox

Inbox (185 v

185 ]

=1 conversation History

1 Journal
=1 rsS Feeds
» B3 Sync Issues

Downloacing Messages

Sent v

Format

Message

Window Help

Inbox — its.ac.id {35 messages)

L -~ N - - .

Flaggea Drafts (1) v

Subdirektorat Layanan Teknologl dan S...
You've jained the testest group

Rizki Rinakdi
(No Subject]

Hanim Maria A. Yesterday

Fwad: [INVITATION] indonesia Games Contest

Rizki Rinaldi
Data Email ITS

Pengelolaan Layanan TSI ITS zan
FW: SK Tim Anli "cnge‘nban,zr‘ S v terintegrasi IPB

Rakhmi Budi Fathonah
email baru tu unit

pomm:anun ITS
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Direktorat Penuamhanuan

Hanim Maris A. Yostercay at 10:45 P
Kapusyants
Fwa: [INVITATION] Indonesia Games

Contest

Fyi.

e FOIWAIGEd MESSA0E

From Lnsmar- Yumna Fanm

«<iria )

Dase: Feoza 2017 102(!AM

Subject [lenAnonj |ndonasa Garms Contest

To: ‘nmm mana < G gma ™,
<hanl 1>
Cc

Google Play is looking
for the best mobile
games from Indonesia

Screen Shot

2017-02..4.22PM

e
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ES m File Edit View Mailbox Message Format Window Help pirrep QPh"";T;we., proreen

"‘ About Mail T .

Inbox (251 messages, 141 unread)

Preferences.., 38,
' Add Account.. fent  Flaggec Drafis
s > ) ProtDrc Art ey, w.sc Klik “Mail” > Accounts atau
Hide Mail %8 H Prof Dr.ir. Arif Djunady M, Sx, added )ou to the Ti... ) N el
Hide Others - 3H gy bk g Klik “Mail” > Preferences
Royyana Muslim ljtihadie
Quit Mail %0 testing darl gmaill sebagal guest : ’ : : -
B <o T . Jika Anda ingin melihat detil account yang telah
Subdirektorat Infrastruktur dan Keama... 9.53 AM Anda buat

Testing grup of ITS

Subdirektorat Infrastruktur dan Keama... 9
Subdirektorat Infrastruktur dan Keamanan Teknolo..,

<quarantine@messaging.microsoft.com> /231
Spam Notification: 1 New Messages

Lembaga Pengembangan Teknologi Siste...
Rekap Teknisi Komputer

Downicading Messages ADIMAS EKA PUTRA
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Jika mengalami kesulitan silakan menghubungi :
Rizki Rinaldi (Admin Office 365 ITS)

HP : 0822 3491 6024
Atau via servicedesk.its.ac.id
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Terimakasih.
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